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Introduction

Congratulations on choosing a content management system (CMS) from E-Man Computer Services.  CMS’s help to fill the gap between building the site and keeping the website's content current.  The purpose of this user’s guide is to give you a resource for understanding the features and capabilities of your website.  If this guide does not answer all of your questions, please contact us by sending an e-mail to eman@emanservices.com.
The main capabilities of this CMS are the ability to:

· edit text and graphical content of the website’s ‘body section’

· easily add events to the calendar

· time-release content

· create forms whose content can be stored in the database and e-mailed

· upload pictures and place them on the website

· place text and images in a sidebar (optional)

All of these features are accomplished using an Internet browser.

First Things First:  Logging into the webpage editor

In order to have full access to the webpage editor and its capabilities, each administrator must know the password for the system.  This keeps unwanted changes from being made to your website.

1. To access the website, type the address of your website into a web browser.

2. Navigate to the web page that you would like to edit.

3. There is an ‘invisible link’ located somewhere on your website, almost always at the bottom of the page.  Click on this link and you will be prompted for your password.  (If you have forgotten your password or can not find the ‘invisible link,’ send an e-mail to eman@emanservices.com.)

4. Upon entering the correct password, you will be taken to the webpage editor.

Selecting the Page to Edit

After logging into the system, you can edit the contents of the page from which you logged in.  To edit a different page, you must select the desired page from the navigation links. Once the selected page is displayed, you must click the invisible link to edit that page.

NOTE: The ‘Calendar’ page can not be directly edited, because it is a compilation of the calendar events from all of the website’s pages.

The Webpage Editor - Summary

After logging in to the webpage editor, you will see a screen that looks similar to figure 1, but with the layout and colors of your website.  There are seven main sections of the webpage editor: the page title, the website settings menu, the formatting toolbar, the section content, the page settings, the time-release settings, and the file selector.
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figure 1 – The webpage editor

Page Title
This is where the web page’s title is determined.  The page title is displayed across the top of the visitor’s web browser.

Website Settings Menu 
This is where new pages are added to the website and other administrative options are determined.

Formatting Toolbar
This is where hyperlinks are made, the style of the text is determined, images are inserted and tables are created.

Page Settings
This is where the section’s placement on the published website


is set.
Section Content
This is where the actual text and pictures of the webpage are placed.

Time-Release Settings
This is where the time-release settings of content are determined.  It is also where sections can be assigned to the calendar.

File Selector
This is where you manage image and document files.

Editing a Webpage’s Content 
Page Title
When creating a new web page, the first thing that needs to be set is the page title, located at the top of the page. The page title determines what is displayed in the top bar of-the Internet browser.

Section Content
The ‘header’ is the title for the section below it.  This is an optional field.

The ‘section’ contains the text and images of the web page.  Initially, each empty page has only one section.  After text is placed in the first section, you can add other sections by clicking the ‘Save and continue edit’ button.
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figure 2 – The page settings

Some CMS’s will have a ‘sidebar’ option to the right of the ‘formatting toolbar.’  This is used to place that particular section in the sidebar of your webpage.  Sidebars are used to display short sections of content and small images.

Below the sidebar option is the ‘section’ text box with a number in it.  This is used to set the section’s order of appearance on the webpage.  This gives you the ability to easily change the entire order of the sections on a particular page. Any changes made to the order of sections will not take place until one of the ‘Save’ buttons is clicked.

An entire section can be deleted from the page by checking the ‘delete’ box.  The section will not be deleted until one of the ‘Save’ buttons at the bottom of the page is clicked.

Formatting Toolbar

The text formatter (figure 3) is used to change the text, insert/upload images, create links and insert tables.
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figure 3 – The formatting toolbar
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  These icons will probably look familiar to most people who have used a word processing program before.  From left to right, they are used to change the font size, font color and bold, italics and underline properties.  To make changes to existing text, simply highlight the words that you would like to change and click the appropriate text formatting button.  You can also set these properties before you begin typing in new text.

