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Content Management System User’s Guide
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CMS Overview

. Within the administrative interface there are two links beneath the main Content
Manager heading.

a. Create & Edit Pages — Create new pages and/or alter existing pages
within the Web site.

b. Manage Site Map — Arrange pages already created within the site
structure.

i illl "H _
@ | - ::JII |III I" H*”m innovate. create. elevate.

Yiielcome, Administrator

"% Log out of Admin Welcome to your Administrative Area
@ Visit your Weh site %
iJ Contact Support

Content Manager
b create & edit pages

F manage site map

Creating Pages
Il. Before working within the “"Manage the Site Map” section, a page must be
created by clicking on “Create & Edit Pages.”
a. To create a new page, click on “"Create New Page from Template.”

i. Note: there might be several different templates within your
content manager, depending on the design of your site. Please
be sure to create a new page from the correct template that
matches the area in which you would like to put the page.

I
"[' innovate. create. elevate.
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welcome, Adrinistrator

‘-% Log out of Admin

@ Visit your Web site

Content Manager show deleted

iJ _BasicBusinessLandingPageTemplate.aspH [ Create Mew Page from Template ]
Contact Support H

D Business Qgrogertles %ﬂ edelete ﬂlﬁ

Content Manager o BasicCMTemplate.aspx [ create Mew Page from Template |

p create & edit es D About Us Q N %ﬂ edelete ﬂlo_q
» manage site ﬂp .

D About Uz Test Qgrogerties %ﬂ edelete ﬂlﬁ

D Anywhere Local Mumber Qgrogerties %ﬂ edelete ﬂlﬁ

b. The "Page Properties” area displays a Page Title text box and a Page

Template drop down menu.
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i. The file name for the page is automatically generated from the
page title.

innovate. create. elevate.

welcome, Administrator

% Lad [outlofl wdmim Content Manager

(3 Yisit your Web site Page Properties
iJ Contact Support
Fage Title
=
Content Manager
create & edit pages Template
manage site map
[_BasicBusinessLandingPagaTemplate. aspx -
File Mame
[Fac_ aszp=

@ back S—a{% Page updated successfully

C. In this screen only, a different file name than the one that is automatically
created may be designated. A page file name cannot be edited once
the page has been created.

i. Notes:
1. A file name cannot begin with a number and there can be
no spaces in the file name. Use an underscore _to create
a “space.”
2. Once the page has been created, the file name cannot
be changed; only the title of the page can be changed.
3. No two pages can have the same filename.

d. After entering the page fitle and file name, click on the "Save” button to
create the page within the system. Click the “Back” button to return to
the “Create & Edit Pages” area.
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Editing Pages

Note: We do not recommend cutting and pasting text from Microsoft Word as is can cause
difficulties with formatting. If you choose fo cut and paste text, only do so with plain text
using Notepad.

M. Existing pages can be edited through two different methods:

a. The first method is by clicking on the "Edit” button for that page under the
“Create & Edit Pages” area. This allows quick navigation to a specific
page for editing purposes and is generally more efficient for small
changes.

b. A second option to edit pages is by clicking on *Visit your Website” and
navigating to the page and editing from there. This option facilitates
faster editing for large content management tasks.

V. To edit using the first option, click on “Edit” link. This will load the page that is to
be modified.

i Ill:;"d””l”

m!l il innovate. create. elevate.

Welcome, Administrator

‘% Log out of Admin show deleted

Content Manager

@ Yisit your Web site

_BasicBusinessLandingPageTemplate.aspx | creste New Page from Template |

+| Contact Support
—J Business qgrogertles @{‘Qm edelete Jm

| create New Page from Template |

Content Manager
» create & edit pages

Q properties Gy edit @ delete [F]loq

anywhere Local Number quge.ties '(hedxt edelet-:- _’illg

» manage site map

Q. A small pencil icon will appear on the page next to any editable
regions of the page.
b. Clicking on the pencil will bring up the content editor and a content box.

i. The content editor has the following tools on the toolbar: (from left
toright): spell check; cut, copy and paste; undo and redo; image
manager; set absolute position; file manager; bold, italics and
underline; hyperlinks manager; remove hyperlink; drop-down
menu for text format; superscript and subscript; strikethrough; new
paragraph; time and date insertion. (See pages 6-7 for diagrams)

¥ 4 Ba@meo-c-@0Me 2 u@ o
Morrnal -l x. A 5 OF oL

Erequently Asked Questions et

1. How do Ilogin as the administrator in the CMS?
2, How do I create a page using the CMS7?

3. Which option is the guickest for editing content on
a page?

4, What are some tips for using the Content Editor?

