Quick reference guide

Adding, deleting and editing pages

University of South Australia

1 Introduction
This quick help guide presumes you have a website pre-created and configured by a student.

It includes:
e logging on to the Community Webs Content Management System (CMS)
e an explanation of the frequently used areas of the CMS
e adding users (editors)
e the Asset Manager (which stores the images and downloadable files in your website)
e uploading files to the Asset Manager
e adding and deleting new pages in the site
e editing existing page content
e adding hyperlinks to a page
e linking to images on a page.

For more detailed information on the Community Webs CMS and understanding the following
process in greater detail, see the accompanying full guide at www.communitywebs.org —> Member

Resources.
2 Logging on
To log on to the system first visit the link given to you by the student. It should be in the format:

http://www.communitywebs.org/yourwebsite/

with the name of your website replacing ‘yourwebsite’ in the example above. To access the editor,
simply add /editor to the end of the address and hit enter.

Enter the username and password supplied to you by the student into the boxes provided. Click the
Log In button to enter the editor.

Metadas CMS Log In

Username:

Password:

Log In

Forgotten Log In ?

If your password is incorrect or you cannot find the correct details, contact soce@unisa.edu.au with a

description of the problem.


http://www.communitywebs.org/
http://www.communitywebs.org/yourwebsite/editor/
mailto:soce@unisa.edu.au
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3 Navigation page

Once logged in, the site will take you to the Navigation page, which shows your website layout. At
the top, you should see the header Sections with a list of one or more items underneath. These
represent the different sections of your site, and are used to differentiate public and private areas. For
most sites, there will only be one section.

Letuslearn (Click to Open)
Other (Click to Open)

New Section

Copyright © 2011 Metadas Media - All Rights Reserved | CM5 License Agreement (PDF 500k)

Click the section of your website you want to view. This will populate the page with a level hierarchy of
your website. Each item represents a page on your website.

Letuslearn (Click to Close)

[~ Home R

|- Background 0O X

|- About Us 0 x

|- News O X

|- The Schools O X

|- Contributors 0 x

|- volunteering 0 x

|- contact us mRES

| site Map 0 x
L‘

Copyright ® 2011 Metadas Media - All Rights Reserved | CMS License Agreement (PDF 500k)
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If you have more than one level of navigation, each of these items will represent the first page on that

level of your page navigation, and clicking that item will drop down a group of subpages. Most
websites, however, will only have one level of navigation.

University of
s v

Letuslearn {Click to Close)

— Home 0 X
I Background o x
|- About Us o x
|- News o x
- The Schaols O X
|- contributors 0O X
- volunteering O X
|- contact Us 0 X
|- site Map O X
| |- subnavigation O X

| L] |

I_| |

Copyright © 2011 Metadas Media - All Rights Reserved | CMS License Agreement (PDF 500k)

For a more detailed explanation of this navigation section, see the accompanying full help guide.

4 An explanation of the frequently used areas of the CMS

Configuration | Users | Mavigation | Templates | Components | Asseks | Statistics | Log Ouk

Users: This is where you can manage editors and users.

Navigation: This is where you can manage/add/delete and reorder pages.

Templates: This holds the templates for your website, including the fixed content areas which you
may want to edit.

Assets: This is where all of the images and downloadable files (e.g. PDFs and Word documents) in
your website are stored.
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5 Adding editors and members

The Users area of the CMS is where you can add or delete editors. To add or delete an editor click into
Users on the menu.

There are two access levels: Admin and Editor. An Admin has complete control over the technical
details of the site, whereas the Editor can only update the content of pages.

There are three levels for an editor.

1 admin, (Administrator) all rights, full access.

2 super, (Supervisor) access to everything except configuration, and can not create admin accounts.
3 user, users have specific rights as assigned. This is configured by the admin or supervisor who
creates the account.

By default SOCE clients are given supervisor accounts. But they can create user accounts for helpers if
they so desire.

B5|~ ™ Metadas CMS % |[E Google

University of
South Australia

Configuration | Users |

Editars 7

Admin Alice Dodd eMail: alice. dodd@unisa.edu.au &l |z|

To add an editor, click on the blue disk icon to the right of Add Editor.

Super Matthew Scutter eMail: & |z|

add Editor

Fill in the information required, select Supervisor status and tick the Active box. Remember to save.

Important note: Admin status will give access to the configuration of the website. Do not give this
level of access to editors of your website. User access will not enable them to edit; it is used more for
members areas.
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If your website has a members area you follow the same process to add members, but click on
Members. See the Quick reference guide: Members areas for more details.

6 The Asset Manager

University of
South Australia

Assels Location: fiDeatefasseks ?

