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INTRODUCTION  

   

What is Web Manager?  

 
Your Web site has been built with a tool developed by Port 80 Solutions Ltd. called Web Manager. Web 
Manager is a Content Management System (CMS), which gives you will have full control over the content 
and navigation of your Web site. To effectively and efficiently manage your site you should become 
completely familiar with all of the tools before trying to add or edit content. Unlike other Web page creation 
applications you may have used in the past, the CMS makes changes to your Web site immediately. So be 
very careful when working in the Web Manager Administration area. 
 
 

Logging In  

  
To access the Administration tools for your Web site go to 
http://cms.nortia.org/admin. Using the User Name and 
Password supplied by your Port 80 Representative, login 
to the Administrator area. 
 
  

 

Main Features  

 
Once your password has been accepted, you will be taken the Web Manager Admin console.  The left side 
of the screen contains the Menu, which consists of the tools you will use to administer your Web site.  The 
Menu will always be on the left of the screen. This guide is written to explore each of the Menu Items.  

 
 

Reminder: Any change you make in the administration area will be automatically transferred 
to your live Web site. So be 100% sure of any changes you are making! 

Note: You may not have all of the Menu Items described in this Administration Guide. If you 
would like to add them to your Web site please contact your Nortia Representative. 

 

http://cms.nortia.org/admin
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LANGUAGE SETTINGS  

 
Language Settings are shown above the Menu.  Not 
every site will have multiple language content.  If you do 
have additional languages, locate óCurrent Languageô at 
the top left of the Menu.   
 
To edit the English portion of your Web site, you have to ensure that the óENô is selected.  To make changes 
to another portion of your site, simply click on the desired language symbol.  The selected language will be 
highlighted.  The unselected language(s) will be colourless and will be shifted slightly to the right.  In the 
illustration above, English is selected.   

 

Note: if you preview your Web site while you are making edits and switch between languages, 
the Administration Console will also switch to the language you last previewed. Unfortunately, 
this change cannot always be displayed in the Current Language settings. So if you would like 
to view the changes you make either open your Web site in another browser, or be sure to 
select the desired language before editing any other area of your Web site. 
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ADMINIST RATION  

Profile  

The Administration Profile area will allow you to change your contact and login information.   
 
Click on the óAdministrationô Menu Item, and then select Profile.  Enter the appropriate information in the 
fields; ensuring that the óPasswordô field and the óConfirmô field are the same.  Click the óSaveô button to 
update the profile information. 
 
Some sites have the Security Zones feature. If your site has this feature you will be able to create new Web 
site Administrators. Do this by clicking on the New button at the bottom of the Profile screen. You can then 
assign the Administrator to one or more of the Security Zones you have created. Please refer to the 
Security Zones section of this document for more information. 

 

Storage Report  

The Storage Report section allows the administrator to see the files used for the proper functioning of their 
Web site. Some folder and files are required for the proper operation of this website, but are not accessible 
through the management area. Other folders and files may have been created by you to store pictures, 
PDFs, videos, and other files. Please note: this area is for viewing the folders and files on your site, you 
cannot delete or move files or folders within this area of Web Manager. 

 

Security Zones  

Security Zones allow you to restrict the access 
of site Administrators to the Web Manager 
Administration area. You can choose specific 
pages they can edit and components they can 
edit. NOTE: all administrators will be able to see 
and access all files associated with your site.  
 

Deleting a Security Zone 
To delete a Security Zone click on the select box to the left of the Security Zone you want to remove. 
Then click on the óDeleteô button below the list of Security Zones 

 

Add a New Security Zone 
To create a new Security Zone, click on the New button below 
the list of Security Zones. The screen will refresh. First, enter 
the Zone Name. Then select the areas of your site you would 
like to include in this Security Zone and use the double arrow 
button [>>] to add that item to the new Security Zone. Note: 
you can open folders on the left site to select specific pages or 
components. Once you have added at least one item to the 
zone the Save Zone button will appear below the two boxes. 
Click this button to save your changes. 
 

