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Introduction

Using Sitecore Foundry opens up a world of new possibilities for organizations wishing to
create, deploy and manage an array of many web sites from a central location. Sitecore
Foundry is a solution that builds upon the industry leading Sitecore CMS platform.
Foundry delivers a compelling answer to one of the more difficult to solve challenges in
web content management today: Multi-site management and distribution. Sitecore
Foundry is a solution that can benefit many different types of organizations, from large
government entities and municipalities, to regional school districts as well as corporate
entities with many affiliate sub-organizations. Any type of organization that has a need to
deploy many distributed websites to a variety of affiliated groups or organizations, whilst
providing guidance and structure to those sites, this product is for you. The Foundry
solution is also highly flexible, allowing you to configure and deploy it for all kinds of
purposes quickly and easily.

The solution provides users with a powerful Content Management System platform that
is able to manage all of an organization’s affiliated websites from a central location.
While the Foundry solution allows for central management of these many web
properties, the product provides delegated and distributed site management to individual
site owners and groups. Within each site, the integrated Website Wizard helps the site’s
manager, and web-editors to tailor their websites within minutes.

The maintenance of any site managed by Sitecore Foundry can be performed
individually by a Site Manager for each site or by a central administrator. Local Web
Editors and Site Managers can manage content, design, users and local functionality by
tailoring their individual sites using the easy to use site controls offered by Foundry
solution.

If the look and feel of any local site needs to be updated, the local site manager need
only invoke Website Wizard to make changes to the sites design within a designated set
of choices. Using the Website Wizard, a Site Manager can change; structural site
graphics like headers and footers, text, colors and functionality for their individual site.
The design choices and feature options presented to users in the Website Wizard are
managed by Foundry Administrators, which enables organizations to limit the design
choices and control branding of their affiliated sites, while providing a high degree of
flexibility to the individual Site managers. Foundry supports the concept of Site Types
which are preset categories of options that can be used when creating any new Foundry
based site. The Website Wizard also provides language control options as well as the
ability to preview the site and manage the sites status.

Sitecore Sitecore Foundry. User Manual Page 6 of 164
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The Foundry solution was designed to allow you to create and manage any humber of
sites, allowing organizations to provide flexible distributed websites as needed, with the
security and control of a robust, centralized solution.

Sitecore Sitecore Foundry. User Manual Page 7 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

Chapter 2

Functionality

This chapter provides a brief outline of the products functionality.

2.1 Site Skins

There are several skin packages that come by default with Foundry. They can be easily
accessed through the Website Wizard option Theme by local admin users. This then
breaks down into designs for each skin that offer further variation. The product also
supports the ability for users to create their own skins using the various controls and
options within the Website Wizard

Select the overall theme for your Web site

Select the averall theme for vour Web site. Each of the themes contains @ number
of de=igne that allow you to refine the look of vour Web site.

The Wehb site wizard contains four buttons:
» Click Cancel to exit the wizard and leave your Web =ite unchanged.
- Click Previous to go back to the last step in the wizard.

- Click Preview to see the changes yvou have made to vour Web site. The Web site
opens in a zeparate window.

» Click Next to advance to the next step in the wizard.

FMilti Site Sclution

Childran Carporate Culture

For more information on customizing the skin of a site see the chapter entitled Website
Wizard.
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2.2 Modules
The product, by default, contains the following modules:

e Mini Forum — The Mini Forum module gives site users a great way to discuss
events. Users can create threads and post replies to other threads. Overall
control of the Forum, threads and individual postings is done by local
administrators.

¢ News and the News Archive — The two parts of the News modules give local
administrators the ability to display a variety of news articles either globally or
attached to individual parts of the site.

o Newsletter — Newsletters created by local administrators can be subscribed to by
users. This gives a business a great way to make sure that a whole group of
interested users can receive product news and other information at the click of a
button.

e FEvent Calendar — A flexible events calendar that means that all news events of
any importance can be effectively displayed for users to see.

e Image Collections — An effective way to collect and display sets of images.

Most of the modules can be attached to various parts of the site allowing site designers
great flexibility in the uniqueness of their individual web pages.

A more detailed explanation of the various modules along with screenshots is given in
later chapters.

2.3 Site Backup

Site Backup is a feature of the Multi Site Control Centre and is accessed by the
administrator. The administrator can back up individual sites as necessary or they can
back up the whole solution as one back up. This gives end users additional control over
their own sites as they do not have to wait for the whole product to be backed up. They
can request a back up of their own site from the host.

A backup of existing web sites within the solution can be done through tools from the
supplier of the actual database.

Note: If the product is run on a Microsoft SQL server then be sure to buy the SQL Server
backup software which supports transactional backup routines.
2.4 Features

The product comes with default functionality as well as ready to use modules with
specific functionality, to allow web designers to tailor the individual look and feel of their
web sites. The modules can be individually turned on or off using the Website Wizard.

Some of the basic functionality provided with the product is;

e Extranet
The default installation comes with a built in extranet feature. Extranet users that
have been validated on the web site automatically gain access to secured areas
containing documents and files. When users are created they can be attached to
the extranet group, which then gives all the necessary user-rights at once. The
extranet secured parts of a site are part of the existing structure of Foundry. They
cannot be viewed before users have been validated. There are no limits for the
number of extranet users.

Sitecore Sitecore Foundry. User Manual Page 9 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

e Menu Functionality
Dynamic, basic and breadcrumb menus are selectable within the Website
Wizard. This provides a variety of different ways to display the sites menu and a
user’s location on a web page.

e Search
The search feature is a useful tool for any site, allowing users to locate items of
related interest that maybe located in various places within the site.

e Security
The security level in the product is very high and easy to set up and
maintain. User rights are part of the existing model of security in the product. It is
very easy to manage users and groups and to assign security to specific areas of
a web site. General customization of user setting is done via the security wizard.
Local Administrators can create new local web editors and users that only have
the possibility to change content. All other settings on the web site are done by
web editors with extended user rights. The local Administrator is able to delegate
rights to employees, members, parents or even the company's board of directors
so they can maintain specific content on the web site.

e Site contact
A basic contact form is a useful part of any web site. It allows the users to provide
feedback and questions to the site administrators.

e Sitemap
The sitemap provides users with a tree display of the site layout. If some
document is locked and the current user has write access to it, the name of a
user who locked the document will be displayed next to the document. If you
have administration rights you can unlock any document using the sitemap,
check-in link will be displayed next to the user name.

e Website Wizard
The Website Wizard allows local admin users to tailor the specific look and feel of
a sites display. This includes a variety of skins, color manipulation tools, layout
and language options and module selection controls.

e Spots
With Spots, news and other items of interest can be displayed in various parts of
a site.

2.4.1 Browser Compatibility

It is recommended that web sites are run at a minimum resolution of 800*600. Users on
the internet can use the following browsers on both MAC (system version 9) and PC
(Windows version from 98 and Linux 9):

e Internet Explorer from version 5.0
¢ NetScape Navigator from version 6.01
e Mozilla Firefox from version 1.6

e Opera from version 6.0

Sitecore Sitecore Foundry. User Manual Page 10 of 164
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2.4.2 W3C Compatibility

This product complies with the W3C standards. The product conforms to the W3C
standards for HTML (4.01 Transitional) and CSS (Level 1). These are all validated as a
part of a standard implementation. The product also conforms to the W3C standard

for availability on web sites WCAG (1.0).
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Chapter 3

The Site Architecture

This section describes the various parts of the site layout.

A common feature of any website is the ability to display the content in a way that makes
it easy for the user to identify individual areas of the page. The products standard three
column layout includes a menu to the left, a center column containing the main content,
and a right column containing a highlight area showing spots.

There is also a two column layout which is primarily used for documents containing a lot
of text. The difference between two and three columns is the fact that the center and
right areas of a three column layout are combined into one main content area. The
widening of the area thus provides additional space for text or images that need a larger
display area. Lastly there is a rarely used one column layout, in this instance mainly used
for things like the Sitemap

;- Documents
= Modules
& Extranet
= Globzl information

Home

_ Non equidem insector delendave carmina esse reor,

memini quae plagosum mih

emendata videri pulchrag
distantia mire Interdum v
ubiequidem insector dele; carmin or,
= Search memini qua Orbilium dictare; sed .
emendat ctis minimum
= . T - distantia e um vide. Frontpage Spot
anuary rmina Livi esse gt
Maon Tue Wed Thu Fri Sat Sun = plagosum mihi Orbilium dictare: = : oo
31 1 2 3 4 35 & emendata videri pulchrag yctis minimum
7 8 5 10 1t 12 13 distantia miro Interdum v imtum vid
14 15 16 17 18 19 20 carmina L
21 22 23 24 25 26 27 ]
28 29 30 3t 1 oz 3 emendata videri pulchrague et exactis minimum
4 5 § 7 8 3 10 distantia mire Interdum volgus imtum vide.

The Manager | Anystrest 123 | 123 ABC Anytowm | Tel: 123 456 7890 | E-mail: email@provider.domain | Fa»
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3.1 The Main Layout
The layout of a site consists of the following parts

Individual ldentity bar — This contains the identity of a web site.

Breadcrumb — This is available when no top menu has been selected — This is a
navigation visual aid to show users where they are in the site.

Navigation menus - Top and/or left menus. Dynamic menus. Various menu styles
defined in the Website Wizard.

Search box — A search module for site searching. This feature can be turned on
and off in the Website Wizard.

Calendar module Mini Calendar — Part of the Event Calendar module. This
feature can be turned on and off in the Website Wizard.

Bottom bar containing contact details — Contact details are displayed here from
information entered in the Website Wizard.

Login area — A fully functional extranet login feature. This feature can be turned
on and off in the Website Wizard.

Right column — A place to display spots for important news or advertising for a
site.

Function bar — A place to display the language selector, login/logout, search
button, contact page, printer button, user settings button and Sitemap. These
items of functionality are built in as standard features of the product.

Local Administration Menu — This is the area where local administrators can
control the advanced features of their web sites. This includes statistics,
newsletter production, user administration and the Website Wizard.

Main content Area — This is the main area where content is displayed for the
various pages of a site.

Main content area spot — Another place to display spots for a site.

There is a variation in the way the three columns can be laid out, depending on the
availability of some of the modules that come with the product, but in general this layout
is consistent throughout the site.

Sitecore
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3.2 Examples of the two and one column layouts

Below are examples of the use of the two and one column layouts.

3
< Home < Global informati fos =

& Documents Global information

= Modules Non equidem insector delendave carmina Livi esse reor, memini quae plagosum mihi parvo
Orbilium dictare; sed emendata videri pulchraque et exactis minimum distantia miro Interdum
& Extranet volgus imtum videt, est ubiequidemn insector delendave carmina Livi esse reor, memini quae
plagosum mihi parvo Orbilium dictare; sed emendata videri pulchrague et exactis minimum
& Global information distantia mire Interdum volgus imtum vide.
Non equidem insector delendave carminz Livi esse reor, memini quase plagosum mihi parvo
Videri pulchrague Orbilium dictare; sed emendsta videri pulchrague et exactis minimum distantiz miro Interdum

volgus imtum videt, est ubiequidem insector delendave carmina Livi esse reor, memini quae
plagosum mihi parvo Orbilium dictare; sed emendata videri pulchrague et exactis minimum
distantia mire Interdum volgus imtum vide.

Updated 22.3.2007 / By Administrator

Non equidem inssctor
delendave carmina Livi asse
reor, memini quae plagosum
mihi parvo Orbilium dictare; sed
emendata videri pulchrague
et

- Modules

The Manager | Anystrest 123 | 122 ABC Anytown | Tel: 123 456 7830 | E-mail: email@provider.domain | Fax: 123 465 7851

The previous image shows a standard two column layout. The only real difference
between this and the three column layout is that the central column is stretched out to
cover the place normally occupied by the three column layouts third column. This allows
the site to display larger pictures and more text to show a topic than cannot easily be
covered in the three column layout.

SIteCO = EEC)I.J r-\d ry

R I

Home Documents PEE abs

Sitemap

On the sitemap you can see all the pages in the right structure which are on our web site. You can open a page by clicking on the link.

Home
Documents

Document list
I» Document one
— Document two

Dovmload list
— Modules
i» Nevs archive
— Series of pictures
— Extranet (Locked by global admin) Check-in
L— test (Locked by global admin) Check-in

I» The New Document (Locked by global admin) Check-in
— Latest News (Locked by global admin) Check-in
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The previous image shows the one column layout. This layout shows the sitemap, and is
useful when the sitemap is quite deep and has a lot of layers. The one column layout is
also useful for displaying detailed images such as maps and charts.

3.3 What is the local administration menu?

The local administration menu is the place where users with Read and Write permission
gain access to various site tools. These include the Website Wizard for customizing the
site, various reports and statistics, newsletters and subscription control and access to the
functionality that gives security rights to documents for other user groups.

Website Wizard Access Control Manage Content Manage Communication Help

3.4 What is a Document?

Throughout this manual you will see references to Documents in its description of parts
of the web site content. This chapter is an explanation of what a document is.

In its most basic form, a document is a part of the site content, be it an image, columns
of text or even calendar events. Titles on the left and right column bars are set using
documents, as are spots, image collections and news items.

Users with access to the editor will be able to edit most items within the web site. To
enable content editing click Manage Content » Edit Content in the Local
Administration Menu

Website Wizard Access Control Manage Communication Help

Edit Content

Manage Media library

Sitecore Foundry

The web site will then be refreshed and users will see content dots at the places on the
site where documents can be edited. Clicking on a green content dot will then take a
user into Edit mode.

=» Pcuments
=» @pdules

=» Ptranet

G @obzl information)

Note: The above example shows that there are two types of content dots. The green
dots are the documents that can be edited by any user with local administrator
permission. Whereas, any documents marked with a grey dot are documents that only
the host administrator can edit. These particular documents are called Global
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Documents. They are used generally for host information and other purposes pertaining
to the host rather than to the individual site.

For more detailed instructions on Editing content please see the chapter entitled Editing
Content

3.5 Whatis aspot?

A Spot is the part of the site layout that is designed to contain useful references or
advertisements. They can be defined by the host administrator or by the local admin
users and can be specifically displayed on a particular page or can be randomly
displayed throughout the site.

There are two types of spots in the product. A local spot is content that has been
attached to a document and will only be displayed where that document is displayed on
the site. A global spot is one of a collection of centrally stored content that can be
displayed throughout the site and will be selected randomly.

3.5.1 Howdo | add a spot?

The easiest and way to add a spot anywhere on your web site is to right click on a green
content dot in Edit mode and choose the option Add Side Bar Content.

a Edit Documents

e I Y

: [5] | Add 3-Column Document
[#] | Add 2-Column Document

E ¢ Add Side Bar Content EI':
72| Add Article i
:; [ Add File Attachment ivi
1 3 Delete Documents nir

Non equidem insector delendaw

After choosing a title for the spot a new definition will be created in the right column. By
clicking the green content dot for this new spot you will go into edit mode and be able to
edit all the fields for that particular spot.

l Oa new spot J

9

ied

ntia \
sector

A local administrator can also go into any document definition and by viewing the content
tree can add a spot to any item. To add a new Global Spot the local administrator can
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add a spot to the Home/Global/Spots folder. These spots will then also be used for
random spot display.

= & Spats
F Side Bar Content

1| % | Add from Master
] h.g Add from Template
I‘:} Configure Masters for this Item

3.5.2 How many spots can | have?

The number of spots to be rendered can be set in the Configuration page of the Website
Wizard. If a spot is not added on a specific page, the column will be empty by default. In
the Number of spots box you can specify, globally for the site, how many spots to display
on pages without explicitly added spots. The spots shown on these pages are randomly
chosen from the centrally created spots.

Mumber of spots

L |

Characters in spot resume

1150 |

Site status

{(® online
Q offline

3.5.3 Where does the spot text come from?

The spot’s Title field contains the text that is displayed as the title for the spot.

Navigate Review Publish Versions View

is item does not have
any masters defined.

H

Save Close
Write MNew m

[¥] PictureLink:

Title:

Spot Title
[¥] Text:

Spot Text field

If there is no Title field then it uses the spot’s Text field
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3.5.4 Where does the spot link text come from?

The Link field contains the string that defines the path to the link

Home

l ' %i @ This item does not have
any masters defined.

Save Close Edlt -

“-['

[¥] Link:
[http:f,n’www.sitecorebox.net ]

3.5.5 Positioning

Default positioning is in the right column if one is present. If no right column exists on the
given page the spot automatically appears in the left column below the navigation menu
if present.

Mavigate Review Publish Ve

This item does not have
any masters defined.
Save Close Edlt -
Wit Edi

[ Link:
http://www.sitecorebox.net

ik

If both a left and a right column are present you have a choice of positioning the spot in
the left or right column by using the positioning field. However, a right column spot will
always be present. If you move a right column spot to the left column then another spot
will take its place in the right column.

If you want to know how to overwrite the title of the spot section, see the appendix
section on |ocal dictionary texts.

3.5.6 Random spots

If you have not set the spots for a document then random spots will be rendered. All
random spots are stored under item /Home/Global/Spots.
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3.5.7 Setting the number of random spots

In a document there is a field called Spots, by specifying a value at this point a random
spot will then be added to the site page the document is attached to.

3.5.8 No spots

If you set the spot value on a document to 0 (zero) then no random spots will be
displayed on the page.

Note: This setting is not a maximum, you will still then be able to add your own spots to
this page.

3.6 What is an Article?

An article is a document reference that has been attached to any part of the site.

3.6.1 How do | add an Article?

To add an article all you need to do is go into edit mode and add an article item under
any document on the site. You right click on a green content dot and select the option
Add Article.

£
O

Edit Documents

I Add 3-Calumn Document

Add 2-Column Document

=R
Add Side Bar Content pa

t
Add Article xF

T

B~ EE @

Add File Attachment

-
X hin
1| @& | Delete Documents T
Nan EHLIIdEI‘I‘l insector delendaw
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After being prompted for a title for the item a new article will be added to the document
you selected.

