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Session Objectives

Objectives — Sessions 1 and 2
By the end of Session 1, you will be able to...

U Accurately explain the overall structure and
general functionality of CMS

U Navigate the CMS workspace

O Create / edit wrappers and manage section
navigation

U Create simple web pages

U Explain the concept of content types

Page 3 u comuv-l’g:
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Structure and General Functionality

SECTION OBJECTIVES

Section Objectives —what is CMS?

* In this section, you will explain the general
functionality and overall structure of CMS by
performing the following tasks

O List six major advantages of using CMS

O Navigate around the CMS Workspace and Website
Explorer

©2009 Convio, Inc. | Page 5 unDnVIB:

SIX ADVANTAGES OF USING CMS

What is CMS?

* CMS = Content Management System

* Consists of a front-end editor, a back-end system, and a
template system (structure, data, and design are
controlled separately)

* Automates & simplifies the content creation process

* Enables managed collaboration

©2009 Convio, Inc. | Page 6 “comlo:

Content management software automates the process of creating, publishing, and maintaining web content. It
simplifies content production through scalability and managed collaboration, empowering administrators of all
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technical levels to perform a variety of tasks within a uniform structure. Storage and data recovery capabilities
minimize the effects of catastrophic errors also.

Six Advantages of Using Convio CMS

1. Itis different from a basic website “hosting” service, with
server space and an FTP login for you to upload files

= » — S _ -
Hosting Server CMS Server
FTP .

Directly create,

. edit, & manage

nlﬁ Content on m
local machine
©2009 Convio, Inc. | Page 6 vcm:

How is CMS different from other web hosting methods?

If you use DreamWeaver or other website management software, your site is managed like the diagram on the
left. Website content is created on your local machine first, then uploaded to the hosting server to make it
available to the public.

With CMS, you manage your site content directly at the server level.

v. 7.0 Revised 02/2012 5



CMS 100w: Content Authoring — Day 1

The difference has a couple of implications as you can see.

What is CMS “Not” ?

Hosting Server

Who keeps
overwriting
my page?

I don’t have
the editing
software!

Version 1 on
local machine

Version 2 on
local machine

©2009 Convio, Inc. | Page 7 QCOHVIB:

Scenario 1: Alex creates a page on his machine and uploads it to the hosting server. Beth wants to add a link.
She downloads the page, edits it and uploads it. Meanwhile, Alex notices a typo. He fixes it and uploads his file
again, overwriting and erasing Beth’s edit....

Scenario 2: Cathy needs to create a page to announce a new event. But she doesn’t have web editing software
installed on her pc! She’ll have to go to the IT department and get the software, but then there’s this whole issue
of number of licensed users....

With CMS, you can avoid these common problems. You don’t store content on your local machines, so there’s no
possibility of having many versions everywhere.

Also, software is not installed on your pc either. You access the software on the internet, so anyone with an
account can use the software. And you have control over who may access the editing site.
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Six Advantages of Using Convio CMS

2. Editing tools automate the process of creating and
publishing content

CMS Server Pages goes live!
WSAs define the Authors provide Managers

content structure || the text & images || approve the page

x oD M

©2009 Convio, Inc. | Page 8 “Cm

Another characteristic of CMS is its ease of task management. Since you as a manager take care of the technical
part, you can engage non-technical staff as authors too.

In this publication process, the Manager configures the content structure and defines the overall look and feel of
web pages.

Then Authors follow the wizard Managers have set up, and provide text and images.

After the authoring process, Managers are still in control of the page since they are the ones who approve the
page and publish it.

v. 7.0 Revised 02/2012 7
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Six Advantages of Using Convio CMS

3. Administrative tools, like search and version control,
make it easy to maintairy websites of any scale

’Eb Page: index
/ Folder: (3§ T
es | Changes | Workiiow | Links |
Website Explorer Seat l ‘previous versions is enabled. (Disable)
Tranng ste 1 Size  Author | Date Action
= - J na M. Katacka Mar 17, 2007 02:39 PM EDT Published version 22.
B 99 %, |4 H1SK M Kataoka Mar 17,2007 02:39 PMEDT Ecited web page
e J na M. Katacka Mar 17, 2007 02:31 PM EDT Published version 21.
1 4KE M. Katacka Mar 17, 2007 02:31 PM EDT Edited web page
| Title Size \ |Type  |Status MO 5 na M. Kataoka Mar 17, 2007 11:58 AM EDT Published version 20.
[ @ AboutUs Folder - 18f 1 4kB M. Katacka Mar 17, 2007 11:58 AM EDT Edited web page
O Q) assets Folder - 1910 na M. Katacka Mar 17, 2007 11:54 AM EDT Published version 19,
[0 @9 Community Folder - 18( 1 4KB M. Katacka Mar 17, 2007 11:54 AM EDT Edited web page
.0 na M. Kataoka Mar 16, 2007 05:40 PM EDT Publshed version 18.
¥ 181 2ke M. Kataoka Mar 16, 2007 05:40 PM EDT Edited web page
©2009 Convio, Inc. | Page 10 dconvioy
Lo L =T

Thirdly, CMS stores historical data for you as versions. So when you need to edit a page, you don’t have to risk
messing up the live page. It also allows you to revert back to an older version should you need to do so.

