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Introduction

The Content Author’'s Cookbook is designed to give content authors the information they
need so that they can use Sitecore CMS to perform their day to day work. This cookbook
is primarily aimed at introducing new content authors with limited computer skills to the
tools that Sitecore contains. However, the procedures described in this document will
also be beneficial for more experienced and technically skilled content authors who are
unfamiliar with the tools that Sitecore contains.

Content authors must be able to update existing content on their corporate Web site or
intranet as well as create new material. This cookbook explains how to perform both
these tasks with the two editing tools that Sitecore contains — the Page Editor and the
Content Editor — and demonstrates how to edit existing items and create new items with
both of these tools. The cookbook also introduces some of the more advanced features
and functionality that Sitecore contains.

This Content Author’'s Cookbook contains the following chapters:

e Chapter 1 — Introduction
This chapter is a description of the content, aims, and the intended audience of this
manual.

e Chapter 2 — Sitecore
An introduction to some basic Sitecore functionality including item locking and formatting.

e Chapter 3— Managing Content in the Page Editor
Step by step instructions for using the Page Editor to create and edit content.

e Chapter 4 — Managing Content in the Content Editor
Step by step instructions for using the Content Editor to create and edit content.

e Chapter 5— The Rich Text Editor
Step by step instructions for creating several versions of the same item as well as
creating different language versions of the same item.

e Chapter 6 — The Media Library
Step by step instructions for using the Media Library.

e Chapter 7 — RSS Feeds
Step by step instructions for creating RSS feeds.

e Chapter 8 — Workflows for Content Editors
Step by step instructions for creating and using workflows.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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e Chapter 9 — Customizing the Interface
Step by step instructions for publishing content on your Web site.
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Sitecore

This chapter introduces some of the basic Sitecore functionality. This chapter explains
how to log in, how item locking works, and describes how roles affect the functionality
that is available to you in Sitecore CMS.

This chapter contains the following section:
e Logging In
e Roles and Functionality
e |tem Locking

e Formatting

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 © 2001-2010 Sitecore. All rights reserved.

Page 7 of 128



Sitecore CMS 6.2 Content Author's Reference and Cookbook @ S|teco re

2.1 Logging In
You must log in to Sitecore before you can edit any of the content on a Web site.
To log in to Sitecore:

1. Enter Sitecore after the name of your Web site, for example
http://www.mywebsite.net/sitecore and the Log in page appears:

Q) sitecore

License Holder: Sitecors

welcome to Sitecore License I0: 2010115034447
Sitecore.NET 6.2.0 (rev. 101105)
User name:
Password:

["IRemember me
Login
Forgot Your Password Change Password Browser Notes

‘You are using Internet Explorer 7,

Options Sitecore supports all user interfaces for

this browser.

Visit www.sitecore.net

2. Select the task you want to perform, enter your user name, password, and click Log in to log in
and start editing the Web site.

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 © 2001-2010 Sitecore. All rights reserved.
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@ sitecore’

Welcome to Sitecore

User name:
Password:

[“IRemember me
Lagin

Forgot Your Password Change Password

Options
User Interface:

% Desktop ﬂ Content Editor @ Page Editor

User Interface Language:
Default

Close Options

s

Visit www.sitecore.net

License Holder: Sitecore Ukraine
License ID: 20101115034447

Sitecore NET 6.2.0 (rev. 101105)

Browser Notes
You are using Internet Explorer 7.

Sitecore supports all user interfaces for
this browser,

@ Sitecore

3. Alternatively, click Options to see the other options that are available.

4. Select the user interface that you want to use, enter your user name, password, and click Log in

to log in and start editing the website.

Note

In this manual, we use the Sitecore Training Sample Site as our demonstration site.

Configuring Sitecore on Internet Explorer

If you have any problems configuring your Sitecore client on Internet Explorer, see the Internet Explorer

Configuration Reference at

http://sdn.sitecore.net/reference/Sitecore%206/IE%20Configuration%20Reference.aspx.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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2.2 Roles and Functionality

Sitecore contains tools that are suited to both experienced and inexperienced content authors. The
Content Editor is the editing tool for experienced users. However, depending on the roles you have been
assigned, the functionality that is available to you may differ from the functionality described in this guide.

For example, a user who has been assigned one set of roles may see the following ribbon in the Content
Editor:

Whereas a user who has been assigned another set of roles may see much more functionality in the
Content Editor ribbon:

Mavigate  Review  Publish

Furthermore, when you log in to the Sitecore Desktop, the set of applications shown in the Sitecore menu
also depends on the roles that have been assigned to you. The following images show the Sitecore menu
for two users who have been assigned a different set of roles:

Web Site Developer

sitecore bill

Lonnisilt s Content Editor Page Editor

Manage your content.

P — Preview
=] MediaLibrary
a @ Page Editor

Maintain media content. ﬁ Debug
o & Developer Center |
review \ ity. * Carousel
= Medi Library Create new functionality,
Bl | Maintain media content. )
s carousel

ﬁ Template Manager g] Recyde Bin

Create new templates.

Content Editor
Manage your content.

gj Recyde Bin G Search

% Search @ Waorkbox

T Workbox Control Panel

ControlPanel @ | \E] Development Tools »
All Applications b @ Reporting Tools All Applications b .QP Reporting Tacls

E\ Log Off 2 \ LogOff

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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2.3 Item Locking

Sitecore uses item locking to ensure that two different users can’t edit the same item at the same time. If
two or more users somehow managed to edit the same item simultaneously, only the changes that were
made by the user who clicked Save last will be available. All the other changes will be lost.

Item locking is a system whereby you lock the item you are editing and prevent other users from editing
this item until you unlock it again after you have finished editing the item.

Item locking works differently depending on the tools that you are using.
¢ In the Page Editor, you can lock an item before you start to edit it.

¢ In the Content Editor, you must lock an item before you can edit it.

2.3.1 Item Locking in the Page Editor

In the Page Editor, the way that item locking works depends on the access rights that you have been
assigned.

Minimal Page Editor

If you only have access to the Minimal Page Editor, you do not have access to the ribbon and cannot
manually lock an item before you edit it.

In this case, Sitecore checks whether an item is locked or not when you save it. If the item is not locked
your changes are saved. If the item has already been locked by another user, you receive a message
informing you that the item has been locked by another user and your changes cannot be implemented.

Limited or Full Page Editor

If you have access to the Limited Page Editor or the Full Page Editor, you can edit an item directly on the
page without locking it. When you save the item, Sitecore locks it for you. If the item has already been
locked by another user, you receive a message informing you that the item has been locked by another
user.

Alternatively, you can click Lock or Edit to manually lock the current item before editing it.

Save Save & Close Close Ribbon

BE R S

Page Editor | Preview || Insert Delete Lock My Ttems (3) Werkbox: || Log OFF

» Home » People ¢ | S Go (B Edit

When an item has been locked by you, it is noted in the My Items command.

Save Save & Close Close Ribbon

E R TRERE

Page Editor | Preview || Insert Delete | Lock | My Items (2) | Workbox || Log Off

» Home b People b | & Go (B Edit

In the previous image, the user has locked two items.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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When you have finished editing the item, you must remember to unlock it so that other users can edit it if
they need to.

Unlocking Items

You must remember to unlock items that you have locked.
To unlock an item, select the item and click Edit or Lock
If you have locked and edited numerous items, you can easily lose track of them all.
To see which items are still locked by you, in the Edit group, click My ltems:
2 Sitecore -- Webpage Dialog, @

m My Items
Views the items that are locked by you.

Drag a column to this area to group by it.
Hame Path
Home fsitecore/content/Home

Middle-Teaser fsitecore /content/Home fStandard-Items,TeasersMiddle-Teaser

Page 1 of 1 (2items)

Unlock All

Close

The My Items dialog box lists all of the items that you have locked.

To unlock one or more items select them and click Unlock. To unlock all the items, click Unlock All.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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2.4 Formatting

In Sitecore, the formatting of the content that is displayed on a Web site is generally controlled by the
style sheets that have been defined for the Web site by the administrators, designers, programmers, and
SO0 on.

This means that as a content author you do not have to worry about how the material you are responsible
for is presented to the reader and can concentrate on the quality of the material.

You can of course influence the style by making some text bold or italic and so on. Furthermore if you
know how to write HTML, you can edit the code and thereby influence the way that the content is
presented. In general you can concentrate on the material that is presented and ignore the way that it is
formatted.

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 © 2001-2010 Sitecore. All rights reserved.
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Managing Content in the Page Editor

This chapter introduces the Page Editor and the functionality it contains. It contains
detailed descriptions of how to edit an existing item including how to edit simple text fields
and rich text fields. There is a description of how to manage images in the Page Editor.
There are also detailed instructions on how to create new items.
This chapter contains the following sections:

e The Page Editor

e Editing an Item in the Page Editor

e Creating a New Item in the Page Editor

e Deleting Content

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 © 2001-2010 Sitecore. All rights reserved.
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3.1 The Page Editor

Content authors are generally focused on the quality and accuracy of the material displayed on the Web
site and not on the design, style, and layout of the site. For this reason most content authors prefer to
work in a program that is designed to meet their needs and not those of the developers and designers
who create the Web sites.

With this mind, Sitecore CMS allows content authors to edit and create items directly on the Web page
with the Page Editor. The Page Editor is the simplest of the editing tools that Sitecore contains. It is
designed for inexperienced content editors who edit and write content items directly on the page. Itis a
WYSIWYG editor (what you see is what you get) and limits the amount of functionality that is presented to
the user.

When you log in to the Page Editor, the functionality that is available to you can vary depending on the
security roles that you have been assigned and the customizations that have been carried out on Web
site you are accessing.

When you log in to the Page Editor, two buttons are displayed at the top of the Web page:

Edit Log Off

YourSite.net

You can then navigate to the page that you want to edit and click Edit to open the Page Editor in edit
mode.

The functionality that you have access to in the Page Editor can vary greatly. As a minimum you can
expect to see some buttons at the top of the Web page:

Save Save &Close Clase Insert Delete

F?_

YourSite.net

If you have been given more access rights, you might be able to use a ribbon of commands. The ribbon
you are presented with could look something like this:

Save Save & Close Close Ribbon

Page Editor | Preview || Insert Delete Lock My Items (0) Workbox || Log Off
Browser | | Ec Log O

» Home b | © Go [ Edit

This ribbon contains all the functionality available in the previous screenshot plus a little more.

When you are editing an item, you can click Ribbon to temporarily hide the ribbon and give yourself some
more space to work with or have a less confusing layout. Click Ribbon again to display the ribbon.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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If you have been given full access to the all the functionality contained in the Page Editor, you will be able
to use all the commands in this ribbon:

- ,,|
LogOfF

Save Save & Close Close Ribbon

Page Editor Home Publish Versions Presentation View

Page Editor

Preview Debug || Insert Delete Lock My Items (0) Workbox

» Home ¢ | &% Go [ Edit

This ribbon consists of six tabs each with its own collection of commands.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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3.2 Editing an Item in the Page Editor

As mentioned earlier, the Page Editor is the simplest of the editing tools that Sitecore contains and has
been designed for content editors who want to do their editing directly on the page.

The Page Editor is a WYSIWYG editor that allows you to see the changes that you make directly on the
page. This makes it easier for inexperienced users to control the changes that they make to the content
items they are responsible for.

In the Page Editor, you can edit:

o Simple text fields, date fields, and so on —fields that you edit on the page and have no extra
functionality associated with them.

¢ Rich text fields — fields that you edit in the Rich Text Editor.
e Word fields — fields that you edit in Microsoft Word.

e Media items — any kind of graphical item or sound file.

Note
In all of the procedures described in this manual, we use the Sitecore Training Sample Site as the
demonstration Web site.

3.2.1 Editing a Simple Text Field
To edit a simple text field:
1. Log on to the Page Editor.
2. When the Page Editor opens it displays two buttons:

Edit Log Off

YourSite.net '

Navigate to the item that you want to edit.
Click Edit to start editing the item.

In the item, select a simple text field that you want to edit.

Q Edit this site @ Help site ¥ print "8 sitemap

Use this space to create a

slogan or eye catching
text.

6. Edit the text directly on the page. The text field automatically expands to fit the text you enter.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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7. When you are finished editing the text, you can start editing another text block or click Save to
save the changes, Save & Close to save the changes and exit editing mode, or Close to close the
item and exit editing mode without saving the changes.

3.2.2  Editing a Rich Text Field
A rich text field gives you more control over how the text appears on the Web page.
To edit a rich text field:
1. Select arich text field and Sitecore displays some extra options.
Depending on your installation, the options can vary from

Audrey a User with mormal Audrey a3 User with normal
authoring authoring
features. features.

Denny d  User with page Denny d  User with page
designing designing
features. features.
Admin b User with access to Admin b User with access to
all features. all features.
= Edit Text | cedtText B T U 0 (& |
[ R T N |

You can either edit the text directly on the page or in the Rich Text Editor.

2. When you edit a rich text field directly on the page, you can not only edit the text but may also be
able to format it. You can make the text bold, italic, and underlined.

You can also insert a link or an image into the item.

Inserting a Link

Toinsert a link into a rich text field:

1. Click the link button <@ to open the Insert a Link dialog box.

& Sitecore -- Webpage Dialog, @

Insert a Link

= Select the item or media that you want to create a link to.

Internal Link | Media Items
= 'y Content}
& &3 Home
& @) sample
® @) Help
& ) Meta-Data
& ) settings

2. Inthe Insert a Link dialog box, expand the content tree and select the item that you want to
create a link to.

3. Click Link to create the link.
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4. If the item that you want to link to is an image or media file, click the Media Items tab.

A sitecore - Webpage Dialog,
Insert a Link
Select the item or media that you want to create a link to.

“Internal Link | Media Items
B &) Media Library

i Files
& ) images

Upload

5. Expand the content tree and select the media item that you want to link to.

6. Click Link to create the link.

Inserting an Image
To insert an image into the rich text field you are editing:

1. Click the Insert Image button &l o open the Insert Media Item dialog box.

A sitecore - Webpage Dialog,

= Insert Media Ttem
B8] vou can insert 3 media item here.

ClFies »
i) Images .rlj

Images

Name: ‘ ‘

l Upload ” Edit ] [ Insert ” Cancel ]

2. Expand the content tree and select the image or media item that you want to insert.

As you can see you can also insert other types of media into the item. These could be
animations, film clips, sound files, and so on.

3. Click Insert to insert the image into the rich text field.

Uploading an Image or File

If the media file, that you want to create a link to, is not available in the media library, you must upload it
to the media library.
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To upload an image or file to the media library:

1. Inthe Page Editor, click the Insert Image button =

A sitecore - Webpage Dialog,
= Insert Media Ttem
‘fou can insert a media item here.

i Files

i) Images

Name: ‘

[ wpoads [ Eat | [

2.

2 Sitecore -- Webpage Dialog,

Upload a File
Select a file. When done dick the Upload button.

Filename:

Cancel

3. Inthe Upload a File dialog box, click Browse to locate the file you want to use. When you select
the file, it is automatically uploaded to the Sitecore Media Library.

When the media file is available in the Media Library, you can create a link to it or use it to illustrate your
Web site.

3.2.3 Editing a Rich Text Field in the Rich Text Editor

You can also edit rich text fields in the Rich Text Editor.

1. Select the rich text field that you want to edit:

Audrey a User with normal
authoring
features.

Denny d User with page
designing
features.

Admin b User with access to
all features.

medtTet B J U D &
e e e s
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2. Click Edit Text to open the text in the Rich Text Editor:
T
B D020 B .k

When you dlick the @ Edit this Site link, you are requested to enter 2 username and a password.
The starter kit includes seme predefined users that demenstrate various levels of functienality.

Choose one of the following:

User PassDescription

Minnie | m User with minimal authoring features.
Lonnie | | User with limited authoring features.
Audrey: a User with normal authoring features.
Denny | d User with page designing features.
Admin | b User with access to all features.

@Daslgn :_]HTML Accept ” Reject
P==

3. You can now edit the item in this window.
The Rich Text Editor gives you access to more functionality. You can:
e Insert and delete links to other parts of the Web site and to external Web sites.
e Insert pictures or other media items.
e |nsert symbols into the text
e Paste text from Microsoft Word into the item.

If you prefer, you can use Microsoft Word to write the text you want to use in the item and
paste it into the Rich Text Editor.

e Find and replace text in the item.

4. When you are finished editing the item in the Rich Text Editor, click Accept to save your changes.

Furthermore, you can also view the item in HTML format, if you have the necessary expertise and feel
comfortable editing the text in that format.

Note

Your Sitecore system administrator controls the functionality that is available in the Rich Text Editor. If
you need more functionality, ask your administrator to make it available to you.

For more information about using the Rich Text Editor, see Chapter 5 ‘The Rich Text Editor.’

3.2.4  Editing a Word Field in the Page Editor

Sitecore also supports using Microsoft Word as the text editor. People who are familiar with Word may
prefer using this tool to edit lengthy pieces of content. These Word fields are defined in the template by
the developer who creates the Web site.

You can edit Word fields in the Page Editor.

Important
You must have Microsoft Word 2007 installed on your computer to edit Word fields in Sitecore.

