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2 INTRODUCTION

Welcome and thank you for choosing Nemisys. We hope that the following guide
will help you to get started and get the most out of your new Content

Management System (CMS) and website.

We aim to make this as straightforward as possible for you to use but if you have
any questions that aren’t covered here then please contact

support@nemisys.uk.com and a member of our Support team will contact you.

The first thing that you will need to do is login to your CMS.

The CMS is accessed via ‘www.yourwebsite.com/admin’ which will present you

with a login screen similar to the one shown in Figure 1.

Figure 1

YOURWEBSITE W CVIS NEMISYS

Wwelcome to the administration systern for
the CMS Nemisys website.

% Please enter wour login details to access the admin

/

Should you experience any problems using

this systermn please contact Hemisys on Email
either email! support@nemisys.uk.com or

telephone 0844 706 9665 Password

Forgotten your password?
Enter your ernail address, then click here

it o Mpmettte A B o soglietttrs, il o A N Ay e e -K.‘.___M.-.A‘““- ettt A A i ol

You will need to enter the email and password given to you by your site
administrator. If you are the site administrator and do not yet have a login

please contact support@nemisys.uk.com. If you have been given a login but

have forgotten your password, use the forgotten password functionality by typing

in your email address and clicking where indicated by the red arrow in Figure 1.

Once logged in you will see a welcome screen similar to the one shown in Fig 2.
It should be noted that you may not have everything that is mentioned as you

progress through this manual and some things may work slightly differently to

Nemisys Support 4 11/08/2009
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the things discussed here. However, everything is built on the same core

platform so you should find that things translate well.

Figure 2

YounwEBsITE i:‘f VIS NEMiSyS [Logout; Nemisys Support]

[ Show Deleted Itemns ]

|Favourites [v] [ Add this page ]

Welcome
+ Homepage

CMS Nemisys administration area.

H Systern Admin

el e S i, s vt B P st o oy g e coptien s GO g w0

You will probably be keen to get straight on and start adding pages so we will go
through this first.

Please note that in order to add pages to your site you will need to have
the ‘Add’ privilege. If you can see the ‘Add child item’ icon highlighted in
yellow on Figure 3 then you have this privilege. If you can’t then contact your

system administrator to get this added.

In order to add a page you will need to click on the ‘Add child item’ icon to the
right of ‘Homepage’ as highlighted in yellow in Figure 3. This will add a page to
the top level navigation. If you wish to add a page as a sub page of another page
elsewhere in the site you will need to click the  icon the left of homepage which
will expand the menu to show other pages, then click the *‘Add child item’ icon

alongside the page you wish to create a sub page of.

Figure 3

e e e,
o et

Welcom

+ Homepage

CMS Memisys administration area,

+ Systern Admin
._\_*‘“‘-"-‘-. --l.‘-..‘-"‘-'—‘—n-._,?“‘r"“ et Bttt ol f“"""_ -
This will bring up a box as shown in Figure 4 where you can give the new page a

title and choose what type of page you want to add.

Nemisys Support 5 11/08/2009
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Figure 4
.|

YOURWEBSITE ¥ cvsNEMmisys

[ Show Deleted Iterms ] |Favourites [1] [ Aadd this page ]
Short Title:
_
o Page Title: .
Page type:
| g ]
der:
Systern Admin Order .

e i Y. e R R S ,J"‘-M' r P et il st

2.1 Page titles

First you will need to enter the page title(s). There are two types of title - “"Short
Title” and “Page Title”. The page title is the title that will appear on the page
itself, the short title (if added) will appear in the left hand navigation and
breadcrumb trail. An example of a breadcrumb trail is shown highlighted in

yellow in Figure 5.

Figure 5

S T R R o S ER N i

S T e T |_|'IT| Inc.lk};_l-g-fm e _‘i]-ﬁ

EETE

Harme # About Uz » The Team »

The Team
Mark K. Smith BSc {Hons), PhD - CEOQ

NEM'SYS With a PhD in Biotechnology from Cranfield, Mark has spent
based business solutions, Mark’'s particular expertise lie in
processes and advising on how technology can be deploye

= The Team

Andy Ayers BSc (Hons) - CTO

Since graduating as a software engineer from Manchester i
dedicated himself to the challenge of transforming the enor
internet infrastructure inta a life changing communication &

record of delivery in charities, Government, education and
el S e b

= Brief Hizstory
= Recruitrment

Products

This means that you can add a longer page title to the page but create a shorter
one for navigational purposes. The page title is compulsory but the short title is
only really required if you are using a long page title. If you do not add a short

title, the page title will be used in the navigation and breadcrumb trail.

Nemisys Support 6 11/08/2009
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2.2 Page type

Next you will need to decide which type of page you want to add from the
dropdown. The default is likely to be ‘Standard page’ and this page is likely to be
the one you use for the majority of your content but it is important that you
consider what the content and purpose of the new page will be and from there
choose which type of page you want to add. The different types of pages are
outlined in more detail in Section 4. For now, let’s assume you are adding a

‘Standard page’ from the dropdown.

2.3 Order

Next you can choose a number from the dropdown which will specify in what
position the page appears within the left hand navigation. If you want the page
you are creating to be the first menu item beneath the homepage then select ‘1’

from the dropdown.

When you are happy click the ‘Save’ button and this will create the page and
open up the editing screen for you. If you change your mind about creating the
page, you can click the ‘Cancel’ button at any time which will take you back to the

home screen admin and cancel the creation of the page.

You have now created a page and can get started with adding your content. See

Section 3 of the spec for more information on using the Editor.

Nemisys Support 7 11/08/2009
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3 EDITING YOUR CONTENT

Page content is often made up of various elements including body text,
documents, links and features. We will now look at how you add these in more
detail.

Clicking on a page in the left hand navigation will bring up the text editor for that

particular page. You will see a screen similar to the one shown in Figure 6:

Figure 6
|
YOURWEBSITE % cvsnemisys S ——
| Favourites ] [Go] [ Add this page ]
senerat [ | [unis]
Meta | Documents |f Links
Short title:
sl Landing Page [&] %] 5e Standard Page
B Standard Page @ B B Page title: Standard Page dermo
= News 2] [F [ F[E Intro text:
< Events B mEE : [E Sowce | [§, § Fomat |Nomal ~ i Shle
; AERivcasBiFFaiFsss
.1 7 = e = 5
* Systermn Admin PB 7 U iabe X X P IE S e FHeaidEd Q=3
Tl s A ot A e aaie PPN N S G T W N N e P ot it b |

You will see that there are various tabs (these will differ according to what type of
page you are on). The ‘General’ tab will usually be where you will be entering the

main body of your content, within the ‘editor’ as picked out in Figure 8.

You may also have tabs for documents, links, features and other page specific

functionality which will have been described in your initial specification if

applicable. We deal with the most common tabs later in this section.

You will also see the edit history at the bottom of the editor and an update or
save button - see Figure 7. Please note that when entering page content it is
important to regularly save your work. If you navigate away from the page you

are editing without saving, the changes you have made will be lost.

Nemisys Support 8 11/08/2009
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Figure 7
“"._,.rf-""'-’-""\-.-.,»zf--""-,,_m"——r" W m— e EEp— [ —eme r._;--"""".“'”"J_m"-.‘,_;—— ;
Live:
Order: '
Added by: Merisys Support (2 Jul 2009 12:20)
Last edited by: MNemisys Suppu:ur‘t (13 Jul 2009 13:45
— e = seetlinnfan - -_“.‘,_.-p.,.‘-_\_h__r-—u,...._m... -~
3.1 Using the editor
Figure 8
! ElSouce & [, @ Format = i Shle -
: RALBIEEWIEEEES
IB 7 U ishe x. X & iiSiSie o @aearild—= 403

[ 3

# oA o p F T R P b

The editor icons have hover-over descriptions, and should be self-explanatory,

It should be noted that not all of
the icons listed below are available in all editors.

but a brief description of each is given below.

Action

HTML code

Maximize

Show blocks

Headers

Nemisys Support

Icon

Source

=

LG,

H1 HZ Hz H4 HS

or

Format | Normal <

Nemisys Enterprises LTD

What it Does
View or edit document source code (for advanced users).

Maximize the editor size

Shows a grid outline of how the HTML tags are placed (for
advanced users)

Apply Headers (Use H2 & H3 normally)

9 11/08/2009
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Cut 4 Remove the highlighted text.
Copy Copy the highlighted text.

Paste the text you copied

Paste (Avoid this where possible)

Paste F
@ E & Paste as Text **** (Preferred)

Paste from MS Word
Undo/Redo KT Undo or redo the most recent action taken.
Find # Find characters or words within your text
Replace cor P8 Replace characters or words within your text
Select all El Select all content within the editor
Indent t= 5 Increase or decrease the highlighted text's indentation.