CMS also has a search tool, which is very helpful for larger scale websites.

Six Advantages of Using Convio CMS

4. Leverage Convio Luminate Online data within CMS.

ﬂmﬂ

American Health Society

VOLUNTEER ADVOCATE SPREAD THE WORD SHOP THE STORE M

d.rece £ Donao
1,

Hi Alex, T —

p Thank you for your recent gift of $150.001

Educating Col
on Healt

ADVOCA DOUNATENOW

CRM Content Demo

Hi AHS friend,
Support the AHS Community Center in your area. The campaign ends this month,
donate now!
Sign-up
©2009 Convio, Inc. | Page 12 v COHVIB'
HCHER PEOPLE ™

CMS can leverage from Luminate Online Marketing data. You can personalize / conditionalize the content based

on the constituents’ behaviors.
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Six Advantages of Using Convio CMS

5. Allows managers to empower non-technical staff while
maintaining control over content

I — —
]

@ - —> ] ws
Media Contact [ News
Category [Choose one... ) Ng —

Healthcare Legislation News
e reveorn- Sernes st m—] ]
Body E tBBYH| 0o BIU
. E E = | Normal v | Defautt Font | | De|
e
n »
©2009 Convio, Inc. | Page 11 “cm

You can set up content types and display templates to collect specific information from authors and render the
information in a specific way to the public. Authors are submitting content through a form Managers have

designed, so you are involving more people in the page creating process, yet still controlling the kind of
information to be collected.

You can also design display templates to control the rendering of collected information.

v. 7.0 Revised 02/2012
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Six Advantages of Using Convio CMS

6. You can interrelate different content types

Health Topics

Downloadable
Resources

e Exercise
¢ Nutrition
¢ Environmental
Health

Now you can create....

* News page with an experts’ contact information
* Nutrition page with food related news and resources

©2009 Convio, Inc. | Page 12 “ Cm

Lastly, just by interrelating different content and applying filters, you can output different pages without duplicating
efforts.

In this scenario, Downloadable Resources, Experts, and News pages share the Health Topics category set. So all
PDF files are tagged with one of the Health Topics, all experts pages are tagged with their health topic of
specialty, and all news are also tagged with Health Topics.

As a result you can for example create a news page with an expert’s contact information automatically inserted.

Six Advantages of Using Convio CMS

6. You can interrelate different content types

California menus required to show nutrition Food and Nutrition W .
info Paper Resources list w/
July 13, 2008

2009 white paper an foof nutrition filter

By: Randy Bentley nutrition in the U.S.

California is the firstin the nation to implement a state-wide nutrition

disclosure requirement for its chain restaurants. Food Cost Control

You can eat well without

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Etiam pretium spending too much. Use this
ullamcorper massa. Vivamus et velit Cum sociis natogue penatibus et warksheet to plan your food
magnis dis parturient montes, nascetur ridiculus mus. Phasellus dictum purchases.

ligula et mauris. Morbi faucibus massa quis ante. Nam aliquet dolor

tempus sgpien. Suspendisse congue. Sed pede enim, porta in, tristique eu, U.S. Nutrition Facts
consectd Ny sit amet, turpis. Nulla accumsan, lacus vitae gravida mattis,

quam 1 weet mauris, ut aliqguam est augue vitae justo. Mauris Downloadable data sets

prepared by the USDA Nutrient
Data Laboralory

oo

drerit felis. Vestibulum feugiat dolor sit amet lorem.

lique neque. Donec mollis lobortis enim. Etiam Modifying Recipes to
Nutrition news 51, feugiat ac, fermentum vel, nibh. Praesent tortor. Reduce Fat

¢ vulputate ut, varius vitae, scelerisque mollis, dui.

gestas venenatis, dui lorem pharetra risus, a

et odio. In orci

Apple sauce, ricotia cheese,
nufritional yeast and others
can be used to partially

| substitute fat

©2009 Convio, Inc. | Page 13 “ cm
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In the example above, the News and the Downloadable Resources are connected with the Health Topics
category set. As a result, depending on the type of news on the page, the related downloadable resources file list
is dynamically compiled.

v. 7.0 Revised 02/2012 11
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BASIC NAVIGATION

CMS Admin URL and Site URL

Administrator URL and Site URL

/= American Health Society: Administrator Login - Windows Internet Explorer

6@, [ bitps: 4 PR fadminjAdminLogin Y[ &]
Fle Edt View Favortes Tools & snagit |

W I%]:[Smmi y:AH.”‘i:Wmnui:ml-bd:hSu:ity;...x‘:L

I,y conv L_ |UserNamat Site URL

Password:

Admin Login URL

©2009 Convio, Inc. | Page 17

Wconyig:

Your site has two different types of logins: one for the internal staff who create and manage the site, and the other
for site visitors who are usually known as “constituents”.

