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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 Resource Centre Log In
http://cms.nortia.org/admin. Using the User Name and i Y
; ) . ser Name:|
Password supplied by your Port 80 Representative, login
to the Administrator area. Password:|

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!

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.

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

Language Settings are shown above the Menu. Not

every site will have multiple language content. If you do | Current Language: @I @
have additional |l anguages, uage:

the top left of the Menu.

To edit the English portion of your Web site, you ha
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.

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.

m Note: if you preview your Web site while you are making edits and switch between languages,
NOTE
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ADMINIST RATION

Profile
The Administration Profile area will allow you to change your contact and login information.

Click on the O6Adminis
fields; ensuringfilkad
update the profile information.

t i 6 EMertha apprapeate inforenatidn intthee n s
e

rati on
ahd 6Ras dIWomddérmé field are t
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.

Note: Please use cautonwhen edi ting another userds |l ogin
K“ login to the system without notification of their new login 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 | e

Administration area. You can choose specific S;T”‘ML N
pages they can edit and components they can | o communicans 611912007
edit. NOTE: all administrators will be able to see |0t SI1812008

and access all files associated with your site. e w200

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 O6Deletebd button below the | ist of

Add a New Security Zone
To create a new Security Zone, click on the New button below | |[E=ER ===
the list of Security Zones. The screen will refresh. First, enter
the Zone Name. Then select the areas of your site you would

Zone Name: [Sales

like to include in this Security Zone and use the double arrow QropLeva QrosLeve
button [>>] to add that item to the new Security Zone. NOte: || =i o
you can open folders on the left site to select specific pages or §:%.LGA.E’T
components. Once you have added at least one item to the ggruwn‘igngﬁ:ewsu

zone the Save Zone button will appear below the two boxes. 5 Sl

Click this button to save your changes.

Save Zone
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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

SECURITY ZONE USERS »> EDIT >> SALES

the Security Zone you would like to add or remove Users from. org Users Security Zome Users
Organization administrators will be listed on the left hand side Sales Vanager

of the screen under the heading Org Users. Select the users Commmmicntanns Hod

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 Securit y Zone. Cldddhe | 6 Saved to

Users to the Security Zone. To add more Administrators to your

site please refer to the Profile section of this document. Note: if arek | Ve |

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 6Savebdb once you are satisfied with yol

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.
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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

French English

Communigue Newsletter

Editing Widgets

are shown. The highlighted areas are created using the Widget
tools.

Enregistrez pour no're
Brulletion sajod red ag!

Entraz votre adrésse a-mall

FPrénom

Sigr up for our newsletter
teday!

Entaryour e-imall addrass

First Marme

To edit Widgets, click on the Widgets option in the || _ """ ~ ™= | o
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 Widge

chosen t o eidgudl Glabal Searhéd ul | tQF ,

You now have the ability to update any of Component: |Multiingual Global Search v

these headings or warnings, for each language
associated with your Web site. Once you have
made all of the necessary changes be sure to

Widget Titles

click on the Update button at the bottom of the Name: Global Search Button Go &
screen. EN: [5G0
FR: |G0o

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

Name: Global Search Label No Page

please contact customer support. EN: There were no pages that matched your search
FR: |There were no pages that matched your search
Elements
Elements are similar to Widgets and are used to Name: Global Search Label No Resource
facilitate the translation from one language to EN: [There were no resources that matched your
another language. The difference between e

FR: [There were no resources that matched your
search

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 ER:
elements. Global elements facilitate translation
between languages for customized components
that can are used on multiple pages on your
organi zationés site W H| e Yang: glgal searP ighgRgourcesg | e me nt s
facilitate translation between languages for EN: [Resources:

customized components that can be used on a . : v
particular page. All elements are predetermined,;

therefore you cannot add elements.

Name: Global Search Label Pages

Pages:

FR: |Pages:
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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
AiFromo address for all email s s e/t ftatMeyudtfMeb

Email: ‘ Resource Library - Email ltlem vl

address associated with your organization. If you would like this v e '
changed please contact customer support. e G o m";:‘": 1
To edit an email select the appropriate component from the drop- publect

|An Article from Organization Name

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 AResmaulkciet eémbdbrary

The following article is copied from the Organization Name Website ftem URL

Item Title
Item Author

As an administrator you can edit the Subject and the Body of the Hem Creation Date
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:

e |tem Author

e Item Content

e |tem Creation Date

e Item Description

e [tem Title
To use the codes simply right-click on in the Subject of Body areas and select any one of the red codes.

