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.

1. Introduction

1.1 What is Sava?

Sava is a web content management system that can help you publish and manage web
content, users, e-mail, mailing lists and advertising for one or more websites.

1.2 System Requirements

All Sava functionality is accessible through a modern web browser on either Mac OS or
Windows. Sava works best with Firefox or Internet Explorer (version 6 or higher).
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2. What Sava Does and How it Can Help You — An
Overview of Sava’'s Functionality

Sava simplifies the way you manage content, users and permissions on your websites.

Sava can be accessed from anywhere you have a computer connected to the Internet.

2.1 Important Features and Functions

o Extensive and clear reporting of users, user activity, website statistics and reporting
o Powerful content management capability

o Detailed reports of system activities

2.2 Route Map — How to Get the Most of This User’s Guide

Here is the quick link guide to get up and running with Sava.

1. Getting to know Sava — This section deals with logging onto Sava, navigating around
the interface, selecting menus, getting to know the various features of the home page
and finally exiting from the application.

2. The Dashboard —The Dashboard gives you a quick look at all recent activity within
your site, including recent visits, updated content, form submissions, etc.

3. Site Manager — The Site Manager contains the core of Sava’s functionality — enabling
you to add, update and delete site content.

4. Working with content — This section looks at the Site Manager in more detail and
enables you to utilize different components for creating content.

5. Drafts — Sava lets you store drafts of pages that are unpublished or in progress. You
can review, update and publish these drafts, or send them for further review.

6. Component Manager — Sava components are content “includes” that can be created
and used across your website.

7. Category Manager — Sava has powerful category-based functionality, enabling you to
create extensive category/subcategory structures, and set up navigation based on these
structures..

8. Managing Local Content Indexes — This section deals with one of Sava’s more
powerful features. Here you can create elaborate and easy-to-use indexes of content
and incorporate them throughout your website. You can learn to do this without any
programming knowledge.

9. Remote Control Feeds — Another wing of the local content indexes; learn how to use
local content indexes as remote control feeds (RSS) in this section.
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10. Data Collection — In this section, learn how to collect data from users using forms.

11. Managing Site members and Memberships — Learn how to create users and groups
who will be using your site.

12. Advertising Management — Learn all about running campaigns, cost per click and
other advertising related functions included in Sava.

13. E-mail Broadcasting— Learn everything you need to know about e-mail management
and correspondence with your customer base.

14. Managing mailing lists — Create and manage mailing lists in this section.

15. Permissions — Learn to set permissions for the Content Manager in this section.

16. Administration — All site administrators should read here to learn the Administrative
User menu.

17. Appendix — A resource of useful and handy information about the system and its
activities plus samples of reports.
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Getting to Know Sava

Sava has a very simple login procedure and an easy-to-use interface that takes only a
short while to master.

2.3 Logging In

Different users can use Sava. Every user logging into the application is provided a
unique User Name and Password. To login to Sava, you must enter the correct
combination of User Name and Password.

Follow the procedure below for Sava login.
1. Double click the Internet Explorer icon on your desktop to open the browser.
2. Enter the web address or URL provided by your Administrator.

The web page of the application with the Login panel opens.

Sava | by blusRier

Please Login

Username

Password

[[] Remember he

Erter your emsil address and we'l send it to you.

|l\
|

Sava — Web page with login panel

The login panel is displayed below.
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Please Login

Username

Password

|:| Remember Me

o)

Forget your password?

Enter wour email address and we'll send it to you.

Sava Login panel

3. Complete the two fields in the login window as described in the table below.

Field Description

Enter your login username. (Login usernames are not
case sensitive.)

Username

Password |Enter the password. (Passwords are case sensitive.)

Remember This checkbox is optional. Check it to allow the system
Me to remember your inputs so that you may login without
having to re-type them for successive logins.

4. Click Login, or Enter on the keyboard.

Note: If you have forgotten your password, enter your e-mail in the Enter your e-mail
address field and click Submit. Your password will be sent to you in an e-mail.

After a successful login, you'll see the Dashboard page. Users will automatically be
logged out after a period of inactivity — the time period is configurable in the Site
Settings menu (only available to Administrative users).

10
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SAVA | by biusRiver A% ADMINISTRATIVE USERS | & EDIT FROFILE W HELF
—» Menu
. Select Ste v| Lrrert Site — Demio 1 Welcome, Elance Writer. ou will automsticslly be logged out 1 259 Log Out Logout
Site — e B ?t
utton
Selector _
Dashboard 3 Dashboa |d g Name Of
Session Search L
Top Content IIser Activity (advanced Session Search) Keyward Search user |Ogg(3d
! Search for a page you'd like to edit or add 1 1
Top Referers Recent Activity Member Activity et in and time
Topmaates Currert Wisitors (Last 15 Mins) | 0 Current Members (Last 15 Ming) | 0 left before
| lopRdted:s Visits (Last 30 Deys) 5 Member Visits (Last 30 Days) S belng
Site Manager
R L SO = L= P4 (11 =134 Iogged out.
I RO, i 31
mponerts FPopular Content (Last 30 Days) Files
Links
T Pages (View Feport) Top Referrers (View Report) Internal Feeds
Contert Collections :
o TR Mewes (11 Wiewes) Unknowen (7 Referrals) External Feeds
Forms Manager
Contact Us (3 Yiews) —
fBENenbes About Us (1 Views) - Recent Content
Advertizing Home:
i . '
e Enelorptteon Bl Top Searches [z Report) Top Rated ('View Repart) Sigrn Lp For News Alerts
Mailing Lists A fuick page
Permissions Abetlls
Leﬁ Pa i [ A message from our CEC
Menu Dirafts for Your Review
ItemS X There are currently no drafts far you to review,
Email Broadcasts gn oo - seemoor
Emailz Sent: 0 Emazils Allotted: Unlimited Emailz Remaining: Unlimited
Title Sent Opens Clicks Bounces ’ DetaI|S Pane
There have been no emails sent with in last 30 days.
< I

Sava home page

Note: The login screen shown above is one for an administrator. The screens are different for
the type of user and client. See Creating Users for more information.

2.4 Navigating Your Way Around the Application

Sava provides a simple and easy navigation structure in the form of a menu bar on the
top right of the page, a standard panel on the left and a pull-down menu of your Sava
websites above that. These features stay put even if other pages and dialogs related to
other menu items and websites are open. This enables you to easily access the menu
bar from anywhere in the application.

2.4.1 The Menu Bar and the Menus

;‘i ADMIMISTRATIVE USERS & EDIT FROFILE W HELF

Menu bar

11
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The standard menu bar of the Sava application is shown in the image displayed above.
The Logout button is placed below the menu bar. See image above.

Described in the table below are the Logout button and standard menu items of the
menu bar.

Menu bar item Description

Logout Exits the application.

Administrative Users [To create administrative users and groups use this menu.

Edit Profile Click this menu item to edit your user profile.

Help Access help documentation, forums, request support and access API’s.

To invoke a menu, place the mouse cursor on the menu item. The menu for that menu
item will appear.

¥ HELF

Drop-down menu for Help

Assuming Documentation is to be selected, the instruction command for the above
menu would be to click Documentation from the Help menu.

The instruction command for the above menu would be: On the menu bar click Help =
Documentation.

Clicking an option from a menu will open the appropriate page to perform the designated

activity.

2.4.2 The Home Page Panels

In addition to the right-hand menu bar, the home page features standard panels that
offer a variety of services. The number of panels also depends on the menu item
selected. The different panels and how to use them are described below.

12
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2.4.3 The Left Panel with the Main Menu Items

Dazhboard -+
e Sesgmnﬁeamh i
Fare) .'|.'|:|.F|.|:.|:|;'|t.e|.'|t ...... ;

TDPREferEE RS,
“Top Searches.

S .T..;..p.n.aée.d ........

; S,te Ma,—,ager S

CDmpDnen‘tS e

.:ateg.:,nes S
vy .:.:,mem.:.:,uemmns TVTNT

.. FDrmsmanager e e e,

Site Members

ap Advemsmg e p i
' Email Brosdcaster

 MalingLists
i permmsmns e e

Left panel menu items

This menu panel (located on the left of your page) is what you'll be accessing most often
to perform the important functions of Sava. By default, the Dashboard menu is opened

the first time you login to Sava.

13
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2.4.4 The Details Pane

Dashboard

User Activity cadvanced Session Search Keyword Search
Search for a page you'd like to edit or add
Recent Activity Member Activity content to...
Current Wistors (Last 15 Ming) 0 Current Members (Last 15 Ming) 0
Vistts (Last 30 Days) 5 Member Wists (Last 30 Days) o

Site Summary

HEHHE Active Pages a7
Fopular Content (Last 30 Days) Files 3
P: Wigw Report Top Ref: e Repor Liks !
ages [View Repo ] errers (icw Repo
pesl Ret) L ¢ e Irternal Feeds 1
Mewes (11 Wiewes) Urknowen (7 Referralz) External Feeds L]
Contact Us (3 Views) N ittt ettt Aty
About Us (1 Wiews) y Fecent Content
Home
Top Searches (Vicew Report) Top Rated [ View Report) AUEL Ry
A guick page
i i About Us

A meszage from our CEO
Dirafts for your Review

There are currently no drafts for youto review.

Ermail Broadcasts (zm 2007 - 3262007
Emailz Sent: & Emailz Allotted: Unlimited Emailz Remaining: Unlimited

Title Sent Opens Clicks Bounces

There have been no emails sert with in last 30 days.

Details Pane

The Details Pane displays panels, information, search and other fields required to
perform tasks related to the menu item that was selected in the Left Panel menu. In the
above example the Details Pane displays panels, fields and information related to the
Dashboard.

2.4.5 The Site Selector

| Select Site b | Current Site — o

The Site Selector

The site selector is located above the left panel menu. Using its drop-down list you can
select a site that you wish to maintain with Sava. The name of the selected site is
displayed beside the field.

14
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To select a site

1. Select a site from the drop-down list.
The web page refreshes and opens the Dashboard for the site.
The name of the selected site is displayed beside the drop-down list field.

2.5 EXxiting the Application

Follow the procedure below to log off from Sava.

1. Click the Logout button below the menu bar.

Note: Ensure that you have completed and saved whatever you are working on before clicking
Logout on the menu bar. Please also take caution to log off by clicking Logout only. Do
not use the back button of your Internet browser.

Web hosted customers working particularly in non-office environments must exit from the
application when they are done so that the application is not left exposed to others.

15
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3. The Dashboard

The Dashboard is the main monitoring area of your Sava application, where you can
instantly gather information about a variety of activities such as site usage, page
performance and other statistics of the selected site.

3.1 Dashboard Panels

Dashboard
Lgser Activity chdvanced Session Search) Keyward Search
Search for a page you'd like to edit or sdd
Recent Activity Member Activity content to...

CUrrer o (Last 15 Mins) O Current Members (Last 15 Mins) 0

Vists (Last 30 Days) 5 Metmber Wists (Last 30 Days) 5

Site Summary

R Active Pages 37
Fopular Content Last 30 Days) Files 3
- g Links [}

Pages [View Report) Top Referrers (visw Report) Internal Fesds 1
MNewes (11 Views) Unknowen (7 Referralz) External Feeds [}

Contact Us (3 Wiews) —

About Us (1 Yiews) - Recent Content
Home

Top Searches [View Report) Top Rated [ View Report) Sign Up For Mews Alerts!
A quick page

- i Aot Ls

= — A message from our CEO

Drafts for Your Review

There are currently no drafts for you to review.

Ermail Broadcasts (zmizo07 - 3262007
Emailz Sent: & Emailz Allotted: Unlimited Emailz Remaining: Unlimited

Title Sent Opens Clicks Bounces

There have been no emails sent with in last 30 days.

The Dashboard

The Details Pane reveals four distinct panels. These are the horizontal User Activity
panel, the Popular Content panel and the E-mail Broadcasts panel. Also included is
the vertical panel on the right, displaying information on Site Summary, Recent
Content, Drafts for review and Keyword Search capability.

3.1.1 The User Activity Panel

This panel reveals the site’s user and member activity. Under Recent Activity you can
find out the number of visitors in the last 15 minutes, hyperlinked Current Visitors and
the number of Visits in the last 30 days to the site.

16
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Click the Current Visitors link to find out who the current visitors were. The Details
Pane refreshes to display this information.

All Sessions (Last 15 Minutes)

Total Sessions: O
User Country Language Last Request Views

There are have been no sessions aver the kast 15 Minutes.

Current visitors information

Similarly, under Member Activity you can find out the number of current members who
visited the site in the last 15 minutes, hyperlinked Current Members and the number of
Member Visits in the last 30 days to the site.

Click the Current Members link to find out who the current members visitors were. The
Details Pane refreshes to display this information.

Member Sessions (Last 15 Minutes)

Total Sessions: @
User Country Language Last Request Views

There are have been no sessions over the last 15 Minutes.