12
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Admin Login and User Login

VOLUNTEER ADVOCATE SPREAD THE WORD SHOP THE STORE

You can’t use the

i User Login
same login! 9
ne nd ele fEater User Name and Password
address labels
emait [ NN *= Required Fields ] ¢
User Name [
zipcode: N —
Password:
Remember My User Name and Password | Log In
4 User Name:
» ®
gconvior | |

LUMINATE™ | pasme

Log In
Return to Home Page

Link to Convio log in

©2009 Convio, Inc. | Page 18

RIS

Your administrator login will not work on the user login page. If you try to login from this page using your

administrator user name and password, you will be directed to the administrator login page. It is recommended
that you have a separate site user login.

Supported Browsers

@ ¢
)

/\

Admins must use
either IE or Firefox

Users are not
restricted!

©2009 Convio, Inc. | Page 19

wcgnyig:

When you manage your CMS site, you must use either Internet Explorer or Firefox.

v. 7.0 Revised 02/2012 13
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Manager Workspace

Logging into CMS

All Centers | Switch to snother center
&g convio

ndraising Advocacy Email Constituent360  Library

EY
Pageouliuey

Data Mapagement Setup

StoryBuilder
Photo Albums
To Workspace
Events Q
Personal Events WCOHVIO'
Surveys Training Admin's - traningf
System Folders Content Types Reports and Tools  Favorites  Recent Items
C|Ubs favorites
You have not T Ackve Date
b [ Vow have no azsigned fazks at this bme.
[ pran [F] Retumaa [7] Submisted [7] Appeoved [F] Expired
8] getate me ‘catete-me nami
CITER. I5i-demo i
CIEER list-dema himi
3 a3 ewa ans-news el

©2009 Convio, Inc. | Page 17

cgnvie:

From Administrator Home Page, you can access CMS workspace via Content > CMS.

14
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&/convior

CMS Workspace

mobile-bvt210.cmstest-frunk corp.convio.com W

Design & Content

Svstam=Agmisualorn s Workspace - mobie-bvt210.cmstest-trunk.corp.ConVIe.CoNT
| System  Folders Content Types Reports and Tools  Favorites

present anywhere in CMS

Quick Links Manad Horizontal menu is always
“ Recent Items Items N
‘| A Burning Issue: Scientists take a ha... " 0 documents

=, 0 comments

4'3’ Create Content

S 0submitted

1 0 returned

Tt L'l

R out
Website Wrappers Categories Filters
Conl
92009 Convio, Inc. | Page 21 “cmm-
8

This is CMS Workspace, the “entry point” of CMS. Let’s take a look at the Navigation Bar first.

System: this will let you go back and forth between CMS and Luminate Online Marketing. Clicking on Convio

Administration will get you back to the Administrator Homepage.

Folders: You'll see the root folder up top (with a house icon), then up to 20 subfolders. What if you want to see
the ones that aren't listed here? Choose the root folder or click the more.... link and it'll take you to the Website

Explorer screen.

Content Types: We'll spend all afternoon talking about this, but this is where you can manage both base and

specialized content types.

Reports and Tools: this is where you have access to most managerial tools such as custom workflows, content

categories, and wrappers.

Favorites: this is the same thing as the Favorites box on the left pane. Favorites are shortcuts to specific items in

Website Explorer, and have quick and easy access to them.

Recent Items: This lists the items you've accessed recently.

v. 7.0 Revised 02/2012
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CMS 100w: Content Authoring — Day 1

~/ Convio’

[ System Adminstrator's Wrkspace - moble- v 10.cmstest-trunk, 007D, SonVio.com

CMS Workspace

I
Quick Links Manager Tasks
“ Recent ltems ems needing your approval
A Husning bssue. Scientrsts take o ha " 0 accuments
</ 0 comments

Design & Content

System  Fokders  Content Types  Reportsand Tools  Favorites  Recent Items

&P Create Content

Author Tasks

Documents you submitted

Explorer

Reports & Toals

= 0 submitted
FE2 0 returned
- ~
b b
Categones

©2009 Convio, Inc. | Page 22

Next, let's look at the Workspace area.

My Approval Tasks: This lists any documents that you have been assigned to review or approve.

My Comment Approvals: You will see up to 15 most recent user contributed comments that need your approval.

(You have to be a folder reviewer)

My Documents: My Documents provides instant access to the items you created, or the items for which you are

assigned as the new author (via reports and tools).