Documentlist

= v Article '

Then by clicking on the green content dot you will be taken into the editor and you can
then define your document.

Note: In the content tree you can right click and select Article this will also add a new
article.

.i.'! Ld
=M
o g

Add from Template

@] Docupp==s
[@ Modu [&] | 3-Column Document
[@ Extral| [ | 2-Column Document
= @ Globg| §* | Side Bar Content
m “ Article
E c .
MmE i File Attachment
& L; Pk Add from Master
';'.E
[

Configure Masters for this Item

By clicking on the reference you will then be taken to a two column display page where
the article will be shown in full detail.

= Documents DocRef Test
= Modules DocRef Abstract

< Extranet Non equidem insector delendave carmina Livi esse reor, memini quae plagosum mihi parvo
Orbilium dictare; sed emendata videri pulchrague et exactis minimum distantia miro Interdum
volgus imtum videt, est ubiequidem insector delendave carmina Livi esse reor, memini quae
plagosum mihi parvo Orbilium dictare; sed emendata videri pulchrague et exactis minimum
distantia miro Interdum volgus imtum vide.

Non equidem insector delendave carmina Livi esse reor, memini quae plagosum mihi parvo
Orbilium dictare; sed emendata videri pulchraque et exactis minimum distantia miro Interdum
volgus imtum videt, est ubiequidem insector delendave carmina Livi esse reor, memini quae
plagosum mihi parvo Orbilium dictare; sed emendata videri pulchraque et exactis minimum
distantia miro Interdum volgus imtum vide.

=» Global information

Updated 31.10.2007 / By demo Admin

Spot 2
iopuopupoUi

3.6.2 How do | edit an article?

To Edit an article go into edit mode and click the green content dot for that particular
article, you will then be taken into the article’s definition and you can edit the data.
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3.7 What is a File Attachment?

File attachment functionality is similar to Articles. There are, however, two differences
between the File Attachment and the Article.

To add a new file attachment you right click on the document you want to add to and
select Add File Attachment.

T

I W Edit Documents

1 [& | Add 3-Column Document
[&]  Add 2-Column Document
£ | Add Side Bar Content
Add Article

[ AddFie Atmchment [

I 3 Delete Documents
Mo i ins

After entering a name a new file attachment is created. To edit the details you click on
the green content dot and change the details in the editor

File list

= v File Attachment ’

As well as text for the reference, a file can be added. When you click on the reference
text the file attached to the reference point will be opened. If it is a picture a new browser

window will be opened for the picture to be displayed, other file types will start download
actions.

3.8 Howdo | Login?

There are two ways to login to a site. You may either use the login link on the function
bar.

N E & =%
R —

This will display a login form in the central column.

| Login

Sitecore Sitecore Foundry. User Manual Page 21 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

Or, you can use a login spot.

After entering a user name and password you will be allowed access to those protected
areas of the site that are appropriate for your security settings. User name and password
authentication are provided as part of the package.
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The Website Wizard

This chapter deals with configuring the look and operation of your site through the built in
Website Wizard

4.1 Introduction

The Website Wizard is the main place where administrators manage the look and feel of
the site. On this set of pages it is possible to change a whole range of settings for your
site. This includes the color scheme, images, selected modules, available languages and
many more besides. This is the part of the product where you can give your sites that
unique feeling.

Access to the Website Wizard is through the local admin menu option Website Wizard.

Website Wizard Access Control Manage Content Manage Communication Help
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4.2 The options

There are 18 (eighteen) options in the Website Wizard giving you a wide range of
flexibility with regards to the presentation and functionality of your site. These range from
options to change the layout and color of the site to an option to select which of the pre-
installed modules you wish your site to use.

Introduction
Theme
Design

Corporate Identity

Individual Identity
Background
Column borders
Column colors
Front page

Top and column k
Bottom and c

PR L R LRV LR VAR LR ARV LY §

All of the wizard screens have standard buttons at the bottom of the page

. Cancel Ul < Previous Treveilll = Nosulilll

The Cancel button cancels everything you have done, in the entire Wizard section, and
exits the Wizard. The Next and Previous buttons go to the next and previous screens of
the wizard. The Preview button displays a view of your web site in a new explorer
window as it would look with the current settings. The only exceptions to this are the
Introduction screen and the Finish screen. The Introduction screen has no Previous or
Preview buttons, and the Finish screen has a Save instead of a Next button.
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4.2.1 Introduction

This section welcomes you to the Website Wizard and contains important notes about
the product.

Welcome to the Site Wizard

The Wizard enables you to change the look of your web site, change your contact
information or simply add extra functionality.

When you run through the Wizard, it's possible for you instantly to make a
"Preview" to see the actual web site including your own changes. You can always
run the Wizard again if some changes have to be made.

If you cancel the Wizard no changes will be made to your existing web site!

4.2.2 Theme

This section allows you to choose the basic theme for your site. From here you go on to
other options to customize the detailed parts of the site layout. The Preview button
shows an example of how your site would look with the selected settings.

Select the overall theme for your Web site

Select the overall theme for your Web =ite. Each of the themes contains a number
of designs that allow you to refine the look of your Web site.

The Web site wizard contains four buttons:
+ Click Cancel to exit the wizard and leave your Web site unchanged.
+ Click Previous to go back to the last step in the wizard.

+ Click Preview to see the changes you have made to your Web site. The Web site
opens in a separate window.

» Click MNext to advance to the next step in the wizard.

FMilti Site Sclution

Children Corporate Culture
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4.2.3 Design

This section allows you to choose a skin from the list of skins available for the theme you
chose.

Select a design for your Web site

Select the design that you want to implement on your Web =ite.

The wizard will then let you choose from a range of colors and graphical elements
that match the design you =select.

4.2.4 Corporate Identity

This section allows you to define the main identity bar at the top of the site layout. You
can either use the default designs or upload your own custom image to be displayed on
the identity bar. Note: The custom image must be 760x66 pixels in size to fit the identity
bar.

Design the Identity bar

The Identity bar is a very important part of your Web site. It is here that you
define the corporate identity of your Web site. You can also create your own
Identity bar and use it on the Web site.

The Identity bar consistz of two elements—background and text.

Remember to define a color of the name of the web site which compliments the
backaground color and pattern on the Identity-bar (if used).

If wou decide to make your own, is must maintain accurate specifications which

are menticned on this page. Remember to balance between guality and size. &

bar which is compressed too much doesn't look nice. A bar which is too heavy is
Kbytes performs very bad on slow connections.

Name on identity bar

Color settings

" Transparent
" colar

% Custom imzge

Upload custom image (760x66 pixels) __

/Multi Site Solution/Standard/mss identity jpg
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4.2.5 Individual Identity

Use this bar to emphasize the individual identity of your Web site. In MSS it is possible to
choose a color or a predefined image.

Design the individual identity

Use this bar to emphasize the individual identity of your Web site

In MSS it is possible to ssible to
use wn image and u

Remember to define a color of the name of the

backaground color and pattern on the top bar (if

n slow connections

Name on identity bar

Color settings

16 pkt. W

m

FTranEparent
" color
" Image

¥ custom image

Upload custom image (760x66 pixels) _.EM

/Multi Site Solution/Standard/pool topimage jpg

It's also possible to use your own image and use it on the web site. Remember to define
a color of the name of the web site which complements the background color and pattern
on the top bar. If you decide to make your own, is must maintain accurate specifications
which are mentioned on this page.

Note: Remember to balance between quality and size. A bar which is compressed too
much doesn't look nice. A bar which is too heavy is Kbytes performs very badly on slow
connections.
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4.2.6 Background
This section allows you to choose the background color for your web site.

Select a background

Select a color or pattern as the background for your Web site.

Select a color from the color palette or enter the appropriate values in the Color
settings section. Alternatively, you can select a background pattern from the list.

Remember to select a color that complements the colors you have already
selected.

You can either choose from the color palette or backgrounds available or specify the
Red, Green, Blue attributes or the hash (#) setting to set your own choice of color.
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4.2.7 Column borders
This section allows you to choose the color of the column borders for your web site.

Select the column borders

Select a color or pattern for the borders between the columns.

Select a color from the color palette or enter the appropriate values in the Color
settings section. Alternatively, you can select a pattern from the list.

Remember to select a color that complements the colors you have already
selected.

#E2ETES
R226 | G231 |B:(232

As with the background colors you can choose from the color palette or backgrounds
available or specify the Red, Green, Blue attributes or the hash (#) setting to set your
own choice of color.
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4.2.8 Column colors
This section deals with the individual colors of the 3 main columns of your web site.

Select the background colors for the columns

Select the background colors for the columns in your Web site.

Select a color from the color palette or enter the appropriate values in the Color
settings section.

Remember to select a color that complements the colors you have already
selected.

Left Center Right

Colar settinns Crlor =attinns Color settinns

You can choose individual colors for each column by choosing from the color palettes
available or specify the Red, Green, Blue attributes or the hash (#) setting to set your
own choice of color.
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4.2.9 Frontpage
This section deals with the main color for the background and text of the central column.

Select a background color for the column on the front page

Select a background color for the central column on the front page. Select a color
from the color palette or enter the appropriate values in the Color settings section.

Remember to select a color that complements the colors you have already
selected.

The text color for this column is automatically selected. If you want to use a
different color, enter the appropriate values in the Color settings section.

Background color for frontpage center column

Text color for frontpage center column

The background color is selected via the usual color palette picker as in previous
screens.

Text calar for frontpage center calumn

The text color is a similar color picker but with a smaller palette choice.

Note: Remember to Preview this screen to see if the text and background colors are
suitable for each other.
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4.2.10 Top and column bar design

This section deals with the colors for the bar above the columns and the See more bar in
the 3rd column.

Select a design for the top bar and for the column bars

There is a bar above all the columns on the Web site. Furthermore bars appear
above each section in the side columns.

Select a pattern to specify how these bars should look.

Column bars

-
)
h-]
=
o
=
"

Text color: Text color:

@Light O Dark @L\ght QO park

You can choose from a range of colors and designs and also set the text to be either
dark or light.

Note: Remember to Preview this screen to see if the text and background colors are
suitable for each other.

4.2.11 Content and bottom bar design

This section deals with the colors for the contact information bar at the bottom of the web
page and the central bar in the central column.

Select a design for the content bar and the bottom bar

There is a bar at the bottom of the Web site that can contain contact information
and so on. A bar also appears in some of the center columns.

Select a pattern to specify how these bars should look.

Bottom bars Content bars
& |

|
Text color: Text color:

® Light O park OLight ® park

As in previous screens you can choose from a range of colors and designs.

Note: Remember to Preview this screen to see if the text and background colors are
suitable for each other.
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4.2.12 Buttons and icons

In this section you are able to choose the colors for a set of buttons and icons that are
used within your site.

Select a design for buttons and icons

Select a design for the buttons and icons that appear on the Web site. You can
choose from a range of buttons that match the type of Web site you are creating.

>+ ST | ¢ v .
4 T ¢+ e
>+ SIS B ¢ o+ .

These buttons are mainly used in the menu as icons which mark links and functions like
login.

4.2.13 Navigation

This section deals with how you want the site navigation to be displayed on your site.

Select the navigation design

Select the navigation design that yvou want to use in this Web site:

® Main menu in left column, and breadcrumb in top bar
) Main menu in top bar, and sub menu in left column
{:}D'y-namiu: main menu in top bar, and sub menu in left column

{:}D'_v-namiu: main menu in top bar, and no sub menu

You can choose from a range of combinations of breadcrumb, main menu, dynamic
menu and sub menu.
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4.2.14 Contact Information

This section deals with the contact information that is displayed on the contact bar at the
bottom of the web site.

Enter contact information

Enter the contact information for your company so that visitors to your Web site
can contact yvou. This informatian is displayed on the bottom bar Web site.

The only information you are required to enter is the e-mail address that yvou want
contact requests sent to.

HName

The Manager

Street Street number
Anystrest 123

Zip code City

123 ABC Anytown

Telephone number Fax number

123 436 7890 123 465 7891

E-mail

email@provider.domain

The Manager | Anystreet 123 | 123 ABC Anytown | Tel: 123 456 7830 | E-mail: email@provider.domain | Fax: 123 465 7851

4.2.15 Languages

This section allows you to choose which languages should be available for users to
choose from and which is the default language for first time visitors.

Select Languages

Select the languages that should be available on the site and =elect the default
language that will be shown to first-time visitors.
MNaote

The language =ettings in the visitar's internet browser can overrule the default
language specified here.

Languages
Danish

French {Canada)
German

Defzult languzge
| English

Note: Multiple languages can be selected by holding down the Control key whilst
selecting various languages from the list.
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4.2.16 Module selection
This section deals with the pre-installed modules that come with the initial product.

Select the modules

Here is a list of Sitecore Foundry modules. Select the medules you want to
implement on your Web site.

The modules you select are automatically activated under different menu items on
your Web site.

If, at a later stage, you want to change the modules that appear on your Web site,
you must edit the page/section in question and add, remove or rearrange the
modules to suit your needs.

Note
Only the modules that you select now are available on the Web site.

Choose modules

[ Mini forum
The Mini Forum module gives site users a great way to discuss events. Users
can create threads and post replies to other threads. Overall control of the
Forum, threads and individual postings is done by local administrators.

[ News lists
The News functionality gives you the possibility of sending news letters or
messages via e-mail. The users of the web site can subscribe themselves. The
users can make subscriptions to e.g. "News of the month” or "Reszume of the
week",
It'= possible to have open and closed news letters, =o that only extranet users
will receive specific news.

You can always get a list of all the subscriptions.

[#] Event calendar
With the Event calendar you can expose e.g. activities, seminars, courses on
your web site. It's possible to create open (with or without registration) and
closed events (through the extranet functionality). All attendees will have to
sign up, and you can constantly get a list of the attendees and the actual
registrations.
If wou e.g. cancel an event, all signed up attendees will receive a cancel
action by e-mail (or SMS, if you have activated a SMS gateway service)

[¥] Local News
Use this module to manage all the news on your Web site. The module is
zimilar the News module,the only difference between them iz that the News
archive is stored in only one place and can be displayed on many parts of the
site, while local news is individually stored at the peint where the module has
been attached.

[¥] News
Use this module to manage all the news on your Web site. Each news item can
be displayed in the various news spots throughout your Web site or saved in
the news archive. Each news spot displays a short summary of the news item
and wisiters click this summary to if they want to read the entire news item.

[#] calendar spot
One way of viewing events is via a spot on the Mini Calendar. With help of this
spot it is possible to =ee on which days there are events and it provides a
quick link to the Main Calendar view.

[“] search spot

Use this module to add a simple search box to your Web site. This module
only searches your Web site.

[l Login spot
Use this module to create a simple login box that you can place anywhere on
your Web site. Extranet users can use this to log on.

Image collections
Through the use of Series of pictures, you can upload pictures from for
example digital cameras to your web site. The pictures will be exposed as
zeries of thumbnails. When you click on the thumbnails the picture will be
shown in a larger format (original picture can be downloaded too). It's very
easy to download the pictures to the users own desktop.

Series of pictures can be uploaded in both the public area of the web site and
the area that is secured by the extranet functionality.

5MS5 messages

Messages can be sent to extranet members or subscription members via SMS.
0On your web site local administrators can create groups of interests which
members can subscribe to. When something happens in the subscribed groups
SMS messages will be created and sent out.

Please notice that SMS messaging will need a SMS gateway. Maybe you have
one by yourselves or a local SMS Provider can be found. At the moment
Sitecore Foundry has one SMS provider - which serves Denmark, Norway and
Sweden. Please read more at: sitecorefoundry.com

They can be individually turned on and off in this section, giving you a great deal of
flexibility in the functionality of your web site.
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4.2.17 Configuration

This section deals with the configuration of site spots. Spots are news items or items of
interest that you want to display to let a user know more about specific items. For
instance some users may use them for advertising, whilst others might use them to
promote areas of interest, or their product range.

Characters Iin spot resume

If a spot is not added to a specific page, the column will be empty by default.

In the Number of spots box you can specify, globally for the site, how many spots to
display on pages without explicitly added spots. The spots shown on pages are randomly
chosen from the centrally created spots.

Likewise any specific number of desired spots for a specific page can be defined using
this field.

To avoid commercial spots globally for the site, the value 0 (zero) can be entered in the
Number of spots field. Then a greater number can be specified individually for pages
where spots are desired.

If the “Number of spots” field is empty for a document the system will try to get the spots
number from item’s parents. If one of the parents has this field with a value, this value
will be used.

When a spot refers to another page and the spot has no body text, an extract is taken
from the referred page instead. The number of characters for this extract is specified in
the Number of characters box. If the referred page has an abstract, this is displayed
instead of the extract.

To have a specific page without spots you just need to enter 0 in the spots field on the
data tab on the definition for that specific page.
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ﬂ You must lock this item before you can edit it.
To lock this tem, use the Edit option in the Home tab.

E] pata

Hide update information in document footer:

: Spots: ]

4.2.18 Finish
This is the end page of the wizard.

Save and finish

Your Web site is now ready

Click Save to accept all the changes and close the Web site wizard.

If you have just created the Web site, it will now have a predefined menu
structure. You can easily edit the Web =ite and change the structure to suit yvour

needs.

If you want to change any of the settings specified in this wizard, run the Web site

wizard again.

For more information, see the Sitecore Foundry User Manual.
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Here you can have a final Preview of your site. Once you click on Save, all the changes
will be made permanent for your site. By clicking on Cancel all your changes will be lost

and you will be returned to the web site.
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Chapter 5

Authoring Content

This chapter provides general information on how to use the editing facilities within the
site.

5.1 Edit mode

The product provides an editing mode. This is the mode in which editors can create or
change content directly on the site. Edit mode displays the website as it will appear when
published, but provides a user interface for editing and authoring. Edit mode allows the
user to navigate through the site using whatever navigation features the website itself
provides.