Note: Please use caution when editing another userôs login information as they will be unable to 
login to the system without notification of their new login information. 
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Zone Users 
Once you have created a Security Zone the next step is to 
assign users to that Zone.  Click on the Users link to the right of 
the Security Zone you would like to add or remove Users from. 
Organization administrators will be listed on the left hand side 
of the screen under the heading Org Users.  Select the users 
you wish to assign to this zone by clicking on the 
corresponding name.  Next, use the double arrow button [>>] to 
add users to the new Security Zone.  Click óSaveô to add the 
Users to the Security Zone. To add more Administrators to your 
site please refer to the Profile section of this document. Note: if 
you do not add an Administrator to a Security Zone they will 
have full access to the Administration area for your Web site. 

 

Removing Zone Users 
To remove users from a Security Zone, in the Zone Users area, simply select the user from the right 
hand menu and use the reverse double arrow button [<<] to remove the selected user from the Security 
Zone.  Click óSaveô once you are satisfied with your changes. 

 

Manage a Security Zone 
To edit a Security zone simply click on the Manage link to the right of the Security Zone you wish to edit. 
You will be taken to a screen that looks very similar to the Add Security Zone area where you select 
specific sections of the Web site you want to include in that zone. 

 

Web Stats Report  

 
This area allows you to report on various statistics related to the use of your Web site. We use a third party 
tool to collect and report on site usage. Please visit their Web site for more information about how Analog 
6.0 works and what the statistics mean.  
 

Web Logs  

 
This area shows you all of the Logs used to run the Web Stats Reports. Because these Log files contain the 
data required to run the Web Stats Reports we do no recommend deleting them. 
 

http://www.analog.cx/docs/meaning.html
http://www.analog.cx/docs/meaning.html
http://www.analog.cx/docs/meaning.html
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Widgets  

Widgets are the labels, headings and warning messages 
associated with various components. Please make changes to 
your site Widgets with extreme caution. In the example to the right, 
both French and English versions of the Newsletter component 
are shown.  The highlighted areas are created using the Widget 
tools.   
 

Editing Widgets 
 

To edit Widgets, click on the Widgets option in the 
Administration area of the Menu. The page will refresh and an 
inventory of Widget Components will appear in a drop-down list.  
Select the Widgets component you would like to edit.   
 
In the illustration to the right, the user has 
chosen to edit the ñMultilingual Global Searchò.  
You now have the ability to update any of 
these headings or warnings, for each language 
associated with your Web site. Once you have 
made all of the necessary changes be sure to 
click on the Update button at the bottom of the 
screen. 
 
Note: as an Administrator you can only change 
the text for the heading and warnings. If you 
would like a font style for a Widget changed 
please contact customer support. 

 

Elements  

Elements are similar to Widgets and are used to 
facilitate the translation from one language to 
another language.  The difference between 
elements and widgets is that elements are used 
for customized components that Port 80 
programmers have created for you.  There are 
two types of elements; Global elements and page 
elements.  Global elements facilitate translation 
between languages for customized components 
that can are used on multiple pages on your 
organizationôs site whereas Page elements 
facilitate translation between languages for 
customized components that can be used on a 
particular page. All elements are predetermined; 
therefore you cannot add elements.   
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System Emails  

Some of the Components of your Web site require that emails are 
sent from the system to site visitors or site Administrators. This area 
allows you to customize the content of these emails. Please note: the 
ñFromò address for all emails sent from your Web site use the email 
address associated with your organization. If you would like this 
changed please contact customer support. 
 
To edit an email select the appropriate component from the drop-
down list in the System Emails area. The screen will refresh to display 
the content of the selected email. In the example to the right the user 
has selected ñResource Library ï email itemò. 
 
As an administrator you can edit the Subject and the Body of the 
email. Using the red codes shown in the Legend you can have the 
system auto insert certain information. In this scenario you could 
insert the following data: 

 Item Author 

 Item Content 

 Item Creation Date 

 Item Description 

 Item Title 
To use the codes simply right-click on in the Subject of Body areas and select any one of the red codes. 
 
Once you have made the desired changes to the email click on the Save Email button.  
 
To reset the email to the system default email click on the óUse Defaultsô button. 
 

mailto:support@nortia.com
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NOTE: The folder structure and page order in this view is not directly related to your site 
navigation. This area simply shows how folders and pages are stored in the site database. 
Your site navigation is really just a series of links that point to pages in the database. You 
will talk about building site navigations later in this document. 

 

 

CONTENT  

 
This is likely the section of the Web Manager Administration area you will use most frequently. In this 
section you can add and delete pages, upload and link to files, manage your site navigation and more. 