[image: image5.png]


  These icons, from left to right, are used to create numbered lists, bulleted lists, indent less and indent more.  To make changes to existing text, highlight the lines that you would like to change and click the appropriate button.  You can also set these properties before you begin typing in new text.
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  These icons, from left to right, are used to insert horizontal lines, hyperlinks and images.  Inserting horizontal lines is done by placing the cursor where the line is to be inserted and clicking the icon that looks like a light blue line.

A hyperlink is an object (either text or graphics) that will perform an action when it is clicked.  Actions include sending someone to another web page or sending an e-mail.  To insert a hyperlink, click the second icon from above, select the type of link and enter the appropriate information in the link box.  You can also select text or images and hyperlink them to other web pages.  Refer to page 13 for information on how to open a link in a new window.

By clicking the icon that looks like a tree, you are opening the ‘image manager.’  The image manager allows you to:

· upload images

· select images to insert on the page

· view thumbnails of all images in your /images directory

· create new directories to hold images

· view a larger version of the image

· set the following properties of the selected image:

· height and width, while constraining proportions

· alternate text (what appears in the box when the mouse goes over it)
· alignment

· vertical and horizontal spacing

· border size

To upload an image, click the browse button, find the file on your computer and click the upload button.

To insert an image on a web page, click the small version of the image, set the properties that you would like and click the ok button.
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  These icons, from left to right, are used to insert a table, and edit properties for the table, row or cell.  This feature is useful for holding text or pictures in a very structured manner.  If you would like to place items very specifically, such as 10 pictures in 2 columns, it is best to use a table.  Setting the border to zero allows for structured placement of items without having to see the table.
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  These icons, from left to right, are used to view the HTML source (for advanced users) and open the editor box in a new window.  Viewing the HTML source is useful for adding complex code and java scripts.

Time-Release Settings
The content of the website can be set to dynamically appear and be removed from the website based on the start and expire times assigned to each section. Also, each section can optionally be assigned an ‘event’ date and time, which will automatically add this section to the calendar.
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figure 4 – The time-release settings

The time and date of the ‘start,’ ‘event’ and ‘expire’ options are set in the text boxes located to the right of the section text (figure 4).  There is a date picker to assist in setting the date.  This is represented by an icon that looks like a calendar.  Dates are represented using the format: xxxx-yy-zz aa:bb:cc, where ‘xxxx’' represents a 4-digit year, ‘yy’ represents a 2-digit month, ‘zz’ represents a 2-digit day, ‘aa’ represents a 2​-digit hour (24 hours), ‘bb’ represents a 2-digit minute, and ‘cc’ represents a 2-digit second.

When a new section is added, the start time is automatically entered as the current time. This will allow the new section to be displayed immediately.  A section's start time can be set to a later time and date.  By doing this, you can input information on the website, but not allow it to be displayed until the specified time and date.  This can be very useful if you want to automate the website’s content updates.

The same can be done with automatically removing content from the website by setting the section’s date and time of expiration.  If information should no longer be displayed after a certain date and time, set the date and time of expiration and it will be removed from the website at the specified moment (the information is still stored in the database, though).  When editing a page with sections that have expired, you will notice that their time-release settings are highlighted in red, and delete has automatically been checked for the section.  If you click ‘Save and return to page’ without un-checking the delete box, that section will also be removed from the database.

The event time for a section determines the time and date when the selected section will occur. This also determines on which day the section will appear in the calendar view. Sections with an event time and date will appear both on the page that they are originally entered on, as well as on the calendar page, if there is one on your website.

File Selector
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figure 5 – The file selector

The file selector is used to upload files other than images, such as documents, presentations or zip files.  Files can also be deleted using the file selector.  

To access the file selector, scroll to the bottom of the page and click the ‘Select or upload file’ button (figure 5, above).  The window that opens will display all of the files contained within the images folder of the website.  To upload a new file, use the ‘Browse’ button to locate the file on your computer.  Then click the ‘Start upload’ button.  Images can be previewed by clicking on this icon [image: image11.bmp].  All files can be deleted by clicking this icon [image: image12.bmp].

