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DotCMS User Training

Welcome and thank you for
attending!
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DotCMS User Training

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
0 Adding content
0 Page properties & templates

Day 2
Browser Tabs
o Search filters
o folder options
0 re-ordering search results
Workflow

o Ordering workflow
o Workflow Status
o Managing Tasks

Introduction to Macros
o Photo Gallery Macro
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The Website Browser

TheWebsite Browser functionsnuch like

do more.
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folder rightclick 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
0 Close the folder options window

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

Actions available for each file tree
asset include:

o Editing items

o Publish/Republish
o Unpublish

o Copy , Cut, & Paste

do more.
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The Website Browser

Actions available for each file tree
asset include:

. Website

+# Page unpublished
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The Website Browser

Actions available for each file tree
asset include:

o Unarchivetems
o Deleting items
o Archive VS Delete

Status Color Scheme Review
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* Archived items can be retrieved or

dunarchived > delelzd itemsare
forever gone!
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do more.
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=l Content  CMS Admin Structures

Events  Reporting

o Page archived
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The Website Browser

Creating new browser assets: .
) test
o Folder = (2 application
0 HTML page “‘; T
o Image or file 5 Delete
o Multiple files @  Publsh (al)
0 Menu Link =0 ) Copy
. @ Cut
& ‘
¥ Folder
o @ 9 *] HTMLPage
= (&3 document; Image or File
:;cjtfser_t Multiple Files
I &g
“% Menu Link
o
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The Website Browser

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

o Folder

o HTML Page
o Image or File
0 Menu Link

do more.

Welcome, !
;: dot‘ MS Home - My Account - Personaliz
dor [
)

Content  Structures CMS Admin  CRM

WEBSITE BROWSER
m Files Menu Links Containers Templates

v Working HTML Pages | Add/Edit HTML Page

B popectes | Adasapiopats | pormss versions

Identity: 90576
Show on Menu: Menu Sort Order : 0
Friendly Name: Sample Page
(can be uzed for SEO friendly page titk)
Start Date: November & |9 & 2007 & 75§
End Date: November ¥ |9 & 2007 ™ [H
Redrect
HTTPS Required: O
Metadata: Sample metadats
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Browser Practice

A Walkthru presentation of Browser tools and options
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Managing Content

Options for Managing Content:

o Types of Content

0 Add New Content

0 Search for Content

o Ordering Search Results
o Edit Content

do more.

oo dotCMS

CMS Admin ~ CR

(oL LI Structures

F] New

£ Search Contents

CONTENT SEARCH M

2 3 4 Import Content
o v Business Development

welcome, S¢
Home - My Account - Personalize
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Review Content?: O Review Ev|  Invoice and Sales Numbers
Job Posting

Leads & RFPs

News Item
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W
Blogs

o Topic Entry
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White Papers
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Managing Content

Types of Content:

Search Content | Add/Edit Content | Import Content

0 Selecting preset content types

ADD/EDIT CONTENT

Content Type: |Please select a content type W
ect a content e
Additional Screenshots
+ Required Fields Blogs
Business Development
Client
Comments pre—
Conference News
Conference Topics
Design - Client Info —
ibout | Disclaimer 2007 @ Dotmarketing Inc. All rights reserved. Design - Design Family
Documentation
Invoice and Sales Numbers
Job Posting
Leads & RFPs
News Item
Right-hand column promotion
Roadmap Item
Testimonial
Topic Entry
Web Page Content N
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Managing Content

do more.

Add New Content :

o To add new content of a specific

type click on theContent MenlA

bSs Yyyp 00t AO] 2y O2
oFrom the Content Search Manager,

click onAdd/Edit Content and then

select a content type from the drop

down combo box.
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£ New
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CONTENT SEARCH M

£ 4j Import Content

CMS Admin  CRM

Additional Screens hots
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Business Development
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Path:

Design - Client Info
Design - Design Family
Documentation

Inveice and Sales Numbers
Job Posting

Leads & RFPs

News Item

Right-hand column promeotio...

Roadmap Item
Testimonial

Topic Entry

Web Page Content

White Papers

Welcome, S¢
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Check Spelling

Help with Macros

Search

Search for Dictionary Terms
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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] VySIvaG topls include yseful
FSI GdzNBa &dzOK | a
to remove hidden formatting and
avoid errors on the page.

do more.
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Structures

CMS Admin CRM

Content

CONTENT SEARCH MANAGER

Search Content | Add/Edit Content | Import Content

ADD/EDIT CONTENT
Content

Content Type: Web Page Content v
+ Host: www.dotems.org v
Review Content?: (O Review Every ) No Review

+ Title:
something memorable, only used in searching

+ Body:
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Path y
Search for Dictionary Terms
Requrred Fields
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Managing Content

Search for Content :

o Clicking on Conte4 Search
Contentsbrings up the Content Search
Manager. Content can then be
searched by type.

0 Choose Lontent Typausing 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.

do more.