Inserts a particular HTML tag commonly used for quotes -
Block quote (11 _ ) .

you may find this has no visual effect.

o Alighment of highlighted text (left, centered, right,

Alignment == ==

justified).
Bold, etc. B 7 U = | Bold, italic, underscore or strikethrough highlighted text.

SUE SUP
Superscript ) ] o
) or Superscript or subscript the highlighted text.
or Subscript
X, oK
Remove /o ¥ Remove applied Headers and other formats from selected
format or text
Lists 2 Add numbering or bullets to highlighted text lines.
Insert/Edit Create a hyperlink to another page or document within the
Bl

link site or to an external site.
Break link Téér'_ Break links from highlighted text / object

Upload or insert images into the HTML page from the image
Image @‘ or —d .

repository.
Flash Used for inserting flash into your content. Please note this

as @
is NOT flash video but things like animations. Typically you
Nemisys Support 10 11/08/2009
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would select the flash file from the document library.

Insert table. Number of columns or rows, and table width,
Table B _ )
height, borders, & alignment can also be set.

Line

or Insert horizontal rule

Insert/Edit

W Create an anchor point
Anchor
Special

il Choose from a list of special characters
character
Page break = Inserts a break in the text

Allows you to insert object tags, commonly provided by

Embed HTML Bl

Youtube, Google video or Ipadio.

3.1.1 Adding and editing text

To avoid unpredictable formatting issues it is best to ensure that you ALWAYS use
the CMS Editor. Just copying and pasting content from Word can lead to multiple
text formats and unpredictable layout which can be difficult to correct. While

there is an icon to “Paste from MS Word”, it's best to use the “Paste as Plain Text”

icon, and do all of your formatting inside the CMS Editor.

3.1.2 Adding and editing hyperlinks

To create a hyperlink, first highlight the content that you wish to form the
hyperlink then select the ‘Create hyperlink’ icon. This will bring up a pop up that

looks something like one of the examples shown in Figures 9 & 10.

Best Practice: Avoid having clickable text of “Click here” or “More” as this does not read well

contextually by screen readers. Instead go for “More about Nemisys”. If you can’t avoid this the

title attribute can be used to improve the accessibility.

Nemisys Support 11 11/08/2009
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Figure 9
- T e — [t T L W T T —,
o e =T B o T N e d .

—— Hyperlink Properties

Type: (DurL O anchor

Title:

urL: |/

[ =elect page, ., ][ Select docurnent. .. ]

* QOpen new window {E}REDHDE existing

B O NV Sy

Here you can add a title and insert the URL of the place that you wish the link to
go to. If the link is an internal link (within your own website) you do not need to

include the http://www.mywebsite.com you will just need everything following

and including the /. So for example, within the following link:
http://www.nemisys.uk.com/portfolio.asp?section=00010001000800010002 you
would only need the /portfolio.asp?section=00010001000800010002 part if this

was a page within your site. However if you are linking to an external site you
will need to include the full URL. You will also need to specify whether you wish
the link to open in a new window or in the same window. We recommend
opening external links in a new window to avoid people navigating away from

your site and internal links in the same window.

You can also add a ‘mailto:’ link here. Simply enter the following in the URL field

- mailto: name@emailaddress.com

Depending on your version of the CMS you may also have the option to click
through and select a particular page from your site using a dropdown and/or click
through to the document library to select a document to link to. If you choose to
select a page from the dropdown and see that some of the options are greyed out
this means that you cannot select them as your system has not yet been fully
configured to display that type of page. However, this is only likely to happen

whilst your site is still in development.

Nemisys Support 12 11/08/2009
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Link Info

Link Type

URL [l
Protocol ~ URL

_ AL PSS, LK. SO

[ Select page... ][ Select document...

Page 13 of 57

In Figure 10 you can select what type of link you wish to create and insert the

URL that you wish to link to. You also have the ability to select different types of

Protocol as shown in Figure 11. You are likely to be using http:// or https:// most

regularly but if the URL you are linking to is prefixed with any of the other

options, please ensure that you select the correct one from the dropdown.

Figure 11

Link Info

Link Type
|URL v |

Frotocal JRL
hittpe e |

httpz: /4 e .. ][ Select dacurnent. .

<other:

Again you may or may not have the ability to select a page or document from

within your site. You can also select how you want the link to appear (e.g. in a

new window, replacing existing window, as a pop up etc.) by clicking the ‘Target’

Nemisys Support 1 3
Nemisys Enterprises LTD
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tab and selecting from the dropdown. We recommend that you open external

links in a new window and internal links in the same window.

Once the details have been filled in, select "Ok” to complete the process.

3.1.3 Adding and editing anchors

This feature is useful if you are creating pages with a lot of content and you want
people to be able to easily find specific content within that page. So for example,
you can have a list of keywords at the beginning of your page that then link down
to the relevant information further down the page.
There are 2 basic steps to the process:

e Create the Anchor point

e Create the link to that anchor point

3.1.3.1 Creating the Anchor point

Place your cursor within the text at the point that you wish the anchor to link to

but DO NOT highlight the text. Next press the ‘Insert Anchor’ ( b ) icon. This
will bring up a box requiring you to give the anchor a name. Type in a sensible
name for the anchor that will make it easily recognisable when you come to link
to it. We recommend using a consistent format - alphanumeric characters in a
common case (all uppercase or lowercase). For example: testanchor or
TESTANCHOR.

When you have given it a name select ‘Ok’".

3.1.3.2 Creating the link to the anchor point

You create the link to the Anchor point in much the same way as you create a
hyperlink as outlined in Section 3.1.2. The only difference being that instead of
selecting type 'URL’ from the options you instead select ‘Link to anchor...”. You
will then need to select the name of the Anchor that you created in the previous

step and click ‘Ok’. See Figure 12:

Nemisys Support 14 11/08/2009
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Figure 12

Link Info

Link Type
| Link to anchor in the text M

Select ah Anchar
By Anchor Mame By Element [d

L] | ]

teztanchor

3.1.4 Adding and editing images within the text

You can insert images at any point within the editor up to a maximum size of
about 500px in width. It should be noted that this will vary between sites and the
presence of right hand column content will reduce the available width within the
central text area and will therefore require a smaller width of image. Adding an
image that is too wide will corrupt the layout of your page so it is important to

ensure your images are correctly sized.

To add an image, first ensure that your cursor is placed correctly within the editor
where you would like the image to sit. Next select the ‘Insert image’ icon (@ or

(al ) which will bring up a screen similar to one of the ones shown in Figure 13

and Figure 14:

Nemisys Support 15 11/08/2009
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Figure 13

Image Properties

Image Info

LIRL

Browsze Server

Alternative Text

Preview
i A
width a o Lorern ipsurn dolar sit amet,
Height consectetuer adipiscing elit, Maecenas

feugiat consequat diam. Maecenas
rietus, Vivamus diarm purus, cursus a,
Border commodo non, facilisis vitae, nulla.
HSpace Aenean u:_Iiu:turn IE!-:inie! tortor. Munc
iaculis, nibh non iaculis aliguam, orci
WSpace felis euismod neque, sed ornare
Align _ mgssa_maur’is sed v!elit. Mulla pretiu_m
. rmi et risus, Fusce mi pede, tempor id,
cursus ac, ullamcoorper nec, enim. Sed
tortor. Curabitur rolestie. Duis velit [v

Figure 14

. T . o = oy
T AT o=t -"-""'“'-_,/"’---'.__.'r Tt A A0 A mamn T e

—— Image Properties

[ S ele et IrmAdE..

Image ;
path:

alts

wiidth:

Height:
Border;

HZpace:

YSpace:

align: | [v]

e P sl M g st P g -

To select an image from the library click either ‘Select image...” or ‘Browse Server’
depending on which version of the editor you are using. This will then take you

through to the image library screen as shown in Figure 15:

Nemisys Support 16 11/08/2009
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Figure 15

=T e /—"*._..-,-__.-\--““v""!.F“_._ [T - i

P, S g - i Fw P
4 J vy

T Wy i S oddags o ot gl o o

Find: [ + Add Mew Itermn

Irmages that are: px wide
Images that are: px high

[Show un-categorised items] i
: ; {1528px x 769px) ' i‘
[Shaow all in section] bg (17 1pt % 71p1)
dfgdfg
n Central image {ibrary
| EDIT | | SELECT |
| DELETE [ 1] EDIT |

Cancel

U el | B bt At Nt n M

If the image you wish to insert is already in the library simply find it and click
select. If it isn't, you will need to add it to the library (more details on this are

available in Section 6.3).

Once you have selected your image you will be taken back to the screen shown in
Figure 16 where you will see a preview of the image and can add alt text and

select alignment options.