Note: This document describes the basic functionality behind editing content. Please
refer to the separate chapters Editing Content and Using the Rich Text Editor for more
extensive details.

5.2 Using Content Markers

To enter edit mode you should login as a user with the Read and Write access rights and
select Manage Content »Edit Content on the administration panel.

Waebsite Wizard Accaess Control Manage Communication Help

Edit Content

Manage Media library

Sitecore Foundry
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You should then see the green and grey content dots near different content areas:

Non equidem insector delendave carming
memini quae plagosum mihi parve Orbil

The green and grey dots you will see once when you have access to edit mode are
called content markers, which mark the parts of the site that can be edited. The green
content markers indicate that you have the appropriate permissions to edit this content.
The grey content markers mark inactive content and indicate that though the content is
editable, the current user has not got the access to edit this content.

5.2.1 Editing Content

To start editing, click on the green content marker.

Non equidem insector delendave carmina Livi ess
memini quae plagosum mihi parvo Orbilium dictz
emendata videri pulchragque et exactis minimum
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This will take you into the definition for that document.

/= Sitecore - Sitecore Content Editor - Windows Internet Explorer.

@ Home

3 ‘You must lock this item before you can edit it.
To lock this itemn, use the Edit option in the Home tab.

[E] pata

E Design

E Content

Content Editor WEESEIEZETSY

0 Internet

H00% -

Q
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To see some examples of field editing please read the section entitled Editing Fields.

Important Note: The product implements document locking, so you should lock the

document before you can edit it. This prevents two users from editing the same

document at the same time. This is done by clicking on the Edit button in the Home tab:

Publish

SCX.SCX.D... SCX.5CK.D...

Other users cannot edit the document until you unlock it by clicking on the edit button a

second time. An exception to this is the members of the Local Admin group.

After you have locked the document, you can change its fields in the editor. For example,
we will change the title of the document and the text column. We enter text into the Title

field.

Title:

|HE||D World! '

Add the phrase “I can edit the text! Cool!” into the rich text field.
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Initially, the Rich Text Editor is not displayed. To display the Rich Text Editor and be able
to modify content, click Show Editor, available when moving the mouse over the Text
field, or double-click inside the Text field.

/7 Show Editor I
|Nnn equidem insector delendave carmina Livi

This will open the Rich Text Editor in a new window. You can now modify the content.

A Sitecore -- Webpage Dialog E|
& | http:fidemo.usergude, kest)sitecorefshellfdef ault, aspx#xmicontrol=Rich TextEditorfda=core®id="%7b31 7CBE71-3781-4 ¥
A
=N BEHHE&aS-/9-C- 80868 0 O-10-0 .-
B/ US=E==sE|ls=sFEFAaxx|EJ A LY e
: Apply €55 Class ~ Mormal -

L3

| can edit the text! Cool|

Mon equidemn insector delendave carmina Livi esse reor, memini quae plagosum mihi parvo Orbilium

dictare; sed emendata videri pulchraque et exactis minimum distantia miro Interdum volgus imtum videt,
est ubiequidem insector delendave carmina Livi esse reor, memini quae plagosum mihi parvo Orbilium
dictare; sed emendata videri pulchraque et exactis minimum distantia miro Interdum volgus imtum vide.

Mon equidem insector delendave carmina Livi esse reor, memini quae plagosum mihi parvo Orbilium
dictare; sed emendata videri pulchrague et exactis minimurm distantia miro Interdum volgus imtum videt, |

et i s il e e b e Al mm i i | G mmm o e e e i mm i mm wm Dm mnm m mem amemibd em mem m Tebe i e ———
# G

v
QHTML l Accept ][l Reject
—_——

http:/fdemo. usergude. testfsitecoreshellfdef ault, aspecr xmlcontrol=RichTextEditoréda=c e Inkernet

When you click Accept in the right-hand bottom corner of the Rich Text Editor dialog, you
accept the modifications to the text and close the Rich Text Editor window.

The changes to the content will immediately be visible in the Text field of the editor.

[F] Text:
| can edit the text! Cool!

Maon equidem insector delendave carmina Livi esse reor, men!

minimum distantia miro Interdum volgus imtum videt, est ubi
Orhilium dictare; sed emendata videri pulchrague et exactis

Maon equidem insector delendave carmina Livi esse reor, me
i , S . ; '

The Rich Text Editor supports a variety of text formatting options, such as bold, italics,
text color, highlighting, superscript, and subscript. The Rich Text Editor provides a range
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of powerful features besides formatting. These include table management, undo and
redo options, direct HTML editing, and many more.

When you are done, Save the document and Close it.

Remember to frequently save any changes. By saving work regularly, users ensure that
they only lose relatively few changes if the network connection goes down, if power is
lost, or other circumstances that might cause the loss of unsaved data.

There are two ways to save content in the editor. Changes may be saved by using the
Save button available on the Ribbon or use <Ctrl+S>.

5.2.2 Publishing

The changes you made to the content will not be visible to visitors until you publish them.
This approach allows users to avoid the appearance of premature content on site.

To publish changes to a site select the Publish option from within edit mode. You will
then be presented with a series of publishing options to select how much data you want
to publish.

Home Navigate Review Publish Versions. Configure Presentation Security Wiew _5
| & Mo restrictions. L &3 Change |

Publishing may take several minutes depending on the amount of content that has been
changed.

Note: Host administrators may switch the site to live mode. In this mode the changes
appear on site immediately and the publishing operation is not required.
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5.2.3 Document Types

There are three document types which can be created under a document:
e Three Column document
e Two Column document

e Side Bar Content (spot)

T Edit Home

M [ | Add 3-Column Document

5] Add 2-Column Document

o 1" add Side Bar Content

memini quaes plagosum mihi pa

The difference between the two and three column documents is in the layout as shown
below:

Three column document Two column document

See the Spot section for details about the spot document type.

5.2.4 Creating New Documents

To create a new document, right-click on the green content marker and select one of the
document types.

@ Edit Home

M (5] | Add 3-Column Document

[a] | Add 2-Column Document

o | Add Side Bar Content

memini guas plagosum mihi pa
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Enter the name of the document in the prompt window:

Note: Some characters are not valid for Document names within the product. It is
advisable to use only the characters A-Z,ora-zand 1-9, 0and _ as legal characters
when naming new documents.

Explorer User Prompt
Script Prompt;

Cancel

Pleaze enter the name of the new iten:

Sample Document

The new document will appear linked to the selected document selected:

=» @Pcuments

G) @mple Document )
=¥ gpdules

=» Ptranet

=» @pbal information Home

Non equidem insector delendave car

Now the new document can be edited by clicking on the green content dot.
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5.2.5 Editing Fields
Shown below is the description of the fields of the Three Column Document.

Note: They are the same for the Two Column Document.

D Our Photos [ e

£l pata g
Hide update information in document footer:

O

Spots:

2

E] pesign =)
[ Top image:
/demo/under the bridge

Size: 22KB
Dimensions: 667 x 120

E] content =
[ image:
/demo/Uploaded pictureseries/1B9982C0 47D7 4792 860C C4EF27465571/Sunday trip/PB250012

Size: 855 KB
Dimensions: 2288 x 1712 v

Content Editor
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Data section:

e Hide update information in the document footer — check to display the
Updated by information in the document footer.

Our Photos
Some of our best photos

Donec tortor ipsum, rutrum sed, ultricies a, tincidunt sit
amet, dui. Donec venenatis hendrerit urna. Sed at ipsum.
Mauris non lorem nec mi semper tempus. Duis risus sem,
porttitor ac, luctus in, tincidunt luctus, magna. Sed massa
arcu, dignissim a, semper ut, vestibulum a, ipsum. Duis
nulla nisl, vestibulum ut, mollis in, egestas eget, neque.

Serie of pictures

=¥» Sunday trip

@pdated 21.10.2007 / By Andy Anders)

Search section:

e Skip document when indexing — check to exclude the document from the
search index. The document will not be present in the search result if this
checkbox is checked.

Spots section:
e Spots — this value defines the number of random spots on the document. You

should set this value to 0 (zero) if you do not want any random spots on the page.
This value is overridden when global spots are explicitly defined.
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¢ HideLeftColumnBarHeader, LeftColumnBarHeaderTitle,
HideRightColumnBarHeader, RightColumnBarHeaderTitle — these four

settings define the spot column headers. You can also hide the spot column
header and column name using these settings.

& Documents

Right cobimn ber
Mini forum -

Here is our mini forum. Enjoy

= Modules
News

Mini forum Forum

Event calendar

MNews archive

[ev message |

Mailing list
SMS

Spot 2
=) Extranet

Series of pictures

= Extranet

Non equidem insector
delendave carmina Livi esse
reor, memini quae plagosum
rmihi parvo Orbilium dictare; sed
emendata videri pulchraque
et..

=) Modules
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Meta-tags section
There are five fields for setting up Meta-Tags for each document.

] metatags =

7 Select All ~

[J Google.NoFollow 25
[ Google.NoIndex

[ siteCore.scID

[JsiteCore.scPath v

[sitecore e
[ sitecore Foundry

OTitle

[J Administration v

[ Other keywaords

e Predefined set
Predefined set is a reference to the Sets section. This will add a standard set of
Meta-Tags to the web page.

e Metatags
In the Meta tags list you can select any Meta-Tags that should appear on the web

page.

e Description
The description field (if present) is placed in the description Meta-Tag. If a
predefined set with nonempty description is applied, the descriptions will
concatenate.

e Predefined keywords
In the predefined keywords list you can select any keywords that should be
included in the Keywords Meta-Tag. These keywords are merged with the ones
from the Other Keywords field.

e Other keywords
You can specify extra keywords in the Other Keywords field. Keywords must be
separated with a comma (,).

Please refer to the SDN for more information about the Meta-tags module.
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Design section:

e Top image — this image is displayed in the individual identity bar.

=¥ Documents

Photos

To edit this field click Browse.

7
|f Bruwse| - e'

This opens the Media browser dialog from where you can select or upload the
desired image. To upload an image into the Media Library click Upload in the
Media browser which will open a windows browser window. Here you can select
the image to be uploaded.

Note: The image for this section should be 667x120 pixels to fit the banner
space.

Content section:

e Image — main content area image.

= Documents
Photos
Some Spots
Document list
Dovmload list Rent a house

You can rent this house for a

=» Sample Document good price!

= Two Column Sample
=» Modules
= Extranet

=» Global information

Our Photos

Some of our best photos

Donec tortor ipsum, rutrum sed, ultricies a, tincidunt sit
amet, dui. Donec venenatis hendrerit urna. Sed at ipsum.
Mauris non lorem nec mi semper tempus. Duis risus sem,
porttitor ac, luctus in, tincidunt luctus, magna. Sed massa
arcu, dignissim a, semper ut, vestibulum 3, ipsum. Duis
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To edit this field click Browse.

=
4 Browse| = e'

Title — the title of the page below the main content area image.

Our Photos Title Text
(Some of our best photos)‘ Abstraclt I

onec tortor ipsum, rutrum sed, ultricies a, tincidunt sit
amet, dui. Donec venenatis hendrerit urna. Sed at ipsum.
Mauris non lorem nec mi semper tempus. Duis risus sem,
porttitor ac, luctus in, tincidunt luctus, magna. Sed massa
arcu, dignissim a, semper ut, vestibulum a, ipsum. Duis
nulla nisl, vestibulum ut, mollis in, egestas eget, neque.

Abstract — the short description shown below the title.

Text — the main body of text.

Q

sitecore’

This opens the Media browser dialog from where you can select or upload the
desired image. To upload an image into the Media Library click Upload in the
Media browser which will open a windows browser window. Here you can select
the image to be uploaded.

Imagelink — if set, clicking on the main content area image will direct users to the
specified link.
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¢ Menu title — the title shown in the menu on the left.

=¥ Documents

Some Spots
Document list

Dovmnload list

=» Sample Document
=¥ Two Column Sample

=» Modules

The Modules section

This section allows users to attach modules to a given document. The list on the left
shows all available modules and the list on the right shows the modules selected for the
current document. For example, let’s attach the Image Collections module:

E] Modules =
Modules:

All Selected

Debatforum Imagecaollections

E-mail newsletter
Event calendar
Local Mews
Mewsarchive
SMS newsletter

00O
GO
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After publishing we can see the Image Collections feature displayed on the page.

Our Photos

Some of our best photos

Donec tortor ipsum, rutrum sed, ultricies a, tincidunt sit
amet, dui. Donec venenatis hendrerit urna. Sed at ipsum.
Mauris non lorem nec mi semper tempus. Duis risus sem,
porttitor ac, luctus in, tincidunt luctus, magna. Sed massa
arcu, dignissim a, semper ut, vestibulum a, ipsum. Duis
nulla nisl, vestibulum ut, mellis in, egestas eget, neque.

Serie of pictures 1
=» Sunday trip J

Access rights section (available only to the Local Admin group)

This section allows users to set security on documents.

E] Access Rights

Arccess [shared]:
Who has access Who can edit the page

= Al

” Restricted access ¥ Extranet T Editor

I Editor

Please refer to the Security Administration section for details.
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Publishing section (available only to the Local Admin group)
This section allows control and restriction of the publishing process.

@ Publishing
[ Publish:

[*] Unpublish:

[ Publishing targets:
[]internet

Mever publish;

O

e The Publish and Unpublish fields of this section define the period of time when
an Item can be published. They do not invoke publish or unpublish actions.

e Publishing targets
This field defines where the content will be published from the master database.
Each publishing target is associated with a particular database. For instance,
Internet target is associated with the web database. If no targets are selected, the
content will be published to all available targets.

e Never publish
This checkbox defines whether an Item can be published. If an Item has been
published and this checkbox is checked afterwards, the Item will be unpublished
during the next publishing process. For example, if an item has been removed
from the target database.

5.2.6 Change Document Presentation

You can change the document presentation using the administration menu. To start
editing a document, click Manage Content » Change Document Presentation.

Website Wizard Access Control Manage Communication Administration Help

Leave Edit Mode

_‘Sitecore Fo-unry Change Document

Presentation

Edit Ad Spots

Manage Navigation
and Sorting

Manage Media library

Publishing Viewer
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The editing page will be opened for the current document.

nmunication Administration Help

Sitecore Foundry.

S | sl

gy o a1t 4

A
| i " f

< Home < Change Document Presentation

Change Document Presentation

Front Page Document

This is a front ﬁage docurnent
—_ el

3-Column Document
This is a three columns docurment
T ——

2-column Document
This is a two columns docurent
T ——

1-Column Document
This is a one column docurnent.

It is possible to select one of the predefined document views. Select one of them and
click Save.

Note: it isn’t possible to change document presentations for the documents which have
renderings different from one of predefined presentation. So if a document has a
additional rendering a user can’t change document presentation use this feature.

5.2.7 Reorganize

The order of the documents and spots on a page can be changed by using the
Reorganize functionality found under Manage Content » Manage Navigation and
Sorting.

Website Wizard Access Control Manage Communication Administration Help

Leave Edit Mode

Sitecore Foundry [

Presentation

Edit Ad Spots

Manage Navigation
and Sorting

| Manage Media library

Publishing Viewer
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Selecting this option opens the Reorganize window.

{= Sitecore - Windows Internet Explorer

g Reorganize

FoX

Documents

= i) Home
[£] Documents
[ Modules
D Extranet

€K<r»

<>

atladﬂmenm| Spots V|

= i) Home
£ Search
¢ Calendar

¥ Spot Text (Frontpage spot)

€K<r»

Rename ] [ Close ]

Q
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Note: As well as being able to reorganize the order of documents, this window also
allows users to drag and drop items into specific places in the same manner as Windows
Explorer.
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5.2.7.1 Reordering Documents

Use the Documents window of the Reorganize application to reorder documents.

(= Sitecore - Windows Internet Explorer,

[ J—

Documents

& & Home Change the order pf
=[] Documents

a document (move up
[Z] our Photos

or down)
D Some Spots
| ] Document list

[Z] Download list
[ Modules
[ Extranet

«K<O»

Change the level of a document
(move left or righL}\

(¢ )

The arrows on the right allow users to change the order of a document (move up or
down):

o & _make document the first in the list (within its level)
e ® _move document one step up
e ¥ _move document one step down

. ¥ make document the last in the list (within its level)

The arrows at the bottom allow users to change the level of a document. For example,

looking at the document structure below the Document list item is located under the
Documents.

= &) Home

= [ Documents
[#] Our Photos
D Some Spots
[ ] Document list
[5] Download list

[Z) Modules

D Extranet
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Clicking the left arrow button (() would put the Document list on the same level with
Documents:

= Eﬁ Home
D Documents
[ ') Document list
[ Modules
D Extranet

Clicking the right arrow button ( )) would put the Document list item under the Some
Spots item:

= ﬁ] Home
= D Documents
[Z] our Photos
=[] Some Spots
[#] Document list
[2] Download list

5.2.7.2 Reordering Spots and Attachments
Use the Documents window of the Reorganize application to reorder documents.

Attachments | Image collections V|

= [5] Our Photos
= {2 Sunday trip

l"

| PE250012.IPG
| PE250037. PG
| PE250042, PG
| PE250052.JPG
| PE250055.JPG

«€«K<O»

=)
=)
=)
=)

Rename ] [ Close
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The arrows on the right allow users to change the order of an attachment (move it up or
down). Select a document which has attachments in the Documents window.

Documents
= '\Z_h Haome
= D Documents
(| | Our Photos
= D Some Spots

Then select the appropriate attachment type in the Attachments field and reorder the
attachments (Images in our case):

<>

Image collections

Spots
= [ our | Attached documents

= {2 sAttached files
Image collections

=a PB250037.0PG Attachrments bype

| PE250042.IPG

v

Attachments

>»

5.2.7.3 Publishing Viewer
Use the Publishing Viewer application to view the item publishing restrictions. The
application is accessed via the menu Manage Content » Publishing Viewer.
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Chapter 6

Security Administration

The product uses a group based access model. Access rights for a given item are
assigned to groups, not users. Users do not possess rights directly; they get their rights
by inheriting them from groups. Every user is assigned one or more groups upon user
creation.