Sitecore Word fields are only supported on Internet Explorer 7 and later.
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Configuring Word Fields

If you are using Internet Explorer 8, the first time you access a Word field in Sitecore, you will receive an
error telling you that your security settings won'’t let you run ActiveX controls on the page.

Windows Internet Explorer

One or more ActiveX controls could not be displayed because either:

1) Your current security settings prohibit running ActiveX controls on this page, or
2) You have blocked a publisher of ane of the controls.

As & result, the page might not display correctly.

If this is the case, you must configure Internet Explorer to support Word fields in Sitecore.
To configure Internet Explorer to support the Word fields:

1. Ensure that you only have one instance of Internet Explorer open.

2. InlInternet Explorer, click the Tools (ALT-T), and then click Internet Options.

Internet Options |E|E|

Genera\‘SEfU”'Y |Prwacy Content | Connections | Programs | Advanced

Select a zone to view or change security settings.

Internet  Localintranet QUEGEHEElc] Restricted
sites

Trusted sites
& This zone contains websites that you

v trust not to damage your computer or
your files.
Yfou have websites in this zone,

Security level for this zone

Custom
Custom settings.
“To change the settings, dick Custom level,
- To use the recommended settings, dick Default level.

[ customlevel... ][ Defaitievel ]

Reset all zones to default level

3. Inthe Internet Options dialog box, click the Security tab, and then click Trusted Sites.
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4. Inthe Security level for this zone section, click Custom level, and the Security Settings -
Trusted Sites Zone dialog box appears.

Security Settings - Trusted Sites Zone E

Settings

Q Prompt ~
@) Actvex controls and plug-ins |
@) Allow previously unused ActiveX controls to run without prom
© Disable
@ Enable
4] Allow Seriptlets
© Disable
© Enable
@ Prompt
] Automatic prompting for ActiveX controls
© Disable
@ Enable
& Binary and script behaviors
() Administrator approved
© Disable
(@ Frahla
< | >

“Takes effect after you restart Internet Explorer

Reset custom settings
Resetto:

Medium (default) v| [ Reset... l

5. Inthe Security Settings - Trusted Sites Zone dialog box, in the Settings section scroll down to
the ActiveX controls and plug-ins node.

6. Inthe Automatic prompting for ActiveX controls section, click Enable.
7. Click OK to accept the changes that you made.

Now when you access a Word field in Sitecore, you are prompted to install an ActiveX
component.

Internet Explorer - Security Warning

Do you want to install this software?
Mame: officeviewer.cab
Publisher: Sitecore AJS

More options Install Don't Install

@ viile files from the Internet can be useful, this file type can potentially harm
your computer, Only install software from publishers you trust, What's the rigk?

8. Click Install to install the component.
When the component is installed, you can edit the field in Word.
Note

After you have installed this ActiveX component, you should consider undoing these changes and going
back to the original security settings.
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Editing a Word Field
To edit a Word field in the Page Editor:

1. Inthe Page Editor, move the mouse over a Word field and it displays a small Word icon.

If your erganization sells products, create a Product Section to showcase them.

This demonstration section shows how you can arganize your products into Product
Categories. .

[ Ecic &

2. Click Edit to open a new window displaying the content of this field in Word.

2 Sitecore — ‘Webpage Dialog @

A O E s
Home Insert Page Layout References Mailings Review View Developer AbleBits.com @
= Times New Roman -2 -l : % B
I e | e e | AsBOCA AzBbCcl AaBbCi
Paste 7 (A A A x| s TMormal T WoSpaci.. Headingl — ;h;:sgf Fanig
e o & ErnerD & Styles &
E-l-:‘ll-z-l‘:‘ NN KRN NN AN RS DN KNI TS T E T I KRS LI TR XS CANRE T ‘l?'l'a‘%

if-}'au_r-crga_uizatiun-sells-pmducts _create-a-Product-Section-to-showcase-them 7

This-demonstration-section-shows-how-you-can-organize-yvour-products-into-Product-Categories. =

You have access to all the functionality that Word contains.

=t

To insert a Sitecore link to another item on your Web site, click Insert a Link.

To insert an image from the Media Library, click Insert Media.

To insert an image that is not in the Media Library, use Word’s functionality.

You should upload any images that you want to use regularly to the Media Library.

6. When you are finished editing the Word field, click Accept to save your changes and close the
window.

7. To close the window without saving your changes, click Reject.
8. Inthe Page Editor, save your changes and unlock the item.
For more information about Word, see Microsoft’'s documentation.

Depending on how your Web site has been configured, you can also edit Word fields directly on the page.
If your Web site supports inline editing, all of the functionality of Word is available in the inline editing
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ofF -
Home|| Insert | Page Layot | Reference: | Mailings | Review | View | Developer | AbleBits.cc | @)
B Times New Roman -1z - |3 Kl
(B or O abe x, 7 |[ | -
Paste Styles Editing
- [ A A A x| || 24|19
Clipboard Font i Paragraph
g‘\‘:"E‘I'E'I'i‘l‘i"i‘l'f' NN KNSR E.TE
If-vour-organization-sells-products,-create-a-Product-Section-to-showecase-them .
This-demonstration-section-shows-how-you-can-organize-your-products-into- |
Product-Categories.*¥
¥
|'1'| m L) '|

&3 Toolbar & Insert Link (] Insert Media

1. Click Toolbar to display or hide the ribbon in Word.
2. Toinsert a Sitecore link to another item on your Web site, click Insert a Link.
3. Toinsert an image from the Media Library, click Insert Media.

For more information about configuring Word fields, see the Presentation Component XSL Reference
manual.

3.2.5 Editing a Graphical Item

You can also use the Page Editor to edit any graphic items that are displayed on the Web site. When you
select an image, you are presented with some additional options:

&

& Editlink 5] Choose Image (&) Properties

You can:
e Edit the link that the image contains — if there is one.
e Select the image to be displayed.

e Edit the properties of the image.

Once again, the options that are available to you can vary from installation to installation.
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Editing the Link in an Image
To edit the link in an image:
1. If the picture is a link, click Edit Link:

& Sitecore -- Webpage Dialog, @

Internal Link
Select the item that you want to create a link to and specify the appropriate
properties.

-

= a Comtent i
&) Home
@ #sample Anchor:
= @ Hep Target Window: | Active browser v|

& ) standard-Items T
E |83 Authors
B g Designers Style Class:
# i Developers
& () Meta-Data
& () Settings Query String:

Link Description:

Alternate Text:

2. Inthe left-hand pane of the Internal Link dialog box, select the item that the link should open.
You can only link to another item in this Web site and cannot link to another Web site.

3. The Internal Link dialog box contains the following fields:

Field Value
Link Description | A description of the link.

Anchor The name of the anchor on the page you want to link to. The
browser will scroll directly to this point on the page.

Target Window Whether the link should use the same browser window,
another browser window, or a custom window.

Custom If you select Custom in the target Window field, you specify
the custom window here.

Style Class The style class that you want to use.

Alternate Text An alternative text that will be displayed when you move the

mouse over the image.

Query String A query that will be added to the link.

4. Fill the fields in with the appropriate information.

Changing the Image
To change the image that is displayed in the rich text field:
1. Inthe Page Editor, select the image that you want to change.
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2. Click Choose Image to open the Media Browser dialog box:

A Ssitecore - Webpage Dialog, @
= Media Browser
B cclect the image or il that you want to open.

o) TrTe—

iJ Files

& ) Images

) Banners

i) Categories

] Help Site

i Logos

i News

iJ People

i Products

) References

& ) Teasers
#Z Changelogo
4+ confused | S

A

i Developer

| ~
[ "

Name: ‘Flmagesf’Teasersv‘cnnﬁJsed |

The Media Browser dialog box lets view all of the items that are currently available in the
Sitecore Media Library.

3. Select the image that you want to use and click OK.
This new image is inserted into the current item.

4. Inthe Page Editor, click Save to save the changes, Save & Close to save the changes and exit
edit mode, or Close to close the item and exit edit mode without saving the changes.

Editing the Properties of an Image
To edit the properties of the image:
1. Inthe Page Editor, select the image.

2. Click Properties to open the Image Properties dialog box.

2 Sitecore - Webpage Dialog, @
= Image Properties
B coihe properties for the image here,
Text
Alternate Text: |

Default Alternate Text: Confused?

Dimensions

Enter the dimensions of the image if they are different than the dimensions of
the original. This will only affect the reference and not the original image.

Original Dimensions: 300 x 400

Space
Please pravide the desired space to place around the image.
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3. Inthe Alternate Text field, enter the text to be displayed when you move the mouse over the
image.

4. Inthe Dimensions section, specify the dimensions that the image should be displayed in — if
they differ from the actual size of the image.

5. Inthe Space section, specify how much space should be placed around the image.
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3.3 Creating a New Item in the Page Editor

As a content author, you not only have to edit content but also create new content items and insert them
into the Web page where you want them displayed.

The ways in which you can create items in Sitecore can vary depending on the security roles that you
have been assigned and the way your Web site has been customized.

3.3.1 Inserting Items

When you log on to the Page Editor, you should navigate to the page that you want to edit. When you
click the Edit button at the top of the page, you are presented with all of the editing tools that are available
to you on this Web site.

To insert a new item onto the page:

1. Click Insert to open the Insert dialog box.

2 Sitecore -- Webpage Dialog, @

5 Insert
Select the insert option you want to use, Click Insert to use the
option.

43 About Us Section

2] Contact Section

] Executive Profiles Section
(8 J0bs Section

& News Section

i@ Product Section

§ References Section

£} Services Section

i@ Site Section

Ttem Name: |

The type of item that you can create will vary depending on where you are on the Web site. If you
are on the front page, you can insert a new section and depending on the type of section you are
on, you can add appropriate items to that section.

Select the type of item that you want to insert. In this example, you insert a new section.
In the Item Name field, enter the name of the section that you want to insert.
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4. Click Insert to create the new section and a section is added to the Web site:

Save Save & Close Close Insert Delete
. EETTE— -
YourSite.net

o Edit this Site @ Help Site ‘x Print == Sitemap

[No text in field]

Products

Home »

Products Products sidebar title: [No text in field]

sidebar text: [No text in field]
Provide your main text here...

This page inherits sidebar text because the

fields above are blank for this page.

Provide text for the fieids sbove o averride
the interited sidebar for this page.

Change the text below to medify the
inherited sidebar text at its source.

Who am I?

Whan you click the @ Edit this site
link, you are requested to enter a

As you can see, the new section contains no items and the sidebar contains the same text as the
Home page.

When you create a new item, it is automatically locked to prevent other users from editing it.

5. To add an item to the Products section, click Insert and the Insert dialog box contains the
following options:

72 sitecore -- Webpage Dialog
M Insert
H|  select the insert option you want to use. Click Insert to use the
option,
& Product Category

@ Product Description

Ttem Mame: || |

6. Select the item that you want to create.

7. Inthe Item Name field, enter the name of the new item and click insert.
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When you are finished editing the new items, you must unlock them.

Home » Products

Brorhicts Products

BradactCarenaty Provide your main text here...

Product Description

overview abstract: [No text in field]

Product Category

[— Product Description
number: [No text in field]

price: [No text in field]

overview abstract: [No text in field]

To unlock the items:

1.

2.

In the Edit group, click My Items to see a list of all the items you have locked.

A sitecore -- Webpage Dialog
My Items
Views the items that are locked by you.

Name Path
Developer fsitecorejcantent/Home Jobs/Developer
Jobs fsitecore/cantent/Home/Jobs

L] 4 s » 4] Page 1 of 1 (2items)
i o)

sidebar title: [No text in field]
sidebar text: [No bext in fisld]

This page inherits sidebar rext because the

Provide text for the fields above to override
the inkerited sidebar for this page.

inherited sidebar rexr st its source.

@ sitecore

These items have different designs and allow you to present different information on the Web
page.

Both the items you can select and the presentation possibilities that they give you are determined
by the design and style that has been implemented on your particular Web site.

You should now edit the items and the section you have inserted and add text, images, sidebar
text, and so on.

In the My Items dialog box, select the items that you have finished editing and click Unlock to
unlock the item. If you have finished editing all the items, click Unlock All to unlock all the items.
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3.4 Deleting Content

Content authors must delete items and content from time to time. This is a very simple task in the
Sitecore Page Editor.

3.4.1 Deleting an Item
To delete an item from the Web site:
1. Navigate to the item that you want to delete.
If you want to delete an item, navigate to that item.

If you want to delete a sub-item, navigate to the sub-item in question and not just the link to it that
is shown on another item.

2. Click Delete to remove the item or section.

Once again, depending on the customizations carried out on your Web site and the way the Page
Editor has been configured, the Delete button may be located on the ribbon or at the top of the
screen.

3. If you try to delete an item that contains sub-items, a message will appear informing you that that
the section contains sub-items and that these items will be deleted along with the section.

Windows Internet Explorer

2
2

Are you sure you want to delete "My Products"?

This item has sub-items which will also be deleted if wou delete this item.

If you want to save any of the items, you must move them to another section.

4. Click OK to delete the item and its subitems.
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Managing Content in the Content Editor

This chapter introduces the Content Editor and the functionality it contains. It contains
detailed descriptions of how to edit existing items. There is also a description of how to
manage images in the Content Editor. There are detailed instructions on how to create
new items and how to delete items.

This chapter contains the following sections:
e The Content Editor
e Editing an Item in the Content Editor
e Creating New Items in the Content Editor

e Deleting Items in the Content Editor
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4.1 The Content Editor

The Content Editor has been designed for more experienced content authors who feel comfortable
working with a computer, Microsoft Word, and are familiar with Sitecore and the functionality that it
contains.

The Content Editor is a large application but its appearance and the functionality that it contains varies
depending on the roles that have been assigned to the user, the local security settings and the amount of
customizations that have been carried out on your installation.

The Content Editor gives the user access to an array of functionality that meets the needs of the more
experienced content author.

The functionality that you have access to in the Content Editor can vary greatly. As a minimum you can
expect to see:

If you have been given more extensive access rights, you will probably have access to more commands
and more tabs:

Navigate Review Publish Versions
2 || 23] contact Section

] Executive Profiles Section {275

Navigate Review Pubiisl 5 Configure Presentation Security Vies

W

q 4 cut

Paste L Copy
Clipboard

4.1.1 The Page Editor vs. the Content Editor

When you log in to the Content Editor, the items that make up your Web site are presented to you in a
very different way than they are in the Page Editor. In the Page Editor, you see the items as they are
presented on the Web site. In the Content Editor, you see the items as objects in the content tree and
when you select an item it is presented to you as a list of fields that you can edit.
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For example, the Products section of the Sample Web site looks like this in the Page Editor:

save Save & Close [ mopon |

Insert Delete Lock MyItems (1) Workbox || Log OFf
wﬂ

| » Sample b Products b |  Go [F Edit

sItecore’ siecore e

compelling web experiences’ Q Edit this site ¥ Print 8 Sitemap

= - mmm- e | ot [ v |

w
- You want products?
We've got products!

Products Products Product Awards

R If your organization sells products, ereate a Product Section ta showcase them. Weoie prais bt s e i
market.

Office Products This demonstration section shows how you can organize your products into Product

You know it and the experts know it.
& Vacation Products Categories.

In fact, your products have von

numerous avards.

Home Products But do your visitors know it?

Take a look at these time saving innovations for the home. L R

read more sidebar.

Office Products

Labor saving devices that save your organization money.

read more

You can edit all of the items that appear on the page — text, graphics, logos, links, and so on.
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When you open the Products section in the Content Editor, it looks like this:

== % -]

= & Content
) Home
& @rsample
i) Standard-Ttems
= @ products
B & Home-Products
@ cool-o-matic
3 wash-o-matic
& Office Products
& vacation-Products
& services
‘@ References
& Mews
83] People
(8 J0bs
|23 Contact
& About-Us
@) Help
) Meta-Data
i) settings

Content Editor

=M

@ Products 2a

/&y You must lock this item before you can edit it.
To lock this item, dick Edit on the Home tab.

® Lockand Edit

f Banner =]
Banner Slogan:
You want products?

We've got products!

Banner Image:

Dimensions: 720 x 130
Default Alternate Text: "Sparkles™

== Breadcrumb =2

Breadcrumb Title:

@ sitecore

As you can see, it is presented as a list of fields that you can edit. Furthermore, the fields you are
presented with are only those that belong to the Products item itself. The Sitecore logo, the Home
Products item, and so on are all separate items and must be edited independently of each other in the

Content Editor.
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4.1.2 The Content Tree

One of the main features of the Content Editor is the content tree that it uses to present all the items that
have been created for the Web site.

|._ Q@ -
= & Content
= ) Home
@ my prods
=l @& My Section
&3 My Item
& JJ Standard-Ttems
=) \'ﬂsample
) Standard-Items
= @ Products
£l 5 Services
# '\ References
H @ News
# |A| People
= (@ Jobs
# 3 contact
# g About-Us
@) Help
5 ) MetaData
£] Jj Settings

The Sitecore content tree has a similar structure to the one used in Windows Explorer. In Sitecore objects
and groups are not represented by standard folder and file icons but by many different icons. You can
expand and open every group in the Sitecore content tree just as you can the folders in Windows
Explorer. When there is a plus ‘+’ beside an icon, it contains sub items and can be expanded. When there
is a minus ‘-’ beside an icon, it has already been expanded and when there is no symbol, the item
contains no sub items.

