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Overview

This documentations intended to show you how to edit your website using@GMSmadeeasy
Content Management System A content management systegefiers to anyoftware that you use to
updae and maintain content on your website. In the Web Design industry, this term is commonly
abbreviatedi CMS 6 and p-M&nounced C

To access the CMS, you will need to use your Web browser. The minimum browser requirements
are:

e Internet Explorer 7+

e Firefox3+

e Google Chrome (any version)
e Safari3+

e Opera 9+

To determine which browser and version you are using, navigate téethemenu of your browser
and look for theAbout option. If necessary, you can download any of the aforementioned browsers
fromtheiirmanuf act urersd websites for free.

OnLine Help

We also have a wide variety of online videos and other documents to help yoMGssadeeasy
Please sedttp://training.cmsmadeeasy.comWe strongly recommendoy at least look at the
Introductory Tutorial before you starhttp://training.cmsmadeeasy.com/introtutorial. html

Accounts & Authentication

Logging in
To acces€MSmadeeasyt www.cmsmadeeasy.com/logiyou will need to have your email address
and password available. If you have not yet received your pasbyoraly contactus

Enter your details

Email

Password

Simply enter your email address in tBmail field and your pasgord in thePasswordfield to login.
Note that passwords are case sensiti@&ce you have entered this informatiolck Login.

If you haveforgottenyour passworduse the link below the form to receive a new one (we do not
retain access to your pasag).
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If you enter the wrong detailgpu are directed to this screen, where you can try again:

Legin te Begin Editing

Email
|y0u@y0ur—domain.com

Password
|

|o.oooo.oo Login

English : Forgot Password

We now give you two more options:

Setting your language preference

You can select a different language by choosing one from the dropdown control. Your
prefeence will be savednly on the computer you are currently using. If you use another
computer, or if someone using your computer changes the language preference, you will need
to set it again the next time you login.

Once logged in, you can also changerylamguage preference from withivy Account >
Preferences

Resetting Your Password

If you have forgotten your password, select Hoegot Passwordlink at the bottom of the
login form. You can reset your password by providing your email address asettar5
security code. A new temporary password will be sent to your email address immediately.

Once logged into the CMS, you can change your temporary password by gaditg to
Account > Change Password

Once logged in, you are taken directly to yWebpages list. If you are able to edit more than one
website you are taken to thiéebsitesfirst, so that you can select the website you wish to edit.

Websites

TheWebsitessection is where you can view and select which website you would like to edit. If you
only have one website, you will be automatically taken tottebpagessection.

Selecting your website
For editors who have access to more than one website, you witlesmlowing screen.
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f:f Websites

E04Ming, S€leCt 8 WeDsne from the list

example-1.com

8 Webpages

e

example-2.com

4 Webpages

)

example-3.com
20 Webpages

oY

example-4.com

4 Webpages

e

To select the website that you would like to work with, simfiskaon the appropriate domain name.
For example, to edit a webpage undgample1.com you would click orexamplel.com

Webpages
The webpages sectiatisplays each webpage thatu are allowed to editWe can arrange it so that
each editofor your steonly has access to poefined webpages, instead of the whole site.

¥ Websites » example-website.net

O oo cottebel ®) cone [ pete ¢

support.p

Selecting a webpage
To begin editing one of your webpagsslect the appropriatabel from the list. For examplabove
if you wanted to edit your homepage, selectiéieliHomepaged by clicking on it.

You canVIEW any webpage by clicking on théle Name For example, to view the homepage,
cl i chdeaphpofi i n t he above exampl e.
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Changing page labels

You can change the label of each webpagselecting th&dit Label option. These labels are only

used within the CMS to reference your pages, so feel free to use anything that helps you to remember
which page is which.

Once you select thedit Label option, a textbox will appear allowing you to change the label. When
you arefinishedediting, pres€nter or click anywhere outside of the textbox to save your changes.