16
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Website Explorer

Your CMS Training Workspace

‘U convio’ Logged in as: System Administrator | Log Out |

System Administrator's Workspace - trainingf.pub30.convio.net
System Folders Content Types Reportsand Tools Favorites Recent Items

o
ﬂ 5| Active Date Folder
L added 3 &
»
To Website Explorer S
~ Submitted [¥] Approved [¥] Expired | Update
J CA Chapter Members Crly  » |_File name [ size | e
' community > book-promo.htmi 1KB Web Page
) Donation » fmoFage  embedded-item-demo-page.htmi  1KB \Web Page
) Donations » o page crm-contents-dema-page html 1KB Web Page
) Downloads » Jource sample13-1.pdf 360 KB Downloadable Resources
QD Get Involved » fmo list-component-demo.html 1KB Web Page
O Includes » frout mios-favorite-hangout htmi 1KB Web Page
O Issues R migs-comment-page html 1KB Web Page
O Tobs o include htmi 1KB Web Page
a9 X mios-crm-page.htmi 1KB Web Page
a xﬁauw : mios-web-form.himl 1KB Web Page
fake-news himi 1KB AHS News
O student Folder L mig-kataoka. html 1KB Staff Bio
O Upcoming Events » mios-filtered-list htmi 1KB Web Page
g 'f°u""-'be‘ Videos L4 mios-list-page hml 1KB Web Page
=
©2009 Convio, Inc. | Page 20 MCOHVIB‘
HCHER PEOPLE ™

Let's leave the Workspace and move over to Website Explorer.
Click on the root folder (top one with a house icon).

v. 7.0 Revised 02/2012 17
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Navigation Toolbars

Website Explorer Navigation

« Workspace > Website Explorer

o
B woRno@e #va4 wa

“Managers only”
features

« From a live page...

L]
e

P IEHURE 6]

©2009 Convio, Inc. | Page 21 mcomlo’
HOEPEDPLE"

Website Explorer is where you see the folder structure of the site.
Let's take a look at the Explorer Toolbar on the right pane.

New Item
Creates Items to a selected folder. When you click on this you'll see the content types
that are enabled for the folder

New Subfolder
Creates a subfolder under a selected folder

£ b

Copy Items
Copies selected items within the same Web site

™

Move Items
Moves selected items within the same Web site

Delete Items
Deletes selected items (different from expiring!)

© B

18
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Publish Items (manager only)
@ Publish selected Items

3 Expire ltems (manager only)
] Expire selected items. The items won't be live anymore, but they won't be deleted
9 Navigation (manager only)
53 Defining a Folder Navigation Menu
i Folder Permissions (manager only)
‘L Manage Folder Access Permissions
_ Folder Properties (manager only)
ugf] Define Folder Properties
= Gallery View: (Default for Assets folders, and image folders when browsing for a
E file.)Displays your files and folders as icons. Images display as thumbnails. Mouse or
"hover" over an icon to see its basic properties.
- List View: (Default for most folders.) Displays folder contents as a sortable list of file
iﬂ or folder names preceded by small icons.

v. 7.0 Revised 02/2012 19
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Author toolbar

Adher B 99 1) E] 5 U @

Author toolbar is disabled by default. If you enable it from System > My Preferences, you'll have a quick and
convenient way to edit a site directly from a live Web page.

When you look at any of the live pages after logging in as CMS admin, you will have the Author Toolbar on the
upper left hand corner of any pages. This will let you quickly get back to the editing page.

ﬂ Workspace: Click to go to manager Workspace.

Navigation: Click to view and edit the Navigation settings of the folder
;J':f containing the current Web page. These settings define the links displayed
by the Section Navigation component for pages in this folder.

1:1.? Status: Click to open the Status page of the current Web page.

= Edit Properties: Click to edit the current Web page's properties. Opens the
= Authoring Wizard Properties step.

i:, Edit Body Content: Click to edit the current page's body content. Opens the
Authoring Wizard Body Content step.

;__‘_J Browse this Folder: Click to open the Website Explorer folder where the
current Web page is located.

New <current content type>: Click to create a new item of the same

Q content type as the current page, in that type's default folder. Launches the
Authoring Wizard.

Form Submissions and Notifications (Only available for Web pages that
% contain a custom Web form.) Click to access and manage data submitted
through the Web form on the current page.

20
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BASIC NAVIGATION

1. Logging into the training site — use the trainee user name and password to log into the training
exercise site.
e (o to the training exercise site page. (URL is provided by the instructor)
e Use the login name and password provided by the instructor and log in to the Admin Homepage
e Under Content, click on CMS.

2. Go to Website Explorer
e From the CMS Workspace, click on Website Explorer under Design and Content.
e Confirm now you are in the folder structure area.