Figure 16

Image Properties

Image Info

JRL
http: 4 ¢ crgdemo. nemisy sz Lk, comdcoredcore_pickerloadin Browse Server

Alternative Text

dfgdfg
Preview
whidth {171
Height | 71
Border
HSpace ' Lorern
W ipsumn dolor sit amet, consectetuer
Belbo] | adipiscing elit. Maecenas feugiat
Align _ consequat diam. Maecenas metus,
| Wivamus diam purus, cursus a,
cormrmaoda nan, facilisis witae, nulla,
Senean dictnm lacinia torar, Bune [v
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You will notice that you also have the option to alter other properties of the image
here for example the width and height of the image. However, we do not
recommend this as an ideal way to resize images as you risk corruption. Itis
much better when inserting images into the editor to resize them to the correct

dimensions externally and upload the correctly sized image to the library.

You do not need to add border as usually a default border will have been specified
when the site was built and this will be applied automatically to the image.
However, if you do not wish this automatic border to be added you will need to
specify "0” in the border field. The border is measured in pixels, so if you want to

increase the width of the border, insert the relevant width in pixels into this field.

You can also specify Hspace and Vspace here. These control how much padding
there is between the image and any surrounding content. This space is also
measured in pixels and 5 will usually give you a reasonable amount of padding
between the image and the text. If your CMS looks like the one in Figure 16 then
HSpace and VSpace should be controlled via the Styles dropdown in the editor
(see Figure 16) and you should NOT use these parameters. However if you have
an older version of the editor this styles functionality is not supported within the
editor and you will need to use Hspace and Vspace.

Lastly you can select where you want the image to sit on the page using the

‘Align’ dropdown.

Once you are happy select ‘Ok’ which will take you back to the page you are
editing and show the image inserted. You can then select styles from the
dropdown by right clicking on the image or selecting from the dropdown. See

Figure 17:

Nemisys Support 18 11/08/2009
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Figure 17
[F— ot - R e e __-"V-.—__ Gl e A By e _-'-_J_,—.\_/-.u—' e —— |
. r Meta || Cocurnents || Linksl
Short title:  =i.ndard Page
Page title: Standard Page demo
Intro text:
i E]Souce = & Fomat |Normal = i Shie 7
; : [ 3 4 2 : ;‘ EE Image on Left
E %E EE 23 J Image on Right ,,:—_lI B
Image right B
Loremn ipsum dolor sit 1 o Bard cing elit, b
Maecenas feugiat con mage rghnt, N0 BOr8eMy s, Vivamnus
rdiarn purus, cursus a,| Image left ae, nulla.
Aenean dictum lacinia on iaculis
aliquam, orci felis euid * IMmage left, no barder ||assa mauris
reed velit, Nulla pretium i et rnisus, Fusce mi pede, tempor id,
cursus ac, ullamcarper nec, enim. Sed tortor, Curabitur
molestie, Duis velit augue, condimenturn at, ultrices a, luctus ut, orci. Donec pellentesgque
eqgestas eros. Integer cursus, augue in cursus faucibus, eros pede bibendum sem, in termpus
tellus justo quis ligula. Etiam eget tartar, |
i S TNy Y TR ‘w*"""‘"‘d‘--».#'“""‘"‘“ﬂ*~-ﬁ‘"—-f'-

If you are not happy with some of the settings that you specified in the previous
step, click on the image, then click to ‘Insert/Edit image’ which will bring up the
details box again and allow you to change the settings. Alternatively, the editor

also makes use of in context ‘right click’ options for these sorts of things as
shown in Figure 18.

Figure 18

P e ‘_,J__'_._
e r 1
Main text:

! [E] Souce 3 [§ { Fomat | Nomal

e e -
- o o

-*' =3 —_-E’IE '—_tvlv E'!-] ﬁ'—rac. =
B 7 U :aghe X, x' /7 iz 1= i

Larem ipsum dolor sit amet, consectetuer adipiscing elit,
Maecenas feugiat consequat diam, Maecenas metus, YWivamus
—iarmn purus, cursus a, commoda non, facll|5|s witae, nuIIa

roi felis euismod neque sed u:urnare mMmassa mauris

ulla pretium mi et risus. Fusce mi pede, termpor id,
23 Copy tor. Curabitur molestie, Duis velit augue,

Donec pellentesque egestas eros. Integer cursus,
durn sem, in termpus tellus justo quis ligula. Etiam

[ L
cursus ac, ullamcorpe
condirnenturn at, ultric
augue in cursus faucik [T Paste
eqget tortar, .
I_ﬂ Image Properties
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3.1.5 Adding and editing a table
Tables can be added within the text area in much the same way as images.
First place your cursor in the editor at the point where you wish the table to sit.

Next select the ‘Insert/Edit table’ icon (|:|) which will bring up the following

options:
Figure 19
Table Properties
Rows: width: 200 || pivels ||
Columns: | 2 Height; pirelz
Hoaders: [Nore (] |
) } Cell spacing: |1
Border size: |1 Coll oo 1
] el padding;
Alignrment; . P .
Captior;
Summary:

Here you can specify the following things (please note that these can be changed
after you have created the table):
e The number of rows and columns you wish the table to have
e Specify headers if required - this enables you to set the first row or the
first column or both to contain headings.
e Border size (measured in pixels) - 0 will mean no outlines are shown on
the page, although the grid format will be maintained. 1 will give you a
thin border around each cell, higher numbers will give you a thicker
border. Please note that when you are first inserting a table it is
advisable to set the border to be at least 1 to enable you to clearly see
the cells defined on the page when you insert the content. If you then
wish to remove the border you can edit the table and change this to 0.
¢ Alignment - this controls where the table will sit on the page.
e Width - this enables you to set the width of the table although in general
the cells will resize themselves automatically. We recommend 100% as a
starting point.
e Height - it is best to leave this blank and allow your content to dictate the
height of the table
e Cell spacing - this controls how much space there is between the cells.

We recommend 2px as a good starting point.
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e Cell padding - this controls how much space there is between the
contents of the cell and its border. Again we recommend 2px to give your
table a reasonable amount of spacing.

e (Caption - you can add a caption to the table although generally this is not
needed.

e Summary - you will need to add a summary of the contents of the table.
This is for accessibility purposes and this is what screen readers will read
out.

Once you have entered this information, select ‘Ok’ which will take you back to
the page you are editing with the new table inserted as requested. You can then
start to input the content in each of the cells. If you need to make changes to
the layout of the table you can right click on it to bring up the editing options or
select the table and then click to ‘insert/edit table’ as shown in Figure 20. This
will allow you to change any of the details previously added including inserting
further columns or rows (See Figures 21 & 22), changing borders & padding etc.
You can also make changes to the appearance of the cell by right clicking and

then selecting Cell / Cell Properties. This will give you colour options etc.

Figure 20
T T LV S SE s T P e T S
! =] Source = [@, | Format - i
= ' HLBI I EFWISESES
sl @er 0 L Q5 5
fenean dicturn lacinia tartor, Nunc iaJu:uIisJ nibh non iaculis [

aliquarn, orci felis euismod neque, sed ornare massa mauris
sed velit, Nulla pretiurn mi et risus, Fusce mi pede, tempor id,
cursus ac, ullamcorper nec, enim. Sed tortor, Curabitur
molestie, Duis velit augue, condimenturmn at, ultrices a, luctus ut, orci, Donec pellentesque
egestas eros, Integer cursus, auque in cursus faucibus, eros pede bibendum sem, in tempus
tellus justo quis ligula. Etiarm eget tortar.

[m}

O
& demo tabl) & Cu

Name Emai = b

L Paste
Drliﬂ:rrltysber mary.lantsbery@ne =
¥ Open Link

o rob@nemisys.uk ool e

rortan == Remove Link
m] [m}

Delete Table
Vestibulum rutrurn, est ut placerat elernenturn, lectus o . mpor aliguam eros
nunc nonummy metus, In eros metus, gravida a, gravi | Table Properties turpis. Ut ultrices,
ipsurn at venenatis fringilla, serm nulla lacinia tellus, eget aliguet turpis mauris non enirm. Marm
turpis, Suspendisse lacinia. Curabitur ac tortor ut ipsum egestas elermmenturn, Munc imperdiet

|_ gravida mauris. =
T -._-3"'-&-@. e e, SR -\""'-""-L"\M-“ﬂ i, \‘ . ""—-lunl"*‘
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Figure 21
__F,_,_‘.____‘/_____,_.-._M_,“ e T A e L R iy i LA ___-.,"-.‘_’__._U_/_'_h__, PR A T
A demo table
[ .
Name | Email
rliﬂ:;ltysbe | emisys. uk.com =
Rk A
Mortan =
T |2, Paste
Vestibulum rutrurm, est ut placen Cell = Insert Cell Befare par aliquanj eros
nunc nonummy metus, In eros rpis. Ut ultrices,
ipsurn at venenatis fringilla, ser R b | == Insert Cell After is non enim. Mam
turpis. Suspendisse lacinia. Curs Z . Munc imperdiet
gravida mauris. Calurin p | =7 Delete Cells L;