Questions with the CMS? —
Click here to e-mail your Project Manager,

i visit 352 Media Group at www.352media,com,

Answers to FAQ's

1 T lamim e an admimictratar fallaw thn tane LI
# 4% O words: 121 Characters: 746 | Cancel || Update lt\kg
¢ Return to Admin |
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1. Upon completion of all editing, click the “Update” button
at the bottom to save the changes.
i. Toreturn to the Administrative Interface of the site, click on "Return
to Admin” button below the content editor.

C. To edit using the second option, click on “Visit your Web site” in the
upper left-nand corner of the CMS.

ww i
@ "m " |L!!!‘| Ik I innovate. create. elevate.

welcorne, Adrministrator

‘-% Log out of Admin

® Visit your Web si‘&e’)

iJ Contact Support

Content Manager show deleted

é"""_BasicBusinessLandingDageTempIate.aspH [ Create Mew Page from Template ]

D Business O\Erogerties mﬂ edelete ﬂ'ﬂ
D Fadg O\Eroger‘ties %ﬁﬂ edelete ﬂlﬁ

Content Manager
» create & edit pages _BasicCMTemplate,asps [

Create Mew Page from Template ]

D About Us O\Erogerties mﬂ edelete ﬂlﬂ

D About Us Test O\Erogerties mﬂ edelete ﬂ'ﬂ

» manage site map

i. This willload the home page of the Web site.
i. Navigate to the page that is to be edited.
1.Please not that you will not be able to utilize this  method unless
you have already placed the page into your site map.
ii. A small pencilicon will appear on the page next to any
editable regions of text.
iv. Clicking on the pencil will bring up the content editor
and a content box.

877.352.MEDIA ATLANTA, GA GAINESVILLE, FL LOS ANGELES, CA NEW YORK, NY SEATTLE, WA




EZ MEDIAGROUPe

Tips for Using the Content Editor <
0O
Quick Reference =
<
Paste |mqge
Cut Manager
Copy Undo °
& Italic <
Redo Bold
Undemne
Soell Checker
\ Remove Hyperlink
P 4 Ca -1 =) %\4/
Mormal - X, —A— .15\ Hyperlink Manager

Document Manager

Uploading Microsoft Word and Adobe c:rn:uhat
documents using the Document Manager creates a link

to a document on the plage.

Click here to view a Word Document. cuments

will always open in a new window,

Set Absolute Position

# 4% L words: 35 Characters: 202 | Cancel || Update |

¢ Return to F'.I:Imin)
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*Note: The default view of the content editor is the design view.

Y L@ l@ixe 7 o8 0

+—
Marmal /_sz X. A =7 M%

— ‘f Insert Time
Superscript Uploading Microsoft Word and Xdobe Acrobat
documents using the Dodument Manager creates a link
to a document on the plage. Insert Date
Click here to view a Wopd Docum
will always open infa new|window. New Paragraph
Strike Through
Subscript
& 4 “Words: 35 Characters: zoz | Lancel || Update |
* Retyrn to Ad inJ
*Design

Preview view

HTML view
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Deleting and Restoring Pages

Deleting Pages

l. To delete a page, click on “Delete” for that page.
a. The administrator will be prompted to confirm the deletion request.

|H Il

| I
"" innovate. create. elevate.

302

Wrelcome, Administrator

‘-% Log out of Admin show deleted

@ Yisit your Web site

Content Manager

s"""_BasicBusinessLandingPageTempIate.aspH [ Creste Mew Page from Template ]

iJ Contact Support

Business Qgrogerties %Qedit edelete jlﬁ
D FagQ O\Qrogerties %edit delete jlﬁ

Content Manager k
b create & edit pages 5"""_BaSiCCMTemPIate-aSPH Create Mew Page frof Delete tepage

b manage site map

D About Us Qgrogerties %Qﬂ edelete ﬂlﬁ

: D About s Test Qgrogerties %ﬂ edelete jlﬁ

Restoring Pages

b. View all deleted pages by clicking on “Show Deleted” at the top-right of
the page.

