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1 Getting Started with Verdi™

The Verdi™ Enterprise CMS, also known simply as Verdi™, has been selected as the Website management
tool.

What is a Content Management System (CMS)?
A CMS is a system that allows non-technical people to efficiently and easily manage a website.

Verdi™ is designed to provide maximum ownership to all users, reducing the cost of support and
maintenance to the Portal. This comprehensive Content Management System (CMS) provides a dynamic
communication hub between the organisation and its stakeholders.

There are two main areas within Verdi™:

1. The Administration, where the management of Verdi™ is controlled and conducted through a
secure, password protected login.

2. The Public Site, which is generally accessible by all users, unless sections require a login to

access.
Content is maintained and
Administration Site published to public site Public Site
(Password protected) > (Public viewing site)

This User Guide is focussed on using the Administration options. It describes all functionality within the
Verdi™ Admin area for:

=  Site Administrators

=  Content Administrators
= Content Publishers

= Structure Administrators

An Advanced User Manual is also available for System Administrator functionality.
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1.1 An Overview of Verdi™

Verdi™ is designed to allow authorised content administrators, authors and editors in an organisation to
easily manage their individual content areas via a simple, yet secure, web interface, without the need for
special HTML or scripting skills.

There are two major components to the Verdi™ system: the public website and a corresponding
Administration Console. The former is available either to the general public or a defined subset of users
depending on whether it is an Internet, Intranet or Extranet site, while the latter is available only to
designated personnel with content management privileges.

1.1.1 System Overview

Security Layers
Logging,
Audit Trails
— L b Extranet
Layout '
Femd hnbreb s Users
'} Registered
- Users
Content Verdi
Content I_I Engine
Pool Content ;
Public
Meta Data Cache Manager

Users
,—, Intranet
Users
Admin
Console
Site | General| Community

3rd Party IP Types & Applications

CRCHCE
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1.2 Definitions of Key Verdi™ Elements

1.2.1 Pages & Tiers

The structure of Verdi™ is based on Tiers, which are the levels of the information hierarchy within the
website. Each category (eg Education) or sub-category (eg Primary Schools) of information within a Tier is
called a Tier Element. Tiers are numbered from 0 to 3. Consider the illustration of Tier numbering below,

based on an extract of a site structure consisting of a single Tier 1 element and the Tier 2 and 3 sub-tiers

below it.
Tier O Tier 1 Tier 2 Tier 3
Homepage Things to See & Do Outdoor Bushwalking

Birds & Animals

The Rocks Trail
Beacon Lookout
Sports & Recreation Skate Park
Gymnasium

Tennis

Squash

Aussie Rules Football
Little Athletics
Heritage Phoenix Heritage Park
Heritage Trail

Statue of Norseman
Facilities BBQ

Internet Access
Church

Tourist Bureau

Authorised Verdi™ Administrators can add, edit and delete Tier Elements at will, thus changing the structure
of the Website.

Tier
L» Sub-Tier
Content Pool Content Pool
’ Item
HTML
—>» (Created or
imported)
Documents
(Word, PDF)
L—p Images
N Interaction

Points
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1.2.2 Grids & Templates

The public or end-user side of Verdi™ Website pages are broken up into segments.

The Try Ot = Evert

> Y@

A QUICK P:I,Q\ME RUN

7o
EC) ™
456 78 -~
o
L '\@/
Lo T O)

Tier Templates are used to define what features (see below) users of the Verdi™ Administration may select

to display in the individual grid segments for any given Tier of the site.

The templates that control this are pre-configured by the developers of your site. These templates may be
configured, for example, such that segment 1 is reserved exclusively for site navigation, segment 2 for the
display of the Tier Element title, segment 3 for breadcrumbs, segment 4, 5 & 6 is available for a choice of
Inline Content, News or Events, segment 7 & 8 for secondary navigation or featured content, and section 9
for Footer Utility Links. Different templates may be used for the various Tiers of the site. Generally Tier O
(the homepage) would have the least flexibility in terms of interaction point placement, with greater flexibility

available at lower levels.

1.2.3 Features or “Modules”

Features are points on a page that enable the user to interact with your organisation in some way. These
include but are not limited to:

¢ Inline content (text displayed on web e Links
page) e Forms

e Login boxes e Polls

e Email subscription sign-up boxes ¢ Navigation

e Events Calendars

When creating a Tier Element you may specify what features should appear in the various grid spaces
available in the page layout for that Tier.
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1.2.4 The Content Pool

All of the content of your site is stored in your Content Pool, within Content Pool Items. Content Pool
Items can be thought of as “wrappers” around the individual files of content of your site. In addition to the
actual content — HTML pages, documents or images — each Content Pool Item contains metadata about the
content of the “wrapper”. This metadata includes information such as publish and archive dates for the
Content Pool Item, its owner and its location within the website. A single Content Pool Item or “wrapper”

may contain multiple files.

AN
HTML

Documents

Metadata E

Content
Pool Item

i N
HTML

Documents

Metadata m

AN
HTML

Documents

Metadata E

Content
Pool Iltem

Content
Pool Item

Content Pool

Each Content Pool Item is treated as a single entity, even if it contains multiple files. Content Pool Iltems are
added to Tier Elements to create the Website pages that are displayed to end-users. Tier Elements may

contain multiple Content Pool Items.
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1.3 Logging In and Logging Out of Verdi™
1.3.1 Logging In

1. Open your web browser and type your Website Administration address into the Address bar
2. The Verdi™ Login will appear

VERDI CMS v4.1 SUPPORTED BEROWSERS

Please enter your username and password into the form
below and click Login.

Username :

Password

Firefox 3+ IE 6+

[7] Remember Me i You are using Firefox 21.

LOGIN

verdi®

enterprise content managerment

Enter your username in the Username text box

Enter your password in the Password text box

Click once on the Login button

The Verdi™ Administration page should appear and your name should be displayed at the upper left
of the screen

o gk w

CE[] Note: If you have entered either your username or password incorrectly, an alert will be
displayed. Click on ‘Back to Login Page’ and re-enter your details

7. Depending on your role, the full Verdi™ Administration Index page will be displayed. Certain
sections of the Administration index will not be displayed if you do not have permission or access.

1.3.2 Logging Out

1. Click once on the Log Out link located in the page footer. The Verdi™ Login Page should appear.

Index Public Site Log out Turn on Edit Pencil

E{] Note: The Verdi™ Administration will automatically logout after a period of inactivity
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1.4 Verdi™ Interface & Navigation

1.4.1 Interface Overview
Once you have logged in successfully, the Index page will be displayed. This page displays links to all the
functions available within Verdi™.

Verdi CMS Administration Turn Edit
ve I’\d I Logged in as: Admin Default User 3 Pencil on
Log out

portaimaster entemrise cirs

~
@ Refresh Content Template Administration (]

@ Add Homepage

e e Content Administration Style Sheets
[+ ® Verdi CMS Grayeyard Templates
O Style Sheet Administration Retisteceleted soitent

Custom Fields Administration

B Features 3

Dynamic Forms . . n
B Advanced Site Variables administration
W Users Employment

Domain Administration

Events Calendar
Reports

FAQs
Content Formats

Mailing Lists

Content Categories
Administer Lists or post a message, 9

Interaction Point Types
News

Meta Keywords Dictionary

Polls

Site Shortcuts

Index Public Site Log out Turn on Edit Pencil Date: 5.2.2008 Time: 3 01 PM

Above: Verdi™ Administration Interface

Top Header
This area shows the users name that is logged in and the name of the administration system.

The Edit Pencil allows users to click on the public site and be directly linked to that content within the
administration areas. By selected the pencil icons, you can turn the edit pencil function on and off:

Turn Edit
Pencil off

Turn Edit
Pencil on

Edit pencil is turned off. Edit pencil is turned on.

Left Hand Navigation
The left hand navigation occupies the main administrational navigation. Note: See 1.4.2 for further
information on the navigation areas.

Main working page
This is the main area of the site where the administration pages will appear. The default page is the Index
page.

Footer Utility Links

Index Public Site Log out Turn on Edit Pencil

Index: This link returns users to the Index page.

Public Site: This link opens the public site in a new browser window.

Log Out: This link logs the user out of the administration system.

Turn on Edit Pencil: This link allows the users to activate and deactivate the edit pencil.

The current time and date are also displayed in the bottom right hand corner.
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1.4.2 Introduction to Navigation & Function Areas
The navigation is divided into seven main areas:

Site Structure

Style Sheet Administration

Templates Administration

Content

Features

Advanced

Users

Nogakrwdbr

SITE STRUCTURE

The Site Structure area allows you to adjust all of the content
and structure within your site. The use of a tree structure
also allows you to clearly view the organisation of
information and navigation pages.

Users can refresh the content administration

tree structure, revealing any structure updates.

The navigation uses a tree structure. Selecting the [+l icon
will expand a tree, and the =l icon will reduce the tree
structure view.

The Site Structure maintains all the homepages, tiers and
content pages within your site.

E||E Content
- @ add Mew Content

The content expand allows you to
add a content pool item to a particular tier.

. | Users can add pages to a tier. For
example: you can have a main category (Tier 1) then add a
sub category (Tier 2) underneath it.

STYLE SHEET ADMINISTRATION

The Style Sheet Administration area relates to the font,
colour and layout styles used within the content pages of the
site. This area can only be edited by high level system
administrators.

O Site Structure

@ Refresh
= @ Add Homepage

- Add Page to all Homepages
#- @ verdi cMS

O Site Structure 3

@ Refresh
i @ Add Homepage
-] Add Page to all Homepages
=@ verdi cMs
LJ fh Content
~d]  Add New Content
~ [ Werdi CMS
-4 Add Page to this Tier
fﬂ ~1 Site Map
Eﬂ -[C] Copyright
& About Verdi
&7 why Verdi?
Lﬂ _| Features
& Verdi Case Studies

L'ﬂ 1 Deploying Verdi

O Style Sheet Administration
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TEMPLATES ADMINISTRATION

The Templates Administration area relates to the template
layouts used within the pages of the site. Users can add and
delete templates, and edit the individual segments, places
and attachments within templates.

CONTENT

The Content navigation area provides users with an
additional way to organise and modify content within the site.

‘&ﬁ; Content Administration| .. -ontent Administration

area allows high level administrators to search for content
and modify workflows.

£ lﬁ Search The search function allows users to search
for particular items of content.

‘ = Content Pool |1, conent Pool stores all the
content within your site within Content Pool Items. Content
Pool Items can be thought of as “wrappers” around the
individual files of content of your site, such as HTML pages,
documents or images.

This area is useful when a structure has not been decided on
yet. Content publishers can write content, without assigning
it a location straight away.

~I] Graveyard The Graveyard is where Content Pool
Items are sent after they have been deleted. Content items
can be searched for and restored.

FEATURES

The Features navigation area allows users to add and
modify particular features within the site. Also known as
Modules, features consist of functions that allow users to
interact with your site.

B Templates
O Templates
O Segments

O Places
O Attachments .
& Refresh

- [ Template Code View

B Content
@ Refrezh
&% Content Administration

dh Search
- [ Content Pool by Folder

ﬂ Graveyard

B Features

O analytics

O Dwnamic Forms
Employment
Ewvents Calendar
FAQs

Mailing Lists
MNews

Folls

Site Shortcuts

OOOODOOaO
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ADVANCED

The Advanced navigation area allows high level system B Advanced
administrators to manage the advanced settings of your site. B Custom Fields Administration

. . . O Site Variables Administration
Tasks within this area can include:

* Managing the domain settings for the site B AGLS Metadata Administration
= Defining administrator mail settings E Domains Administration
= Modifying WYSISWG functions E Reports

= Adding or modifying module types
= Adding or modifying content formats
= Adding or modifying content categories
= Maintaining the Meta Keywords Dictionary (Adding or O Modules

modifying meta keywords) O Meta Keywords Dictionary
= Viewing administration reports, such as a list of broken

links, unlinked files or complete listing of registered user

0 Content Formats

O Content Categories

permissions.
USERS
The Users area manages the users who have W Users
access to the administration area and password _ r?% E
protected areas of the public site. Users can be veryone
maintained individually or as part of a group. O verdi Roles & Activities

The Verdi Roles & Activities allows high level system
administrators to modify the administration and
public permissions.
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1.4.3 Common Navigation and Icons

Tab Based Navigation

The various steps involved in creating and publishing content are controlled using a series of tabs, which
relate to the different steps in content management. This tab-based approach provides a far more logical
progression through the content creation process and eliminates the need to scroll down the page to find the

next action.

Contacts | Links l Pop-Up Settings | Redirection

General | Template Settings | Advanced I Permissions Status

Content Publishing Icons

DELETE
Deletes the content you are working on and
sends it to the Graveyard.

SAVE SAVE AS
Saves the content you are working on.

NEW
D Adds new folder or content pool item.

APPROVE/ PUBLISH CONTENT DENY PUBLISH CONTENT
Approves the content and publishes it live Denies the content from going live to the
to the public site. public site.

= &

ADD TO WORKFLOW GROUP

(@

The Edit Pencil

The Edit Pencil allows users to quickly and easily find and edit existing content, by clicking on the public site
and being directly linked to that content within the administration areas.

By selected the pencil icons, you can turn the edit pencil function on and off:

v Turn Edit Turn Edit
| : , Pencil on ‘ ’\*.:I , Pencil off
Edit pencil is turned on.

Edit pencil is turned off.
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1.5 Administration Users & Workflow

The Verdi™ administration interface allows the management of administration users and their permissions to

modify the public site.

Permissions, Roles and Activities

Users’ access to the functions of the administration system is dependent on their assigned role in the content

management process.

To define access levels, Verdi™ has several defined Administration

Roles:

=  System Administrator

= Sijte Administrator

= Content Publisher

= Structure Administrator

= Content Administrator

= Advanced Workflow User

Each role is delegated a set of activities, which act as permissions to
what functions they can access within their Verdi™ administration area. See figure below:

The following table defines the default activities given to each role within Verdi™ 3.2:

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY
Description Ad g
System | Site Content | Structure | Content |\ 8% ¢
Admin Admin Publisher Admin Admin User
Configure and Access to system configuration
administer entire utilities such as database and v
Verdi System file settings.
Administer the site Access to everything in Verdi
(not configuration Admin except configuration v v
utilities) utilities.
Addand modity | i e et
content items and . v v v v v
. folders and assign content to
assign to structure
structure pages.
Aoprove and publish Allows users to publish content
PP P when not using the advanced v v v
content
workflow module.
Administrate Content | Allows the user to add, edit, v v v
Pool Folders delete and move folders.
Administrate Site Allows the user to administer the v v v
Structure site structure.
View Public Site Public View Permission. v v v v v
Defines user as being a member
Mailing List Access of a Mailing List, contrary to
regular admin and public users.
Allows the user to see Workflow
Advanced Workdlow | ities. Only valid for use with v v
Advanced workflow module.
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1.5.1 Different Views for Different Administration Users (Roles)

When logging into the Verdi™ administration area, different roles will be given different interface options.

There are three main methods for controlling access to the interface options:

1. Index Page: Selected menu items may not appear within the Index page menu.

2. Left Hand Navigation: Selected menu items may not appear within the left hand navigation menu.

3. Disabled / greyed out menu items: Menu items within the left hand navigation area are disabled

(greyed out) when an administration user does not have access to modify them.

Interface Defaults for Administration Roles

INTERFACE PERMISSIONS

Role

Index Page

Left Hand Navigation

Disabled items

System Administrator

Full Permissions

Full Permissions

Full Permissions

Site Administrator

Full Permissions except
no permissions to view
Advanced Public
Settings and menu
options

Full Permissions except
no permissions to view
Advanced Public
Settings and menu
options

N/A

Content Publisher

Permissions to view
Content Administration
and Features menu.

Permissions to view
Content Administration,
Site Structure and
Features menu. Site
Structure and content
pool items disabled in left
hand menu.

Site Structure and
content pool items
disabled. Can only edit
the content pool items
the user has permissions
to.

Structure Administrator

No Permissions

Site Structure menu
viewable. Can only view
the site structure pages
the user has permissions
to.

Can only edit the site
structure pages the user
has permissions to.

Content Administrator

Permissions to view
Content Administration
and Features menu.

Permissions to view
Content Administration,
Site Structure and
Features menu. Site
Structure and content
pool items disabled in left
hand menu.

Site Structure and
content pool items
disabled. Can only edit
the content pool items
the user has permissions
to.

Advanced Workflow User

N/A

N/A

N/A
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1.5.2 Content publishing Workflows & Approval Processes

Using administration user roles and activities, Verdi™ provides workflow and approval processes for
publishing content live to the public site.

Verdi provides a default Workflow based on two roles; Content Administrators and Content Publishers. This
section describes the general principles of a workflow, and default Workflow in particular. An additional
Advanced Workflow Module is also available for Verdi which allows the publishing of content to be
managed under a workflow process rather than a simple one step process, please see (Content Approvals
and Workflows) for more details.

Content Administrator roles can only add and modify content pool items, they require a user who has the
permission to publish content to approve the content and publish it live to the site. Default users who have
activity permissions to publish content are Content Publishers, Site Administrators and System
Administrators.

Approving Individual Content Items

Approves | Content made
LIVE to site
Requests Approval
Creates ) Content >
ltem via auto email form
| Content
Denies not approved
CONTENT CONTENT
ADMINISTRATORY PUBLISHER

WRITER

Approving via Workflow Groups.

Workflow Groups are used to speed up the workflow approval process when requesting approval for multiple
pieces of content. All content within the workflow group will be considered as one item for the workflow
process and can only be approved as a group.

CONTENT
ADMINISTRATORY CONTENT
WRITER PUBLISHER

Creates Assigns to Workflow Requests Approval
— ) Content |[——

ltem
x ;

Group via auto email form

’
’

Repeat for multiple content items

Approves Denies
h 4 ¥
All Content Content
within not approved
group made
LIVE to site
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1.6 Content Scheduling & Archiving

1.6.1 Scheduling the Live Date for Pages, Features & Content Items

Verdi™ allows you to schedule pre-set dates and times for content to be made live to the site. This
functionality helps you create your content without making it ‘live’ to the public site immediately.

Within each pages or features administration, the live date and time can be selected:

Live Date: * |27/11/2007 05:03PM [ Calendar

This feature is especially useful for releasing news items or events.

1.6.2 Archiving Pages, Features & Content Items

Verdi™ allows you to schedule pre-set dates for when the content should be archived. Archiving the content
removes it from being viewed on the public site, highlighting the content as being no longer in use. This
content is not deleted, and is still available to republish to the site.

Within each pages or features administration, the archive date can be selected. If required you can select to
Never Archive an item.

Archive Date: I [ Calendar

Never Archive v

1.6.3 Scheduling the Refresh Date for Pages Features & Content Items

Verdi™ allows you to schedule pre-set dates for when the content should be refreshed. By entering a refresh
date, an email notification will be sent to remind administrators when content should be checked.

Within each pages or features administration, the refresh date can be selected.