11 Merge Right
1 Merge Down
38 Split Cell Horizomtally

Main text: Delete Table

¢ =] Source [ @ i Format ] Table Properties

: a e
E = = : R PEE AR 3B Split Cell Vertically
i B 7 U iasbe X, X' &7 iiZ iT ies o5 [ =5

] Cell Properties

Figure 22

< tElls ‘_r'L'I'Sfum-d"r‘_\":-.rll;r‘Llh_-r.,.ﬂ:lﬁlTl_E'lg.-&"L-.,_-'tIT/'T I AL T AT

& demo table

Name | Email
rliﬂ::ltysb |'“ e Lambeboes@namisy s, uk,com =
Rk com
Martan
|7, Paste
Vestibulum rutrur, est ut place Call y |5 nisl aliqguam velit, tempor aliguam eros
nunc nonurmrmy metus, In eros avida sed, lobortis id, turpis. Ut ultrices,
ipsurm at venenatis fringilla, sen “ Inzert Bow Before auris non enim. Mam
turpi_s. Suspendisse lacinia. Cup - urn. Munc imperdiet
aravwida rauris. Calumn b | D3 Inzert Fow After -
-
Main text: Delete Table & Delete Rows
Souce | [, i Format | Table Properties >

3.2 Meta Tab

The meta tab is where you can enter information that will used/displayed in
search engines. There are three main sections as shown in Figure 23:

e Meta title

e Meta description

e Meta keywords
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Figure 23

e e e e T e e [

General Diocurments || Links

Meta title:

Meta description:

Meta keywords:

Added by: Nerisys Support (2 Jul 2009 12:20)
Last edited by: Nemisys Support (13 Jul 2009 13:45)

SRS eV R W YRR e ST LW —

3.2.1 Meta title

Your browser title is made up of page title and website title as a default - see

Figure 24.

Figure 24

Modify: Standard Page demo - CMS MNemisys - Microsoft Internet Explorer

However, you can change the browser title using the meta title field. This will
then display in your browser in place of the default. For example, if you change
the Meta title to read “"Welcome to Nemisys”, the browser title will then display
this.

3.2.2 Description

Here you can enter a summary of the contents of the page. This will display in

the search engine listings.

3.2.3 Keywords

This is where you can enter a comma separated list of words associated with the
content of your page. These used to be very important for getting your content
profiled by search engines. However, search engines have become much more

advanced now and the need for keywords is no longer as important.
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3.3 Documents & Links

You may or may not have Documents and Links tabs on your page. If present,
these allow you to add Documents and/or Links that will then display in a specific
place on the page as specified in your site designs. Some examples are shown in

Figures 25, 26 & 27:

Figure 25

ALL ABOUT HOCKEY © Want to join a hockey club?

Are you looking for a
elub to join? If so, visit
‘our clubs section where
you can search for
‘clubs in ¥Our area.

The game of Hockey is played widely across the
world. In England it is a popular family orientated
sport, played mainly in clubs by both men and
women. The game is well-liked in many schools;,
particularly in the independent sector and offers a
lifetime of both sporting and social opportunities for
players, officials and administrators alike.

Links & documents

Hockey or "field hockey" as it is also known {to differentiate it from ice © International Hockey Federation
hockew) is an 11-a-side game plaved on a pitch 100 yards by 60 vards
(91.4 metres » 55 metres) with a ball which has a 23cm circumference.
Each player has a stick with a rounded head to play the ball with the
ultirate airm of scoring goals by putting the ball in the other team’s goal.

Sticks are about a metre long and weigh between 340g and 790g. © Euro Hockey League

® European Hockey Federation

© Great Britain Hockey

ﬂ Rules of Hockey {Indoaors) 2007-08

The rules of hockey are very similar to the rules of football except that
{542.72kB)

players must use sticks instead of their feet to play the ball. There are 11
players on a tearm made up of a Goalkeeper, Defenders, Midfielders and
Attackers. The only player on the field who is allowed to use their feet and
hands as well as their stick is the goalkeeper,

@ Rules of Hockey (Outdoors) 2003-10
(376.6kE)

The season in England lasts from September until May.

A A gt S B e B i A B o P s - Wl il

Figure 26

o iR

. SIGN UP
FOR NEWSLETTER
4 | MY PREFERENCES |

_ pHome pAdvice & Support » Advice Service
Contact Us T e
About KCLSU

Advice & Support

Advice Service

The KCLSU advice service is designed to complement those provided by the College, but .
because we function independently we are also able to help and advise you on any issues you a, d \"{ I, c e U K
may have with King's, We're a member of Advice UK, meaning our service meets their quality The voice of independent advice

assurance standards and you can be sure your issue will be handled appropriately and

> Stud, i confidentially.
» ¥isit the Advice UK website

We offer:
KCLSU is a rermber of Advice UK,

5 Find out bout th
# Support with academic issues including plagiarismn, mitigating circurnstances and appeals nlpgari?atinojﬁraenad S‘fiat tiey h

ews | here.

Spott & Fitness * Support when you run into problemns at King's e B
e
* Advice o managing your finances
' Student Advice &

= Information on faciities and support for students with disabilties International Student
Support
, Help with housing issues such as Halls of Residence Regulations or advice on moving into

I—\ private accommodation

E2 P S-S ST SR ST gy WO I SR SR o W N T

* Guidance on College regulations
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Figure 27

e A A e e i I A A A Al ¥ e .

e e T T e e

» Partnerships and About Us
Stakeholders

]

Active Devon is a countyvwide partnership for physical activity snd sport and is one of 49 county partnerships
» People supported by Sport England. Active Devon comprises & diverse range of arganizations involved inor with

»Services physical activity and sport sll committed to achieving our vision:
»Marketing Getting everyone in Devon active for life through local community based opportunities and
» Contact Us coordinated partnerships

w Get Active
» Active YOLUth
» Healthy Workplaces

To view Active Devon's Corporate Brochure, please click image to the left.
wlLet us Help

» London 2012

we helieve passionately that participation in physical activity contributes positively to people and the
communities in which they live and work. That is why our biggest challenge is to meet the Government's target
of achieving & 1% year on year increase in physical activity participation in the adult population

- . .
|_ Te‘gnbndg Devon provides & wonderful county in which to pursue an sctive lifestyle. & lsndscape including the Moor and

DISTRICT COUMCIL
e b e m;ny' beautiful beaches and coastlines provides the perfect playaround for people to become more physically
active.

JE) Active Devon Corporate Brochure (3 ME)

e il ann il ﬂW'M“ym‘“%xw‘\mermhg T

Please note that if you do not have these tabs on your site, you can still add

documents and links within the page editor. See Section 3.1.2 for more details.

3.3.1 Adding a document

To add a document, select the ‘Documents’ tab and click the button to ‘Select
Documents’. This will take you through to the Document Library as shown in
Figure 28, which works in a very similar way to the image library. Click on a
specific category on the left hand side to display the documents that are currently
in the library or search for the specific document you require. If the document
you want to use is not in the library see Section 6.3 for how to add items. Tick all
the documents that you wish to display on that page, then select ‘Save selections’

as shown in Figure 28:
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Figure 28
e B o i e A /.‘—.,_,—v-"-"\.\..—wa\ s SRS s soesn, | s SR e
Find: [ + Add Mew Item ]

[Show un-categorised items] [] Excel Document faxcel documentxls - 16 548)

[ EDIT | DELETE

[Show all in section]
PDF Document {oof document odf - 12 G9kE)

s Central Document Librarvy I EDIT | DELETE |

Word Document (pord document.doc - 25.548)
[ EDIT | DELETE |

[ Cancel ][ Zave Selections ]

SRR N SR L S T O S S T S i e b W

The documents will then appear in a list on the ‘Documents’ tab for that page as

shown in Figure 29:

Figure 29
S T P N SO I e S IR
General || Meta Links
[ Select documents...
[F] Title [£] Tools
PDF Docurnent F
Word Docurnent E3
Added by: Nemisys Suppaort (2 Jul 2009 12:20)
Last edited by: Nemisys Support (13 Jul 2009 13:45)
[ “Wigw page on site ][ Validate markup ][ Check Accessibility ]

e 0 ol ey . P g . pap et b

You can change the order that the documents will appear in using the up and
down arrows and can delete a document from the page by clicking on the red
cross associated with that document. It should be noted that this will only delete
the document from that particular page and the document will still be available in
the document library and will still display on any other pages that it has been
added to.
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3.3.2 Adding a link

To add a link, select the ‘Links’ tab from the top of the page. Here, you may add
one or more links to an item. These links could be to a third party website (an
external link), or to a related page within your own website (an internal link). To
add a link to an item, click the Add New Links icon which will bring up a box

similar to that shown in Figure 30:

Figure 30

. - N S - e el S - P, - . e o
=T et W T e T s e i W L L - T P .