Cloning webpages

You can quickly and easily create new page<sloyning or duplicating, existing pages. When you
clone a page, an exact copy of the page you aréng will be created. To clone a page, follow these
steps:

1. Select theClone option.

r | Ab’DUtUS Edit Labe Clone Delete K

MNew Filenamelnew—page Create New Viebpage Cancel

2. Enter a file name for the new file that you are creating. It is usually best to use lowercase
characters and dashes for webpage filenariég CMS will automaticallyurn spaces into
dashes for usability purposes.
Click theCreate New Webpagéutton.
4. The new page will bdisplayedbelow the existing pageand you will automatically be asked

to change the page label.

w

- AhD.I.Ijt.lf.ls Edit Labe Clone Delete K

Once your new page is created, be sure to updatevghpage title, description, and keywords to
ensure that search engines index it properly. Refer toPHue Propertiessection for more
information about this feature.

(If you create a new page, it must be linked to from an existing page if you wasitafied it.)

Note: Depending on your account settings, #clonefeature may not be available.

Deleting webpages

You can remove old or unwanted pages by selectind#lete option. You will be promptedo
confirm your choice. Click Delete to permanety delete the webpage, dancel to abort the
operation.
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New Page

Edit Label =  Clone Delete
Inew-page.php

Permanently delete this webpage from the server? This will remove the webpage from the server completely!

X @ Delete ‘ € Ccancel ‘

Note: Depending on your account settings, the delete feature may not be available.

Webpage Editor
When you start to edit a page, you will see a screen similar to this with your page details on it.

> Websites » your-website.com -Home Page ¥ <~ Dropdown page list

= < Edit Content, Tags or Page History

Content Propacties Higtory

4 Content Regions :
Mah Tet News Tesmonas Locatons Footer Edmng lcons

| B/ U §X X ESF AN rorx . Sy v Fort zize -A-z-/
e« B atY- L S Y- SE|BB e

Something Fresh

Content being edited

Wonderful Café CMSme - The reason will be clear as s00n as you order your food and take your first Dite! We are not a
gourmet restaurant - but we're not a gormiess Burger Bar either!

All our ingredients are freshly sourced locally or delivered daily from Smithfield Market, ensuring that our clientele are
given the best possible tasting food. Try our Daily Specials. Not only is it all fresh on the day, it is is all made to order so
whilst you may have to wait a little longer you are promised a real taste sensation and this means you can be sure of the
WOW! factor

Our sauces have the Wow! Factor 100... Try our Dragons Blood, Blair's Jalapann daath caiine with Taauils and finally .~
'l;’&h" A SRR i — e “—“View Page (with- Preview Publish to
- \ out current edits) Edits website
Format and Style of the & * *
text being edited . .

€ Cancel @ View Cutrent . Praview | @ Pubish to Wed

We will discuss editing first. The Page Properties and Page Hatenjiscusselater.

Selecting a content region

Although each webpage will vary, it is possible for your pages to have multiple content regions.
Content Region is simply a sectionyaiur webpage which has been designated as editéjeur
pages have more than one content region, you can switch between them uSowgt¢imé Toolbar:

=| Main Text =| MNews =| Testimonialz =| Locations =| Footer ||
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Each button on th€ontent Toolbarepresents a unique content regieach region is given aame

loosely representing the contents of that regido select one of the content regions, simply click on

the appropriate button in the toolbar. You can switch back and forth between content regions on the
same page without having to save your changes.

Types of content regions
Video Training ahttp://training.cmsmadeeasy.com/editibontentregions. html

There are dandful ofdifferent types of content regions available in thdSC The most common is
the richtext editorwhich usually contains a text region (often with embedded imalgesiepending
on how your website was setup, you may come across any of the following:

Rich-text
This is the default content region type. #e=Rich-text editor section below for more details.

Headings
This type of content region only allows you to change the text in a heading (H1, H2, H3, H4, H5, H6).

Images =
This type of content region allows you to edit a single image. You can edit délge,impload a new
one, or change the image description.