Manage Pages  

In this area you can: 

 Add, delete, and rename pages 

 Add, delete, and edit content 

 Add and remove components from a page 
 
When you enter the Manage Pages area you will see a list of your 
Web pages. The Manage Pages area may also contain folders that 
can contain pages. You can expand or collapse a Folder by clicking 
on the Folder or Folder name.  
 
 
 
 
 
 

 
Add a Page 

1. Select the Folder you would like to add the new page to. A 
Folder will be highlighted with a blue background when 
selected. 

2. Click on the ADD PAGE button. 
3. Using the drop-down list select the Template you would 

like to use. Selecting the correct Template is important as 
you are unable to change a pages Template once the page 
is created. 

4. Enter a File Title. The File Title is used to identify your Web 
pages in this Manage Pages view. The File Title is also 
used as part of the URL (web address) for that page. In the 
screen shot to the right, the URL to the page that is being 
created would end in ï About Us.asp.  

5. Enter an EN (English) Title. EN Title is the title that will 
appear in the browserôs title bar. Note: If you have a 
multilingual site, an additional input field will appear below 
File Title.  EN Title (English Title) is the title that will appear 
on your userôs Web browser Title Bar when they visit the 
English page.  By default, if no Title is inserted both will use the EN File Title. 

6. Description is the information that search engine results will display to summarize this page. 
7. Keywords are used by Search Engines to find your page. Separate all keywords with commas. 

In general, the higher the correlation is between your keywords and the actual content on your 
page the higher your page should appear in search engine results. 

8. Uncheck the Searchable check box if you do not want this page to show up in Searches done 
with your site. Note: This relates to the Global Search component you can add to your site, not to 
Search Engines in general. 

9. Click on the óSaveô button to submit the new page.  
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Reminder: If you are 
using the Virtual Office 
application please do not 
rename or delete the 
Community page.  

Add a Folder 
1. Select the Folder you would like to add the new Folder to. A 

Folder will be highlighted with a blue background when 
selected. If you do not select a Folder the new Folder will be 
add to the Top (Root) Level. 

2. Click on the óAdd Folderô button. A field will appear in which you 
can enter the Folder Title. 

3. Click the óSAVE FOLDERô button.   
4. The Manage Pages area will quickly refresh so that the new 

Folder is displayed. 
 

 

 
 
 
 
Rename a Page 
Select the page you wish to rename.  The Page Utility window 
will refresh and the title of the page you selected will appear in 
the óFile Titleô field.  In the óFile Titleô field, rename the page and 
click óUpdate Pageô.  The change will appear in the list of pages. 

 

 
Delete a Page 
Select the page you wish to remove.  The Page Utility window 
will update and the title of selected page will appear in the óFile 
Titleô field.  Click the óDELETE SELECTEDô button.  A prompt 
screen will ask you if you would like to delete the page and any 
associate data.  Click óOKô to delete the page or óCancelô to end 
the process. Warning: Once you delete a page it is goneé 
forever! 

 

 
Delete a Folder 
Select the Folder you wish to remove and click the 
óDELETE SELECTEDô button.  A prompt screen will 
ask you if you would like to delete the folder and all 
pages within the folder.  Click óOKô to remove the 
folder or óCancelô to end the process.  The change will 
appear in the directory. Warning: Once you delete a Folder, the Folder and all the pages that were 
in the Folder are gone é forever! 
 

 

Tip: To keep your pages well organized we 
recommend creating a folder for each of the main 
sections of your Web site. 
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Edit, Preview or Add Components to a Page   

 

To Edit, Preview or add Components to a page, run the mouse 
pointer over the page you would like to edit.  An options list will 
appear.  Click on the option you would like to use. 
 

Preview 
When you click on óPreviewô, the selected page will open. 
You will see the page exactly as your Web site users will see 
the page. You will NOT be able to edit any of the page 
content. 

 
 
 
 

Edit 
When you click on óEditô, the selected page will open. 
This page looks similar to the live Web page, but 
unlike the óPreviewô page option, you can edit the page 
by running your mouse pointer over the Content 
Area(s) of the page.  The editable areas will become 
highlighted in blue.  Click on any highlighted area and 
the Content Editor will open.   
 