6.1 Accessing Security Administration

A site administrator manages a site’s groups via the option Users and groups
administration accessible from the local administration menu.

Website Wizard Manage Content Manage Communication Help

Users and groups
administration
L] L] \

By default there are three user groups in the product, these are;

e Extranet
Gives read access rights to all the content of the site.
e Editor

Gives read access rights to all the content of the site and permission to configure
the modules. The Editor users can edit and create new documents.

e Local Admin
Gives read/write access rights to all the content of the site, full access to security
settings, module configuration and the permission to change the visual
appearance of the site using the Website Wizard. Local Admin users can also
create new users and user groups.
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6.2 Creating a User Group
To create a new user group, take the following action.

e Login as a user with administrator privileges. This is a user who belongs to the
‘Local admin’ group.

e Select Access Control » Users and groups administration in the local
administration menu.

Website Wizard Manage Content Manage Communication Help

Users and groups
administration

Sitecore T

e The Security Editor will open.
¢ Inthe Security Editor select Groups in the tasks section.

(= Security Editor - Windows Ir

@ Security Editor

Close
Groups

e Choose Create a new group in the Tasks field, enter the name of the new group,
select access rights and click Create. Refer to the User Groups section for
details.

{= Security Editor - Windows Internet Explorer,

@ Security Editor

1] Tasks
Close | Create a new group
Users

Name

Access
() Read Only
(O Read & Write
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Note: if you create a group with Read Only rights, you will get the extranet group, while a
group with Read/Write rights will give you the Editor group. To customize a group further
you can deny or allow group access to specific items.

Note: Local administrators cannot create groups which have access to security
administration. In other words they cannot create groups that have the rights of Local
Admin group, only the rights of the Editor or Extranet groups.

Predefined groups cannot be deleted.

6.2.1 Read-only and Read & Write groups

The product allows the creation of groups with two access types — Read Only and Read
& Write.

6.2.1.1 Read Only

This group only has Read access to documents. The only way Local administrators can
give Write access to a single document for this group is by changing the users group to
Read & Write.

Upon creation this group will provide no more rights than an anonymous user has. For
instance, users of such a group will only see documents which have the All checkbox
checked in the Security Rights section (see the Setting security on documents section for
details). Administrators should allow read access to specific documents for this group
manually.

6.2.1.2 Read & Write

This group has read and write access to any document. By default this group has access
to the following modules:

e Calendar
e Newsletter
e SMS
A new Read & Write group will have no write access on any document immediately after
creation. Administrators should set specific rights on documents manually.
6.3 Creating a User
To create a new user you should perform the following actions:

e Login as a user with administrator privileges (a user who belongs to ‘Local admin’
group).
e Select Security » Users and groups administration in the control bar.

Website Wizard Manage Content Manage Communication Help

Users and groups
administration

e The Security Editor will open.
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e Choose Create a new user in the Tasks field and fill in the fields of the form.

{= Security Editor - Windows Internet Explorer

L Tasks
Close | Create a new user

Groups User name
|f-\ndy

Full name
|.»'3\r1d3.r Anders

Email
|andy@ander5_net

Client language Content language
| English ~||English

Password Confirm password

Group

Demo Group (Read Only)
[ Editor (Read & write)

[J extranet (Read Only)

[ Local admin {Administrator)

6.3.1.1 Field Description

User name
Specify the login name for the user.

Full name
Specify the full name of the user (shown in the Updated by field)

Password
Enter the user’s password and confirm it in the next field.

Email
Enter the user’s email. A notification with the password will be sent to this address.

Client Language

Select the user’s client language. The client language specifies the language of the
Sitecore backend shell.

Content Language

Select the user’s content language. The content language specifies in which language
the user will see the content in the Content Editor.
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Group
Select the user’s groups here.

e Click Create. You will get a confirmation message after successful user creation.
When a new site is created, a predefined user with the following credentials is added:
login: Admin
password: _site_name_

Group: Local admin

Note: This user cannot be deleted. Host administrators can change the password of this
user from the back-end.

Refer to the Security Editor section for information on editing and deleting users.

6.4 Setting security on documents

Only users who belong to the Local Admin group can set security rights on documents
for other groups.

To set the security you should:
e Login as a local administrator.

e Enter Edit mode (Manage Content » Edit Content from the local administration
menu), select a document and click the green content marker.

< Home vitae lorem <

lumn sample [Focuments

ents Interdum volgus imtum vide

ment list
MNon egquidem insector delendaw
memini quae plagosum mihi p
emendata videri pulchrague et
dul mire Interdum velgus imtum vi
= i@pdules insector delendave carmina Livi
plagosum mihi parvo Crbilium
= @tranet videri pulchraque et exactis min
Interdum volgus imtum vide.

load list
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Unlock the item for editing (click Edit in the Home tab) and scroll down until you

[ ]
see the Security Rights section.

E] Access Rights

Access [shared]:
Who has access

= al
" Restricted access [ Eutyanet [ Editor
= Editor

Who can edit the page

This section is described in detail below.
The Security Rights section can be divided into two parts: Who has access on the left

and Who can edit the page on the right:

EI Access Rights

Bccess [shared]:
(Who has access “ (Who can edit the page
@ al
 Restricted access [ Eutrane]| [ Editor
I~ Editor
LN A Y
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Who has access contains the list of all the groups that exist in the current site. Selecting
the All radio button means that all groups can view this document. Selecting the
Restricted access radio button will let you specify the groups which can read the
current document. In the example shown below the Editor group is the only group that
can read the document.

=] Access Rights
Access
Who has access

 al
 Restricted access W Extranst

™ Editar

Who can edit the page contains the list of groups which have Read & Write permissions
(see the Creating a User Group section). Check the groups which should be able to edit
the document.

You can see that the Local admin group is missing from the list. This is because this
group has full control of the content of the site.

When the All checkbox is checked, the security permissions of a document are inherited
from the parent document.
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6.5 Security Editor

The Security Editor application allows the management of Users and Groups within the
site.

{= Security Editor, - Windows Internet Explorer

# | http:/fentest.demosites, sitecorefoundry . netflayouts fxmlcontral, asp?xmicontrol=MS3, SecurityEditor EditUser

@ Security Editor

J Tasks
Close | Create a new user

Grouns User name

Full name

Client language Content language
| English || English

Password Confirm password

Groups

[JEditor (Read & Write)
[JEextranet (Read Only)
[Jiocal admin (Administrator)

& Internet F100% v

On the left there is the Tasks section, which allows switching between user and group
administration. By default the Security Editor starts in User Editor mode. Click Groups
and you will switch the editor to Groups mode:

Cloge

The title will change to Users, click on it again and you will be back to user editing mode.
Select the Close label to close the Security Editor.
Below is the description of the Groups and the User editing modes.
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6.5.1 Users Mode
This mode has the following options:

e Create anew user

Tasks
| Create a new user V|

User name

Full name

Email
| |

Client language Content language
|Eng|i5h VH English V|

Password Confirm password
| I |

Groups

[ editor (Read & write)
[Jextranet (Read Only)
[JLocal admin (Administrator)

See the Creating a User section for details.

e Edit user
Tasks
‘Edlt user v|
User name
‘Admin V|
Full name

‘entest Admin |

Email

\ |
Client language Content language

‘ English VH English V|
Password Confirm password

\ I |
Groups

[JEditor (Read & Write)
[JEextranet (Read Only)
[¥]Local admin (Administrator)

Q
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e Select a user in the User name field and edit the properties. Refer to the Creating

a User section for details on the available fields.
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e Delete user

Tasks
| Delete user ha

[ Alex
[ Andy
[Joema User
[ john

Select users from the list and click the Delete button to delete them.

6.5.2 Groups Mode

& Security Editor - Windows Internet Explorer,

l@ Security Editor

L. Tasks
Close | Create a new group
Users

Name

Access
(*) Read Only
() Read & Write

This mode has the following options:
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e Create anew group

Tasks
|Create a new group v|

MName

Access
(¥) Read Only
() Read & Write

Name — use this field to specify the name of the group.

Access — use this field to specify the security access type for the group.
Refer to Creating User Groups section for details.

e Edit group

Tasks
|Edit group V|

Group
|Dem|:| Group V|

Name

|Demn Group |

Access
() Read Only
(%) Read & Write

Members

Admin
[ Alex
[¥] Andy
¥l Demao User
[ john

Group — select an existing group from the list.
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Name — change the name of the group.

Access — change the security access type.

Members — see the users who belong to the selected group.
Click Update when done.

e Delete group

Tasks
Delete group ~

Group

Demo Group ( 2 - Users )
Editor 1 - Users, System )
Extranet ( 1 - Users )

Local admin ( 1 - Users, System )

This option allows you to delete any of the existing groups except for the system
groups (Editor and Local admin).
Click Delete to delete the selected groups.
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6.1 User Settings

This page allows logged in users to change their personal information and password.

The client and content language fields are visible only for the Local Admin and Editor
users and are not visible to Extranet users.

User Settings

Presonal Information

User name

|:eﬁ1c Admin |

Full name

|:eﬁ1c Admin |

E-mail

Client language

IE'\;Iis'\ ;I
Content language
|E1;|i£1 ;I

Change Password

New passwaord

Confirm new password
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Chapter 7

The Event Calendar

This chapter describes the Event Calendar module.

7.1 Introduction

The Event Calendar gives you an easy way to inform your potential web users about
pending activities such as seminars, training, after-work meetings or other social events.

Only one calendar is stored for the site. It can, however, be visible in multiple places
within a site by adding the module to different documents. This is done by selecting the
Calendar module and attaching it to various parts of the site.

E] Modules =
Modules:
All Selected
Debatforum el Event calendar I @
E-mail newsletter
Imagecollections @ 0
Local News

Newsarchive
SMS newsletter

7.2 Adding or deleting an event

7.2.1 Adding an event
To add a calendar event you should enable edit mode from the Local admin menu.

Website Wizard Accass Control Manage Communication Help

Edit Content

Sitecore Foundry Manzge Media library
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Go to the Main Calendar View and click on the date where you want the event to go. An
automatic item is generated with the date selected as the event title. Click the content
dot to edit the event.

2007 )
JAN FEE MAR APR MAY JUN JUL AUG SEP[OCT]NOV DEC

H=4=
[(CHISHTY

_n
3]

@-10-2007

n

Once in the event definition you can change all the features of an event, including the
title, text and date of the event. When you have finished just click Save and Close to
complete the article, or click Delete to delete the event from the calendar.

,.[B—,E@,m@f& .

‘ Mdmm iy Move To

Operations

7.2.2 Deleting an event

To delete an event open the event definition and click Delete.

To edit an event's details, open the event’s definition and change the existing details
then click Save and Close.

7.3 The Main Calendar View

7.3.1 Mini Calendar Spots

One way of viewing events is via a spot on the Mini Calendar. With help of this spot it is
possible to see on which days there are events and it provides a quick link to the Main
Calendar view.

Mon Tue Wed Thu Fri Sat Sun
24 23 Ze 2T 28 25 320
1 2 ] 4 =] B 7
a8 =] 10 11 12 13 14
15 16 |17 |18 19 20 21

23 23 Ze 2T ZB
)0 (1) : 2 3 4
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If you place the mouse over a specific spot you will get a quick view of the events for that

date.

E] i0 11 12 12 14
1e | 17 |18 1% 20 21
23 24 25 26 27 28
I0 21 1 2 ] 4

09:00 My new office

Click on the spot to open the Main Calendar view.

Event calendar

Here is our event calender of activities and arrangements.
If some arrangements requires registration you can use
the "Sign up" function integrateted in the calender.

@I 2008 2008 2010 2011 :
JAN FEB MAR APR MAY JUN JUL AUG SEP[OCT]|nov DEC

L ONGU S WN M

zmw-n—ui—qzmmn-—lé-«zmww—qs—czﬂlnm-is-oz
[
o

29| New car for CEO Subscribe
Beach party Subscribe

T
W| 31| My new office Subscribe

You can navigate through the Main Calendar View by clicking on the year and month

labels at the top of the Calendar.

m 2008 2009 2010 2011

JAN FEB MAR APR MAY JUN JUL AUG EE DEC
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Click on an event in the Main Calendar View and you will be taken to the Event View

My new office

Date: 10/31/2007
Time: 5:00 AM

come one and all to see my new office. its fantastic.

[ Bacl [ Register  |'Show registered |

Updated 12.10.2007 / By Administrator

This shows the event in detail, including the date/time of the event, the events details, an
image, and the last time this events details were updated.

Note: a new event is created with the time set to 12.00 AM by default. This time is not
shown in the Event View. Only the date is shown in the in Event View for events with the
time set to 12.00 AM. If you change the time to another value the time will be shown.

From here you can go back to the Main Calendar View, or if the event allows registration
you can subscribe to the event by clicking on the Register button. You can also see who
has already subscribed by clicking the Show Registered button (see Viewing Other

Subscribers).

7.3.2 Subscribing to events

Click Register in the Event View to subscribe to an event.

Date: 10/21/2007
Time: 5:00 AM

come one and all to see my new office. its fantastic.

[ ek [ eswter JiShowreomtered]

Updated 12.10.2007 / By Administrator
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You will then be taken to a basic subscription form

Subscribe

Name *

|E1ter name

Address *
Enter address

Zipcode City
|E1ter zipcode | |E1ter city name |
Telephone E-mail

|E1ter telephone 1u11:er| |E1ter an e-mail |

Comments
Enter comments

Fields marked * zre required

Once you have filled in the form click Subscribe to be added to the list of subscribers, or
click Cancel to be returned to the Event View.

7.3.3 Viewing other subscribers

You can also see who has already subscribed to this event by clicking the Show
Registered button

Date: 10/21/2007
Time: 9:00 AM

come one and all to see my new offic

T T

Updated 12.10.2007 / By Administrator

This opens the Subscribers window to show a list of all those who have already
subscribed to an event.

@ Data Viewer

|Standard v| & ¥ pelete E Open Archive E Archive Selected (=§ Print X Select all (% Close

Event Date Name Address Zipcode | City Telephone | E-mail Comments Export | Delete
My new |31-10- | Mr 12 Any Street | 123 Anytown | 123 456 email@email- Enter comments and |:| D
office 2007 Nobody | Anywhere ABC 7850 provider.com suggestions here
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From here you can Archive or Delete any of the subscribers and print the subscribers
list. You can also view this window by selecting Manage Communication » View Event
Subscriptions in the Local Admin menu.

Website Wizard Access Control Manage Content

View Event
Subsecriptions

Sitecore Found

Manage mailinglists

Pt | _ Manzge SMS
PG - T : i : A Eroadcasts

7.3.4 Event Calendar and Security

Put security on calendar events to restrict who can see and have access to the events in
the calendar. This can be used to simulate having multiple calendars in the system.
However, it requires users to login with different extranet credentials.
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Chapter 8

Image Collections

This chapter deals with Image collections. Image collections are an easy way to display
a series of images anywhere within your site.

8.1 Introduction

To use the image collections module you should edit a document item under Home node
and choose Imagecollections in the modules field.

E] Modules =]
Modules:
All Selected
Debatforum @ Imagecollections l @
E-mail newsletter
Event calendar @ 0

Local News
Newsarchive
SMS newsletter

A difference between this module and other modules is that you can have multiple image
collections attached to any one place within your site.

For example, you could use this method to build a series of image collections in one
place as a picture archive or library collection.

Important Note: You can upload an image collection only if you are using Internet
Explorer since the module uses an ActiveX object that is responsible for the multi-upload
dialog.

8.2 Adding an image collection

To add a new image collection you should enable edit mode from the Local admin menu.

Website Wizard Access Control Manage Communication Help

Edit Content

Sitecore Foundry IS

Sitecore Sitecore Foundry. User Manual Page 78 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

Then you can edit a part of the site under the Home document and add the image
collections module to the definition for that part of the site, as described in the
introduction.

Once you have done this and closed the content definition window then at very top of the
document layout there will be an edit box. Here you enter an image collection name (this
is only visible in edit mode). Then to upload images just click Upload.

Image collection name *

Fields marked * are reguired

— |

Click Upload and you will be presented with a standard windows file selection window
where you can select the files you wish to upload. This may take several minutes
depending upon how many images need to be uploaded. During this process you will
see the following progress bar.

Uploading Files..

Uploading beach.jpg..

1 of 3 completed
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Picture series show all upload restriction on the Upload page. The next restrictions exist:

- Maximum number of files
- Maximum uploaded file size
- Maximum size of all uploaded files.

If the “Check dimension and file size” setting is enabled the system check file size and
image size when uploads file. If picture has size more than set in settings the image will
be resized, converted to Jpeg and quality of Jpeg will be reduced to the set in the
settings.

If size of uploaded image more than set in the settings the image will be converted to
Jpeg with quality “Jpeg quality in percent”.

If a user enable “Disable check for size” checkbox the system won’t check image and file
size during upload, the sytem won't resize picture and convert to jpeg in this case.

Infomration about the all picture series setting you can find in Sitecore Foundry
Administration Guide.
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8.3 Editing existing collections

8.3.1 Uploading to existing collections

You can add new photos to an existing collection in one of the two ways:
1. Click on the Plus button next to the collection name.

Seres of pictures
= Wy farnily af
Ep Yhcation L

2. Enter the same image collection name into the Image collection name field. Then
you will be prompted to confirm if you wish to edit an existing collection.

Windows Internet Explorer

\_‘.:/ A image collection with this name already exists! Do you wish to append images [ overwrite images?