Plain-text
This type of content region only allows you to use plaixt.

Source code
This type of content region is for advanced users who need to work with CSS, JavaScript, or XML
files.

You can tdlthe Content Region type from ti@nin the tab.

Advanced Users

There are some features in CM&deeasyvhich require some knowledge about how websites work
or how the browser interprets certain functiodn several of the swéditors (e.g. the Imagedior

or the Multimedia inserbption you will seea fiPopupd, fiEventsd or fiAdvancedd & a b

Some of the options here are salident and some will require more specialist knowledBeo n 6 t
worry if you do not immediately grasp how to use the advanced features.

The rich-text editor

You will likely spend most of your time editing your website using tioh-text editor. The
following is a screenshot of the ricaxt editor withall options enabled Your version of the editor
may be simplified depending on your accourttisgs (set by CM$®nadeeasy
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Let’s Edit This!

A brief introduction to editing this website.
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Learn More

Path: p

€ cancel @ view Current Preview | @ Publishto Web

LY

Working with the richtext editor is very similar to working with popular word processing
applications. The following sections will go over some of the basics as well as some of the more
advanced features, such as structuyour content, creating hyperlinks, and working with images
within the richtext content region

o

We will describe the functiondf he vari ous Abuttonso or fiicons

B I U | &X X

Farmat - | Styles = | Font size - A -7

g Rk Al g o i S HE —Q == = ¢ | gg 2| 3@
Undo & Redo
ale

Theundo andredo buttons allow you to step througbur changes while editing.

Basic formatting
B I U | &§XXx

As in many popular word processing applications, you can change the format of text by selecting one
or more characters and clicking on the appropriate formatting option. For example, to makéd{ext
select the appropriate text and click on tBan the toolbar. Similarly, to make teialic, select the
appropriate text and click on then the toolbar. Depending on your account settings, you can also
chooseunderline strikethrough supscript andsurrsenpt
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A note about usingunderlined text on webpages Most users expect underlined text on webpages

to be hyperlinks. Thereforet is generallyconsidereda bad practice to ussuch formatting on

webpages, as it could easily confuse users and nimket t hi nk your website is
your Alinksd do not seem wor k.

Text Alighment

You can choose to align your tdgft, center, right, or justified using the respective buttons in the
rich-text editor toolbar. To do this, click inside of a gaeph (or highlight multiple paragraphs) and
select the appropriate optifnom the toolbar.

Structuring Your Content

The Format dropdown allows you to structure your document using
paragraphs, headings and other types ofontent sections These content
sectionshelp keep yourwebpagesorganised Since search engines deliver
results based orelevancy it is important to structure your webpages properly
and usdhese content sections properly whenever possible, especially headings.

The default type of@ntent section iparagraph. You can create a heading by
selecting a line of text and choosing one of the heading options from the
Format dropdown. To turn a heading back into a paragraph, select the
appropriate text and chooBaragraph from theFormat dropdown.

For best results, refrain from using Headings strictly for stifler. example,fiyou want to emphasize

a sentence it is usuallyot a good idea talo so bymakngitaHeadingL ( | t 6s not a goo
because Search Engines often use H1 togmse the SINGLE most important sentence in your)text

See the section o@ustom Stylesor Text Formatting or more information on how to properly

format text.

Text Formatting

To change the appearance of text, including the font size, foregroundackgtdundolour, you can
use the following toolbar options. Simply select the text that you would like to format and choose the
appropriate sizandcolours.

Custom Styles
Your original webdesigner may have used custom styles when developing the
webste. If these styles are available, you will find them underfStygesdropdown.

These styles will vary in both name and appearance, depending on how your
designer has configured them. If they are available to you, you can apply one or
more styles to yaucontent by selecting some text, clicking tBtyles dropdown,

and choosing the style you want. To apply multiple styles to the same content, select
each style from th8tylesdropdownone at a time.
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