USE DEFAULTS SAVE EMAIL

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 dJse Defaultsdbutton.

10
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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:

Select a folder for your new page, or click on an existing page to edit it.

e Add, delete, and rename pages Pages:

e Add, delete, and edit content R e

e Add and remove components from a page o o
- Support

~ Home

When you enter the Manage Pages area you will see a list of your || s
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.

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.

NOTE: The folder structure and page order in this view is not directly related to your site
F&TE

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 ) :I::f folder far your new page, or click on an existing page to edit it.
Click on the ADD PAGE button.
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 | e rie o w |

wnN

created would end in T About Us.asp. e Thte: BBC Industries - Bbout U= l
5. Enter an EN (English) Title. EN Title is the title that will | e oo a8 7e e o

appear in the b r Note:s e yod bavetai |t | e bar .

multilingual site, an additional input field will appear below | ...

File Title. EN Title (English Title) is the title that will appear [ _save pace |

on your wusero6s Web browser Title Bar when they
English page. By default, if no Title is inserted both will use the EN File Title.
Description is the information that search engine results will display to summarize this page.
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. Cl i ck %Sav autiorto submit the new page.

No

11
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Add a Folder
1. Select the Folder you would like to add the new Folder to. A

MANAGE PAGES

Folder will be highlighted with a blue background when

selected. If you do not select a Folder the new Folder Will De | e o sou e page, o cick on an cxising pase o wcit i

add to the Top (Root) Level. ;"‘jﬂ;m
2. ClickontheAdd Fol der 6 button. A f | ed=ms will appear| in

can enter the Folder Title. gy
3.Click the OSAVE FOLDEROG but t ofp . miecme
4. The Manage Pages area will quickly refresh so that the new ___gg:;umm

Folder is displayed. Home

Q Tlp To keep yOUf pages We” organized we | aoDPAGE W ADDFOLDER [ DELETE SELECTED |

recommend creating a folder for each of the main
= ; . Folder Title: [Sub_Folder I

g sections of your Web site.
Rename a Page . )
Select the page you wish to rename. The Page Utility window S;nmg;n?ﬁé' Vli];tuglouOff?ég
will refresh and the title of the page you selected will appear in g
the 6File Titledo field. I'n t ﬂ@ogFap "Cat'o?f'?ajedé’”o el d

. . o tenafme delete® th
c | iUpdate Bageb . The change liswofpagesappear Cénﬂnuntiti}]pgge.
Delete a Page
Select the page you wish to remove. The Page Utility window x|
wi || update and the title of I ap
Titled fi e DELETE SELECTEDOS buttdm.e A drompt @ Dielete: the page HOME and any assaciated data?
screen will ask you if you would like to delete the page and any
associate dat a. Click 060KO 6tCoa nteell ok | cancel |
the process. War ni ng: Once you del et - ~bneé
forever!
Delete a Folder
Select the Folder you wish to remove and click the =
(D E L E T E S E L mlﬂtd-nE Dq)rompt Screen WI” @ This will delete the [ABC ORGANIZATION!A FOLDER folder and ALL pages in the folder, Are you sure?
ask you if you would like to delete the folder and all
pages within the folder. [ o ] cone ve t
folder or 6Cancel 6 to end Tmnme process. rme cnange

appear in the directory. Warning: Once you delete a Folder, the Folder and all the pages that were

in the Folder aregoneé f or ever !