Searching in the Content Tree

There is a search function associated with the Sitecore content tree. This helps you find items quickly and
can be particularly useful in very large Web sites and in sites that you are unfamiliar with.

To search for an object:

1. Inthe content tree, select the object that you want to search from. This is the starting point for
your search.

The Sitecore search engine searches the entire content tree. However, the search results list the
items that are found after this starting point above the items that are found before this starting
point.

The Sitecore search engine does not support wildcards.
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2. Inthe Search field, enter the value that you want to search for. This can be any character,
number, word, and so on.

[matic @ -]
&[5 sitecore
= & Content
) Home
@ sample
@ Help
i) Meta-Data
i) Settings
B Layout
= [&) Media Library
i) Files
i) Images
9 System
[E] Templates

3. Click the Search button Q or press ENTER to perform the search and the results are displayed.

[matic Q, ~]
(&, Search Results (Wash-o-matic)
Subitems 1@ Wash-o-matic

Starting point for the search

Images § Cool o matic
\* Wash o matic

Content 1@ Cool-0-matic

Folder the item is stored in

Adding an Extra Criteria
Sometimes you might need to refine your search by entering extra criteria.
To add extra criteria to your search:

1. Click the drop-down arrow ™ to open an extra pane:

‘\% Search Result X

2. If you want to search for an object by its name, enter the value in the Name field.
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3. To change the field that you search in, click the name of the field and a list appears displaying the
names of all the fields in the current item.

|mahc Q |
Name:

- Breadarumb Title

<2 Ad

Lo ) 1

', Seal

Image
s Menu Title

Menu Tooltip

Name

Number

Overview Abstract
Overview Image Max Width
Price

Related Items

Sidebar Text

Sidebar Title

Text

Title

Remaove

4. To add an extra criterion, in the Add Criteria field, enter the name of the criteria.

[matic Q ~]
T

= (5] sitecore
= & Content
# ) Home
1| @ sample
H @) Help
# () Meta-Data
() settings
2 B Layout
=l (&) Media Library
) Files
= ) images
= ) Banners
- confused
wwis CrOWG

Click Add Criteria to add the new criterion to the list.
You can then click the name of the new criteria and select a field name from the list that appears.

The results of the search are displayed in the Search Results pane. The items that were found
below the current item are displayed first.

Removing the Extra Criteria

To remove the extra criterion, click the criterion you want to remove and then click Remove at the bottom
of the menu that appears.

4.1.3 Locking in the Content Editor

In the Content Editor, you must lock an item before you can edit it.
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Locking an Iltem

To lock an item:

1. Inthe Content Editor, navigate to the item that you want to edit.

2. Onthe Home tab, click Edit to lock the item.

When you lock the item, the functions and commands that are available to you are activated in

the Content pane.

[a Content

{Ei Products

f Banner

Spellcheck
Banner Slogan:
You want preducts?

We've got products!

Browse * Properties * Open Media Library - EditImage * Clear - Refresh
Banner Image:

J/Images/Banners/sparkles

Dimensions: 720 x 130
Default Alternate Text: "Sparkles™

=8 Breadcrumb
[ Menu
|5) Page Title and Text

Title:
Products

Show Editor - Suggest Fix - Edit Himl
Text:
If vour organization sells products, create a Product Section to showcase them.

This demonstration section shows how vou can organize your products into Product

M atacndac

3. You can now start editing the item.

Unlocking an ltem

When you have finished editing the item, you must remember not only to save the changes but also to

unlock the item so that others users can edit it.

To unlock the current item, click Edit.

As a content author, you often have to make extensive changes to many items on the Web site. This can
mean that you have to lock many items and keep them locked to ensure that your changes are

implemented consistently across all the items.
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Sitecore keeps track of all the items that are locked to ensure that nobody else can edit them but it also
keeps track of all the items that have been locked by each individual user.

To unlock the items you have locked:

1. Inthe Content Editor, click the Review tab.

2. Inthe Locks group, click My items:

My Ttems
Wiews the items that are locked by you.

Products
News

sitecore /content/Home Products

Jeitecore fcontentHome News

Home [sitecore fcontent/Home:

Product Category Jsitecore /content/Home /Products/Product Category
Product Description [sitecore fcontent/Home Products /Product Description

Page 1of 1 (5items)

.
'

Close

The My Items dialog box lists all of the items you have locked. You can have locked these items
during the current session or during previous sessions.

Select the items that you are finished editing and click Unlock to unlock them or click Unlock All to
unlock all the items.
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4.2 Editing an Item in the Content Editor

As mentioned earlier, experienced content authors feel more at home with the advanced functionality that
is available in the Sitecore Content Editor.

In the Content Editor, you can edit all of the fields that an item contains — rich text fields, Word fields,
image fields, and so on.

Note
You must lock an item before you can edit it in the Content Editor.

In all the procedures and tasks described in this chapter, it is assumed that you have already locked the
item.

4.2.1 Editing a Rich Text Field in the Content Editor
After you have selected an item in the content tree, you can edit it.
To edit an item in the Content Editor:

1. Inthe Content Editor, locate the item that you want to edit in the content tree.

| @ content E- ] |
- -
@ Products -
i g
Spelicheck
Banner Slogan:

You went prodacts?

We've got products!

Browse - Properties * Open Media Library - EditImage - Clear - Refresh
Banner Image:
/Images/Banners/sparkles

NV S~

v -
Dimensions: 720 x 180
Default Alternate Text: "Sparkies™

== Breadcrumb
[ Menu
|5} Page Title and Text =
Title:
Products

Show Editor * Suggest Fix * Edit Himl
Text:
If your organization sells products. create a Product Section to showcase them

This demonstration section shows how vou can organize vour products into Product
Clatanariac bt

2. Inthe Content pane, locate the field that you want to edit.
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3. If you want to edit a single line or multiple line text field, you can do it directly in the field:

W Content T ——— s Y k-5
g@ Products —IC
«f Banner =
Spelicheck
Banner Slogan:

You want products?

We've got products!

Browse - Properties - Open Media Library - EditImage - Clear - Refresh
Banner Image:

/Images/Banners/sparkles

NV

4. When you want to edit a rich text field, you cannot edit it directly in the field:

[UCDntent ‘*'E'].
Default Alternate Text: ‘Sparkles Aa
=B Breadcrumb
[ Menu
Page Title and Text =]
Title:
Products

Show Editor [+ Suggest Fix * Edit Himl
Text:
vour organization sells products, create a Product Section to showcase them.

This demonstration section shows how you can organize vour products into Product
Categories.

5. Click Show Editor to open the Rich Text Editor:

A sitecore - Webpage Dialog,
2@ R0 B9 s

If your organization sells products, create a Product Section to showcase them.

This demonstration section shows how you can organize your products into Product Categories.

Reject

The Rich Text Editor gives you access to more functionality. You can:
¢ Insert and delete links to other parts of the Web site and to external Web sites.
e Insert pictures or other media items.

e Insert symbols into the text.
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e Paste text from Microsoft Word into the item.

If you prefer, you can use Microsoft Word to write the text you want to use in the item and
paste it into the Rich Text Editor.

e Find and replace text in the item.
Note

The functionality that is available in the Rich Text Editor is controlled by your Sitecore system
administrator. If you need more functionality, ask your administrator to make it available to you.

Furthermore, you can also view the item in HTML format, if you have the necessary expertise and
feel comfortable editing the text in that format.

6. When you are finished editing the item in the Rich Text Editor, click Accept to save the changes
you have made to the field.

7. Inthe Content Editor, scroll down through the item and expand all of the bands and check that
all of the fields contain the right content. For example, does the sidebar contain the appropriate

text?
| @ Content - [0 1
[d sidebar e

Sidebar Title:
Product Awards

Show Editor |+ Suggest Fix * Edit Himl

Sidebar Text:

You've got the best products on the market.

You know it and the experts know it.

In fact. your products have won numerous awards.

But do vour visitors know it?

Tell them about it here, in the sidebar.

8. Click the Review tab and in the Proofing group, click Spelling to start the spell checker. The spell
checker runs through all the text fields in the item.

9. When you have finished editing the item, click Save to save the changes you have made to the
item and then click Edit to unlock the item so that other users can edit it if they need to.

Note
The spell checker only checks the current item. If you have edited several items, you must open them
individually and run the spell checker.

For more information about using the Rich Text Editor, see Chapter 5 ‘The Rich Text Editor.’

4.2.2  Editing a Word Field in the Content Editor

You can also edit Word fields in the Content Editor.

Important
You must have Microsoft Word 2007 installed on your computer to edit Word fields in Sitecore.

Sitecore Word fields are only supported on Internet Explorer 7 or later.
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If you are using Internet Explorer 8, the first time you access a Word field in Sitecore, you will receive an
error telling you that your security settings won'’t let you run ActiveX controls on the page.

To learn how to configure Internet Explorer 8 to run this ActiveX control, see “Configuring Word Fields” on
page 22.

To edit a Word field:
1. Inthe Content Editor, open the item you want to edit.

w Content [“Rd-=Id

\)E

a
Overview Abstract:

The Home page of you site automatically displays the first three recent news itcems
(sorted by the news article date).

Overview Image Max Width [standard valuel:
100

[5) Page Title and Text

Title:
Recent News Items Shown on Front Page

Edit - Download
Text:

The Home page of vou site automatically displays the first three recent news items (sorted by the news article date).

Inn order for this to work. however. you must create a News section using the News Section item tyvpe.

A

2. Click Edit to open a new window displaying the content of this field in Word.

A sitecore -- Webpage Dialog

AM-0 -
Home Insert Page Layout References Mailings Review  View Developer @
S50 0 Times Mew Roman -2 -|[E = | |22 EE % 4
,j 23 (e s e x’\‘i’)‘ = AaBbCel AaBbCel AaBbCi _ -
Paste F | A A A || <[] THormal — THo Spaci. Headingl o gg’ﬂ‘:igf Editing
Clipboard ™ Fant il Faragraph il Styles I
E'I'I‘II'Z'I‘E‘ BRI K AN RN KNS RIS T RN T XS € KN CXMIEE IS GRS CANINE R L

In order for this to work, however, vou must create a section using the News Section item tvpe.

I

The Home page of vou site automatically displays the first three recent news items (sorted by the news article date). U
+

-3

T

Accept Reject

Insert Link Incert Media

This window gives you access to all of the functionality in Word.
To insert a Sitecore link to another item on your Web site, click Insert Link.
To insert an image from the Media Library, click Insert Media.

To insert an image that is not in the Media Library, use Word’s functionality.
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You should upload any images that you want to use regularly to the Media Library.

6. When you are finished editing the Word field, click Accept to save your changes and close the
window.

7. To close the window without saving your changes, click Reject.
8. Inthe Content Editor, save your changes and unlock the item.

For more information about Word, see Microsoft's documentation.

4.2.3 Working with Graphics

As a content editor, you will often have to change or edit the media items that are displayed on your Web
site.

Changing an Image
To change an image:
1. Inthe Content Editor, locate the item that you want to edit in the content tree.

[a Content

@ Products 2a

+f Banner =

Spelichedk
Banner Slogan:
You want products?

We've got products!

Browse  Properties * Open Media Library * EditImage * Clear - Refresh
Banner Image:
/Images/Banners/sparkles

a\l

Dimensions: 720 x 180
Default Alternate Text: “Sparkles™
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@ sitecore

2. Inthe Content pane, click Browse to open the Media Browser dialog box:

A sitecore - Webpage Dialog, E]
= | Media Browser
B cclect the image or il that you want to open.

2 [&] Media Library ol
i Files
B Images
& Banners
« confused
wewss crowd
mm friends

« hello NV o
« numbers E e
= OpEn space - —

< = rolled blusprints
= signpost
mam sitecore key
) sit=core_fiashbann
e sparkles
=m spiral stairs
= team meeting bl
¢ | >

Name: ‘_P’Imagesf’Bannersfsparkles ‘

When the Media Browser opens, it displays the image that is already shown in the item you are

editing.
Locate the image that you want to use, select it, and click OK.

The image you selected is now used in the item you are editing.

°Conbent

\@ Products

of Banner =
o

Spelicheck
Banner Slogan:
You want products?

We've got producta!

Browse - Properties -+ Open Media Library °| EditImage - Clear - Refresh

Banner Image:

/Images/Banners/rolled blueprints
Z I 1

g

Dimensions: 720 x 180
Default Alternate Text: olled blueprints™

Uploading an Image

If the image you want to use is not available in the Media Library, you can easily make it available by

uploading it to the Media Library.
To add an image to the Media Library:

1. Inthe Content pane, click Browse to open the Media Browser dialog box.
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2. Inthe Media Browser dialog box, click Upload:

A Sitecore -- Webpage Dialog,

Upload a File
Select a file. When done dick the Upload button.

Filename:

“ Browse i

3. Inthe Upload a File dialog box, click Browse and navigate to the image that you want to add to
the Media Library.

The image is automatically uploaded to the Media Library and you can now use it on your Web
site.

Editing the Properties of an Image
After you have added an image to an item in the Content Editor, you can edit the properties of the image.
To edit the properties of the image:

1. Inthe Content pane, scroll to the field containing the image.

@ content R——— - SaE] |
&l @

5@ Products.

of Banner =]
of

Spellcheck
Banner Slogan:
You want products?

We've got products!

Browse - Properties * Open Media Library - EditImage - Clear * Refresh
Banner Image:
/Images/Banners/rolled blueprints

Dimensions: 720 x 180
Default Alternate Text: "rolled blueprints™
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2. Click Properties to open the Image Properties dialog box:

A Sitecore -- Webpage Dialog,
= Image Properties
Set the properties for the image here.
Text
Alternate Text: “

Default Alternate Text: Confused?

Dimensions

Enter the dimensions of the image if they are different than the dimensions of
the original. This will only affect the reference and not the original image.

Original Dimensions: 800 x 400

Space

Please provide the desired space to place around the image.

3. Inthe Alternate Text field, enter the text that you want to be displayed when you move the
mouse over the image.

4. Inthe Dimensions section, specify the dimensions that the image should be displayed in — if
they differ from the actual size of the image.

5. In the Space section, specify how much space should be placed around the image.

Editing an Image
You can also use Sitecore to edit the image if you need to.
To edit an image:

1. Scrall to the field that contains the image.

°Conbent

@ Products

of Banner =

Spelicheck
Banner Slogan:
You want products?

We've got products!

Browse - Properties * Open Media Library | EditImage - Clear * Refresh
Banner Image:
/Images/Banners/rolled blueprints

|

Dimensions: 720 x 180
Default Alternate Text: "rolled blueprints”
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2. Click Edit Image to open the image in the Image Editor:

3. Inthe Image Editor, you can crop, resize, flip and rotate the image.

If you need to do more to the image, you should use a proper image editor such as Photoshop or
Paint Shop Pro and then upload the image to the Media Library again.

4. When you are finished editing the image, click Save and close the Image Editor to return to the
Content Editor.

All the changes that you make are applied to the version of the image that is stored in the Media
Library and not just the copy shown on your Web page.

In the Content Editor, click Refresh to see the changes that you made.

If you want to remove the image, click Clear.
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4.3 Creating New Items in the Content Editor
There are several ways to create new items in the Content Editor.
You can:

e Create a new item

e Duplicate an existing item

e Copy an item to another location.

e Create an item based on a template.

In the Content Editor, when you insert a new item, it is generally created as a sub item of the current item.
However, you can also create a new item at the same level as the current item. You cannot create an
item that is at a higher level than the current item.

The following sections describe how to use the Sitecore ribbon to create, copy, move, duplicate and
delete items. You can also access all of this functionality by right-clicking in the content tree.

Navigate ~ Review  Publsh  Versions  Config

B Product Category o
ﬁ Product Description = || Duplicate |E
Q, | @ Content
=] v
B simeore Products
& & Content
@ Home D Quick Info
() standard-Ttems
(3 a Ttem ID:  {D7D)
Insert ¥ & | Product Category :
ame: Produl
4o cut @ Product Description B
ath:  feitec
2B copy [0 tnsert from Template o
late: fsitec
i | @ Paste
Eh : Created From: [unkn:
Duplicate
‘lJ Ttem Owner:  [unkn|
U x Delete
B o T Rerame & sanner
&S] Me Copying  » Banner Slogan:
sy Sorting b You want pro
B 1e
@ Refresh We'we got pr

4.3.1 Creating a New Item

You can easily create a new item as a subitem of the current item.

Inserting a Sub-ltem

To insert a new sub-item:
1. Inthe Content Editor, locate the item for which you want to create a new sub-item.

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 © 2001-2010 Sitecore. All rights reserved.

Page 51 of 128



Sitecore CMS 6.2 Content Author's Reference and Cookbook @ S|teco re

2.

3.

6.

In the Insert group, click one of the item types that is displayed:

Navigate Review Publish

‘:S 3 LN "‘ GContent

& [ sitecore i Produl
= @ Content
o 2”““’3 © quick Info
= @ Sample
. Ba
# ) Standard-Items pfiamory
= @ products Banner Slogz

& Home-Products You want
# F Office-Products

1 & vacation-Products
® [ Services

We've got

If the item type you want to insert is not displayed, click the scroll arrows in the Insert group to
find the type of item you want.