To view all files (everything, not just image files), click the words ‘show all files.’  By default, only images are shown.  To insert a link to a file, click the file name.  This will close the file selector box and place the file name and path in the file selector’s text box.  Select the contents of the box and press ‘Ctrl’ and ‘C’ at the same time.  This copies the contents to the clipboard.  Now, select the word(s) or image that you would like to link to the file and click the hyperlink icon [image: image13.bmp].  Now, press ‘Ctrl’ and ‘V’ at the same time.  This pastes the contents of the clipboard in as the hyperlink.  After the ‘ok’ button is clicked, the link will be made.

Editing the Website Settings
The website settings menu is in the top right of the website editor and consists of three sections: setup, data and help (Figure 6).  The buttons in this menu are used to add or edit navigation links, edit login passwords, and to edit server-specifications.  
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figure 6 – The website settings menu

Website Settings Menu - Setup

Click on setup when you need to make changes to the website’s navigation (or, menu button), change the login passwords, or edit the website’s configuration.

Changing Navigation Buttons

To update the website's navigation buttons, you must click the setup button from figure 6.  Then click ‘Main Menu Setup’ link.  To add a new button to the website, simply enter the appropriate text in the empty box at the bottom, and click ‘Save Menu entries.’

It is important to realize the following:
· The buttons are displayed in the order in which they will appear on the site.

· The button order can be changed by moving the text from one box to another.

· To enter more than one new button, click the ‘Save’ button to have an empty box appear.

· You may only add one new button at a time.  To add multiple buttons, type the text for the first new button in the text box at the bottom and click the ‘Save Menu entries’ button.  A blank textbox will automatically appear at the bottom of the list.

· To remove a button, highlight the text, push the delete button on the keyboard, and click the ‘Save Menu entries’ button.

· You are only editing the top-level navigation of the website; the creation of sub navigation is discussed on the next page.

· Deleting a button from the website does not remove any content of the associated pages from the database.  Therefore, if you remove a button and add the same button after some time has elapsed, the page(s) will look identical to how they were before you deleted the button.

·  If you are permanently removing a page from your website, it is recommended that you delete all of the page’s content before removing the button (see ‘page settings’ on page 6).

· The first letter of each button is automatically capitalized when the page is displayed in a browser.

Creating and editing sub navigation
Sub navigation consists of the sub buttons under the main navigation buttons.  You can automatically add second-level navigation to your website.  You may add many levels of sub-pages, but only first and second-level navigation will be displayed in the website’s navigation.  All sub-pages will be displayed in the page’s ‘breadcrumb’.  Editing the main navigation is discussed in detail on the previous page.  This is how you add sub navigation:

· Click the parent page (first-level navigation) that you would like to create a sub page under.

· In the address bar of your Internet browser, add a ‘/’ and the desired name of the sub page to the end of the address that is already entered and press the ‘enter’ key on the keyboard.  (Important - instead of typing spaces, use the underscore ‘_’)

· The page will say ‘No content found for page: /<parentpage>/<newsubpage>.’

· Login to the webpage editor add some content to the page and save it.

· The new sub-page has now been added to the navigation system.

Sub navigation will not be displayed until the parent button has been clicked.

By default, the sub-pages are displayed alphabetically in the navigation.  To change the order, login to each sub-page under the parent page and change the ‘sub menu order’ (located to the right of ‘Page Title’) to something other than 0.  To cause a page not to be displayed on the navigation, set the ‘sub menu order’ to ‘-1’.

Deleting a sub-page is done by editing it, checking off ‘remove’ for all sections and saving the page.

Changing login passwords

To update the website's login passwords, you must click the setup button from figure 6.  Then click the ‘Set Editor Passwords’ link.  To add a completely new password, enter it in the text field at the bottom, and click ‘Save Editor passwords.’

You may only add one password at a time.  To add multiple passwords, type the text for the first new password in the text box at the bottom and click the ‘Save Editor passwords’ button.  A blank textbox will automatically appear at the bottom of the list.

To remove a password, highlight the text, push the delete button on the keyboard, and click the ‘Save Editor passwords’ button.

Changing the website’s configuration

To update the server's specifications, you must click the setup button from figure 6.  Then click the ‘Edit Configuration’ link.  The settings on this page are best left to advanced users.  All of the options have already been configured for your server.  If you make changes to this page, be certain that you fully understand the settings that you are changing and why you are changing them.

You have been warned – please proceed with caution!