Title:

HELP: Flease include the http:/f for external links and exclude the dormain narme and
trailing slash for internal ones

g0, hfto A pemis s k. oo, oF ‘page.g5p foarameter=1alue,, etc”

URL Link:

[ Select docurment. .. ] [ Select page... ]

Link target:  cime window |+

Live: I |

Order: 1|

[ Cancel ] [Save]

. DS S S (e ey “‘A‘--\_w_“.#l____‘rﬁm,

You must specify a title for the link and a URL. You should copy and paste a URL
here if the link is to an external site. Click the Select Page button if you wish to
link to a related page within your own website. A new window will pop up
containing a dropdown list of all the pages in your website. Simply choose the
page you wish to link to from the list and click the OK button. The CMS will

automatically retrieve the URL for that page.

You can also choose whether the link is to open in a new browser window or in
the current window. For external links we recommend you choose New Window

and for internal links, Same Window.

When you have finished click ‘Save’ to go back to the links tab and add more if

required.
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3.4 Features
Features generally contain an image and a short amount of text and can be used
to highlight important things, direct people to specific sections of your site and to

create additional interest on a page if it feels too text heavy.

Your homepage may include features, if you have Landing Page types on your
site, they will almost certainly make use of features and most of our Standard

pages also have a feature option.

Features are usually added via a tab on the page you are editing - let's assume it
is called ‘Features’. The appearance of features will vary according to the original
site designs we provided for you and you will need to pay careful attention to the

help text.

When you click on the ‘Features’ tab and select to add a new one, a box such as

the one shown in Figure 31 will be displayed:

Figure 31
- F R T AL L Py .'__" _-{-\'-f.‘/ A i . -
—_——— b s " L o — —_—e T e
Image
Title: Feature ane
Full Text:

This is the full text for this particular feature

HELP: Flease include the http:// for external links and exclude the domain name and
trailing slash for internal ones

e.g. ‘hio: A nemisy s ulocom’, or ‘nage.asofparameter=valde. . etc’

URL Link: http: Afwwa nemisy s .k com

[ Select docurment... ] [ Select page...

Link target: | came window y

Live:

Order: ™

Y s e j e e P s o b o

In this example you would need to enter some or all of the following details:
e Title
e Full text
e URL link (if required)
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e Link target (whether this page need to open in a new window or replace
existing)
e Make it live

e Specify the order
You will then need to select the ‘Image’ tab - shown in Figure 32:

Figure 32

. h . - S L . - e -
e o T e P ._l. T R e — . —

[ General

HELP: Images should be a minimum of 200px wide,

Image: [ Select image ]

[ Zancel ] [ Update ] [ Sawve & Finish

Added by: Memisys Support (13 Jul 2009 14:01)
Last edited by: Memisys Support (13 Jul 2009 14:01)

o e, A M o, s AN i et sl e s S0 g At

We will specify here what size the image needs to be, you can then click through
to the image library and select an image in the usual way as outlined previously
in Section 3.1.4. You will need to ensure that the dimensions do not exceed the

guidelines we have provided in the help text within the CMS.
Once you are happy select ‘Save & Finish’ to go back to the list of features.

Depending on your site designs, you may have different types of features - these
will be specified as much as possible within the admin to distinguish between
them. You may be able to add unlimited numbers of features or you may only be
able to add a set amount - again this will be highlighted in the admin using help

text where necessary.
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3.5 Video
You may have the option to add video to your site. This can usually be added in
one of two ways:

e By uploading your video to Youtube and inputting the relevant Youtube ID
into the CMS. To do this you will need to create a Youtube account and
upload your video clip to Youtube. When you then browse to your video
you will find the ID (the “v” parameter) within the URL. For example in
the following URL the ID is picked out in red:
http://www.youtube.com/watch?v=2JhEFEQycVo&feature=popular

e By creating and uploading a Flash Video (FLV) file to the document library
within the CMS and then selecting the appropriate file. We can provide
documentation on how to create an FLV file - please contact Nemisys

Support if you require this.

3.6 View Item On Site
The View Item On Site button allows you to preview how the item looks on the
website prior to putting it live. When you click this button, a new window will pop

up showing you a preview of the page.

You may also have the option to view the site in ‘Preview mode’ which enables
you to browse content throughout the site that has not yet been made live rather
than having to go to each individual page to preview it. If you are in preview
mode you will be notified as shown in Figure 33 and you can then easily switch

back to viewing the live site if you wish to.

Figure 33

Please note: You are working in preview mode, all offline content will be visible.

Quit Preview Mode

» ALl

FOR NEWSLETTER

roseina | JE———

e o M
About KCLSU T m
:

‘What’s on category dropdown tf]

o oo o IS

Nemisys Support 30 11/08/2009
Nemisys Enterprises LTD



Nemisys CMS User Manual Page 31 of 57

4 ADDING DIFFERENT PAGE TYPES

As mentioned in Section 2 you are likely to be able to select from a number of
different page types when adding a new page. The majority of your content is
likely to be added using Standard pages, but you may also have the option to add
Landing pages, Listing page (such as news, events, people lists etc) and other
page types that will have been described in the Specification when your site was
originally built such as:

e Contact pages

e Regional pages

e Survey pages

4.1 Standard Pages

Standard pages are where you are likely input the majority of the content on your
site. In general we build our standard pages to cater for a central column of text
with optional features on the right hand side that you can make use of if
appropriate. We generally give the ability to add documents and links to
standard pages as well, which will display either in the right hand column or at
the bottom of the page, depending on how your site has been designed.
Typically, standard pages can be added as subpages of most page types so their

use is fairly flexible.

4.2 Landing Pages

Landing pages are generally used as ‘signposting’ pages, added as the front page
of a particular section of your site to direct people to specific content within that
section. Due to their nature, they are most commonly added as child pages of
the homepage. They will typically make use of features with the emphasis on

imagery and short specific text that highlights the key areas within that section.

4.3 URL Link Page

This page type allows you to add a menu item within your navigation that does
not have any content in its own right but instead links directly to another page
within your own site or to a page within an external site. If you choose this
option from the page type dropdown when creating a new page it will bring up a
box similar to that shown in Figure 34 where you can enter the relevant details.

Please note that you should ONLY enter a page title and not a short title here.
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Figure 34

e mm et R T e T e e - — — : -
Short title: URL link

Page title: URL link page

HELP: Flease include the http:/ for external links and exclude the dormain name and trailing slash
for internal ones

e.g. i S nermisps ok oo, oF ‘Dage.aspfnarameter=alue,, etc’

URL Link: http v nemisys.uk .com

[ Select docurment... ] [ Select page... ]
Link target: .,';\;‘g[v]
Live:
Order:

Update

Added by: Memisys Support (10 Aug 2009 11:09)
\quﬂ'wwwwd

4.4 Listing Pages

A listing page is a special type of page template whose content comprises a list of
associated items. This type of page is commonly used for lists of news, events or
job vacancies and photo or video galleries. When selecting this type of page it
will commonly be called ‘News listing’ or ‘Events listing” — it will never be referred

to as simply ‘Listing page’.

This type of page may have a paragraph of introductory text. To edit this text,
simply click on the name of the page in the left hand menu.

To edit the list of items associated with this page, click the list icon adjacent to

the name of the page in the left hand menu as shown in Figure 35:

Figure 35
T e P L . Y | b T £ R

B News BB EREIE

=T T Ve

You will then see a list of items which will typically show the title of the item and,
in the case of news or events also the date as shown by the red arrow on Figure
36.
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Figure 36

R L S PGS ST, W T S 24T
Add News item
[3] Title [£] [3] Date [£] Tools
Integer ut nisi ipsum 13/07/2009 [£5]
Westibulum wenenatis placerat sapien 10/07/2009 [£5]
Phasellus mollis vestibulum lacus 07/07/2009 [£5]
Mam rhoncus eros in arcu laoreet 05/07/2009 [£5]
Suspendisse nec magna ipsum 03/07/2009 [£5]
Lorem ipsum dolor =it amet 01/07/2009 [£5]

B T N TP Gpae S T e SV SR S SN ST e SR

[3] To edit an item, click the edit icon next to that item.
To add a new item to the list, click the Add Item button.

To delete an item, click the delete icon.

To help you find items within the admin you can sort the lists. Click the up or
down arrows next to the header of the column by which you want to sort the
items. For example, to sort the items in descending date order (showing the most
recent items first) click the down arrow next to the Date column as demonstrated

by the red arrow in Figure 36.

4.4.1 News & Events Listings

A news listing is a very common type of page template and will almost certainly

be present in your website.

When you click the edit icon for a news item a new window will pop up in which
you can change any of the details of the item, or add new content. There are a
number of tabs at the top of this edit window, typically General, Meta, Image,

Documents and Links.