Alternatively, in the Insert group, click the drop-down arrow = and select the subitem from the
list that appears:

Insert a Mew Subitem.
& Product Cateaory
@ Product Description

Insert a New Sibling.
e Site Section

D Insert from Template

In this drop down list, you can select a subitem or a sibling. A sibling is an item on the same level
as the current item.

To insert an item at the same level as the current item, in the Insert a New Sibling section, click
Site Section.

In this example, we add a new product category to the list. This new category is a subitem of
Products and can contain its own subitems.

Select the type of subitem that you want to create and a dialog box appears prompting you to
name the new item:

A sitecore -- Webpage Dialog,

Enter the name of the new item:

|Nnve|ty Products

Enter a name for the new item.
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@ sitecore

The new item is now added to your Web site.

Review  Publish

& Product Category

{3 Product Description

Woontent e

= QSampie
& () Standard-Items

&5 & @ products

a Novelty Products

@8 Breadcrumb

Breadcrumb Title:
MNovelty Products

& & Home-Products
o & Novelty Products
® & OfficeProducts
& @ vacation-Products
# [} Services
H § References

EMenu

Menu Title:
MNovelty Products

As you can see, the new item has been created as a subitem of products and has been
automatically locked.

Every new item that you create is automatically locked and opened for you. You must unlock
them before other users are allowed to edit them.

7. Edit the new item. Scroll down through the fields and add an image, text, and so on.
When you have finished editing the item, you can add a new subitem to it.
4.3.2 Duplicating an Existing Item

Sitecore lets you duplicate existing items.

To duplicate an existing item:

1. Inthe content tree, locate the item that you want to duplicate.
In this example, we will duplicate the Wash-o-matic product and then move it to the new product
category that we just created.

2. Onthe Home tab, in the Operations group, click Duplicate and a dialog box appears prompting
you to hame the new item.

3.

Enter a name for the new item and it is added to the content tree:

My Toolbar

= & Content
#3) Home
& & sample
i standard-Items
& = @ products

& & Home Products

@ The Hand Buzzer

@8 Breadcrumb

Breadcrumb Title:
Wash-o-matic

B Cool-o-matic
& {3 The Hand Buzzer DMenn
@ Wash-o-matic
& & Novelty Products HMenu Title:

Wash-o-matic

& Office-Products

As you can see, the new item has been added at the same level as the item you duplicated. It
also contains all of the same text, images, and so on as the original item.
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@ sitecore

4. Edit the new item and enter the text, images, and so on that you want to be displayed in this item.

When you have finished editing the item, you can move it to the correct location.

Moving an ltem

To move an item:

1. Inthe content tree, locate the item that you want to move.
2. Onthe Home tab, in the Operations group, click Move To.

2 Sitecore - Webpage Dialog,
. Move Item To

& (5] sitecore
= & Content
3 Home
& @ sample
i) Standard-Ttems
= @ Products
= & Home-Products
ﬁ Cool-o-matic
{3 The Hand Buzzer
@ wash-o-matic
3 Novelty Products!
& Office-Products
& vacaton-Products
8 services
@ References
& News

LE# Select the location where you want to move the item to,

1>

|

Name: ‘f’sitecurefcunlenLFSamp\efF'rUducts.waehy Products

Move Cancel

3. Inthe Move Item To dialog box, select the location that you want to move the item to.

4. Click Move to move the item to the new location.

4.3.3

#3) Home
= & sample
i) standard Items
& = @ Products
= & Home-Products
@ cool-o-matic
B Wash-o-matic
= & Novelty Products
1B The Hand Buzzer
& office-Products
& & vacaton-Products
@ ski-Goggles
@ Swim-Fins

-3

Copying an Item to another Location

‘Content
@ The Hand Buzzer

=3 Breadcrumb

Breadcrumb Title:
Hand Buzzer

] Menu

Menu Title:
Hand Buzzer

Menu Tooltip [standard value]:

You can also create a new item by copying an existing item to the location where you want the new item

to belong.
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To copy an item to another location:
1. Inthe content tree, locate the item that you want to copy.
2. Onthe Home tab, in the Operations group, click Move To.

2 sitecore - Webpage Dialog,
I Copy Item To
Select the location where you want to copy the item to.

B 5] sitecore
= & content
) Home
= @) sample
i) standard-1tems
B products
1 services
" References
&# News
] People
(@ J0bs
23 Contact
&k pbout-ls
@) Help
i) Meta-Data
i settings
(&) Media Library

Name: |fsitecore/content/Sample/Products| |

3. Inthe Copy Item To dialog box, select the location that you want to copy the item to.

4. Click Copy and the item is copied to the specified location.

Navigate My Toolbar

D Insert from Template

= .
il @ Wash-o-matic
a2 Home
. @ samale @B Breadcrumb

) standard-Items
P & @ Products Breadcrumb Title:
& & Home Products Wash-o-matic
1 coolo-matic
@ wash-o-matic
Menu
& = & Novelty Products D
& {3 The Hand Buzzer Menu Title:
& 1@ wash-o-matic Wash-o-matic
& office-Products
= & vacation-Products Menu Tooltip [standard valus]:
G skiGoggles
@ swim-Fins

5. Edit the new item.
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6. Onthe Home tab, in the Rename group, click Rename:

A Sitecore -- Webpage Dialog,

Enter a new name for the item:

iRed Nose]

7. Enter the new name of the item.

4.3.4 Creating an Item Based on a Template

If you have been given sufficient access rights, you can also create an item based on a template.
To create an item based on a template:

1. Inthe content tree, locate the item that you want to create a subitem for.
2. Onthe Home tab, in the Insert group click the scroll arrow '™ and select Insert from Template.

A Sitecore -- Webpage Dialog, @
Insert from Template
s Select a template and enter a name for the new item,

& [E] Templates
& 2] Common
& ) sample
& ) Starter Kit
B () Content Templates
@& About Us Ttem
23] Contact Location
] Executive Profile
i Group
[ 10b Description
&* News Artide
& Product Category
138 Product Description
“@ Reference o
a Service Description
& services Category

>

% Simple Item
2] u Field Sections

|

Template: ifStarter Kit/Content Templates/Product Description

Item Name:

3. IntheInsert from Template dialog box, select the template that you want to use to create the
new item.

4. Inthe Iltem Name field, enter a name for the new item.
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5. Click Insert and the item is added to the content tree.

Publish
[7} msert from Template {of1)

& & Contene @ Clown Shoes
#3) Home
& Fhsamoe = Breadcrumb
i standard-Items
Y & @ Froducts Breadcrumb Title:
= & Home-Products Clown Shoes
@ Cool-o-matic
@ wash-o-matic
& = & Novelty Products Dtrens
& 3 Clown Shoes Menu Title:
& i Red Nose Clown Shoes
& 13 The Hand Buzzer
& Office Products Menu Tooltip [stzndard value]:
= & vacation-Products
3 ski-Googles
1B swim Fins
8 services [ Page Title and Text
@ References Title:
& News Clown Shoes
|| People
B 1055 Show Editor - Suggest Fix - Edit Html
23 contact Text [standard value]:
83 About-Us Feel like putting vour foot in it?

6. Edit the item.

7. Save your changes.

Previewing Your Changes

@ sitecore

When you have finished editing all the new items that you have created you might like to see how these
new items will look on your Web site.

To see a preview of your changes:
1. Click the Publish tab.

2.

In the Publish group, click Preview to see how the item looks.

Ribbon

Page ator

Browser Views Preview Date

» Sample » Products ¥ NoveltyProducts » Clown Shoes | &2 Go

sitecore

compelling web experiences’

3 - e I e

Home » Products » Novelty Products » Clown Shoes

Froducts Clown Shoes
Fhane Prodiiere Feel like putting your foot in it?
© Novelty Products Try our clown shoes - then you'll really look the part!

Clown Shoes
Red Nose Price: §99.99
Hand Buzzer

[ Office Products.

[# Vacation Products
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A new browser window opens displaying the current item. You can then browse the Web site to
see all the changes that have been made.

The following changes have been made to the sample site:

e The Novelty Products category has been added to the product category list. The Products page
contains a Novelty Products entry.

e The novelty items, Clown Shoes, and so on, have been created in the novelty products category.
The Novelty Products page lists all of the products that we created items for.

e Each of the products that you created has its own page in the Web site.

When you are satisfied with all the changes that you have made, unlock all the items that have been
locked during this session.
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4.4 Deleting Items in the Content Editor

Content authors must delete items and content from time to time. This is a simple task in the Content
Editor.

4.4.1 Deleting an ltem

To delete an item from the Web site:
1. Inthe content tree, locate the item that you want to delete.
2. Onthe Home tab, in the Operations group, click Delete.

Alternatively, you can right-click the item in the content tree and click Delete in the shortcut menu
that appears.

The item is deleted from the Web site.

3. If you try to delete an item that contains sub-items, a message will appear informing you that that
the section contains sub-items and that these items will be deleted along with the main item.

Windows Internet Explorer

N

#ire you sure you wank to delete "Movelty Products'?

This item has sub-items which will also be deleted if you delste this item,

If you want to save any of the items, you must move them to another part of the Web site.

4. Click OK to delete the item and its subitems.
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The Rich Text Editor

The Rich Text Editor is the word processing tool that Sitecore uses. This chapter explains
some of the functionality that it contains. The topics described in this chapter include
inserting, removing and managing links.

This chapter contains the following sections:

e Using the Rich Text Editor
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5.1 Using the Rich Text Editor

When you are editing a rich text field in the Page Editor or in the Content Editor, you must use the Rich
Text Editor. This is a standard word processing tool but in Sitecore we have removed most of the
formatting functionality because the format of the items that content authors create and edit is determined
by the style sheets and templates that have been implemented for your Web site.

However, if you need access to more functionality in the Rich Text Editor, you should contact your system
administrator and they can make it available to you.

5.1.1  Editing Text
When you open the Rich Text Editor, the text in the field you are editing is displayed:

A Sitecore - Webpage Dialog,
2,82 (200 B3 B B

When you click the O Edit this Site link, you are reguested to enter a username and a passwerd.
The starter kit includes some predefined users that demonstrate varicus levels of functienality.

Choose one of the following:

User PassDescription

Minnie | m User with minimal authoring features.
Lonnie | | User with imited authoring features.
Audrey: a User with normal authoring features.
Denny | d User with page designing features.
Admin @ b User with access to all features.

QDeslgn :_]HTML Accept ” Reject
—

You can now edit the text and use the functionality that is available.

Pasting Content from Word

As a content author, you might feel more comfortable writing your content in Word. When you are
satisfied with the material, you can paste it into the Rich Text Editor.

To paste content from Word:
1. Select and copy all the text in Word that you want to paste into a rich text field in Sitecore.
2. In Sitecore, open the Rich Text Editor.
3. Click the Paste from Word button Li# and the text is pasted into the Rich Text Editor.

When the text is pasted in, all of the information about fonts, sizes, formatting, and so on is
removed.

However, if you have created a table in Word, it is pasted in and you must reformat it in the Rich
Text Editor.

5.1.2 Inserting, Removing, and Managing Links

As a content author, you will have to manage links in your content. The Rich Text Editor allows you to
insert, remove, and edit the links in your content.
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Inserting an Internal Link
An internal link is a link to another item on your own Web site.

To add an internal link:
1. Inthe Rich Text Editor, select the image or text that you want to be a link.

2. Click the Insert Sitecore Link button ﬁ.

A Sitecore - Webpage Dialog, E]
Insert a Link
Select the item or media that you want to create a link to.

E {[] sitecore |
2 & Content
#3) Home
& sample
@) Help
) Meta-Data
) Settings
B Layout
&5 Media Library
9 System
EITamplatas

3. IntheInsert a Link dialog box, in the Internal Link tab, expand the content tree and select the
item that you want to create a link to.

Click Link to create the link.
If the item you want to create a link to is an image or media file, click the Media Items tab.

2 Sitecore - Webpage Dialog,
Insert a Link
Select the item or media that you want to create a link to,

| Internal Link | Media Items |
= (&) Media Library

i Files

® ) Images

6. Expand the content tree and select the media item that you want to link to.

7. Click Link to create the link.

Inserting an External Link

An external link is a link to another Web site.
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To insert an external link:

@ Sitecore

1. Inthe Rich Text Editor, select the image or text that you want to be a link.

2. Click the Hyperlink Manager button Yy

a Hyperlink Manager -- Webpage Dialog, @

& Hyperink & Anchor s E-mail

URL: hitp:fivew w sitecore.net
Existing AnchorNone +
Link Text: Sitcore softwars

Type hitp -

Tooltip

CS5 Class:

Target Target

3. Inthe Hyperlink Manager dialog box, enter the information about the Web site you want to link

to.

Field Value

URL The URL of the Web site.

Existing Anchor Whether there is an anchor already.

Link Text The text in the link. You can edit this text here.

Type The type of link you want to create.

Target The window that the link should open.

Tooltip A tooltip that is displayed when you move the mouse over
the link.

CSS Class The style sheet that the link should use.

Managing Hyperlinks

You can also use the Hyperlink Manager dialog box to edit existing links, create anchors, and create e-

mail links.

An anchor is an HTML code that is used to create a link to another page or to a particular section within a

page.
To create an anchor:

1. Inthe Rich Text Editor, select the image or text that you want to be an anchor.

2. Click the Hyperlink Manager button ry
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3. Inthe Hyperlink Manager dialog box, click the Anchor tab.

a Hyperlink Manager. -- Webpage Dialog

& byperink [ Anchor s E-mail

Name: My Anchor

4. Inthe Name field, enter the name of the anchor.

5. You can now create a link to this anchor by selecting it in the Hyperlink Manager dialog box.

a Hyperlink Manager -- Webpage Dialog,

@ Hyperlink [ Anchor  [xgs E-mail

URL: #My Anchor
Existing Anchor| My Anchor |+

ke

Target I | [Target v

o [ &

C55 Class: NoClass =+

You can also use the Hyperlink Manager to create e-mail links. An e-mail link opens a new mail in the

program you use to send e-mail, for example, Outlook. The e-mail will be sent to the e-mail address
specified in the e-mail link.

To create an e-mail link:
1. Inthe Rich Text Editor, select the image or text that you want to be the link.
2. Click the Hyperlink Manager button (& .
3. Inthe Hyperlink Manager dialog box, click the E-mail tab.

a Hyperlink Manager -- Webpage Dialog

@ Hyperink [ Anchor [ E-mail

Address: |mai\@5'rtacore.net |

Link Text:  |Contact us. |

Cancel

II
=

subject: || |

C55 Class: Mo Class

4. Inthe Address field, enter the e-mail address that the mail should be sent to.

5. Inthe Subiject field, enter the text that you want to appear in the Subject field in the e-mail.
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Removing a Link

0,

To remove a link, in the Rich Text Editor, select the link and click the Remove Link button “== . The link is

removed and the text becomes ordinary text.

Note
You can use the Hyperlink Manager to edit any links that exist on your Web site.
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The Media Library

This chapter introduces the Sitecore Media Library and the functionality that it includes. It
describes how you can use the media library to upload and edit different types of media
items such as images, audio and video. It also covers other more advanced options such
as versioning.

This chapter contains the following sections:
e Overview
e The Media Library User Interface
e Uploading Media Files
e Editing Media Items

e Media Items and Versioning
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6.1 Overview

You use the Media Library to store all the media files that you want to use on your Web site. Media files,
such as images, can be embedded in a Web page or made available for download by visitors to your
Web site.

The Media Library can contain the following:

e Images — .jpg, .gif, .png and other formats
e Word documents — .doc and .docx files

e PDF documents

e Videos — .MPEG, .WMV and other formats

e Audio files — .MP3 and other audio formats

Sitecore has an Image Editor you can use to editimages or you can use your own preferred image
editing software.

The Media Library has the following benefits:

¢ You can keep all your media files in one place and organize them in a folder structure similar to
the content tree.

e You can navigate the content tree or use Sitecore’s search functionality to quickly find media
items.

e |tis easy to upload media files to the Media Library. You can use the upload buttons to browse
your computer for images or simple use the drag and drop dialog box to add media files.

e You can make every media content item and media file versionable.

Opening the Media Library
There are a number of ways to open the Media Library:
Content Editor
1. Log in to Sitecore as admin and select Desktop.
2. Click the Sitecore menu, and then click Content Editor.
3. Inthe Content Editor content tree, click the Media Library node.

Alternatively, click Media Library in the bar at the bottom of the Content Editor.

Content Editor | Mediz Library WD

O sitecore” <« Content Editor

Sitecore Menu
1. Log in to Sitecore as admin and select Desktop.

2. Click the Sitecore menu, and then click Media Library.
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6.2 The Media Library User Interface

The Media Library user interface consists of the following elements:

Versions  Configure.