12
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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. Selact = folder for your ner pags, or cick on an sxisting pags to st i
Preview O e
When you click on O6Previewd| =2t selected pag Wi
You will see the page exactly as your Web site users will see 3 s
the page. You will NOT be able to edit any of the page g .
content. - Home [
“ SearchTool Add Components
Edit
Wh en y ou c I Itm lseleaed pagdz\mj”lopeﬁ1 -2 Content Editor - Microsoft Internet Explorer
This page looks similar to the live Web page, but
. , . ~ &0 =4
unli ke the O6Previewd page " t he
by running your mouse pointer over the Content on ¥ Sie [l 4] T 98
Area(s) of the page. The editable areas will become | |t on e sms it o o i,
highlighted in blue. Click on any highlighted area and | | srcdwi e Sport Cacndsrs of otaer sport orgamuzations as a means of reducing schedhling
the Content Editor will open. Fonlhts g rospon
Choose "Plan Your Event' from the menu on the left to enter your orgamizations event into the
SportWeb SportCalendar
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 || LS&mbe J[ concel |
HTML. To add content in a text format simply type and
add your content onto the blank screen. To add or
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 ¢(
To accept the changes you have made, either in HTML or Word editor, click on 6 Su b mi t Dat ad.
click 6Cancel & or you exit the Content Editor with
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 O6Manage Pa&Webpagewimoneen, si mply cl ose t

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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Add Components

is based will dictate what can be added to a defined area of the page. Templates determine

m Note: Not all pages can have Components added to them. The template on which the page
N
i where Content and Components can be added.

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:

Resource Library

Forum

Rotating Articles

Rotating Images

Multilingual Poll

Multilingual Newsletter

Rotating Trivia

Form

Photo Gallery

Latest Additions

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.

TouTo 3o o I I I 3> Do D D

While in the Manage Pages Admin area hover your [ETITIEma e g e e I [ 5|
mouse over the page you would like to add a [
Component to; from the list that appears select Add Add Component
Components. The page may look similar to a Preview
page; however, it will have editable areas on the " Resource Library [ 3|
page noted by Clitkhhere tp laddaas © Farum - |
component 6 ' Rotating Articles [ =
' Rotating Images I—L,
Click on o6Click here to a © mMultiingual Poll - | he A
Component window (as seen to the right) will pop up. ' Multilingual Newslstter [ |
" Rotating Trivia I |
To add a component, click on the bullet to the left of c Form : I
the corresponding Component and the drop-down ¢ Photo Gallery I
menu will become enabled. Choose the specific  Latost Additione —
Component you would like to add from the drop-down
menu. Once you are satisfied with your selection, _
click on the 6Submito bt (e [ b [{ Concel | foott
screen. B

Remove a Component

In the Add Component window (as seen above),cl i ck on 6 Cl e araoponeantdron teenmMely e  t |
page. Removing the component from the page will not delete the component area from the page or the
component from the server. Components can stta |l |
continue with the component removal or click o6Cance
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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.

I n the File Management wi ndow, Fol

Another window will appear asking for the name for the new a
folder . Enter the name of the,;Folder and cliclk on
Management window will update to reflect the changes you have ()

made. You may also nest folders. Nesting folders means R
creating a folder within a folder. Ensure that you have highlighted
the O0parentdé folder before clijcking the ONew Fql der

Delete a Folder

You can delete a folder by selecting the folder you wish to delete.
Click the O6Deleted button.firmmy prompt screen will a
the removal process. | f you wish to delete the folder. ahed al
change will appear in the directory.

| Wew Folder || Delete H Preview File || Tpload File ‘

2 Upload Files - Microsoft Internet Explorer

Upload Files

If you would like to upload a file or files to specific File 1: | Browse...

folder select that folder from the list, then click on File 2: | |(Browse.. ]
6Upload Filebd. A new wifmrdow will appearl(Bowse¢Ilick
6Browsed to |l ocate tih(r |[file on ye@d#ie COmMput e

computer network). Once the location appears in _

the file field, continue__to addilesinthe
26 field if yoCGl haweomoéBubbmiled.to upload the file

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 | etting you know the wupload was successful
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
with the fileds html 1ink I f the f il e linksiftefileis ma g ¢
not an image, you will see the O6View Filed option
Delete File

To delete a file, select the file and click o6éDel e
6Carmcédlo 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

6 d rdoopwn 6 , vedtoiwnadl, ddr omprtical 6sl i deb. Maf megnus\Weite s i t
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:
e Horizontal i www.hcbc.ca
e Vertical i www.bobsleigh.ca
e Vertical Slide i www.rcybc.ca

There are two options for adding Items to a Menu:

1. Usethe Add drop-down options at the bottom of the _
Menu Builder page. A folder can contain multiple items | Menetevess