Some of the settings on this page affect the visual appearance of the template system, although most of the settings on this page only affect the server and how it interacts with the template page.  If you feel comfortable making changes to this screen, feel free to do so, but please back up the database before making any questionable changes.  Backing up the database is detailed in the following section.

Website Settings Menu – Data
All of your website’s content is stored in a mySQL database located on the web server. To view or edit tables within the database, click on the middle button, entitled ‘data’ (figure 6).  With the database manager, you can view and edit the actual database that stores the content of the website.  This is an advanced tool, and should only be used by appropriately qualified individuals.  

Backing up the database

The database should be backed up on a regular basis and before any changes are made to the configuration, especially if you are unsure of the action’s results.  From the ‘Contentor Database Utility’ screen, click the ‘Backup Database’ link.  Right click on the resulting page and click ‘View Source.’  In the Notepad box that was opened, click ‘File’ and ‘Save As.’  Select an appropriate name, making sure that when you save the file, it ends in ‘.sql’.  

Restoring the database

If your website’s database has become corrupt, go to phpMyAdmin from within cPanel and restore the database with your backup copy of the database.  If the last sentence means nothing to you, e-mail the backup database to eman@emanservices.com, and we will restore the it for you.

Website Settings Menu – Help

To view the website's help system, you must click the help button from figure 6 or the help link in the bottom left of the website editor.  You will be taken to an online version of this document.

Website Editing Tips
Having problems doing something embedding an external web page?  Hopefully this section will shed some light on this and other topics of editing your website.

Creating hidden comments
You can leave comments for yourself by placing a ‘<!--’ and ‘-->‘ around your comments.  This comment will only be seen by you when you are editing the website.

Image placement and specifications

Placing the images on the website can sometimes be challenging, especially if you have a specific idea in mind.  Using tables to hold the images is especially helpful if you are trying to place them in several columns.  More information regarding tables is on page 7.

It is recommended that you use the GIF and JPG formats for the images on your website.  It is also a good idea to optimize the images for faster downloads.  This is done by using compression and reducing the quality slightly in a photo-editing program such as Paint Shop Pro or Photoshop.  Images that are not optimized for the web may take too long to download for people viewing your website with a dial-up Internet connection.

Embedding files

To insert files other than images, use the 'embed' tag.  Possible uses include sound, music, Adobe .pdf files, etc.  The type of files that can be embedded is determined by the browser and server configurations.  Insert/edit this code in HTML source mode (page 7, bottom).

Code example:
[embed border="0" align="left" alt="chimes" height="26" width="72"]CHIMES.WAV[/embed]


Embedding web pages
The ‘include’ method:

Other pages can be placed inside your website.   This is done by placing [include] and [/include] around the address the webpage that you would like to place on your website.  Make sure that all links and images in the page you are ‘including’ are absolute and not document relative.  This is a great way to place guest books and similar add-ons to your website.  See the following reference sheet for more information.

[include]http://page/file.to.include[/include]
Retrieves the specified page and places it at the top of the current section. This may include local or remote files. If the file cannot be retrieved, the part of the section is left empty.

It is also possible to include a particle section from one page on an entirely different page by using a very small amount of code.  This allows for updates to cascade to other pages than where the info was originally placed.  Use the following example to include a section from another page.

[include] /pagetitle?sec=4[/include]

The above code will insert section 4 from the pagetitle page on the section of the page that you are editing.  Do not forget the all-important ‘/’ before pagetitle.
The ‘iframe’ method:

Another method to insert other web pages on your website is to use ‘inline frames’ (iframes).  Use iframes when pages do not display properly using the previously mentioned ‘include’ method.  The following example code will help you get started with iframes.

<IFRAME SRC="http://www.somewebsite.com/" width="700" height="800" frameBorder=no scrolling=yes></IFRAME>

The height and width determine the size of the box in which the page is held.  Insert/edit this code in HTML source mode (page 7, bottom).

Opening links in a new window

To make the web page that you are linking to open in a new window, follow this example.  We will make www.cnn.com open in a new window when the word ‘hello’ is clicked.

· Type ‘hello’ into an empty section

· Highlight the word, click the hyperlink button and type ‘http://www.cnn.com’ in as the hyperlink.