4.4.1.1 General Tab

On the General tab (see Figure 37), you can edit the title of the item, the
introductory text and full detail text of the item. The introductory text should
contain a one or two sentence summary of the item. This text is typically used on

the news listing page or on the homepage, if this type of item is featured there.
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If you do not enter introductory text, the system may automatically generate this

text from the full detail text.

You will also be able to edit the live status of the item and usually the homepage

status (whether or not this item should appear on the homepage of your site).

Figure 37
Meta | Image || Documents || Links
Title: Lerem ipsum dolor =it amet
Date: sz} 1-Jul-2009
Intro text:
=] Source [ H j:l, Fomat | Maormmal - Style -
: F=b e R BLBEI=EEwiEE=EE
B 7 U iahe X X' 7 IS IT e Ll @
=Ed Qs
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer porta erat nec
nisl molestie pellentesque. Fusce accumsan elementum justo in dictum. Cras
cursus posuere felis, vitae lobortis guam ullamcorper nec.

s -ﬂ—n—x-.,%._‘r‘""“—-‘-' #"\-‘\ w Sem s nm B s mnn,

4.4.1.2 Date Fields

To select a date, click on the ‘Calendar’ icon to the left of the date field which will

bring up the calendar (see Figure 38). In the pop up calendar, click in the space

below the date required to select the date and the date will be automatically

entered in the form.
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Figure 38

":é Datepicker - Internet Ex... /==

(3) http://surveys.nemisys.uk.com/core/d: v|

Go to: Oct ~ 2008 ~

October 2008

Su Mo Tu We Th Fr Sa

[ 28 ] 29 ] 30 IRl T ¢

3 B i 8 o e A

1 17 (18] (A4 (15 A [E
1% 20 21 22 23 24 I3 Click in this space to
| 26| 27 28/ 29 30 31 select the date.
: ««PREV NEXTs= Blue shows today’s date
[Clear Date] [Cancel] and Red denotes the date
! that is currently selected
|

@ Internet | Protected Mod * 100% -

e i

4.4.1.3 Date Fields: News
The Date fields represent the publish date of the item. Before this date, the item
will not appear on the website. In this way you can create a news item and have

it appear on the website at a specific date in the future.

4.4.1.4 Date Fields: Events
For events only, there will be a start date and a finish date. Typically, you will
also be able to specify a start and end time for the event. For one-day events,

you should set the start and finish dates to the same day.

You should find that the correct usage of dates for your particular site is outlined
in your CMS by the ‘Help text’ in the edit dialogue.
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4.4.1.5 Image Tab
Figure 39

Added by: System User (11 Jul 2009 13:48)
Last edited by: Systemn User (12 Jul 2009 21:33)

BT e—— _L'_‘Tr-««._.\_ *"‘ﬂf""‘h*x“-\—.f""“ R aalbh

On the image tab, you can specify an image to accompany this item. Clicking on

the Select Image button will pop up another window where you can browse the
image library. Simply select the image you want to use by selecting the radio

button associated with the image and then click the Save Selections button.

If the item already has an image associated with it, this image will be displayed
below the Select Image button. To remove the image from the item, click the
Delete button. Note, this only removes the image from this item - it will remain in

the library for use elsewhere on the website.

Although your website will typically display the image as a small thumbnail image
in listings, and as a larger image on the item detail page, generally you do not
need to specify two separate images for an item. The system is capable of re-
sizing a single image for both uses.

To avoid corruptions and poor quality ideally images should never be
automatically scaled up so the image you select should be at least as large as it
will appear on the largest version that is displayed on the site. For example, if
your news item detail page displays the associated image at 250px wide, your
image should be at least 250px wide. It does not matter if your image is more
than 250px wide, as the system can safely scale down the image to the correct
size. If however you select an image that is less than 250px, the system will scale
the image up to 250px wide and this will cause an undesirable loss of image
quality. You should find that the help text in the CMS gives you the guidance you
need for uploading correctly sized images. An example of this is show in Figure
40:
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Figure 40

.-'.-'

HELP: Thurmbnails should be 60px wide,

| Selectimage || D |
_ Select image ._
L -

| Cancel || Update || Save & Finish |

4.4.1.6 Documents tab

On the documents tab you can pick one or more documents from the library to
associate with this item. When the item is viewed on the website, a link will
enable the user to view or download this document. One such use for this feature

is to attach further details to a job vacancy. See Figure 41:

Figure 41

o

SUPPLY TEACHER

« Baclk n 2 3 4 5 Hextw Documents

» From £51.56 per half day session, dependant upon F&:Egll'%rp:'iﬁ:cher job

experience

» Tadworth, Surrey

Looking for a new challenge that will utilise your skills?

Click on the Select Documents button to associate documents with this item. See
Section 3.3.1 for more details on adding documents. They will then display as

shown in Figure 42:
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Figure 42
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PDF Document

Word Document
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4.4.1.7 Links tab
Here, you may add one or more links to an item. See Section 3.3.2 for more

details on adding a link.
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5 YOUR HOMEPAGE

Your homepage is an important part of your site, being the page that people are
likely to view first. It is therefore important that you make the most of the
features that your homepage has available. In some cases the homepage
content is generated almost entirely from elsewhere in the site and as such will
not require much specific updating. For example you may have featured news
and upcoming events that are selected to display on the homepage by a tick-box
in the listing admin (See Section 4.4.1 for more information on this).

However, a lot of sites will have feature slots specific to the homepage that will
need filling. The help text in your CMS should assist you in getting the right
content into the right places and your original site designs will also show you how
the different features are designed to appear. See Section 3.4 for more

information on Features.

5.1 Quicklinks

These are added in the usual way and comprise of a Title, URL link and the choice
to display the link in the current window or open it in a new window. The
majority of sites will have these and they will appear in the dropdown on the

homepage.

Some examples of different types of homepage and how their content is

generated are shown in Figures 43 - 45:

Figure 43

Feature section - Intro text and
Contact Us i image added via a tab on the
homepage admin

What's on categol

Advice & Support ! " : » welcome Fair
Have Your Say | B 24th September 3
| - year's Welcome Fair 15
Bars, Clubs & Gigs Y me to the NEW kclsu.org! with hundreds of stalls filed to the brim with
" ant your feedback! information and freehies!

About KCLSU

Events pulled from the
main Events listing

» Autumn Ball
Calling all Live at Home Students! D6th October 2009 SeOne |

News pulled from the main
MNews Listing

wrkiorriisy
Your Representatives

Students - Don't
pay over inflated
prices for travel

} Hatcham Social
26 October 2009
Cosk £8

| Hews category dropdown [l]

King's Student Matt Townley Heads to
{he world University Games

King's physiotherapy student Matt Townley
recently returned from playing for the men's

} Autumn Ball
& October 2009
foothal tearn at the World University Garmes, Cost: TBC

insurance.
Y (_\
\-‘ Here, he tells us how they got on...
» Graduates - Enhance your employability!

AWERTISE Recently graduated? You could benefit from a =
e TuDENTS urique bursary award scherne and opportunity tc
HERE develop the key soft skils that wil benefit you in ¥ dennifer Finn

a taugh jab market. Jennie is responsble for leading and
» Your new Sabbaticals take office managing the Marketing and - . Ik
T R S P S TR N A PP e SN S e

} Chuckle Club

& Every Saturday
Costi£12 (£10 NUS)

} After Skool Klub
Ewery Saturday
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Figure 44

+ Home | NEWS

' Hews

RUN BRITAIN

Visit the road running specific
website

| * About us
} Events

| v
Your area Huge road running community,

detailed race diary and extensive
training support

[rceooox o e

The official England Athletics

' Athletes

} Coaching courses &
online bookings

§ ' Coaching

§ ' Compelitions

K McCain Athletics
| Networks NEWS

| ' Clubs
§ ' Dfficials

News items generated
from the main News
Listing

Features added
to the homepage
specifically

+ 08.Aug.0% Live Results - England U1 7T & U15 Champs, Bedford

* 05.Aug.0% Notice of England Athletics AGh

| ' Hall of Fame » 04.Aug.09 England take silver st Berlin International 10k

R =
b il F04.Aug.0% BASC Launch new twitter! and facebook fan pages

| » Schools NATIONAL AWARD!

] ¥ 03.Aug.0% Our annual accounts and a look shead at investment
¥ ' Commonwealth Games

2010 REGIONAL HEADLINES

' Contact us

Hominate your local heroes
now

News items generated
from Regional News
listings

Mominstions are now open for the
2008 England Athletics Mational
Awvards . Have you say on who you
weart to see taking the honours.

e e
.| J— __

IORTH EAST "ORKSHIRE AND HUMBERSIDE

i ' Links

+ 27.07.09 Mixed fortunes for lacal
Juniors in Serbia

¢ ' Search 06.08.09 Bright sparks switch on

EAST MIDLANDS

SOUTH WEST

Pm— - o - St

ws—t‘

Figure 45

Quickpoll - added
via a tab on the
homepage admin

for players, organisers, supporters snd media. VWe are working in
partnership with all of Morfolk's local authorities to increase Newsletter
participation in sport and physical activity # Sign up nowl

PUSH YOURSELF
» Get Active

syvimsuits, but not urtil 2010,
What clo you think?