(links), whereas an Item is a single link. Menu Items Content Pages

a. To create a Folder make sure Folder is selected  ||®N ommoe S r
in the Add drop-down box and click on the Go - HOME O s
button. You wil Idesrece itshladd Be @ New EZT“
You can then change the Title, add a URL that --g OUR RESULTS »> -----g Onr News
this Folder Item is linked to, determine a Target ety .
(Same Window if you are linking to a page on ] OUR GOVERNANCE >> 3 Our sponsers
your site or New Window if you are linking to an | oumsroxsors 03 Onepans
external page), and for advanced users you can T O =T y
use the Style box to overwrite the style of that _
particular menu item. | Fote ]

b. To create an Item follow the procedure for " ‘|mp_ﬂ S |‘
creating a Folder except choose Item form the Targers Same Window( sl v|
Add drop-down menu. If you want to Add an Item sty |
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 [ savEmMENU | RESETMENU |  PREVIEW MENU |

Pages box into the Menu Items box. Note: when you
drag a Folder from the Content Pages box to the Menu ltems 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

t hat Folder or I tem and then change that | tembds ¢
When you drag and page into thepdeaext ébheimsnareattr
may want to delete the O6.aspd for all ltem Titl esc

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.
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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 |tuee e curenty s Resourse Libaries
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 | .. ecemce oo
specific using the tools at the top of the | ciensuppor

Search by Title: [ | =>Go

Search First Letter  ABCDEFGHIJKLMNOPQRSTUVWIXY Z [Display Al

Details Options Categories  ltems
page. You can search for a specific word, | ciens Details ~ Ogtions ttems
using the Search by Title tool, or you can | [} festreeciens oeels ceens frems

[] Featured Products Details Options ltems

select a letter to search for all Resource | .. [ e

Libraries whose title starts with that letter. | i vesimoniais Details (s
Create a New Resource Library [ NEW |
To add a new I|library, click on O6NEWHOS

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 ASearchabled is checked. Click ol
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. Thenclick on t he O6REMOVE SELECTED® button bel ow t he
Mi crosoft I nternet Explorer window appears confirn
click 6Cancel 6 tQn ceendy otuhes erl eenaatv adl QKilbhe defeteccalohgiwithralh r y 1
the Items it contained.
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there are several

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:

e Show Categories expanded
e Show Items with the description
¢ Show Category search box
¢ Show Keyword search box
Letdébs take a | ook at some

Initial Category Display Options:

e Show Categories in a list i 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.

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

e Hide Categories i 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.

e Sort Categories by i 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

Browse Categories | Select Category v

Keyword Search
Display All

Web Manager
*MNortia Content Editor

Check outthe latest features of the new Mortia Content Editor, providing you with a more
streamlined user experience (ex Spell Checker, Advanced Browser Support etc) . Last
Updated - November 20th, 2006

Web Manager Administrator Guide (PDF)

All your CMS questions are answered in this complete "How To Guide” for managing your
Website Content Management System. Last Updated - December 3rd, 2007

Virtual Office Manager
Virtual Office Manager Administrator Guide (FDF)

The Virtual Office Manager Administrator Guide contains detailed information on setting
up and organizing your Virtual Office Manager. * Last Updated: October 17th, 2006

Virtual Office Manager User Guide (PDF)

The Virtual Office Manager User Guide provides detailed instructions for Clients on
managing this tool with ease

RESOURCE LIBRARY >> EDIT >> CLIENT SUPPORT == OPTIONS

Options Categories Items Files Back
\ | | | | I |

Initial Category Display Options:

C)Cf Show EEELI[‘I% in aQii h e r

@ Show Categories expanded

options.