Current member visitor information

3.1.2 The Popular Content Panel

Fopular Content iLast 30 Day=)

Pages (“iew Report] Top Referrers (iew Feport)

Mesews (10 Viewwes Unknowen (15 Reterrals)

Sutter Health Loves ChS (3 Yiews) hittp: Shoewewy google comfzearch?cl... (1 Referralz)
Contact s (2 Wiews) it Shoewewy google comfheeaizearc... (1 Referralz)
Top Searches (iew Feport) Top Rated (View Feport)

Popular Content Panel

17
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This panel displays the pages receiving the most visits by surfers, as well as the top
referrers (i.e., pages or sites referring to your site in the past 30 days).

The Popular Content panel has four sections, Pages section, the Top Referrers section,
The Top Searches and the Top Rated section.

The Pages section displays results of the top visited pages of your site, as well as how
many people visited them. Click View Report to see a detailed report that is displayed in
the Details Pane. If there are more reported items than can fit on the page, use the
scroll bars to access them.

Top Viewed Content

Date Range
From |03/02/2007 |E 1o |0am1s007 | & number of tems |10 v | [EEE

Total Views: 134
Content Views Percent
_|Home 23 17%
Home » news 1 5%
_{Home s || Contact Us 2%

_Home = LJMews » |7 Gizmotron 9000 voted best of show

| Home Drroducts

Bl BN

]
_|Home = |7 About Us 2 1%
1
1
1

_|Home » L_JProducts » |_7| Sutter Health Loves CMS

Top Viewed Content

There are several activities that you can perform on this page.

a) Filtering and searching for top viewed content — You can filter for top viewed
content for a particular date range and can also restrict the display of the results
to a particular number of items. To select a date for the From and To fields, click

the Calendar * button associated with the field. A calendar dialog opens,
displaying dates of the current month on your computer.

18
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S M | T (W | T F [5

1 213 |4 |58 |6 F
g | 8 (0 110142 (43 |14
15 16 17 18 158 20 21
22 X3 M 25 2B I I8

& Internet

Date selection from the calendar dialog

To select dates for previous or future months, click on the previous and next

buttons adjacent to the Month and Year cell. -m. For

number of items to be displayed, select a value from the Number of Items drop-
down list. Finally, click Search to display the top pages filtered by your criteria.

b) Viewing the contents of popular pages — To do this simply click on a page (for
example, the Sutter Health Loves CMS page). A new browser window opens to
display the page. Note that all the pages displayed under the Top Viewed
Content page are hyperlinked and indicated in bold.

4H Products » | ) Sutter Health Loves CMS : :
0 Hormesc Bl Praciacts:s: I Sutter Hemlii L.owes . Alternatively, you can also display

the contents of the page by clicking the Display Contents £ button located at
the end of the record for the page in the table on the right.

Note: The Top Viewed Content report or page can also be accessed by clicking on the Top
Content menu item under that Dashboard menu item on the Left Panel menu.

The Top Referrers section lists the pages from where your site and its pages were
accessed in the past 30 days. Unknown referrals are those whose page or site
information cannot be determined. Known referrals are hyperlinked and clicking them will
open a new browser window to display the details of the page from where your website
or page was accessed.

For a detailed report, click the View Report link of the section, and the report is
generated in the Details Pane.
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Top Referrers

Diate Range

From |03Mm2/2007 |& 1o [v4mr2007 |& number of tems [10 ¥

Total Referrals: 17
Referer Count Percent

Unknowen 16 4%

hittp: ey google . combw sizearch?client=del-uzuk

higk high&channel=us-psp&hl=enibd=507 0306 &u=hlueriver .com 1 B%,

&8
As in the Top Content report, you can filter and display results by setting criteria using
the From, To and Number of Items fields. You can also view the page in a new window
by clicking the referrer’'s page, as it is hyperlinked in the report.

Note: The Top Referrers report or page can also be accessed by clicking on the Top
Referrers menu item under that Dashboard menu item on the Left Panel menu.

The Top Searches section displays the keywords that were used to search for related

content on the pages of the site. Click the View Report to get a detailed analysis in the
Details Pane.
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Top Searches

Date Range
= : i
From |03M3/2007 |E 1o [04mzr2007 |E number of tems |10 ~| [EEFE
Total Searches: 0
Keyword Count Percent

Wour search returned no results

Top Searches report

As in the previous reports, you can filter and display results by setting criteria using the
From, To and Number of Items fields.

Note: The Top Searches report or page can also be accessed by clicking on the Top
Searches menu item under that Dashboard menu item on the Left Panel menu.

Finally, the Top Rated section displays the most popular content of the website. Click
the View Report link of the section to view a detailed report of the same.

Top Rated Content

Date Range
—— P ——
From 03032007 To 040202007 Minimum Votes Required |1 % | Ho.ofitems |10 | [0
Content Average Rating Votes

Wour zearch returned no results

Top Rated Content report

As in the previous reports, you can filter and display results by setting criteria using the
From, To and Number of Items fields.

Note: The Top Rated Content report or page can also be accessed by clicking on the Top
Rated menu item under that Dashboard menu item on the Left Panel menu.

3.1.3 E-mail Broadcasts Panel
This panel displays the details regarding e-mails sent, allotted and ones remaining.

Email Broadcasts 4meoo7 - 4202007
Emailz Sent: § Etnailz Allotted: Unlimited Etnailz Remaining: Unlimited

Title Sent Opens Clicks Bounces

There have been no emails zent wwith in last 30 days.
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E-mail Broadcast panel

3.1.4 The Vertical Panel

The Vertical Panel displays information about the website, quick links to content and
pages, and a search tool to search for content.

Keyword Search

Search for a page you'd like to edit ar add
cortent to...

Site Summary

Active Pages 27
Files ]
Links 0
Internal Feeds 1
External Feeds 1]

Fecent Content
Home

Sign Up For Mewes Alerts!
A quick page
About Us

A message from our CED

Drafts for Your Review
There are currertly no deafts for vou to review .

The Vertical Panel

In the Keyword Search panel enter a keyword or keyword phrase for the content you
would like to find and click Search. The details will be displayed in the Details Pane.
Using the Site Manager, you can then edit this page. These will be explored in the Site
Manager chapter.

The Site Summary section gives you details of the number of Active Pages, Files on the
site, incoming Links, Internal Feeds and External Feeds.
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The Recent Content section provides you links to recent content and pages that are
being edited or maintained by you. Clicking them will take you to the View History page
of the selected item in the Details Pane and the appropriate menu item in the Left
Panel menu will be opened. For example, clicking on Home opens the Site Manager
menu item from the Left Panel menu.

The Drafts for Your Review section lists the recent drafts that you were working on.
They are hyperlinked for convenience and can be accessed easily.

3.2 Session Search
Use the session search to perform an intensive session search and define new criteria.

To perform a session search

1. Click the Session Search menu item under Dashboard from the Left Panel menu.

The web page refreshes and displays the Advanced Session History Search
Page in the Details Pane.

Advance Session History Search

From |g4in2/0007 (& To |amzrz007 | &
Where
| Select Field ¥ || Equals || | db s Criteria

B
T

The Advanced Session History Search page

2. Select dates for the From and To fields by clicking on the calendar & puttons and
selecting a date from the Calendar dialogs.

To create a condition, select a field from the Where drop-down list.

Select a relation from the second drop-down list field.

Enter a value for that field and the relation in the third empty field.

Click Search.

Sava does a search and reports if any sessions matching the criteria were found.

o o M~ w

To add a second condition to the first

1. Click the plus button or the Add Criteria e Cificrig

2. A new set of fields to create the second condition is displayed.

link adjacent to the plus symbol.
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Advance Session History Search

From |nqm2/2007 (& Te |panzrno7 |&

Where

i Keywords bt || Equals - Hu:eu:u |

|4nd | | Select Field v || Equals || | E=Remove Criteria b Add Criteria

Adding conditions

3. Create a new condition using the new set of fields or you can delete the new set of
fields by clicking Remove Criteria.

4. To add more criteria click the Add Criteria link that appears beside each new set of
fields.

5. Finally, click Search to perform the search.

3.3 Top Viewed Content

See the Top Viewed Content section in the Popular Content Panel topic for more
information.

3.4 Top Referrers

See the Top Referrer section in the Popular Content Panel topic for more information.

3.5 Top Searches

See the Top Searches section in the Popular Content Panel topic for more information.

3.6 Top Rated Content

See the Top Rated Content section in the Popular Content Panel topic for more
information.
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4. Site Manager

Site Manger is the primary tool for organizing and maintaining your website content. It
provides several features for viewing your site structure, allowing you to easily locate
content in large websites. Some key tools include content search, content ordering, user
permissions for editing content, and version histories.

Click on Site Manager from the Left Panel menu to view it in the Details Pane.
Site Manager

Content Search

" Home

Modify Yiew

Rowes Dizplayved 20 Levels Displayed |1

Title Order Ohjects Display | Feature Hav | Updated

dh | 2| Home Cazcade Yes Mo Mo sy S EBE

op < |__iProducts !.1 v_! Cazcade es [a] Yes G1 5106 :/ = I':_} \E x
an = about Us [2%] cascade  ves Mo ves | 2o S BB R R
dh ; Contact s !.3 v_! Cascade Yes Mo Yes BISI0G JEABER
dh @ 5 JExtranct izi_v_| Cascads ez Mo Yes e S/ ABER
dh = |__ICareers !.5 v_! Cazcade Yes Ma Yes ansios 4 [ B E X
dh @ |_INews iE_v_| Cazcade Yes Fo Yes e S EABEE R

The Site Manager page in the Details Pane

Note that the folder whose contents (subfolders and files) are displayed on this page is
indicated just below the Content Search field. In the image above, the Home
page/folder is displayed. By default, the Site Manager displays the contents of the Home
page. The folder name or address is hyperlinked; clicking the folder or subfolder takes
you to the page displaying the contents of the folder.

The various functions of the Site Manager page are explained below.

4.1 Content Search

This topic explains how to use the Content Search feature in Site Manager. Content
Search is used to find a specific content element, such as a page. It works by entering
keywords and selecting the content title from the search results.

To perform a search

1. Onthe Site Manager page enter key words in the Content Search field.
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Content Search

P
| | Search

Content Search field
2. Press Enter on your keyboard or click Search.
The web page refreshes to display the results in the Details Pane.
Site Search

Kesword Search

Ceo

Title Display Update

o _‘“ Home | About Uz » | A message from our CEG Yes [ | BEX

Content Search Results

You can perform various actions on the searched results such as editing using the
Edit & button, previewing with the Preview IZ% button, checking version history
using the Version History & button, setting permissions using the Permissions &
button, deleting using the Delete < button and several other functions. These will be
explained in the next chapter, Working with Content.

4.2 Views: Rows, Depth, Zoom

By default, the Site Manager displays 20 results per page up to the first level. However,
this can be changed.

To modify the number and level of results

1. Enter a value in the Rows Displayed field.
2. Enter a value in the Levels Displayed field.
3. Click Update.

The web page refreshes to display the results according to the changes input into
the fields.

Note: By default a level 1 of details are displayed. This means that under the home page all
folders and pages will be displayed. For a level 2 apart from what is displayed under
level 1, the folders and pages of the folders under the home page will also be displayed
and so on.
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Results can also be sorted by particular fields and in ascending or descending orders.
The fields for the same are displayed when you zoom into the results such as in the
results of a keyword search. Zooming will also be explained in a subsequent topic.

To sort the results

1. Select a field and the order of sort (ascending or descending) by which you want
the results to be sorted from the drop-down fields of the Sort Navigation panel.

Sort Mavigation |Manual w || Azcending v_| Lipriate

Sort Navigation fields

2. Click Update.
The web page refreshes to display the results according to the selected choices.

Note: If the Sort Navigation fields are not visible then position the mouse on the plus button of
the record and select Zoom from the shortcut menu that appears. The shortcut menu will be
dealt in the next topic.

Using the shortcut menu

Sava uses a shortcut menu to perform additional functions on a record. To invoke the

shortcut menu simply point your mouse on the plus sign " of a record. The Shortcut
menu appears instantly as shown below.

Shortcut menu

Using the functions of the shortcut menu is explained in detail in the Working with
Content chapter.

What is Help

Mouse over a column name such as Title, Order, Objects, Display, Feature, Nav and
Updated and Sava displays a “what is help” about the column as shown below.
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i'rltj\gigﬂ
Displays the current inheritance rules for this

content tem.

What is Help for the Objects column

4.3 Ordering Content

Within a page, folders and pages can be ordered for display. The order is indicated by
the value associated with the page or folder record under the Order column. By default,
all pages are ordered based on the date they are entered. However, Site Manager
allows you to change the order of a page or group of pages, which affects how
navigational links are displayed on the site.

To change the order of a page or group of pages

1. Locate the content item in the Site Manager for which you wish to change the order
and select an order number from the Order drop-down list.