@ creakivitwfiles

Files ?
'@ % proposal.pdf 424.68 Kbs
Tools ?
Open asset manager here
Asset Manager

The Asset Manager allows you to manage all of your website assets such as images, PDF documents
and icons in an orderly fashion. You can upload new files, delete existing ones and create folders and
structures to organise your files. The maximum file size for a single upload is 2 MB.

6.1 Uploading files to the Asset Manager

To upload a file you can either create a new folder or open an existing folder you want to upload to
(‘images’ for example).
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Asset Manager ®
assets v| [Mew Folder el Folder All Files
assets
assetsicreativityfiles @ proposal.pdf B 4247 kb del

assets/creativityfiles/plugins
assets/creativibyfilespluginsflickr
assets oreativityfiles pluginshistor

Cre.

5 cres 5 5
assets/creativityfiles/themes
assets/creativityfies themes classic

Upload File: |[ Browsze.. ] [ upload ]

ok

Click Browse and select your file before clicking Open.

University of
h Australia

File Upload

Configuration | L

Laoak in: | @' Diesktop

Asset M3

D

:J My Computer

assets/cred My Recent My Network Places
Documents aanit p L TT
— @Utilities and Metwork Apps
|_ E’%Change Paszsword
Desktop ,Q]Email (student)

Logout
CHMC1-02 Applications
(CMicrosoft Office

)

My B oPooIs Infarmation
hy Canputer
- File name: | v | [ Open l
MyMNetwork | Filesoftvpe: Al Files v| [ Cancel |

Upload File: | [ TEramse. | [ upload ]

Once the name of your image appears in the text field, click Upload.

Upload File:

something.jpg

=

-
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7 Adding and deleting pages

A neaw section E! E

To add a new page to the website, type the name into the blank text field underneath the page group
you wish to add it to, and hit enter or click the Blue Disk icon.

Your new page should appear in the list. Note that the text is red. This refers to the fact the page has
not been set to Active and thus will not be visible on your actual website until the page has been set

to Active in the Edit Page properties. &

™ [X]

To delete a page, tick the blank checkbox next to the name, then click the Red Cross to remove it
completely from the list. Note that this cannot be undone, so in some circumstances you might wish
to set the page to Inactive through the Edit Page properties.

8 Editing pages

To edit a particular page, find it in your Navigation list as above, and click the Edit Page icon next to
the name.

The site will appear in the preview window to the right, with the Page Properties area to your left,
where you can set details such as the page name, aforementioned active status and others. For a full
breakdown on these features, see the accompanying full help guide.

Page Details ?

Page Name: Volunteering

Dynamic URL: http:/fwww.let-us-learn.org/main.php?pid =3
Fixed URL: volunteer.php
Last Updated: August 19, 2011, 4:50 pm
W 3C Validation: Check HTML Check €s5 Check Links
Options: Show Page Show Variables Show Code
H
Page Properties ?
Page Name Volunteering
Access Key
File Name volunteer.php
Active |

Template [ main.tpl v/

Display Alternative Navigation [ v

Copyright © 2011 Metadas Media - All Rights Reserved | CM5 License Agreement (PDF 500k)
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To edit the page content, navigate to the Content Area subheading. Depending on your site layout,
you may have one or more content areas representing different areas of your page.

Content Area

XHTML 1 The Project

Click the Edit Page button to edit this content.

Back
Title
H Save
| R o % o DD & =4 @B [ ®
2 | B I U & & A | A S| E E E E|IZ iZ = = —
s 4 uH: B
Vohmteering

The content area editing page is similar to Microsoft Word and other popular text editors in form and
function. Here you can add text, adjust formatting and edit content as required.

To save any changes you make and update them on the site, click the Blue Disk icon. It is on the
right hand side under the property or feature you wish to save.

To return to the page properties, click the Back icon. The Back icon is at the top right hand
corner of the screen.

Important note: Do not paste content directly from Word documents or web pages, as this transfers
Word or other coding into your webpage, which confuses the CMS. Paste the content into a text

editor (Notepad in Microsoft Windows) then copy and paste from Notepad into the CMS content
editor.
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9. Adding hyperlinks to other pages and websites

We welcome any enguiries from interested community organisations or groups representing the
needs of networks of community groups which might benefit from the services offered through this
innovative program.

For further information please |8

If you wish to add a hyperlink to your page content, you can do so by highlighting the piece of text
you wish to hyperlink, and clicking the Insert Hyperlinks button while inside the content area editing

page.

Hyperlink &
9 Source: El
) Bookmark:
Target: E]
Title:
Rel:
cancel insert

Here you can enter a link to another page on your website, or an external site.

If you are linking to another page on your website, you can just enter the file name as detailed in

the page properties. For example, ‘contacts.php’ will take you to the page named 'Contacts’ in a single
layer website. To get the exact file name of the page to link, see that page's edit properties. If your site
has more than one level of navigation, you can specify to look in different folders with / and ../

characters.
If you are adding a link to an external site, be sure to enter the full URL.