[ ok | [ Cancel

Note: Please be aware that uploading an image with the same name as an existing
image it will overwrite the existing image without prompting.

Note: Please be aware that the image collection name is case sensitive therefore the
names Image Collection and image collection will be saved as two separate
collections

8.3.2 Editing existing collections

If you want to edit an existing image collection, then you just click on the image collection
name. This will take you to the image collection where you can edit and delete individual
images in the selected collection.
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8.4 Navigating through the images

When you select an image collection you are immediately shown a screenshot of
thumbnails of the images in the collection.

My beautiful pictures

Pictures

1 << Back to list]

Al Dovnload 4l Dovnload 4 Dovnload

Al Dovnload 4l Dovnload

This gives you several options.

Click the page numbers in the top left of the screen to select different pages. The current
page is shown in red by default. Click on the forward and back arrows to navigate
forward or back one page at a time.

Pictures

1 22456 7 -:-::»:a'
T —

Click Download at the bottom of each image to download the image.

A Dovwnload

Click Back to list in the top right corner of the page to go back to the image collection
list.

== Back to list |
T

Left-click any image to see a larger version of the image. You will then see a larger view
of the selected image with options to move forward or back through the image collection,
download an image or go back to the thumbnail view.
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Note: Click on an enlarged image to also trigger the download option.
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The News Module

The News module includes the functionality to display the news items and the
functionality to send newsletters to subscribers.

9.1 Introduction

The news module adds two similar pieces of functionality to your website that allow you
to display news articles wherever you want them to be displayed on your site. These can
be either global news or news items local to a particular part of your site. There is also a
subscription manager for administrators and a subscription module that allows users to
subscribe to mailing lists.

There are two similar parts to the news module. The News archive and Local News. The
only difference between them is that the News archive is stored in only one place and
can be displayed on many parts of the site, while local news is individually stored at the
point where the module has been attached. In all other senses the two modules have
similar item handling and look the same.

To add either news module to an item select the relevant module in the Modules section
of a document under the home item.

] modules =

Celecte

Local News |

All

Debatfarum
E-mail newsletter
Event calendar

00
(€)>)

Mewsarchive

9.2 Adding and Editing a News article
Note: This procedure is the same for both news modules
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To add a news article you should enable edit mode from the Local admin menu.

Website Wizard Access Control Manage Communication Help

Edit Content

Sitecora FDundrY Manage Madia library

Then select the document you want to add an article to. If the news module is not
attached to that document, then follow the instructions in the Introduction to add the
relevant news module to the document.

NOTE: You can add both news modules to the same document.

At the bottom of the document you will see the relevant module, with a place to add a
news article name (this is only visible in edit mode). When you have typed in the title of
the article, click Create to create the news article.

News article name:
|'.E"E |==

Fields marked * are reguired

When you click Create a new article is generated with the title of the article as you set it.
The article is placed in an editors list titled Undated news articles

Undated news articles

= {Gnew article of news

Note: This list is only visible in edit mode. This gives the site administrators the ability to
create news articles in advance of the actual articles release date. Thus as long as you
leave the article without a date it goes unpublished to web site viewers. For example, a
software company knows the date for the release of a new item of software. So, in
advance it creates an undated news article. Then, on the release date, the site
administrators add the date to the article and it becomes published to all who view the
news articles on that site.

To edit an article’s details click on the content dot and the article definition window will
open. Once in the article definition you can change all the features of an article, including
the title, text and date of the article.
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When you have finished just click Save and Close to complete the article, or click Delete

to delete the news article.

e

(#/ Copy To =
Duplscahe [E;} Move To

| Operations

To delete an article open the event definition and click Delete.

To edit an article’s details, open the articles definition and change the existing details
then click Save and Close.

NOTE: You can create two pieces of news for the same news module with the same
title.

NOTE: If you deselect the local news module from a given document, the news articles
remains stored in the system. They are still related to the given document, even though
they now have disappeared from the web site. The news articles have not been deleted;
they are just not rendered onto the web page. To delete the news articles either delete
them individually or delete the entire document containing the news articles. This will
delete the content stored with that document. Similarly, if you reselect the local news for
a document that originally had local news that was deselected without deleting the
articles, then all the undeleted articles will reappear on the local news when the
document is reattached.

9.3 Viewing news articles

News articles are listed by date and grouped by year from the latest to the oldest. This
means that the latest article is always the first news item.

Year 2007

=¥ This is a recent article . 18 Oct
Thiz article iz quite new.

Year 2006

=+ An old article of news . 22 Aug
Thiz niews article iz very old.
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Click on any part of the text of the article to view an article’s details. This will open the full
article in the main view of the web page.

This is a recent article

Date 18-10-2007

Time: 12:00

This article is quite new.

HNon equidem insector delendave carmina Livi esse reor,
memini quae plagosum mihi parvo Orbilium dictare; sed
emendata videri pulchraque et exactis minimum distantia
miro Interdum volgus imtum videt, est ubiequidem
insector delendave carmina Livi esse reor, memini quae
plagosum mihi parvo Orbilium dictare; sed emendata
videri pulchraque et exactis minimum distantia miro
Interdum volgus imtum vide.

Updated 18.10.2007 / By demo Admin

9.4 Mailing List subscriptions

9.4.1 Adding the Subscribe to a Mailing List ability

For users to subscribe to a mailing list first the subscriber link has to be added to the site.
This can be added to any document under the home node by enabling edit mode from
the Local admin menu.

Website Wizard Access Control Manage Communication Help

Edit Content

Sitecore Foundry Manage Media library

Then select the document you want to add the subscription link to. In the modules
section of the definition of the document add the E-Mail Newsletter module to the
document then Save and Close.

This will mean that when a user goes to that particular document they will see a page
that allows them to subscribe to the mailing lists you have defined (see Editing mailing
lists.)
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9.4.2 Subscribing to a mailing list

To subscribe to a mailing list you add your details to the subscriptions page and click
Subscribe.

Newsletter

If you sign up on this page you vill receive our electronic
news letter per e-mail.

N .

E-mail *
| [Ente
- | i

ame

Avazilable lists
[T Nevsletter

[T Test email list

Fields marked * are required

.

The details you enter are your name, an email address and then select the mailing lists
you wish to be subscribed to.

Note: You are not limited in the number of mailing lists you can be added to).

Note: The email field has basic email format validation, but it will not validate the
existence of a particular email address.

The button marked Subscriptions will check if that email address is already on the
subscribers list. If the email is already listed it will show the name against that email
address and the mailing lists already subscribed to and you can then edit these details.

Once you are satisfied with the details entered click Subscribe and you will be added to
the list of subscribers.

9.5 News module management

9.5.1 Managing the mailing and subscriber lists

To manage the mailing lists and subscribers you should select Manage Communication
» Manage mailing lists in the local admin menu.

Website Wizard Access Control Manage Content

View Event
Subscriptions

Manage mailinglists

Manage SMS5
Eroadcasts

In this user friendly interface it is possible to create or modify mailing list and subscribers
and send email to the members of the various mailing lists.
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9.5.2 Editing Mailing Lists

To edit a mailing list select the Mailing lists option in the Other tasks box. By default the
Newsletter administration window opens in the Mailing lists option.

From here you can view the different mailing lists and create, edit or delete them.

._.«J Mailing lists

Newsletter

Create

Edit
Delete
Show List

To Create or Edit a mailing list click on the appropriate task option. You will then be
presented with an edit window where you can edit the details of the mailing list. When
you have finished select Save to save the details or Back to go back to the mailing lists
without saving the changes.

Save
Back

The editing options include a title field and a description for the mailing list, and some
security options. For any mailing list we are able to set which groups of users can see
this newsletter on the site.
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Z_j Mailing list

Name

ave |Mailing list

Back Description
This is & mailing list descripticn

Wheo has access:
Al

¥ Restricted access [# Extranet

In the example shown above you can see a Local admin group will not see this
newsletter on the site but it does not mean that the users of the group will have no
access to the related items.

To delete a mailing list select the mailing list and click Delete.

To view the list of subscribers which are subscribed to selected newsletter, select the
newsletter from the list and click Show List.

9.5.3 Editing subscriber lists

To edit a subscriber list select the Subscribers lists option in the Other tasks box.

ij Other tasks @

Send Message
Subscribers list

From here you can view the different subscribers and create, edit or delete them.

LJ Subscribers list

Subscriber 01 (email@isprovider01.com)
£ Subscriber 02 (email@isprovider02.com
Create Subscriber 03 (email@isprovider03.com

Edit
Delete
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To Create or Edit a subscriber click on the appropriate task option. You will then be
presented with an edit window where you can edit the details of the subscriber. When
you have finished select Save to save the details or Back to go back to the subscribers
list without saving the changes.

Save
Back

The editing options are very straightforward. They include a name field, an email field
and an option to select which mailing lists the particular subscriber is subscribed to.

Name
|Subscriber 01

Save
Back E-mail
|email@isprovider01.com|

Subscriptions
™ Newsletter
[V Test email list

NOTE: The email field has basic email format validation, but it will not validate the
existence of a particular email address.

To delete a subscriber select the subscriber and click Delete.

9.5.4 Sending a message to the subscribers of a mailing list

To send a message to the subscribers of a mailing list select the Send message option
in the Other tasks box.

<] other tasks

Send Message

Subscribers list
Close
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This opens a basic email message window where you can add the details of the email to
be sent.

_~ iy
be Send message

Subject

Send Message INewsIetter releases

i From E-mail
bJ Other tasks Iemail@siteadministrator.com
Subscribers list

Mailing lists
Close

Message

Here i3 ocur latest newsletter, it contains all the
new features we have been discussing in cur forum
recently.

Link to document
IDated article

Mailing lists
¥ Newsletter

[T Test email list

NOTE: The email field has basic email format validation, but it will not validate the
existence of a particular email address.

The field From E-mail is for the email address of the newsletter controller. This address
is used for any errors from email servers or replies from the subscribers.

Subject
INewsIetter releases

Erom E-mail
email@siteadministrator.com J

You must also select which mailing lists this message is going to be sent to.

Mailing lists
¥ MNewsletter

[T Test email list

Then you can attach a file from the web site to the newsletter, this can be a news article

or another link to a particular part of the web site. This item is selected via a browser
window.

ink to document

Dated article | | '
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NOTE: By linking an email to a web site news article the article is available both as a
regular news item on the site and used in the newsletter at the same time. It also creates
a history of sent out newsletters. The news article attached to an email can be either
from local news or a news archive.

9.6 Hints

9.6.1 Combining news and a newsletter

Create the letter you want the subscriber to see in the news module. When sending the
newsletter make the link refer to the news item. That way the news is available both as a
regular news item on the site and used in the newsletter at the same time. It also creates
a history of sent out newsletters. If the newsletters should not be available on the site,
use the global news module. If it should be available on the site, you can choose both
global and local news.
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The Forum module

This chapter describes the Forum module.

10.1 Introduction

The Forum module is an implementation of the widely used Forum abilities on the
internet. It is a basic forum posting module, but does not have any sign up abilities.

Forums are used as discussion boards to allow users to discuss topics with other site
users.

To add the forum module to an item select the relevant module in the Modules section of
a document under the home item.

£] Modules =
All Selected
E-mail newsletter @ Debatforum ) @
Event calendar
Imagecollections @ @
Local News
Newsarchive
SMS newsletter
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10.2 Creating a new thread

Linked posts about a specific topic in a forum are called a thread. To create new threads
in the forum go to the forum page.

Mini forum
Here is our mini forum. Enjoy
Forum
Replies Last reply
“¥ Party Pictures 0 Friday,
2007 10
Darren Farley
“» New Software 0 Friday, October 15,
Release 2007 10:33 AM
Darren Farley

You will be presented with a list of the current threads and a button marked New
Message. This is the button to use to post a new thread on the forum.

Note: The thread names are not unique; therefore more than one thread can be created
with the same name.

When you click this button you will be shown a message entry page.

Mini forum

Here is our mini forum. Enjoy

Forum

Name® Email*

¥V Remember name and e-mail
[T send me an e-mail when someone replies to this
thread

sbmit |

It contains basic details like a subject, a plain text field, a name and email field and some
check boxes for keeping track of your thread. These are the fields in the subscriber form.

Subject

The Subiject field contains the title for the thread. This will appear on the thread lists
whenever anyone clicks on the forum.

Sitecore Sitecore Foundry. User Manual Page 95 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

Body
The Body field is a plain text field. You can enter whatever text you wish here.

Note: This is a plain text field. You cannot enter hyperlinks or an image here and there
is no spellchecking ability.

Name and Email
The Name and Email fields are mandatory and are used to keep track of the thread.

Note: The email field has basic email format validation, but it will not validate the
existence of a particular email address.

Once the details have been entered you can select from two checkboxes to enable
tracking of the thread.

Remember name and e-mail

This checkbox will remember your name and email address (stored as a cookie) for the
next time you come to the posting details.

Send me an e-mail when someone replies to this thread

This checkbox will send an email to the email address you gave when a reply is posted
to the thread.

When you have finished creating your thread click Submit and the thread will be posted
immediately.
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10.3 Replying to athread

To reply to an existing thread click the thread title text and the thread will be opened. The
top part of the thread will contain the various messages that make up the thread. The
bottom will be a thread reply section, where replies to the thread can be seen and
posted.

Forum

=» Back

A New Thread

Friday, October 1S, 2007 11:03 AM
John Doe

This is a new thread for people to post replies to.

=» Reply

Replies header

Body™*

[V Remember name and e-mail
I~ Send me an e-mail when someone replies to this

thread

At the top of the page is a Back button which allows the user to go back to the previous
page.

= Back

Under the thread header is a Reply button, this will take you straight to the reply section
at the bottom of the page.

= Raply

Replying to a thread presents the same window as creating a new thread except there is
no Title field. Add the details in the same manner and click Submit to reply to the thread.
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As an administrator of the local website it is possible to delete messages within a thread
or a whole thread. When a thread is opened a Delete submission link appears for each
submission including the initial topic.

Q
Mini forum

Here is our mini forum. Enjoy

Forum

Back
M Delete submission

A New Thread

Friday, October 13, 2007 11:03 AM
John Doe

This is a new thread for people to post replies to.

=» Reply

Replies header

Friday, October 19, 2007 11:12 AM
Jim Smith
This i =oly = thread

J Delete submission

Friday, October 13, 2007 11:13 AM
Jzne Williams

3 Delete submission
Friday, October 19, 2007 11:15 AM

has replied back.

To delete any submission click on the Delete submission icon and after confirmation of
your action the submission will be deleted. To delete an entire thread you use the same
procedure and the entire thread will be deleted.
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Editing Content

This chapter deals with the more detailed aspects of content editing.

11.1 Features

The editor provides a multitude of features that allow you to create and maintain the
content of your site. It gives the user full control over site content. Styling and
functionality are inspired by Microsoft Office 2007. This allows editors to simultaneously
use the system and have the editing options at hand. This document describes how to
use the various editor features.

To see some examples of field editing please read the section titled 5.2.5 Editing Fields.
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11.2 Overview

The screenshot below shows the editor as seen by a fully privileged user. Please note
that some features and information are restricted for non-Administrator users, so the
actual appearance of the editor for a specific user may vary. Nonetheless, the main
areas of the editor described in this document are the same for all users.

The Ribbon

Y=
Sa jose || Edit ~ || SCX.5CX.D... SCX.SCX.D... Duplicate ([ MoveTo  Delete

& content
%) Home
= B sitecore box
& {3 websites
2 @ demo
= & Home
@ [5) Dociments
[£] sample Document
[&] Two Column Sample
P search
£ Calendar

o Navigate Review Publish Versions View
ve  Cl
2 &

@ [E Modules
@ [5) Extranet
£ Frontpage spot ] content
® @ Global (T Tmage 5
) Aliases 7
[E) About

Fields

The Content Tree

The Pages Bar

[ Content Editor MU EIEE Y ]

The topmost part of the editor interface is the Ribbon where all the commands for editing
content are located. To the left is the Content Tree area. Select the View tab for
instructions on viewing and hiding the content tree. To the right are the Item Title Bar and
the Field Area. At the bottom is the Pages Bar which provides access to the Media

Library.
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11.3 The Ribbon

The topmost part of the editor is called the Ribbon. It provides access to editing
functionality. The Ribbon is comprised of Tabs.

The Ribbon contains tabs that provide the various content maintenance related
commands:

Home Mavigate Review Versions Configure Presentation

& | @ webEdit ) Publishing Viewer ||| & No restrictions. &

e || Publish~ & Preview

However, in some cases the editor may display less tabs than are shown.

In general, tabs provide groups of operation specific commands. A group of commands
are called a Chunk, while a set of chunks is called a Strip.

The screenshot below illustrates the terminology introduced so far:

[

j| SCX.SCX.D... SCX.SCX.D...

Note: Disabled commands are grayed out. The screenshot below shows the unfolded
Navigate Chunk with the Forward and Links commands disabled.

Publish Versions View

= & content

Note: The tabs available for the user will depend on the user’s assigned roles and the
security settings for the current installation. Here we will describe options available to
fully privileged users, also known as Administrators. If some of the functionality
described here is missing in a specific session, the current user may not have the

necessary permissions.
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11.4 The Home Tab

Commands provided by the Home tab allow you to manipulate the current item as a
whole, such as copying the item, changing its position in the content tree, or creating
sub-items.

O Navigate Review Publish Versions View

When selected, the Home tab displays a strip of seven chunks.

11.4.1 The Write Chunk

The Write chunk is always unfolded no matter which tab is activated and contains the
Save and Close buttons:

Click to save changes to the currently selected item.

E?.Si Click to close the current editor window and return to the main product.

11.4.2 The Edit Chunk
The Edit chunk contains the Edit button:

Click Edit to lock the current item so that only you can edit it. If the button is disabled, this
may mean that someone else has the item locked. Either that or that you do not have
Write access rights to the item.
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You will also see a warning at the top of the Field list to say that the item is locked by
another user.