2. Click Update.
The web page refreshes to display the new order.

Note: Within groups of pages or folders you can further align pages and subfolders using the
same procedure.
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5. Working with Content

Sava offers a variety of tools for both editing and the post-editing process. This chapter
explains in detail the same.

5.1 Creating Content

To create content use the shortcut menu. The shortcut menu can be invoked by pointing

the mouse to the plus button ' of a record of a page or group of pages in the table.

Shortcut menu

A variety of content can be created. You can also create a page by copying the details
from an existing page.

Before we do that let us explore the different kinds of content you can create. The
following table explains them in brief.

Type of Description

Content

M Page - Page content types are the website pages of your site. These are the
most commonly used content types containing text, images and links.

& Link - Link content types are links to other content items. They can be used to
link to other websites from the main site or to another section of your existing
website.

& File - File content types are files that have been uploaded to and managed from

File Manager. File icons denote common file types such PDF (shown), Word,
Excel, Zip and others.

& Portal - Portal content types allow you to aggregate related content into a
defined group. It has no content of its own, but displays both title and summary of
each content item within the group.

Calendar - Calendar content types allow you to display scheduled content in a
traditional calendar format. Content placed under a calendar is scheduled by its
“Start/Stop Dates"”
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I Gallery - Gallery content types are collections of images. They allow you to
aggregate and display images as galleries.

This topic explains how to add content to your website. The steps are the same for
adding any of the six content types: Page, Link, File, Portal, Calendar and Gallery. In the
example we’ll add a page to the Home page.

To add content

1. Mouse over the plus button of the record of the Home page and from the shortcut
menu select Add Page.

The web page refreshes to display the Edit Content page for adding the new
page.
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Edit Content

Mo

Type: Fage
g S Dvat

E!Iléllhtﬂl Corteni Chiscis | Cabeporpaion.  Peefed Conlert | Adewrosa

b | [ 0] ¥ | ¥ = |l Ak n

- R, W | & | adiniemiad ek irue Covgorerd

i b
S Gl Leful® | 0] Chistnc b

At tates |

TR e
Edit Content page for the new page under the home page

We will look into the Edit Page in detail under Editing Content but here are some of the
basics.

The Page or Portal you are creating is displayed for you to work with.
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L
Edit Content

__|Home

Page Status: Draft

| Basic | Meta Data || Contert Objects || Categorization || Related Contert || Advanced

Title

Mawigation Title (Optional)

The initial fields of the Edit Content page
2. Select a type for the page being created from the Type drop-down list. This step
needs to be performed only if you have decided to change the type.

3. Enter a complete title for the page in the Title field. The title will display as the
headline on a page that features the content item.

Note: We will limit the explanation to the Basic tab. The remaining tabs will be explained in the
Editing Content section.

4. Enter a label used to link the content item throughout the site in the Navigation Title
field. It is used to refer to the item in site navigation. Shorter titles are recommended
for this field. This step is optional.

Next come the Content Summary and Content boxes where the content is created.

5. Enter a summary of the content item in the Content Summary box. The summary
will display under the title when used in a portal. This step is optional. This box by
default is not enabled. To view it, click the Expand link. The box is displayed.
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Content Summary (Optional)  [Close]
B[R % = B @ @S5 o o84
] Y oy Ol s | - | &% g Add Internal Link  Insert Component

Style = | Format i
-

Content Summary box expanded

You can collapse the box by clicking the Close link.

6. Enter a summary for the content inside the box. You can edit the content by using
the tools of the word processor inside the box.

7. Finally enter the contents of the page in the Content box. As with the Content
Summary box, you can edit the content by using the tools of the word processor
inside the box.

o H I - ERES & - Mol AR F o g E SRR
EEEE b 1@ P D] 7= S | Ao i Congesrs

T Contard L | g o NN ottt

Content Box

Most of the tools and buttons of the box are self-explanatory. The others are explained
here. At any stage you can find out the number of words of the content you have created
by clicking the Show Content Length button at the bottom of the box.

Add Internal Link button - Uses the CMS to select a link within the site (not an external
link to a different site). Because the selection of the internal link happens within the
CMS, this link reference is always maintained accurately even if a target page is moved
or renamed.

To create an internal link

7a. Highlight target text for link.
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7b. Click Insert Link.

7c. Find link target page (or file) by searching using keyword matching title of target
page.

7d. In the search results page, select correct page by clicking radio button control in right
column.

7e. Confirm selection.

Insert Component button — This inserts a pre-built component into a page's content.
This component can then be edited or otherwise manipulated. This procedure is most
frequently used to insert a page layout component (almost like a mini-template) into a

page.

To insert a component button
7f. Inserts cursor to the part of the page where you wish to place component.

79. Click Add a Component. A dialog with a list of components created in the system
appears.

‘2l Insert Component -- Web Page Dialog |z|

Insert Component

Inzert Component
Zelect a Component hd

Select & Componert

A meszage fram our CEQ
Google Buys Adobe
Mertar Buys Google

Iﬁttp:,l',l'clusterc.stutes'f i

Insert Component dialog

7h. Select the component from dropdown list.
7i. Click OK.

7] The component is inserted into the contents.
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Content
IEGowce | ] [&: % B2 BB R S Eia o | fh L LB T U s x = IZ | iE =
= = = = @ B3 # [ = & : addintemalLink | Insert Component
: Shle - | Farmat B

A message from our CEO

\ " Lorem ipsumn dolar sit amet, consectetuer adipiscing elit. Matt Rules!

Testing.....

More details from the meeting will be posted soon on the site. As this has been a fruitful meeting employees are requested to be on
the lookout for more information on the site regarding the same|

Component inserted in Content

Note: Most frequently, components are added to a page via the "content objects" tab. In this
usage, the component is more like an "include", and is a reference to the "parent" component in
the Components list. If this parent component is edited, all references to the component
throughout the site reflect these changes. If a component is added via "Insert Component" it just
becomes part of the page's content, and the relationship between it and the parent component
are severed.

The next section of the Edit Content Page deals with publishing of the page.
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Content Releaze Date (Optional)
=)

Drizplay

Yes b |

Content Parent:
"Home" [Select Mew Parent]

Feature in this section?

e 2

Include in Site Mavigation
|:| Open in Mew Browser Window
|:| Matify for Rewiew

Add Hotes [Expand]

Publishing section of Edit Content page

8. Enter a date for the release of the content on the home page in the Content
Release Date field. This date is optional. Content will appear at 12 a.m. on the date
that you select. To enter a date, click the calendar button located on the right end of
the page and select a date from the Calendar dialog.

9. Select an option from the Display drop-down list to display, not display or set a time
period to display the content. If you select the Per Start/Stop Dates additional fields
for Date and Time are displayed.
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Dizplay
| Per Start!Stop Dates —l

start Date f Time

[ 12 w |00 %] aM v

Stop Date f Time

[ |11 v 58 v || r v
Start Stop date and time fields

10. Select date and time using the Calendar buttons and drop-down lists.

11. To select a new parent for this page that you are creating, click the Select New
Parent link of the Content Parent section. Note that the default parent “Home” is
already displayed. Clicking the link displays a search field to search for parents.

Content Parent:

[ earcn
Content parent search field

12. To search for a parent or portal enter a few characters into the field and click
Search. Sava displays parents related to the search characters input.

bame = [ IPsppants « ™ Gt ron Y500
v - [y - Gepwar

Pioma = % it U = e g

e - jPasaot
Poma = et rares - ] S dyterih

% pome - [ Peaaucts « ) Setaar Hesf | o Chl

Search results for parent

13. Select a parent or portal by selecting the appropriate radio button associated with the
parent.

14. If the parent content item allows features, you can feature this content’s page title
and description on all child content items. Select "Yes" if you want the content item
to be featured. Select "No" if you do not want it featured. Select "Per Start/Stop

Dates" to schedule when your content appears and is removed from the site. If this
option is selected, additional fields appear to enter dates and time as shown below.
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Feature in this section?

! Per Start!Stop Dates V_|

tart Date f Time

@12 v [0 w[am ]

Stop Date S Time

E[11 ][9] [pm ¥
Additional Date and Time fields for Per Start/Stop Dates option

15. Select the Include in Site Navigation checkbox to display the menu title of the
content item as a navigation menu item of the site.

16. Select the Open in a New Browser Window checkbox to open the content item in a
new window. Additional fields are displayed.

Open in Mew Browser Window

Height Width Top Left Toolbar Location Directories  Status
it SO ki i RO il M it e/ A

] 0 a ] [Defaut v | |Defaut v| |Defaut v | [Defaut |
Menubar Resizable Histary Scroll Bars

|Defaun v| [Default v| |—IZ-)_e_fau|t vi !rDefault vl

Open in a New Browser Window fields

17. Use the controls to define the display attributes of the new window. Height, Width,
Top and Left specify the size of the window in pixels. All other options are elements
and features of the browser window that displays the content.

18. Check the Notify for Review checkbox to notify other Sava users of the changes
you've made to the content. Select the users you want to notify and enter a
personalized message to the group, which will be sent by e-mail. This will enable a
workflow for the review of the document.

Motify for Review

send tg ) Message

! This emwail is to notify you that
there iz new content for wour
review and/or approval. Please
click the link below to wview new
content.

Witriter, Elance (Editar)

Notify for Review fields

19. Finally, you can add notes about the contents of the page in the Add Notes box by
clicking the associated Expand link. A box appears, and notes can be added into
the box.

20. You now have the choice to either save a draft, preview or publish your page by
clicking the Save Draft, Preview or Publish buttons.
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Clicking the Publish button publishes the page. The Preview button takes you to
the Edit Content page where you can further edit the page, and view additional
options. The Save Draft function saves the page that can be reviewed and
published later.

Using the above steps you can create the basic page that was dealt under the Basic tab.
However you can fine-tune your page using additional controls under the other tabs.

| Basic | Meta Data || Cortert Objects || Categorization || Related Cortert || Sdvanced |

The Tabs of the Edit Content page
We will now explore each of them.
5.1.1 Meta Data

Meta data refers to keywords related to the content of the page you are creating and
descriptions (involving keywords) of the page. This information is used to index the
content item with external search engines.

To add Meta Data information

1. Click the Meta Data tab. The following fields are displayed.
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Baswe | Mets Daln | Conlecf Oteects | Calegoesalen | Selaled Corferd | Achafwesd

Hots nforsstion (Optisd
Swccrghon

Epacrd;

Meta Data fields

2. Enter information into the fields. The two most important fields are the Description
and Keywords fields. Enter relevant keywords of your content here.

5.1.2 Content Objects

Optionally, click the Content Objects tab to manage content objects that are displayed
on the page. Content Objects can be inherited from parent content items (pages or
portals) and can also be cascaded down to child content items.

To manage content objects
1. Click the Content Objects tab.
2. The fields of the tab are displayed.
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Inheritance Rules

@ Inherit Cazcade O Start Mew Cascade O Da Mot Inherit Cazcade

Available Content Objects Main Content Objects
Select Ohject Type b . D
= 0T
sidebar Content Objacts

Content Object fields

3. Select an inheritance rule by selecting the appropriate radio button. Select Inherit
Cascade to inherit the content objects from the parent content item. Select Start
New Cascade if you want any child content items to inherit these content objects.
Select Do Not Inherit Cascade if you do not want to inherit the content objects from
the parent content item.

4. When you select a content object type, a list of available content objects is displayed
in a box below the drop-down list field. In the example below the System content
object type is selected.

Content Objects

Ay ailable Content Objects
| System W

:1 ontact Form
Site Map

Peer Mavigation
Sub Mavigation ==
Standard Mavigation
Portal Mavigation
Sequential May
Accept Comments

[ £

Content objects related to System

5. Select and add those content objects to areas of the page template, such as the
Main or Sidebar sections. To do this, select an object from the box and use the
right-arrows () button to add a content object to the Main or Sidebar boxes. Use
the left-arrows [« button to remove a content object. Order content objects within a
section of the page by selecting an object and moving it one up in the list by clicking
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the button or move it one step down in the list by clicking the down button.

5.1.3 Categorization

You can categorize your content into relevant groups and categories.
To categorize the content
1. Click the Categorization tab. The fields of the tab are displayed.

| Basic || Meta Data || Contert Objects | Categorization | Related Cortert || Advanced

twailable Categories

Forms Mo s
Formsz in Benefitz E Mo L7
Formsz in Hiring
Termination Mo W

Hews Articles
Hiring Mews Articles Mo "

Product Hews |D

Products ND—V
Hiring Products Mo " |

Questions & Answers N; w
Hiring Questions Mo ¥

v || Publish.
Categorization fields

2. Select from the relevant drop-down lists the related categories for your content.
5.1.4 Related Content

You can associate and link other content items to the current content that you are
creating or linking.

If there is no related content the following fields are displayed when the Related
Content tab is clicked.
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Basic || Meta Data || Cortert Objects || Categorization | Related Content [ Advanced

Related Content: [tdd Related Content]
Content Title

Type
There iz currently no related content.