. CopyT 83

Duplicate = M19VE 70 Delete - || Paste () Copy || T Display Name

S Options displays

Search 5 (B eda tbrary options / media item upload
{JFiles P ; P H
box - & W © options

@ system Upload Files  Upload Files Mew Folder  Drag & Drop L] S m pl e

(Advanced)
/ e Advanced

Media

/ - e e Drag & Drop
o o

Content < Media displays all
Tree e media folders for a
(folder Jj selected node
structure)

Content Editor [JEE=EYNE0 Workbox

Q@ sitecore Media Library

The Ribbon

In the Media Library, you get the same set of options in the ribbon as you do in the Content Editor,
although the Insert group allows you to create new media folders and upload media files.

If you select a media item in the content tree, the Media tab is displayed, which gives you two further
groups of actions:

e Write — Save changes
e Media — View, Edit, Download, Drag & Drop
Note
The functionality that you get in the ribbon depends on the user rights you have been assigned by the
Web site administrator.
The Content Tree

Use the content tree or the search box to find media items. Expand nodes in the content tree to see all
sub-folders and close nodes to hide sub-folders.

You can view the Media Library content tree from the Content Editor or the Media Library.
Folders
The Folder tab displays the options and media contents for a selected folder in the Media Library.

You should store all your media items in folders and give folders meaningful names.
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An easy way to organize your Media Library folder structure is to mirror the structure of your Web site. For
example, if your site has four main sections; Home, Products, Jobs and Contact Us you could create four
folders with the same names to store all your images and other media. This will make it easier to locate
media items as your site grows and you need to update media items.

6.2.1 Creating New Folders in the Media Library

You can create new folders in the Media Library content tree and you can add further sub-folders if you
wish but try to keep your folder structure as simple and uncluttered as possible.

To create a new folder:
1. Inthe Options pane, click New Folder.
2. Give the new folder a name such as, My Site Images.

3. The new folder is displayed at the same level as the other folders in the content tree.

‘ Home b o o tio a el

H @ ), Upload File {1 0i3) ED (% Copy To x ‘ﬁ <p Cut

Save || Edit~ || () Media folder IR Duplicate [y MoveTo Delete ~ || Paste ) Copy
The new Write || Edil T— Operations Clipboard
Medla leral’y | Search \-{; hd | ’J_‘]Fnlder\’(:nntent\
folder = (&) Media Library Options

\ i Files - o
s @ Dinaes $ W ©
U My Site Images Upload Files Upload Files Mew Folder Drag & Drop
'L‘] System {Advanced)
— Options for the
— P
new folder

4. Select the new folder and you can see the Options section displayed in the Folder tab.
The new folder has the same upload options as the other Media Library folders.

Now you can start uploading media items to the new folder.

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 © 2001-2010 Sitecore. All rights reserved.

Page 69 of 128



Sitecore CMS 6.2 Content Author's Reference and Cookbook @ S|teco re

6.3 Uploading Media Files
In the Media Library, there are three different ways to upload media files:

e Upload Files
e Upload Files (Advanced)
e Drag & Drop

6.3.1 Upload Files
Use the Upload Files button to add single or multiple files to the Media Library.

To upload a single media file:
1. Inthe Media Library, in the content tree, select a destination folder, such as the Images folder.

2. In the right-hand pane, in the Options section, click Upload Files.

W, Upload File

Save !ﬂ Media folder

ea 2 UanIdEr\'Content\
B [3] sitecore Options
= & content .
o 8 @ ©
% Layout Upload Files Upload Files New Folder ~ Drag & Drop
= &) Mediz Library {Advanced)
) Documents
‘Jj Files Media
& i) Images
& corp2
k corp3
ﬂ diver

3. Inthe Select Files to Upload dialog box, browse to an image folder on your computer and select

the file that you want to upload.

Select file(s) to upload by localhost E]
Look in: |3 Stecore Images =] « ok B
E [ N
My Recent
Documents
@
Desktop
= underwater2.jog underwater3.jog
()
My Documents
My Computer -
- | underwater4.jpg wed3.jpg wedding.jpg <
My Network File name: underwaterl jpg v Open
Places | J I_I
Files of type: [ Fies ) ~l Cancel
.
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4. Click Open.

During the upload process the following information is displayed:

B[] Media Library

) Fies

) Images

& My Site Images
& system

Upload Files  Upload Files  Mew Folder  Drag &Drop
(advanced)
Uploading ..
lename Size Alternate Text
B e —

@ sitecore

5. When the upload is complete, the image is displayed Images folder in the Media Library:

|, Upload File
Media folder

Q, v| ) Folder

= [E&] Media Library
‘Jj Files
=2 i{j Images
u diver
dj My Site Images
‘Jj System

6.3.2

Options

1 warning

Upload Files (Advanced)

Upload Files Upload Files Mew Folder Drag & Drop
{(Advanced)
Media
diver
132 x 200

Use the Upload (Advanced) button to upload single or multiple media files to the Media Library.

To upload multiple files:

1. Inthe Media Library, in the content tree, select the Images folder.
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@ sitecore

2. In the right-hand pane, in the Options section, click Upload Files (Advanced).

Select file(s) to upload by localhost @
Look in: |3 Stecore Images ~ «@EeckE-
) 2]
My Recent corpl.jpg corp2.jpg corp3.jpg
Documents
@ -
e
Deskiop

My Documents

e
My Network
Places

diver.jpg

49 s
MWy Compte y pr—
T
«) = K 3

File name:

Files of type:

grand_canyon.jpg

greenland_animals.jpg

['greentand_animals jpg" “grand_canyonjpa” ¥ | Open
[0 Fies ) |

Cancel

3. Inthe Select Files to Upload dialog box, browse to the folder on your computer that contains the
images you want to upload.

To select multiple files, press the CTRL key while you select the files.
Click Open.

Before the upload process can start, the following dialog box is displayed:

UFnIder { ‘Cnntent i,

Options |
Upload Files Upload Files Mew Folder Drag &Drop
{Advanced)
Media These files are ready for uploading:
diver B B
132 x 200 s o e
1 warning greenland_animals.jpg 29 KB |
grand_canyon.jpg 73 KB |

[unpack ZIP Archives

D Overwrite Existing Media Items

[IMake Uploaded Media Ttems Versionable
O Upload as Files

[ Upload I [ Cancel ]

This dialog box contains the following information and additional upload options:

Field Description

Filename Displays a list of the files to upload — file name and
extension, such as, jpeg, gif, or png.

Size Displays the size of each file in kilobytes.
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Field

Description

Alternate Text

Enter an alternative description here if you are
uploading an image.

Unpack Zip Archives

Select this option if you upload a Zip archive and
want to unpack the files in the Media Library.

Overwrite Existing

Media ltems

Select this option if you upload a file with the same
name as a file that already exists in the Media
Library, and want to overwrite the existing file.

If you don’t select this option, a duplicate file is
created in the Media Library.

Make Uploaded Media
Items Versionable

Select this option if you want to make the file you are
uploading versionable.

If you don’t select this option, versioning remains
switched off.

Upload as Files

Select this option to store the file in the file system
rather than in the database.

6. Click Upload.

The uploaded images are displayed in the Images folder in the Media Library.

To Upload Multiple Files in a Batch

@ Sitecore

1. Create a . zip archive on your local computer with the files you want to upload. You can include
sub-folders with files.

The folder structure is recreated in the Media Library after the files are extracted.

Click Open.

o g~ w N

1 u Fulder\° Content \

Options

In a Media Library, select the folder that you want to upload the files to.
In the right-hand pane, click the Folder tab and then click Upload Files (Advanced).

In the Select Files to Upload dialog box, browse to the . zip archive.

Select the Unpack ZIP archives checkbox.

o)

Upload Files Upload Files
(Advanced)

Media

U o

MNew Folder Drag &Drop

diver
132.x 200
1 warning

7. Click Upload.

These files are ready for

Sitecore Images.zip 584

Unpack ZIP Archives

uploading:

KB

[(Make Uploaded Media Items versionable

Overwrite Existing Media Items ] Upload as Files
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The archive is uploaded and extracted to the Media Library folder you selected.

6.3.3

Uploading Files with Drag and Drop

You can also use drag and drop to upload files to the Media Library. Drag and drop is the quickest and
easiest way to upload media files to the Media Library. You can upload single or multiple files from your
computer to the Drag and Drop dialog box.

Navigate
) Media folder
B, Upload File

Review

Publish Versions

Configure Presentation

Security View

Paste M Copy
Clipboard

Developer

T Display Name

B [E] Media Library
) Files
5{:] Images
‘.]:] My Site Images

d:] Folder

Options

@ content

$ W

Upload Files Upload Files
{Advanced)

T

Mew Folder

Drag &Drop

To drag and drop files to the Media Library:

1. Ina Media Library, select the folder that you want to upload the files to.

For this exercise, we have created a new folder called My Site Images.

2. Inthe Folder tab, click Drag & Drop to open the Drag and Drop dialog box.

Windows style
navigation

Details displays the = |

name of the current
folder

File and Folder Tasks
2) Make 2 new folder

A Sitecore — Webpage Dialog

=| Drag and Drop
M| 112 and Drop browse area

g Publish this folder to the
Web

Other Places

) sitecore_fles
My Documents

i§ My Computer
&3 My Network Places

Details

3. Open Windows Explorer.

Done

Drag & drop area
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4. In Windows Explorer, navigate to the folder where the images are stored and select the images
you want to upload.

B Sitecore Images EEX
Fle Edt Vew Favorites Tools Help &
Qo - @ - | O search |2 rolcers | [~
Address |33 C:\Documents and D Images v
Folders X

|@ pesktop ~
) My Documents “
& % My Computer

@ < Local Disk (C:)
& () 8077d2e2b75d1787c5
CI=EC]
& () Documents and Settings

city.jpg

® () Administrator
(2D adminjse
@ () Allusers
2@ du
D jenny L
@ () Application Data
(2 Cookies
@ () Desktop
@ ¢ Favorites
@ () Local Settings
& [ My Documents
& () Bluetooth
Dec

& () Chris Admin

D avss3 diver.jpg grand_canyon.jpg  greenland_animals.jpg
@ avss
() HTC Diamond Phone
@ 3 msTP
(D My Google Gadgets /’ R
@ @& My Music l F
(22 My Notes and Tips = 3
& @ My Pictures v
< i > greenland_ights.jpg hotel.jpg iceberg_greenland.jpg ¥

5. Position the Windows Explorer window next to the Drag and Drop dialog box.

6. Drag the selected images from Windows Explorer to the Drag and Drop dialog box.

2 Sitecore - Webpage Dialog
| Drag and Drop
Drag snd Drop browse area

File and Folder Tasks

9 Make a new folder
@ pubis tris foderto the
vieb

v
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7. The Drag and Drop dialog box displays the images that you want to upload.

A Sitecore — Webpage Dialog
= | Drag and Drop
=

\él Drag and Drop browse area

File and Folder Tasks

@ Rename this fle

@ Move this file

Copy this file

) Publish this file to the Web
(2 E-mail this file

igy Print this file

¢ Delete this file

Other Places

sitecore_files
B} My Documents
9 My Computer

N4 My Network Places

Details

—

\

corpl.jpg
Paint Shop Pro 7 Image

Dimensions; 98 x 148
Size: 4,12KB

Date Modified: 2. april 2009,
16:43

B

3

7

corp2.jpg
123x99
Paint Shop Pro 7 Image

corp3.jpg
135x 130
Paint Shop Pro 7 Image

Done

8. If the folder already contains images, you must drag the new images to the row of thumbnails

displayed at the bottom of the dialog box.

2 Sitecore — Webpage Dialog
] http://127.0.0.1/site f

=| Drag & Drop

machine. Right dick for additional options.

Drag and drop files into the area below to add them. Drag and drop files from the area below to copy them to your

@ Picture Tasks

T View as a side show
@) Order prints online
‘J‘E’ Print pictures

&) Copy allitems to CD

File and Folder Tasks

(29 Make anew folder

&) Publish this folder to
the Web

Other Places

£ media

3} My Pictures

g My Computer

& My Network Places

Details

My Site Images
File Folder

—

ceolipg

ce02b.JPG

ce03.jpg

http://127.0.0.

(/ebDAV.Web @ Internet
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9. When you have dragged all the images to the Drag and Drop dialog box, click Done and they are
copied to the Media Library.

10. In the Media Library, Media section, you can now see the images that you uploaded and that
each item contains a warning.

o o tio a Develope
I:D [ Capy To u @ +4p Cut Rename A RFist
Duplicate @ MoveTo pelete ~ || Paste @ Copy T Display Name || % Down ' Last
‘Operations Clipboard Rename Sorting ™

@, v | [} FUI\:IEr\R W Content

Options

= [&] Media Library
) Files

U Images @ T"\L@ i]?j

& [ My Site Images Upload Files  Upload Files New Folder  Drag & Drop
&« {Advanced)
i corp2
B corp3 Hedia

ﬁ corpl carp2 E carp3

11. Open the media item for each image and enter some text in the Alt field. This removes the
warning from each item.

Note

Drag and drop functionality is currently only supported in Internet Explorer 7 or later. If you use a
different browser such as Mozilla Firefox, you can only use the Upload Files and Upload Files
(Advanced) options to upload files to the Media Library.

For more information about configuring Internet Explorer to support Drag and Drop, see the WebDav
Configuration documentation that is available on the Sitecore Developer Network.
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6.4 Editing Media Iltems

In the Media Library, you can edit media items such as images, documents and videos either using
Sitecore tools such as the Image Editor for images or with other applications that you have installed on
your computer such as Microsoft Word for documents or Photoshop for images.

6.4.1 Media Files and Media Items

Before we start to edit a media item, it is important to understand the difference between media files and
media items. An image stored in My Pictures on your computer is called a media file. If you upload an
image file from here to the Sitecore Media Library, it is attached to a media item and from then on is
referred to as a media item.

In Sitecore, a media item is just another content item that is composed of several fields and always has a
file attached to the Media field. To view a media item, click one of the images you uploaded earlier.

A Sitecore media item:

0 Home Navigate Review Publish Versions Configure Presentation Security View

QAd L @

View Edit~ Download Drag &Drop

: 4 v ‘ wComen!\
= (&) Media Library I corpd

B Files

= g‘mges © Quick Info

= ) My Site Images -

=] Medi

E corpl :] 3
& corp2 Attach - Detach * Download
8 corp3 Media

@ {J system i

File Path

] 1mage
Alt:

| Content Editor [JUEEFUEIE Workbox

sitecore” ¥ Media Library

6.4.2 The Image Editor
To open an image for editing in the Image Editor:
1. Click the Sitecore menu.
2. Click All Applications and then click Image Editor.

3. Inthe Image Editor window, click Open to open the Media Browser window and select an
image.
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The Media Browser

In the Media Browser window, you can view all the media items in the Media Library. You can expand or
contract nodes in the Media Library content tree to find the media item you want to edit.

To upload new media items from the Media Browser window, click Upload or Drag & Drop.

A sitecore -- Webpage Dialog @
= | Media Browser
Bl sclect the image or file that you want to open.

& (&) Media Library
i Files
) Images
& ) My Site Images
B o
& =02
B =03

& system

\
[

ceal

Mame: ‘_."I\."\y Site Imagesiceol |

Note
You can also access the Media Browser from the Content Editor. In a content item, in an Image field,

click Browse to open the Media Browser window.

6.4.3 Editing Options

You can also edit media items locally on your computer. For example, you may prefer to use another
application to edit images and then upload them again to the Media Library.

When you click on a media item, the Edit icon in the Media group changes depending on the type of file
you want to edit. For example, if you click a Word document, you see a pencil as the associated icon.

Home Navigate Review

If you click on an image, you see an artist’s palette.

Home Navigate Review Publi

S

Edit ¥+ Download Drag & Drop
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If you select an image item and then click the top half of the Edit command, you open the image in the
Sitecore Image Editor by default.

&
H @ $
Save || View | Edit = |Download Drag &Drop
= ]
= (&) Media Library
‘J_jFlIes

You can change the default setting and use a different image editing program.

To change you default image editor:
1. Inthe Media Library, click the Sitecore button @ and then click Application Options.

7 Sitecore -- Webpage Dialog

& Application Options

Content Editor | view | Media |

Drag & Drop
® Show anly latest version of fies

O shaw versioned fles in folders

Media Edit Button Default
Open eciiting application installed on user’s computer

In the Application Options dialog box, click the Media tab.

3. Inthe Media Edit Button Default section, select the Open editing application installed on
user’s computer check box.

4. Click OK to save your changes.

In the Media group, click the Edit arrow and a drop-down list appeatrs:

O Home MNavigate Review Publish
QP &

View | Edit v | Download Drag & Drop

@3 Editin Image Editor
cardl # Editin Local Editor
& [&] Media Library

{2 Files

e Editin Image Editor
e Editin Local Editor
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These options allow you to override the default setting and select which editor you prefer to use.

6.4.4 Using Drag and Drop to Edit Media Items
You can also use the Drag & Drop dialog box to select a file and edit it.

However, there are some application options that control how files are displayed and how editing works in
the Drag & Drop dialog box.

The Drag & Drop Application Options
To set the Drag & Drop application options:
1. Inthe Media Library, click the Sitecore menu, and then click Application Options.

2 Sitecore —- Webpage Dialog @
% Application Options

Content Editor || View | Media
Drag & Drop

(® show only Iatest version of fles
O shaw versioned files in folders

Media Edit Button Default
Cpen editing application installed on user’s computer

In the Application Options dialog box, click the Media tab.