O s the right decision - 14%

O They should be banned
now - T1%

O They shouldn't be banned
- 148%

(1) Active Horfolk Office

GREAT YARMOUTH

Looking for & new activity for the new
wyear? se our Activity Search and get
more out of getting active .. today!

Features - added
via tab on
homepage admin

HEWS

w 10.08.200% Horth
offers expert tuitig
Oceanus Sailing is &
certre in Morth Morfd
instructors affer tast]

News & Events
generated from
main listings

UPCOMING EVENTS
w 25.10.200% East Coast Run 2009
Join the Great Yarmouth Road Runners
run on Sunday 25 October for & race/s
Great YYarmouth. There is a cash prize...

Children’s activities
» Click here to search for
actiities!

Stuck for things to do this summer
haliday? There are lots of activities
happening in Morfolk organised by
councils, clubs and groups:

BOROUGH COUNCIL

R N o S e 4\.,.“..’—-#‘*‘_.0&-'".....*””;#@
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6 SYSTEM ADMIN

The system admin menu provides access to various administrative options for
your website. For example, the option to add and configure access rights for CMS

users.

6.1 Admin Users

This option allows you to add, remove or edit details of the CMS users. To create
a new CMS user, click the Add New User icon. Enter the details of the user,
remembering to tick the live checkbox if you want the user to be able to access
the CMS.

Figure 46

Access Rights | Special Rights

First Name:
Last Name:
Email:
Password:

Confirm Password: ,

Live: |:|

[ Cancel ][ Save & Finish

e Wy W _u_r.k--r—u otrm ptsnhe A nﬁ_'___.'r"-u-.n.-..q__

On the Access Rights tab, you specify which areas of the website this user will be

able to make changes to (referred to as Permissions) — see Figure 47.
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Figure 47

General Special Rights

£ Root || [¥]
[E] Homepage
[] Landing Page
[ standard Fage
[ News
[] Events

Library Taxonomies | |
[ ©ther Taxonomies ]
System Admin ]

Added by: System User (13 Jul 2009 16:50)
Last edited by: System User (13 Jul 2009 16:52)
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Permissions are inherited, meaning that if a user is given access to a particular
item, they will automatically be given access to all the pages below that item. The
homepage is the root of the website and all other pages come below it, so to
grant the user access to all of the website pages and content, put a tick in the

box next the Homepage item.

Granting access to the system admin functions works in the same way - simply
expand the System Admin tree node and put a tick in the box next to the items

you wish to give access to.

Note that you can only grant access to areas to which you yourself already have
access to. If you require access to — or need to grant access to - an area to which

you do not have access, please contact your system administrator.

6.1.1 Special Rights

Special Rights control whether or not certain CMS functions can be performed by

the user. The following special functions may or may not be granted:

Add - whether or not the user will be allowed to add new sections, pages and
associated content to the website. Users without this right will not see the “Add

New ...” icons in the CMS and will therefore not be able to add content.
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Manage Snippets — whether or not the user has access to add or edit Snippets.

See Section 6.5 for an explanation of Snippets and their usage.

Delete — whether or not the user will be able to delete pages or content from the
website. Note that in most cases when a piece of content or page is deleted, this
is a reversible action. The content may be restored at a later date. However, this
does not apply to text entered in the editor. If this is deleted it cannot easily be

restored.

Purge - whether or not the user can permanently delete content that has been
previously marked as deleted. Once deleted in this way, content cannot be
restored - use this option with care. In general this function is not made

available to users.

6.1.2 Resetting Passwords

For security reasons, CMS user passwords are stored in an encrypted form. This
means that if a user forgets their password, it is not possible for others to see it
by logging into the admin. Instead, they can use the Password reminder
functionality (See Section 2 for more information) or if necessary you can reset
their password so that they can login. Once logged in, they will be able to change

their password, provided they have access to the Admin Users function.

Figure 48
Access Rights || Special Rights
First Name: System
Last Name: User
Email: cms@nemisys.uk.com
Reset Password: Iy
(Leave blank to keep
current password )
Confirm Password:
Live:
[ Cancel ][ Update H Sawve & Finish ]

R R
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6.2 Visitor Admin

This is a list of all the users who have registered at your website as shown in
Figure 49.

Figure 49

—— e T i e T T e T T e et .-."’"-'-_,—..- _// T __.-.-'—"_'-'_..- et =TT T T e =T
[¥] Firstname [£] [F]Surname [£] Tools
John Smith &5 [=]
Peter Jones =] [=]

= qn.-\.\ [ __‘M-_...-\ __“ “.a‘..#l..“\,__ﬁ_ #1-##-""-‘"‘ e S

Click on the edit icon to view all of the information held about a visitor.

Figure 50
First Name: John
Last Name: Smith
Email: john@email.com

Reset Password:
{Leave blank to keep
current password)

Confirm Password:

Does not wish to receive emails:

Live:

Cancel H Update J

Added by: System User (14 Jul 2009 10:52)
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Under normal circumstances, you will not need to edit any of the details in the
form shown in Figure 50. Your website will usually provide tools for users to
update their contact details and mailing preferences themselves, and to obtain a

password reminder email if they forget their password.

It is important to note that fields will differ and you may have a very simple set of
details for each user or a much more advanced set of details that include
preferences and other options to allow for more detailed profiling of users. This is

because some people use their website to collect and store very basic user data,

Nemisys Support 44 11/08/2009
Nemisys Enterprises LTD



Nemisys CMS User Manual Page 45 of 57

whilst others will be using their site as a much more detailed member

management system.

6.3 Manage Libraries

The CMS provides you with two libraries — an image library and a document/file
library. A library is a collection of items which can be re-used in different places
on the website. For example, a standard job application form in PDF format would
be stored in the library and associated with each item in a list of job vacancies,
thus allowing you to create multiple links to it but only have to edit the document

in one place.

Figure 51

M = T g AT et e i

[ Manage document library ] [ Manage image library ]

HELP: Yaou can edit the library categories using the tree tools below

E Central Document Library
O Annual Reports [=] 53 [<]
[0 Cownloadable Forms [ [53] [+]
E cCentral Image Library
[0 MNews & Ewvents [=][55] []
[0 Partner Logos [+] B3 [<]
i s any s ok i e ol ol ke aletn

It is a good idea to add categories to make items easier to find when you want

them. To add a new category to a library, click the Add Child icon.

Figure 52
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Category name:

Live: ]

[ Cancel H Save ]
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Enter the name of category, place a tick in the “Live” checkbox and click “Save”.
When you add new items to the library, you will now be able to put them in this

category.
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6.3.1 Adding Library Items

To add an item to either the document or image library, click the relevant Manage
Library button. A new window will pop up showing the library. Please note that
you can also do this at any point when using the library for example when picking
a document for a link or an image for a feature. Click on the category that you
wish to add the new item to. If you have not set up any categories yet, click

Central Library link.

Figure 53
Find: [ Search... ][ + Add New Item ]
[Show un-categorised items] Excel Document [excel document.xls - 16.5kE)
[ EDIT | DELETE
[Show all in section] PDF Document [pdf decument.pdf - 12.89k8)
s Central Document Library | =L I LI :
= Annual Reports Word Document {word document.doc - 25.5k8)
s Downloadable Forms | = l el e

Click the Add New Item button (this will not be present until you have
selected an area of the library to upload to) and locate the file on your
computer. Once you have selected the file you wish to upload, enter a name for it

and click Upload File.

Once the file is uploaded you have the opportunity to add keywords and a
description for the item. These details are optional and are primarily used when a

user performs a search on your website or searches the library.
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Figure 54

Central Diocument Library

Title: CMS Uszer Manual wi
Keywords: i

Description:
MOTE: If an item is NOT live yvou will not be able to use it.

Live:
Preview: CMS_-_User_Manual.doc

[ Cancel ][ Change File ][ Update ][ Sawve & Finish ][ Save & Add Another ]

i .‘_.mw—“xﬂ e e -y __#q“_‘_“_w“*.ﬂ.‘q‘_

By default, the item you have just uploaded will be placed in the category that
you clicked on prior to uploading it. To change the category or add additional
categories, click the Central Library tab. Please note that all items must be in a

category or within the Central Library as they have to have somewhere to be
stored.