Related Content fields
To add related content

Click the Related Content tab.

2. Click the Add Related Content link. The Search for Content field is displayed.
3. Enter keywords related to the content you want to link to and click Search.
4. The results, if found, are displayed as shown below.

Related Content:
Search for Content

Select Mew Related Content

Home » Members » Member Mews L.
Home » News dh

Home » News Feeds dh

Content Title Type

News Feeds Page 35

Search results for Related Content

5. Click the add icon =~ to add and relate the content item. To remove a related content
item, click the delete icon .

Note: Related Content is a System content object type. It must first be added to the content
item as a content object (see previous step) in order to be displayed as Related Content.

5.1.5 Advanced

You can set several other advanced features such as adding security via SSL.

To set advanced features

1. Click the Advanced tab. The following fields are displayed.
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Elgsnz_ I|Meta Data ||C|:|r|t;nt0t:qects || Catenarization || HEH_TE_dCEI'ItEI'I_ti Achvanced |

Layout Template

| Inberit From Parert %

Remote Information {Optional)
Femote D

Femote LIRL

Femote Publication Date

Femote Source

Femote Source LRL

Advanced Tab fields

2. Select a layout template from the Layout Template drop-down list. This template will
format the page content. By default, the content item will inherit the layout file of the
parent content item.

3. To make the page secure via SSL (Secure Sockets Layer) check the Make this
page secure via SSL checkbox.

4. Check the Exclude from Site Search checkbox to keep the content item from being
found in a user search.

5. Check the Restrict Access to Specific User Group(s) checkbox to restrict content
item access to only specific user groups. A list of user groups is displayed.

6. Select group or groups. Multiple groups can be selected by holding down the Control
(Ctrl) key and selecting with your mouse.
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7. Enter other information into the fields as appropriate.

Finally do one of the following:

Click the Preview button to see a preview of the finished content item in the web
browser. A new window will open, so you can close it when you are done previewing the
content item.

Click the Save Draft button to save the content item in its current state, without
publishing to your live website. This is useful when you need other people to view, edit
or approve the content item before publishing.

Click the Publish button to publish the content item to your live website.

5.2 Editing Content

Any page or group of pages can be edited by clicking its link in the table (the table on the
Site Manager page) and the Edit Content page for that item that was clicked opens for
editing. In the example the Home page was clicked from the table. The Edit Content
page for the Home page opens. You can also invoke the Edit Content page by clicking
the Edit button & associated with the page or portal.
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Working with content

You can perform all the functions that you have learned in the previous section on
creating content. In this section we will look at additional functionality of the Edit

Edit Content
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Edit Content Page for the Home page

Content page, particularly the links as shown in the image below.
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ki Active Page  kWiew Page Version  #Version History k Delete Fage  kPermissions

Additional links on the Edit Content page

5.2.1 View Active Page

Click this link to view the page in a new browser window that is currently published to the
web. This will give you a feel for how the page is displayed in a browser. Close the new
window after viewing the page.

5.2.2 View Page Version

The View Page Version also displays the current page in a new window of your Internet
browser. The difference from View Active Page is that this page hasn’t been published
on the web yet, so you can make changes to the page before publishing it. This helps
you test your page without publishing it. Close the new window after viewing the page.

5.2.3 Version History

Click this option to view the version history of the page. From this page you can also edit
a current or previous version and save, preview or publish that version of the page. As
content items are added and updated, previous versions are automatically archived in
Site Manager. If needed, you can republish a previous version making the active version
of that content item.

Versions of Drafts and Published content items are managed separately. Each time a
draft is saved, the previous draft is archived in the version history. Once the content item
is published, however, all previous draft versions are deleted and no longer available.
There will be one published version. When the content item is published again, the
previous published version will be archived in the version history.

To view and manage version history
1. Click the Version History link.
The version history for the page is displayed.
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__|Hame = || About Us:

kClearVersion History  » Delete Page

Working with content

Title Hotes Status Display Objects Feature Hav Update Time Author Editor

About Us Published Yes Cascade Mo Yes THM207 1045 PM Studio Squared .// u SR
About Uz Archived Yes Cazscade Mo Yes 1008 1053 4K Studio Sguared ./ = b 4
About s Archived Ve Cazcade ] YWes BB 1029 4K Studio Sguared .// EJ 3‘:&
About Us Archived Yes Cazcade Mo Yes  BAIOE 42 AM Studio Sguared ./ = 4
About s Archived Yes Caszcade Mo YWes  BRAIOE 342 AN Studio Souared .// = ®
About s Archived Yes Cascade Mo Yes BS540 AM Studio Souared ./ = ®
About Us Archived Yes Cascade [ix} Yes  BAIOE 459PM O Studio Sguared .// E<] b 4
Aot Lz Archived Yes Cazcade Mo Wes  BAIOE 458PM 0 Studio Sguared ./ = ®
About Us Archived Yes Cascade Mo Yes  GBAAOE 452 PM Studio Squared .// [{_‘J 35
About Uz Archived Yes Inherit Mo Yes  BAIOE 324 PM O Studio Sguared ./ = b 4
About s Archived Yes Inherit [lx} YWes  BASIOE Z248PM 0 Studio Sguared .// = ®

Version History for the About Us page

There are several functions you can perform in the version history results page.

Click the Edit # button of a particular version to edit that version in the Edit Content
page. Subsequently, you can save, preview or publish that version from the Edit
Content page.

Click the Preview 2% button to preview how the page will look in a new instance of
your browser.

Click the Delete = button to delete a version of the page. A dialog appears on
clicking the button; clicking OK will remove the page.

You can also delete the page in which case all the version history will also be
removed by clicking the Delete Page link. A dialog appears on clicking the button;
clicking OK will remove the page.

You can also clear the version history by clicking the Clear Version History link. A
dialog appears on clicking the button; clicking OK will remove the history.

5.2.4 Delete Page

To delete the active page

1. Click the Delete Page link. The delete confirmation dialog is displayed.

Microsoft Internet Explorer E
\?/ Delete Page?

[ 0K l [ Cancel
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Delete Confirmation

2. Click OK.

The page is deleted.

Note: You can also delete the page by clicking the Delete - button from the Site Manager
page for that page or portal.

5.2.5 User Permissions

Set who and which groups can have authoring and editing capabilities of the content by
setting permissions.

To set user permissions

1. Click the User Permissions link. You can also get to this page by clicking the
Permissions < button from the Site Manage page.

The web page displays the permissions for the page or portal.

Permissions
__|Home s | 7 About Us
To zet permissions for About Us: The Best Bver, simply select the radio button of the User Groups you'd like to have authoring andfior editing permissions.

Editor Author Inherit Read Only Deny Group

O (@] ® © O Groupi

Permissions Page

2. Select a radio button to set a type of permission for the groups listed in the table for
the page.

3. Click Update to confirm and save the selection.

Note: At content level, you can restrict access/ permissions to different groups.

At the content level, permissions cascade. That means that unless you choose to override it, a
piece of content will inherit the permissions assigned to the content above it in the site tree. So
for example, if at the home page you assign a specific set of permissions, all other pages will
inherit those permissions.

This setup is useful for granting a set of (or individual) users access to specific areas of the site.

For example, if you create a group called Marketing, and grant them access only to the
"Products" section of the site, when they log into the site, they will only be able to interact with
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those pages in the CMS. So members of the marketing group in a company can update the
areas and records that affect their job but not others.

5.3 Creating a Page by Copying and Pasting

You can also create a page, or a group of pages or portal by copying and pasting from
an existing object such as a Page or Portal.

To create a page using the copying and pasting technique

1. Mouse over the plus button of a page or portal or group of pages in the Site
Manager whose details you wish to copy to create the new page. Select Copy from
the shortcut menu.

2. Mouse over the plus button of a page or portal under which you would like to create
the new page and select Paste from the shortcut menu.

The new page is created under the page or portal where you inserted the page and
is titled XXXXXX — Copy. The XXXXXX is the name of the object you copied. You
can now rename and edit this page to your requirements.
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6. Drafts

Drafts are a collection of pages that have been edited but not published within the
system. Drafts can be used for saving content changes that are in progress or are being
done in collaboration between two or more content authors. The Drafts menu provides a
list of the current drafts and allows the CMS user to view the version history for each of
the content items. From this menu, CMS users can view the version history of a draft,
edit a draft version of a page or publish a draft.

The Drafts page uses the functions of the Site Manager to accomplish most of the tasks
that can be performed on saved drafts such as editing, publishing, saving, creating
workflows for approvals, etc.

To view the drafts saved in the system click Drafts from the Left Panel menu. The drafts
are displayed.

Page Title Content Type
_\Home » |_ This is a Test Page Contert Manager )
_Home » JProducts Cortert Manager )

The Drafts Page

The primary two functions of the Drafts page are described below.

6.1 Editing a Draft

Drafts are meant to be edited. Note that various types of drafts can exist, namely
Content, Components and so on.

To edit a draft
1. Click the name of the page or portal. These are hyperlinked.

2. The page or portal is opened in the Site Manager page. Under the Site Manager
page you can edit, preview, view version history and set workflows for approvals.
You can also save or publish the draft. For more information on these functions refer
the Site Manager and Editing Content topic.

6.2 Using the Version History

The version history of a page can be useful to determine how many times the particular
page was edited. You can go back to an older version and edit it and save, preview or
publish it.

To check the version history of a draft

1. Click the Version History & button.
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Drafts

The version history of the draft is displayed. For more information on how to use the
version history, refer the Version History section.
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7. Component Manager

Components are reusable elements that can be created and shared amongst multiple
content sections within your website. Leveraging components will save you time by
allowing you to create a single instance of a component and being able to assign it to
multiple pages. In addition, you will be able to update and manage the display of a
component used across many sections through a single interface.

Click Components in the Left Panel menu to manage components.

Component Manager

v Add Component

Filter Wiew:

Title Display Last Updated

Google Buys Adobe Yes 1001 906 B ER
Mertor Buys Google Yes 10/4/08 ZFBENR
A message from our CEO Yes 1Hz2m7 e |:} & ¥
test Yes mame S/ BER

Component Manager

Existing components are displayed. These components can be edited, their version
history checked and permissions set. They can also be deleted using the tools that we
have seen earlier under Working with Content. Other options and functionality will be
explored here.

Notice that you can narrow down and locate components by typing search criteria
(characters or words or phrases) into the Title (Leave blank to view all) field of the
Filter View panel and by clicking Filter.

7.1 Creating a New Component

To create a new component

1. Click Components in the Left Panel menu to display the components in the Details
Pane.

2. Click the Add Component link on the page.

The web page refreshes to display the Edit Content page. The Edit Content page is
very similar to the Edit Contents page of the Site Manager but with a few small
differences.
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Edit Content page for Components

Unlike the Edit Content page of the Site Manager the Edit Content page of the
components has only one tab, the Basic tab. For details on how to use this page refer to
the Working With Content section of the Site Manager. The different features are
explained below.

To specify where you would like to use the component

1. Select one or more of the Site Manager, Components, Forms Manager or the E-mail
Broadcaster checkboxes under Where would you like to use the Component?
panel.
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7.2 Adding a Component to a Page

This procedure has already been covered in the Edit Content topic under the
Content.Objects tab. In step four of the procedure, select Components from the
Content Objects list. The content you have created will appear as one of the objects in
a new box, which you can select the objects to the Main or Sidebar content objects
boxes.

7.3 Inserting a Component to the Body of a Page

This has been described under the Working with content chapter.

Components inserted into the body of a page are only editable from the page in which
they are inserted. Edits made to the component from the components manager will only
update components that are inserted into page regions through the content objects tab.

7.4 Editing a Component

You can edit a component by clicking the component as it is hyperlinked or you can click
the Edit & button associated with the component. The component is opened in the Edit
Content page has an additional tab, namely Usage Report.

To view the usage of a component

1. Click the Usage tab when the component is opened in the Edit Content page. The
web page refreshes to display the usage of the component.

| Basic | Usage Report |

This item is used in the following locations:

Title Display Update

9 Home » | apout Us ves  rzo7 /B
S Home Yes 3707 | 7 B
_|Home = S)Extranet = g 9 About s - Copy Yes  d4f11/07 7 B

Usage Report for component

7.5 Setting Permissions for the Component Manager

Additionally you can also set permissions for the Component Manager.
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To set permissions for the Component Manager

1. Click Permissions under Components from the Left Panel menu. The Permissions
page for the Component Manager opens. Here you can set permissions for the
various groups listed and provide them permissions. For more information refer the
User Permissions section of the Working with Content topic.
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8. Category Manager

It is here that categories for the content that has been created are managed. Typical
categories include Forms, Product, News Articles, Product News, Questions and
Answers etc.,

8.1 Creating a Category

To create a category
1. Select Categories from the Left Panel menu on the main Sava screen.