3. Inthe Drag & Drop section, you can specify the display settings for the Drag and Drop dialog
box.

There are two options:
o Show only latest version of files
If you select this option:
The Drag & Drop dialog box only displays the latest version of each media file.

When you open the Drag and Drop dialog box and delete the latest version of a media file
from there, every version of the file is deleted.

When you open the Drag & Drop dialog box and edit a media file from there, a new version
of the file is automatically created when you save your changes.

o Show versioned files in folders
If you select this option:

The Drag and Drop dialog box displays every version of the file in a folder. Different folders
are created for each language that your Web site uses.

When you open the Drag and Drop dialog box and delete a version of a media file, Sitecore
only deletes that version of the file.

When you open the Drag and Drop dialog box and edit a media item, you must click Save
As to create a new version of the item.
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For more information about Drag and Drop and versioning, see ‘Making Drag and Drop Files Versionable

In the Media Edit Button Default section, you specify which applications should be used to edit
media files.

If you select the Open editing application installed on user’s computer check box, Sitecore
uses the local image editing application that is associated with the different image file extensions
on your computer. This is the default setting.

If you clear this check box, the Sitecore Image Editor is used.

on page 85.

Editing Files from Drag & Drop Window

You can also edit media items from the Drag & Drop dialog box.

1.
2,
3.

Select a media folder and then open the Drag & Drop dialog box.
In the Drag & Drop dialog box, select the image you want to edit.

Right-click the image, click Open With and then select an image editing application from the
menu displayed.

The image opens in the image editing program.
Edit the image and save your changes in the editing application.
If you click Save, the original image file is overwritten.

If you click Save As, you create a new image in the Drag & Drop dialog box. You do not have to
upload the file again. All the changes you make to the image are saved in the Drag & Drop
dialog box.

In the Drag & Drop dialog box, click Done.
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6.5 Media Items and Versioning

In Sitecore, a Web site consists of multiple content items. Each content item is made up of fields which
contain content such as text or images. The Media Library contains media items. Media items are just
another kind of content item. However, media items have an additional field called Media which has an
attached media file.

You can create multiple versions of any content item or media item. There are two types of versions you
can create:

e Numbered versions
For example, you could create a second version of your products page that is to be used during a
special promotion for a limited period. You could crop an image especially for this promotion and
then revert back to the original image afterwards.

e Language versions
For example, you could create a page in Danish and then create a second version in English.
You would therefore want an image to display Alt text in both languages.

As stated earlier, versioning can be applied to content items and media items in the same way. However,
media files that you upload to the Media Library can also be made versionable.

Note
There is no limit to the number of versions you can create in Sitecore.

Versioned Media Items and Versioned Media Files

In Sitecore, there is an important difference between versioning media items and versioning media files.
The following scenarios explain the difference:

Scenario 1

You have a media item called diver. In the Content Editor, you click the Versions tab and make a second
version of this item.

The image file attached to the Media field (diver. jpg) in this item is not versionable by default.

You want to create a second version of this item with different Alt text for your company’s spring
promotion. The attached media file, diver.jpgis not versionable, so it remains unchanged when you
create the new version. Only the information contained in item fields can be changed. Regardless of how
many versions of this item you create, the attached media file (diver. jpg) remains unchanged.

Scenario 2

You have a media item called diver. jpg. In this scenario, before you upload the file to the Media
Library, you decide to make it versionable. To do this, in the Upload Files (Advanced) dialog box, select
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the Make Uploaded Media Items Versionable check box.
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New Folder  Drag &Drop

These files are ready for uploading:

diverjog  3KB
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vi Make Uploaded Media Ttems Versionable
ng Media Items  []Upload as Fies

ite

@ Sitecore

Now when you create a second version of the item you can also keep any changes you make to the
media file. For example, if you crop or edit the image you can create a second version each time you

make a change to the file.

Note

When you upload new media files to the Media Library, they are unversioned by default.

6.5.1 Creating a Second Numbered Version of a Media Item

To make a second numbered version of a media item:

1. Inthe Media Library content tree, select a media item.

2. Click the Versions tab and in the Versions group, click Add, to add a new version.

In the top right of the diver media item, you can now see a number 2. This is the number of the

new version of the item that you created.
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To switch between versions:

1. Click the drop-down menu next to the version number and all versions of the selected item are
displayed.

-5 2] ||
2. | Modified 4/6/2009 11:43 AM by sitecore\admin.

1. Hodfied 4/6/2009 11:41 AM by sitecore\admin.

@ | Add version

2. Click the version number you want to view.
Both numbered and language versions are displayed here.

You can also click the Versions command in the Versions group to view different versions.

6.5.2  Working with Versionable Media Files

Media files that you upload to the Media Library are not versionable by default. However, media files can
be made versionable after you have uploaded them to the Media Library.

Why make media files versionable? When you edit an image, you may want the option to revert back to
an older version of the image.

There are two ways you can make a media file versionable:
e Drag & Drop
e Upload Files (Advanced)

Making Drag and Drop Files Versionable

To make all the media files that you upload to the Drop & Drag dialog box versionable:
1. Open the Media Library.
2. Click the Sitecore button and then click Application Options.

3. Inthe Application Options dialog box click the Drag & Drop tab and select the Show only
latest version of files option.

You must also change a configuration setting in the web . config file.

1. The web.configfileis stored in the web root folder of your Web site:
C:\Inetpub\wwwroot\YourSitecoreWebsite\Website

2. Right-click the web.config file, click Open With, and then click Notepad.

3. Locate the following setting:

<setting name="Media.UploadAsVersionableByDefault" value="false" />
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To make every media file that you upload with the Drag & Drop functionality versionable, set this
value to true.

The default setting is false.
4. Save your changes and close the web.configfile.

Changing this setting in the web . config file makes every file that you upload to the Drag & Drop dialog
box versionable.

The way the Drag & Drop dialog box functions and displays media files is determined by the application
options you select in the Application Options dialog box.

For information about the Drag & Drop application options, see The Drag & Drop Application Options on
page 81.
Using Upload Files (Advanced) to Make Items Versionable

1. Inthe Upload Files (Advanced) dialog box, select the Make Uploaded Media Files
Versionable check box.

U @

New Folder  Drag &Drop

These files are ready for uploading:

diverjpg 3K

Ounpack zIP Archives Make Uploaded Media Items Versionable
O overwrite Existing Media Items [ Upload s Files

2. Click Upload.

This makes the files you are currently uploading versionable. You must select this check box every
time you upload some files to the media library.
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RSS Feeds

Sitecore supports RSS feeds. This chapter describes how to set up an RSS feed as well
as how to subscribe to an RSS feed.

There is also a description of the client RSS feeds that Sitecore users can subscribe to.
This chapter contains the following sections:

e Security and Client RSS Feeds

e RSS Feeds

e Sitecore Client Feeds

e Security and Client RSS Feeds
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7.1 RSS Feeds

An RSS (Really Simple Syndication) is a Web feed that is used to publish frequently updated material —
such as blogs, news headlines, audio, video, and so on — in a standardized format. An RSS feed can
contain either the full text of the material or a summarized version, as well as metadata, such as,
publishing dates, and authorship.

RSS feeds allow publishers to syndicate content automatically. Conversely, Web site visitors can
subscribe to these feeds and automatically receive updates from their favorite Web sites.

Web site visitor subscribes to a feed by clicking an RSS icon in a browser and this initiates the
subscription process. The RSS reader checks the user's subscribed feeds regularly to see if there are any
updates and then downloads the updates that it finds, and provides the Web site visitor with an interface
to monitor and read the feeds.

7.1.1  Setting Up an RSS Feed
In Sitecore, you must use the Content Editor to set up an RSS feed.

You typically create RSS feeds for content items that are updated regularly — such as news items and
blogs. In this example, you create an RSS feed for a news item.

Before you can create any RSS feeds, you must create a folder to store your feed items.
To create a folder for feed items:
1. Inthe Content Editor, in the content tree, select the Home item of the Web site.

2. Onthe Home tab, in the Insert group, click the drop down arrow and select Insert from Template.

3 Sitecore — Webpage Dialog @
==| Insert from Template
:j}!; Select a template and enter a name for the new item.

® &
=g
i Folder
& 20 Sample
® ) Starter Kit
E G system
20 User Defined

Template! |/System/Feeds/RSS Feed
Item Name: |RSS Feeds

3. Inthe Insert from Template dialog box, navigate to Templates/Common/Folder.
4. Give the new folder a name — RSS Feeds.

Now that you have created a folder to store the RSS feeds in, you can create an RSS feed.

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 © 2001-2010 Sitecore. All rights reserved.

Page 88 of 128



Sitecore CMS 6.2 Content Author's Reference and Cookbook

@ sitecore

1. Inthe Content Editor, select the RSS Feeds folder that you just created.

To create an RSS feed in the Content Editor:

2. Inthe Home tab, in the Insert group, click Insert from Template.

A sitecore — Webpage Dialog
Insert from Template
o Select a template and enter a name for the new item.

=] ETamplalas
¥ oranches
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2 @ system
B alias
) Analytics
i Archiving
i Branches L
U Browsers
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E Feed Rendering Parameters
ASS Feed
{2 Himl editor
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[E] ttem section e

23

Template: ‘fSystemFFeedszSS Feed ‘
Liem tiame: Nlews RS Feed |

3. IntheInsert from Template dialog box, navigate to Templates/System/Feeds/, and select
RSS Feed to create a feed based on this template.

4. Inthe Item Name field, enter a name for the new feed — News RSS Feed.

Click Insert and the new feed item is created and opened in the Content Editor.
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Insertlink - Clear
Items - Link to the item to include all descendants, or use Sitecore query:

Title:
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InsertLink * Insert Media Link * Insert External Link - Insert Anchor * InsertEmail * Insert Javal
Link:

[E] additional Metadata
[E] caching
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The new feed displays a warning informing you that the feed is empty and that you must select an
item to include in the feed.

6. Inthe Items field, click Insert Link.

2 Sitecore — Webpage Dialog El
Ttem browser
- Select the item that you want to open.

= D sitecore
= a Content
= ) Home
# ) Rss Feeds
B u Standard-Items

& @ rroducts
E @ Services
# @ References
& AP News}
[ Pecple

® ) Meta-Data

# ) settings

Name: |/sitecore/content/Home/News

7. Inthe Iltem Browser dialog box, expand the Home item and select the News item.
The News item is included in the RSS feed.
8. Inthe Description field, enter a description of the RSS feed.
9. Save the new item.
You have now created the News RSS Feed item.
Now let’s think about what the feed should contain. The feed should not tell subscribers that the News
item has been updated; it should contain information about news articles that are created or updated.

Note
You can only create an RSS feed to an item that has subitems. If you create an RSS feed to an item that

does not have any subitems, Sitecore tells you that the feed is empty.
The next step is to configure how the news articles are presented in the RSS feed.

To configure how an RSS feed is presented:
1. Inthe Content Editor, expand the News item and select one of its subitems.
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2. Click the Presentation tab.
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=] D sitecore
o Older-News
= & content
& @ Home © quick Info
& ) RS Feeds
=8 Breadcrumb
il News RSS Feed
) standard-Ttems D ttenu
@ Products _=03
8 services Today * Clear
‘@ References Date:
E & News 11/28/2007 4
& Older-Mews
& Tutorials-Speed-Learning-Curve Browse - Properties * Open Media Library
& Starterit-Fully-Documented Image:
& Recent-News-on-Front-Page

3. Inthe Presentation tab, in the Feeds group, click Design.

2 Sitecore —- Webpage Dialog @

RSS Feed Design
L Specify how the item is presented in the RSS feed.

These settings affect how items based on the News Article’ template are shown in the RSS feed,

Title Field:
Body Field:
| v
Date Field:

| &

Preview:

4. Inthe Feed Presentation dialog box, specify how the feed is presented to the user who

subscribes to this RSS feed.

Field Value

Title Field The item field that you want to appear in the title of the feed.

Body Field The item field that you want to appear in the body of the feed.

Date Field The date field that you want to appear in the feed. This could
be, for example, the date the item was created, updated, or
the date from which the news applies.

Preview A preview of the feed.

5. When you have filled in these fields, click OK.

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 © 2001-2010 Sitecore. All rights reserved.

Page 91 of 128



Sitecore CMS 6.2 Content Author's Reference and Cookbook @ S|teco re

In the Feeds group, you can see that the Design button now has a green check mark indicating
that an RSS feed has been designed for this item.

6. Inthe Content Editor, save your changes.

Important

This item and all the other items based on the same template are presented in the same way in the feed.
If some of the subitems are based on a different template, you must also specify how those items should
be presented in the feed.

When you have configured how the feed should be presented, the RSS feed item should no longer
display any warnings.
Identifying the Template that an Item is Based on

As a content author, you probably don’t have access to the template in Sitecore. In fact, you may not be
aware of the templates that the content items are based on.

To see which template an item is based on:
1. Inthe Content Editor, click the Sitecore button @ and then click Application Options.

A Sitecore -- Webpage Dialog 3]
Application Options
Change your options.

Content Editor | view

ShowHide

[¥Field section Tites
[CIFields from the Standard Template
[“lHidden Iteme

[l Quick Info Section

[#] Quick Action Bar

[#seach Panel

Valigstor Bar

[Juse smart Tags
[¥lprefetch Colapsed Sectians
Field values

® Show Input Cantrols

O show Raw Values

Pages

[“]show Pages Bar

2. Inthe Application Options dialog box, select the Quick Info Section option.
3. Inthe Content Editor, select the item you are interested in.

4. The Content pane should now display a section called Quick Info at the top of the item.
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5. Expand the Quick Info section.

T

&[] sitecore
= & Content
= ) Home
)RS5 Feeds
() standard-Items
& @ products
a 5 Home-Products
'@ Cool-o-matic
P wash-o-matic
=] \S Office-Products
= F Desk-Chairs
' The Standard
8 The Boss

' Content

@ sitecore

@ The-Standard

o Quick Info

Item ID:  {0B245ECE-39FC-40 1F-984B-69663474BFEF}
Item Name: The-Standard
Item Pathi jsitecore jcontent/Home Products/Office-Products Desk-Chairs/The-Standard

Template: jsitecore /templates/Starter Kit/Content Templates/Product Description - {F&2FEE24-4D52-43560-8288-FFADTI0ETF6 7}

Created From: [unknown]

Item Qwner:  [unknown]

=8 Breadcrumb

6. The Template field tells you which template the item is based on.

7.1.2

Creating a Link to the RSS Feed

After you have defined the RSS feed, you must add a link to the parent content item so that the users can

subscribe to the feed.

To add a link to the content item:

1. Inthe Content Editor, open the News item.
2. Scroll down to the Text field and click Show Editor.

3. Inthe Rich Text Editor, enter some text for the link.

A Sitecore - Webpage Dialog

= E%HE =

b GR B3 B |0 s S| & B8 2|00 5

A X X = G- B P @ || apoly 88 dass -

Subscribe to an RSS Feed

Create a News Section and tell the world that things are happening for your organization.

Accept

Reject

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 © 2001-2010 Sitecore. All rights reserved.

Page 93 of 128



Sitecore CMS 6.2 Content Author's Reference and Cookbook @ SlteCO re

4. Select this text and click the Insert Sitecore Link button ﬁ*.

2 Sitecore —- Webpage Dialog @

Insert a Link
Select the item or media that you want to create a link to.

Internal Link | Media Items
= |[5] sitecore
= a Content
= &) Home
5 ) Rss Feeds
[ News RSS Feed
® ) standard-Items
® @ rroducts
%) 3 Services
# @ References
E & News
# [ Pecple
® ) Meta-Data
# ) settings

5. Inthe Insert a Link dialog box, navigate to the RSS feed item that you created eatrlier.
6. Click Link to create the link.

7. Inthe Content Editor, save your changes.

Previewing the RSS Feed

Now that you have created the RSS feed for the News item, you can preview it to test that it works and
looks the way you want it to.

To preview the RSS feed:
1. Inthe Content Editor, open the News item.
2. Click the Presentation tab and then in the Preview group, click Preview.

When you are satisfied that the RSS feed works correctly you can publish it on your Web site.

Note
You must publish all the changes you made before they are available on your Web site.

A More Complicated Scenario

As we mentioned earlier, if the subitems are based on a different template, you must specify how each of
these items should be presented in the feed. Let’s look at such a scenario.

For example, if you use your Web site to promote your extensive range of products. You might want to
create an RSS feed for your products page so that customers can keep up to date with the latest changes
to you product portfolio.

However, these products are divided into different categories and the Web site uses different templates.
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The content tree might look something like this:

= D sitecare
= & Content
= “ﬁn Home
= () Rss Feeds
[ news RSS Feed
= J_J Standard-Items
= {8 Products
= Home-Products
ﬁ Cool-o-matic
@ wash-o-matic
= § Office-Products
= 5 Desk-Chairs
3B The-standard
13 The-Boss
= 5 Desk-Lamps
3 Black-coose
{i Goosy-Swing-Arm
13 The-Siver-Star
= 3".'acaﬁoanroducts
B Ski-Goggles

ﬁ Swim-Fins

To create an RSS feed for your products:
1. Open the Content Editor.