Refresh Date * [27;11;2003 05:03PM ] Calendar
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1.7 System Requirements

Verdi™ supports the following web browsers on a PC platform running Win 95, 98, ME, XP, Vista***:

Administration Public Site Rich Editor
Internet Explorer 9.xx v v v
Internet Explorer 8.xx v v v
Internet Explorer 7.xx v v v
Internet Explorer 6.xx v v v
Internet Explorer 5.xx X v X
Internet Explorer 4.xx X v X
Netscape 6.xx X v X
Netscape 4.xx X v X
Firefox 1.5 v v v
Firefox 2 v v v
Firefox 3 v v v
Firefox 3.5 v v v
Firefox 14 v v v
Safari 2 v v v

1.8 New Features in Version 4.0

It is very much IBC’s method to work with our clients in partnership and to provide incremental improvements
based upon user feedback. As the developers of Verdi™, IBC is able to control product development. The
development of future enhancements is highly influenced on the needs of our customers based upon their
feedback. Following is an overview of the new features added to version 4.0:

Improved Events Calendar Module

Improved News Module

Compatibility with new browsers (see Table above)
Improved Employment Module

New Tender Module

New Directory Module

New Franchise Module

New Template Builder

Better integration with Google Maps

Supports more Video Formats including Windows Media, Quicktime Flash Video and Youtube
Embedding.

= Supports Quicktime playback for the IPad

= Improved SEO URL masking

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 23

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




2 Site Structure Administration

The Site Structure Administration controls the pages (tiers) within Verdi™. Pages can be created with a

homepage (Tier 0) with up to three levels of associated sub-pages (Tiers 1-3).

2.1 Adding a Homepage

Verdi™ can have multiple homepages with associated tiers and sub-tiers. Each homepage can have a
different set of associated tiers and sub-tiers with each area having their own graphical look and feel, giving
the appearance of a separate site. This flexible tier model allows Verdi™ to effectively run an unlimited

number of mini-sites all linked within the same main website.

1. Click on the Site Structure option on the left navigation

b ]

O Site Structure
e @ Refresh

@ Add Homepage
% Add Page to all Homepages

[+ @ Verdi CMS

O Style Sheet Administration

[E] Note: The Site Structure menu should open below the menu link

2. Click on the Add Homepage link

CE[] Note: The Add a Homepage form, “General Information” should load
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General Information

Title =

Title Abbreviation

Admin Reference
Title

HTML Title

Default Public URL: f~f

Public URL |

Display Posiion = [ 1[+]

Description =

Search Engine
keywords

Keyword Dictionary

Search Engine
Description

Default Contact Emaill

Display: IDDn'tdisplay on site IZ'

Complete the form fields as follows: (asterisk * fields are mandatory)

3.

No gk

11.

Enter a new Title of your choice. This title is displayed in the title bar of the browser and is displayed
by some modules, such as Site Search.
Enter a new Title Abbreviation of your choice. This abbreviation is displayed in the site navigation.

Add an Admin Reference Title which is displayed in the admin only.
Add an HTML Title to override the title displayed in the title bar of the browser
Add a Public URL. This overrides the URL and allows users to create “Friendly URL’s” for better

Note: HTML Title and Public URL are important for SEO. Leaving these fields blank will revert to
the default options.

The Display Position will default to the order in which the page was created, however it can be
overridden to change the order in which the pages are displayed.

Enter a Description of the page. This description is used by search engines
Enter some Search Engine Keywords. These keywords are common words or phases entered by
users into search engines such as Google and who are searching for information or a website. A

comma should separate each word. Alternatively, select keywords by clicking on the Keyword

Dictionary option.
Enter a Search Engine Description (approx 25 words) for the homepage. This text will appear as
part of the search results when users are searching for the site.

Note: Depending on your level of access within the Verdi™ Administration, you may need to
contact your Site Administrator, should you need keywords added to the dictionary. See section 4
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for further information.

12. Enter a Default Contact Email for the site

[{] Note: It is not required to enter a default email.

[E] Note: The Custom window should be below and will display specific fields for your site.

Custom Fields

No Custom Fields were found for this item.

13. The Custom Fields section allows you to adapt the style of that tier.

Scheduling Options

Live Date: * [05/02/2008 04:13Pm [ Calendar |
Archive Date: I 7 Calendar l

Never Archive v

Refresh Date * |051021200904:13PM [F Calendar |

14. Setthe Live Date, which determines when the homepage will be displayed on the site

15. Setthe Archive Date or check the Never Archive option (this is set by default), which determines
when the homepage will be removed from the site

16. Setthe Refresh Date, which determines when an email notification will be sent to the designated
page contact, to alert the user that the tier needs updating.

E{] Note: If you do not want the page to be viewable until a date in the future then change the Live
Date setting to the desired date.

Display Options

Show in Navigation Yes - Linkin the Navigation Area v

Enabled ‘ Yes - Display on Site w

17. Select “Yes — Link in the Navigation Area” to Show in Navigation
18. Ensure that the Enabled option is set to “Yes — Display on Site’
19. Click on the Save button to finish.
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2.1.1 Template Settings Tab

1. Click on the Template Settings tab at the top of the page.
Links ] Redirection

Contacts ]
Advanced ]

Subpages ] Permissions ] Status

General k Template Setti nD 1

2. Select 2. Subpage from the Choose Template option.

Template Settings

i@ Choose Template:

I 2. Subpage :

3. Edit the individual Places to assign the desired Module to that Place by clicking on the edit link.

Places

Select a place to configure

Place

Basic Site Search
Breadcrumb Mavigation
Content Section A
Content Section B
Content Section C
Content Section D
Content Section E
Content Section F
Content Section G
Content Section H
Content Section |
Content Section J
Content Tools

Extra Information Area
Footer Mavigation
Main Mavigation
Page Title

Section Navigation
Utility Mavigation

Assigned Module

Basic Search

Breadcrumb Mavigation
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Content Tools

Inline Content by Section 1D
Footer Mavigation

Main Mavigation

Page Title

Section Mavigation

Utility Mavigation

Default Options
Basic Search edit
Breadcrumb Mavigation edit
Inline Content by Section ID  edit
inline Content by Section ID  edit
Inline Content by Section /1D edit
Inline Content by Section ID  edit
inline Content by Section iD  edit
Inline Content by Section ID  edit
inline Content by Section iD  edit
Inline Content by Section /1D edit
inline Content by Section IiD  edit
inline Content by Section iD  edit
Content Tools edit
inline Content by Section iD  edit
Footer Navigation edit
Main MNavigation edit
Fage Title edit
Section Navigation edit
Utility Mavigation edit

4. Scroll down and click the Save button to save the settings.

Note: The page can be saved by clicking the Save button or the = button at the top of the

page.
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2.1.2 Advanced Tab

Click on the Advanced tab at the top of the page. This tab contains several options for the homepage,
these include Move Page, Custom Page HTML Options, Custom Stylesheets, and Interaction Options.

Contacts |inks ] Redirection

General ] Template Settings G Advanced) Subpages ] Permizsions ] Status

Move Page

Move Page
Select a new parent page for this page, Please note you cannot exceed 4 levels of pages.

This page currently is a Level 0 Page. The height of this tree element is 4

BelectNew Parent  omepages: |Am5 |E|
Tier 1 | - Please Select a Page - | = |
Tier 2 | -Select Parent First- |~
Tier 3 | - Select Parent First- ||

Administer this Page

Display Position |

1. Using the Move Page drop down menu, select the parent page to move this page to and click the
save button.

Custom Page HTML Options

Custom Page HTML Options

Custom Himi Title |
Mask

Inherit Custom Head ||
Code From Parent.
Custom Head Code
(Appears within the
=head==/head= tags)

Inherit Custom Footer [
Code From Parent.
Custom Footer Code
(Appears just before
=/body= tag)
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1. Using the Custom Page HTML Options, create a Custom HTML Title Mask to override the default
page title.

2. Insert any Custom Head Code to insert HTML code within the <head></head> tags of the page or
choose to Inherit the Custom Head Code from the parent by clicking in the tick box.

3. Insert any Custom Footer Code to insert HTML code before the </body> tag of the page or choose
to Inherit the Custom Footer Code from the parent by clicking in the tick box.

4. Click save.

Stylesheets

1. Using the Style Option drop down menu, select an appropriate stylesheet for the homepage. The
chosen stylesheet will determine the type of layout (look and feel) of the page.

(¥) Note: If unsure of which style to choose leave the default option selected.

&% Tip: You may also select Custom from the drop-down to use a custom stylesheet with the page.

Selecting a Custom Stylesheet

1. From the Style Option drop-down select Custom and click on the Save button.

Stylesheets

Style Option [ Custom =]
Ensure you click *Save” below afler updating this option.

sae |

2. Select the desired stylesheet from the Existing CSS drop-down and click Add to this Tier Element
button to add the stylesheet.

Stylesheets

Ste Opfion | Custom 4|
Ensurevau click "Save" below aflar updating this oplion.

Custom Styles

Exigting CSS | Print Shde - Marmal %) Add 1o thic Tier Elemeant D

Shvle Sheel Administration

3. The selected stylesheet will be added to the current tier element.
Removing a Custom Stylesheet

1. Toremove a custom stylesheet, select the tier element that has a custom stylesheet set for it.
2. Click on the Advanced Tab

Contacts I Links I Pop-Up Settings | Redirection

General I Template Settings I | Permissions Status

3. Inthe Custom Styles section select the stylesheet that you would like to remove by checking the
box.
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Custom Styles

Cumently Assigned | For print Load Order Remove
Stlesheets | Print Style - Mormal 5
Remove All Chacked
Existing CS5 [FrintStie - Mormal =] Add to this Tier Element |

Stvle Sheel Administration

4. Click Remove All Checked to remove the selected stylesheet.
5. Setthe (a) Style Option to Use default style sheet and click (b) Save to finish.

Stylesheeats
Stde Option (&) € | Inherit Styla (defauly v | )
Ensurd Vo0 theR Save” below after updating this oplion.
Custom Stylas
Existing C55 [Print Style - Mormal =] Add tothis Tier Element |

Style Sheat Administration

ClE)

Note: You are able to set custom stylesheets to more than one homepage as well as adding
them to individual pages.
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Interaction Options

Interaction Options

Site Map Display Display in sitermnap v

Searchahility Include in site search v
Access Restriction Unrestricted'access v |

Secure Connection Allow Normal Connection  w

External URL

1. Site Map Display — If you do not want the homepage/page to show in the sitemap then set this
option to “Don’t display in sitemap”. This option is set as default.

2. Searchability — This option is used to include/exclude the homepage/page from the search
feature on the site. The default option is set to ‘Exclude from site search’so that anyone may

view the page.

3. Access Restriction — If logon access is required to gain entry to the page then this option
should be set to “Require logon for access”. The default option is set to ‘Unrestricted access’so

that anyone may view the page.

4. Secure Connection — This option will ascertain whether a secure connection is required to

access the page.

5. External URL - Insert a website address here to link to an external site. (Note: Make sure the

full address is entered eg. http://www.ibc.com.au)
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http://www.ibc.com.au/

2.2 Adding a Page/Tier

1. Click on the Site Structure option on the left navigation

O Site Structure

-7 Add Page to all Homepages
ﬁ& Homepage

O style Sheet Adrministration

O Templates Administration

B Content

B Features

B Advanced
B Users

CE[] Note: The Site Structure menu should open below the menu link

2.  Click ‘+’ next to the homepage that you want to add the new sub tier to. Click on the Add Page to
this Tier option

O Site Structure

o @ Refresh

----- @ Add Homepage

----- #1 add Page to all Homepages
EI@ Homepage

|E Content

- &dd Page to this Tier

[E] Note: The Add a Page form, “General Information” will load
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Complete the form fields as follows: (asterisk

1.

akrwnN

General Information

Title *

Title Abbreviation

Title
HTML Title

|
|
Admin Reference |
|

Default Public URL: /~f

Public URL |

Display Position * ITE

Description *

Search Engine
Keywaords

Keyword Dictionary

Search Engine
Description

Default Contact Emaill

Display: I Don't display on site |E|

T3

fields are mandatory)

Enter a new Title of your choice. This title is displayed in the title bar of the browser and is displayed
by some modules, such as Site Search.

Enter a new Title Abbreviation of your choice. This abbreviation is displayed in the site navigation.
Add an Admin Reference Title which is displayed in the admin only.

Add an HTML Title to override the title displayed in the title bar of the browser

Add a Public URL. This overrides the URL and allows users to create “Friendly URL’s” for better
SEO.

E{] Note: HTML Title and Public URL are important for SEO. Leaving these fields blank will revert to
the default options.

The Display Position will default to the order in which the page was created, however it can be
overridden to change the order in which the pages are displayed.

Enter a Description of the page. This description is used by search engines

Enter some Search Engine Keywords. These keywords are common words or phases entered by
users into search engines such as Google and who are searching for information or a website. A
comma should separate each word. Alternatively, select keywords by clicking on the Keyword
Dictionary option.
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E{] Note: Depending on your level of access within the Verdi™ Administration, you may need to
contact your Site Administrator, should you need keywords added to the dictionary. See section 4
| for further information.

9. Enter a Default Contact Email for the site

| (¥) Note: Itis not required to enter a default email.

C@ Note: The Custom window should be below and will display specific fields for your site

Custom Fields

No Custom Fields were found for this item.

10. The Custom Fields section allows you to adapt the style of that tier

Scheduling Options

Live Date: * [05/0212008 04:13PM [ Calendar |
Archive Date: I [ Calendar

Never Archive v

Refresh Date * ]DSID2I200904:13PM [ Calendar I

11. Set the Live Date, which determines when the homepage will be displayed on the site

12. Set the Archive Date or check the Never Archive option (this is set by default), which determines
when the homepage will be removed from the site

13. Set the Refresh Date, which determines when an email notification will be sent to the designated
page contact, to alert the user that the tier needs updating.

E{] Note: If you do not want the page to be viewable until a date in the future then change the Live
Date setting to the desired date.

Display Options

Show in Navigation | Yes- Linkin the Navigation Area v

Enabled Yes - Display on Site v

14. Select “Yes — Link in the Navigation Area” to Show in Navigation
15. Ensure that the Enabled option is set to ‘Yes — Display on Site’
16. Click on the Save button to finish.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 34

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




2.2.1 Template Settings Tab

Contacts I Links | Pop-Up Settings | Redirection

General | Template Settings l Advanced | Permissions Status

The template settings for individual pages can be set up similarly to that of homepages (see section 2.1.1
for the steps involved in setting up your template).

2.2.2 Advanced Tab

Contacts I Links I Pop-Up Settings l Redirection
General | Template Settings I | Permissions | Status
Move page

Pages can be moved to a different parent tier/page using this module. (See section 2.1.2 for moving
pages).

Custom Page HTML Options
The Custom Page HTML Options allow users to enter additional code into sections of the page for
search engine optimisation. These fields require some knowledge of HTML however IBC can provide
guidelines. (See section 2.1.2 for more information on Custom Page HTML Options).

Stylesheets

Custom stylesheets can be set similarly to homepages for use with pages within in the site (see sections
2.1.2 for adding and removing custom stylesheets).

Homepages

See section 2.9 Assigning a Page/Tier to a Homepage.
Interaction Options

See section 2.1.2 for information regarding the Interaction Options available.
2.3 Adding a Utility Page

Utility pages are pages that may not fit within the general site structure (e.g. contact us, search, news, etc).
Subsequently they need to be hidden from the navigation.

1. Click on the Site Structure option on the left navigation

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 35

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




O Site Structure

------ @ Refresh

= @ fadd Homepage

----- &1 add Page to all Homepages
@ Homepage

O style Sheet Administration

O Termplates Administration

B Content

B Features

W Advanced
B Users

[E] Note: The Site Structure menu should open below the menu link (see below)

2. Click ‘+" next to the homepage that you want to add the new sub tier to. Click on the Add Page to

this Tier option

O Site Structure

e @ Fefresh

..... £ ndd Homepage

..... £ Add Page to all Homepages
[—]@ Homepage

@ Content

-] _Add Page to this Tier

C@ Note: The Add a Page form, “General Information” will load (see over)
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General Information

Title *

Title Abbreviation

Admin Reference
Title

HTML Title

Default Public URL: /~/

Public URL |

Display Position * ITE

Description *

Search Engine
Keywords

Keyword Dictionary

Search Engine
Description

Default Contact Emaill

Display: I Don't display on site IE'

Complete the form fields as follows: (asterisk "*' fields are mandatory)

3.

No ok

11.

Enter a new Title of your choice. This title is displayed in the title bar of the browser and is displayed
by some modules, such as Site Search.

Enter a new Title Abbreviation of your choice. This abbreviation is displayed in the site navigation.
Add an Admin Reference Title which is displayed in the admin only.

Add an HTML Title to override the title displayed in the title bar of the browser

Add a Public URL. This overrides the URL and allows users to create "Friendly URL's" for better
SEO.

Note: HTML Title and Public URL are important for SEO. Leaving these fields blank will revert to

the default options.

The Display Position will default to the order in which the page was created, however it can be
overridden to change the order in which the pages are displayed.
Enter a Description of the page. This description is used by search engines

. Enter some Search Engine Keywords. These keywords are common words or phases entered by

users into search engines such as Google and who are searching for information or a website. A
comma should separate each word. Alternatively, select keywords by clicking on the Keyword
Dictionary option.

Enter a Search Engine Description (approx 25 words) for the homepage. This text will appear as
part of the search results when users are searching for the site.
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CE[] Note: Depending on your level of access within the Verdi™ Administration, you may need to

contact your Site Administrator, should you need keywords added to the dictionary. See section 4
for further information.

12. Enter a Default Contact Email for the site

| (¥) Note: Itis not required to enter a default email.

CE[] Note: The Custom window should be below and will display specific fields for your site

Custom Fields

No Custom Fields were found for this item.

13. The Custom Fields section allows you to adapt the style of that tier.

Scheduling Options

Live Date: * [05/02/2008 04:13Pm [ Calendar |
Archive Date: I 7 Calendar !

Never Archive v

Refresh Date * Iosxomoogm;n pM [ Calendar |

14. Setthe Live Date, which determines when the homepage will be displayed on the site

15. Setthe Archive Date or check the Never Archive option (this is set by default), which determines
when the homepage will be removed from the site

16. Setthe Refresh Date, which determines when an email notification will be sent to the designated
page contact, to alert the user that the tier needs updating.

E{] Note: If you do not want the page to be viewable until a date in the future then change the Live

Date setting to the desired date.

Display Options

Show in Navigation | Yes- Linkin the Navigation Area v

Enabled Yes - Display on Site v

17. Ensure that the Show in Navigation option is set to “No — Hide in Navigation”

Display Options

Shioy in Mavigatio

Enakbled

=

|N|;| - Hide in Mavigation

Yes - Displayon Site *

C@ Note: To indicate that the page is hidden from the navigation the page/tier icon will appear

orange in the site structure.
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O Site Structure

@ Refresh
{ @ Add Homepage
4] Add Page to all Homepages
9@ Homepage

@ [E Content
: | Add Page to this Tier
ontact Details

ame

O Style Sheet Administration

O Templates Administration

— Blue icon in tree structure denotes the page is ‘Shown in Navigation.’

Je— Orange icon in tree structure denotes the page is ‘Hidden in Navigation.’

(¥) Note: To navigate to this page on the public site you will need to either create a Site Shortcut
(see section Site Shortcuts) linking to the page or create a link within some the content.

18. Ensure that the Enabled option is set to “Yes — Display on Site’
19. Click on the Save button to finish.
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2.4 Adding a Page to all Homepages
Pages/Tiers may be added to more than one homepage. These pages are commonly pages that may not be

part of the general site navigation and are accessed through adding a site shortcut.