The web page refreshes to display the various existing categories in the system.
The Edit & and Delete & buttons work in a similar fashion as they did while
creating content and drafts. We will explore them in the subsequent sections.

Category Manager

FAAd Mew Category

Category Assignable Interest Group Active
4n Forms Yes Yes ves 7 ¥
] Faormz in Benefits ez ez Yes / ?‘)G
-] Forms in Hiring Yes Yes ves & 3
qp Termination ez Yes =] / ?‘,S
U Hews Articles Yes Wes ves o ¥
qp Hiring Mewws Aricles Yes Yes es / 36
4y Product Hews Wes Yes ve: S ¥
qn Products Yes ez ves |/ 8
-2} Hiring Products es Yes ves /8B
4o Questions & Answers Yes Yes es /35
2] Hiriny Guestions Wes Yes ez / 23

Category Manager Page

To create a category

1. Click the Add New Category link on the Category Manager page. The Add
Content Category page is displayed.

57



sava
Category Manager

Pl &k C ey

oars -

In This & User inksrent Group T
v Do

Al Corbend AvukEaienie

B v D

Actiww?
©vas O mo

et By Tedd Do eciien:
Maruaks W | hscerdrg ¥

Peowtiic Accawa bo Specilic Admninit st GF oo

Grogt

Add Category Page

2. Enter a name for the category in the Name field.

Select a category type from the Parent Category drop-down list. This defines if the
new category being created is a Primary (one that can have subcategories below it)
or if it is a subcategory below one of the existing categories.

Select the Yes radio button if this category is a User Interest Group.
Select the Yes radio button if this category allows Content Assignments.

w

Select the Yes radio button if the category is Active.

Noo g A

You can restrict access to this category by selecting groups from the Restrict
Access to Specific Administrative Group(s) box.

Add notes related to the category in the Notes box.
Finally, click Add.

To create a subcategory

1. Mouse over the plus sign of a category or an element in a category. The shortcut
menu is displayed.
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Add Sub Category shortcut menu

2. Select Add Sub Category from the shortcut menu.

3. The Add Category Manager page will be displayed where you can create the new
category. The category from where you selected the Add Sub Category option will
be selected in the Parent Category drop-down list by default.

Editing a category or subcategory

Editing a category can be done by clicking the Edit & button of the category or
subcategory from the Category Manager page. You can also click on the category or
subcategory to edit it as it is hyperlinked. The category is opened in the Add Content
Category page where you can perform the editing. One additional tab namely Usage
also appears on this page. Click this tab to find out the usage statistics of the category.

Deleting a category or subcategory

To delete a category or a subcategory click the Delete 2 button of the category on the
Category Manager page. A confirmation dialog is displayed. Click OK to confirm
deletion.

Note: |If you delete a parent of a subcategory or subcategories, the subcategory or
subcategories are not deleted. Instead they become parent or primary categories.

8.2 Setting Permissions for the Category Manager

Additionally, you can also set permissions for the Category Manager.
To set permissions for the Category Manager

1. Click Permissions under Categories from the Left Panel menu. The Permissions
page for the Category Manager opens. Here you can set permissions for the various
groups listed and provide them permissions.
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Permissions

To set permissions for Category Manager, simply check the box of the User Groups you'd like to have access.

Allow Group

] Group

Category Permissions Page

2. Check the Allow box for a group or groups to which you wish to assign access. Click
Update when done.
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9. Managing Local Content Indexes

Local content indexes are one of the most powerful features of Sava CMS. Local content
indexes enable you to create custom lists of site content, and include them on pages as
page content, navigation items, related content, etc. For example you could create a
local content index of all press releases related to a certain topic, order it by date or title,
and place it on any page without needing any programming or database expertise.

Local content indexes can also be used to set up and publish RSS feeds, both for
external consumption or internal use on customized pages that use Sava’s “drag” feeds
functionality.

To manage local content indexes click Content Collections in the Left Panel menu.
The page refreshes to display the local content indexes and remote content feeds in the
application.

Content Collections

Local Content Indexes
rAdd Local Index
Index Language Max tems Features Only  Restricted  Active

Products and Mews EM-Us 20 o Mo Yes // r;j 3’3

Remote Content Feeds

v Add Remote Feed

Feed URL Active

There are currertly no remote fesds crested.

Content Collections page

9.1 Creating a New Local Content Index

To create a new local content index

1. Click the Add Local Index link on the page. The Edit Local Index page is
displayed. The Choose Content tab is opened by default.
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|
Edit Local Index

Hamie

Choose Content from Section: [“el=ct Mew Section)]

Section Type

There arecurrently no content flters created,

Category Filters
[ adsfsdfs
D Forms

D Forms in Benefits
D Forms in Hiring.
D Termination
D Mews Articles
D Hiring Mews Articles
[ Product Mews
D Products

D Hiring Products

D Questions & bnswers
D Hiring Questions

Include Features Only?

O Tes @ Mo

Edit Local Index page

2. Enter a name for the local index in the Name field.

Note: The name is important as it determines how this specific index will be labelled within
Sava CMS. Therefore, you should choose a name that’s descriptive and easy to understand.

By default, your index will include content from the entire site. You can get more specific
in your index by choosing to select content from specific sections of your site and/or
including content that matches certain categories

3. To choose content from a section click the Select New Section link. Additional fields
for searching for content appear.
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Choose Content from Section:
Content 3earch

Section Type
Thereare currently no content filters cregied,

Search Content fields

4. Enter a few characters, words or phrases in the Content Search field and click
Search. The search results if any are displayed as shown below.

Choose Content from Section:

Content Search

ced

Select Mew Section
_|Home = 7| About Us = 7 & message from our CEQ
section

Type
Thereare currently no content flters cregied,

Content Search results

5. To add this content click the Plus ar button associated with the content. The content
is included under the Section as shown below.

Choose Content from Section:

Content Search

(== ]

Select Mew Section

_\Home = dbout Us = A message from our CEQ oA

Section Type
A& message from our CEO Page -

New Section selected

It can be removed by clicking the Remove  button. You've now added a content
filter to your local content index. This means that you'll be pulling content from the

section(s) you selected. You can repeat this process as many times as you like to
select content from multiple sections of the site.

Remember, if you choose no content filters, your Local Content Index will pull
content from the entire site.

6. Under Category Filters select one or more checkboxes for the categories.

Note: You can refine your index by choosing which categories you want to be included in your

index (if you choose no categories, you'll get content from all categories). For example, if you
select “products” from your list of available categories, your index will only include content that
matches the “products” category. You can select as many categories as you need here

7. Select a radio button under Include Features only?
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Note: Featured items are ones that have been flagged as “is Featured” at the content item

level. By default, the content index includes all content items that match the site section and

category criteria you've chosen. Therefore, you can choose to further filter your index by

including only featured content

8. Click the Advanced Filters tab. The fields of the Advanced Filters tab are
displayed. Here you can add complex filter criteria.

Choose Advanced Fitters

Select Field v || Equals v dhadd Criteria

Advanced Filter tab fields

9. First select a field from the Select Field drop-down list.
10. Select a condition from the second drop-down list.

11. Finally, enter a value in the empty field. An example of a condition would be “Meta
Keywords Equals CEO.”

12. Click Add Criteria to add the criteria. The criterion is added as shown below.

Choose Advanced Fitters

| Meta Keywords W || Equals W HCEO |

|and | |SelectField v || Eousis = e=Remove Criteria dpAdd Criteria

Criteria Added

To remove criteria click Remove Criteria.

13. To add more criteria create another criteria from the additional fields displayed and
click Add Criteria.

14. Repeat the process to add more criteria.

15. Click the Display tab. The fields of the Display tab are displayed. Here you have the
ability to set several criteria that affect the output and display of your local content
index.
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16.

17.

18.

20.
21.

22.

Managing Local Content Indexes

| Choose Cortert | Advanced Fiters | Display | RSS |

Hems Per Page

!-EEI W

Max Humber of Hems
(20w

Sort By

| Update Date |

Sort Direction
R

| Descending |+ |

Display Hame on Content Object?

'@' es ':::' Mo

Fields of the Display tab

Select a value from the Items Per Page drop-down list to set the number of items
per page or the number of items in a list.

Select a value from the Maximum Number of Iltems drop-down list to set the total
number of items in your list.

Select an option from the Sort By drop-down list to choose the criteria to sort the list.
The different options are:

Update Date — the date the content item was last updated;

Release Date — the date manually assigned to the content item;

Menu Title — the title field used for navigation purposes for the content item; and
Long Title — the full title of the content item.

Select a sort direction for your list from the Sort Direction drop-down list.

Select the appropriate radio button to display or hide name on the content object
under Display Name on Content Object.

Click the RSS tab. The fields of the RSS tab are displayed.

65



sava .
Managing Local Content Indexes

Choose Content || Advanced Fitters || Displa-:,f' | RSS !

Make this a default feed in customizable feed component?

G'Yes @'ND

Is this a Public Feed?

'@"Yes OND

Allow HTHL in item descriptions?

@Yes {:}ND

Yersion

|REs 0820 |

Language
|En-us |

|:| Restrict Access to Specific Public Group(s)

RSS tab fields

In addition to creating and managing content within your site, local content indexes are a
great tool for creating RSS feeds for external publishing.

Once you've created or begun to edit a local content index, using the RSS tab you now
have the ability to refine the RSS feed to meet your specific needs.

22. Select the Yes radio button under Make this a default feed in customizable feed
content? to make this local content index one of the default feeds presented in a
customizable feed. You would use this if you set up personalized pages with
draggable feeds.

23. Select the Yes radio button under Is this a Public feed? if you want your RSS feed
to be available for public consumption through RSS readers, etc.

Note: There are occasions where you could use your RSS field for internal consumption in
other areas of the site, and not to publish for public consumption.

24. Select the Yes radio button under Allow HTML under item Descriptions? to allow
HTML in the RSS field. If you choose No, your RSS will be published as plain text.

25. Select an option from the Version drop-down list for choice of RSS version.

26. Select a language from the Languages drop-down list. By default, Sava publishes
RSS in English. Other language options are available, but these need to be added
by your development team
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27. Check the Restrict Access to Specific Public Group(s) checkbox if you want to
publish an RSS feed, but make it available to only site members. A box appears
displaying the various groups. Select one or more groups you wish to restrict
access.

22. Finally click Add to create the local content index.

9.2 Editing and Refining a Local Content Index

Navigate to the local content index section of Sava and select the index you wish to
update by clicking on its title that is hyperlinked. You can also edit a local content index
by clicking its Edit ¢ button from the Content Collections page. The Edit Local Index
page opens displaying the local content index. You can now adjust all aspects of the
local content index. Once you save your changes, the public output will reflect the
refinements you've made. One additional tab, Usage, is displayed. Click this tab to find
out the usage of the local content index.

o

To delete a local content index click the Delete i~ button associated with the index on
the Content Collections page. A confirmation dialog opens. Click OK to confirm
deletion.

9.3 Inserting a Local Content Index on a Page

Use the Site Manager to navigate to the page on which you want the local content index
to appear. Select the page for editing by clicking on the page title. Once you have
opened the page for editing, click on the Components tab on the page.

Use the pull-down menu in the Components tab to select Local Content Indexes.

You'll be presented with a list of local content indexes from which to choose.
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Inheritance Rules

@ Inherit Cascade O Start Mew Cascade O Do Mot Inherit Cascade

Content Objects
Awailable Content Objects Main Content Objects
Local Contert Indexes
Local Index - Products and MNews [Summaries]
Local Indesx - Products and Mews
Sidebar Content Objects

Local content index selection

Click on the Local Content Index you want, and then click the “double arrow” () button
to place it in the appropriate page region.

9.4 Viewing a Local Content Index in RSS

This can be done from the Content Collections page. To view a local content index
click the View RSS i button associated with its record. A new window of your browser
is opened where the content is displayed.

9.5 Setting Permissions for the Content Collections

To set permissions for the Content Collections Manager

1. Click Permissions under Content Collections from the Left Panel menu. The
Permissions page for the Content Collections Manager opens. Here you can set
permissions for the various groups listed and provide them permissions.
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Permissions

To set permissions for Category Manager, simply check the box of the User Groups you'd like to have access.

Allow Group

] Group

Category Permissions page

2. Check the Allow box for a group or groups for which you wish to assign access and
click Update when done.
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10. Remote Content Feeds

Sava enables external RSS/ATOM feeds (which we call remote content feeds), and
makes them available within the CMS for placement on any page. This is useful for
creating “portal” type pages, as well as creating customizable, personalized pages
where the user can choose from a set of default feeds (as provided by the site
administrators).

The remote content feeds are created from the Content Collections page.

To view the Content Collections page click Content Collections from the Left Panel
menu. The page is displayed listing all the local content indexes and the remote content
feeds.