3. Creating a Folder - Create a subfolder called YourFirstName'’s folder (i.e. Lucy’s folder) under
the Student folder.

e If you are in the Workspace, go to Folders > About Us. If you are already in Website Explorer,
click on Student on the left pane.

e With Student folder highlighted on the left pane, click the Add Subfolder button.

e Enter [Your first name]’s folder asthe Folder Title.

e Hit Tab key and let the system auto-fill the Folder URL Name.

e Choose Inherit from Parent Folder for Default Wrapper.

e Leave Create an index page for the new folder unchecked.

e Click OK to save

4, Moving Files - Move the Move me page from Navigation Exercise folder to the Student folder.
e Click on Navigation Exercise folder on the left pane.
e Choose [YourFirstName]'s Folder by checking the box on the right pane.
e Click the Move Items button.
e Choose the Student folder as destination.
e Click Select.
e Click Continue.

1

5. Publishing Files — Find a page that’s in draft status in the Navigation Exercise folder and
publish it.

e Click to Highlight the Navigation Exercise folder on the left pane.

e Check the status of the items. If there are a lot of items, sort them by clicking on the Status
column heading.

e Choose the I'm a Draft, Publish Me file by checking the box.

e Click the Publish Items button.

e A Dialog box pops up. Notice it says that you are about to publish 2 content items. This draft page
contains an image that's not live yet, and you can publish both the page and the image with one
click.

e Check the Yes, | want to publish the item checkbox and click Publish.

v. 7.0 Revised 02/2012 21
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= i
b
6. = Expiring Files — Expire the Please Expire Me page.
¢ Click to Highlight the Navigation Exercise folder on the left pane.
e Choose the Please Expire Me page by checking the box.
e Click the Expire Items button.
e Adialog box pops up. Check the Yes, | want to expire the item checkbox and click Expire.
7. Viewing Pages from Public Perspective - View the Check me out file from the i) Statbls
public’s perspective. - _ _
=1 Edit Properties
e Click on Navigation Exercise folder on the left pane. =] Edit Body
e Right click on Check me out file and choose Live. Previ
e To return to the workspace, click the Workspace button in the upper left FEVIEW
corner of the live page, then navigate back to the Website Explorer. Live
_ Copey URL
8. Ia Deleting Files - Delete the Delete Me file.
e Click on Navigation Exercise folder on the left pane.
e Check the box for the Delete Me file.
e Click on the Delete Items button.
o Discuss the difference between Expire and Delete.
9. Copying Files from Another Folder - Copy the Copy Me file in the Navigation Exercise folder

and place it in YourName’s Folder.

Click on Navigation Exercise folder on the left pane.
Check the box for the Copy Me file.

Click the Copy Items button.

Choose YourFirstName’s folder as destination.

10. J Viewing Folder Contents - View the items inside the Assets folder. How does it look different
from other folders’ view?

e Highlight the Assets folder on the left pane.
e Note it defaults to gallery view. Click on the List view button to switch view.

11. Changing the display setting — Change the display setting and view more items per

page. Note by default only 20 items are displayed per page, and you have to use the Size: | 20 ¥
pagination to page through. m
40
e Highlight News folder. Change the Size dropdown menu on the right pane and 60
choose All. il
All
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2

12. Adding images — Add an image titled Upload Me.jpg from your training computer’s local CMS
Manager folder to the Assets folder in CMS.

Highlight Assets folder on the left pane.

Click on New Items button and choose New Image.

Choose the Upload Me.jpg from you local CMS Manager training folder (in My Document).

Click on the Publish button.

Search content _ . . . , . ,
Locating a file using Search box — Quickly, find Find me file! Use

Search Content box.

14. “* Adding afolder to Favorites — Add YourName’s Folder to your Favorites.

¢ Highlight YourName’s Folder on the left pane, and click on the Add to Favorites Star icon.
e Click on OK to confirm.

15. Configuring “My Preferences” — Go to My Preferences section and enable the Author Toolbar.
e Goto[Your Name] > Preference
e Check if Author Toolbar is enabled. If not, click on the button to enable it. Also, confirm the items
you added to the Favorites are listed here.

Section Objectives —what is CMS?

* Now you can:

M List six major advantages of using CMS

M Navigate around the CMS Workspace and Website
Explorer

2009 Convio, Inc. | Page 24 qconViO'

MOVE FECIFLE™
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Creating and Editing Web Pages

SECTION OBJECTIVES

Section Objectives — Creating web pages

* Upon completion of this section, you will be able to:

1 Use the CMS HTML editor to insert various
components & apply design attributes

U Preview the page with the CSS setting and
involve external stake holders

U Schedule publication and expiration
O Utilize the Author Toolbar

U Perform version control
©2009 Convio, Inc. | Page 3 ‘Ucm

THE FIVE STEP PUBLICATION PROCESS

Basic Publication Process

B2 O enter properties > € Enter body content P @ Preview » @ Schedule » @ submit|

Title

FE s RETH oo Bsu R EE QIGLED ®
File Name B W W [feasng) o [Detmtron ¥ [Lageriagn ¥ O A-=E Q- DO
Welcome to AHS!