The Content Editor will look like the screen shot shown 
to the right.   Does this window look familiar?  The tool 
bars located at the top are similar to Microsoft© Word, 
thus allowing you to edit page content using tools that 
you should be familiar with.   
 
Content can be added and edited in a text format or in 
HTML.  To add content in a text format simply type and 
add your content onto the blank screen. To add or edit Web content using HTML, click in the óSourceô 
option box in the top left corner of the Content Editor.  Make any necessary changes and/or additions.  
To return to the Word editor, simply click in the óSourceô option box again.   
 
To accept the changes you have made, either in HTML or Word editor, click on óSubmit Dataô.  If you 
click óCancelô or you exit the Content Editor without clicking óSubmit Dataô, all of the changes you have 
made will not be saved.   
 
When you click on Submit Data, you will be returned to the Edit screen where you will be able to observe 
the changes you have made.  If you would like to make additional changes, simply run your mouse 
pointer over the highlighted area and click the mouse once to return to the Content Editor window.  To 
return to the óManage Pages' screen, simply close the Web page window.   
 
For additional Content Editor Tips, please refer to Appendix A. Most importantly refer to the sections on 
copying text from Microsoft Word. 
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Note: Not all pages can have Components added to them. The template on which the page 
is based will dictate what can be added to a defined area of the page. Templates determine 
where Content and Components can be added. 

 

Add Components 

Web Manager has a number of Components which can be used to help add information to your Web 
site. You can add the following components: 

Á Resource Library 
Á Forum 
Á Rotating Articles 
Á Rotating Images 
Á Multilingual Poll 
Á Multilingual Newsletter 
Á Rotating Trivia 
Á Form 
Á Photo Gallery 
Á Latest Additions 
Á Menu Builder 

Please note: you may not have access to all Components. For more information about how to manage a 
specific Component, please refer to the appropriate section below. 

 
While in the Manage Pages Admin area hover your 
mouse over the page you would like to add a 
Component to; from the list that appears select Add 
Components. The page may look similar to a Preview 
page; however, it will have editable areas on the 
page noted by the phrase óClick here to add a 

componentô. 

 
Click on óClick here to add a componentô and the Add 
Component window (as seen to the right) will pop up. 

 
To add a component, click on the bullet to the left of 
the corresponding Component and the drop-down 
menu will become enabled.  Choose the specific 
Component you would like to add from the drop-down 
menu.  Once you are satisfied with your selection, 
click on the óSubmitô button at the bottom of the 
screen.   

 

 
Remove a Component 

 
In the Add Component window (as seen above), click on óClearô, to remove the Component from the Web 
page.  Removing the component from the page will not delete the component area from the page or the 
component from the server.  Components can still be later added to the page.  Click on óSubmitô to 
continue with the component removal or click óCancelô to close the window and revert to the last settings. 
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File Management  

 
This area allows you to upload files that you can link from your Web pages.  These files are not pages but 
are files that the user can open or are displayed within your Web page.  Some examples of files you can 
upload are images (.jpeg, gif, etc.), MS Office documents, or Adobe Acrobat files.   

 
Add a Folder 
In the File Management window, select the óNew Folderô button.  
Another window will appear asking for the name for the new 
folder.  Enter the name of the folder and click on óOKô.  The File 
Management window will update to reflect the changes you have 
made. You may also nest folders.  Nesting folders means 
creating a folder within a folder.  Ensure that you have highlighted 
the óparentô folder before clicking the óNew Folderô button.   

 
Delete a Folder 
You can delete a folder by selecting the folder you wish to delete.  
Click the óDeleteô button.  A prompt screen will appear confirming 
the removal process.  If you wish to delete the folder and all files within this folder, click óOKô.  The 
change will appear in the directory. 

 
Upload Files 
If you would like to upload a file or files to specific 
folder select that folder from the list, then click on 
óUpload Fileô.  A new window will appear.  Click 
óBrowseô to locate the file on your computer (or 
computer network).  Once the location appears in 
the file field, continue to add more files in the óFile 
2ô field if you have more files.  Click on óSubmitô to upload the file or press óCancelô to exit the window 
without any changes.  Depending on your Internet connection and the size of the file being uploaded, the 
upload process may take a few seconds to a few minutes.  Once the upload is complete a window will 
appear letting you know the upload was successful. Close this window by clicking on the red óXô box in 
the top right corner of the window. You will then see the File Management window, which will 
automatically update to reflect the addition of the uploaded file(s). 