O Hide Categecries
Specified Order v

Sort Categories by:

Web Manager S

Virtual Office Manager
Calendar

Nortia Notes

Online Meeting

Online Training b

Category Item Display Options:

@ Show Items with the description
O Show Items with no description

Sort Ttems by: |MName Ascending v

Select Category:

D Show Item Tcelbar (NWew Search, Email and Print)

Search Box Display Options:

Show Category 3earch box
Show Keyword search box

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 T 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 i 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 1 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 1 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 6 Cat e gloktd ¢ s 6
the right of the Resource Library title.

| Optiona ‘ | Categories ‘ | Ttema ‘ | Files H Back |

Category: |New Category v

Title: |

Ttems: [«#Nortia Content &

Create Cateqgory Calendax Aaminis
To create a new Category: orominate Troub)
e enter the Title Noreie Rotes o 5

e add existing Items to the new Category by oniae Heerings

Publishing from ™

selecting the item from the box on the left
and clicking on the >> button

clickthe 6 SAVE® button [oack | vew | save | oEieE

Delete Cateqgory

Sel ect t he owwish to @alete frgndthe ydrop-down menu near the top of the screen. The
screen wil/l guickly refresh to displeady ftiled dnameCl
ODELBTButtoanéent pbgrmemove the selected Category.
removal or click 0Can cNetk:Deletimy a @atedorytwiii ot deletenifeev a |
Iltems within that Category from the server. The individual items will still be available for future
selection.

t he

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. Wi t hi n the O0Tihe eCattegdr ¥ iredrded .@&@mdd tclti ck
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Add or Remove Items from a Category

If you would like to add or remove Items from a Category, first selectthec at egory from t he
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 forthe Cat egory c¢c| A& on
button.

ltems

Items refer to files, Web links, and text articles that you wish to add to the Web site. All tems 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 enNaw el itdgpdyedd the ltem drop-downl i st .
would like to add: File, Text, or Link.

Then sel ect t h

FILE
1. Sel ect t he O0Fi |l eb
menu. The screen will quickly refresh.
2. Ent er t he fTil tebxefigldt | e i n t il e 0 | [ Categories | [ Ttems | [ Fites
3. Clicksedmc©6 , this vAlli opem & window that

app-downn | FEfrrEoT AT e T O YWD

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
Level 6 text i n t Oree yow lave
located the desired file click on it and then click on the
6Sel ect 6 & pop-upovimdow. Mhistwill 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.

Next enter the Author. This is optional and may be
disabled for some organizations.
To enter a Descriptionf o r

the | tem

ltem: New Item v

Type: File v

Title: [ |

Select a File

Author: [ |
Keywaords:

Keywords must.be separated with a comms and/or a blank

I CKing on thej (
ght corner.

File: Select a File

Description:

Category:

Calendar

Nortia Notes

Online Meeting
Online Training

Sport Trainer

Technical Guides
Virtual Office M..
Web Manager

Web Stats

[eack | vew [ save

+

1 + = H
C K U 11 17T oCuitl 't

button. This will open the Content Editor. Be sure to click on Submit Data to save the

Description.

You also have the ability to enter in Keywords for the ltem. When a user performs a keyword
search, the results will list all tems that contain matching Keywords.
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.
Finall y  SAMED i t& addot hi s

new

ltem to the

>
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TEXT
1. Sel ect the O0Text 6 drpp-dovenn| e M ArE = 6r T VED
menu. The screen will quickly refresh.

2. Entertheltemt i t | eTitledh ftihel d o | [ Geewories | [ e | [ Fies

3. Next enter the Author. This is optional and may be
disabled for some organizations. ltem- Fo— 3

4. To enter a Descriptionf or t he I tem c|l igk opn.—the O6Editp
button to the right of thewword—o6beseriptiond.
open the Content Editor. Be sure to click on Submit Author ‘ ‘
Data to save the Description. Description

5. To enter the content for| the | tem=e¢izazgk on ¢t}
button to the right of thenaord o6Content). Th

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 Category:
sure to click on Submit Data to save the Description. Celenaar
6. You also have the ability to enter in Keywords for Sine et
the Item. When a Web visitor performs a keyword Spore Trauner
search, the results will list all Items that contain Thrte Ofties
matching Keywords. ek staza
7. You can then add this Item to one or more
Categories using the double-arrows to move the [Back ] nzw | SavE | oeier: |

desired Categories from the left box to the right box.
8. Finally, click on O6SAVEOG to add this new | tem

LINK
1. Sel ect the O6Lihme 606 Toypp-dodn| f r om t
menu. The screen will quickly refresh.
Enter the | tTeRled tfiitelled.i n tihe 6
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 Iltems 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. Final |l y, SA¢HOGI ctko candd6 t his |new I tem to the
database.

wn
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