Description

5 | o
‘Wrapper
Choose a date and time to publish this ftem and show t on the public site:
® Publish immediately upon approval.

O rbishon [ o]
Choose a date and time to expire this item and remove it from the public site:
@ Mever expires.
O oreen ] | e
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Standard pages take 5 step process like this.

CMS’ HTML Editor is not the same as the Luminate Online WYSIWYG Editor.
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CMS 100w: Content Authoring — Day 1

Authoring Wizard

What is Authoring Wizard?

» Configured per website to meet specific needs

* Different for each organization

Title |

Template | pefault Display Template v

Topic Choose one... -
Cardiology y
Exercise Title I
|Healthcare Leagisiation News »
Description
Location | aystin, TX v |
Template Default Display Template +
Wrapper (Inherit from Parent Folder)
©2009 Convio, Inc. | Page 74 ”comlo‘
R

As you create a new page, the Authoring Wizard guides you through a step-by-step process. It is highly
configurable, so you will have one that is specifically configured to meet the needs of your organization. For
example, some of you will go through the wizard like the one on the left, while others will see something like the
one on the right.

The Authoring Wizard you experience in our training site today may not be exactly the same as the one you get in
your actual site.
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Step 1: Define Properties

Step 1.

CMS 100w: Content Authoring — Day 1

Define Properties

Title [About AHS

File Name  [jndex

,,,,,,,,,,,

Category

Wrapper

Please selec|

(Inherit from

{Z About AHS - Winllows Internet Explorer

v:&, xi

(CI1ZN |g http:/jtrainingf -cms200master .cmsdemo.convio.netfabout
File Edit View Favorites Tools

Help

= »
- o - |k Page - (0 Tooks ~
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W |eAbwtms i |

Umg

American Health Society

VOLUNTEER ADVOCATE SPREAD THE WORD SHOP THE STORE W‘ﬂ_

Sign up for monthly e-news I
and receive free address
labels

emaic [

Home (Alk+M)

t > About

iningf-oms200master omsdemo

About AHS

Step Toward Recoverv a Q @‘ M .ﬁ;!i
RIS

In this step you enter basic information about your web page.

Enter a Title for your page, then press tab key to auto-populate the File Name. The File Name is the very end
part of the page URL, so it may not contain spaces. While you can manually edit the File Name, it is

recommended that you leave it as

is unless you change the Title.

Since these fields are highly configurable, you will have other fields to fill out. Complete other fields as necessary.

Click Next to move to Step 2.
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Step 2: Enter Body Content

Step 2: Enter Body Content

i and
American Health Soclety on Healthy Living and Health Care

Our Issnips

Now work on this part!

©2009 Convio, Inc. | Page 6 ..uconVIB:

While you enter and can style body content here, the overall display within a wrapper is usually controlled by the
display templates for each content type. In the next exercise, let's go over the commonly used tools.
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USE CMS HTML EDITOR

Create a web page called “YourFirstName’s web page” (i.e. Lucy’s web page) under YourName’s Folder.
e From the Website Explorer, highlight YourName’s Folder under Student Folder.

Click the New Item button.

Enter [Your first name]’s web page as the Title.

Hit Tab key and let the system auto-fill the File Name.

Provide description. Leave Category and Wrapper untouched, and click Next.

1. Inserting links - Type “Here’s a link to the home page” and insert a hyperlink to the
index page.

e TypeHere’s a link to the home page, and highlight the text.
e Click on the Insert Hyperlink button. Hyperlink dialog opens.

e Click Browse Folders, and choose the Home page.

e Click OK to embed the link.

2. Inserting Images from Assets Folder — Insert the image titled Online Strategy from the Assets
folder and align it to left with no border.
e Click on the Insert Image button. The Choose Image dialog opens.
o Navigate to the Assets folder, and choose the image titled Online Strategy and click Select.
e Right-click the inserted image and select Image Layout from the context menu. The Image
Layout Dialog appears.
e Choose Left for Horizontal alignment, type O for Border and give 5 pixels Margins.

3. Inserting an image and uploading it the Assets Folder — Grab an image from the web and
store it on your desktop. Insert the image in the page and upload it to the Assets folder at the same time.
e Click on Insert Image button. The Choose Image dialog opens.
e Navigate to the Assets folder, then click on the New Item button.
e Follow the Image Authoring Wizard and upload & insert the image
e Right-click the inserted image and select Image Layout from the context menu. The Image
Layout dialog appears.
e Choose Right for Horizontal alignment, type 0 for Border and give 5 pixels Margins.

4. Using an image display template — Apply a display template to an image.
e Right-click on the image you inserted in the previous exercise and choose the Image Layout
from the context menu.
e Choose the Image w/ Caption template and click OK.
e Confirm now the image has a caption under it.