 
Preview Files 

 
To preview a file, simply select the file from the directory and click óPreviewô.   A new window will appear 
with the fileôs html link.  If the file is an image, you will see the image below the fileôs html link.  If the file is 
not an image, you will see the óView Fileô option below.  Click on the link to open or save the file.   

 

Delete File 
 
To delete a file, select the file and click óDeleteô.  Click óOKô when prompted to delete the file or click 
óCancelô to return to the File Management area. 
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Menu Builder  

The menu builder Component allows you to build a more dynamic navigation for your Web site: horizontal 
ódrop-downô, vertical ódrop-downô, or vertical óslideô. Many Web site visitors find these types of menus quite 
useful as they are able to quickly see all of the pages within a section before having to click through to that 
section.  
 
The Menu Layout you choose will likely be dictated by your templates. There are three layout choices:  

 Horizontal ï www.hcbc.ca 

 Vertical ï www.bobsleigh.ca 

 Vertical Slide ï www.rcybc.ca 
 
There are two options for adding Items to a Menu: 

1. Use the Add drop-down options at the bottom of the 
Menu Builder page. A folder can contain multiple items 
(links), whereas an Item is a single link.  

a. To create a Folder make sure Folder is selected 
in the Add drop-down box and click on the Go 
button. You will see that a óNew Folderô is added. 
You can then change the Title, add a URL that 
this Folder Item is linked to, determine a Target 
(Same Window if you are linking to a page on 
your site or New Window if you are linking to an 
external page), and for advanced users you can 
use the Style box to overwrite the style of that 
particular menu item. 

b. To create an Item follow the procedure for 
creating a Folder except choose Item form the 
Add drop-down menu. If you want to Add an Item 
to a Folder be sure to select the desired first 
before clicking on the Go button to add that item. 

2. Drag-and-drop folder and/or pages from the Content 
Pages box into the Menu Items box. Note: when you 
drag a Folder from the Content Pages box to the Menu Items box, all pages within that Folder will 
also be moved. Once you have dragged a Folder or page into the Menu Items area you can click on 
that Folder or Item and then change that Itemôs characteristics: Title, URL, Target, and Style. Note: 
When you drag and page into the Menu Items area it will keep the ó.aspô extension in the Title. You 
may want to delete the ó.aspô for all Item Titles.  

 
Note: you can easily re-sort the items in your Menu by using the drag-and-drop feature within the Menu 
Builder box.  
 
Be sure to click on the Save Menu button once you have finished making your changes. 

http://www.hcbc.ca/
http://www.bobsleigh.ca/
http://www.rcybc.ca/
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COMPONENT S 

Resource Libraries  

 
A Resource Library is a grouping of items that can be organized so that your site visitors can find them as 
easily as possible. Resource Libraries can be organized into Categories, and each Category can contain 
multiple Items. There are three general types of Items that can added to a Resource Library: files (i.e. 
PDFs, Excel spreadsheets, photos, etc.), Links (to other Web sites), and Text (these are items you create 
using the Content Editor).  
 
Resource Libraries can then be added to one or more pages on your Web site. Resource Libraries can only 
appear on a page if the template on which the page is based supports them. To add a Resource Library to a 
Web page, you must be in the CONTENT - Manage Pages area.  See the Content Pages - Manage Pages 
section above for more information about inserting Resource Libraries into Web pages. 
 
As seen in the screen shot to the right, 
when you select the Resource Library 
option from the Components menu you 
will see a list of all of your existing 
Resource Libraries. If you have 
numerous libraries you can search for a 
specific using the tools at the top of the 
page. You can search for a specific word, 
using the Search by Title tool, or you can 
select a letter to search for all Resource 
Libraries whose title starts with that letter. 
 

Create a New Resource Library 
To add a new library, click on óNEWô 
button found at the bottom of the list of existing libraries. The page will refresh and you will be able to 
enter the Resource Library title. You can also indicate if the Resource Library is Searchable. This option 
is only relevant if your Web site is configured with a Global Search tool. If your site does use the Global 
Search tool and you would like items from this Resource Library to show up in search results, ensure that 
the box beside ñSearchableò is checked.  Click on óSaveô to create the New Resource Library. A 
notification will appear in the yellow area letting you know if the Resource Library was successfully 
added. To return to the list of Resource Libraries click on the BACK button.   