Content Collections

Local Content Indexes

v Add Local Index

Index Language Max iktems Features Only Restricted Active

Products and Mews EM-LS 20 Mo [§le} ves & Ir::l &

Remote Content Feeds
rAdd Remote Feed

Feed URL Active

There are currertly no remote feeds created.

Content Collections page

10.1 Creating a Remote Content Feed

To create a remote content feed

1. Click the Add Remote Feed link from the Content Collections page under the
Remote Content Feeds section. The Edit Remote Feed page opens. The Basic
tab opens by default.
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2.

Edit Remote Feed

Hame

URL

| Basic t Categu:urizatiu:un-|

Max Humber of Hens

ENT

Version

RES 05920 w

Is this feed active?

{t_::' Tes l1::3'N|:|

Is this a public feed?

@ Tes 'C}Nn:-

Make this a default feed in customizable feed component?

C:' Tes l1?:3'[‘-1::1

Edit Remote Feed page

Enter a name for the feed in the Name field.

Note: The name of the feed is important as it determines how this specific index will be labelled
\ within Sava. Therefore, you should choose a hame that's descriptive and easy to understand.

o o M w

Enter the URL of the feed in the URL field.
Select a value for number of items from the Max Number of Items drop-down list.
Select a version for the RSS from the Version drop-down list.

Select the Yes radio button under Is this feed active? to add it to the list of active
feeds in Sava. It now will be available for placement on a page as a content object.
If you select No, the feed will remain in the Remote Content Feeds manager but
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will not be available in other areas of the CMS, and will not be able to be placed on
a page, included in content collections, etc.

7. Select the Yes radio button under Is this a public feed? to make your RSS feed
available to the public.

8. Select the Yes radio button under Make this a default feed in customizable feed
component? to make this remote content feed one of the default feeds presented
in Sava for users setting up personalized pages. You would only use this if you set
up pages that users can customize and personalize with feeds that can be dragged.

9. Click the Categorization tab. The fields of the tab are displayed.
Biasic 1 Categnrizatiu:un-i

Category Assignments

|:| Forms

|:| Forms in Benefits
|:| Forms in Hiring
|:| Termination
|:| Mews Articles
|:| Hiring Mews Articles
|:| Product Mews
|:| Products

|:| Hiring Products

|:| Questions & Anzwers
|:| Hiring Questions

Categorization fields

10. Select one or more categories by checking the associated check boxes.
11. Finally, click Add.

10.1.1 Editing a Remote Control Feed

This procedure can be done from the from the Content Collections page.
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Remote Content Feeds

»Add Remote Feed

Feed URL Active

BBEC Mevvs hittpe Snesesrss bbe co uklssinew sonline_world_edition/frort_pagetssx Yes / C] b = %
Remote Content Feeds section on the Content Collections page

Click the Edit # button to open the remote content feed in the Edit Remote Feed page.
The additional tab, Usage reports the usage of the feed. Once you complete editing click
the Update page. The View Feed £ putton lets you view the page in a new browser
window. To delete a feed click the Delete * button. When the confirmation dialog is
displayed click OK.

You can also import a feed. To do this, click the Import ™= button.
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11. Data Collection

Data Collection Manager allows you to create HTML forms to be embedded in content
pages within the site. Data collection forms capture customer submitted data and send
e-mail notifications to the site administrator or additional recipients. In addition to these
activities, all of the data submitted through data collection form is stored and displayed
within the data collection administrative interface

11.1 The Forms Manager

Click Forms from the Left Panel menu to view the forms in the system.

Forms Manager

pAdd Form

Filter view:

Title Display Last Updated

Become a Grassroots Advocate Yes TH 306 FBEER
Sign Up For Mews Slerts! Yes 307 B ER
Submit four Resume es TH306 FBEER

Forms Manager page

By default, the page displays all the forms of the system. To search and locate a
particular form, enter characters, words or a phrase from the name of the form into the
Title (Leave blank to view all) field and click the Filter button. If Sava finds the forms
that match the input of the Title field, they are displayed.

You will learn the rest of the functions in the sections below by learning how to create a
sample form.
11.2 Creating a Data Collection Form

To create a data collection form

1. Click the Add Form link on the Form Manager page. The web page refreshes to
display the Edit Content page. The Basic tab is opened by default.
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|
Edit Contant

Besc | dfewced

Tiie

Conie
o || [ ], | e « |y RS
@@ O SGIRAF & @B FHa@

indy bovwenas Lk, beiad Comporend

e e
S GO Lonel s <O Crupmc ey

D LT o

Ganred il by sl ekt (L ol o masliphs sl sddreioss by Comsms)

Edit Content page for form creation
2. Enter a name for the form in the Title field. In our example let us create a Customer

Satisfaction Survey form.

button located in the toolbar of the

3. To create a form first click the Form

Contents box.
Most of the buttons of the toolbar are similar to word processing software such as Word.

Note:
We have already discussed the toolbar under Working with Content. The rest of the buttons
are explained in subsequent steps or are similar in function to the other controls that are

explained.
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Other buttons for control objects are:
v

Checkbox button

Radio button

Text Area button for entering notes

Image button for inserting images, and

Hidden field button

4. The Form web dialog opens.

A Form -- Web Page Dialog

Form
~
Mame R
|
| |
Action
fdethod »
le-tp.:.,l'-,l;c.il..lsi:erc.si:uu:ii;ﬁsquareu:i |:| ﬁ ini:ernei:.

Form Web Page Dialog

5. Enter a name in the Name field. Since we are creating a survey, name it “Survey
Form”.

6. Leave the Action and Method fields as they are.

7. Click OK. The form element is included inside the content box as shown below.

Content

iBsuce | @iy @B BEHR S Vic « #A L | LFIB I U @& x x5}
IEEEEIQ L dilde 0= G F 6 HEB o @ s

§ Style | | | Format ' Add Internal Link.  Insert Component

11
111

it
1y
el
il

Form element in Content box

8. You can expand this form element by pressing the enter button on your keyboard or
by entering content inside the form. You can also enter other controls inside the
form element.

9. Type the words “First Name” at the top of the box and press Enter to position the
cursor on the next line.

10. Click the Text Field L button on the toolbar. The Text Field web dialog opens.
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2l Text Field -- Web Page Dialog

Text Field
~
Marme Yalue il
Crla_ra_-:ter Wicith Mazimum Characters
Type
Ihttp:/fclusterc studiosquared.o | @ Internet

Text Field Web Dialog

11. Fill in the fields of the dialog as appropriate. Note that in the Type drop-down list you
must not select Password as this will mask the characters that are being input into
the fields.

12. Click OK. The text field is inserted into the form as shown below.

(First Marme

Text field inserted

13. In a similar manner, add text and text fields for Last Name and E-mail Address.
The form must look as follows.

14. Add text “Tell us what you think of this site”.

15. To add a drop-down list for response to this prompt click the Selection Field
button. The Selection Field web page dialog opens.
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2 Selection Field -- Web Page Dialog

Selection Field

Matme: |

“alue 1

Size lines L] sl multiple selections

— Available Options

Text Yalue
| I () (i)

[http:,l',l'u:lusteru:.studinsquared.cnm,l'F 'ﬂ Inkernet
Selection Field Web Page Dialog

16. Enter a name in the Name field.

17. If you check the Allow multiple selections checkbox your reader will be able to
select more than one option from the drop-down list.

18. For the items in the drop-down list add them one by one in the Text field and click
Add. The options will appear in the box below. You may also add a value for each
option in the Value field. You can choose to order them later by selecting them and
using the Up and Down buttons.

19. Click OK. The drop-down list is inserted as shown below. You can double-click the
drop-down list to verify its order or options.
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First Marme

Last Mame

Ernail Address

Drop-down control inserted

20. Similarly, add another drop-down control for “How did you hear about us?”

Tell Us What vou think of this site

How did vou hear about us?

T v

Second drop-down added

21. Finally, to add a “Submit” button, click the Button control button on the toolbar.
The Button web dialog opens.

23 Button -- Web Page Dialog

Button
-~
[arme B
Text (Value)
Type
ihttp:,l',l'u:lusteru:.stlﬁiusquared.c' i-ﬂ Internet

Button Web Page Dialog
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22.

23.

24.

25.

26.

27.

28.

29.

30.

Data Collection

Enter a name for the control in the Name field and enter the text that you wish to
appear on top of the button in the Text field. Select a Button from the Type drop-
down list.

Click OK. The control is added as shown below.

(First Name

{

ELast Marme

|

{Email Address

]

‘Tell Us What you think of this site

:ELEh:lring v

EHDW did vou hear about us?

vy

(ET

Form fully created

Check the Is this a Poll? checkbox if your form is to be used for a poll. For Polls,
most of the questions on the form must have a Yes/No radio selection button.

Enter a message in the Confirmation Message box that will be displayed to users
after they click the Submit button.

Add e-mail address(es) in the Send data to email address field if you wish the data
being submitted through the form to reach other recipients.

Under Display choose "Yes" if you want the component to be accessible to the
public. Choose "Per Start/Stop Dates" to schedule when your content is to appear
and be removed from the site. In this case additional fields will appear allowing you
to choose dates. Choose "No" if you do not want visitors to view it. If you choose
"No" the data collector will only be viewable through the Sava interface.

Check the Notify for review checkbox if you wish to notify other users about the
component. Additional boxes appear, allowing you to select users and fine-tune
your message.

To add notes about this form, click the Expand link next to Add Notes and add
notes in the box that appears.

Click the Advanced tab. The fields of the tab are displayed.
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 Basic ] Adhvanced |_

|:| Force S50

Drisplay Title

Advanced tab fields

31. To select an option, check the appropriate checkbox.

33. Finally, to publish this form click Publish or click Save Draft to revisit or edit and
publish later.

11.3 Inserting a Data Collection Form on a Page

This topic explains how you can add a data collection form on a content page.
To add a data collection form on a page

1. Use the Site Manager from the Left Panel menu and navigate to the Content
Objects tab of the page.

2. Select Data Collectors from the Available Content Objects drop-down list, and a
list of all the forms in the system are displayed in the box as shown below.

Inheritance Rules

&) Inherit Cascade O Start New Cascade (O Da Mot Inherit Cascade

Content Objects

Available Content Ohjects

o Main Content Objects
Data Collectors w
=
Data Collectar - Submit Your Resume

Data Reponzes - Submit Your Resume

Data Collector - Sign Up For Mewws Alerts!

Data Reponzes - Sign Up For Mews Alerts!

Data Collector - Become & Grassroots Advocate . i

Data Reponzes - Become a Grassroots Advocate Sidebar Content Objects

Inserting Forms using the Site Manager

3. From here you can select one or more data collection or other forms and include
them in the Main or Sidebar areas of your page. For more information see Content
Objects under the Working with Content chapter.
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11.4 Editing and Deleting a Form

You can edit forms that have been saved as drafts. To edit a draft or a form in the
system, click the form from the Forms Manager page or click the Edit #" button
associated with the form. The form opens in the Edit Content page with one additional
field, Usage, which displays the form’s purpose. Other buttons on the Forms Manager
page such as the Version History & button and the Permissions < button can be
used to check version history and setting permissions for groups. These functions can
be accessed via the Edit Content page too. For more information see the Working with
content chapter.

Use the Delete = button associated with a form to delete it. A confirmation dialog opens
and clicking OK deletes the form.

Manage Data ¢ button and the Manage Data link on the Edit Content page have the
same function. These are discussed in the next section.

11.5 Viewing and Downloading Data

Each story that is submitted by a public user is captured and stored within the database,
as well as e-mailed to the addresses specified in the CMS.

To view and download the data for a specific site

1. Click the Manage Data ¢ button of the form on the Forms Manager page or click
the Manage Data link of the form from the Edit Content page. The Manage Data
page for the form opens.
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Manage Data

kWarsion History  »Edit Display »Delete Form k Permissions

Title: Sign Up For Hews Alerts!
Total Records Available: 2

From

03M7/2007 11 am v |[01 v
To

030712007 @[ 11 am w][ 41 (]
Sort By

(EMAIL v || Ascending v

Keyword Search

Manage Data page

2. Select a from date and time using the Calendar & putton and drop-down lists under
From.

3. Perform the same operation for the To field.
4. Select a field and sorting order under Sort By to sort the data.

5. Finally, select a field from the drop-down list under Keyword Search and enter
keywords into the empty field.

6. Click either the View Data or Download button. If you select View Data the data is
displayed in the browser. You can edit the displayed output by using the Edit &
button or delete it using the Delete % button.

Date Time Entered EMAIL
Fe. 2007-03-07 11:01:00.0 testi#test com
b 1 2007-03-07 11:41:00.0 testi@test com

If you selected Download, the windows File Download dialog is displayed where
you can save or open the file.
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11.6 Setting Permissions

You can also set permissions for the Forms Manager.
To set permissions for the Forms Manager

1. Click Permissions under Forms Manager from the Left Panel menu. The
Permissions page for the Forms Manager opens. Here you can set permissions for
the various groups listed and provide them permissions. For more information refer
the User Permissions section of the Working with content topic.
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12. Managing Site Members and Memberships

Under this chapter you will learn how to create users and groups who can use Sava. A
group comprises of one or more users. Users and groups are the primary people who
will use your Sava system. In the process of creating groups and users, first create the
group and then users so that you can assign the user to a group while creating the user.
Note that you need to have the necessary rights to create these.