Navigate Review Publish Versions

Duplicate [ MEVETO Delete ~ || Paste

=] 5 content

&~ Home
&) Home
= B9 sitecore box e T - -
@ ( Websites ) You cannot edit this item because ‘demo.Andy’ has locked it. ]
& @ demo ElData

@ [&] Documents I

11.4.3 The New Chunk

The New chunk contains buttons for each of the types of sub-items that you can create
under the current item. The list will vary depending on which item is selected. If many
item types are available, you can scroll to see additional item types. Select the
appropriate button to create a new sub-item of the corresponding type. For example,

select the Sample Item button to create a new Sample Item as a sub-item of the selected
item.

ERN :

3-Colurmn,.. 2-Column...

A

|

Select the box beside the New button to open a dialog that allows you to assign

additional sub-item types to the list available for the current item (not available for all
users).
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To assign an additional sub-item type to the current item, select the desired master in the
left side of the dialog which will appear. Then click the blue forward arrow button or
double-click the desired master. Once the master moves to the right side of the dialog,
click the OK button at the bottom of the dialog.

2 Shell - Sitecore -- Web Page Dialog

< Set Masters
g s bo the item here,

Yiou can assign mas
Selected
@ Sample ltem @
O

Alias

Device

[+

Folder

File
Html Editor Button

Html Editor Class Translation

Htrml Editor Htral ltem

Html Editor List ltem

Html Editor Snippet =
Htrml Editor Toolbar

Image

ltem

_ltern section
__dpeg

_ Language

_ Layout

_ Media folder
_ Menu divider

11.4.4 The Operations Chunk

The Operations chunk contains the Duplicate, Copy To, Move To and Delete buttons:

Duplitafe [y Move To  pelete ~
Operations

Duplicate.  Select to duplicate the currently selected item. The client will request a name
for the duplicate item.

([HCevTe T select to copy the item to another location. The client will request a
location for the copy.

I MaveTa | golect to move the Item to another location. Specify the desired location in
the dialog which will appear.

23

Delete = Select to delete the current item.
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4

Delete ~
| [ Delete subitems | Select to delete sub-items.

11.4.5 The Clipboard Chunk
The Clipboard chunk contains the Paste, Cut and Copy buttons:

oy o

e ) Coy

Paste’ Select to paste items from the Clipboard.
< Cut Select to cut the item and sub-items and put them on the Clipboard.
“OP¥ Select to copy the item and sub-items and put them on the Clipboard.

11.4.6 The Rename Chunk
The Rename chunk contains the Rename and Display Name buttons:

Rename
T Display Mame

Rename

RENam= | Select to assign a new name to the item. This is the name that will be used
in the URL required to select the item in the published web site.

A Display flsme.  seject to assign a new language-dependent name to the item.
11.4.7 The Sorting Chunk
The Sorting chunk contains the Up, Down, First and Last buttons.

Alp B Fist
| % Down ¥ Last

Select the box beside the Sorting button to define how the sub-items
of this item are sorted.
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In the Subitems Sorting dialog, select the desired sorting from the drop-down menu of
the Sorting field.

2 Shell - Sitecore - Web Page Dialog

« - Set Subitems Sorting

= %ou can define how the subitems of this item

Sorking:

a Rel
[Z) wisit

Default
Display Mare
Logical
Reverse
Updated

Mast sorting use the sortarder Field as First criteria, You can reset the
sortorder Field of the subitems by dlicking the Reset button below,

] [ Caniel

You can also reset the sort order (Sorting) field of the sub-items by clicking the Reset
button at the bottom of the Subitems Sorting dialog.

(MUB select to move the item before the previous item.
W Down - gSelect to move the item after the next item.
ﬂ Select to move the item first.

WLt select to move the item last.

11.5 The Navigate Tab
When selected, the Navigate Tab displays the Navigate and Search chunks:

Publish Versions View
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11.5.1 The Navigate Chunk

The Navigate chunk contains the Open, Back, Forward, Up, Subitems, Home, Favorites
and Links buttons.

ﬂ- Select to open an Item. In the dialog box which will appear, select the item that
you wish to open and click Open.

BCOro ..i':.|'.:

Marne Description

= ﬁ conkent

il Home
% layouk
t masters
[&] media library
B0 svstem
E'-:‘ templates

Marne: |fsiteu:c:refc:c:ntenta’Hc:me |

[ Qpen Cancel ]

The Open button marked in red in the screenshot below provides an additional option.
When clicked, it displays a contextual menu of two tabs. In addition to the Content Tree
folder, the Recent folder lists recently visited Items:

Ho Mavigate Publish | ]

{Open ~ "} Back  Forward  Up  Subitems = Home  Favorites «

Recent | Content Tree |

Eﬁ Horne
[E] wisit us
a caonkent
D sitecore
@ Home
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Back  Select to go to the previously selected item.

ln
.

Farward  Select to return to an item after having selected the Back button.

?

Up  Select to go to the parent item.

Subitems = Select to go to a sub-item. Then select the desired sub-item in the sub-items
menu which will appear.

A

Home  Select to go to the Home item.

" f

Favorites = Select to display your favorite items.

Y

Links = Select to show referenced and referred items. When selected, the Links button
opens the list of referenced and referred items.

D
Links +
Referrers: A

2t RS5 Feed - [fsitecore/masters/RS5 Feed]

D Linked item - [fsitecare/templates|System) Alias/DatafLinked item]
) Home - [Jsitecorefcontent/Home/Global/Global menufHome]

B spot link - [sitecorefmasters)Spot link]

Wi R55 Feed - [fsitecore/masters/RS5 Feed]

D Linked item - [/sitecore/templates)Systemalias/DatalLinked item]
References:

T Sample Workflow - [fsitecore)system)Workflows/Sample Workflow]
n? Home - [fsitecore/system)_ HelpTexts/Home]

|{r'?‘, buk_1 gif - [fsitecore/media library'sciseckion images/but_1 gif] bl
< >
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11.5.2 The Search Chunk
The Search chunk contains the Search and Find buttons.

Search

Search . Select to open the Search application. Enter your search query into the Search
field and click the Search button.

% Search

R Search

Please enter your search query:

|Comem ‘l |P.dvanced seatch

Searching § 011 items.

The Search application with the search results will appear.

%% Search

% Search: [content | [(Search | Advanced

Found 2 docunents that matched query 'content’ (6,99 ms)

& content
"This section conkains all web site content.,”
Isitecorefoontent[English, 1] - 6/2/2006 - _ Long description

& content
Isitecorefcontent[Danish, 1] - 6/2/2006 - Kort beskrivelse
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Note: You can also locate the website content via the Search field which is available in
the left part of the Desktop Taskbar.

11.6 The Review Tab

Commands provided by this tab allow you to validate the item, perform workflow
operations, or schedule future activities.

When clicked, the Review tab displays the Validate, Workflow and Schedule chunks.

o Home Navigate Review Publish Versions View

,_.W, ,-_g%—’—«@;— You have locked this item. | W Checklr |1—w®—«

Save Close || Speling Validate Reminder ~ Archive ~

11.6.1 The Validate Chunk
The Validate chunk contains the Spelling and Validate buttons:

=2 134

Speling  Validate

ka

speling”  Select to check spelling in the entire item.

validate|  Select to check that the HTML conforms to the XHTML standard specified by
the W3C organization.

11.6.2 The Workflow Chunk

The appearance of the Workflow chunk depends on the workflow state of the current
item and the roles the user has assigned. Although not described here, the Workflow
chunk will also display any workflow related commands. Workflow related commands
differ between sites; contact your local administrator for information about workflow
commands available on your site.

Sitecore Sitecore Foundry. User Manual Page 110 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

If the item is unlocked and the user has the appropriate permissions, the Workflow chunk
with the Edit button and a prompt to click the Edit button to lock and edit the item will

appear.

' Click the Edit button 9 Edit
to lock and edit this item.

If the item is locked, the user will see the Workflow chunk with the note specifying who
has locked the item, as in the screenshot below.

'ﬂ:&émo.An&\-(T"hasAig;kéa*ﬂwis item.‘L

Note: Any user with the Administrator permissions will still be able to edit the item even if
it has been locked by another user.

11.6.3 The Schedule Chunk
The Schedule chunk contains the Reminder and the Archive buttons:

BB

Reminder ~ Archive ~

Reminder ~  Select to set or clear the Reminder. Select the action you want to perform on
the Select menu which will appear:

@

Reminder +

Reminder
Mo reminder has been set,

[ sSet Reminder
D Clear Rerninder

B

Archive = Select to archive the item. It is possible to Archive the item now, set the
archive date or clear the archive date via this button.
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Select the desired option on the Archive menu which will appear:

e

Archive =

Archive
Mo archive date has been set,
43 Archive Mow

i Set Archive Date
a Clear Archive Date

Retrieving items from the archive is an advanced operation not described here. Please
use this feature with caution.
11.7 The Publish Tab

Commands provided by the Publish tab allow the user to preview and publish items, as
well as specify publishing restrictions for the selected item.

When clicked, the Publish tab displays the Publish and Restrictions chunks.

Home Navigate Review Publish Versions View

& Mo restrictions.

11.7.1 The Publish Chunk

The Publish chunk contains the Publish, WebEdit, Preview and Publishing Viewer
options.

R Select to publish the item.

Gl WebEdE  Select to start the edit mode. The editing interface will open in a new
window.

& Preview | Select to start the Preview mode. The Preview interface will open in a new
window.
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Select to open the Publishing Viewer which shows when item’s
versions are active on the website.

Start date: End date:

February 2006 August 2006

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
2 3 4 1z 3 4 5
5 ] T g 9 w11 B 7 g 9 o 11 1z
12 13 14 15 16 17 18 13 14 15 16 17 18 19
19 20 21 22 23 M4 25 20 21 22 23 24 25 26
% 27 28 27 2 29 30
Today is Tuesday, July 18, 2006 Today is Tuesday, July 18, 2006

01-02-2006 12:00,
07-03-2006 11:32

Close

11.7.2 The Restrictions Chunk

The Restrictions Chunk contains the Change button:

Restrictions

KD Ehange  select to configure how an item is published.
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The Change Publishing Settings dialog will appear.

A Shell - Sitecore -- Web Page Dialog
“#  Change Publishing Settings

v Configure hiowe an item is published.

Wersions | Ttem | Targets |

Restrick the publication of one or mare versions of the current item ({influences the
current language only),

¥ersion Publishable Publishable From Publishable To
1. | v | vl
2. | v | vl
3 | v | v
4 | v | v|

] [ Cancel

The dialog allows restricting the publication of one or more versions of the current item.
This restricts the publication of the current item, and indicates the appropriate publication
destination for the current item. Select one of the three Tabs — Versions, Item, and
Targets - available in the dialog to perform the necessary action.

11.8 The Versions Tab

Commands provided by the Versions tab allow you to work with numbered and language
versions of the item.

When clicked, the Versions tab displays the Fields, Versions, Language and Translate
chunks:

Security View

Compare | Latest vlto: Latest v | A

Language || Translate

11.8.1 The Fields Chunk
The Fields chunk contains the Reset button.

1
Reset  Select to reset the field values to their standard value.
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The Reset button will open the Reset Fields dialog.

) Shell - Sitecore -- Web Page Dialog

Reset Fields

%ol can reset figlds to their standard walues here, The left calumn shows the
current walue, The right column show the walue, if the field is reset,

) Security g2~
Inherit security [shared]:

O

Security [shared]:
O A&\ Please natice that changes €3 | @ Please notice that changes 3

are saved to the database are sawved ko the database
immediately, immediatehy,
sitecare sitecore

‘J.j SC Printers [nc DK~ % U SC Printers Inc Dk #%
1) 5C Printers Inc HQ {2J 5C Printers Inc HG
) 5C Printers Inc LUK 1) 5C Printers Tnc LK
= ‘J.j Syskem L = U Syskem L
& ladmin v & Admin = (1N
%) ) 3 | &) >
29 Statistics B »
oK ] [ Cancel

The Reset Fields dialog allows you to reset fields to their standard value. The left column
shows the current value. The right column shows the value, if the field is reset.

11.8.2 The Versions Chunk

The Versions chunk contains the Versions, Add, Compare and Remove buttons.

g Add

; R,
Versions ~ W Compare

versions = Select to show versions of this item in the current language. Select the
triangle beside the Versions command.
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The list of versions available for the current item will appear.

Yersions =
Versions
Modified Thursday, June 22, 2006 4:16 PM by sitecore’ Admin
2 Created Thursday, June 22, 2006 4:16 PM by sitecore)Admin,
- Yalid from [Mot set] to [Nak setk],
Modified Thursday, June 22, 2006 4:10 PM by sitecore’\Admin
1 Created [Mot set] by sitecore! Admin,
- Yalid From [Maot set] to [Mot set].

W@ Add . Select to add a new version.
Wl Compare gelect to compare the versions of the current item for changes.

g Remove Select to remove the current version. Select the triangle beside the
Remove command to display the Remove All Versions button.

éjﬁ Remove =

> Remove All Versions

Select to remove all versions of the current item.

ald

Aitiiy
waueiceal] Select to choose a language to display.

11.8.3 The Translate Chunk

The Translate chunk contains the Translate button and the Language and Compare
options:

nelat

Translate

Translate.  Select to show or hide the Translate mode. Once clicked, the Translate button
activates the Language and Compare options. These are located in the left side of the
Translate chunk, which were formerly deactivated and thus grayed out.
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The screenshot below displays the Translate chunk with the activated Translate mode:

nglish

» ; _'._ 3 P
@ Compare Latest “ to Latest v |

Translate

The Language command in the screenshot above allows selecting the language in which
the item will be displayed, while the Compare option allows choosing the versions to be
compared.

Once the Translate command is selected, the Field Area will change its appearance. It
will be split into two parts so that each language version has its own set of fields.

Horme Mavigate

Wersions -

15 Language || Iransiace

= E sitecore Home
& content WWelcome ko Sikecore,
@ Home

&) media library E Data =
Title - Please enter title of the item here:

Sitecore Sitecore

[¥] Text - Please enter the text of the item here:
Welcome to 3itecore Welcows to 3itecore

% Advanced =
_ standard walues [shared]:

& Appearance =
Context Menu [shared]:

Content Editor  MgEs ERRERs

11.9 The View Tab

The View tab contains commands which allow the user to influence the appearance of
the Editor.

When clicked, the View tab displays the View chunk:

Presentation Configure Security Versions
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11.9.1 The View Chunk

The Editor Button in the View chunk allows showing or hiding the custom editor form.

COREENETI®E | Check \ uncheck to show or hide the Content Tree.

Hidden It=ms " check to show items marked with the Hidden Items attribute. The
items will be displayed in the Content Tree.

Write

(= D sitecore
= & content
I'EB Haome
B layour
B masters
&l media library
29 system
l,.‘g kermplates

Once the Hidden Items checkbox is unchecked, the items marked with the Hidden ltems
attribute will be hidden from the Content Tree.

=] D sitecore
= & content

I'Eﬁ Home:
&) media library

The Standard Fields checkbox allows showing or hiding items marked with the protected
attribute.

Standsrd FElSs  chock to display items marked with the protected attribute.

Raw'alles | Check to display raw field values as they are stored in the database.
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11.10 The Content Tree

The Content Tree allows viewing the system as a tree with child items grouped under
their parents.

If an item has child items, a + appears next to it, as shown in the screenshot below:

Click + to show the child items. Once the parent item has been expanded, a - appears
next to it, as shown in the image below:

About Us...
‘ Write || Edit New

sitecore

& content

I+ % layout

* masters
(&) media library
B9 system

[;5 templates

H B B

)

Once a - is clicked, the child items will be hidden.
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When the user right clicks any item in the content tree, the context menu with a set of
available commands for this item will appear. See the screenshot below for an example
of a menu.

Note: commands available on the menu will vary on a per item basis.

Mew 3

Cuk
Copey

Paste

Duplicate. ..

Delete. ..

RS BB &

Rename. ..

Copying [

Sorking [

Refresh

@

11.10.1 Changing the Appearance of the Content Tree

It is possible to show or hide the entire Content Tree or only the Content Tree Root in the
editor.

See the screenshot below for the view of the entire Content Tree as it appears in the
editor:

MNavigate

Section

o ———
2 | sitecare

= s content
% Home
) Modules
# ) Global

% lawout

& maskers

= media library

B0 system

78 templates
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To hide the Content Tree Root, click the Sitecore logo button, select the Change Options

button at the bottom of the icon menu which will appear.

O TP navioate Review Publish Wersions Canfigur

' o Information

Ikem Eey: Home
Display Mame: [none - using item key]
Item 10 {1100559F-DEAS-42EA-9C 1 -8ASDF FEFOEFS):
Master: [naok created Fram a master]
Template: Home

' E@ Statistics

Modified: Friday, September 22, 2008 10:41 AM by sitecareldmin,

Created: Thursdaw, July 07, 2005 10:09 &M by sitecarelAdmin,

f
T Workflow
“WorkFlow: Sample WorkFlow
Stake: Mo workflow skate assigned
Lock: Mone

| §v) Archive

archive: Mo archive date has been set,

Go to the View tab, uncheck the Show Entire Content Tree checkbox and click the OK

button.

2} Shell - Sitecore -- Web Page Dialog
& Change Application Options

Change your options,

| content Editor || Rich Text Editor| | iew | I
| S—

Content Tree - Ikem Mames

® Display Mame {language-specific narme)
O Ikem Key

Content Tree Root
Shiow the Content: Tree in the Content Editor

(l:‘ Show Entire Content Tree)

Cancel

64
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As a result, the Content Tree Root will be hidden and the user will see only the content
items, as it is shown in the screenshot below:

Write Mew

conktent

1 Modules
{J alobal

You may also completely hide the Content Tree. To do that, select the View tab and
uncheck the Content Tree checkbox in the View chunk.