1. Click on the Site Structure option on the left navigation

[0 Site Structure

------ @' Refresh

3 add Hormepage

----- ¥ 4Add Page to all Homepages
@ Hormepage

O style Sheet Administration

O Templates administration

B Content

[l Features

B Advanced
W Users

[;E] Note: The Site Structure menu should open below the menu link (see below)

2. Click on the Add Page to all Homepages option

O Site Structure

------ @ #dd Homepage

~-# Add Page to all Homepages

[;E] Note: The Add a Page/Tier form will load. Follow instructions in section 2.2 for setting up the
pageltier.
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2.5 Administering the Pop-up Window Settings of a Page

What is a Pop-Window?
A pop up window is a small window that opens in a new browser screen above the screen you are currently

using.

Verdi™ allows you to display certain pages within your site within a pop up window. The following steps
describe what can be administered within this.
1. Click on the Pop-Up Settings tab

General I Template Settings l Advanced I Permissions Status

Contacts | Links I Pop-Up Settings | Redirection

2. Select Pop-Up Window from the Tier Element Type drop-down menu and click the Save button

| Tier Element Type | Pop-Up Window i'

E{] Note: The Pop-up settings form will load so that you can administer the settings (see over).

Pop-up Settings

Dimensions Width 0

Height 0

Resizahle VYes - Allow Size Contrrolr v
Position Top 0

Left 0

Menu Bar Show v
Toolbar Show +
Location Bar Show v
Status Bar Show v
Scrollbars Show
Directories Show +

3. Complete the settings as follows:
a. Enter a Width for the window in pixels. (A common size is 500 pixels.)

b. Enter a Height for the window in pixels. (A common size is 500 pixels.)

c. To allow users to resize the window once it is opened, set Resizable to ‘Yes — Allow Size
Control’.

d. Enter a Top position for the window to display. This figure determines how many pixels down

from the top of the screen to display the window.
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> e =

Enter a Left position for the window to display. This figure determines how many pixels from the
left of the screen to display the window

If you would like to display a menu bar on the window, set Menu Bar to ‘Show’.

If you would like to display a toolbar on the window, set Toolbar to ‘Show’.

If you would like to display a location bar on the window, set Location Bar to ‘Show’.

To display a status bar on the window, set Status Bar to ‘Show’.

To display scrollbars on the window, set Scrollbars to ‘Show’.

To display the browser Links toolbar, set Directories to ‘Show

4. Click on the Save button to finish

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 42
Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




2.6 Administering the Page/Tier Template

The tier template controls what is displayed and where on the page. Depending upon which template was

selected for the page, determines which modules are available to select for each section of the page.

To administer the template settings select the homepage/page that you want to administer.

1. Click on the Template Settings tab.

Contacts
| |

Links
Advanced

] Redirection

Subpages ]

Permissions

Status

2.  Select the desired template from the Choose Template option.

Template Settings

@ Choose Template:

IE.Subpage :

Places

Select a place to configure

Place

Basic Site Search
Breadcrumb Mavigation
Content Section A
Content Section B
Content Section C
Content Section D
Content Section E
Content Section F
Content Section G
Content Section H
Content Section |
Content Section J
Content Tools

Extra Information Area
Footer Mavigation
Main Mavigation
Page Title

Section Mavigation

Utility Navigation

Assigned Module

Basic Search

Breadcrumb Mavigation
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Content Tools

Inline Content by Section 1D
Footer Mavigation

Main Mavigation

Page Title

Section Mavigation

Utility Mavigation

Default

Basic Search

Breadcrumb Navigation
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Inline Content by Section 1D
Content Tools

Inline Content by Section 1D
Footer Mavigation

Main Mavigation

Fage Title

Section Navigation

Litility Mavigation

Options
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit

3.  Follow the edit link on the Place that you want to edit
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Setting for Basic Site Search

Maodule : |E.asic5;gamh [

Mo Customn Fields were found for this itemn.

| Save Module Sattings |

4. Choose the desired module from the drop-down list and click Save Module Settings

I;E] Note: Only one module can be selected for each section of the page. The Default settings will
load at first.

5.  Click the Save button to finish
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2.7 Editing a Homepage or Page/Tier

1.

2.

3.

O Site Structurs

@ add Homepage
& add Page to sll Homepages
ﬁ Homepage

O style Sheet Errahon

O Templates Administration

B Content
B Features
B Advanced
B Users

Click on the required homepage or page/tier on the left navigation

Note: If your pageltier is not displaying, click on the +’ next to the homepage on the navigation
bar and the pages/tiers will display.

Make any required changes

Click on the Save button to finish
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2.8 Deleting a Homepage or Page/Tier

1. Click on the required homepage or page/tier on the left navigation

O Site Structurs

0O Style Sheet

O Ternplates Administration

B Content
B Feastures
B Advanced
B Users

@ Add Homepage
& add Page to &ll Homepages
ﬁ Homepage

T alioim

2.  Scroll down and click on the Delete button.

Save

€

3. Click on the OK - Delete button to finish or click Cancel to stop the deletion.

Are you sure you want to delete the Structure ltem: Getting Started ?

[ QK- Delete ] [Cancel ]
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2.9 Assigning a Page/Tier to a Homepage

A tier can be assigned to a particular homepage. Verdi™ can have many homepages, which act as mini-
sites all within the main site. Assigning a tier to a particular homepage restricts the tier from appearing in the
navigation for other areas of the site, other than when the assigned homepage is displayed.

1.  Select the required tier and click on the Advanced tab.

Contacts | Links I Pop-Up Settings | Redirection

General | Template Settings I | Permissions Status

2. Under the Homepages section use the Assigned Homepages checkboxes to choose which
homepages the page will be assigned to.

Homepages
Tier 1 elements may be assigned to display under All or a selection of Homepages.

Yihere none are selected, the Tier s assumed to be assigned to Al Homepages.

Assigned Al Homepages [
HOMAPAYES  cvescccsccaccmsass

[ Training Homapage

s

[{] Note: If you want the page to be assigned to all homepages then select the All Homepages
checkbox.

3. Click on the Save button to finish.
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2.10 Deleting an Assighed Homepage
1. Edit the required tier and click on the Advanced tab.
Contacts | Links | Pap-Up Settings | Redirection

General | Template Settings I | Permissions Status

2. Scroll to the Homepages section and uncheck the homepage(s) that you no longer want the page to
be assigned to.

E{] Note: The Homepage option will default will now revert to its default option and will be assigned
to all homepages.

3. Click on the Save button to finish.
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2.11 Setting Page/Tier Redirection

Tiers can be set to redirect to other internal pages or external websites whenever a user clicks the item
within the navigation.

1. Select the required tier and click on the Redirection tab on the top navigation bar.

Contacts I Links I Pop-Up Settings | < Redirection >

General | Template Settings l Advanced I Permissions Status

A number of redirection options are available. Only one redirection option can be chosen per tier.

2.11.1 Redirecting to First Sub-page

1. Click the First Sub-page option. This option will redirect the selected tier to the first available sub-
tier.

Redirection Options

Select an option from the four helow.

1. No Redirection " (default)

3. Goto Page " select Tier below:

Homepages: FPlease Select a Homepage -- v

Tier1: 1 MNo Sub-pages Available - v:
Tier 2: br-SeIectParentFirst- v
Tier 3: - Select Parent First-
4 Goto URL &
URL:

(¥] Note: This option will redirect the selected tier to the first available sub-tier.

2.  Click on the Save button to finish

2.11.2 Redirecting to a specific page

1. Click on the Go to Page option.
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Redirection Options

Select an option fram the four below.

1. No Redirection T (defaulf)

2. First Sub-page o

" select Tier beiow:

Tier 2: - Select Parent First-

Tier 3:

- Select Parent First - ™

4. Goto URL -

Homepages: Flease Select a Homepage -- ||

Tier1: - No Sub-pages Available - v |

2.  Select the page that you want to redirect to from the drop-down menus.

(¥] Note: This option is used to redirect the selected tier to another area within your site.

3.  Click on the Save button to finish.
2.11.3 Redirecting to an External URL

4.  Click on the Go to URL option

Redirection Options

Select an option from the four below.

1. No Redirection O (defaulf)
2. First Sub-page «

3. Goto Page L select Tier below:
Homepages: FPlease Select a Homepage -

Tier1: - No Sub-pages Availahle - v

Tier 2: !'—Se|ec!ParentFirst— ¥

Tier 3: \ - SelectParentFirst-
“Goto URL ol

URL:

5. Enter a website address in the URL text box.

E{] Note: The URL must be in the following format: http://www.websiteaddress.com

6. Click on the Save button to finish
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2.12 Administering Homepage and Page Permissions

What are Permissions?
Permissions are settings that can be applied to pages and content to control who can view or edit the
content.

There are two types of permissions:
1. Public Permissions: Define the permissions for public users viewing content on the public site.
2. Administration Permissions: Define the permissions for administration users for managing
and editing content in the administration site.

Within this, there are 3 ways Verdi™ can identify permission sources:

1. IP Permissions: Recognise a particular computer or networks IP address. Each machine
connected to the Internet has an address known as an Internet Protocol address (IP address).
The IP address takes the form of four numbers separated by dots, for example: 123.45.67.890

2. User Permissions: Recognises a particular user who logs into a site. (Predefined within the
Users Administration area)

3. Group Permissions: Recognises a particular group of users who logs into a site. (Predefined
within the Users Administration area)

Permissions can be control allowing content to be accessed or denying content to be accessed.

2.12.1 Accessing the Permission Area

1.  Select the required tier and click on the Permissions tab on the top navigation bar.

Contacts | Links I Pop-Up Settings I Redirection

General I Template Settings | Advanced I | Status

The permissions screen will be displayed:

Public Permissions

These permissions define who can view this Page in the public site. The default is to allow all people access.
Edit the puhlic permissions.

Admin Permissions

These permissions define who can perform various administration tasks to this Page. The default itto deny access to all
users.
Edit the admin permissions.

A number of permissions options are available once editing either the Public or Admin permissions.

Existing Permissions

IP Address Permissions
No IP Address Permissions specified

User Permissions
No User Permissions specified

Group Permissions
|Group Type Remove
|ibe Allow O
: Training  Allow |
j [ Remove Al Checked |

J
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2.12.2 Setting IP Address Permissions

1. Click on the Edit the Public Permissions link

Public Permissions

These permissions define who can view this Page in the public site. The default is to allow all people access.
Edit the puhlic permissions.

[;E] Note: The Public Permissions page will load displaying options for administering public
permissions for the page

Public Permissions

permissions for specific users and groups.

Deny Public Access to this ltem

Add Permission -- Select Type -- v"
SRR
IP Address Permission

Restrict All This condition is most often used to initially deny public access bhefore subsequently adding "Allow”

Existing Permissi{User Permission
Group Permission
IP Address Permissions

No [P Address Penmissions specified

User Permissions
No User Permissions specified

Group Permissions
No Group Permissions specified

2.  Select ‘IP Address Permission’ from the Add Permission option, then click Add

(¥] Note: The IP Permissions form will load

IP Address Mask

AllowiDeny | Allow

[Save] [ Cancel ]

3. Enter an IP Address in the text box provided

(¥] Note: The IP Address must be in the following number format: Xxx.XX.XX.XX

4.  Select to Allow or Deny the IP Address using the drop-down menu
= Allow will allow this IP address to have public permissions to view this page.
= Deny will not allow this IP address to have public permissions to view this page.

5. Click on the Save button to finish
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2.12.3 Setting Public User Permissions

1. Click on the Edit the Public Permissions link

Public Permissions

These permissions define who can view this Page in the puhlic site. The default is to allow all people access.
Edit the puhlic permissions.

[;E] Note: The Public Permissions page will load displaying options for administering public
permissions for the page

Public Permissions

permissions for specific users and groups.

Deny Public Access to this Item

Add Permission -- Select Type --
i
IP Address Permission

[

Restrict All This condition is most often used to initially deny public access before subsequently adding "Allow”

Existing Permissi{User Permission
Group Permission
IP Address Permissions

No IR Address Permissions specified

User Permissions
No User Permissions specified

Group Permissions
No Group Permissions specified

2. Select ‘User Permission’ from the Add Permission option, then click Add

i (Y] Note: The User Permissions form will load

User Jkeith v’

AllowsiDeny | Allow v

| save | | Cancel |

3.  Select a User from the drop-down menu

(¥J Note: Users are administered through the User Administration section. Depending upon your
level of access, you may need to speak to your Site Administrator to have users added or
removed from the list.

4.  Select to Allow or Deny the user from using the drop-down menu
a. Allow will allow the user to have public permissions to view this page.
b. Deny will not allow the user to have public permissions to view this page.

3. Click on the Save button to finish.
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2.12.4 Setting Public Group Permissions

Click on the Edit the Public Permissions link

Public Permissions

Edit the puhlic permissions.

These permissions define who can view this Page in the public site. The default is to allow all people access.

permissions for the page

[;E] Note: The Public Permissions page will load displaying options for administering public

Public Permissions

permissions for specific users and groups.

Deny Public Access to this ltem

Add Permission -- Select Type --
T
IP Address Permission

Restrict All This condition is most often used to initially deny public access before subsequently adding "Allow”

Existing Permissi{User Permission
Group Permission
IP Address Permissions

No [P Address Penmissions specified

User Permissions
No User Permissions specified

Group Permissions
No Group Permissions specified

1. Select ‘Group Permission’ from the Add Permission option, then click Add

[E] Note: The Group Permissions form will load

Group | Site Administrators v

AllowsiDeny 'VAllow v

| save | | cancel |

2. Select a Group from the drop-down menu

removed from the list.

(¥] Note: Groups are administered through the Users Administration section. Depending upon your
level of access, you may need to speak to your Site Administrator to have groups added or

3. Selectto Allow or Deny the user from using the drop-down menu
4.  Click on the Save button to finish.
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2.13 Editing and Deleting Individual Permissions

1. Edit the required tier and click on the Permissions tab on the top navigation bar.
Contacts | ks | Pop-Up Settings | Redirection
General I Template Settings | Advanced | | Status
| (3] Note: The Permissions form will load
2. Select which permissions you wish to remove or edit
Options available:
»=  Public Permissions
=  Admin Permissions
2.13.1 Editing and Deleting Public Permissions
1. Click on the Edit the public permissions link
Public Permissions
These permissions define who can view this Page in the public site. The default is to allow all people access.
Edit the puhlic permissions.
[;E] Note: The Public Permissions form will load.
2. Edit Permission
Existing Permissions
I_P_A(Idress Permissions
(IP Address Type Remove
TEEE DenY D
[ Remove All Checked ]
User Permissions
No User Permissions specified
Group Permissions
Group Type Remove
ibhc Allow ]
Training  Allow ]
| Remove Al Checked |
a. Click on the Permission link for the permission you wish to edit. (The hyperlinks)
b. The permission details will load.
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Group Site Administrators v

AllowiDeny "W

| Save | | Cancel |

c. Make any required changes.
d. Click the Save button to finish.

Alternatively, you can remove the permission(s).

3. Delete Permission

Group Permissions

Group Type Rem

ihc Allow [l
Training  Allow []/D
l 5 Remove All Checked 2 |

a. Select the permission(s) you wish to remove by checking the Remove checkbox.
b. Click Remove All Checked to remove permissions as required.

2.13.2 Editing and Deleting Admin Permissions

1. Click on the Edit the admin permissions link

Admin Permissions

These permissions define who can perform various administration tasks to this Page. The default it to deny access to all
users.

Edit the admin permissions.

CE[] Note: The Admin Permissions form will load.

Admin Permissions

Add Permission Select Type -- E

Existing Permissions

User Permissions

User Type Name Allow'Deny Remove
There are no user permissions on this Page

Group Permissions

User Type Name Allow'Deny Remove
There are ho group permissions on this Page
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2.

Edit Permission

a. Click on the Permission link for the permission you wish to edit. (Select a Hyperlink)
b. The permission details will load.

Group

Allow/Deny

|Site Administrators v |

Allow

v

| save | | cancel |

c. Make any required changes.
d. Click the Save button to finish.

Alternatively, you can remove the permission(s).

3. Delete Permission
Group Permissions
Group Tvpe Rem
ihc Allow ] )
Training  Allow [])
l S Remove All Checked 2 |
c. Select the permission(s) you wish to remove by checking the Remove checkbox.
d. Click Remove All Checked to finish
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2.14 Restricting All Users

1. Edit the required tier and click on the Permissions tab on the top navigation bar.

Contacts [ Links | Pop-Up Settings | Redirection

General I Template Settings I Advanced | < Permissions | Status

2. Click on the Edit the Public Permissions link

Public Permissions

These permissions define who can view this Page in the public site. The defaultis to allow all people access.
Edit the public permissions.

[;E] Note: The Public Permissions form will load

Public Permissions

Restrict All This condition is most often used to initially deny public
access hefore subsequently adding "Allow"
permissions for specific users and groups.

Deny Public Access to this item

Add Permission | User Permission =] Mdl

Existing Permissions.

IP Address Permissions
No IR Address Permissions specified

User Permissions
No User Permissions specified

Group Permissions
No Group Permissions specified

3. Click on the Deny Public Access to this Item link

Microsoft Internet Explorer

.\‘.\)/ Are you sure you want to deny public access to this Item?

L ok || cance |

4.  Click on the OK button to confirm or click on the Cancel button to stop the restriction
5. If OK is selected, the permissions page will show that all IP Addresses are blocked from access to
the page (see below).

Existing Permissions

IP Address Permissions

ilP Address Type Remove
PEET Deny |
[ Remove AllChecked |
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2.15 Setting Homepage and Tier Contacts

What are Contacts?

Contacts can be added to a particular page or content item to associate the content to a particular

administration group or user. If required IBC programmers can display the users name or details on the

public site. (For further information please contact John Smith) A primary and many secondary contacts can

be attached to a single page or content item.

No

Click on the required tier and select the Contacts tab on the top navigation bar.

| Links I Pop-Up Settings | Redirection

General I Template Settings | Advanced | Permissions Status

Select the group that you want to search for the contact in from the Group drop-down menu.

Add Contacts

Search

Group ‘;'AII_Groups

Keyword | Search |

Enter any keyword(s) to search for

CE[] Note: If no keywords are entered then all users from the selected group will be displayed in the
' search results.

Click the Search button.
From the results select the users that you want as contacts for the tier

Username First Name Last Name/Rdd)
bismnith Bamn Srrith r
jamesk  James Kerfard r
jasom Jazon Marris [
keith Keith Yioods r
kel Shane kely 1=
r

tarmra Tamra Hughes

Add A1l Checked |

Click on the Add All Checked button to add the selected users.
The users will be added to the Existing Contacts list for the tier.