To view the current groups and users of the system click Site Members in the left panel
menu. The Site Members & Groups page is displayed.

Site Members & Groups
»Add Member  »Add Group

Search for Members

User Groups
Hame (Wembors) Email Update Author Editor

Marketing (17 Matketing@@email.com  4MEO7 10:29 AWM Elance Writer ./ p.- 4

Site Members & Groups page

Note the number in parentheses beside the group name Marketing. This number
indicates the number of members of the group. You can search for members using the
search functionality, which you will learn in a subsequent section. You can also edit a
group or delete it using the Edit and Delete buttons for the group on this page. Clicking
the Delete button displays the confirmation dialog and clicking OK deletes the group.
Clicking Edit opens the group in the Group Maintenance Form page. From this page
you can view the members of the group. Clicking the Edit button of user’s record you
can edit the user information, too, via the Member Maintenance Form page.

12.1 Creating Groups

It is best to create a group before creating the user for that group since it is during the
creation of the user that the user is assigned to an existing group.
To create agroup

1. Click the Add Group link on the Site Members & Groups page. The Group
Maintenance Form page is displayed.
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Group Maintenance Form

Group Hame

Email Address

|:| Include On Contact Form

Group Maintenance Form page

2. Enter a name for the group in the Group Name field.
Enter an e-mail address for the group in the Email Address field.

4. Check the Include On Contact Form checkbox if you wish the group to be included
on the contact form.

5. Click Add.

12.2 Creating Members

To create a member

1. Click the Add Member link on the Site Members & Groups page. The Member
Maintenance Form page is displayed. By default the Basic tab is opened.
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Member Maintenance Form

*Required, *Required to login to Site

Basic I Address Information } Group Memberships || Interests || Acvanced

First Hame™®

Last Hame*
Organization
obTe
MobilePhone
Email Address*
Username**

Hew Password™

Hew Password Confirm™

Creating a member

\ Note: All fields marked with a double asterisk (**) are mandatory and must be filled.

3. Enter the first name of the user in the First Name field.
4. Enter the last name of the user in the Last Name field.
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5. Fill the remaining fields as appropriate. For the Username and Password fields
make a note of the username and password while creating the same.

6. Click the Address Information tab. The fields of the tab are displayed.

S$treet Address 1

Street Address 2

Phone

Address Information addition page

7. Enter details of the user’s address in the fields of this page.

8. Click the Group Memberships tab. The fields of Group Memberships tab are
displayed.
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| Basic || Address Information I Group Memberships | Interests | Advanced |

Administrative Groups

[ ] admin
|:| Groupl

Group Membership fields

9. Select the group or groups to which you wish to add the user by checking the
checkbox associated with the group.

10. Click the Interests tab. The fields of the tab are displayed.

|Elasin: || Address Information || Group Memberships I Interests i-_.&manced |

Demao 1

|:| Forms

|:| Faormsz in Benefitz
|:| Farms in Hiring
|:| Termination
|:| Mews Articles
|:| Hiring Mews Articles
|:| Product Mews

|:| Products
|:| Hiring Products

|:| Questions & Answers
|:| Hiring Questions

Interests tab details

11. Check the boxes as appropriate.
12. Click the Advanced tab. The fields of the tab are displayed.
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Elasu: (| Address Infarmation [l Group Memberships ji-li'&eresis- ] Acdvanced |

Subscribe to Email Broadcaster

@' Tes
O Mo

Active

@ es
'O' Mo

Include on Contact Form

|:| Demo 1

Advanced Tab fields

13. Select the radio buttons and checkbox as appropriate.
14. Click Add.

12.3 Searching Members

You can search for members from the Site Members & Groups page.
To search for members

1. Enter characters of a member’s name in the Search for Members field and click
Search or press the Enter key on the keyboard. If any member is found, the details
of the member are displayed in the Member Maintenance Form page.

2. Edit the employee details on the Basic and other tabs as required. When you are
done, click Update.

12.4 Setting Permissions and Access Rights

You can also set permissions for the Public User Manager.

To set permissions

1. Click Permissions under Site Members on the Left Panel menu. The Permissions
page is displayed.
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Permissions

To set permissions for Public User Wanager, simply check the box of the User Groups you'd like to have access.

Allow  Group

(]  Groum

Setting Permissions for groups

2. Check the Allow box for a group or groups for which you like to have access.
3. Click Update.
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13. Advertising Management

The Advertisement Manager is a powerful tool that allows you to dynamically place and
track the performance of advertisements on your website without the use of third party
management products. In order to take advantage of the Advertising Manager, your site
will need to be configured to display advertisements.

Click Advertising in the Left Panel menu, and the View Advertisers page is displayed
in the Details Pane. You can search for advertisers by entering details in the Advertiser
Search field and clicking Search.

View Advertisers

Advertiser Search

Advertiser Contact  Email

There are currertly no available sdvertisers.

View Advertisers page

13.1 Understanding the Components of Advertising Management

The Advertisement Manager is comprised of four different components. These
components are Ad Zones, Advertisers, Creative Elements, and Campaigns.

e Ad Zones are predefined areas of your website where advertisements can appeatr.
o Advertisers are the clients who are advertising on your website.

o Creative Elements are the visual assets used in the advertisements, either images
or flash movies.

e Campaigns are the advertising campaigns that your advertisers will run on your site.
One client may have several campaigns running at the same time.

13.2 Understanding Ad Zones

Ad zones are predefined areas of a website where advertisements can be displayed. Ad
zones are typically in two or three areas on a site, such as the top banner, right margin
and body content area.

To manage ad zones, click Ad Zones under Advertising on the Left Panel menu.

The View Ad Zones page opens displaying ad zones of the system. You can search for
these zones by entering characters, words or phrase of the campaign into the Ad Zone
Search field and clicking Search.

To create an ad zone
1. Onthe View Ad Zones page click the Add Zone link.
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2. The page refreshes to display the Edit Ad Zone page.

Edit Ad Zone page

3. Enter a name for the ad zone in the Name field.

4. Select an asset type from the Asset Type drop-down list. This determines the type
of ad zone you are creating (i.e., banner, content ad and skyscraper).

5. Enter a value in pixels for the height and width of the ad zone in the Height and
Width fields respectively.

6. Select the Yes radio button to make the ad zone active, otherwise to make it inactive
select the No radio button.

7. Enter any notes related to the ad zone under Notes.

8. Click Add.

Note: Once an ad is created it can also be edited from the View Ad Zones page by

clicking the Edit ¢ button. The ad zone is then opened in the Edit Ad Zone page
with the additional Usage tab that displays the usage report of the ad zone.
Deletion is also possible from this page or from the View Ad Zones page by
clicking the Delete % button.

13.3 Adding Advertisers

You can create advertisers using the Site Members option of the Left Panel menu.
To create an advertiser

1. Create a group named Advertisers under Site Members.

2. Create users (advertisers) and add them to the Advertisers group.

For more information on how to do this see the Managing Site Members and
Memberships chapter.
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To view the existing advertisers click Advertisers under Advertising of the Left Panel
menu. The page displays the advertisers under the View Advertisers page.

View Advertisers

Advertiser Search

Advertiser Contact Email

One Ad Campany Kevin Coda  kevincodai@email.com /

View Advertisers page

To edit details of an advertiser, click the advertisers link on this page or click the
associated Edit # button. The Advertiser Summary page for the advertiser opens.
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Advertiser Summary

One Ad Company

Kevin Coda

Ad Campaigns
kA Mew Campaign
Campaign Hame Start Date  End Date  Active

Thiz advertizer has no campsigns.

Creative Assets

b Add Creative

Asset Hame Asset Type Media Type Height Width Date Created Date Updated Active

Thiz advertizer haz no crestives.

Advertiser Summary page

13.4 Creating a Campaign

To create a campaign

1. Click the Add New Campaign link on the Advertiser Summary page for the
advertiser. The Edit Campaign page for the advertiser is displayed.

Edit One Ad Company Advertising Campaign

Cambangn Indoratson

Flarren
Shanil [aaka

|
Erl Db

B
Aiiwe

[
Edit Campaign page

2. Enter a name for the campaign in the Name field.
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3. Enter a start date in the Start Date field by clicking the calendar button and selecting
a date from the dialog.

4. Enter an end date for the campaign in the End Date field by clicking the calendar
button and selecting a date from the dialog.

5. Select the Yes radio button under Active? if you wish to keep the campaign active.
6. Enter notes in the Notes box if necessary.

7. Click Add. The new campaign is added. The page refreshes to display the new
campaign in the Edit Campaign page along with other options to Create a
Campaign Placement and View Campaign reports.

= o R o T S L
=Ty Ny SOvertis] ampai i
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:d Craatiws Asast Toarl Dale Dl Dais Paokinis Acikes Bialgel Toldd ingissskens CP P8 Tolad Totd Clikke OFC OPC Todal Tosl

Wb B e

Edit Campaign page with other functionality for the new campaign

You may choose to create a campaign placement now or later.

13.5 Adding Creative Elements

A creative is the visual component of the advertisement. In order to set up an advertising
campaign, a creative must be available for placement. Creative types can be, but not
limited to Banner Ads, Skyscraper Ads and Content Ads.

To create a creative asset
1. From the Advertiser Summary page for the advertiser, click the Add Creative link.

The Creative Asset Details page opens.
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[
9
1= |

Creative Asset Details page

2. Enter a name for the asset in the Name field.

3. Select an asset type from the Asset Type drop-down list. Choose from Banner,
Content Ad or Skyscraper.

4. Select a media type (Image, Text or Flash v. 5 -7) from the Media Type drop-down
list.

5. Enter a height for the creative asset in pixels in the Height field.

6. Select a width for the creative asset in pixes in the Width field.

Note: The width and height of the creative asset must not be greater than the width and height
of the ad zone where the creative asset is to appear.

7. Enter the URL of the website where the creative asset will link to in the
Advertisement URL field.

8. Inthe Alt Text field enter a text message that will appear when a user moves their
mouse over the creative element.

9. Click the Browse button of the Upload Media field to browse your personal computer
or network to select an image to use for this creative asset.

10. Under Active? select the Yes radio button to make the creative asset active.
11. Enter notes related to the creative asset in the Notes field.
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12. Click Add.

13.6 Adding Campaign Placements

To create a placement for a campaign

1. Click the Add Placement link in the Campaign Placements section of the Edit
Campaign page for the campaign.

2. The Edit Placement page for the campaign opens.
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Edit Online Campaign 1 Campaign Placemeant
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Edit Placement page

3. Select an ad zone from the Ad Zone drop-down list.

4. Select a creative asset from the Creative Asset drop-down list.
\ Note: Ad zones and creative assets need to be created prior to creating placements. \
5. Enter a start date in the Start Date field by clicking the calendar button and selecting
a date from the dialog.

6. Enter an end date for the campaign in the End Date field by clicking the calendar
button and selecting a date from the dialog.

7. Check the appropriate boxes to allow or disallow the campaign from appearing on
specific durations for the days of the week. Use the Select All and Remove All
links to select or remove the checks from all the checkboxes related to time.
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13.
14.

Advertising Management

Enter a U.S. Dollar amount value in the Cost Per 1,000 Impressions field to set the
price for the cost of 1,000 showings or display of the ad.

Enter a U.S. Dollar amount value in the Cost Per Click field to set the price for the
cost for every click a viewer clicks when the ad is displayed on a web page.

Enter a U.S. Dollar amount value in the Budget field to set the ceiling on how much
you or a client is willing to pay for running the ad. Once this limit is reached the ads
stop showing.

Select the Yes radio button under Exclusive to determine if the placement will have
exclusive exposure in the selected ad zone.

Under Active? select the Yes radio button to make the creative asset active.
Enter notes related to the creative asset in the Notes field.

Click Add. Once your campaign has been placed, the selected creative will appear
in the ad zone specified

13.7 Tracking Ad Performance

You can view reports for each campaign that is placed on the website to track how well a
campaign is doing, how close a client is to their budget and what their total costs are to
date. You can track campaigns and placements.

To view a campaign report

1.

2.

On the Advertiser Summary page for an advertiser click the View Campaign
report L putton for any of the campaigns displayed.