Publish Versions Configure Presentation Security

11.11 The Iltem Title Bar

The Item Title Bar is located in the right side of the editor application, just below the
Ribbon. It contains options for setting an icon for the current item, changing publishing
settings for the current item, navigating to sections and fields, changing the name of the
item and selecting the language and version.

Horne Navigate Versions Presentation Security View

Click the Edit buttan 1 Edi 3 i B
to lock and edit this itemn, |
Reminder =  Archive =

wirite I 4, n Schedule

= it r
287, ltem Title Bar{@ SmPle @~ - w-m- 1)

E] pata =
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O Select to set a new icon to the item. You can either manually type the file name
ot the 1con or browse for an icon in the Web Page Dialog which will appear.

2 Shell - Sitecore -- Web Page Dialog

Set lcon

‘ou can assign an icon ko the ikem bere.

Type the file name of icon in the Following box:
|Netwnrkf15x15a’hnme. prg
E.a. ‘Bpplications/16x16/about, png',

‘fou can also browse for an icon by clicking the Browse button below,

Browse

==

Enter the new name of the item in the User Prompt dialog which will appear.

Explorer User Prompt

Seript Prompt:
Please enter the new name of the item;
Cancel |

Sitecore Sitecore Foundry. User Manual Page 123 of 164
Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

@ - Select to change publishing settings for the current item. When selected, the
icon will open the Change Publishing Settings dialog.

2 Shell - Sitecore -- Web Page Dialog @
% Change Publishing Settings

Configure how aniktem is published.

Yersions | Item || Targets

Restrict the publication of one or more versions of the current ikem {influences the current language
anly],

¥ersion Publishable Publishable From Publishable To

1. 7/7/2005 10:09:18 AM  ~| |10/13/2006 12:00:00 PM v

The Change Publishing Settings dialog will allow you to restrict the publication of one or
more versions of the current item. This restricts the publication of the current item,
and indicates the appropriate publication destination for the current item.

©- Select to open the workflow context menu with the options which allow you
to check the workflow state of the current item, to lock the current item for editing,
approve the current item thus moving it to next workflow state, or reject the current item
thus moving it to the previous workflow state.

Note: The Workflow icon appears when the current item enters a workflow. This can
happen in two ways:

e When you select the Edit button on an existing item that is associated with a
workflow.

e When you create a new item that is associated with a workflow (because the item
is automatically placed in the initial state of the workflow).

Once selected, the Workflow icon opens the workflow context menu.

WiarkFlow

The item is in the Reviewing state
af the Sample Workfow wiorkflow,

A Edit
@ Spprove
@ Reject
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B Edt  Select to lock the item for edit.
@ APPTOYE Select to approve the item thus moving it to the next workflow state.
@ Reject : . . . .
Select to reject the item thus moving it to the previous workflow state.

Note: Another way of accessing the workflow commands is to select the Review tab »
Workflow chunk.

# 7 Select to navigate to sections and fields. Once selected, the icon will display the
fields and sections menu. In the menu, select the section or field you wish to move to.

-
Data 2

Title

Section Image
Help

Site help item

__Help link.

__Long descripkion

__Short description
Meta

accessibility

audience

description

publisher

Title brand

&E Shows which language is selected for the current item (English in our example).
Click to choose the language for the item. The menu will display the list of available
languages, as shown in the screenshot below:

Languages

mlg English {United States)

4 wersions.,

:: Danish {Denmark)
1 wersion,

The above screenshot shows that there are four English versions and one Danish
version of the current Item.

To the right of the language icon, the version icon is located: Ea |4
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It shows which version of the item is currently open. When clicked, the version icon
opens a menu with information for each of the versions available. To choose the version,
click it on the menu:

Yersions

Modified Wednesday, May 24, 2006 9:33 AM by sitecore’ Adm
4 Created Wednesday, May 24, 2006 9:33 AM by sitecore) Admin,
- Walid From [Mok set] to [Mot set],
Modified Wednesday, May 24, 2006 8:22 AM by sitecoreh Adnr
3 Created Wednesday, May 24, 2006 8:22 AM by sitecorel Admin.
- Yalid Fram Mok set] ko [Mok set],
Modified Tuesday, May 23, 2006 1:13 PM by sitecore’ Admin.
2 Created Monday, May 22, 2006 3:32 PM by sitecare)sdmin.
u
1.

Walid From [Mok set] to [Mak set].

Modified Wednesday, May 24, 2006 2:12 PM by sitecore’, Adm
Created [Mot set] by sitecorehadmin,
Walid From [Mot set] to [Mot set].

< |

|

11.12 The Field Area

The Field Area is located in the right side of the editor, below the Item Title Bar and
contains fields, which are grouped into sections.

11.12.1 Changing the Appearance of the Field Area

It is possible to add standard fields to the Field Area. You may do this in two ways. You
may click the View tab on the editor ribbon and check the Standard Fields checkbox in
the View chunk, as shown in the screenshot below:

Home Mavigate Review Vel sions Presentation Security

[ content Tree

Editar Entire Tree Standard Fields
A — A Z
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You may also click the Sitecore logo button and select the Change Application Options
button at the bottom of the logo menu which will appear.

O Home Mavigate Review Publish Versions

' o Information

Iter Key: Home
Display Mame: [none - using ikem kew]
Item ID: {1100559F-DEAS-42EA-9C 1C-8ASDFFEFOEFT:
IMaster: [not created from a masker]
Templake: Home

' E@ Statistics

Modified: Friday, September 22, 2006 10:41 AM by sitecoreladmin.
Creaked: Thursday, July 07, 2005 10:09 AM by sitecore! Admin.

| T workflow

wWorkflow: Sample WorkFlow
Skake: Mo workflow state assigned
Lock: Mone

' Archive

Archive: Mo archive date has been set,

Check the Fields from the Standard Template checkbox in the dialog which will appear,
as shown in the screenshot below:

<22 Shell - Sitecore -- Web Page Dialog
& Change Application Options

Change your options,

Cantent Editor | Rich Text Editar || view |
ShiowfHide
Teem Title Bar

Field Section Titles
(__ Fields from the Skandard Ternplate)
Hidden Items

Figld alues
&) Shaw Input Contrals

O Show Raw Yalues

Pages
[¥]show Pages Bar

=
oK ] |[ Caneel

Note: The Hidden Items field is visible only to the global administrator. Local users
cannot see this field.

11.13 The Media Library

The Media Library is a tool for storing, administering and uploading media files to the
system. The Media Library allows you to handle media files of various types: images,
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n the

Media Library may be embedded into the website content. You may also provide links to

them, which will allow the website visitors to download the specified media files.

11.13.1 Accessing the Media Library

You may access the Media Library in two ways. You may click the Media Library button

on the Pages Bar, which is located at the bottom of the editor window.

Reviem Publish Versions Configure

Duplicate ([ Move To
Cperations

Delete ~ || Paste ) Copy

=
T Display Mame

W Down 8 Last

= [2) sikecore Home 0' =
= a content Home root of the web site
#i Home
1 Modules E Help =
‘L:] Global Site help item [shared]:
B lavout __ HelpTexts/Home ¥

e masters

&) media library
2D system

|.ll‘-"$ ternplates

[ Help link [shared]:

[¥] Lang description [unversioned]:

Content Editor  MGESERRE

You may also choose Media Library from the Sitecore menu.

a Audrey
Audrey the Author

Content Editor * Carousel
Manage wour conkent,

Qﬁ Image Editor
B Media Library
Bl | Mairkain media content., gg Ttem Sorting
WebEdit J "
@ Yisually edit content, D Recyde Bin
@ ‘Warkbox

Publish Site
Publish your content, @ .
Preview
j-‘) About Sitecore
Control Panel
% Search

_;:j_ I Development Tools

Il: \ Log Off

All Applications b

(FR—
O sitecore”
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Click the Media Library button and the Media Library application will open.

11.13.2 Uploading Images

To use media files, you need to upload them to the system first. The Upload wizard will
take you through the upload process. You may access the Upload wizard through the
Media Library by selecting the Media » Upload chunk » File , as shown in the
screenshot below:

(J
Media
Save Advanced
= ) media library The list below shows a preview of each media
() demo media connection  iterm in the folder.
demoimages
‘L:I . & demo media connection )
1) Files _ )
[ 2 items
l.[j Irmages
‘C] sC n
1) secure Media
l.[j sharepointimages demaimages
) wise business @ 1 item
v

Media Library

Click the File button, and the Upload a File dialog will appear. You may manually type
the path to the item into the appropriate field in the dialog or you may click Browse and
locate the necessary file.

Then click the Upload button at the bottom of the dialog, which will finish the upload
process.

Filenarme:
C:\Documents and Settings\dviDesktop\Content Editor|[ Browse... |

[ Upload I Cancel ]

You may also access the Upload wizard through the Image Editor, which you can select
from the Sitecore menu.
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The media library also allows you to upload multiple files with advanced options. To do
that open the Media Library and select the Media contextual tab» the Upload chunk » the
Advanced button.

Advanced  Select to upload files with advanced options. When selected, the Advanced
button will open the Batch Upload dialog.

- Sitecore -- Web Page Dialog

_—] Batch Upload
\ Uploads a number aof files bo the server,

Select the Files to Upload Here:

( =)

il Unpack ZIP Archives
DOverwrite Existing Media Ikems

D Make Uploaded Media Ikems Yersionable Lpload

Uploaded Media Items:

Close

In the dialog, select the files to upload by manually typing the paths into the appropriate
fields or by selecting the Browse button. When done, select the upload button, which will
finish the upload process. The newly uploaded files will appear in the Uploaded Media
Items box. The files can either be stored in the database or in the file system. You can
use the "Upload.UserSelectableDestination" property in web.config to define whether the
“upload as file” option is available. By default this option is disabled.

11.13.3 Restrictions on Media library items

The following restrictions are applied to media library items. A site user cannot do the
following:

e Rename, delete or move the folder "/sitecore/media library".

e Upload media items to the root folder of the media library.

e Delete or rename the root folder of the site’s media library (the folder with the
name of the site).

e Change media items in media libraries of another sites.

¢ Rename, delete or move the "upload" folder where the wizard stores its images
(the folder under the root of the site media library).

e Rename, delete or move the "Uploaded picture series" folder where the image
collection module stores images.
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Using the Rich Text Editor

The Rich Text Editor is a powerful feature of the product, with the ability not only to insert
text, but to customise the text and change fonts and colours. There is also the ability to
insert links and images along with a detailed table editing and display tool. The following
chapter describes these features in more detail.

12.1 Starting The Rich Text Editor

Initially, the Rich Text Editor is not displayed. To display the Rich Text Editor and be able
to modify content, select the Show Editor button available when hovering the cursor over
a Text field or double-click inside the Text field.

El pata
Title:
Ahout Us

[¥] Abstract image

7 Shiows Editar
%suppliea to printer distrit

Inc has proved itself as rustworthy
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When clicked, the Show Editor button will open the Rich Text Editor in a new and larger
window. You can now modify the content.

3 Shell - Sitacore -- Web Page Dialog E
davlsbBEBHBEBS -9 c-808 0 300 -
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apply highlights to the text]

7

By selecting the Accept button in the right-hand bottom corner of the Rich Text Editor
dialog, you accept the modifications to the text and close the Rich Text Editor window.

The changes to the content will immediately be visible in the Text field of the editor.
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The Rich Text Editor supports a variety of text formatting options. These include bold,
italics, text color, highlighting, superscript, and subscript. The Rich text Editor also
provides a range of powerful features besides formatting. These include table
management, undo and redo options, direct HTML editing, and many more.
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12.2 Saving Content

Remember to always save the changes made to any content. By saving your work
regularly, you ensure that you only lose relatively few changes. For instance, if the
network connection goes down, if power is lost, or under any other circumstances which
might cause the loss of unsaved data.

There are two ways to save content in the editor. You may save your changes with the
Save button available on the Ribbon or use <Ctrl+S>.

12.3 Using Links

Links offer a way of referring to other material on the Internet or on another web page. A
link can lead to a source on the same website or a source on another website.

12.4 Creating a Link

12.4.1 Inserting a Link into Existing Text

To insert a link into already existing text open the appropriate content in the Rich Text
Editor and highlight the text to be used as the link text.

12.4.1.1 To Create an External Link (referring to another source on the Internet):
. = . .
Select the Hyperlink Manager button == available in the upper toolbar and the

Hyperlink Manager dialog will appear. Fill in the fields with the appropriate values and
click the OK button.

2 -- Web Page Dialog @
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Type: hitp: W
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Note: You may also create an internal link via the Hyperlink Manager following the same
procedure.

12.4.1.2 To Create an Internal Link (referring to a source on the same website):

Select the Insert Link button 2 available in the upper toolbar and the Insert a Link
dialog will appear. The Insert a Link dialog allows linking to another item (select the
Internal Link tab) or a media item (select the Media Items tab).

In the content tree, select the item the link should lead to and click the Link button in the
right-hand bottom corner of the dialog.
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2l Shell - Sitecore -- Web Page Dialog
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12.4.2 Creating a Link without the Initial Text

Creating a link without the initial text is almost identical to inserting a link into already
existing text. Follow the steps below to create a link without the initial text:

e Place the cursor where the link should be inserted.

e Select the Hyperlink Manager button 2 available in the upper toolbar and the
Hyperlink Manager dialog will appear. Fill in the fields with the appropriate values.
Notice the Link Text which becomes available in the dialog when you create a
link without the initial text.
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‘A -- Web Page Dialog
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12.5 Creating Anchor Links

Anchor links help users navigate sections of a long page by taking them directly to a
particular area of a page. An anchor link is comprised of two elements: the link itself and
the anchor on the target page.

Follow the steps below to add an anchor link:
e Put the cursor before the word you want to anchor TO on the target page.

e Select the Hyperlink Manager button available in the toolbar and the dialog
window will appear.

¢ In the dialog window, select the Anchor tab, enter the name of the anchor link into
the appropriate field (no spaces in the name).

A -- Web Page Dialog

@ Hyperlink |F% Anchaor | ke, E-miail

E\lame: ||:Iipbu:uard D 804

e Select the text you want to link to the anchor FROM.

¢ In the toolbar select the Insert Sitecore Link button » Internal Link tab. In the
Insert a Link dialog window which will appear, select the item with the anchor and
click the Link button at the bottom of the window.
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2 Sitecore -- Weh Page Dialog
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e As aresult you will get linked text. Now we need to modify the link so that it
points to the anchor.

e Select the link you have just created and click the Hyperlink Manager button
available in the toolbar.

e Inthe URL field of the Hyperlink tab add the # symbol with the anchor name right
after the link.
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e The anchor link is now created.

12.6 Using Images

Although the product accepts image data as part of the site design or layout, images
may also be embedded into the text as part of the content. All the images are uploaded
to the Media Library and are stored there. This section describes various ways of using
and manipulating images after they have been uploaded to the Media Library.

The content does not have to be all text. Adding one or more images to spice up the text
can be easily done in the Rich Text Editor. The image does not have to be placed in one
position only.

Follow the steps below to insert an image:
e Open the Rich Text Editor and place cursor where the image should be inserted.
e Select the Insert Media button ®© available on the upper toolbar and the Insert
Media Item dialog will appear.

¢ Inthe dialog, select the image you wish to insert and click the Insert button at the
bottom of the dialog.

2} Shell - Sitecore -- Web Page Dialog

= Insert Media Item
‘fou can insert & media ikem here,

Mame
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’J“] Files
=] ’J,:] Images
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< | ¥
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Upload l

e The image is now placed at the cursor position and the text is positioned
accordingly.
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Refer to the Managing an Image section of this article to learn how to manage the image.

Note: You must upload the image before you can use it in your content.

12.7 Managing an Image

Right-click the image and a menu with two options will appear.

i@ Set Image Properties
' ; Image Map Editor
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12.7.1 Set Image Properties

Select this option to set image properties. When selected, the Set Image Properties
option will open the Image Properties dialog.
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The Image Properties tab allows you to set or change the following options:
e Border Width — Used to set the border width.
e Border Color — Used to set the border color.

e Image Alt Text — Used to set the text displayed when the image is unavailable
and the mouse hovers over the image.

Note: The text defaults to the upload directory. Often you might want to change the text
so that it describes the image in the best way.

e Long Description — Used for disabled users.
e Image Alignment — Used to align the image.
e Image Src — Used to set the URL to the image stored in the Media Library.

e Horizontal Spacing — Used to set the space between the image and the
surrounding text in the horizontal direction. This is the space between the image
and the text on either the right or left side. The value is set in pixels and defaults
to 0 (no spacing between text and image).

e Vertical Spacing — Used to set the space between the image and the surrounding
text in the vertical direction. This is the space between the image and the text at
the top or bottom of the image. The value is set in pixels defaulting to 0.

e Width — Used to set the image width.
e Height — Used to set the image height.
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Select this option to open the Image Map Editor. When selected, this option will open the
Image Map Editor in a new window.
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12.8 Using Tables

This section deals with how to create and manage tables in the Rich Text Editor with
ease and minimum effort.

12.8.1 Inserting a Table

The Rich Text Editor offers two ways to create a table. For basic tables we recommend
the click-and-drag Table Builder. For more complex tables the Table Wizard is more
appropriate. However, you are welcome to choose the approach which suits your needs
and preferences the most.

12.8.1.1 The Table Builder
Inserting tables with the Table Builder could not be easier.
Follow the steps below to insert a table using the Table Builder:

¢ Inthe Rich Text Editor, place the cursor where the table should be inserted and

select the Insert Table button = ™ available in the upper toolbar.

e The drop down Table Builder will appear.

I
I
I
I
I
I [

Zancel
Table Wizard

e Select the desired number of rows and columns by dragging the mouse over the
grid and click inside the grid.
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I | I

4 x 3 Table
Table Wizard

e The table appears in the Rich Text Editor at the insertion point.