Existing Contacts

Assigned User Primary Contact Remove
Leah Dent Make Primary [

Remaove All Checked

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 59

Date:

June 2013 © IBC Digital 2013 All Rights Reserved Version: 1

Updated By: Rowena Trott Commercial-in-Confidence E&EO




8. To select the Primary Contact simply click on the Make Primary link next the appropriate user.

Existing Contacts

Assigned User Primary Contact Removel
Leah Dent Primary N

Remove All Checked |

2.16 Editing Homepage and Tier Contacts

1. Edit the required tier and click on the Contacts tab on the top navigation bar.

| Links l Pop-Up Settings | Redirection

General | Template Settings | Advanced | Permissions Status

[E] Note: The Existing Contacts form will load

Existing Contacts

\Assigned User Primary Contact Remove
’ Leah Dent Make Primary [~

Remaove All Checked

2. Change or remove page contacts as required by clicking on the checkboxes provided.
3. Scroll to the bottom of the form and click on the Remove All Checked button to finish

Femaove All Checked 0

4. The Existing Contacts summary form will update and display your changes

2.17 Adding Homepage and Tier ‘See Also’ Links

1. Edit the required tier and click on the Links tab on the top navigation bar.

Contacts | Pop-Up Settings | Redirection

General | Template Settings | Advanced | Permissions Status

2. Select ‘See Also — Link within the site’ from the Add Link options and click the Add button.

Add Link "See Also” - Link within the site v [Add]
"See Also” - Linkwithin the site |
Related - Link outside the site

(¥] Note: The Add See Also Link form will load.
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Add Link “See Alsa” - Link within the site v [Add]

Add See Also Link

Description |
Display Order 71_ v

" See Contentitem = Content Pool
(] Advanced Training

(] Content Publishing & Writing Training
(] Custorn Modules

#-(] Default

(] Features Training

#-(] Overview & Welcome Content

(] Site Structure Training

[#-(] Training Resources & Docs

(] Users & Permission Training

" or See Page Homepages: | -- Please Select a Homepage -- |
Tier1: | - Select ParentFirst- v |
Tier 2; | - SelectParentFirst- v |
Tier 3: | - SelectParent First- v

Enter some text in the Description box for the link.

Use the Display Order drop-down menu to select the position in the list for the link.

Choose one of the following options:

a. Click on the See Content Item option to link to a Content Pool Item, rather than to a tier, or
b. Use the See Page drop-down menus to link to another tier

6. Click on the Save button to finish

arw

CE[] Note: The links tab will be updated with the link that you just added.

"See Also"” Links Remove

Test ]
| Remove All Checked |
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2.18 Editing Homepage and Tier “See Also” Links

Updated By: Rowena Trott

1. Select the required tier and click on the See Also Links tab on the top navigation bar.
Contacts I Pop-Up Settings l Redirection
General l Template Settings | Advanced Permissions Status
2. Click on the link that you want to edit.
777777 Also” Links Remove
r
} Remove All Checked
3. Make any required changes
Add Link "See Also” - Link within the site v [Add]
Add See Also Link
Description |
Display Order 1 : v
(" Gee Content ltem = Content Pool
(] Advanced Training
(] Content Publishing & Writing Training
("] Custorn Madules
(] Default
(] Features Training
-] Overview & Welcome Content
(] site Structure Training
(] Training Resources & Docs
(7] Users & Permission Training
" or See Page Homepages: Please Select a Homepage -- ¥
Tier1: | - Select ParentFirst- |
Tier 2: - Select Parent First - 7v
Tiera: | -SelectParentFirst- v|
4.  Click on the Save button to finish
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2.19 Deleting Homepage and Tier “See Also” Links

1. Edit the required tier and click on the Links tab on the top navigation bar.

Contacts | Pop-Up Settings | Redirection

General | Template Settings I Advanced | Permissions Status

[;E] Note: A new popup window will open allowing you to delete specific links

2. Select the links that you would like to remove. Click on the Remove All Checked button to confirm
the removal of the selected link(s).

“See Also"Links  Remove| "See Also” Links  Remove|
ContactUs ContactUs I
About Ahout r

Remove All Checked Remove All Checked

2.20 Adding Homepage and Tier ‘Related’ Links

1. Edit the required tier and click on the Links tab on the top navigation bar.

Contacts | Pop-Up Settings | Redirection

General l Template Settings | Advanced | Permissions Status

2. Select ‘Related — Link outside the site’ from the Add Link options and click the Add button.

‘ Add Link IRelaled - Link outside the site EI Mdl )

i (¥] Note: The Add Related Link form will load.

Add Link Related - Link outside the site v

Add Related Link

Description * ]

URL [

Display Order 1' v

3. Enter some text in the Description box for the link.
4, Enter an external website address in the URL text box

(¥] Note: The URL must be in the following format: http://www.websiteaddress.com

Use the Display Order drop-down menu to select the position in the list for the link
Click on the Save button to finish

ou

C@ Note: The links tab will be updated with the link that you just added.
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2.21 Editing Homepage and Tier ‘Related Links’

1. Edit the required tier and click on the Links tab on the top navigation bar.

Contacts |<tinks_ Pop-Up Settings | Redirection

General l Template Settings I Advanced | Permissions Status

2. Click on the related link that you want to edit

Remove All Checked |

[;E] Note: A new popup window will open allowing you to edit specific links

3. Make any required changes to the link

Add Related Link

Description * [IBC Websile

URL [ttt ity .U

Display Order 1 'l
Cancel

4.  Click on the Save button to finish

2.22 Deleting Single Homepage and Page ‘Related Links’

1. Edit the required tier and click on the Links tab on the top navigation bar.
Contacts |<tinks_ Pop-Up Settings | Redirection

General I Template Settings I Advanced | Permissions Status

2.  Select the links that you want to remove by ticking the remove checkbox.

:!‘ Related Links Rer
1. IBC Website W )

Remove All Checked

3. Click on the Remove All Checked button to confirm deletion

:# Related Links Remove
1. 1BC Website vV

’ S Remove All Checked Z|
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3 Creating and Managing Content

3.1 Creating a New Content Pool Item Using the Content Administration

Why use the Content Administration area to create a content pool item?

By creating content pool items within the Content area you can leave the location free until you know where
the content will be located. You can then manually add the locations of the content pool items. Whereas,
creating a new content pool item within the Site Structure area will automatically apply the location of the

content item.

1. Click on the Content option on the left navigation bar

- @ Refresh
: & Content Administration
@& search
=<y Content Pool
-] Add Folder
1] advanced Training
#-(] Content Publishing & Writi
] Custormn Modules
(] Default
-] Features Training

paie,

[F-

] Overview & Welcome Con
{_] Site Structure Training

-] Training Resources & Doc:

&

(-

-] Users & Permission Trainir
U, Graveyard

2. Click on the ‘+’ symbol next to the Default Content folder
3.  Click on the Add New Content link.

rEI Site Structure -

B Content

@' Refrash
& content Administration
Q. search
[=3 Content Poal
&1 Add Folder
[=-4=3 Default Content
€] Add Folder
%] Add Mew Content
J:I. Graveyard

CE[] Note: The General Information form should load in the right-hand side pane.
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4.  Click on WYSIWYG Content link to select the Content Category and click on the Set Category

button
General I
HE
General Information
Category ' All Categories availabla:
n:E M5 Word

S5 roF

=8 WYSIWYS contant

-
T8 Document Downloads

Set Category

I you change the catemory, you will nead to cick the "Set Category™
button befare changes will lake effect, The WY SWWG edifor waill only
displery for categoeies that aliow Infine Content.

Note: The WYSIWYG editor should load in the lower section of the page once you have
EE] set the content category.

See the WYSIWYG User Manual for further information.

Note: If you receive the following pop-up Security Warning (see below), click on the Yes
button to continue.

Security Warning [5( .

Do you want to install and run “"Perzitz Saftware JUplaad
Applet' zigned on 16/04/2002 9:44 Ak and distributed
b

Persits Software, Inc.

Publizher authenticity verified by Thawte Server Ca

Cautior: Persits Software, Inc. asserts that this content iz
zafe. You should only install/view this content if you brust
Persits Software, Inc. to make that assertion.

SIGMED 'WITH PERMISSIONS
Full Permizsions

2

IF] Always trust content from Persits Software, [nc.

’ es ] [ Mo l ’ tare Info
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If you change the category, you will need to click the "Set Category" button before changes will take effect. The
WY SIWYG editor will only display for categories that allowy Inline Content.

Title * |

Title Abbreviation * |

Description
Enahled * MNo - Will not display on site v/

Inline Content

Select a stylesheet - Select- v Preview style

5.  Enter a Title for your content pool item in the box provided — this should be something that relates to
the document or the content that you are going to add.

6. Enter the Title Abbrev to appear in the site navigation menu in the box provided. (May be the
same.)

7. Select “Yes — Can be displayed on site” from the Enabled drop down list

The WYSIWYG area is displayed

Scroll down to the Document Metadata section

©®

Document Meta Data

Author [

Owner |

Publisher [

Creation Date [
(Please enter a date in the format YYYYMMDD eg. 20040714 for the 14th of July, 2004)

Save

10. Enter the authors name in the Author text box.
11. Enter your full name in the Owner text boxes.
12. Enter the publishers name in the Publisher text box.

[E] Note: The details that you enter into the Author, Owner and Publishers can all be your name.
However, depending on your user privileges you may not be able to make the content live on
your site. This action will require a publisher.

13. Click on the Save button to finish.

You have now created a Content Pool Item. The next stage is to add content to the Content Pool Item
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3.2 Adding Content Using the WYSIWYG Editor

What does WYSIWYG stand for?

WYSIWYG stands for What You See Is What You Get. Verdi™ incorporates a WYSIWYG Rich Text Editor
which allows you write your content in an editor that is similar to using MS Word. The WYSIWYG editor
generates HTML markup, but displays the formatting of the content in the administration area while you

create it.

What is Inline Content?
Inline content is the name of the type of content that is written within the WYSIWYG Rich Text Editor. The

templates that have been set up by IBC will use the term “Inline Content.”

E{] Note: Your Site Administrator may have added a new content type for HTML content.

Select the content pool item that you wish to add WYSIWYG content to.

1. Ensure that the WYSIWYG category is selected (WYSIWYG Content should always be set as
default)

General Information

Category * All Categories available:
DE Base Category 1.0

[+ DE Base category 2.0
S Flos :
o

8 WYSIWYG Content
8 Employment

8,

:8 Images

8 Documents

Enter the content Title and Title Abbreviation.
Enter a description for the content item.
Select Yes or No Enable site

rpwn
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5. Scroll down to the WYSIWYG editor.

Inline Content

Selecta stylesheet |- Select- | Preview style

By selecting an option from the above menu and pressing ‘Preview style’you can preview what the content will look
like on a page or with a particular stylesheet. All pages (if any) that this content is assigned to, will appearin the
above dropdown grouped by homepage. All style sheets, as entered via the stylesheet admin, also appear grouped
under ‘Portallaster style sheets’.

3 T FHFE@R9-c-@ADR B-O-

% , A, 2

= Apply CSS Class v/ Paragraph Style ~ _f -

® @ @l A X

# ¢ & 8 Y zoom 3~ & 5 Words: 0Characters: 0

[JExpand Report Pane | select Doctype: | XHTML 1.0 Strict v/ validate XHTML

C@ Note: If you receive the following pop-up Security Warning (see below), click on the Yes button to continue.

Security Warning B( .

Do wou want ta ingtall and run "Persitz Software JUpload
Applet” zsigned on 16/04/2002 3:44 AM and distributed
by

Perzits Software, [nc
Publizher authenticity verified by Thawte Server Cé

Cauttion: Persits Software, Inc. asserts that this content is
zafe. You should only installAview thiz content if you trust
Persits Software, Inc. to make that assertion.

SIGMED WITH PERMISSIONS
Full Permissions

[ Always trust content from Persits Software, Inc.

[ s H Mo H More Info ]

6.  Enter your web page text, adding images and links as required (refer to the WYSIWYG Editor User
Guide for further reference)

7. When you have completed your copy, click the Update button.

Note: Your content will be saved to the current content pool item.
To add other files types please refer to section 3.3.

[;E] Note: At the top of the section, you will notice the system gives you the version number and the

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 69

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




status of the content pool item. If the status is Not Approved then the document will require
approving/publishing so that it can be viewed on the public site.

IMPORTANT NOTE: Your content will not be live yet. The content needs to be Approved

and have a location (page/ tier) to be published to.

8. To make the content live click on the Publish Content button.

Locations I Preview | Status I Version Control

General | Advanced I Files | Contacts | Permissions

|
& @ ﬁ : Version: 1 - Not Approved

9.  Once published the content pool item status will change to Live and the Publish Content button will
no longer appear.

Locations | Preview I Status | Yersion Control
General | Advanced | Files | Contacts | Permissions
(=] fi Version: 1 - Live - Approved

[E] Note: Depending on user privileges you may not be able to publish the document to the public

site. In order to do this a user must be a Content Publisher or Site Administrator.
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3.3 Adding Other File Types to a Content Pool Item

Content items, such as Word documents, PDF files or HTML documents, which have been created outside
of the verdi™ CMS, can be imported and added to a Content Pool Item.

(¥J Note: The Content Formats that users are allowed to upload must be created first within the Content
Formats Administration. See section 2 for further details

1. Click on the Files tab on the top navigation bar.

Locations I Preview I Status l Version Control

General | Advanced | @l Contacts | Permissions

2. From the Add new file of type box, select a content type and click on the Add File button.

(¥) Note: The content types within the drop-down menu are administered within the Content Formats
Administration section. See section 8 for further details

Content File List

File(s} Fonmat Multipart?  Size Options
| There are no content files for this content item.

Add new file oftype (| Inline Content =|  Add File

(¥J Note: If you receive the following pop-up Security Warning (see below), click on the Yes button
to continue.

Security Warning [5-(

Do wou want bo install and run "Persits Software JU pload
Applet” zsigned on 16042002 9:44 Ak and distributed
by

Persits Software, [nc.

Publisher authenticity verified by Thawte Server Ca

Caution: Persitz Software, Inc. asserts that this content is
zafe. v'ou should only installview this content if you tost
Persits Software, Inc. to make that assertion,

SIGHED wWITH PERMISSIONS
Full Permisziohs

[ Always trust content from Persits Software, [ne.

l es ] I Mo ] [ Mare [nfo

| (¥J Note: The Content File form will load

3. Click on the Select File button to select files to include
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Content File

Select File

Select Folder

Remove File

Remove All

Primary File I bl Update File List I

Alternate Link Name |

Display as Inline |;.n >

Confent

Style Sheat I Print Style - Marmal =

Flle(s) to Upload | Files | Size |

Pop-up Settings

Show in Papup Mo = Show Popup Settings ]

windaw
Save |

4. Browse your local and network drive for files.

EE Note: If you would like to remove files from your selection, click
on the file in the list box and click on the Remove File button

Fila(s) to Upload

-y
20 C:\Documents and Sett ingsicona...

Select File

Select Folder

_ Remave Fila »)

Remave All

4.  If you have imported a number of files, click on the Update File List button and use the Primary File
drop-down menu to select the first file to be listed.
5. Enter an Alternate Link Name for the Content Pool Item. This nhame is used by document related

modules and displays the alternate name entered instead of the filename.

6. If you have created links to other Content Pool Items within your content and would like to display

the links in a new pop-up window, select ‘Yes’ to Show in Popup Window and click on the

Administer Pop-up Settings option.

[;E] Note: The Content Pop-up Settings window will open, allowing you to administer the show Pop-
up Settings button. See section 2.5 for help with pop-up settings.

7. Click on the Save button to finish
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3.4 Creating a New Content Pool Item Using the Structure Administration

Why use the Site Structure area to create a content pool item?

Creating a new content pool item within the Site Structure area automatically inserts the location of the
content item. Whereas, when you create content pool items within the Content area you can leave the
location free until you know where the content will be located and then manually add the locations.

1. Click on the Site Structure option on the left navigation

ove strcre
@ Refresh
@ 4dd Homepage
&7 add Page to all Homepages
(0 ﬁ Homepage

O style Sheet Administration
O Templates Administration
B Content

B Features

W Advanced
B Users

[E] Note: The Site Structure menu should open below the menu link (see below)

2. Using the side navigation, drill-down until you find the homepage or tier you would like to add content
to.

Click on the ‘+’ sign next to the homepage or tier.

Click on the ‘+’ sign next to the Content menu option

Click on the Add New Content option

arw

O Site Structure

& Refresh
@ Add Homepage
41 pdd Page to all Homepages
= @ Homepage
= content
<1 Add Page to thiz Tier
E-0 Tier 1
= E‘l Content

%] Add Hew Content

[E] Note: The Select Content Type form will load. See section 3.2 for further instructions on
' administering content
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3.5 Previewing Newly Created Inline Content

New content can be previewed in context within the site to make sure it is displaying correctly.

(2

Note: Inline Content Preview is only used for Newly Created Content, not for previewing
existing content that you may edit.

Inline Content is defined as HTML or WYSIWYG content by Verdi™, and is created using Verdi’s
WYSIWYG Editor. Imported files cannot be previewed.

1.  Edit your content item and Click on the Preview tab on the top navigation bar

Locations | | Status | Versian Cantrol

General | Advanced | Files | Contacts | Permissions

[;E] Note: This will load the preview screen.

2. Display On - work through the drop-down menus to select the page to display your content on.
3. Section - Select which Section (Grid Position) the content will appear in. The sections that are
available are dependant upon the tier template settings.

General | Advanced [ Files | Contacts | Permissions

Locations I Preview | Status | Version Control

Version: 2 - Not Approved

Display On Homepages: - Please Select a Homepage - v
Tier1: - No Sub-pages Available - v
Tier 2: - Select Parent First- ||
Tier 3: - Select Parent First- [v|

Currently assigned locations
test page

Section (Grid no section selected | v |

Position)
q Preview :D

T —

4, Click on the Preview button to view the new inline content.
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3.6 Searching for Content

There are two ways you can search for content:

1.
2.

3.6.1

Via the Content Administration Navigation

Via the Site Structure Administration Navigation

Searching and Editing a Content Pool Item using the Content Administration

Click on the Content option on the side navigation, followed by the Search link.

O Site Structure
B Content

@ Refresh

i 35 Content Administration
=I“2J Content Pool

& ] add Folder
-] General Content

,D, Graveyard
| Features
W Advanced
@ Users

[;E] Note: The Search options tab will load in the right hand frame

2. Keyword(s) - Enter part or all of the name of the content pool item you are looking for.

No

Search

Keyword(s) I
Documents added | [J Calendar |ang
betwaen
| [ Calendar
Inchude datesin [~
search

Include Graveyard | No - Dontinclude deleted items.  ~|

Retum Versions [No - Return only one result per contentitem. x|

Documents Added Between — using this option select the dates that you would like to search
between and check the “Include dates in search” option.
Include Graveyard — select “Yes — Search includes deleted items” if you suspect that the content

item has been deleted.

Return Versions — select “Yes — Return all versions matching my search” only if you want all
versions of the document returning in the search.

Click the Search button to search for the content item.

From the results, click Edit on the desired content pool item and make any required changes.

Results

Title Version Date Modified s|

Content 1 10022005 2:23:00 edit
e
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3.6.2 Searching for and Editing Content Using the Site Structure

1. Click on the Site Structure option on the left navigation

ove strcre
@ Refresh
@ 4dd Homepage
&7 add Page to all Homepages
(0 ﬁ Homepage

O style Sheet Administration

O Templates Administration

B Content
B Fratures
W Advanced
| Users

(¥] Note: The Site Structure menu should open below the menu link (see above)

2. Using the side navigation, drill-down until you find the homepage or tier you suspect that the content
pool item is associated to.

O Site Structure

'E' Refrash
@ #dd Homepage
41 add Page to all Homepages
= @ Homepage
= 0 content
%] Add Page to this Tier
E-O Tier 1
= E Content
4] Add Hew Content

[1 Copyright content

3.  Click on the ‘+’ sign next to the Content menu option
Content Pool Items that have been assigned to the homepage or tier are listed within the Content
menu.