5. Insert a table — Place a table with 2 columns and 3 rows.
e Click on the Insert Table button.
e Highlight 2 boxes horizontally, and 3 boxed vertically. The box should say 3x2 table
e Confirm a table is inserted.
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6. Change table properties — Make the table width a little narrower.
¢ Right-click on the table, and choose Table Properties. A dialog box appears.
e Setthe Table Width to 90%.

7. Change cell properties — Make the left column narrower than the right column. Also, apply a background
color to the left column.

e Right-click on the top cell on the left, and choose Cell Properties. A dialog box appears.

e Change the setting for Specify Cell Width to 30%. Also, pick a background color.

e Right-click on the right cell and choose Cell Properties. A dialog box appears.

e Change the cell width to 70%.
* Background color and border color are not limited to the colors offered in this dialog box. If you
know the hex code of the color you want to use, simply switch to a code view and replace the
color code with your hex code.

8. Insert arow — Add one more rows to the table.
e Right-click on the cell that is right above where you want to add another row.
e Choose Row > Insert Row After.
e Confirm a new row is added.

9. Add a section heading — Add a section title before the table and apply the Heading 2 Normal F
design attributes.
e Type in a section title before the table.

¢ Highlight the text, and apply Heading 2 from the dropdown. Hea“?”g !
o Note that at this point you are not seeing the text with the proper style Head!ng 2
attributes. Head!ng 3
Heading 4

v. 7.0 Revised 02/2012 29



CMS 100w: Content Authoring — Day 1

Step 3: Preview

You can preview a page before saving and submitting for approval. At this point, a wrapper, display template, and

Step 3: Preview

Fel X aBnT
EE TN | Fona

BryuA-¥-r@EE Qa8 EH-
- Fentfamby - Pt - [O-W]-|—=0 @&

Lorem daor sit amet, consectetuer adpiscing eiit. Nam luctus liguls vitse nisi. Morbi blandit skauem usto.
Fusce nulla or, Iristique 8, consectetuer et, fermentum eget, mauris. Fellentesque lacus purus, lacnia a, scelerisque
id, ormare liquet quam ac neque. Phasellus varius. Phasellus odio. In interdum magna

15 DR i ere. CIBSS BOHER IBSIT SOGCHQU B4 HOrS TORGUEnt par conubis NGRS, DEr INCEIINE
himanssese. Mocki aliquam, diam vitse mattie dictum, sugue odic semoar aros. sed imoardist arcu est et iguls.
Havris eget est, Fuscn shouarmn molesbe leg.

Fraesent condimentum iDsum vitse igsum. Ae B[:P
magns neque. auctor eget, malesusda et Eucabng Comsumeny and Govemment
o1 Mealthy Livieg and Hia Care.

Susperdisse Bbero WiTis, SuSCipE nec, male:
Morti iguls negue, lacrest sget, posuere s,
sodales. Vestibulum ante wsum primis in fauc
g dichum . b, sollicitun eros
malesusda risus ot lecus, MBunS ares lacus,
guis eral.

View the page with...
* Wrapper & Template
» CSS setting
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the CSS setting are applied so you can have a realistic view of the page.

Involving External Reviewers

oEmarprupemes 9 @ Enter body content » €) Preview P € Schedule P> 93ubmﬂ|

Review the Web Page as it will appear when published. Click Next to proceed, or click on a previ
step to go back and make changes.

Preview content as:

Copy this ink for
sxternal revievers

S

Site Visitor v/

Allow external reviewers to preview the
page without a CMS admin role

A S

American Health Society

VOLUNTEER ADVOCATE SPREAD THE WORD SHOP THE STORE

trainingf-cms200master.omsdemo.convio.net > About

About AHS

v

cgnvie:

©2009 Convio, Inc. | Page 10

NdTQNYIg:

You can also allow external reviewers without CMS access to preview the item by using Copy this link for

external reviewers feature.
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Step4&5

Step4 &5

Define Go Live date /
Expiration date

m‘)Enter properties 9 @) Enter body content 9> €) Preview 9 @) Schedule P> QSubmﬂl

n Send item for review & publication

o |
m Self-publish

©2009 Convio, Inc. Page 11 ch_nv-!q:
If you are a folder-level Author, click Finish to submit the page to the standard publication process. The assigned
Folder Reviewers (or Managers) for the folder will approve the page.

If you are a Manager for the current folder, you have publication approval privileges. Click the Publish button at
any time.
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Status Page

What is a Status Page”?