12.8.1.2 The Table Wizard
To create a table using the Table Wizard, follow the steps below:

e Position the cursor where you want to create a table.

e Click the Insert Table button 3z ) available on the editor toolbar.

e Select the Table Wizard button on the Table Builder dialog.

I I
I
I O
I O
I I
I | I

Cancel

-~

Il Table Wizard

=

== =7 = U4
= c 3 nm

¥ o =
29 @

|]Ilfll

and the Table Wizard dialog will appear.
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You can now use the Table Wizard dialog to create a table and set its properties.

12.8.1.3 The Table Design

The Table Design tab has options for changing the table design: adding/deleting
columns and rows, merging/splitting cells and rows.

Columns (=] Select - or + to remove or add columns.

+ . .
Column Spar Select + to merge the right cell with the cell you have selected.
Select - to unmerge the left cell.

F
a
Wy
=
Select - or + to remove or add rows.
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jmﬁméﬂ:{l

+ Select + to merge the right row with the row you have selected. Select - to
unmerge the left cell.

Ol
—— Select to create the defined table.

You can further customize this table using the Table Properties, Cell Properties, and
Accessibility tabs of the Table Wizard dialog.

Refer to the next section, Managing Tables, to further learn how to modify tables.

12.8.2 Managing Tables

You can edit a table after it has been created. The Rich Text Editor allows you to insert
or delete rows, columns and cells, merge cells horizontally or vertically, split cells, set
cell properties, and show or hide table border.

Right-click the table and the context menu with the options which allow you to show/hide
the table border, set table properties or delete the table will appear.

i Show Hide Border
[ Set Table Properties
Delete Table
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Right-click inside a cell and the context menu with the options which allow you to
manage cells, rows and columns will appear.

= Inserk Row Above

== Insert Row Below

== Delete Row

”'i'n Insert Columnn ko the Left
' Delete Column

5 Merge Cells Horizonkally
5] Merge Cells vertically
=] split Cell

x| Delete Cell

“# set Cell Properties

[T et Table Properties

i Show/Hide Border

ﬂ'i'” Insert Calurn ko the Right

You can also access these options by selecting the Insert Table button ez available in

the upper toolbar.

Cancel
Table Wizard
I c = . T
== =2 > &
i F B E
2 4 @
‘. W,
Sitecore Sitecore Foundry. User Manual

Page 145 of 164

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The

contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

12.8.2.1 Setting Table Properties

The Rich Text Editor allows changing table properties after the table has been created.
To change table properties of a new or existing table, right-click the table and select the
Set Table Properties option from the context menu which will appear.

] ShowHide Border

qj. Set Table F‘ru:upertieg ‘
Delete Table

E

Alternatively, you may select the Set Table Properties button available on the Table

Builder dialog.

Yet another way of setting table properties is selecting the Table Wizard button from the
Table Builder dialog.

I I
I I
I I
I I
I I
I |

Cancel

P

Il Table Wizard

When selected, the Set Table Properties option will open the Table Wizard dialog. This
allows you to change table design, set table and cell properties, or adjust accessibility
according to your needs.
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The Table Properties tab allows you to set the appearance of the table. The table

properties are explained below:

Width — Use to set the width of the table in pixels or percent.

Height — Use to set the height of the table in pixels or percent.

Background — Use to set the background color of the table.

Alignment — Use to align the table to the left, center or right side of the page.

Cell Spacing — Use to set the space between the borders of a cell.

Cell Padding — Use to set the space between the content and the border of a cell.

ID — Use to set an ID for a table, which will give you some options for advanced table

handling.

Background Image — Use to set an image as the table background.
CSS Class — Use to set the table CSS class and style.

Border — Use to set the border width, color, and layout.
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12.8.2.2 Resizing Tables

Resize tables in the Rich Text Editor with ease and at minimum effort. The Rich Text
Editor offers two ways to resizing tables. You may resize the existing table by specifying
the table dimensions in the Table Properties tab or by direct drag-and-drop.

Refer to the Setting Table Properties section to learn how to resize a table using the
Table Properties tab.

To resize an existing table with a drag-and-drop, do the following:

¢ Click the table border and eight small squares will appear in the outer area of the
table of the table.

2} Shell - Sitecore -- Web Page Dialog @
= | & 53 Gy 3 B B F-19-0-18 0
E I U E=E =EE|EF - = iE x| A -
i iapply £S5 Class + Marmal » Werdana ~ Size = |Custom Links =
m] m| m]
O O
O [m] O
& Q,
3 HTML Accept ” Reject

e Drag any of these handles vertically, horizontally, or diagonally to resize the
table. All cells, which do not have exact dimensions (specified in pixels), will be
resized evenly to accommodate the new table size.

12.8.3 Managing Cells

You can edit cells after the table has been created. A new cell can be added to the table;
the cells can be split or merged; their size can be changed.

12.8.3.1 Changing Cell Properties

It is possible to change individual cell properties of an existing table or set cell properties
while creating a table using the Table Wizard dialog.

Changing Cell Properties via the Right-click Menu

Follow the steps below to change cell properties of a new or existing table via the right-
click menu.
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¢ Right click inside the cell you wish to edit and select the Set Cell Properties

option from the menu which will appear.

= Insett Row Above

== Insett Row Below

==+ Delete Row

nl“u Insert Calumn ko the Left
Ell‘” Insert Column ko the Right f
' Delete Colurn

53] Merge Cells Horizorkally
2] Merge Cells Yertically
=] split el

=% Delete Cell

=& set Cell Properties

[ Set Table Properties

] ShowHide Border

e Set the cell properties in the dialog which will appear and click the Update button.
The Cell Properties dialog allows you to select content alignment, background
color, change the cell’s size, align background image, and select cell CSS.

A -- Web Page Dialog
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Contert Alignment: Background: IEI

Background Image | |
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Changing Cell Properties Using the Table Wizard Dialog

Follow the steps below to set or change individual cell properties using the Table Wizard

dialog:
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e Select the cell whose properties you want to change and click the Table Wizard
button available on the Table Builder dialog.

Table Wizard

an

=z =
I.?.I

¢ Inthe Table Wizard dialog which will appear, select the Cell Properties tab and
change the appearance of the individual cells.

- Web Page Dialog
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The Cell Properties tab allows you to set the appearance of the table. The table
properties are explained below:

Content Alignment — Used to align the content within the selected cell.
Background — Used to set the background color of the selected cell.
Height — Used to specify the height of the selected cell in pixels or percent.
Width — Used to specify the width of the selected cell in pixels or percent.

ID — Used to set an ID for the selected cell, which will give additional options for
improved cell handling for advanced users.

No Wrapping — Used to enable/disable text wrapping (that is forcing a new line when the
text reaches the cell border).

Background Image — Used to set an image as the cell background.
CSS Class — Used to specify the cell CSS class and style.

12.8.3.2 Merging Cells

Merging cells entails combining two separate cells into a single cell. The cursor position
determines which cells will be merged. The cell containing the cursor will be merged with
its neighbor by row or by column.

Follow the steps below to merge cells horizontally.
Note: The cell containing the cursor will be merged with its neighbor to the right.

¢ Choose the cells you want to be merged and place the cursor into the appropriate

cell.
a b
d e f
q h i
] k I
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Right click inside the cell and select the Merge Cells Horizontally option from the

menu which will appear.

== Insert Row Above
== Insert Row Below

= Delete Fow

e

W' Delete Column

4 Insert Column to the Left

]'4‘” Insert Calumn to the Right

Gﬂ Merge Cells Hl:uriznntallwa

=] split Cel
x| Delete Cell

“& et Cell Properties

i Show Hide Border

%] Merge Cells Yertically

[ Set Table Properties

You may also click the Insert Table button available on the upper toolbar

1 -

and select the Merge Cells Horizontally button from the Table Wizard which will

appear.

I
I
I
I |
I |
N N Y

1% 1 Table
Table Wizard

== =0 = 4
= = = nm

& (@ =

2 E @

Sitecore

Sitecore Foundry. User Manual

Page 152 of 164

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The

contents of this document are the property of Sitecore. Copyright © 2001-2008 Sitecore. All rights reserved.



Q

sitecore’

¢ The cells have now been merged.

ef

el [ I B Iy EnY

Follow the steps below to merge cells vertically.
Note: The cell containing the cursor will be merged with its neighbor below.

¢ Choose the cells you want to be merged and place the cursor into the appropriate

cell.
a b C
d e f
q h i
] k I
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You may also click the Insert Table button available on the upper toolbar
and select the Merge Cells Vertically button from the Table Wizard which will
appear.
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Right click inside the cell and select the Merge Cells Vertically option from the
menu which will appear.
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¢ The cells have now been merged.
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12.8.3.3 Splitting Cells

To split a cell that has been previously merged do the following:
e Place the cursor inside the cell you want to split.
¢ Right-click the cell to open the context menu.

e From the menu select the Split Cell option.

12.8.3.4 Deleting A Cell

To delete a cell, place the cursor inside the cell to be removed, right-click the cell to
display the context menu and select Delete Cell from the menu or select the Delete Cell

button E from the Table Wizard dialog.

12.8.4 Managing Columns

Once you have created the table, you can edit the columns. The Rich Text Editor allows
inserting and deleting columns.

12.8.4.1 Inserting a Column

Follow the steps below to insert a column:
¢ Place the cursor where you want the column to be inserted.
¢ Right-click inside the column for the context menu to appear.

e Select Insert Column to the Left and the new column will be inserted to the left of
the cursor or Insert Column to the Right and the new column will appear to the
right of the cursor.

4
e You may also select the Insert Column to the Left "™ or Insert Column to the
4
Right buttons """ from the Table Wizard dialog.

12.8.4.2 Deleting a Column
To delete a column place the cursor to the column to be removed and select the Delete

Column button ¥ from the Table Wizard dialog. Alternatively, you may right-click the
column to be removed for the context menu to appear and select Delete Column from
the menu.

Note: All content available in the column will also be deleted.
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12.8.5 Managing rows

You can edit rows in a table once the table has been created. The Rich Text Editor
allows adding and deleting rows.

12.8.5.1 Inserting a Row

Follow the steps below to insert a row to a hew or existing table:
e Place the cursor where you want to insert a row.
¢ Right-click inside the row for the context menu to appear.

e Select the Insert Row Above or Insert Row Below options from the menu.

[;3 Insert Row Above

,:*j Insert Fow Below

=+ Delete Row

|HJ Insert Column to the Left
.iHI Insert Column to the Right
W Delete Column

& Merge Cells Horizankally
22| Merge Cells Vertically

5] split el

23] Delete Cell

%4 Set Cell Properties

[[@ Set Table Properties

] ShowHide Border

e You may also select the Insert Row Below “= or Insert Row Above =
buttons from the editor toolbar.

12.8.5.2 Deleting a Row

To delete a row, position the cursor inside the row you want to remove and select the
Delete Row button = available on the editor toolbar and in the right-click menu:
= Delete Row

Note: All the row content will also be deleted.

To delete a row, position the cursor inside the row you want to remove and select the

Delete Row button = available on the editor toolbar and in the right-click menu:

= Delete Row
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Note: All the row content will also be deleted.
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Chapter 13

Appendix

This chapter deals with various miscellaneous issues such as Tips and Tricks and
Frequently Asked Questions.

13.1 Tips & Tricks
13.1.1 Spots

13.1.1.1 Avoiding borders around images.

Put the image in the text field instead of in the image field will do the trick. Use the
Heading 1 & Heading 2 predefined styles to imitate the font of text put in the title field.
13.1.2 The Content Tree

Advanced editors can view the content tree inside the editor by selecting the View ribbon
and checking the box Content Tree.

{Z hitp:/fdemo.usergude.test/?fo-%7b58CD027F-ADCF-4979-864C-08995BDESF3.... L |[E][K)
||

)

Sve Close || Editor [ Entire Tree
Write
& -~
= a content B D Documents =5 b

@ Home

= EJ sitecore box 3
= 3 websites El pata =
B @ demo Hide update information in document footer:

= &) Home O
[ Documents
[& Modules

£ Search

¥ Calendar E] pesign
[£] Extranet 7 Browse +
¥ Frontpage spot

Spots:

¥ Login
@ Global E] content
) Aliases [F] Image:

o ———

Content Editor SR ERNESY
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13.1.3 Local dictionary texts

It is possible to alter the texts that are shown on the website from button texts to column
bar text etc. In order to do that; consult the administrator of the website, since it is not
possible for the local website administrator do that.

13.2 FAQ

13.2.1 Question 1

The E-mail sent while creating a new website was lost. Is it possible to locate a copy of
the e-mail within the system, in order to resend it, and be able to read the password
assigned to the local administrator, to enable me to login to the new site?

Answer:

The e-mails are not stored within the system at this point in time. When creating a new
site it is possible to enter multiple e-mail addresses. Make a habit of always adding the
webmaster's address besides the local administrator's. Multiple addresses are separated
by semicolon ; and no blank spaces.

13.2.2 Question 2

When selecting modules for the site, | only have a certain number available! Why can't |
choose more modules?

Answer:

The remaining modules are probably not selected in the Wizard on the page Choose
modules. Log into the site and choose Graphical settings & Choose modules and select
the desired modules to be made available on the site.

13.2.3 Question 3

After editing a document, saving and closing the editor does not save the changes!
Answer:

Opening a document in edit mode usually takes between 2 and 10 seconds, depending
on whether the dialog has been opened before in the session, and items have been
cached. It is not always clear if the dialog has finished loading, because the dialog
windows says finished in the lower left corner of the status bar. Changing the content of
the document before the software has finished loading, results in the fact that it does not
register the changes. The solution is to wait until the document has completely finished
loading the dialog. Watch the status bar.

13.2.4 Question 4

When | delete a branch of the content tree | get a screen saying the document was not
found!

Answer:

You were probably located at a document on the branch you were deleting. When that
happens the product is unable to find a new document to display in the browser. Edit the
URL in the browser address bar to the home page.
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13.2.5 Question 5

How come some of my links do not work anymore?
Answer:
The document your link is pointing to has probably been renamed or deleted

13.3 Configuring Internet Explorer

This chapter deals with how to set up Internet Explorer in order for the Wizard, skins and
image collections to work.

13.3.1 Internet Explorer configuration

In order to ensure trouble-free running of the product, we strongly recommend changing
a number of settings within Internet Explorer, as described below.

13.3.2 Disable Popup blockers.

First you need to disable the popup blocker. You can do this in Internet Explorer by going
to Tools » Pop-up Blocker » Turn Off Pop-up blocker as shown below.

‘www.google.co.ukf

Jorites Help

Delete Browsing History...

——— Yahoo! Services > = —
Turm Off Pap-up Blocker )
Phishing Filter » Pop-up Blocker Settings
Manage Add-ons »

NOTE: If you use another software add-on to block pop-up’s then please refer to the
vendor’s software user guide to disable pop-up blockers.
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13.3.3 Add the Sitecoreexpress.net site addresses to the local Intranet Zone

Firstly go to the Internet Options in the Tools menu of Internet Explorer, as shown below

1p:/fwww.google.co.ukf

Favorites 00 Help

Delete Browsing History... [
Yahoo! Services 4
Pop-up Blocker 3
Phishing Filter

Manage Add-ons »

Windows Update

Windows Messenger

Diagnose Connection Problems...
1CQ Lite

Send to OneNote

Sun Java Console

( Internet Options )
—

Under the Security tab select the Local Intranet setting and click Sites

Internet Options

Genera]l Security lPrivacy | Content | Connections || Programs | Advanced |

Select a zone tp-n security settings.

e[@ |/ ©

Internet I WLl | Trusted sites  Restricted
sites

s
This zone is for all websites that are RS

found on your intranet.
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Click on the Advanced button and the following dialog box appears.

Local intranet

?X]

. | ‘fou can add and remave Web sites from this zone. All 'Web sites
in this zone will use the zone's security settings,

#dd this Web site to the zone:

Web sibes:

http: /¥ demosites, sitecorexpress.net Remove
hittp ./ i . -

[ IRequire server verification (https:) For all sites in this zone

[ O l [ Cancel

When you have added your sitecorexpress.net site addresses click OK then OK in the
next window to go back to the security options and select the Custom level button.

Security level for this zone

Custom
Custom settings.
- To change the settings, dick Custom level.
- To use the recommended settings, click De

Custom level... |E
Reset all zones to ds
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13.3.4 Set ActiveX Signing

Scroll down until you see the sections titled Download signed ActiveX controls and
Download unsigned ActiveX controls. Set the signed controls to Enable and the
unsigned controls to Prompt, as shown below

Settings:

{*)} Enable ﬂ
@ Download signed ActiveX controls
() Disable J

Sreromp
@ Download unsigned ActiveX controls
{O) Disable
O Enable
[ R Prompt
[ Tnibalze and saript ActiveX controls not marked as safe/
{O) Disable
) Enable

(=} Prompt
[FH N Ambivsmt mmmienln amd mlio ime i
4| | 3

—Reset custom settings

Reset to: IMedium j Reset |
CK I Cancel |

13.3.5 Checking for new page versions

To ensure that the wizard selections and skin settings are displayed correctly, Internet
Explorer has to check for newer versions of stored pages every time it visits a page. To
set this up, go to Internet Explorer Options (under the Tools menu option). In the General
tab under the Browser history section, click on Settings.

l Use current ]I Usge default II Usge blank I

Browsing history

’L Delete temporary files, history, cookies, saved passwords,
Y] and web form information.

Delete. .. I | Settings |

Search

)_J Change search defaults, Settings
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Then in the dialog box that appears set the browser to check for new versions of stored
pages every time it goes to a page by checking the radio button labeled Every time | visit
the webpage.

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later

Check for newer versions of stored pages:

(3)Every time I visit the webpage!
{_) Every time I start Internet Explorer
() Automatically

{:} Mewver

Once you have completed this click OK then in the next window click Apply and then OK
to save the setting that you have changed.
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