4.  Click on the Content Pool Item you would like to edit

[E] Note: The Content Pool Item form will load. See section 3 for further instructions on
administering content

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 76

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




3.7 Using the Edit Pencil to Edit a Content Pool Item

What is the Edit Pencil?

The edit pencil allows authorised administrators to locate items that require editing through the public site,
and then link directly to the content item in the administration in edit mode. In the public view, authorised
administrators have those areas to which they have administrative privileges highlighted, and an edit link is
displayed. On clicking the button the administrator is linked directly to that content in the administration

system in edit mode.

By selected the pencil icons in the administration area, you can turn the edit pencil function on and off:

Turn Edit
Pencil off

Turn Edit
Pencil on

Edit pencil is turned off. Edit pencil is turned on.

1. Click onthe Turn on Edit Pencil option located at the bottom of the Administration screen or click
on the pencil icon located in the Administration page header.

Verdi CMS Administration Turn Edit
d Logged in as: Admin Default User % Pencil on
veral g e

portaimaster entemprise cirs

ra—— |
~

4@ Add Homepage
&7 Add Page to all Homepages Content Administration Style Sheets

=@ verdi cMs

Graveyard Templates

O Style Sheet Administration Retrieve deleted content,

O Templates Administration

E Content Features . B .
= Custom Fields Administration 3
Dynamic Forms . . . . i
W Advanced Site Variables Administration

W Users Employment } - ;
Domain Administration

Events Calendar
Reports

FAQs
Content Formats

Mailing Lists .
l e
Administer Lists or post a message, Content Categories

Nowe Interaction Point Types

& Meta Keywords Dictionary
Polls

Site Shortcuts

CE[] Note: The public website will open in a new window

2. Content Pool Items and Tiers that you have permission to edit will display with a pencil icon.
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A QUICK HOME RUN

The Try Out > Event 1

(e

Event 1 demonstrates how easily content can be edited
learn how to use the Edit Pencil and follow the procedur
Alternatively, go directly to the area you are interested in

Using the Edit Pencil - Find Content to Edit - Edit o
Image - Preview Content - Approve Content

Once you have read the instructions on each stage

Track!

3. Click on the required icon to load the content item or tier within the administration and make any
required changes.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 78

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




3.8 Setting your Content Pool Item Pop-Up Settings

What is a Pop-Window?
A pop up window is a small window that opens in a new browser screen above the screen you are currently
using. Verdi™ allows you to display certain pages within your site within a pop up window. The following

steps describe what can be administered within this.

1. Select the content pool item that you want to administer the pop-up settings for.

2. Click on the Files tab, the Content File List will load with the current documents for the content pool
item.
Locations | Preview Status [ Version Control

General | Advanced | @ | Contacts I Permissions

Content File List

'Filei_s.‘r Format Multipart? Size Ontions
InlineContenthim Inline Content Yes (i1 alata

All avallable formats have been used for content.

3. Click on the Edit link to access the Pop-up Settings.
4. Select ‘Yes’ to Show in Popup Window and click on the Show Popup Settings button.

Pop-up Settings

Showin Popup Yes Show Popup Settings
window

(%] Note: The Pop-up Settings options will open, allowing you to administer the pop-up window
settings
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© NG

10.
11.
12.
13.
14.
15.
16.

Pop-up Settings

Shaw in Popup Im
windowy
Dimensions wifcttn Iﬂi
P
Resizable | ¥es - Allow Size Control x|
Position Top Iu—
Let P

Menu Bar Hide =
Toolbar Hide =
Location Bar Hide =
Slalus Bar Hide -

Scrollbars Hida =

[Hige =

[Hige ]

[Hige =1

Directories [Hige =]
(s |

Complete the settings as follows:

Enter a Width for the window in pixels. A common size is 500 pixels.

Enter a Height for the window in pixels. A common size is 500 pixels.

To allow users to resize the window once it is opened, set Resizable to ‘Yes — Allow Size Control’
Enter a Top Position for the window to display. This figure determines how many pixels down from
the top of the screen to display the window.

Enter a Left Position for the window to display. This figure determines how many pixels from the left
of the screen to display the window.

If you would like to display a menu bar on the window, set Menu Bar to ‘Yes’

If you would like to display a toolbar on the window, set Toolbar to ‘Yes’

If you would like to display a location bar on the window, set Location Bar to ‘Yes'.

To display a status bar on the window, set Status Bar to ‘Yes’.

To display a scrollbars on the window, set Scrollbars to ‘Yes'.

To display the browser Links toolbar, set Directories to ‘Yes’

Click on the Save button to finish

C@ Note: The Pop-up Settings will be saved

The Content Pool Item will require approving/publishing for the pop-up settings to take effect.
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3.9 Adding Contacts to a Content Pool Iltem

What are Contacts?

Contacts can be added to a particular page or content item to associate the content to a particular

administration group or user. If required IBC programmers can display the users name or details on the

public site. Eg:(For further information please contact John Smith) A primary and many secondary contacts

can be attached to a single page or content item.

1. Edit the required Content Pool Item and click on the Contacts tab on the top navigation bar.

Lacations I Preview I Status Yersion Control

General I Advanced l Files | Contacts | Permissions

2. You can now search for the user that you want to add to the Content Pool Item as a contact.

3.  Select “All Groups” from the Group drop-down menu or alternatively select the group that the user

belongs to.
4.  Enter the user name in the Keyword text box and click the Search button.

Add Contacts
Search
Group |.=I| Groups T

[E] Note: If no keyword is entered for the search then all users that belong to a group will be
returned.

Select the user(s) that you want as a contact by clicking in the checkboxes provided.
Click on the Add All Checked button to add the user.

oo

Add Contacts

Search

Group |N|Gruup5 -|
Keyword | Search |

Username First Name Last Name
shane Shane Kelhy

jamesk  James Kerard "

Add &)l Checked |

C@ Note: The Existing Contacts list will update with the contacts that you selected.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 81

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




7.

To set a primary contact for the content pool item click on the Make Primary link.

Existing Contacts

Shane kelh
James Kerford  Make Frimary r

Remove All Checked |

CE[] Note: You may select only one Primary Contact for the page. By selecting another user as the

primary contact the Existing Contacts list will update with the new primary user.
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3.10 Editing Content Pool Item Contacts

1. Edit the required Content Pool Item and click on the Contacts tab on the top navigation bar.

Locations

General

Preview | Status

Yersion Control

Advanced | Files | Contacts | Permissions

2. Scroll to the Existing Contacts section

3.  Remove page contacts as required by clicking on the checkboxes provided.

Existing Contacts

Assigned User Primary Contact Remove
Shane Kelly

James Kerord

-‘--'—-—___—-—"'-..

W
r

4. Click on the Remove All Checked button to finish.
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3.11 Adding Permissions to a Content Pool Item

1. Edit the required content pool item and click on the Permissions tab on the top navigation bar.

Contacts | Links l Pop-Up Settings Redirection

General l Template Settings | Advanced l | Status

A number of permissions options are available.

3.11.1 Setting IP Address Permissions

1. Click on the Edit the Public Permissions link

Public Permissions

These parmissions definge who can view this Page in the public sile. The

ALCEEE,
Edit the public permissions,

)

[;E] Note: The Public Permissions page will load displaying options for administering public
permissions for the page

Public Permissions

Restrict Al Thiz condition is most often usad o Initially demy public
access before subsequenty adding “Allow”
permissions for specific users and groups.
Dieny Public Access to this tem

Add Permission |IP Address Permission | Add

2. Select “IP Address Permission” from the Add Permission option

(¥] Note: The IP Permissions form will load

IP Address Mask |

AllowiDemny [anow =]

3. Enter an IP Address in the text box provided

(¥] Note: The IP Address must be in the following number format: xxx.xX.XX.XX

4. Select to Allow or Deny the IP Address using the drop-down menu
5. Click on the Save button to finish
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3.11.2 Setting Public User Permissions

1. Click on the Edit the Public Permissions link

Publi¢ Permissions

These permissions defing who can view this Page in the public sita. The

access,
€ Editthe public permissions,

CE[] Note: The Public Permissions page will load displaying options for administering public
permissions for the page

Public Permissions

Restrict Al Thiz condition is most often usad o Initially demy public
access before subsequenty adding “Allow”
permissions for specific users and groups.
Dieny Public Access to this tem

Add Permission | User Permission Add

2. Select “User Permission” from the Add Permission option

i [¥] Note: The User Permissions form will load

Lzar Ija =aly} -
AllgwsDerniy IN lowy ™

' Cancel

3. Select a User from the drop-down menu

[E] Note: Users are administered through the User Administration section. Depending upon your
level of access, you may need to speak to your Site Administrator to have users added or

removed from the list.

4. Selectto Allow or Deny the user from using the drop-down menu
5. Click on the Save button to finish.

3.11.3 Setting Public Group Permissions

1. Click on the Edit the Public Permissions link

Public Permissions

These permissions defing who can view this Page in the public sile. The

ACCesE,
¢ Edit the public permissions,

[;E] Note: The Public Permissions page will load displaying options for administering public
permissions for the page
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Public Permissions

Restict All Thiz condition is most oflen used to initially deny public
access before subsequently adding "Allow”
permissions for specific users and groups.
Dieny Public Acceass to this ltem

Add Permission |Gru up Permission Add

2. Select “Group Permission” from the Add Permission option

(%] Note: The Group Permissions form will load

Graup 1B =

AllowrDeny Allow =

("save [ cancel

3. Select a Group from the drop-down menu

Note: Groups are administered through the Users Administration section. Depending upon your
level of access, you may need to speak to your Site Administrator to have groups added or

removed from the list.

4. Selectto Allow or Deny the user from using the drop-down menu
5. Click on the Save button to finish.
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3.12 Editing and Deleting Individual Permissions

1. Edit the required tier and click on the Permissions tab on the top navigation bar.

Contacts | Links I Pop-Up Settings | Redirection
General | Template Settings I Advanced ] I Status
| [¥) Note: The Permissions form will load
2. Select which permissions you wish to remove or edit
Options available:
» Public Permissions
=  Admin Permissions
3.12.1 Editing and Deleting Public Permissions
1. Click on the Edit the public permissions link
Fublic Fermissions
These permissions define who can view this Page in the publie site. The
i atcess,
€ Edit the public permissions,
| [¥] Note: The Public Permissions form will load.
Public Permissions
Besirict All This condition s most often used to inftially deny public
access before subsequentty adding “Allow"
permissions for specilc users and groups.
Demy Public Access to this Rem
Add Permission | User Permission x| Add I
Existing Permissions
1P Address Permissions
IP Address Type Reinove
o Dery I
Remove All Checked |
User Permissions
Liser Type Remove
jason  Allow O
Remove All Checked |
Glﬂlllp Parmissions
Group  Type Reainove
1B Allowe I
Remove Al Checked |
2. Edit Permission
a. Click on the Permission link for the permission you wish to edit.
b. The permission details will load. Make any required changes.
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c. Click the Save button to finish.
Alternatively, you can remove the permission(s).
3. Delete Permission
a. Select the permission(s) you wish to remove by checking the Remove checkbox.
b. Click Remove All Checked to remove permissions as required.

3.12.2 Editing and Deleting Admin Permissions

1. Click on the Edit the admin permissions link

Admin Permissions

These parmissions define who can perform variows administration tasks o
sPae. ThE aeraui irte-dany access to all users.

[ o, E o
Edit the admin permissions.

LE] Note: The Admin Permissions form will load.

Admin Permissions

Add Permission  [Group Permission =] Add

Existing Permissions

User Permissions
User Type Hame Allow'Dany Renmone
jasan Role Allore r

Rermove All Checked ]

Group Permissions
User Type Hame Allowi'Dieny Remove
(2] Riole Alloow r

Remoave All Checked

2. Edit Permission

a. Click on the Permission link for the permission you wish to edit.
b. The permission details will load. Make any required changes.
c. Click the Save button to finish.

Alternatively, you can remove the permission(s).

3. Delete Permission

a. Select the permission(s) you wish to remove by checking the Remove checkbox.
b. Click Remove All Checked to finish
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3.13 Restricting All Users
1. Edit the required tier and click on the Permissions tab on the top navigation bar.

Contacts | Links I Pop-Up Settings | Redirection

General I Template Settings | Advanced | C  Permissions D | Status

2. Click on the Edit the Public Permissions link

Publi¢ Permissions

These permissions defing who can view this Page in the public ile. The

LEess,
Edit the public parmissions,

Fin 1

CE[] Note: The Public Permissions form will load

Public Permissions

Restict Al This condition is most often uged 1o initally deny public
accass before subseguently adding “Allow"
permiszions for specific users and groups.

Dieny Public Access to this lbem

Add Permission |User Permission :| Add

Existing Permissions

IP Address Permissions
o IR Address Permlssions specified

User Permissions
o User Permisaions spec ified

Group Permissions
o Group Permissions specified

3. Click on the Deny Public Access to this Item link

Microsoft Internet Explorer X|

\?/.' Are vou sure wou wank ko deny public access ko this Tkem?

Cancel |

4. Click on the OK button to confirm or click on the Cancel button to stop the restriction
5. If OK is selected, the permissions page will show that all IP Addresses are blocked from access to the
page (see below).
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Existing Permissions

IP Address Penmizsions

IP Address Type Remove
B Deny ||
Remove Al Checked
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3.14 Adding a Display Location to a Content Pool Item

1.

Edit the required Content Pool Item and click on the Locations tab on the top navigation bar.

I Preview I Status I Version Caontrol

General | Advanced | Files I Contacts | Permissions

You can add a new location two ways here.
Click on the (a) New Tier Location icon located on the top navigation bar or scroll down and click on
the (b) Add Location button in the Tier Locations section.

Locations | Custom Fields Preview Version Control

@ a Version: 1 - Live

Content Folder

Faolder Location &ll Content Folders available:
=1+ Default Content
] Documents
] Public Site Content
] membership folder
[ Public Website
[ Training Content
] Test 4
[ Test 2

Save Folder Selection |

Tier Locations

Page Hame options
| Thig version of the content is nof allocated o any pages. |

e

(¥] Note: The Add a Location form will load
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| Version: 1 - Live

Page Homepages: |— Flease Select a Homepage - ;‘
Tier 1. | - Mo Sub-pages Prailable - j
Tier 2: | - Select Parent First- =]
Tier 3 | - Select Parent First- j

Section (Grid | no section selected x|

Frosition)

Order Fosition |_;l

Highlighted Mo =

Enabled |‘:’es -

(s D

3. Use the Tier Element drop-down menus to select a location to display the Content Pool Item

E{] Note: If you select an invalid display location, an alert will display together with a link to

| Administer the Tier Element. Clicking on this link will load the tier metadata page. The tier
template will need to be changed before the content will be displayed. See section 2.6 for more
details on administering the tier template

4. Use the Section (Grid Position) drop-down menu to select an area of the page to display the
content.

E{] Note: Only grid sections that have been assigned a valid Module will be displayed.

5. If anumber of Inline Content Pool Items have been assigned to the same section of the page, use
the Order Position drop-down menu to order the items.

Set Enabled to ‘Yes’ to activate the display location

7.  Click on the Save button to finish

o

(¥) Note: Further display locations may be added to a Content Pool Item, allowing you to display the
same content in different locations throughout the website.
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3.15 Editing a Display Location for a Content Pool Item

1. Edit the required Content Pool Item and click on the Locations tab on the top navigation bar.

I Preview | Status | Version Caontrol
General | Advanced | Files | Contacts | Permissions
2.  Click on the Edit option for the display location you would like to change
Tier Locations
Page Name Ontions
| Tier1 @ elefe
Add Location
i [¥) Note: The Edit a Display Location form will load
3. Make any required changes and click on the Save button to finish
Page Homepages: |Homepage =]
Tier 1: [Tier1 j
Tier 2: [ - Mo Sub-pages Available - =]
Tier 3: [ - Select Parent First- _‘_'J
Adminisier this Page
Saction (Grid |6 =]
Pasition)
Order Position 1 '|
Highlighted Mo 'I
Enatyled fas 'I
Save '
e —
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3.16 Deleting a Single Display Location for a Content Pool Iltem

1. Edit the required Content Pool Item and click on the Locations tab on the top navigation bar.

| Preview | Status I Version Control

General | Advanced | Files I Contacts | Permissions

2. Click on the Delete option for the display location you would like to remove

Tier Locations

Page Name Option
| Tier1 |

Add Location

3.  Click on the OK button to confirm or click on the Cancel button to stop the deletion

Microsoft Internet Explorer =]
“_:.1) Are you sune you want to delebe this bcation?

[;E] Note: To delete multiple locations you will have to delete individual locations one at a time
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3.17 Editing a Content Pool Items Content Folder

1. Edit the required Content Pool Item and click on the Locations tab on the top navigation bar.

I Preview I Status I Version Caontrol

General | Advanced | Files I Contacts | Permissions

2. The current folder location will be set to the Default Folder by default.

Content Folder

Folder Location All Content Folders available:
=1+ Default Content
] Documents
] Public Site Content
] membership folder
] Public Website
] Training Content
-] Test 4
-] Test 2

Save Folder Selection I

3.  To change the folder, click on the desired folder and click the Save Folder Selection button.

Content Folder

Folder Location All Content Folders available:
[=}+—] Default Content
] Documents
[] Public Site Content
(] membership folder
(] Training Content
[ ] Test 4
[ Test 2

Save Folder Selection
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3.18 Deleting Content Pool Items

Content Pool Items may be deleted within Verdi™. Items may be retrieved from the Graveyard at any time
and published to the live website.

1. Use the Content Administration search facility to locate the Content Item to be deleted

CE[] Note: Alternatively use the Site Structure to navigate to the page that the content is assigned to

2. Once located, click on the Edit option

Results

Title: Version Date Modified
Content 1 10022005 2:23:00 edit

e —

3. Click on the Delete button.

Locations l Praview I Vearsion Control
General I Advanced ] Fllesl Contacts ] Pemnlsslons

[ (= Version: 7 - Live

4.  You will be prompted with a confirmation box, click OK to delete the content pool item or click on the
Cancel button to stop the deletion

Microsoft Internet Explorer

2 Are you sure you want ko delete this Content Pool Item?
\-’/ This will send it to the Graveyard where only Site Administrators can retreive it.

[ OK ][ Cancel ]
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3.19 Restoring Content Pool Items Using Graveyard

What is the Graveyard?

The Graveyard is where Content Pool Items are sent after they have been deleted. Content that is currently

in the Graveyard can be restored by editing it and selecting "Undelete" from the toolbar menu. Note that you
may have to change the Folder/Tiers in which the restored Content resides as they may have changed since
the Content was deleted.

Using the Graveyard, Content Pool Items can be restored to their original version before any modifications
were made.

1. Click on the Graveyard option within the side navigation

O Site Struchura
B Content

# pefresh
&5 Content Administration
Q4 search

=4 Content Pool

&1 add Falder

-] Default Cantent
-] membership folder
-] Public Website
[+ Training Content
(-] Testd

o

[E] Note: The Graveyard Summary page will load. Use the Recent tab to view recently archived
content or use the Search tab to search for specific content pool items.

Summary Recent Search

About

The Graveyard is where Content Pool ltems are sent after they have been deleted.

Content that is currently in the Graveyard can be restored by editting it and selecting "Undelete" from the toolbar
menu. Mote that you may have to change the FolderTiers in which the restored Content resides as they may have
changed since the Content was deleted.