@ Sitecore

Select the Products item and set up the RSS feed for this item — it is the parent item.

2
3. In the Products item, insert a link to the feed item.
4

Select one of the product categories and click Presentation, Design to configure how the feed is

presented for this item.

If the different product categories use different templates, configure one of each.

5. Select one of the product items and click Presentation, Design to configure how the feed is

presented for one of the individual product items.

Again, if the different product items use different templates, configure one of each.

6. Select the Products item and click Preview to see a preview of the feed.

When you are satisfied with the feed, publish all the items that you have modified.
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Products RSS Feed

You are viewing a feed that contains frequently updated content. When you subscribe to
a feed, itis added to the Commaon Feed List. Updated infarmation from the feed is
automatically downloaded to your computer and can be viewed in Internet Explorer and other
programs. Learn mare about feeds.

4 Subscribe to this feed

Swim Fins

Displaying 14/14
® All 14
Sort by:
¥ Date

Title

11, februar 2009, 15:09:52 =

You'll be a fish in water with these speedy swim fins!

Ski Goggles

11. februar 2009, 15:07:39 =

Find your way down the slopes elegantly with these tinted ski goggles.

Vacation Products

11, februar 2009, 15:07:01 =p

Get ready to enjoy life! With our vacation products, you'll never want to return home.

The Silver Star

11. februar 2009, 15:06:32 =p

This elegant best seller looks great and shines bright!

Goosy Swing-Arm

11. februar 2009, 15:05:18 =

fchiancad Ganze dacinn A Araat unarace far thaca wha haua mactarad the Rlark Gance

7.1.3  Subscribing to an RSS Feed

When a visitor logs on to the Web site they can easily subscribe to the RSS feed.

To subscribe to the RSS feed:

1. Open your Web site in Internet Explorer.

@ sitecore

This RSS feed presents a list of all the product category items and product items listed according to date.

~
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2. Navigate to the item that you have created an RSS feed for — the News page.

sitecore

compelling web experiences’

@ sitecore

¢]

m s _

Home » News

News News

Create a News Section and tell the world that things are happening for your

Recent News on Front Page ed
organization.

Starter Kit Fully Documented
Tutorials Speed Learning Curve  SuUDScribe to an RSS Feed
0Old News not on Front Page

Hae Recent News Items Shown on Front Page

Revululiun in Office
The Home page of you site autematically displays the first
three recent news items (sorted by the news article date).

read more

3. Inthe News page, click the Subscribe to an RSS Feed link to open a new page displaying the

RSS feed.

News RSS Feed

You are viewing a feed that contains frequently updated content. When you subscribe to a feed,
it is added to the Common Feed List. Updated information from the feed is automatically
downloaded to your computer and can be viewed in Internet Explorer and other programs. Learn
more about feeds.

& Subscribe to this feed

Tutorials Speed Learning Curve

7. august 2009, 11:19:33

The Starter Kit documentation includes many tutorials to help you get up and running quickly.

Recent News Items Shown on Front Page

11. februar 2009, 15:22:08

The Home page of you site automatically displays the first three recent news items (sarted by the news
article date).

Starter Kit Fully Documented

11. februar 2009_15:20:52

Displaying 4/4
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4. Inthe RSS Feed page, click Subscribe to this feed.

Subscribe to this Feed

Subscribe to this Feed
When you subscribe to a feed, it is automatically added
o the Favortes Center and kept up to date

Name. News RSS Feed

Createin: | [ Feeds v | | New folder
[ Add to Faverites Bar
What is 3 Feed?

@ Sitecore

5. Inthe Subscribe to this Feed dialog box, give the feed a name and specify where you would like

to save it.
Click Subscribe to add the feed to your list of feeds.

You have now subscribed to this feed. When you open your browser, you can click Favorites,
Feeds, and then click the News RSS Feed to see a list of all the news items on this Web site.
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7.2 Sitecore Client Feeds

Sitecore also contains a number of client feeds that content authors and other users of Sitecore can
subscribe to.

Sitecore contains the following client feeds:
e Content item feeds
o  Workflow feeds

e Workflow state feeds

All of these client feeds are dependent on the items in question being subject to workflows.

For information about workflows, see Chapter 8, ‘Workflows for Content Editors’.

7.2.1 Iltem Feeds

To be informed about any changes that are made to an item in Sitecore, you can subscribe to an RSS
feed for that item. You can subscribe to a feed for any item in the Content Editor content tree. However
the feed will only contain useful information if the template that the item is based on is subject to a
workflow.

To subscribe to a Sitecore item feed:
1. Inthe Content Editor, navigate to the item that you are interested in.

In this example, you are a HR manager who wants to ensure that the text in an item about a job
vacancy is correct before it is published on your Web site. You therefore subscribe to an RSS
feed for this particular item.

o Home  Navigate |G Analyze  Publsh  Versons  Configure  Presentation

Clck Edit to lock and edit this item. | 2] EdiE @
Reminder ~  Archive ~
Proofing Workflo Schedule
‘;.;; ch @ V‘ WContent\QPrawaw X
= t
& stecore Account-Manager
= & Content
& & riome @ Quick Info
)RS5 Feeds = 5
1) standard-Ttems readerum
@ Products Job Description
8 services Contact:
‘@ References jobs@sample.com
& News
] Peaple Today - Clear
= @ Jobs Deadline:
@ Account-Manager 3/19/2008 v
{8 Number-Cruncher
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2. Click the Review tab, and then in the Proofing group, click Subscribe.

Updates to Account-Manager Sitecore item Displaying 1/1

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it
is added to the Common Feed List. Updated infarmation fram the feed is automatically downloaded ta

your computer and can be viewed in Internet Explorer and other programs. Learn more about feeds. ® All 1
e o .
€ Subscribe to this feed Sort by:
~ Date
Title

New item created

03 P

vas created in English language by [Unknown user]

\ersion

Home/Jobs/Account-Manager,
English, Version 1

What do you want to do with Account-Manager:

« Edit it

Preview the webpage

3. Inthe Web page that opens, click Subscribe to this feed and add this RSS feed to your favorites.

As you can see the RSS feed does not contain very much information at the moment. However, if a
content author edits the item and moves it through the workflow, the feed becomes much more
informative. When the item is edited by a content author, a new version is created and placed in the Draft
workflow state.

After a couple of days, the HR manager decides to check the RSS feed.
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@ sitecore

In Internet Explorer, in the Favorites panel, click the Feeds tab, and then click the link to the item feed.

(= Updates to Account-Manager Sitecore item - Windows Internet Explorer

EEX

&7

&3 v [E) rrolocabhost

¢ Favorites

i Add to Favorites Bar

Favorites | Feeds |History

Fle Edit View Favortes Tools Help

) Microsoft Feeds.
|3 Sitecore Feeds

@ Turn on Suggested Sites..

[ Undates to Account-Manager Sitecare item

(& Undates to Account-Manager Sitecare item 5 - B - = dm® - Page- safety~ Tools~
Updates to Account-Manager Sitecore item

e ioa1 Displaying 11
The Account-Manager was moved to the Draft workflow state ° Al 1
S Sort by:

The Account-Manager item was moved from to Draft workflow state by Audrey Normal Content Author User Dat

~ Date
Title

Home/Jobs/ccount-Manager

English, Version 2

What do you want to do with Account-Manager:

* Submit or Submit & comment
o Editit

Version changes:

Previous Version (1) Current version (2)

Preview the webpage

Workflow history:

Item

created

View feed properties...

Breadaumb  Sname Sname
Title:
Contact: jobs@sample.com Jobs@sample.com
Deadline: 2009100171260 20091001T112900
Menu Title: Account Manager Account Manager
Title: Account Manager Account Manager
We're looking to expand aperations and we want you We're loaking to expand operations and we want you to
et to help! We expect that you have several years of help! We expect that you have several years of experience
ot
experience and a proven track record, We offerafun, and a praven track record. We offer afun, fast-pased
fast-pased workplace and competive salaries, warkplace with exciting colleagues and competive salaries.
Querview Experienced sales representive and partner manager.  Experienced sales representive and partner manager.
Abstract:
Qveriew 100 100
Image Max
width:

This Web page contains some information about the item, including:

e The name of the item.

e |ts current workflow state.

e The workflow history of the item.

Ga - oo -

o Atable showing the differences between the new version and the old version of the item.

It also contains some workflow commands that let you move the item through the workflow — if you have
the appropriate permissions.

Sitecore Workflow Feeds

Sitecore also contains some workflow feeds that you can subscribe to.
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To subscribe to a workflow feed:
1. Open the Workbox.

sample Workflow

Sample Workflow

f Draft - (1 item)

f Awaiting Approval - (none)

2. To subscribe to the workflow feed, click the RSS feed button for the workflow.

This client feed keeps you up to date on the entire workflow and is useful for administrators and
super users who have access to every workflow state that the workflow contains.

leems in the Sample Workflow workflow Displaying 22

Older-News (v.2) has been moved to Awaiting Approval state o

the mportantnews items wren trey

+tems siserrews summates yfais off e ront psze

Eng

What do youwant to do with Account-Manager

3. To subscribe to a workflow state feed, click the RSS feed button for the workflow state.

This client feed keeps you up to date on this particular workflow state. This client feed is useful for
content authors and managers who only have access to particular workflow states.
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Items in the Draft state of the Sample Workflow workflow

The ‘Older-News’ item has moved to the Draft’ workflow state.

Q) sitecore

Subret & commert

rsion (1)

i

Artcies not Shown on Front Page Anices not Shown on Front Page

oton From Page

5ot on Front Page.

~Amices nat Shown on Front

sutomaticaly

24 off the front page. sk off the frot page.

Workflowhistory:

Using the RSS Feeds

When you have subscribed to a workflow feed, you can use the RSS Feed to perform the tasks that you

have permission for.

For example, in the following feed:

Updates to Account-Manager Sitecore item
24, september 2009, 14:07:22

The Account-Manager was moved to the Awaiting Approval workflow state

24, september 2009, 14:07:22

The Account-Manager item was moved from Draft to Awaiting Approval workflow state by Audrey Normal Content Authar User

Home/Jlobs/Account-Manager,
English, Version 2

What do you want to do with Account-Manager:

® Approve or Approve & comment

e Reject or Reject & comment
o Edit it

Version changes:

Field Title Previous Version (1) Current version (2]

Breadcrumb Title: Sname $name

Contact: Jjobs@sample.com Jjobs@sample.com
Deadline: 200910017112600 20091001T112900

Menu Title: Account Manager Account Manager
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The user can:
e Approve or reject the item.
e Approve or reject the item and insert a comment.

e Edit the item.

If you click Reject & comment, the following page appears:

Enter a comment to reject Account-Manager:

Enter your comment and then click Reject to send the item back to the previous workflow state.

Important
You must select the Remember me check box on the Sitecore login page to perform these tasks without
having to log in.

If you haven’t selected the Remember me check box, you must log in before you are directed to the
appropriate page.
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7.3 Security and Client RSS Feeds

RSS technology is designed so that users who follow an RSS link can come directly to the item specified
in the URL of the RSS feed. Most RSS readers do not support authentication. This means that users who
subscribe to Sitecore client RSS feeds have direct access to the item specified in the URL of the RSS
feed and do not have to identify themselves to the Sitecore security system when they view the RSS
feed. However, the Sitecore security system verifies that they are authorized users when they try to
perform any actions associated with the client feed.

If someone else gains access to the URL of the RSS feed:

e They can follow the link and view all the content contained in the RSS feed even though their own
security permissions do not give them access to this item.

e They cannot perform any actions on the content.

e They cannot view any other content.

e They cannot gain access to the username or password of the original owner of the RSS feed.
e They cannot modify the link to gain access to any other content.

Important
Sitecore users should not share RSS feeds.

To learn how to tighten security around RSS feeds, see the Sitecore Security Hardening Guide.
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Workflows for Content Editors

This chapter describes workflows, what you can use them for, and how they are
implemented in Sitecore. There is also a description of the Workbox that reviewers use to
move items through workflows.

o Workflows

e The Workbox
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8.1 Workflows

Workflows are a system that you can use in Sitecore to control when a content item is published.

A workflow is a series of states that you define. These states should reflect the work processes and
procedures that have been implemented in your organization for creating Web content. These states can
correspond to the creation, review, and approval stages that content items must go through before they
are published on your Web site.

Workflows are a way of formalizing and enforcing these processes and procedures to ensure that only
content items that have been approved are published.

A workflow can contain any number of different workflow states and be as simple or complex as required.
Content items do not necessarily have to pass through all the workflow states that you have defined —
some states can be optional or only applicable for certain kinds of content.

Furthermore, you can implement any number of different workflows. Each workflow must contain one
workflow state that has been defined as the final workflow state.

Content items must pass through the appropriate workflow states and can only be published when they
are in the final workflow state.

8.1.1 Implementing Workflows

Workflows are normally implemented by developers. It can however be useful for content authors to
understand how they are constructed and implemented.

Workflows consist of special items that are stored in the Sitecore content tree.
A workflow consists of:
A Workflow — the main item that contains all of the subitems that make up the workflow.

Workflow States — the basic building blocks of the workflow. The workflow states represent the different
stages in your content creation process. Content items that are sent through a workflow start in the initial
workflow state and finish in the final workflow state.

Workflow Commands — the actions that must be performed by the various contributors to move the
content items from one workflow state to another.

Workflow Actions — actions that are automatically performed on the content items when they are in
particular workflow states or when particular workflow commands are executed.

Here is an example of a workflow:

Workflow Items | e
= ©» Workflows

T Workflow =———f———— = B Sample Workflow Workflow States
@ state = A Editng 41— |nitial Workflow State
& Submit
& Command = [& Reviewing
@ Approve
O Reject
= @ Published «—————Final Workflow State
@ Auto Publish ~

& Action
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Important

@ Sitecore

After the workflow has been defined, the developer specifies which item templates are subject to the
workflow. When they have done this, every time a content author creates or edits a content item that is
based on one of these templates the content item is sent to the initial workflow state of this workflow.

Content items can only be published when they are in the final workflow state.

8.1.2 Using Workflows

After the workflow has been implemented, content authors must send the content items they create or

edit through the workflow before they can be published.

When you create a new content item, it is automatically placed in the initial workflow state. The content
item remains in the initial workflow state until you use a workflow command to move it to another workflow

State.

If you edit an existing content item that is subject to a workflow, Sitecore creates a new version of this
content item and places it in the initial workflow state. If you edit this content item again later, you edit the

version that is in the workflow unless you specify that you want to edit another version.

Important

Content items that are edited by administrators are not subject to workflows.

Sending Content Items through Workflows

When you have finished editing the content item, you can send it to the next workflow state.

To send a content item to the next workflow state:

1. Inthe Content Editor, open the content item that you are working on.

2. When you are satisfied that it can be sent on through the workflow, click the Review tab.

o Home Navigate

Review Publish Versions My Toolbar

You have locked this item.

& CheckIn Ig) Submit
@J History

L)

Reminder —  Archive —

orkf
a Content

y -3

= & Content
= ) Home
i Standard-Ttems
B Products

m Qur-Company

final workflow step.

/1, If you publish now, the selected version will not be visible on the Web site because it is not in the

:3 Services Version 1 wil be published instead,
@ References of Banner El
& New:
P News Banner Slogan:
3 ) [d] People Great Company!
8 &3 Our-Company Great Products!

Sl a

As you can see, the Workflow group displays a workflow command — Submit. This is the only
workflow command that you can apply to the current content item in its present workflow state.

Furthermore, the content item also displays a message informing you that this version of the item
cannot be published because it is not in the final workflow state.
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3. Click Submit to send the content item to the next workflow state. Sitecore displays a dialog box
for you to enter a comment:

A sitecore -- Webpage Dialog

Enter a comment:

4. Enter a comment and then the content item is moved to the next workflow state.

The workflow commands that are available in the Workflow group change to reflect the item’s
new status.

‘ o Review

[ Ed &3 Approve E

GP History &3 Reject Reminder ~ Archive -
Schedule

‘% '| ‘Content
&3 Our-Company e

= & Content
= € Home

E
= ﬂ Standard-Ttems &, You must lock this item before you can edit it.

IO Products To lock this item, dick Edit on the Home tab.
& services o Lotk and Edit
@ References
& News 3 If you publish now, the selected version will not be visible on the Web site because it is not in the
final workflow step.
8 &) Pecple

version 1 will be published instead.
& our-Company

PBa -
) Meta-Data of Banner
) settings Banner Slogan:

However, if you do not have permission to edit the content item in this workflow state, you cannot
lock the item for editing and the workflow commands will not be displayed.

Sitecore also contains a Workbox that been designed to give reviewers a greater overview of all the
content items that are currently in workflows.
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8.2 The Workbox

The Workbox is a tool for reviewers and managers and gives them the overview they need to perform
their tasks.

Using the Workbox

When you need to review content items, you should use the Workbox to see all the content items that are
currently in workflows and which workflow states they are in.