Figure 55

General

= Central Document Librarny ]
] Annual Reports

[ Cancel ] [ Change File ] [ Save & Finish ] [ Save & Add Another

L i s _*___.-“r_“-‘-... Ty .ﬂ__“__'n..h__-___ *FM i e i, A

Simply place a tick in the box next to each category you wish to add this item to.
This will not duplicate the item, it simply means that the item is placed into
(profiled against) more than one category and can be found in all of those
categories.

If you wish to add more items to the library at this time, click the Save & Add
Another button. If you are not going to add any more items, click the Save &
Finish button.
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6.3.2 Changing Library Items

It is possible to swap an item in the library for a different file. This may be useful
if a document has been updated, or a partner company has changed their logo
and you want to upload the new version to the website - it will automatically be
updated on all pages that include this library item.

To change a file in the library, click the Edit button next to the item in the library
and click Change File. You then locate the new file on your computer and click the
Upload File button as before. Again you do not have to come via “"Manage
Libraries” to do this, but can change within the library when you come from the

page you are editing to add the document or image.

6.4 Friendly URLs

A “friendly” URL is a short, easy to remember URL that can be used in place of a
longer, more cumbersome URL. A typical URL on your website will look something
like this:

http://www.yourwebsite.com/news.asp?section=55&sectionTitle=Latest+News

A URL like this is not easy to remember, give out over the telephone or use in
publicity materials or online communication. Creating a friendly URL solves this

problem.

To add a new friendly URL, navigate to the page on your website with the URL
you wish to shorten. Copy the URL from the browser’s address bar by selecting it
and pressing Ctrl-C. Now in the CMS, click the Add URL button.

Figure 56

T T S e e T T e T e v e
Add URL
[¥] Directory [£] Tools
news (Test) 5

T el s AR s ki s g gt IR s

A new window will pop up where you can enter the short name that you wish to

use, and the URL that you wish to shorten.
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Figure 57

Directory Name: [zp:c

Redirect URL: http://www.yourwebsite.com/news.asp?zecti

I Cancel H Save I
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Enter the short name for your new friendly URL and paste the long URL into the

Redirect URL box by pressing Ctrl-V.

In the example above we have created a friendly URL which will look like this:

http://www.yourwebsite.com/news

When you have created the friendly URL it will appear in the list with a (Test) link

alongside it. You can click this to ensure that the friendly URL you have created

is working.

6.5 Snippets

Snippets exist to enable you to change various small bits of information on your

website. Typically these are email addresses and text that is part of a process

not a specific page. For example you may want email notifications to be sent to a

particular individual within your organisation when a user registers on your

website. In the future you may wish to change the individual to whom these

notifications are sent. Snippets allow to you to do this.

Snippets which contain only email addresses are typically prefixed with the @

symbol.
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Figure 58
FID[2] | [¥]Short name[z] Tools
1 admin-branding 2]
2 admin-welcome [
3 @-new-registrations 5]
4 @-contact-address ]
5 login-page-intro-text [
& registration-thank-you-text [
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Snippets should generally be named in a manner that makes it easy to work out
what each one is for. Note that some snippets are for Nemisys use only and
should not be edited. If you are unsure what a particular snippet is used for,
please contact Nemisys Support.

To edit a snippet, click the edit icon. A new window will pop up where you can
change the details of the snippet. You may also add a description of the snippet
to remind users what this snippet is used for.

Do not change the name of the snippet, as this will stop it from working.

6.6 Taxonomy Admin
Your site may have some templates that include dropdown lists by which content
is categorised. For example News categories or Events Categories — see Figure

59 which demonstrates a news listing which is broken down into different types:
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Figure 59

all Categories w| (¥ Page 1of 4 [N (2] B][4] [¥]

Al Cateqaries.
Annual Events
Club Nights
Fundraising
Live Gigs
E'a"_" 't‘,‘e""'s nique bursary award scheme and opportunity to develop the
aclefies
Sports b rnarket,

Volunteering .................................................................................................................
28th July 2009

» Access to 1st floor Boland House dosed 7-10 August

Due to the ongoing drainage works in Boland House, Guy's campus, there will be no access to any facilities
on the first floor from: 10pm Thursday 6 August until Sarm 11 August 2009 The rest of the building will be
fully operational during this time.

16th July 2009

» Honor Dak Park nears completion

q’\ _- z Sport returns to HOP

T Y PR T “’%M ot et P 4

If appropriate, these categories will be manageable via ‘Taxonomy Admin’. You
may have a number of these lists and if so these will be listed under ‘Taxonomy
Admin’. To add or edit one of these lists, click on the appropriate item in the left
hand navigation. This will bring up the items currently in the list, if applicable,
and provide you with the option to add more or edit existing ones in the usual

way. See Figure 60:
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Figure 60
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Filters:

Kevwaord expression: apply filters
Add item

‘ F]Name [£] || Tools |
Annual Events =l
Club Mights B
Fundraising
Live Gigs =]
Main Mews =l
Societies =
Sports
Volunteering =]
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7 BLOGS & FORUMS

Blogs and Forums are useful ways for users of your site to communicate with you
and each other. There are different models and the way that they work will differ

from site to site but we will outline the basics here.

7.1 Forums

Typically forums are created by you as the administrator, with topics and
messages being posted to these forums by your site users. Forums can be:
e Open access - anyone can view and post messages
e Open access but require login to post a message

e Closed - require login to view and post

To access the list of forums in the admin, find the Forum page in the left hand

navigation then click the ‘list” icon associated with it as highlighted in Figure 61:

Figure 61

B Forum BB |RBIE

This will bring up the list of Forums (if any exist currently). To add a new forum
select ‘Add forum’ or you can edit an existing forum by clicking the ‘Edit’ icon

associated with the relevant forum.

Figure 62
B T W T
Filters:
Keywaord expression: Apply filkers
Add Forum
| = Title [£] u [F] Live tupics@” [F]Live msgs@u Tools ‘
wifelcorme to the Intranet forum z Z
Start your own topic in this Forum 57 233 =
P T . T s e

When creating or editing a particular forum you will be presented with various

options, an example is shown if Figure 63:
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Figure 63
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——

Title:

Open Date:

Close Date:

Moderator:

Moderator Email:

General Discussion
Mermisys Support

support@nemisys.uk.com

Password: paSSword
Pre-moderated: sl w
Live: ]
Order: 1 s
[ Cancel ] | Save & Finish |

Title - this is a required field and must be filled in
Open date - if you only want the forum to be open for message posts from a

certain date insert this date in here. See Section 4.4.1.2 for details on using the

calendar.

Close date - if you want the forum to no longer be available for message posts
after a certain date insert this here.

Moderator — please enter the name of a moderator here whom people can contact
if they have any issues with the forum.

Moderator email - this is where you enter the email address for the moderator.
The moderator will be notified each time a post is made. If no email address is
added here, this will use the site default email address.

Password - if you want to only make the forum available to a select group of
users enter a password here - users will be required to enter the password before
they can view or post to the forum.

Pre-moderated - select ‘yes’ if you want all forum posts to be approved by the
moderator before going live. If you are happy for people to post straight to the
forum without approval select ‘No’.

Live - ensure this is ticked once you are happy to make the forum live.

Order - this controls the order that the forums appear in within the list.

7.1.1 Managing messages and topics

To manage messages and topics you will need to click on the Forum title which

will bring up the list of topics as shown in Figure 64:
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Figure 64
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Here you can view/edit existing topics by clicking the edit icon or add a new topic
by clicking the ‘Add Topic’ button.

To view the messages associated with each topic you will need to click the topic

title which will then bring up a list of messages for you to view/edit as shown in

Figure 65:
Figure 65
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Your progress through the Forum list/topic list/message list is shown by the text
and page icons above the ‘Add message’ link in Figure 65 and you can click on
these titles to go back to the relevant list. For example clicking on ‘All forums’

will take you back to the forum listing.
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7.2 Blogs

In general blogs are managed mainly from the front end or public facing part of
your website. As a site administrator you will probably only be required to set up
the blog in the first instance and ensure that the person who will be doing the
blogging has the relevant user account.

To access the list of blogs or add a new one in the admin, find the Blogs page in
the left hand navigation then click the ‘list” icon associated with it as shown in

Figure 66:

Figure 66
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This will then bring up the list of blogs if any have been created and the option to

add a new one - See Figure 67:

Figure 67
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When editing or creating a blog you will be presented with some or all of the

following options:

Title - this is a required field

Open date - if you only want the blog to be available from a certain date insert
this date here.

Close date - if you want the blog to no longer be available after a certain date
insert this here.

Main or intro text — you may have the option to add some introductory text here
Allow comments - if ticked allows viewers to comment

Allow new entries -if ticked allows new entries to be added via the public facing

side of the website
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Live - ensure this is ticked once you are happy to make the blog live
Authors - this is where you add the users who will have access to post to the
blog. You may be able to select these from the list of registered site users (if

applicable) or simply add a new user using the *‘Add new’ button.
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