Summary

‘Statistics
w Total Content in the Gravey_ard 4034_;
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3.19.1 Using the Recent tab in the Graveyard to find a Content Pool Item
The recent tab within the Graveyard displays an ordered listing of the most recently deleted items.

1. Click on the Graveyard option within the side navigation

Bl Content

b @ Refresh
- :5 Content Administration
@& search
E!gj Content Pool by Folder
@] Add Folder
B

" Graveyard

2.  Click on the Recent tab option

Summary I Recent Search

Content new to the Graveyard

Title Version Date Deleted Actions
Warm up activities 2 28/11/2006 3:00:12 PM edit
Test " 24/10/2006 2:02:02 PM edit
Edit Content 6 5/10/2006 4:17:04 PM  edit
Edit or Update Existing text 1 4/10/2006 5:19:12 PM  edit
Edit Content 1 4/10/2006 4:14:51 PM  edit
Edit Content 4/10/2006 4:06:26 PM  edit

2
test 1 4/10/2006 3:56:36 PM  edit
Event 1 Edit Content 1 4/10/2006 2:33:55 PM  edit
Find Content to edit 1 4/10/2006 2:25:02 PM  edit
Find Content to edit 1 4/10/2006 2:18:35 PM  edit

[E] Note: The Recent tab window will open, allowing you to view the most recently archived content
pool items to help you find items that you may have deleted accidentally.

3. If the content pool item that you archived appears in this list then click the Edit link to open the
content pool item.

CE[] Note: If the content pool item that you are looking for does not appear in the list then you will
need to use the Search tab to help you find it.

Warm up activities 2 28/11/2006 3:00:12 PM
Test 11 24/10/2006 2:02:02 PI
Edit Content ] 5/10/2006 4:17:04 PM

| (¥] Note: The deleted version of the selected Content Pool Item will display

4.  You will notice that the (a) Version status of the Content Pool Iltem has changed to deleted.
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Locations l Preview ] Version Condrol

General ] Advanced ] Filesl Contacts | FPermissions

@ b, 3.¢C Version: 7 - Live - Deleted

5. To reinstate the content click on the (b) Undelete icon option (see above illustration).

(¥] Note: The Version status of the document will now change. The version number will increment
by one so if it was version 1 it will now be version 2. Also the document will also require
approving/publishing now that it has been restored from the graveyard.

Locations Preview | Version Confrol
General | Advanced ] Files | Contacts ] Permissions

CEEEELE

6. Click on the Publish Content icon to restore the content to the site.

Locations ] Preview | Varsion Confrol
General | Advanced ] Files | Contacts ] Permissions

‘ = Ia i} E Version: 8 - Not Approved

3.19.2 Using Version Control with Search Content Pool

1. Click on the Search tab in the Graveyard

Summary I Recent Search I

Search Graveyard

Keyword(s) |

Documents added | O Calendar | gpg

betwaen
| O Calendar
Inckede datas in [
gearch
Inglude Graveyard I"_'-\;q - Search includes deleted items= ;]
Retumn Yersions | Mo - Return only one result per content item. j

Search |

2. Enter some search criteria and click on the Search button.
3.  Theresults of the search will be displayed below
4.  Click on the Edit link for the Content Pool Item you would like to restore
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CE[] Note: The deleted version of the selected Content Pool Item will display

5. You will notice that the (a) Version status of the Content Pool Item has changed to deleted.

Locations

Preview

General ] Advanced ] Filesl Contacts | Permmissions

Version Condrol

@n.

2.0 Version: T - Live - Deleted

6. To reinstate the content click on the (b) Undelete icon option (see above illustration).

(¥] Note: The Version status of the document will now change. The version number will increment

by one so if it was version 1 it will now be version 2. Also the document will also require
approving/publishing now that it has been restored from the graveyard, see section 10.2.

Locations

Freview
General | Advanced ] Files | Contacts ] Permissions

| Version Control

‘HHEIEE

Version: 8 - Not Approved

7. Click on the Publish Content icon to restore the content to the site.

Locations

Freview
General | Advanced ] Files | Contacts ] Permissions

| Varsion Control

eas(@Ea

Version: 8 - Not Approved
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4 Features Administration

4.1 Dynamic Forms

Verdi™ enables you to create your own online forms without the need for any programming skills.

4.1.1 Create a New Dynamic Form

1. Click on the Features section in the left navigation.

O Site Structurs

@' Refresh

@ Add Homepage

&1 add Page to all Homepages
-6 Homepage

0O Style Sheet Administration
O Templates administration

@ Content

B Advanced
W Users

2. Click on the Dynamic Forms option.

B Features

T B

O Employment

O Events Calendar
O FaQs

O Mailing Lists

O News

O Polls

O Site Shortcuts

O analytics

(¥] Note: The Dynamic Forms Administration will load

3.  Click on the New Form option.

Select form

| celect

| [¥] Note: The Dynamic Form Select form will load.
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4.  Click on the Blank Form option.

Select Default Form:

Mo Existing Default Forms

[E] Note: The Add Dynamic Form form will load

5.  Use the Tier drop-down menus to select a tier to display the form.
Add Dynamic Form

Tier
Contint Pool Homepages: | -- Please Select a Homepage - ||
HEISEHEE (0 Tier 1: - No Sub-pages Available - |v
Tier 2 - Select Parent First - | v
Tier 3 - Select Parent First - |w
|
Form |
Name: (*)
Description:
Form o

Administrator:
Day Month Year Hour Minute
Live Date: EI

6 M2 [M]|2008 »|(0 |0 ¥

Day Month Year Hour Minute
Archive Date: E_]

6 |&||2 [s]|2009 [x](0 V:D‘V

Save to

No ||
Database:
Send Auto

No |v
Response:

In order to use Auto Response you will need to specify a field in your form
with "Ermnail Address" set to true, this is the address that Auto Response will
use as the user's email address,

Auto Response I
Subject:

Auto Response |
From:

Auto Response
Body:

Insert

6. Enter a Form Name of your desire.

Enter a brief Description for the form (This will not be displayed on the public form. It is only for
administration and search purposes)
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7. From the Form Administrator list select the person who will be the administrator of the form. When
a user completes and submits a form, the form details will be emailed to the selected Form
Administrator.

8.  Select a date for the form to appear on the website, using the Live Date drop-down menus

9. Select a date for the form to be removed from the website, using the Archive Date drop-down
menus.

10. Saving Form Results to a database

a. Select ‘No’ and your form results will be sent via text in an email to the Form Administrator.
b. Select ‘Yes’ if you wish you form results to be stored within a database

1. Select Yes from the Save to Database drop-down menu.

2. Then click on the Insert button to store the new form setting

3. Scroll down the screen to the Results section.

Delimiter:
Flease specdfy what delimiter you would like the cse file to
uge, thiz thould be & characker that will nok sppesar in your
rasults. If you do not entar a value a pipe (°]7) will be wsed.

Carriage

Feturn

Substitute:

alzo specify what you want to replace line breaks in form
ragults with in the csv text file. If you do not enter & value a
single space will be used.

Quote Result

Yes ¥

Text:
If vou enable "CQuckte Result Text", sach piece of data in the
csv file will be surrounded by quotes ("], any quotes in the
data will be replaced by two quotes (™l

Form Version: |1 ¥

YWiew Results

Note: Each field customisation here is Optional, so unless you know you need them to be
different...it’s okay to leave them blank.

4. Enter a field Delimiter. This is the character used to separate fields. The default
delimiter is the pipe ‘| ‘ character.

5. Other characters typically used include:

6. \t - For tab separated fields
7. , - For Comma separated fields

8. Enter a Carriage Return Substitute. This controls how text entered into form text boxes
will be stored. The default setting is a space and this will usually be fine for most
database settings.

9. Alternatives you might use are:

a. <br>-When results are saved as html.
b. \n - When results formatting must replicate original entry.

10. Quote Result Text — Selecting Yes here will set each database text field entry to be
surrounded by Quotation marks.

11. Form Version — Form redesigns can be tracked by changing the Form Version number
each time changes are made

Note: How information is collected and stored is now set up — The next stage is to add the actual
Fields to the form. Refer to 11.1.3 below

11. Auto response Setup (See step 1.79.3)
12. Select the INSERT button
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CE[] Note: You have just created a blank form. Now you need to add the fields to the form

[{] You have now created your feature within the administration area. If the feature is
not appearing on the public site, your pages template may not support the IP type.
Follow the next steps to modify the pages template and publish your feature to the
public site.

4.1.2 Publishing your Form feature on the Public Site
The page you wish to place your feature on must have the required feature IP type within the pages

template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for an IP Type or Feature to be located.

When creating your features tier locations, a message will display if the pages template does not support the
selected IP type. “The selected tier does not have the required Interaction Point Type assigned to it.”

1. Find the content item you wish your feature to be displayed on

a. Select Administer this tier element to take you directly to the tiers administration page.

Tier / o

Content Pool Homepages: ' Home* I

Selection: (*) 1 4. :éFeatures* VI
Tier 2: | - Please Select a Page - v:
Tier 3: | - Select Parent First - |

The selected tier does not have the required Interaction Point
Type assigned to it.

Or
a. From the Site Structure left navigation, select the page you wish the feature to be displayed on.
b. Select the Template Settings Tab

Contacts l Links | Pop-Up Settings | Redirection

General | Template Settings | Advanced | Permissions Status

2. Select the Choose Template radio button, and select the required pages template from drop down
menu.

3. Select Show Layout button, and select the required pages template from drop down menu.

4. The following screen will load:
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Template Settings

" Use Parent's

Template Settings

 ‘Choose 2. Subpage v showLayout |

Template:

RS SR ST

A QUICK HOME RUN

Tha Try Out » Bvest | 3

. 10A Pomiid

- e Fertatitaates “ oo =
oninm Ut DL Puseidl £ plest i Gda Sl "@l fasbins Yest  Lnastt o Limh Add s
Imecs  Fooyies Con "

_Lan
towl  Acgrew Conton

5. Select which section of the template you wish your feature to display by clicking on the relevant drop
down field. Find your feature item and select.

1. Utility Navigation | Utility Navigation |+ |

2. Site Search Verdi Basic Search |v|

3. Main Navigation [ Main Navigation

4. Left Sub Navigation | Sub Navigation |v |

5. Tier Title with l Verdi Tier Title with Breadcrumb E
Breadcrumb

B. Content Section 1 | Inline Content by Section ID |+ |

7. Content Section 2 | Inline Content by Section ID ||

8. Content Section 3 | Inline Content by Section ID |+ |

9. Content Section 4 [ Inline Content hy Section ID E

10. Footer Navigation | Footer Navigation | v |

[ Preview/SetOptions |

6. Select the Preview/ Set Options button to save your changes.
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4.1.3

No ok

©

Adding Fields to a Form

Edit the required form and click on the New Field option.

=D

Fields for this Form {F1.2)

Marme Type  Default

|N|:| Existing Form Fields |

(Y] Note: The Add Form Field form will load

Add Form Field (F1.3)

Field Mame: (*) |

Type: IEhedcbux 'I

=
Default Value:
Field Description:

Paosition: I] 'I
Max Length: IEIZI
Email Address?: Mo -

Required?: Mo -

Insert

Enter a Field Name. Typing a new Field Name will create a new field. Typing an existing Field
Name will group certain form Types, such as select boxes.

Select a form Type

Options include:

" Checkbox —inserts a checkbox field

" File — inserts a file field to allow users to browse and attach a file from their local or network
drive

" Password — inserts a password field, which blanks out characters when they are entered into
the field

" Radio Button —inserts a radio button field

" Select — inserts a select field, allowing users to select items from a drop-down list box

] Select Multi — inserts a select box, allowing uses to select multiple items from a list

" Text — inserts a text field

] Text Area — inserts a text area field, which allows for additional input

Enter a Default Value for the field. This value will be pre-filled in the field within the form

Enter a Field Description. This is an internal descriptive for the field.

Select a position for the field within the form using the Position drop-down menu

Enter a Max Length value for the field. This value represents the length of the field within the form
and a common value is 50.

Choose whether the field is for an email address using the Email Address drop-down menu. If the
form field that you are adding is for an email address then this should be set to Yes.

Choose whether the field is mandatory using the Required drop-down menu

. Click the Insert button to finish

(¥] Note: Further fields may be added to make up the form
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4.1.4 Creating adrop down field

Drop down fields allow public users to select one field from a multiple number of fields within a scrollable
drop down menu.

1.

9.
10.

11.

Edit the required form and click on the New Field option.

=D

Fields for this Form {F1.2)

Mame  Type Default

Mo Existing Form Fields

| [§) Note: The Add Form Field form will load

Add Form Field (F1.3)

Field Mame: (*) |

Type: IEhedcbux 'I

=
Default Value:
Field Description:

Paosition: I] 'I
Max Length: IEI:I

Email Address?: |MNo =

Required?: Mo -

Insert

Enter a Field Name. Typing a new Field Name will create a new field. Typing an existing Field
Name will group certain form Types, such as select boxes.

[¥] Remember the Field Name you have entered for the field. This will be used to create the
other options that will be available within your drop down field.

Choose ‘Select’ from the form Type field

Enter a Default Value for the field. This value will be the input option available within the drop down
field.

Enter a Field Description. This is an internal descriptive for the field.

Select a position for the field within the form using the Position drop-down menu

Enter a Max Length value for the field. This value represents the length of the field within the form
and a common value is 50.

Choose whether the field is for an email address using the Email Address drop-down menu. If the
form field that you are adding is for an email address then this should be set to Yes.

Choose whether the field is mandatory using the Required drop-down menu

Click the Insert button to finish.

(¥J  You have only created one option within your drop down menu. For your multiple
selection field- please continue to step 11 to create more values fields.

Repeat steps 1-10 (as above)
a. Use the exact same field name for field name you create.
b. Each fields default value will represent what the public user will see as an option within the
dropdown menu.
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4.1.5 Creating a Radio Button/ Check Box List

Radio Buttons: Allow the public user to select only one option from a set of predefined values that relate to

one form

Check B

question.

oxes: Allow the public user to select multiple values that relate to one form question.

1. Edit the required form and click on the New Field option.

D

Fields for this Form {F1.2)

MName Type  Default

|N|:| Existing Form Fields |

(¥] Note: The Add Form Field form will load

Add Form Field {(F1.3)

Field Mame: (*) |

Type: IEhedcbux 'I

=
Default Value:
Field Description:

=

Position: I] 'I
Max Length: IEIJ
Email Address?: Mo =

Required?; Mo -

Insert

2. Enter a Field Name. Typing a new Field Name will create a new field. Typing an existing Field
Name will group certain form Types, such as select boxes.

(¥J Remember the Field Name you have entered for the field. This will be used to create the
other options that will be available within your drop down field.

3. Select Checkbox or Radio Button from the form Type

4. Enter a Default Value for the field. This value will be the input option available within the drop down
field.

5. Enter a Field Description. This is an internal descriptive for the field.

6. Select a position for the field within the form using the Position drop-down menu

7. Enter a Max Length value for the field. This value represents the length of the field within the form
and a common value is 50.

8. Choose whether the field is for an email address using the Email Address drop-down menu. If the
form field that you are adding is for an email address then this should be set to Yes.

9. Choose whether the field is mandatory using the Required drop-down menu

10. Click the Insert button to finish.

¥J  You have only created one option within your list of radio buttons or checkboxes. Please
continue to step 11 to create more values fields.

11. Repeat steps 1-10 (as above)

a. Use the exact same field name for field name you create.
b. Each fields default value will represent what the public user will see as an option.
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4.1.6 Setting up an Auto Responder for your form

The last step you may choose to take is to add an Auto responder to your form. As the name implies, an
Auto Responder, automatically sends a response to the person sending the form.

1. Select Yes from the Send Auto Response drop-down menu
Save to
Datahase: LAL2
Send Auto
Response:
In order to use Auto Response you will need to spedfy a field
in your form with "Email fddress® set to true, this is the
sddrezs that Auts Rezponse will use &% the user's email
addrass,
Auto
Response [Thnnk‘ﬂ:u
Subject:
Auto
Response [portalmaster@ibe.com.au
Fromm:
.Thanh’. you for your order. |_=
Auto
Response
Body: [ﬂ
2. Auto Response Subject - Enter a Subject or Title for your Response
3. Auto Response From - Enter the Auto Response from Email address.
4. Auto Response Body - Type in a message that will be sent.
5. Click the Update button to finish.
CE[] Note: Your Auto responder can be turned off at any time by changing the Auto Response option
to No.
4.1.7 Editing an Existing Dynamic Form
1. To edit an existing dynamic form, simply click on the Edit option for the appropriate form.
1. Online Training Request Form \ Edit D Delete | wiew Form Code
2. Make any necessary changes to the form details.
3.  Click on the Update button to finish.
Auto
Response businessi@ibc.com.au
From:
Thank-you for submitting your recquest
Auto for PortalMaster 2.5 training.
Response
Body:
ey
Save As\ | Update
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4.1.8

1.

4.1.9

Editing Form Fields

To edit existing dynamic form field elements, click on the Edit option for the desired field.

Fields for this Form (F1.2)

Name Type Default
1. Salutation® Selact M Edit | Deleta
2. Salutation® Select Mrs Edit | Delete
3. Salutation* Select Miss Q Delete
4. First Hama* Teset Edit | Delets
3. Surname™® Text Edt | Delete
Mote: Fields marked with a ™" are required

Make any desired changes to the form field.

Click on the UEdate button to finish

Field Name: (*) |Salutation

Type: Salect b

Miss =
Default Valuwe:
-]
Field Description:
H

Position: ix
Max Length: 50

Email Address?: Mo =

Required?: es 'I

Making a Copy of a Form

To create a copy of an existing dynamic form, click on the Edit option for the form you wish to copy.

4
1. Online Training Request Form f.x Edit |) Delete | View Form Code

Make any required changes to the form values.
Click the Save As button to finish

Auto
Response [business@ibccom.au
From:
Thank-you for submitting your recquest
Auto for PortalMaster 2.5 training.
Response
Body:

i (Y] Note: A copy of the form will now be created.
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4.1.10 Deleting a Form

1. Click on the Delete option for the appropriate form.

Existing Forms (F1)

1. Online Training Request Form Edit |\ Delete J View Form Code

2. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
form, click on the OK button to finish or click the Cancel button to stop the deletion of the form.

Microsoft Internet Explorer

? / Are you sure you want to delete this Dynamic Form?

[ OK4][ Cancel ]

4.1.11 Deleting Individual Form Fields within a Form

1. Click on the Edit option for the appropriate form.

1. Online Training Request Form Edit |} Delete | Wiew Form Code

S —

2. Click on the Delete option for the field you would like to remove

1. Your Name* Text

2. Company Name* Text L- "" ’
Project Name of Edit

3. : : Text LEcl
PortalMaster Site* Delete
Contact Phone Edit

4. Text l
Number* Delete

5. Contact Email Address* Text

3. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
form field, click on the OK button to finish or click the cancel button to stop the deletion of the form
field.

4.1.12 Search for a Form

1. Click on the Select Form option within the search form on the main Dynamic Forms admin page.
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| (¥ Note: A popup window will open giving the ability to select a dynamic form. (see below)

2. Use the tree structure to the left of the screen to drill down to the tier with the Dynamic Form you are
searching for. Existing Dynamic Forms will appear as links in the section to the right of the tree
structure.