TN
r | ] il
352 T “[ innovate. create. elevate.

welcome, Administrator

‘% Log out of Admin Content Manager hide deleteil

® Yisit your Web site

""" _BasicBusinessLandingPageTemplate, aspx [ Create New Page from Termnplate ]
1] Contact Support
Business O\Qrogerties %edit edelete jlﬂ
Fao O\Erogerties %edit edelete jlﬁ
Content Manager
| joystest properties restore |=| o
p create & edit pages - Q @ JJ
» rmanage site map D Raina O\Qrogerties @restore ﬂlﬂ
_BasicCMTemplate. azps [ Create Mew Page fram Template ]
D About Us QQrerﬂies medit edelete ﬂlﬁ

Il. To restore a page, click on “Restore” for that page.
Il To hide deleted pages, click on “Hide Deleted” atf the top-right of the page.

Renaming a Page Title

a. Clicking “Properties” will open a new window.

8
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b. Here the page title can be changed by deleting the existing
page name and entering a new one.
C. Note: The file name (FAQ.aspx) can not be changed

I ] |||
I|.| Hil!!

I
" | . .
1111 i} II|| HH ] innovate. create. elevate.

welcome, Administrator

‘% Log out of Admin Content Manager

(3 Visit your Web site Page Properties
iJ Contact Support
Page Title
[Faal
Content Manager
b create & edit pages Template

» it . . .
i RET TG _PRasicBusinessLandingPageTemplate.aspx

File Mame Fadaspy

File Log

a. Thisis where all the history of a specific page can be viewed.
b. Each time a page is updated it is saved to the page log.

r AL 11| TAMER R
302 {1 il1] Ili I, innovate. create. elevate.

welcome, Administrator

‘% Log out of Admin Content Manager

@ Visit your Web site File Log
Instructions for Restoring Old Entries
iJ Contact Support Click on "Wiew/Restore" link which will then direct you to the page on the front end with the archived content.

If you are satisfied with restoring this version, click on the pencil. This will bring up the Rich Text Editor where
vou can then click on "Update” to make that version the most up to date version, Clicking on "Return to
Adrmin" will bring vou back to the Content Manager.

Content Manager Instructions for Comparing Two Entries

b create & edit pages Move your mouse to the entry you want to compare to and click on the Date and Time (this will highlight the

row), Mow move your mouse to the second entry wou want to compare to and click on the "Diff" link. &

» manage site map indow will now popup detailing the differences between the two entries,

[Z) Region: MainRegion

6f 28 2006 4:11:45 FM (LT ras Wiew/Restare D
1
B 28/ 2006 4:11:33 PM L Mo Wiew/Restore L
6/28/2006 4:11:09 PM L Ma Wiew/Rastare Diiff
272006 10:29:27 AM NiA Mo View/Restore Ciiff
back
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i. Clicking on a log entry will highlight the line.
b. Once aninitial log entry has been selected by clicking it, differences can
be viewed between it and another log entry by clicking on the “diff” link
associated with the second entry.

Content Manager

Difference Yiew

ﬁulnr B — [] replaced []— [ delet=d
o [ M rewiine ][] ne changs

SOURCE DESTINATION

Page: FAQ Page: FAQ

Filename: FAQL.aspx Filename: FAQL.aspx

Region Name: MainRegion Region Name: MainRegion

Date: 6/28/2006 4:11:09 PM % Date: 6/28/2006 4:11:45 PM
@Close Window

c. A new window will open displaying the differences between the two
pages.
i. To update a new page from the log, click on *View/Restore” and
click on the small pencil icon to edit the page.

392

Wwelcome, Administrator

innovate. create. elevate.

‘% Log out of Admin

Content Manager

@ Visit your Web site File Log
Instructions for Restoring Old Entries
iJ Contact Support Click an "Wiew/Restore" link which will then direct you to the page on the front end with the archived content.