_Or_
On the Edit Campaign page for a campaign click the View Campaign Report link.
The Campaign report page is displayed for the campaign in the Details Pane.
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Campaign Report
rBackto Advertiser  »Backto Campaign

Campaign Information

Company: One Ad Company

Campaign: Cnline Campaign 1
Campaign Date Range: 4/24/07 - 4730007
Report Date Range: 472407 - 4/30/07

Report Date Range

From |04/24/2007 | 1o |4s30/2007

honth

4

Ad

Fone Creative Start Date  End Date Exclusive Active Budget TotalM CPM CPM Total Total Clicks CPC CPC Total Total

Banner

Sampls Crestive Azset 1 42407 473007 1] Mo 1000 0 $1,000.00 F0.00 1] F1.00 F0.00 so.00 &
TOTALS: F1000 o FO.00 a F0.00 FO0.00
Total
Total M CPM Total Total Clicks CPC Total Total
0 F0.00 o] F0.00 F0.00

Campaign report

By default, a report for the duration of the campaign is generated. However, you can
generate a report for dates of your choice by selecting the From and To dates using
the calendar buttons and then clicking View.

Some of the important components of the report are as follows:
e Impressions -- The number of times an ad was loaded on the page

e CPM Total -- Total Cost per impression (CPM x Impressions)
e Clicks -- Total number of clicks to URL
e CPC Total -- Total Cost per click (CPC x Clicks)

o Click Ratio -- Percentage of clicks per total impressions (Clicks/Impressions)

To view a placement report for a creative asset

1. Navigate to the campaign report of a campaign as explained in the previous section.
2. Click the View Placement Report button associated with a Creative Asset record.
3. The Campaign Placement Report page displays the necessary details.
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Campaign Placement Report

FBack to Advertiser k¥ Backto Campaion  kBackto Placement  »View Campaign Report

Campaign Placement Information

Company: One Ad Company

Campaign: Online Campaign 1

Campaign Date Range: 42407 - 43007
Creative: Crestive Aszet 1 (Bannet)

Ad Zone: Banner Sample

Placement Date Range: 402407 - 402007
Report Date Range: 472407 - 4550007
Report Date Time: 452507 10:03 M
Budget: $1,000.00

Cost Per Impression: $1.00

Cost Per Click: $1.00

Feport Date Fange

From 04i24/2007 ] 1o 043002007

No activity has beeh recorded for thiz creative within the specified date range.

Campaign Placement Report

By default, a report for the duration of the campaign is generated. However, you can
generate a placement report for dates of your choice by selecting the From and To
dates using the calendar buttons and then clicking View.

13.8 Setting IP White List

Using this option you can maintain a white list of all I.P addresses.

To set the IP white list

1. Click IP White List under Advertising on the Left Panel menu. The IP Address list
is displayed in the Details Pane.
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e
IP White List

Your current IP address is 122164056111

IP List
Note: Separate egoh 1P Address with g return

IP White list page

2. Enter IP addresses in the box separating each with a carriage return (i.e., each IP
address must be on a separate line).

3. Click Update when done.

13.9 Setting Permissions

You can also set permissions for the Advertisement Manager.

To set permissions
1. Click Permissions under Advertising on the Left Panel menu. The Permissions
page is displayed.

Permissions

To =et permissions for Adverisement Manager, simply check the box of the User Groups you'd like 1o have access.

Allow  Group

[ Group

Setting Permissions for groups

2. Check the Allow box for a group or groups for which you would like to have access.
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3. Click Update.
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14. E-mail Broadcasting

Sava has a powerful, but easy-to-use E-mail Broadcaster that can be used for marketing
and communicating with your site’s user base, including sending support e-mails and
general group communication.

You can set up templates, compose your message in our visual editor, send e-mails to
one or many user groups, track opens and click-throughs, and much more.

To view existing e-mails click Email Broadcaster in the Left Panel menu. The web
page refreshes to display the Email Broadcaster page in the Details Pane.

Email Broadcaster
Emailz Sent: 0 (4172007 - 04/252007)
Etnazilz Allottec: Unlimited

Emails Remaining: Unlimited

¥ Add Email

Emails
: . - = 3 ——— 1
Filter by: !_A! v_} Status A O Zent O Gueued Subject (Leave blank to view all) | !  Fiter |
Subject Clicks Opens Bounces Sent Date Created Delivery Date Status

There are currently no emailzs.

Email Broadcaster page

Note that you can search for e-mails by using the fields of the Filter. You can search by
subject name of an e-mail, status or by group.

14.1 Adding E-mails

You can add e-mails using the Email Broadcaster.
To add emails

1. Click the Add Email link on the Email Broadcaster page.
2. The Create/Edit Email page opens.
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Create/Edit Email
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Create/Edit Email page

3. Select the categories to which e-mail is to be sent by checking the related
checkboxes.

4. Enter a subject for the e-mail in the Subject field.

5. Inthe Reply to Email field enter your e-mail address so that the recipient can reply
to you.

6. The Form label field is already filled by default.
7. Select a format for the e-mail from the Format drop-down list.

Compose the e-mail in the HTML message box using the tools displayed. You can
also insert links and components. For more information refer to the Working with
content chapter.
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9. Finally, click Save to save the e-mail, Send to send the e-mail or Schedule to
schedule the sending of the e-mail.

Clicking the Schedule button displays additional fields as shown below.

Delivery Date

[0z v |[00 w][rM v | 2

Schedule fields

In such a case, select a date by clicking the Calendar button and select a time
from the drop-down fields and click Save.

14.2 Tracking Bounced E-mails

Sava helps you to track bounced e-mails.

To manage bounced e-mails

1. Click Bounced Emails under Email Broadcaster in the Left Panel menu. The
Bounced Email Addresses page is displayed.

Bounced Email Addresses

Filter by number of hounces:

Email Address - BEounces

Bounced Email Addresses

2. You can filter the addresses by selecting a number of bounce(s) from the drop-down
list and clicking Filter.

14.3 Setting Permissions

You can also set permissions for the Email Broadcaster.

To set permissions

1. Click Permissions under Email Broadcaster on the Left Panel menu. The
Permissions page is displayed.
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Permissions

To set permissions for Emall Brogdeaster, zimply check the box of the User Groups you'd like to have access.

Allow Group

[1  Group

Setting permissions for groups

2. Check the Allow box for a group or groups for which you would like to have access.
3. Click Update.
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15. Managing Mailing Lists

A mailing list is a collection of names and addresses used to send e-mail to multiple
recipients. In Sava, you can create as many mailing lists as you like. When you send

mail using the E-mail Broadcaster, you can choose to send to one or many of these
mailing lists.

To view mailing lists, click Mailing Lists from the Left Panel menu. The Mailing List

Manager and the mailing lists of the system are displayed. The number of members of a
list is displayed within parentheses beside the mailing list's name.

Mailing List Manager
v Add Mailing List

Current Mailing Lists (Members) Type
Master Do Mot Email List (00 Public | & & &

Mailing List Manager page

You can edit a mailing list displayed in this page by clicking the Edit button associated
with the list. The list is opened in the Mailing List Manager that is used to create a
manager but with the additional Usage tab and a checkbox for Clear out existing

members?
15.1 Creating New Mailing Lists
To create a new mailing list

1. Click the Add Mailing List link from the Mailing List Manager page.
2. The page refreshes to display the Mail List Manager page with additional fields.
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Mailing List Manager

Hame

Type

O public @) Private

Description

Uplead List Maintenance File (Optional)

& add addresses to list
) Remove addresses from list

O Replace mailing list with list from file

Upload Email Address File
| |[ Browse... |

Creating a new list using the Mailing list manager

Enter a name for the mailing list in the Name field.
Select either the Public or Private radio button under Type.
Enter a brief description of the mailing list in the Description field.

Select one among the three radio buttons related to Uploading the list maintenance
file under Upload List Maintenance File (Optional). This is an optional step.

7. To upload an e-mail address file click Browse to browse and select your computer
for the address file.

8. Click Add. The page refreshes to display additional fields where you can enter
member details.

o g M~ w
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Mailing List Manager

¥ Wailing List Manager b Edit MewList Mailing List  » Download NewList Members

Email Address

First Hame

Last Hame

Company

@ Subzcribe O Unzubzcribe

Mewlist List Member Count: O

Email Address

Hame Company Verified
There are currertly no members of thiz mailing list.

Adding members to list

9. Enter the details of the fields of the member, select the Subscribe or Unsubscribe
radio button and click Submit. The member is added to the list and the page
refreshed to display the same fields to add the next member.
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Email Address

First Hame

Last Hame

Company

@ Subscribe O Unsubscribe

MewList List Member Count 1

Email Address Hame Company Verified

robertwhitei@email. com Faobert VWhite  ABCDE Company es b 4

Member added to mail list

10. Repeat procedure to add more members. To delete a member click the Delete
button. A confirmation dialog opens and clicking OK deletes the member.

Note: You can also add members to a mailing list by clicking the View Membership ¥ putton
associated with a mailing list on the main Mailing List Manager page.

15.2 Download a Mailing List’'s Members

You can download a list of members of a mailing list into a text file.
To download mailing list’'s members

1. Click the Download (name of list) members link from any of the pages that display
the link while editing or adding members to the link.

2. The windows standard file save dialog is displayed from where you can save or open
the text file containing the list of members for the list.

15.3 Setting Permissions

You can also set permissions for the Mailing List Manager.
To set permissions

1. Click Permissions under Mailing Lists on the Left Panel menu. The Permissions
page is displayed.
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Permissions

To zet permiszions for Maling List Manager, simply check the box of the User Groups you'd like to have access.

Allow Group

=

Setting permissions for groups

2. Check the Allow box for a group or groups for which you would like to have access.
3. Click Update.
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16. Permissions

16.1 Setting Permissions for Content Manager

You can also set permissions for the Content Manager.
To set permissions

1. Click Permissions on the Left Panel menu. Note that this is the last option on the
Left Panel menu. The Permissions page is displayed.

Permissions
To =et permizsions for Content Manager, simply check the box of the Uzer Groups you'd like to have access.

Allow Group

] Groupt

Setting permissions for groups

2. Check the Allow box for a group or groups for which you would like to have access.

3. Click Update.



sava . .
Administration

17. Administration

Under this chapter you will learn how to create administrative users and groups. A group
comprises of one or more users. Users and groups are the primary people who will use
your Sava system. In the process of creating groups and users, first create the group
and then users so that you can assign the user to a group while creating the user. Note
that only a user with an administrator login can create users and groups. As an
administrator you can also edit your profile.

To view the current groups of the system, click the Administrative Users link of the
menu bar. The Administrative Users and Groups page is displayed.

Adminstrative Users & Groups

Search for Adminstrative User

Adminstrative User Groups

Hame (Members) Email Update Author Editor
Admin (1) Vg
Groupt (0) groupt @email.com 41307 735 AW Elance Wit o7 58

Users and Groups

From this page you can edit a group or user by clicking the Edit # button or the Delete
&I button associated with that group or user’s record. The Edit button opens the
Administrative Group Maintenance Form page from where you can both edit or delete
the group. The Delete button opens the confirmation dialog and clicking OK will delete
the group’s or user’s record.

The number of members in a group is indicated by the number within parentheses
beside the group’s name. You can search for users with the Search functionality just as
you did for Site Members. Search is basic in this case; there are no advanced search
functions for administrative users.

17.1 Creating Groups

To create agroup

1. Position your mouse over the Administrative Users link of the menu bar on the top
right of the page. The menu is displayed as shown below.

;; HDMINISTlI TIVE UZERZS

Admin menu

2. Click Add Group. The Administrative Group Maintenance Form page is displayed.
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Administrative Group Maintenance Form

Group Hame

Email Address

Include on Contact Form

|:| Detno 1

Creating a group page

3. Enter a name for the group in the Group Name field.

4. Enter an e-mail address in the Email Address field. This field is used to contact the
group.

5. Check the checkbox for the site under Include on Contact Form to include the
group on the site.

6. Click Add.

17.2 Creating Users

To create a user

1. Position your mouse over the Administrative Users link of the menu bar on the top
right of the page. The menu is displayed as shown below.

&% ADMIMIZT

Admin menu

2. Click Add User. The Administrative User Maintenance Form page is displayed.
By default the Basic Tab is opened.
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Adminstrative User Maintenance Form

*Required, *Required to login to Site

| Basic | Address Information || Group Memberships | Interests || Advanced |

First Hame™

Last Hame™*

Organization

Job Title

Mobile Phone

Email Address*

Username™*

Hew Password™

Hew Password Confirm™

Creating a user

\ Note: All fields marked with a double asterisk (**) are mandatory and must be filled.

3. For details of how to enter information into the fields of the Basic tab and other tabs,
see the similar section on creating a member under Creating a Member.
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17.3 Editing Your Profile

As an administrator you can edit your own profile.
To edit your profile

1. Click the Edit Profile link of the menu bar. Your profile is displayed in the Edit
Profile page. By default, the Basic tab is opened.

2. Change or edit the contents of the fields. Note username and password fields if they
are being changed.

3. Browse other tabs Address Information, Interests and Advanced and change
contents accordingly. Under the Address Information tab, click the Edit button to
edit details.

4. Finally click Update when done.
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