Select Dynamic Form

Use the menu to drill down to the desired tier. Click the dynamic form to select it.
=5 @ PM2.5 User Manual Forms
B.H ] Getting Started
B[ Site Structure
@» [ Content Publishing
Eﬂ Features Publishing
[+ [ Advanced

Users & Permission

Please select a tier.

[+ [ Custorn Modules
@ [ Training Events & Ri

] Siternap
- [] PM Glossary
ol BaLen fAcle
«[
&) % Internet

3. When you have found the desired Dynamic Form, select it by clicking on the name of the form.

4.  The name of the form you selected will appear in the “Find Existing Form” form. Click on the Select
button to edit the form.

4.1.13 Viewing and Copying the Form Code

The Dynamic Forms system allows users access to the code of the existing forms. Access to this code
enables users to copy the relevant code into inline content elements making it possible for content
administrators to achieve a desired page layout without any particular expertise.

1. To view the coding behind a form, click on the View Form Code button.

1. Online Training Request Form Edit | Delete {_view Form Code
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2. A new window will open, displaying the form code. The form code may be copied and pasted into
other website pages.

2 hitp:H/pm25. usermanual, demo.ibc.com.au - Form Code - Microsoft Internet Explorer

Close Window

<!== Begin Javascript Block ==->

<script language="javascript">
function checkform(formname)
{
var 1,3,splicField, isChecked, allOK, fieldType, tempval, 1sFile, Lilename
i1aFile = false:
filename = "7;
//loop over each element in the form
for (iv0:1<eval (formname) .clements. length: i++)
{
allOK = true
//if the field contains " required”
splitField = eval(formname).elements(i) .name.split (" _require
if(aplitField. length > 1)
(
fieldType = eval{formname + "." + splicField[0] + "_
//depending on the field type, we need to check for
if(fieldType == "Text” || fieldType == "Text Area")
(
//1f the tield i= blank
if (eval (formname + "." + splicField[0]).valu
{
//alert the user
allOK = false:
eval (formname 4 "." 4 splitField[0]) ¥
>

£] Deon © Internat
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4.2 Employment

The Employment feature gives administrators the ability to advertise job vacancies through the public

website.
42.1

1.

Add a New Job

Click on the Employment option under Features in the left hand navigation.

W Features

O Dynamic Forms
O Events Calendar
O FaQs

O Mailing Lists

0 MNews

O Polls

O Site Shortcuts

O Analytics

Click on the Add a Job Item button.

Add a Jljb%
There are no jobs in this category

The ‘Add Job Item’ form will be displayed.
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16.

17.
18.

19.
20.

Add Job Item

Category: | Cormrunity Developm Entj

New Category: |
Title: {*) |

Reference No: |

Period: Fermanent TI
Type: Par Time =

=
Description: (*)
Summary: (*)

=
Employer:

Location: {*)

|
Rate: |
|
|

Start Date:

Day  Month Year

j9 =lf2 =z||2005 =|
- " Day  Month Year
Rl A (9 =||z =||2006 =]

Contact Name: (*) |

Display Start:

Contact Details: (*) |
Enabled: Mo =
]nsert]

Choose an existing Category for the job you wish to advertise from the drop down menu or enter a
new category in the text box provided below.

Enter a title for the position in the Title box.

Enter an internal reference number for the position in the Reference No box.

Select an appropriate employment period from the Period drop down menu.

Choose a vacancy type from the Type drop down menu.

Enter a job description in the Description box.

Enter a brief description in the Summary box

Enter the name of the organisation or department in the Employer box.

Enter a salary rate in the Rate box. This could be hourly rate, biweekly salary or annual salary.
Enter a work location for the position in the Location text box. This may be a geographical location
or an internal department.

Enter a start date of employment in the Start Date box.

Select the date you want the advertisement to appear on the website from the Display Start date
menu.

Select the date you want the advertisement to finish displaying on the website from the Display End
date menu

Enter the name of the person to be contacted for the advertised position in the Contact Name box
Enter the details of the person to be contacted in the Contact Details box. You may want to enter
the person’s contact number or email.

Set Enabled to “Yes” to display the position in the selected location.

Click the Insert button to finish.

' T8 You have now created your feature within the administration area. If the feature is
not appearing on the public site, your pages template may not support the Module.
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Follow the next steps to modify the pages template and publish your feature to the
public site.

4.2.2 Publishing your Employment feature on the Public Site
The page you wish to place your feature on must have the required feature IP type within the pages

template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for an IP Type or Feature to be located.

When creating your features tier locations, a message will display if the pages template does not support the

selected IP type. “The selected tier does not have the required Interaction Point Type assigned to it.”

1. Find the content item you wish your feature to be displayed on

a. Select Administer this tier element to take you directly to the tiers administration page.

Tier / e

Content Pool Homepages:  Home* |

Selection: (*) Tier 1: TEFeatures* v]
Tier 2: | - Please Select a Page - Vi
Tier 3: | - Select Parent First - V|

The selected tier does not have the required Interaction Point
Type assigned to it.

Oor
c. From the Site Structure left navigation, select the page you wish the feature to be displayed on.
d. Select the Template Settings Tab

Contacts | Links I Pop-Up Settings l Redirection

General | Template Settings | Advanced l Permissions Status

2. Select the Choose Template radio button, and select the required pages template from drop down
menu.

3. Select Show Layout button, and select the required pages template from drop down menu.

4. The following screen will load:
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Template Settings

" Use Parent's

Template Settings

@ \Choose 2. Subpage v showLayout |

Template:

mmm:% smm?"

RS VAN T S

A QUICK HOME RUN

Tha Try Out » Bvest |
Cwemt 4

» the 1A Pomiid

(ninst Une B0 Prsell  £and Caslent 0 L ll:l--‘@- Caieting Lesl  Lnanet o Lk Adean
imecs  Fooves Contow! - Acgrmes Contond

5. Select which section of the template you wish your feature to display by clicking on the relevant drop
down field. Find your feature item and select.

1. Utility Navigation | Utility Navigation | v |

2. Site Search Verdi Basic Search |v|

3. Main Navigation | Main Navigation

4. Left Sub Navigation | Sub Navigation |v |

5. Tier Title with [ Verdi Tier Title with Breadcrumb E]
Breadcrumb

B. Content Section 1 | Inline Content by Section ID |+ |

7. Content Section 2 | Inline Content by Section ID ||

8. Content Section 3 | Inline Content by Section ID |+ |

9. Content Section 4 l Inline Content hy Section ID E

10. Footer Navigation | Footer Navigation | v |

[ Preview/SetOptions |

6. Select the Preview/ Set Options button to save your changes.
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4.2.3 EditaJob

1. Click on the Edit option for the appropriate job.

Employiment Opportunity

Grounds Keeper (Enabled) m '1 elete
Date Advertised: 9022005 10:44:06 AM

2. Make any required changes.
3.  Click on the Update button to finish

4.2.4 Delete aJob

1. Click on the Delete option for the desired job.

Employment Opportunity

Grounds Keeper (Enabled) 1 m

Date Advertsed: /0272005 10:44:06 AM

2. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
Job, click on the OK button to finish

4.2.5 Adding a Job Location

A job vacancy can be displayed on multiple locations within the website.

1. Toadd a Job Location to a specific job, Edit the required job and click on the Add a Job Location
button.

>

Tier Level Tier Name

There are currently no Job Locations

2. The ‘Add Job Location’ form will load

Add Job Location

Tier 0: | —Please Selecta Tier— v
Tier 1: | -Select Parent First-
Tier Element: Tier 2: | -Select Parent First-

Tier 3:» - Select Parent First-

OR
All Tiers: o
Recursive Display: No v
Enabled: No v
Add Location
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3.  There are two options available for selecting a job location: To select a specific tier location, use the
Tier Element drop-down menus.

4.  You can choose to display the job vacancy on all tiers that have the Employment module assigned
by checking the All Tiers check box.

5. Set Recursive Display to “Yes” if you want the job vacancy to recur in the subsequent levels of the
selected Tier. This is not applicable if you select a Tier 3 location or if you have the All Tiers option
checked.

6. Set Enabled to “Yes” to display the job on the website.

7.  Select the required Contact Publisher if available. This option is only available if a contact has been
assigned to the tier you wish to display the vacancy on and should be contacted before enabling on
the public site.

8. Click on Add Location to finish.

4.2.6 Editing a Job Location

1. Click on the Edit option for the appropriate Job Location.

Add a Job Location

Tier Level Tier Mame
1 Tier 1 m Dalete

2. Make any necessary changes.
3. Click on the Update Location button to finish
4.2.7 Deleting a Job Location

1. Click on the Delete option for the appropriate job location.

&dd 5 Job Locstion

Tier Level Tier Name

1 Tier 1 Edit

—_—

2. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
Job Location, click on the OK button.
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4.3 Events Calendar

You may use the Verdi™ Events Calendar module to manage and display information about upcoming
events on the website.

Events can be displayed in a calendar format as below, or in a list and /or you can display Event Teasers.

-

| [ Just a few of the alternative standard
(4J(*) today ~ Mar 2011 Day Week | Month colour schemes.
Sun Mon Tue Wed Thu Fri Sat
27 28 01 mar 2 3 4 3 -
& 7 8 9 10 11 12
R
13 14 15 1a 17 18 19 ” w1
20 21 22 23 24 25 26
27 28 29 30 31 01 Apr 2 1

4.3.1 Adding an Event

1. Click on the Events Calendar option under Features.
B Features
O Dynamic Forms
O Employment
O FaQs
O Mailing Lists
0 News
O Polls
O Site Shortcuts

O Analytics
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2. Click on the Add an Event button.

Add an Event

3. The‘Insert Events’ form will be displayed.

Geaneral
- =) .
Categary El- g Categories:
Dg Document
Dg Events
Dg Web Page Content
Title: *
Summary;
Description *
. YH o BFHRBEE 9 -
o d
*fg &ﬂm?@ﬂ@l%?_:
B J UASE=EEEEEZT M@ @-3-%-0-
3 A~ Iy ~ |Font Mame * | Size * |Applv 33 Class = || Custom Links * | Mormal - _f -
x,
o
=T
E
—

[

4. Category: Select an existing Category using the Category Tree. If the category does not exist it can
be added through Categories Administration as described in “Administering Content Categories”

5.  Title: Enter a title for the event in the Title text box. This will be displayed as the main title for the
event.

6. Summary: Enter a brief Summary for the Event. The summary will be shown within the public sites
search results.

7. Description: Enter a description for the event, adding images and links as required in the
Description WYSIWYG Editor. (refer to the WYSIWYG Editor User Guide for further reference)

8.  Optional fields: Complete the Venue, Opening Hours, Admission Price, Show Category,
Frequency of Event, Number of Visitors and Date Description text boxes as required. These
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10.

11.

12.

13.

14.

15.

16.

details will be displayed on the website.
Yenue: |

Qpening Hours:

Addmission Price:

|
|
Show Category: |«(ES ~

Freguency of Event:

Mumber of Wisitors to |
Event:
Date Description: |

Start Date: * I ] Calendar |

[dlchimmayyysy HH:mim )

End Date * I B Calendar |

Celcdimmiyysyey HH:mim)
Qnce you have added the eventyou will be ahle to add additional eventtimes for this event,

Start Display Date: * |2'|.l"| 02003 01:07 ElCalendar |

[dchmmayyysy HH:mim )

End Display Date: | E] Calendar |

(elcdimmiyyyey HH:mim)

Lago: I Browse..

URL: |
Reqgistration Form; | <— Belect—> » | Create a new Form
Available Locations: | Location Options

Shire of Esperance / Shire of Esperance / SERYICES / Youth & Children 0
itests/

Shire of Esperance / Shire of Esperance / Events / [*]

Enabled; Ivm w

Using the Start Date calendar select the actual start date and time of the event. Additional event
times may be added once the event has been created.

Using the End Date calendar select the actual end date and time of the events. The End Display
Date will default to the event End Date for convenience but may be changed if required.

Using the Start Display Date calendar select the date of the event to be displayed on the website.
Using the End Display Date calendar set the date to stop showing the event on the website.

If desired, use the Browse button to upload a Logo from your local or network drive.

Enter a website URL if required that is associated with the event.

Select a Registration Form from the drop down list of Dynamic Forms. You can create a new form
by entering a Title for the form in the text box next to the drop down list and click the “Create a new
form” link. This will create a new Dynamic Form with a title only and the actual form field will need
to be created through the Dynamic Forms feature.

The Available Locations lists the pages that already have the Calendar Events module within the
pages template. Select the Check boxes for the pages where you would like this Event to appear.
When you save the event an Event Display Location will be added for each of the ticked locations.

E{] If there are no Display Locations listed here, there are no pages on your site that
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support the Module. Follow the steps to modify the pages template and publish
your feature to the public site.

17. Setthe Enabled option to ‘Yes’ to allow the event to display in the designated locations.

18. Click on the Save button to finish

' ¥ You have now created your feature within the administration area. If the feature is
not appearing on the public site, your pages template may not support the Module.
Follow the next steps to modify the pages template and publish your feature to the
public site.

4.3.2 Publishing your Events feature on the Public Site

The page you wish to place your feature on must have the required feature module within the pages
template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for a module or Feature to be located. See section 2.6 of this User Guide.

4.3.3 Editing an Event

1. Click on the Edit option for the appropriate event.

Web Page Content/
Title Live Date Archive Date Last Editor Enabled
IBC Testing 30/M1152009 01200 Admin Default User  True
|IBC Testing Copy 3012009 302010 Admin Default User  True

2.  Make the necessary changes on the General tab.
3.  Click on the Save button to finish

4.3.4 Deleting an Event

1. Click on the Delete option for the appropriate event.

Events/

Title Options
Annual General Meeting 2008 =Lali

it adit | del
test document edit | del

2. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
event, click on the OK button.

4.3.5 Adding additional Event Times to an existing Event

1. Click on the Edit option for the appropriate event.

Wehb Page Content/
Title Live Date Archive Date Last Editor Enabled
B Testing 3001152008 3001152010 Admin Default User  True
|IBC Testing Copy 3001152008 3001152010 Admin Default User  True

2. Scroll to the event times section on the General Tab.
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Event Times: * Start Date End Date Options
040202010 11:02:00  04/020201012:02:00 del

Start Date: | [ Calendsr |

[cdcdimim iy HH:mim)

End Date * | FCalendar | Add Event Time
[cddimmfyyyy HH mm

To add additional event times for this event, select Start and End dates and click the "Add
Event Time" button then save the Event. Changes to Event Times are not saved until you
save the Event.

1. Add one or more event times by doing the following: (shown in figure below)
a. Select start and end dates using the calendars or typing directly into the appropriate fields.
b. Click the Add Event Time button to add an event time to the list of event times (c).
c. Review the list of event times and save the event when you are ready to save your changes

Event Times: * W End Date T OpTMS—. A C
04/02/201011:02:.00 04/02/201012:02.00 del y'e
23/02/2010 13:25:00 23/02/201014:25.00 del
) 426:00 24/02/201015:26:00 _ dal "

Start Date: * 25220101426 { MCalendar [)-a— 4

(ddimmbeyey HHmmY =

End Date * |25/02i2010 15:26 MEaiendard] Add EventTime |)-t—1 P
(ddmmsfyyyy HH mim)

To add additional event times for this event, select Start and End dates and click the "Add
Event Time" button then zave the Event. Changes to Event Times are not saved until you
save the Event.

(¥)  Your changes to the Event Times are not saved until you save the Event.

4.3.6 Copying an existing Event to a new Event

3. Click on the Edit option for the appropriate event.

Web Page Content/
Title Live Date Archive Date Last Editor Enabled
|IBC Testing 3001152008 30152010 Admin Default User  True
B Testing Copy 3001152008 3001152010 Admin Default User  True

4. On the General tab click the Save As button.

I.’jemeral-".I ‘ Teaser I Docurnents

Click for

E{] A copy of the selected Event will be saved and the new event will be displayed in
edit mode.

5. Make any necessary changes and click the Save button to finish.
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4.3.7 Adding an Event Teaser

2. Edit the required event and click on the Teaser Tab.

General Teaser Daocuments ] Contacts ] Locations ] Wersions ]

‘ ﬂ (=] i} Version: 15

3. Teaser: Enter a Teaser for the event, adding images and links as required in the Teaser WYSIWYG
Editor. (refer to the WYSIWYG Editor User Guide for further reference)

4. Click the Save button to save the Teaser.

5. Teaser Display Locations can be added at the bottom of the page. To add a Teaser Location click
the Add a teaser location link.

Teaser Locations

e
(odd a teaser location ‘
Location Options
Shire of Esperance edit| del

6. The page will display the “Add Display Location” form.

Fage Homepages: I—F'Iease Select a Homepage — %
Tier 1: I—No Sub-pages Available - ¥
Tier 2 I - Select Parent First- %
Tier 3 I - Select Parent First- %

Order ISelecta page first ¥

This will not take affect if wou have Events displaying on the site in alphaketical order.

Full event Display I Shire of Ezperance ! Events b
Location A, full evert dizplay location must be selected for an event teaser to dizplay. This is the location the
uzer will be taken to when viewwing the full event after they click on the teaser.

Save

7. Use the Display Tier drop down menu to select an appropriate location on the website for the event
teaser to be displayed.

8. Select a display order and the location of the full event.

9. Click the Save button to finish.
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4.3.8 Adding Documents to the Event

1. Edit the required event and select the Documents tab.

General ] Teaser ] Contacts ] Locations ] Yersions
-~

V= Version: 15
Documents
Description Group  Document Options
Test Document Maone remaove

oAl A doCUmEent -- - e '

| Description |

Group |
E Existing Content ltem -] Content Pool by Folder

. oor

New Document | Ee—
a
I Add Docurment |

2. Enter a Description and Group for the document to be added and select the document from the
tree structure of existing content items.

3. If the document you wish to add to the event does not already exist in the content pool you can add
a new document by clicking the browse button and selecting the document from your computer.

----- @ Touth and Children

ar
Mews Diocurment (:.LEIerse... Clear

Add Document

4. Click the Add Document button. This will add the select document to the list of documents linked to
this Event. If you have selected a new document this will add your new document to the list of linked
documents.

5. Click the Save button to save the selected document links for this event.

E{] Your document will now be displayed within the event on the public site.

4.3.9 Remove a Document from an Event

1. Edit the required event and select the Documents tab.
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2. Click the remove link next to the document you wish to remove.

Documents
Description Group Document Options
Test Document MHone rernove )

3. Click the Save button to update the event with your changes.
4.3.10 Adding internal contacts to an Event

1. Edit the required event and select the Contacts tab.

General ] Teazer ] Ducumentmw Locations ] Wersions ]

2. Select a Group, enter a Keyword and click the Search button to search internal users.

---Add Internal Contacts - ---------oommmm e |

Search

\ i
Group IAII Groups W 5
kevynord I.-'l'-.u:lmin Search E

Username First Name Last Name Add
Admin Admin Default User [}

Add Al Checked |

3. Check the Add checkbox for each user you wish to add and click the “Add All Checked” button.

---Add Internal Contacts - --------mmmm e |

Search

Eroup I.-‘-‘-.IIGrnupS b :
kevanvard I.-'l'-.u:lmin Search | :

Username First Name Last Name Add .