· Click the ‘ok’ button

· Click this icon [image: image15.bmp]
· You will see this code

<A href="http://www.cnn.com">hello</A>

· Add ‘ target=_blank’ between the “ and the > before hello.

· The final code should look like this:

<A href="http://www.cnn.com" target=_blank>hello</A>

Listing files on a page
[folder]/documents[/folder] - shows a listing of files store within the specified folders on the web server. If a file called 'index*' (with any extension) is found, that index page will be loaded instead of the listing of files. This is similar to the action of the Apache Web Server in that an index.htm is loaded if it is found in the folder.

Since any index file that is found in a folder is loaded, the [folder] tag can be used as a redirect tag. For example, if you want to load /gallery/index.php, but want the menu to read 'photos', edit the 'photos' page to contain [folder]/gallery[/folder], and the gallery/index.php page will be loaded. 

NOTE: This tag allows the listing of file names in any folder and any sub-folders within, without regard to any .htaccess restriction (such as password-protected folders). The viewing of the contents of any file is still subject to password restrictions, so the contents of password-protected files are still protected. Do not use this tag on folders where the file names themselves should not be revealed.

Insert/edit this code in HTML source mode (page 7, bottom).

Listing events on a page

It is quite easy to list upcoming events on a web page, as specified in the section 'event' date entry.  This is done by adding the following code to a section.  
· [events]6[/events] - the next 6 events (or '-6' to show previous)

· [events]2004-07-04[/events] - show events on July 4, 2004

· [events]2002-01-01 to 2002-01-31[/events] - show all events that occurred in January, 2002

· [events]+1 month[/events] - show events over the next month

· Also valid:  +12 days, +2 weeks, +1 year, +60 hours or any combination of these.

Using the built-in form processor
You can place forms on your website and have the results stored in a database and/or e-mailed to you.  The person's name can be entered into a field called 'realname' or in two separate fields called 'firstname' and 'lastname'.  There should be a text input field called 'email' for the return e-mail address of the person filling out the form.

Hidden fields are used to specify the e-mail recipient (to), the subject (optional) and the processing 'options'.  To prevent e-mail harvesting robots from detecting the 'to' address, you may use the * character in the place of the '@' symbol in the 'to' e-mail address.

The 'options' field controls the action of the form processor.

value: 
action:
    1

Send e-mail
    2

Save to data base (in table specified by the 'datatable' entry)
    4

Display the submitted data on the 'thank you' screen
    7

Enable all of the above options

An optional 'response' field allows you to control the action after the form data has been saved or sent via e-mail.  If the 'response' starts with a '/' character, it is interpreted as redirect to a page name, and the script will jump to that page. Otherwise, the script will display the sentence specified in 'response'.  If 'option' = 4, the 'response' value must not redirect to another page.

An example form is shown below:

<form action="/formproc.php" method="post" name="mailForm" id="mailForm">

  <table border="0" cellspacing="0" cellpadding="2">

    <tr>

      <td align="right" valign="top">Name</td>

      <td><input type="text" name="realname" /> </td>

    </tr>

    <tr>

      <td align="right" valign="top">E-mail:</td>

      <td> <input type="text" name="email" /> </td>

    </tr>

    <tr>

      <td align="right" valign="top">Comments:</td>

      <td> <textarea name="comments" cols="60" rows="5" wrap="virtual"></textarea>

      </td>

    </tr>

    <tr>

      <td align="right">

        <input type="hidden" name="to" value="yourAddress*yourDomain.org" />

        <input type="hidden" name="options" value="7" />

        <input type="hidden" name="subject" value="Feedback Form" />

        <input type="hidden" name="datatable" value="form_info" />

        <input type="hidden" name="response" value="Thank you for your submission" />

      </td>

      <td> <input type="submit" name="Submit" value="Submit" /> </td>

    </tr>

  </table>

</form>

Insert/edit this code in HTML source mode (page 7, bottom).
NOTE: To prevent spammers from using the form processor, the 'to' address must be allowed by the '_formproc_allowed' entry in the configuration setup file (see page 12 – ‘Changing the website’s configuration’).[image: image16.png]@A
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