 

Delete a Library 
To delete a Resource Library click on the check box to the left of the Resource Library you would like to 
delete. Then click on the óREMOVE SELECTEDô button below the list of Resource Libraries. When the 
Microsoft Internet Explorer window appears confirming the removal process, click óOKô to continue or 
click óCancelô to end the removal.  Once you select óOKô, the Library name will be deleted along with all 
the Items it contained.  
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Managing Resource Libraries 
Beside each Resource Library title there are several options, letôs look at each one of these individually. 
 

Details 
The Details area shows you the same options you saw when you first created the Resource Library; you 
will be able to update the Resource Library title and determine if the Items in the Resource Library will 
show up in Global Search results. 

 

Options  
The Options window allows the user to customize how 
the Resource Library will be displayed on their Web 
site.  We will use the screen shot to the right as 
reference when discussing the various Options one 
can select for how the Resource Library is displayed. 
In the screen shot to the right you will see a Browse 
Categories drop-down list and Keyword Search at the 
top of the screen. Below these options you see two 
Categories in bold-black text. Each Category has two 
items (blue, underlined text) and the items each 
include a short description.  
 
For this example we have chosen the following 
settings from the Options area: 

 Show Categories expanded 

 Show Items with the description 

 Show Category search box 

 Show Keyword search box 
 
Letôs take a look at some of the other options. 

Initial Category Display Options: 

 Show Categories in a list ï if this option is 
select the Categories would only appear in a 
list, the Web site visitor would not see the 
options in each Category. They would have to 
click on the Category title to expand that 
Category to display the options. 

 Show Categories expanded ï if this option is 
selected Web Site visitors will see a list of 
Categories and the Items they contain 

 Hide Categories ï if this option is selected the 
Categories will not be displayed an the Web 
visitor would have to use the Category or 
Keyword Searches to find items. More 
information on these Searches below. 

 Sort Categories by ï this option allows you to 
determine the order in which the Categories 
are displayed on the Web page. You can order 
the Categories by name in Ascending or 
Descending order. Ore you can choose to sort them in a Specified Order. If this option is selected 
you can use the list to sort Categories; select a Category and use the arrows on the right of the 
box to move it up or down. 
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Category Item Display Options: 

 Show Items with the Description ï when you create Items you are able to include a short 
Description about that item. If you select this option the description will be displayed on the 
Web page. 

 Show Items with no description ï as the title implies, if this option is selected the Item 
descriptions will not be displayed 

 Sort Items by - for each Category you can determine the order that the Items are displayed 
in. You can select Name Ascending, Name Descending, Date Created Ascending, and Date 
Created Descending, and Specified Order. If you select Specified Order you can then select 
the desired Category. The box below these options will refresh to list the Items in the selected 
Category. You can then use the arrows to the right of the box to reorder the Items. 
 

Search Box Display Options: 

 Show Category Search Box ï if this option is selected the Search By Category drop-down 
list will be displayed on the Web Page. If you only have a few Categories in the Resource 
Library you would likely not use this option. 

 Show Keyword Search Box ï if this option is selected the Keyword Search Box will be 
displayed on the Web page. This will allow web visitors to search through a Resource Library 
using a word or phrase. Note: each item in a Resource Library has an area where you can 
enter Keywords; these are the only words that are searched through. 

 

Categories 
As an Administrator you have the ability to create, 
delete, and edit Categories; you also have the ability 
to add or remove Items from a Category.  To 
manipulate Categories, select the óCategoriesô link to 
the right of the Resource Library title. 

 

Create Category 

To create a new Category: 

 enter the Title 

 add existing Items to the new Category by 
selecting the item from the box on the left 
and clicking on the >> button 

 click the óSAVEô button 
 

Delete Category 

Select the óCategoryô you wish to delete from the drop-down menu near the top of the screen.  The 
screen will quickly refresh to display the name you have selected in the óTitleô field.  Click on the 
óDELETEô button to permanently remove the selected Category.  Click óOKô when prompted to confirm 
the removal or click óCancelô to end the removal process. Note: Deleting a Category will not delete the 
Items within that Category from the server.  The individual items will still be available for future 
selection. 