If you are pointing to an external page you must include http://, or select http:// from the drop down
menu. Do not use both or it will result in an error.

lal
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If you leave the drop down blank and type only www.google.com the CMS will link to
http://wwww.your site.com/www.google.com

10
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10 Adding a link to a file (e.g. PDF, Word doc, downloadable content)

Important note: You will not be able to upload files larger than 2MB — compress or reformat first.

QA n | D = o | B L x
2 | B I U § A& M| A O E E 2 ElIE iZ|3E B| —
S 4 u-H
<B00Y> <UL> <LI*> <P>
L ]
i::z;wm Hyperlink Asset manager._  * el priary 1
5: Source: V|

_—

You can click the Asset Manager button to open up the Asset Manager, which will allow you to
upload and make a link to a downloadable file, such as a PDF, zip or Word document.

When done, click Insert to add the file hyperlink to your page.
11 Linking images

Important note: You will not be able to upload image files larger than 2MB — compress or reformat
first.

To link an image in a page of your website, click the Image icon in the formatting toolbar. =

You should see the following popup:

Image +
sames | ] —
Title: Spadng:
———————————u — The Asset Manager
Alignment | i Top: [ | px
Border: | Border Style | Bottom: |k
Widtn: . | px Left; | E o
i 1. reset :
Height: | | px I Right: | px

Lorem ipsum daolor sit amet, consetetur sadipscing elitr, sed diam

nonumy eirmod tempor invidunt ut labore et dolore magna aliguyam

erat, sed diam voluptua, At vero eos et accusam et justo duo dolores

et ea rebum, Stet dita kasd gubergren, no sea takimata sancius est
Lorem ipsum dolor sit amet.

cancel insert

Here you can link to the source of your images and set their properties such as borders, width and
height.

11
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Click on the Asset Manager button (the folder icon next to the Source field) to open up the Asset
Manager.

Asset Manager ]

assets ¥ | New Folder DelFolder All Files |+

& 11kb d=f

Upload File: | Browse... upload

ok

The Asset Manager allows you to manage all of your website assets such as images, PDF documents
and icons in an orderly fashion. You can upload new files, delete existing ones and create folders and
structures to organise your files.

To upload a new file from your hard drive to the selected folder, click the Browse button to open up a
file dialog. When you have selected a file and clicked ok, click the Upload button to store a copy of
the file in the currently selected folder.

Click OK to return to the Image Properties dialog. Here you can adjust the image size and width if
required. Click OK to return to image window.

Once added, you should see a preview of your image in the edit window on the left. If you are happy

with the image placement, click the Blue Disk icon to save your changes and you will see the image
appear in the preview window on the right.

12
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12 Adding page bookmarks

Occasionally if you have a large body of text with many sections, you may want to add a hyperlink that

will jump to that area of the page.

Overview The Project Accessibility Statement

Accessibility Statement

Jump to the Supported Browser List

The Sustainable Online Community Engagement Website
(W3C) Web Content Accessibility Guidelines 1.0 by incorpc

site:

To do this, navigate to the area of text you wish to add the bookmark to, and click the Bookmark

button.

1l
] ¢
1
111
4
Il
Il
[ 4\|
|

g
il 4
]

R

R # o D& & = 4 @
- —
A

In the Bookmark window, type in the name you wish to refer to the bookmark by, and click Insert,

then OK.
Bookmark &

AccessKeys

Mame:  SupportedBrowsers|

13
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Now, when adding a hyperlink as above, you can select a specific bookmark on the page which the
hyperlink will jump to.

Hyperlink &
) Source:

® Bookmark: | SupportedBrowsers ?1

Target: v

Title:

cancel insert

13 Tips for optimising your website’s rankings in searches

Add metadata - this is read by browsers in searches. Give your webpage's description in the page
properties area of the CMS. Give each page keywords, as in the example below.

Content Area 7
BHTML 1 Welcome 74
BHTML 2 2
He ader

Title

Description The Sustainable Onling Community Engagement Praject is a joint =«

venture hetween The University of South Australia and the
south Australian Government, through the Office for Yolunteers,

m

The project has been running since lake 2001 as Community

Webs and provides community arganisations, which may have
neither the skills nor resources, with a web presence by

matching them with students who have the necessary skills and
access ko resources, Students communicake with community hi

Keywords websites, non-profit organisations, community organisations, 2
brochures, web 2.0)

Update content frequently.

Get your site listed on other directories and links, e.g. SA community pages, any relevant government
department.

14 Contact for help desk and further questions

In the first instance please email alice.dodd@unisa.edu.au and she will assist you or forward your
query to the appropriate person.

14
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