Home - My Account - Personalize Pages - Sign (
Community Page: CMS Ad

£ dotLMS

Home  Website WeUChI@ Structures CMS Admin CRM

‘earch Content | Add/Edit Content | Import Content

Content Type:  News Item .
Identifier: Client Type:
+ Corporations
Headline: dotcms +Web 20
+ Associations
Body: + Education
: + dotCMS Customers
Show On:
Tags: + dotmarketing.com
+ Homepage
+ Client List
+ Portfolio
+ dotcms.org
Average Rating:
Number Of Votes:

Archived only: a

Search Hints

Cleor Search m-

tatching Results (16) showing 1 - 16 of 16

Export 4
Headline PublishDate  pverade  umberOf LAt Last edit Date
2 e . [ dotcMs 1.5.1 released Open Source CMS, Web CRM and eCommerce tyg?’ 0 o wi azel }é’ﬁlgMzm7
Ne ' [ dotcMS Runner-up in Most Promising Open Source CMS Competition i},%iz” 4 4 m" }}Ijm7

ne B ) Aecnc 1 6 Mo Ausishiat Qla/20n7 2:S0OM N n wil ool 9/20/2007
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Managing Content

Ordering search results:
veraye raum:
Number Of Votes:
Archivedonly: [
0 Search results normally return N
v 2 A r- - W 4 A 4 v
aZNIUSR 0e UKSANI af I a
oSearch results can be-pedered by o et 16y e 1100126 il
clicking once on any of thelumn Headine Publshoate QIS RO Hitor  LastEdtDate
h ead | n gS 2e [0 dotcMs 1.5.1 relessed Open Source CMS, Web CRM and eCommerce  saaarar”’ 0 0 wiezel 111202007
7 e [ dotcMS Runner-up in Most Promising Open Source CMS Competition tm7 4 4 % ii’fm’
20 & [ dotcms 1.5 Now Avalablel 9/4/2007 2:50PM 0 0 wieel 3202007
7 e 0 [ dotMs a finalist n CMS awards-- We need your votel %1%3:27 10 9 ;:.’,:u ?I:W
2 e ® [ upcoming Webinar: Getting Started with dotCMS 9/S/2007 3:10PM O 0 ?;-1;” 9/5/2007 3:17Ph
Ne [ miwaukee School of Engineering launches redesigned site in dotcMS 2/52&??37 0 0 m‘ EISZ;QZ‘W?
10 o Bgmmmmmmim e am—— o 0 et SR
20 @ [ dotcMs Core released under the GPL 9/8/2006 3:00PM 0 0 Jason smith 311572007
2@ & [ SvN Access to dotCMS trunk now avalable bl o 0 wiezal 2912007
e [ dotcMS a CODIE Awards finaiist for Best Postsecondary Course/Content  1/16/2007 0 0 Todd 1/16/2007
: Management Solution 10:45aM Bennett  11:44AM
e [ oM open source dotCMS presentation avalable for download ;lg"m 0 0 ;r.fett ;g’fﬁ“
20 @& [ dotcms 1.2 released e o o wiel  J0O2005
7e ® [ knight Foundation chooses Dotmarketing & dotCMS 9/7/2006 2:15PM O 0 wil ezel ?/jfgqms
2 e ® [ Take Stock in Chidren launches new site in dotCMS 9/8/2006 4:25PM 0 0 wil ezel :lelﬁl‘lmm
7 e 9 ‘E]":Jorl::ado State Partners with Dotmarketing, chooses the dotCMS ié6m 0 0 wil ezel Ig:ﬁ?;‘ﬁ
———
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Managing Content

latching Results (16) showing 1 - 16 of 16 Export §
0 cr)]ntent can ee Ite usi ng tWO 20 & [ workng towad dotcMs release 1.2 %2&/]?‘%05 0 0 wil ezel :ggﬁ
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tatus Legend:
P live O working @ deleted () locked | unlocked
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Managing Content

Editing Content:

¢ PublishDate: o mber 8 (7 (2006 M[E2 ®: 15 @ PO 1l i i il i e
o Copy:Creates a complete copy of EXpire 0St=" | September (11 (2006 882 M: (15 M/PM g g s em wil sxcwe
the content selected* *Body: |\ p s Uk EEEE| -foma- ¥|A-
H . 0 AoDGm A= i= b EJOmD G
0 Save/ASS|gnAIIows commenting o | —ofi% 0O =|a
and assignment of saved content to i ol i Wi e e s ol
the workflow of another user to vdbstin Tor ton Foundation

review/publish
0 Save:Saves the content but doemt

publish it live. " y
o Save/Publish(authorized users) |
saves and publishes the content to the e

live site Togs: ? suggested Tags

o *Cancelcancels current changes to

content (this will also unlock content .

for editing by others). Items viewed iy B

should always be exited using this Number Of Votes: 0

option so that content does not show + Requred Feids

a 4t 201SRé G2 20KSN
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Content Practice

Content Management wailthru presentation
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Creating/Editing a Web Page

Edit, Preview, and Live Mode:

Dsda*&cad-ns' 1CSS v =) Forms ~ ™ Images ~ ) Information ~ M«m',v&m',:km~,v Tools ~ 2| View Source ~ Options ~

o Edit Mode: Edit mode allows you to s €9 dot(MS

view dotCMSdrop down combo boxes e *

for changing content on a page Jjene B B K S B o WO oy ¥ e B e B Bt

o Preview Mode:View of currently :mi:w New & Improved

al @SR obhe¢ a[A@Seoz | T dotCMS 1.5 e

webpage N
R

oLive Mode:dt dzof A O¢ @ASH |
webpage including latest published
changes.

:
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Creating/Editing a Web Page

Adding/Editing Content:

ONew Content Click on the drop
down arrow next to container and

0KSY 2y abSg /2yuSyié

content using the Content Editor

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

0 Reuse contentthis option allows a
search of preexisting 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

do more.
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