Web Page: Sample Page ‘

Epldar: 4 oo e kB s nad '
Focen (iDL L0 000,080

Properties | Changes || Publishing | Workflow | Links La.n d | n g p ag ® fO r th e

| Liver Status Last publishéa on Ji fOIderO
No one has i
Mo (Make s the index pacf]”
Sample Page
Back to the :"::B"“' inot2 pub 10 comda. himi
edltlng screens sample page for screen shote
June 24, 2009 60433 PM COT
N\ ‘ e s
uptos: Make the page unavailable
b WML Document . . A
— without deleting it
@ Exire
¥ Datate j
©2009 Convio, Inc. | Page 12 MCOHVIB‘
HCHER PEOPLE ™

Every time you publish an item, you will be taken to the status page of the item.

From the Live Page

< By VEDUBRE

VOLUNTEER ADVOCATE SPREAD THE WORD SHOP THE STORE

Sign up for monthly
and ve free adc
Iabel

Zipcode:

wainingl-cms200master. cmsdeme. convio.net > About

About AHS

Step Toward Recovery
5K Fun Walk/Run

Hooll W- ML P g
The American Health Sociely exists to promote the health of all people and to serve all

Americans. Founded in 1918, itis one of the oldest voluntary organizations in US. For further
information contactus by e-mail.

Each year, AHS provides direct service to more than 100,000 citizens through the combined
efforts of more than 10,000 volunteers and staff in locally run organizations in all provinces and
territories, and branches in more than 135 communities.

Our work focuses on combating health problems and emotional disorders. Our tools include
research and informational services sponsored research projects, workshops, seminars,

©2009 Convio, Inc. | Page 13 —ﬁconvlo:

Enable Author Toolbar to have one click access to the editing screens.

32



CMS 100w: Content Authoring — Day 1

Version Control

Revert to the older version when necessary

Properiies || Wep Form | Changes | Pubishing | Workflow || Links || Commenis

Body Version 1.2 ) Reverttoths verson L List Changes

The American Heaith Society exists to promote the heaith of ail peopie and to serve aii Af
oldest voluntary erganizations in US. For further information contact us by e-mail,

[ Changes | Pubiish a !! Workflow || Links ! Comments

| Properties || Web Fq
Saving of previous versions 5%

# |size | Author | Date Action
20 na  T.Admin  May 11,2010 05:53 PM CDT Publshed version 1.2

¥ 12 3k8 T.Admin  May 11, 2010 05:53 PM CDT Edited web page

& 11 3KB  S.System May 01,2010 09:28 PM CDT Edited web page
1.0 na. S.System  May 01, 2010 09:28 PM CDT Published version 0.2
0.2 na S.System  May 01, 2010 09:28 PM CDT Edited properties
0.1 3KB S.System  May 01, 2010 09:28 PM CDT Created document
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By default, CMS keeps 15 versions of each web page. You can revert to any of the older versions from the
Changes tab.
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PREVIEW, PUBLISH, AND MANAGE WEB PAGES

1. Preview the page with a CSS setting — Preview the draft page with the CSS setting.
e Notice the page title you provided in Step 1 is inserted with Heading 1 design attributes.
e Also, the section heading you provided before the table now renders with the Heading 2 design
attributes.

Copy this link for

sxternal revisviers . L.

2. Send the preview page to a non-administrator — Generate the URL to send to the
external stakeholders.

e Click on Copy this link for external reviewers.

e Copy the URL of the screen that pops up. You can send this URL to external reviewers.

3. Schedule Publication and Expiration — Schedule the page you created to go live immediately, and to
expire following Saturday.
e Click Next to get to Step 4: Schedule screen.
e Schedule publication and expiration dates.

4. Publish the page
a. Instep 5, you will have the choice of either sending the item to a custom workflow, or approve it
now. Approve it to publish the page.

5. Designate a page to be an index page
e From the Status page, click on Make this the index page. The page becomes the landing page
of the folder.

6. Move directly to Enter Body Content Screen from a Live Page — View the live version of “yourname’s
web page”, and go directly back to Step 2: Enter Body Content screen from the page
¢ From the Status page, click on the URL to view the live page.
e Author Toolbar will appear on the upper left hand corner of the page. Click on Edit Body
Content icon to move back to Step 2.
e Edit and publish the page several times so that you can use the version control feature in the next
exercise.

Changes . .
g Perform Version Control — Revert back to the older version of the page.

e From the Status page, click on Changes tab.
e Click on the version you wish to go back to, and click Revert to This Version.

34



CMS 100w: Content Authoring — Day 1

CHECK YOUR UNDERSTANDING

Check Your Understanding

« Can you make a page unavailable a week from now? How
would you do that?

* How would you change the file name of a web page?

« If you want to revert back to the previous version of a web
page, where would you go?

* What is the difference between deleting a page and
expiring a page?

* What would you do in order to change an existing page to
the index page of a folder?
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Section Objectives — Creating web pages

« Now you can

M Use the CMS HTML editor to insert various
components & apply design attributes

M Preview the page with the CSS setting and
involve external stake holders

M Schedule publication and expiration
M Utilize the Author Toolbar

M Perform version control

Convio, Inc. | Page 19 “cmm:
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