To use the Workbox:
1. Login to the Sitecore Desktop.
2. Click Sitecore, Workbox:

le Workflow

Sample Workflow

f Draft - (none)

f Awaiting Approval - (1 item)

Da Our-Company - (English, version 2)
ast d udrey changed from Draft to Awaiting Approval on 1. april 2009, Mare v

[Brrevien [@ open @oiF @ doprove @ Resect

| °Appmve {selected) QApprove (=l @Raject {selected) @Reject {al)

In the Workbox, you can see that the Sample Workflow has been selected and you can see all
the relevant workflow states. You can also see that there is one content item in the Awaiting
Approval workflow state.

3. In every workflow state, you can preview, open, compare, each content item as well as apply the
workflow commands that have been defined for that workflow state.

In the Awaiting Approval workflow state, you can approve, or reject the content item.

Previewing an Item

To preview the version of a content item that is in a workflow state, click Preview and this version of the
item is displayed in a new browser window.

Opening an Item

To open a content item, click Open and the item is opened in the Content Editor.
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Comparing an Item
To see the changes that have been made to a content item, click Diff.

2 Sitecore — Webpage Dialog
1oy Compare Versions
u Compare two version of the same item. The differences are highlighted.

One Column Two Columns.

E v

Qur Company

ooltip:

! page Title and Text =

Qur Company

Text:

What a company this is to work in! # We are an innovative
company that offers a unique range of products and services.

| Related Ttems @
Related Items:
| sidebar @

The Compare Versions dialog box lets you see the changes that have been made to this version of the
item. You can select which versions to compare and whether you want them displayed in one or two
columns.

Approving or Rejecting an Item

When you are finished reviewing the content item, click approve or reject to move it to the appropriate
workflow state.
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Several Workflows

If you have implemented more than one workflow, you can view them at the same time or switch between
the different workflows in the Workbox.

‘% Reqular review
@ Edit - (nome)

Ea Awaiting Approval - (none)

% validation

(& Edit- (1 tem) Bae

Awaiting Approval - (1 item) Be

O a‘j Corporate info - (Engksh, verson 2)
e changed from Edit t Awaiting Approval o Thursday, Jiy 03, 2008, More =

Bevever Blose Qo# @ oovre Daema

| @ scorove tesected) @ acorove () @ reject fssiecns) DReect ()

To display or hide a workflow in the Workbox, select or clear the check boxes in the Workflows group.
You can also expand and collapse each workflow and workflow state.
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Customizing the Interface

You can change the interface in Sitecore. This chapter describes how to increase usable
screen space, customize the interface in the Content Editor and in the Page Editor. There
is also a description of how to customize the Sitecore Desktop.
This chapter contains the following sections:

e  Working with the Browser

e Customizing the Content Editor

e Customizing the Page Editor
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9.1 Working with the Browser

All of the interfaces and programs that Sitecore contains are displayed in a normal Web browser.

9.1.1 Full Screen Mode

If you need to see more of the Web page or item that you are editing because there are too many
elements in the way or because you are using a computer with a small screen, you can gain some space
by expanding the browser interface to full screen mode.

To enable full screen mode, press F11. This expands the browser window to fill the entire screen and
hides the user interface elements of the browser — the title bar, menus, toolbar and status bar.

To see some of hidden user interface elements, move your mouse to the top of the screen. Press F11
again to restore the hidden browser user interface elements and exit full screen mode.

9.1.2 The Sitecore Desktop

When you are using the Sitecore Desktop application you can change some of the settings that affect the
way Sitecore looks and customize other settings to suit your needs.

In the Sitecore Desktop, you can:
e Change the desktop background.
e Change your password.
e Change the application options.
e Change your personal information.

e Change the language settings.

Changing the Desktop Background

You can change the image displayed as your desktop background when you log in to the Sitecore
desktop.

To change the desktop background:
1. Log in to the Desktop.
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2. Click the Sitecore menu and then click Control Panel, Preferences:

El control Panel

[®] Preferences
<

Pick a task...

E| Change Your Desktop Background

E| Change Your Application Options

[3] change Your Password

[3] change Your Personal Information

E| Set Your Regional and Language Options

E| Reset My Settings to Default Yalues

3. Inthe Preferences dialog box, click Change Your Desktop Background.

A Sitecore - Webpage Dialog E3
pag g
Desktop Background
Select a desktop background.

Background:

{None) Position:
Blue
Building
Chameleon cape Color:

Keﬁboam

Pine neddles

Sparkle

Stairs

Sudak still rocky shore
Warking

In the Background field, select the image that you want to use.

In the Position field, use the drop down arrow to select how you want to place the image on the
desktop.

6. Inthe Color field, select the color you want to surround the image if it does not fill the screen.

Changing Your Password
To change your password:
1. In the Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.
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2. Inthe Preferences dialog box, click Change Your Password.

A Sitecore -- Webpage Dialog,

Change Pasword

Enter your current and new password.

Password: I |

New Password: [ |

Confirm New Password: | |

Change Password | [ cancel |

3. Inthe Change Password dialog box, enter your current password and then enter and confirm
your new password.

You can also change your password in the Sitecore log in page.

Q sitecore’
|
Welcome to Sitecore

Login

Forgot Your Password?  Change Password

Changing your Personal Information
To change your personal information:

1. Inthe Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.
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2. Inthe Preferences dialog box, click Change Your Personal Information.
A Sitecore -- Webpage Dialog, E]
Personal Information
Change your personal information.
Full Name: |My Mew Name |
Email: |mynewema\l@address,net |
Portrait: g User1 A
User2
User3 b
Angel
Astrologer
Dudel
Dude2
Dude3 L
3.

In the Personal Information dialog box, you can change your name, e-mail address, and the
image that is used as your portrait throughout Sitecore.

Changing Your Regional and Language Options

To change your regional and language options:
1.

2.

In the Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.
In the Preferences dialog box, click Set Your Regional and Language Options.

A Sitecore -- Webpage Dialog, @

Regional and Language Options
Change your regional settings to reflect your preferences.

Standard and Formats:
This option affects how numbers, currendies, dates and time are formatted.
Select an item to use its preferences.
©
Samples:

number:  [123,456,789.00

currency: [2123,456,789.00

Tme: [10:30

Short date: [06/13/2008

Long date: [Friday, 13 June 2008

Client Language
Select the language to use in the dient application.
English
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3. Inthe Regional and Language Settings dialog box, you can:
o Select the formats that you want to use for numbers, currencies, times, and dates.

o Select the language that you want the client application to use.

Using the Default Settings
To use the default settings:
1. Inthe Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.

2. Inthe Preferences dialog box, click Reset My Settings to Default values.
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9.2 Customizing the Content Editor

The Content Editor contains a number of user interface elements that you can.

You can, for example, give yourself more room to work in by:
e  Customizing the ribbon.
e Customizing the content tree.

e Resizing the editing pane.

9.2.1 Customizing the Ribbon
There are several ways in which you can customize the ribbon.
You can:

e Hide the ribbon.

¢ Hide the tabs.

e Create your own toolbar

Hiding the Ribbon
To hide the ribbon in the Content Editor:
1. Double-click any tab to hide the ribbon.

@ Sitecore

0 Home  Navigate Review  Pubish  Versons  Configure  Presentaion View per
Search 2, ~ ||| @ content [°Sd =R I
B (5] sitecore Ala
E] d sidebar =i
= & content

The ribbon is removed but the tabs are still displayed.

2. Click on atab to open that tab and display the ribbon again.

Hiding Tabs

You can also specify which tabs are displayed in the Content Editor.
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To hide a tab:

1. Right-click anywhere on the ribbon to open a dialog box:

Hame
Navigate
Review
Publish
Versions
Configure
Presentation
Security
Wiew

My Toolbar

Developer

Reset

Customize

@ Sitecore

2. Select or clear the check boxes to decide which tabs you want displayed in Content Editor.

3. Click reset to restore the default tab selection.

Creating your own Toolbar

You can also create your own toolbar that only contains the tools and functionality that you need to do

your work.

To create your own toolbar:

1. Right-click anywhere on the ribbon and click Customize to open the Customize My Toolbar dialog
box.

A sitecore - Webpage Dialog

Customize My Toolbar
-

Add or remove commands from My Toolbar,

Al

DAppearance
D Attributes
5] Clipboard
D Close Preview
[ Create
D Fields
[2) Goto
D Insert
D Insert Options
[E] Language
D Layout
D Layout Presets
[El Locks
D My Strip
D Navigate
5] Operations
D Ownership
< I

v

Customize

Ge

1. Inthe All pane, expand the groups and select the commands that you want on your toolbar.
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You can only select commands and not groups. You can however insert separators to divide
them into groups and use the up and down arrows to place the commands in the order you want.

A sitecore - Webpage Dialog,
= Customize My Toolbar
ﬁ Add or remove c‘u’mmands from My Toolbar.
All Selected
E T My Strp ~ @ [Customize (1]
[2) Navigate (| Separator (4]
[£] operations Paste
) ownership Copy
D Page Urls ﬁz&aramr
[ Preview Renama
Bl Proofing
[ Publish Spellcheck
[£) Publish Restrict
a D Rename
D Rename
2] Display Name
D Schedule
D Search
[ security
D Security Preset
D Security Tools
= Separator
[ serialize
e s = Separator |

2. When you are finished, click OK.

3. Right-click on the ribbon to open the tabs dialog box and select the My Toolbar tab. The tab is
added to the ribbon and contains all the command that you just selected.

Publish Versions Configure Presentation Security View My Toolbar Developer
About Us Section

Contact Section

9.2.2 Customizing the Content Tree

In the Content Editor, you can easily resize the content tree pane or hide the content tree entirely if you
prefer.

Hiding the Content Tree

To hide the content tree:
1. Inthe Content Editor, click the View tab.

o Home  Navigate  Rev Publsh  Versions  Configure  Presentation  Security

2. Clear the Content Tree check box to hide the content tree.

3. Clear the Entire Tree check box to hide the root of the content tree (sitecore) and the media
library. This view ensures that users can only see the items that are part of their Web site.
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4. Clear the Hidden Items check box to hide some of the system items that are displayed in the
content tree.

The other two settings — Raw Values and Standard Fields are only relevant for administrators.

Resizing the Content Tree

You can also resize the content tree. This can be useful when you need to find an item or when the pane
takes up too much space.

To resize the content tree:

1. Inthe Content Editor, move the mouse over the bar between the Content Tree and the Editing
pane.

2. Drag the bar to the left or right to resize the elements in the window.

Configuring the Quick Action Bar

The Quick Action Bar runs down the side of the content tree and can be used to display information that
can be useful to both the content author and the administrator.

= ) sitecore
= 5 Cont
# ) Home
# 9 samgle
¢ @ Heo
# (JMetaData
# () Settings

Quick Action Bar

CEEQ

To configure the Quick Action Bar

1. Right-click the Quick Action Bar to see a list of the elements that it can display.

My Locked Items
Locked Ttems
Workflow State
Broken Links
Missing Versions
Publishing Warnings
Validation Rules

@ Refresh

2. Click an item in the menu to hide or display an icon beside the item that is affected.

You can select the following items:

Menu Item Tells you

My Locked ltems Which items you have locked.

Locked Items Which items have been locked by another user and
who locked it.
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Menu Item Tells you

Workflow State The workflow state of the item.

Broken Links Which items contains broken links.
Missing Versions Which items are missing a version.
Published Warnings Which items have published warnings.
Validation Rules Which items contain validation errors.

Note
The items that are available in this menu in your Sitecore solution may vary from the ones shown here.
This is controlled by your Sitecore system administrator.

You can select as many of these options as you like. There is a performance overhead to pay for each of
these options.

Important
The Validation Rules and Broken Links options are the most costly of the Quick Action Bar options. Each
time you open an item in the content tree the client must make a server call to refresh these options.

9.2.3 Changing the Application Options

When you are using the Content Editor, you can also specify which elements of the Content Editor
application should be displayed.

To configure the Content Editor:
1. Inthe Content Editor, click on the Sitecore button in the top left-hand corner.

Properties
Application Options
‘ Licenses

i} about

Exit

Alternatively, in the Sitecore Desktop, click the Sitecore menu and then click Control Panel,
Preferences.
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2. Click Application Options to open the Application Options dialog box.

A Sitecore -- Webpage Dialog,
Application Options
Change your options.
Content Editor | view |
Show Hide

Ttem Title Bar

Field Section Titles

Fields from the Standard Template
Hidden [tems

Quick Info Section

Quick Action Bar

Seach Panel

validator Bar

Use Smart Tags

Prefetch Collapsed Sections
Field Values

® show Input Controls

O show Raw Values

Pages
Show Pages Bar

3. Select or clear any of the check boxes to hide or show the element in question.

The following screenshot points out where most of these elements are found in the Content Editor:

Search Panel

Item Title Bar

! (SEFI0TFTCOIAACESAF 11 EF BAZIAFET)

Quick Info Section

Tnem Path:  fgnecore fcontentiome
Templote! jtecore Samplates Starter K2 1oem Types Ste Roct - (SACEOAED-JLAF400E 310

Hidden Items =

Crested From: (urknown]
Them Ownert [urimoe)

& Banner .
& Breadcrumb

Quick Action Bar — Svericrumb TR

Home

Wl »

Drvena .
[ Ravrgation .

|2 Page Title wnd Text

Tithe:

Field Section Titles

Validator Bar

The remaining elements in the Show/Hide section are:

e Fields from Standard Template — selecting this option will display a large number of fields that
are used internally by Sitecore. These are hidden to improve performance.
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e Use Smart Tags — an alternate way to show the commands associated with a field.

Show Editor * Suggest Fix - Edit Himl
 Show Editor ~
‘What do you  Show Editor |7

Suggest Fix
Edit Himl

o Prefetch Collapsed Sections — the system fetches and keeps the fields from the Field Sections in
memory before the section is even opened.
The other important option on the Content Editor tab is in the Pages section — Show Pages Bar.

This option determines whether or not the shortcuts to the Sitecore applications are displayed at the
bottom of the screen.
| Combant-Cartar—iRTRt Library Workbox

O sitecore”

Pages Bar

++ Content Editor

The View tab of the Application Options dialog box contains a few more options.

A sitecore - Webpage Dialog,

Application Options
Change your options.

Content Editor | View

Content Tree - [tem Names

® Display Mame (Janguage-specific name)

O Item key

Content Tree Root

Show the Content Tree in the Content Editor

Show Entire Content Tree

In the Content Tree — Item Names section, you can specify whether you want the content tree to show
the key that each item has or to show the language specific display name that you can give an item.

In the Content Tree Root section, you can specify whether or not you want the content tree shown in the
Content Editor and whether or not you want the entire content tree shown.

Setting the Display Name of an Item
To set the display name of an item:

1. Inthe Content Editor, select the item in the content tree.
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2. Onthe Home tab, in the Rename section, click Display Name.
3. When you are prompted, enter the name that you want displayed in the dialog box that appears.

4. Refresh the content tree and the display name is visible:

™2 || & rroduct category i <5l CopyTo 0 ... o Hename - —
Save @ Product Description ¢ Paste @ Copy T Display Mame:
e i Clipboard Rename L
[seard 9, =] [ W content
B [ si .
(2] sitecore My Display Name - [novelty ltems]
= & Content
(]
# ) Home D quick Info
= @sample
) standard-Items Item ID: (EFSFFO3B-1478-4EAF-AGFC-TEGEED 723237}
= @ Products Ttem Name: novelty Ttems - Display Name: My Display Name
& Home-Froducts Item Path: fsitecore fcontent/Sample/Products/novelty Ttems
5 My Display Name
2 Hovelty Items Template: fsitecore/templates/Starter Kit/Content Templates/Product Category - {3A471A2C-F835-416F -5 26E-5C03
& Office Products Created From: [unknown]

In the Content pane, the key is shown after the display hame.

Furthermore, the display name is also used for the item in the published Web site.
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9.3 Customizing the Page Editor

You can also customize the Page Editor. However, because the Page Editor contains limited functionality
there is not that much that you can change about it.

9.3.1 Working with the Ribbon

The functionality that is available to you in the Page Editor is determined by the roles that your site
administrator has assigned you.

Hiding the Ribbon

If you only have limited access to the functionality contained in the Page Editor, you can hide the ribbon
to give yourself more space to work with.

To hide the ribbon:
1. Login tothe Page Editor.

Save Save & Clozse Close Ribbon

B %9 O SN
Page Editor | Preview || Insert Delete Lock My Items (0) Warkbox || Log OFF

| Ed
» Home » | S Go (B Edit

YourSite.net

2. Click the Ribbon button at the top of the screen to hide the ribbon.

3. When you need to use the ribbon, click Ribbon and it appears again.

Changing the Interface

If you have access to more functionality in the Page Editor, you can also change the way the Page Editor
presents editable items to you.

To change the interface:
1. Log in to the Page Editor.

Save Save & Close Clase Ribban

Page Editor Home Wersions View

B De

Page Editor | Preview || Insert Delete Lock My Items (0) Workbox || Log OFf

» Home » | ©pGo [ Edit

YourSite.net
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2. Inthe Page Editor, click the View tab.

Save Save & Close Close Ribbon

Page Editor Home Versions View

Editable [ ]oots
Floating Frame

| Show/H

b Home b | & Go [ Edt

YourSite.net

3. Inthe View tab, select or clear the check boxes to:

o

o

o

Specify whether or not the items are editable.

@ Sitecore

Whether or not the editable items are displayed in a floating frame.

Whether or not a dot is displayed beside the editable items.
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