If you are satisfied with restoring this version, click on the pencil. This will bring up the Rich Text Editor where
vou can then click on "Update” to make that version the most up to date version, Clicking on "Return to
adrmin” will bring you back to the Content Manager,

Content Manager Instructions for Comparing Two Entries
b create & edit pages Move your mouse to the entry you want to compare to and click on the Date and Tirme (this will highlight the
row), Mow move your mouse to the second entry vou want to cormpare to and click on the "Diff" link. &4

- manage site map Wwindow will now popup detailing the differences between the twao entries.

[Z) Region: MainRegion

6/28/2006 4:11:45 PM HiA s View/Restore Diff

&/ 28/ 2006 4:11:33 PM HiA Mo Wiew/Restare Ciff

6/28/2006 4:11:09 PM i Mo Visy/Restore Diff

6/27/2006 10:29:27 AM HiA Mo ViedrRestore Diff
back
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1. This will load the contents of the version in question into the
editor. Content has not yet been restored.
ii. Click the “Update” button and the page from that log-date will
update the current page on the Web site.

Managing the Site Map

l. Once pages have been created, publish them to the site by clicking
“Manage Site Map.”
a. This willload a new screen where all pages that have been created are
on the left side of the page in alphabetical order and the site map is on
the right side.

Al 1

|
“! | innovate. create. elevate.

392

Welcome, Administrator

‘% Log out of Admin

Content Manager

@ Visit your Web site )
Show Instructions

iJ Contact Support E}@ Created Pages A E}@ Published Pages ol
& BasicBusinessLandingPageTemplate, aspx = @E:u::in&::s
Content Manager " [} usiness & @The Solution |
b create & edit pages B [ _BasicCMTemplate: aspy o &) voice Service v
» manage site map D About Us @{-yu‘nv; Phone Systems
D Anywhere Local Mumber @Eircwadband Internet T
- [2 Anywhere Lacal Nurber @)Enhanced Features
D Anywhere Local Mumber i i @The Benefits
D Business Customer Care @'J"r Praoximiti Mow
[} Business Phore Systems B €]Home/Home Office
D Contatt Us E] @Hnme Plans
D Clidionar Care @F'rx:mn‘ut: Center
D Enhanced Features ‘@5‘:'&”“:"—"5
D Epyqgi and Pr irmtl_Er;hance Customer Yal. @Ar‘:';.ﬂl,-ﬂ.!here Local Mumber
Through Par hip P
D Frequently Asked Questions & @T[]H»FIE‘B humber ™|

b. Main pages should be dragged into Published Pages folder of the Site
Map.

i. Dragging a page is accomplished by selecting the desired page
to insert, clicking and holding while dragging the filename into the
site map on the right side of the page.

ii. This functions much like drag-and-drop functionality with other
programs of the Windows or Macintosh operating systems.

c. Sub-pages can be dragged info the main pages and so on.
Il. Notes:

11
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When using Internet Explorer, be sure to drag the “ghost” image, not the
mouse, to the correct spot.
i. When using Mozilla Firefox, there is no “ghost” image.
Both the page on the left and the destination on the right must be visible
on the screen. This may require some scrolling, minimizing or expanding of
main links and sub pages to accommodate, depending on the
complexity/depth of the Web site.
One recommended implementation is to create a set of pages for a given
category or group and pull them into the Site Map before creating
another set. This minimizes scrolling for complex sites, and allows for ease
of organization and implementation.
i. To allow a single page to be included in multiple places on the
site, simply drag-and-drop the page into multiple areas on the
sitemap.

EJ@ P
B @pusiness
b £ The Solution
o s
@ o
S —v——
5,.@Enh,3r.;,v:d Features
" @] The Benefits
" @) Get Proximiti Now
B @)Home/Hare Office
E &)Home Plans
r EFroxiniti Certer

fue @TGH_F‘,EA& Mumber 4

>

hone

shere Local Mumber

To move a page to the top of the list, in the right column, select the page
so there is a blue box around it.
i. Using the keyboard, hold down CTRL key and use the “up” and
“"down" arrow keys to move the position of the page.
1. The system is updating with each move so please wait a
moment (a second should be sufficient) after each move.
To delete a page from the site map, in the right column, select the page
so there is a blue box around it.
i. Using the keyboard, hit delete. The page should be removed from
the site map.
To change the navigation title in the site navigation, double-click on the
page in the site map and change the text.
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