 

Rename a Category 

To rename a Category, select the desired Category from the drop-down menu near the top of the 
screen.  The screen will quickly refresh and the Category name and its associated items will be 
displayed.  Within the óTitleô text field, edit the Category name and click óSAVEô.  



Web Manager Administrator Guide                                                                                             Nortia Technologies Inc. 

20 

 

Add or Remove Items from a Category 

If you would like to add or remove Items from a Category, first select the category from the óCategoryô 
drop-down list near the top of the screen. The left box displays all Items created in that Resource 
Library that are not included in the selected Category, whereas the right box contains all Items 
included in the Category. To Add an Item into the Category select it from the box on the left and click 
on the >> button. To Remove an Item from the Category select the Item from the box on the right and 
click the << button. Once you have completed your changes for the Category click on the óSAVEô 
button. 

 

Items 
 Items refer to files, Web links, and text articles that you wish to add to the Web site. All Items must be 
associated with a Category within a Resource Library to be displayed. As an Administrator you have the 
ability to add, delete, and edit Items; as well as add or remove Items from Categories. To access the 
Items area click on the Items link to the right of the Resource Library you would like to manage. 

 

Adding New Items 

First ensure that óNew Itemô is displayed in the Item drop-down list.  Then select the óTypeô of Item you 
would like to add: File, Text, or Link.  

 
FILE 

1. Select the óFileô option from the óTypeô drop-down 
menu.  The screen will quickly refresh.   

2. Enter the file title in the óTitleô text field.  
3. Click on óSelect a Fileô, this will open a window that 

will allow you to browse your File Management area 
for the desired file. Each time you create a Resource 
Library a corresponding folder gets created in your 
File Management area. You can select a file that has 
already been uploaded. Or you can upload a new file 
from your computer (or computer network) to the file 
management area. You can also search your entire 
File Management area by clicking on the óUp One 
Levelô text in the top right corner. Once you have 
located the desired file click on it and then click on the 
óSelectô button in the pop-up window. This will close 
the pop-up window and the name of the file will 
appear in the New Items area. For more information 
on Uploading and accessing files please refer to the 
File Management section above. 

4. Next enter the Author. This is optional and may be 
disabled for some organizations. 

5. To enter a Description for the Item click on the óEditô 
button. This will open the Content Editor. Be sure to click on Submit Data to save the 
Description. 

6. You also have the ability to enter in Keywords for the Item. When a user performs a keyword 
search, the results will list all Items that contain matching Keywords. 

7. You can then add this Item to one or more Categories using the double-arrows to move the 
desired Categories from the left box to the right box.   

8. Finally, click on óSAVEô to add this new Item to the database.  
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TEXT 
1. Select the óTextô option from the óTypeô drop-down 

menu.  The screen will quickly refresh.   
2. Enter the Item title in the óTitleô field.  
3. Next enter the Author. This is optional and may be 

disabled for some organizations.  
4. To enter a Description for the Item click on the óEditô 
button to the right of the word óDescriptionô. This will 
open the Content Editor. Be sure to click on Submit 
Data to save the Description. 

5. To enter the content for the Item click on the óEditô 
button to the right of the word óContent. This will 
open the Content Editor. You can then create the 
Content for the Item. Refer to Appendix A for 
information on how to use the Content Editor. Be 
sure to click on Submit Data to save the Description. 

6. You also have the ability to enter in Keywords for 
the Item. When a Web visitor performs a keyword 
search, the results will list all Items that contain 
matching Keywords. 

7. You can then add this Item to one or more 
Categories using the double-arrows to move the 
desired Categories from the left box to the right box.   

8. Finally, click on óSAVEô to add this new Item to the database.  
 

LINK 
1. Select the óLinkô option from the óTypeô drop-down 

menu.  The screen will quickly refresh.  
2. Enter the Item title in the óTitleô field. 
3. Enter the URL (web address) in the field next to the 

URL type drop-down list. 
4. Next enter the Author. This is optional and may be 

disabled for some organizations. 
5. You also have the ability to enter in Keywords for 

the Item. When a Web visitor performs a keyword 
search, the results will list all Items that contain 
matching Keywords. 

6. You can then add this Item to one or more 
Categories using the double-arrows to move the 
desired Categories from the left box to the right box.   

7. Finally, click on óSAVEô to add this new Item to the 
database.  

 
 
 


