
DotCMS User Training

Welcome and thank you for 
attending! 



DotCMS User Training

Day 2
Browser Tabs

o Search filters
o folder options
o re-ordering search results

Workflow
o Ordering workflow
o Workflow Status
o Managing Tasks

Introduction to Macros
o Photo Gallery Macro

Day 1
The Website Browser

o Directory tree
o Create new web items
o Add navigation items

Manage Content
o Types of content
o Add new content
o Search content
o Order search results
o Edit content

Creating a web page
o Edit, Preview, and Live Mode
o Adding content
o Page properties & templates



The Website Browser

The Website Browser functions much like 
ŀ ŎƻƳǇǳǘŜǊΩǎ ŘƛǊŜŎǘƻǊȅ ǘǊŜŜΦ  ¢ƘŜ ōǊƻǿǎŜǊ 
folder right-click options include:

o Editing the folder

o Deleting a folder

o *Publishing all items within a folder

o Copy and Paste entire folders or 
individual files to other directories

o Create a New Folder

o Close the folder options window

*Publish Permissions given at the folder 
level branch down to all items within, be 
careful with folder permissions



The Website Browser

Actions available for each file tree 
asset include:

o Editing items

o Publish/Republish

o Unpublish

o Copy , Cut, & Paste



The Website Browser

Actions available for each file tree 
asset include:

o Archiving items

o Show Archived



The Website Browser

Actions available for each file tree 
asset include:

o Unarchiveitems

o Deleting items

o Archive VS Delete

Status Color Scheme Review

DǊŜŜƴҐ ά[ƛǾŜ ƻǊ tǳōƭƛǎƘŜŘέ

¸ŜƭƭƻǿҐ ά²ƻǊƪƛƴƎ  ǾŜǊǎƛƻƴ 
ƻǊ ¦ƴǇǳōƭƛǎƘŜŘέ

wŜŘҐ ά!ǊŎƘƛǾŜŘέϝ

*Archived items can be retrieved or 
άunarchivedέΣ ōǳǘ deleted items are 
forever gone! 



The Website Browser

Creating new browser assets:

o Folder

o HTML page

o Image or file

o Multiple files

o Menu Link



The Website Browser

Adding new items to Navigation 
(Properties- Show on Menu):

o Folder

o HTML Page

o Image or File

o Menu Link



Browser Practice

ÅWalk-thru presentation of Browser tools and options



Managing Content

Options for Managing Content:

o Types of Content

o Add New Content

o Search for Content

o Ordering Search Results

o Edit Content



Managing Content

Types of Content:

o Selecting preset content types



Managing Content

Add New Content :

o To add new content of a specific 
type click on the Content MenuĄ
bŜǿ ψψҔ όŎƭƛŎƪ ƻƴ ŎƻƴǘŜƴǘ ǘȅǇŜύΣ ƻǊΧ

oFrom the Content Search Manager, 
click on Add/Edit Content, and then 
select a content type from the drop 
down combo box.



Managing Content

Add New Content :

o Each content type has its own 
unique input based upon the structure 
that was used to create it.

o For example, information found in a 
piece of webpage content will 
include:

o The host website

o Review content

o Title

o Body

oWYSIWYG or text options are made 
available for easy content entry so 
that end users do not need to know 
HTML to add content to a website.

o WSIWYG tools include useful 
ŦŜŀǘǳǊŜǎ ǎǳŎƘ ŀǎ άŎƻǇȅ ŦǊƻƳ ²ƻǊŘέ 
to remove hidden formatting and 
avoid errors on the page.



Managing Content

Search for Content :

o Clicking on ContentĄSearch 
Contents brings up the Content Search 
Manager.   Content can then be 
searched by type.

o Choose a Content Type using the 
drop box made available

o Enter key words for under any of the 
parameters made available for the 
particular type of content you are 
searching for.

oThe Matching Results will be 
displayed below the search area.  Click 
any of the links below to see the 
desired content.



Managing Content

Ordering search results:

o Search results normally return 
ǎƻǊǘŜŘ ōȅ ǘƘŜƛǊ ά[ŀǎǘ 9Řƛǘ 5ŀǘŜέ

oSearch results can be re-ordered by 
clicking once on any of the column 
headings



Managing Content

Editing Content:

o Content can be edited using two 
methods:

o Click the pencil icon to the left of 
the desired row

o Right-click the content title and 
choose edit from the drop down box



Managing Content

Editing Content:

o Copy: Creates a complete copy of 
the content selected*

o Save/Assign:  Allows commenting 
and assignment of saved content to 
the workflow of another user to 
review/publish

o Save: Saves the content but does not
publish it live.

o Save/Publish: (authorized users) 
saves and publishes the content to the 
live site

o *Cancel: cancels current changes to 
content (this will also unlock content 
for editing by others).  Items viewed 
should always be exited using this 
option so that content does not show 
ŀǎ άƭƻŎƪŜŘέ ǘƻ ƻǘƘŜǊ ǳǎŜǊǎΦ



Content Practice

Content Management walk-thru presentation 



Creating/Editing a Web Page

Edit, Preview, and Live Mode:

o Edit Mode:  Edit mode allows you to 
view dotCMSdrop down combo boxes 
for changing content on a page

o Preview Mode: View of currently 
ǎŀǾŜŘ όbh¢ ά[ƛǾŜέύΣ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ 
webpage

o Live Mode: άtǳōƭƛŎέ ǾƛŜǿ ƻŦ ƭƛǾŜ 
webpage including latest published 
changes.



Creating/Editing a Web Page

Adding/Editing Content: 

oNew Content- Click on the drop 
down arrow next to container and 
ǘƘŜƴ ƻƴ άbŜǿ /ƻƴǘŜƴǘέ ǘƻ ŀŘŘ ƴŜǿ 
content using the Content Editor

o Edit Content- brings user to the 
content editor to change/add content 
on a webpage

o Reuse content- this option allows a 
search of pre-existing content, 
enabling the one instance of the same 
content to be published to various 
pages with a simple click.

o Remove content- removes the 
current content from the page