Admin gy, Admin Default User ()

Add &Il Checked |

4. Contacts can be removed from the Linked Internal Contacts list by checking the Remove
checkbox next to the contacts name and clicking the “Remove All Checked” button.
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Linked Internal Contacts

W,
A
LY

Assignqﬂ User Primary Contact maove
Adrmin D\ ult User Make Primany
Rermove All Checked

E{] Your contact will now be displayed within the event on the public site.

4.3.11 Adding an External Contact to an Event

1. Edit the required event and select the Contacts tab.

General ] Teagzer ] Ducuments/mw Locationz ] Yersions ]

2. Scroll to the “Add External Contacts”, enter a Keyword in the External Contacts search field and
click the Search button.

c--Add External Cortacts - oo 1

! Search "\\ -
- Keyword ,.r’ |

Create a new External Contact
. | Company Full Name Add

johnny ] !
WYZ Company  JohnWayne [

' Add Al Checked | 5

______________________________________________________________________________________________________

3. Check the Add check boxes of the existing External Contacts to link to the event and click the “Add
All Checked” button.

co-Add External Comacts -----mmmmmm s 1

. Search

E Keswword I.John Search | E

i Create a new External Contact
. Company Full Hame Adid e

" johnmy @‘f

WYZ Compghy  JohnWayne [

. Add All Checked

4. |If the External Contact does not already exist you can create a new External Contact by clicking
“Create a new External Contact”.
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- Add External Contacts ----------------------ooo oo

Search

Keyword ¢ |John Search |
€ _Create a new External C@

A

5. Complete the required fields on the “Create New External Contact” form and click the Save button.

General

Logo: I Browse..
Compary: | &

Full Marme; * Q

Phone: | |
|

Faw

-
Email: d:\ __)

tdaohile:

Address:

State:

Post Code:

|
|
ity |
|
|
|

WWeb site:

Enahled

E{] The External Contact will be added to the system but will not have been linked to

' your event. After you have save the new External Contact you will be taken back to
the Contacts tab of your event where you can search External Contacts and link
the new contact you just created to your event as described in point 2 above.

6. Search External Contact and add the desired contacts to your event.

4.3.12 Adding an Event Display Location

1. Edit the required event and click on the Locations tab.

General ] Teaszer ] Docurments ] Contads@} Yerzions ]

‘ 1 0O Locations apply to all versions

2. Click “Add a Location”.
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General ] Teaszer ] Documents ] Contactz ] Locations Warzions

1 O Locations apply to all versions

Locaf§bns

Add a location

Location Options
Shire of Esperance [ Events edit | del
Shire of Esperance / Services { Youth & Children / Test Subpage 3 edit | del

The page will display the Add Display Location” form.

Fage Homepages: I—F'Iease Select a Homepage — ¥
Tier1: I-No Sub-pages Available - ¥
Tier 2: I - Select Parent First- %
Tier 3: I - Select Parent First- %

Order ISelecta page first

This will not take affect if wou have Events displaying on the site in alphaketical order.

Full event Display I Shire of Ezperance ! Events b
Location A, full evert dizplay location must be selected for an event teaser to dizplay. This is the location the
uzer will be taken to when viewwing the full event after they click on the teaser.

Save

3. Use the Display Tier drop down menu to select an appropriate location on the website for the event
teaser to be displayed.

4.  Select a display order and the location of the full event.

5. Click the Save button to finish.

4.3.13 Versions

1. The Events Calendar module is version controlled. To view all versions of an event, Edit the
required event and click on the Versions tab.

General ] Teaser ] Docurments ] Contacts ] Locations

‘ ‘ Version: 2 ‘

All versions will be listed and can be edited by clicking the edit link for the version you wish to edit.
Saving changed to a version will not change the version but will create a new version with your

changes.
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Versions

[ e I = R LT S

A
B TR SE I B e |

—
oh

Version

Creator
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin
Admin

Date Version Created

171 0/2009 22:47:23
191052009 12:40:33
191052009 12:40:46
181 0/2009 12:41:28
181 0/2009 12:41:58
191052009 12:44:28
201 0/2009 09:32:49
201 052009 09:37:17
211052009 10:32:26
211052009 10:33:05
211052009 10:33:22
211052009 10:33:59
211052009 10:35:53
211 0/2009 10:52:10
211 0/2009 10:562:20

Publisher
Admin

Admin

Live Version Options
Mo edit
Mo edit
Mo edit
Mo edit
Mo - edit
Mo edit
Mo edit
Mo edit
Mo edit
Mo edit
Mo edit
Yes edit
Mo edit
Mo edit

4.3.14 Searching the Event Archive

1. Select the desired date range to search on using the Search form.

0

Non-Archived events

These are the events on your site which are yetto reach their archive date. Ifyou wish to view older items

please use the search.

Add an Event

Document/
Title Live Date 7 . |Enabled Options
Test Event 1 Qaoiz010 - B Today B = |True adit| del
Test Event 1 Copy 04:0142010 wk | Sun Mon Tue Wed Thu Fri  Sat [True edit| del

4 1 2 3 4 5 &
Search & 7 5] 9 1 11 12 13
o ) 6 14 15 16| 17 18 19 =z
Thlswnl_enableyuutnsearcharchl_\tedand_nl 20 21 2 oz oz4 o 27 e individual fields
below will cause thase fields to be ignored in o5
Title | Time: [15]:[ 58]

Select date

Live Date Between |15ID2I2D1D14:58 ElCalendar |

And

|1?ID2I2D1D15:58

(cdchimmiyyyy HH: mim)

[ Calendar: |

Gy

2. Click Search, to reload the events list containing all events with a start date that falls within the

selected date range.
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Search Results

Title
Another test event Copy
Another test event

Live Date Archive Date
10022010 180242010
10022010 180242010

Options
edit | del
edit | del
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4.4 Frequently Asked Questions (FAQ’s)

Verdi™ enables you to add a selection of Frequently Asked Questions (FAQ’s) and the associated answers
that are relevant to the website.

4.4.1 Adding an FAQ

1. Click on the FAQ’s option under Features.
B Features
O Dynamic Forms
O Employment
O Events Calendar
O Mailing Lists
0 MNews
O Polls
O Site Shortcuts

O Analytics

2. Click on the Add a new FAQ button.

3.  The “FAQ” form will be displayed.
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No o

FAGQ Category: (*)
(Choose an existing J‘:F“EELSE! zalect - ﬂ

category or enter & new J

category below)

Question: (*) =
[ ]
Answer: {(*)

FAQ Link (external): |

Choose a new internal  Tigr 0: |- Please Selact a Tier— =|
link: ! -

Tier 1: | - Select Parent First - j

Tier 2: | - Select Parent First- = |

Tier 3: [ - Select Parent First - j

FAC Link (internal): J

Tier 1 Location: |Tier1 =]

Enabled: Yeas vl

Select an existing FAQ Category from the drop-down menu or enter a new category in the text box
below.

Enter the Question you would like to display.

Enter the Answer to the question you would like to display.

If the FAQ has a related external link to another website, enter the website address into FAQ Link
(external).

CE[] Note: When entering a website address in the FAQ Link (external), remember to insert “http://”
in front of the link.

E.g. http:///www.ibc.com.au

If the FAQ has a related internal link to another page within the website, use the tier drop-down
menu to select the internal link. The FAQ Link (Internal) text box will automatically fill your selection.
Select a display for the FAQ using the Tier 1 Location drop-down menu. FAQ’s can only be
assigned to display on a Tier 1 page.

Set Enabled to ‘Yes’ to activate the display location.

Click on Insert to finish.

i [¥) You have now created your feature within the administration area. If the feature is

| not appearing on the public site, your pages template may not support the module.
Follow the next steps to modify the pages template and publish your feature to the
public site.
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4.4.2 Publishing your FAQ feature on the Public Site
The page you wish to place your feature on must have the required feature module within the pages

template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for a module or Feature to be located.

When creating your features tier locations, a message will display if the pages template does not support the

selected module. “The selected tier does not have the required Interaction Point Type assigned to it.”

1. Find the content item you wish your feature to be displayed on

a. Select Administer this tier element to take you directly to the tiers administration page.

Tier / A

Content Pool Homepages:  Home* |

Selection: (*) Tier1: jEFeatures* V[
Tier 2: | - Please Select a Page - v;
Tier 3: | - Select Parent First - V|

The selected tier does not have the required Interaction Point
Type assigned to it.

Or

a. From the Site Structure left navigation, select the page you wish the feature to be displayed on.
b. Selectthe Template Settings Tab
Contacts I Links l Pop-Up Settings l Redirection

General | Template Settings | Advanced l Permissions Status

2. Select the Choose Template radio button, and select the required pages template from drop down
menu.

3. Select Show Layout button, and select the required pages template from drop down menu.

4. The following screen will load:
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Template Settings

" Use Parent's

Template Settings

 ‘Choose 2. Subpage v showLayout |

Template:

RS SR ST

A QUICK HOME RUN

Tha Try Out » Bvest | 3

. 10A Pomiid

- e Fertatitaates “ oo =
oninm Ut DL Puseidl £ plest i Gda Sl "@l fasbins Yest  Lnastt o Limh Add s
Imecs  Fooyies Con "

_Lan
towl  Acgrew Conton

5. Select which section of the template you wish your feature to display by clicking on the relevant drop
down field. Find your feature item and select.

1. Utility Navigation | Utility Navigation |+ |

2. Site Search Verdi Basic Search |v|

3. Main Navigation [ Main Navigation

4. Left Sub Navigation | Sub Navigation |v |

5. Tier Title with l Verdi Tier Title with Breadcrumb E
Breadcrumb

B. Content Section 1 | Inline Content by Section ID |+ |

7. Content Section 2 | Inline Content by Section ID ||

8. Content Section 3 | Inline Content by Section ID |+ |

9. Content Section 4 [ Inline Content hy Section ID E

10. Footer Navigation | Footer Navigation | v |

[ Preview/SetOptions |

6. Select the Preview/ Set Options button to save your changes.
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4.4.3

1.

wn

4.4.4

Editing an FAQ

Click on the Edit option for the appropriate FAQ.

Add a naw FAQ

MNOTE: Gray FAQ"s are disabled

Client Side Training ‘

Tier 1
Can it happen straight away? G:mj delste

Make the necessary changes.
Click on the Update button to finish.

Deleting an FAQ

Click on the Delete option for the appropriate FAQ.

Add a naw FAQ

MOTE: Gray FAQ"s are disabled

Client Side Training

Tier 1

Can it happen straight away?  edit | [delste

2. The FAQ will be deleted from the list.
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4.5 Mailing Lists

Mailing Lists allow you to keep users of the site informed on a variety of topics with regular postings.

4.5.1 Adding a Mailing List

1.

3.

Click on the Mailing Lists option under Features.
B Features

O Dynamic Forms
O Employment

O Events Calendar
O FaQs

0 News

O Polls

O Site Shortcuts

O Analytics

Click on the Add a New Mailing List link.

Mailing List Info.

otal Active Mailing Lists:
otal Mailing Lists: 1

There are no accessible mailing lists to display.

Page will display the “Add a Mailing List” form.
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Add a mailing list Form F2.1

Mailing List
Name: {(*)
Tier 0! | —Flease Selecta Tier— »
Tier 1:| - Select Parent First-  »
Tier

selection: (*) Tier 2: | -Select Parent First-  »
Tier 3: | -Select Parent First-  »

Mailing List

Description:

Owner: (*) Flease select an owner »
Standard

Email Footer:

Is Enabled?: Yes W

Insert

4. Enter a Name for the mailing list.

5.  Select a location for the mailing list from the Tier Selection drop-down menus.

6.  Enter a short description for the mailing list in the Mailing List Description box. This description will
be displayed on the public site.

7.  Select an Owner for the mailing list. This person will receive all emails related to this list.

8. Enter a Standard Email Footer. This text will appear at the end of all outgoing emails to the mailing
list.

9. Set Enabled to “Yes” to activate the mailing list, else choose “No”.

10. Click Insert to finish.

E{] You have now created your feature within the administration area. If the feature is
not appearing on the public site, your pages template may not support the module.
Follow the next steps to modify the pages template and publish your feature to the
public site.

4.5.2 Publishing your Mailing List feature on the Public Site

The page you wish to place your feature on must have the required feature module within the pages
template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for a module or Feature to be located.

When creating your features tier locations, a message will display if the pages template does not support the
selected module. “The selected tier does not have the required Interaction Point Type assigned to it.”

1. Find the content item you wish your feature to be displayed on

a. Select Administer this tier element to take you directly to the tiers administration page.
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Tier /

Content Pool Homepages: | Home™ |Z|
Selection: (*)  5p 4. Features” v
Tier 2: ’ - Please Select a Page - EZI
Tier 3: | - Select Parent First - |z|

The selected tier does not have the required Interaction Point

Type assigned to it.

Or
a.

b. Selectthe Template Settings Tab

From the Site Structure left navigation, select the page you wish the feature to be displayed on.

Contacts | Links | Pop-Up Settings l Redirection
General ] < Template Settings > ] Advanced ] Permissions Status
2. Select the Choose Template radio button, and select the required pages template from drop down
menu.
3. Select Show Layout button, and select the required pages template from drop down menu.
4. The following screen will load:

Template Settings

" Use Parent's
Template Settings

2. Subpage v [_show Layout |

* Choose
Template:

A QUICK HOME RUN

e et ®

« 1A Pomid

Anins Une S0 Pesell  £and Caslent tn £
imese  Froyies Costew! - Angrmes Conton

)

\A

X
-

©'

5. Select which section of the template you wish your feature to display by
down field. Find your feature item and select.

clicking on the relevant drop
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1. Utility Navigation | Utility Navigation | |

2.8te Search | Verdi Basic Search ||

3. Main Navigation ‘ Main NavigationA

4. Left Sub Navigation ‘jSubNaW’Cl

5 TierTitlewith | Verdi Tier Title with Breadcrumb v |
Breadcrumb

6. Content Section 1 ‘Inline Content by Section ID q

7. Content Section 2 \,.'._r_‘li,r_‘__'? Content by Section 'DEI

8. Content Section 3 | Inline Cantent by Section ID q

9. Content Section 4 \V_I"r_l[irrjg Content by Section 'DEI

10. Footer Navigation ‘ Footer Navigation l_\:_|

| Preview) SetOptions |

6. Select the Preview/ Set Options button to save your changes.
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4.5.3 Editing a Mailing List

1. Click on the Edit option for the appropriate Mailing List.

Add 3 Mew Mailing List

otal Active Mailing Lists: 1
otal Mailing Lists:
False

Example Mailing List gl neletenpnqr

Owner
Keith Woods

t Type Element 10 Element Title
85 M,

Make the appropriate changes.
Click the Update button to finish.

wnN

4.5.4 Deleting a Mailing List

1. Click on the Delete option for the appropriate Mailing List.

Add a New Mailing List
otal Active Mailing Lists: 1
otal Mailing Lists:

False

Example Mailing List E[IilPuat
r- - —— _ R

Enabled Owner

fes Keith Weoods

Element Type Element 1D Element Title

1 85 MR

2. You will be presented with a conformation box asking if you are sure you wish to delete the specified
Mailing List, click on the OK button to confirm.
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455 Posting to Mailing List Subscribers

You are only able to post to “Enabled” mailing lists that have valid subscribers associated with them.

[;E] Note: If there are no valid subscribers to the mailing list then an information box will be presented
to the user.

icrosoft Internet Explores x

! E There are no subscribers ta this mailing lisk, s no pasts can be sent

1.  Select the desired mailing list and click on the Post option.

Ledd & New Mailing List

otal Active Mailing Lists: 1

otal Mailing Lists:

False

Edit n Delete l Past )

[Enabled Owiner

Yes Eeith Woods

Element Type Element 1D Element Title
1 85 M/

[;E] Note: Only the mailing list owner may post to the subscribers of that list.

2. The “Post a Mailing List” form will be shown on the page.

Post a Mailing List Form F2.2

Numbers of Users Subscribed: 1
Subject: (*) |Training Mailing List
Body: (*) E

Tel +61 8 9228 9922
Fax +61 8 9228 9044
116 Edward 3t

Footer: (*) |Internet Business Corporation Ltd (IBC) E

Save Footer: No ¥

Send Mail

3. The name of the mailing list will appear in the Subject box as a default value. You can change it or
you can use the existing name.

4.  Enter the information of the mail in the Body box.

5. The standard email footer from the mailing list will appear as a default value in the Footer box. You
can change it or you can use the existing information.
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6. If you add or change the default information of the footer, you can save the information by choosing
Yes to the Save Footer option. If you select ‘No’, the footer information will be unique to this

particular mail.
7. Adding Attachments: If you want to add an attachment to the mail, click on the Add button under

the attachments header. Select the file from its location / path and click OK.

Attachments:
Maximum size: 5000 Kb
Files Size
SelectFile | SelectFolder l Remowve File Remowve All

8. Click Send Mail to send your post to the mailing list.
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4.6 News

The News feature enables you to publish any news articles easily to the website.
4.6.1 Adding a News Article
1. Click on the News option under Features.
B Features
O Dynamic Forms
O Employment
O Events Calendar
O FAQs
O Mailing Lists
O Polls
O site Shortcuts

O Analytics

2. Click the Add News button.

O

News
Non-Archived news

These are the news iterns on your site which are yet to reach their archive date.
use the search.

Add News

3. The page will display the ‘News Article’ section.
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o

News Article

This is a test news category

Title *
Category * =g Categories:
Document
Dg Events Categories
: Dg Web Page Content
Copy *
Summary *

Release Date * |DB.|'DSJ'ED1D 09:04 ECalendar

The official release date of the news item, not the date it will appear on the site. (dd/mmiyyyy
HH:mm)

Start Display Date * IDB.I'DS.I'EMDDQ:M [ElCalendar

(dd/mmfyyyy HH:mm}

End Display Date = |DB.|'DE»'ED11 09:04 ECalendar

(dd/'mmfyyyy HH:mm})
Available Locations: | Location Options

Homepage [ Council | News |

Enabled * IYES |

Save |

4.  Type in atitle for your news article into the Title text box.

5. Category — select the category from the category tree.

6. Paste or type the body of the news item into the Copy text area.

7 Summary — enter a general summary of your article.

8 Using the Release Date calendar, select the date the news item was released.

9 Using the Start Display Date calendar, select the date from which the news article should be
displayed on the website.

10. Using the End Display Date calendar, select the date for the news article to be removed from view.

11. The Available Locations lists the pages that already have the News module within the pages
template. Select the Check boxes for the pages where you would like this News Article to appear.
When you save the news article an Article Display Location will be added for each of the ticked
locations.

E{] If there are no Display Locations listed here, there are no pages on your site that
' support the Module. Follow the steps to modify the pages template and publish
your feature to the public site.
12. Select “Yes’ for the Enabled field to enable the news item and make it live on the public S|te
13. Click Save to finish.

E{] You have now created your feature within the administration area. If the feature is
not appearing on the public site, your pages template may not support the IP type.
Follow the next steps to modify the pages template and publish your feature to the
public site.
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4.6.2 Publishing your News feature on the Public Site

The page you wish to place your feature on must have the required feature IP type within the pages
template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for an IP Type or Feature to be located.

When creating your features tier locations, a message will display if the pages template does not support the

selected IP type. “The selected tier does not have the required Interaction Point Type assigned to it.”

1. Find the content item you wish your feature to be displayed on

a.

Select Article Location.

IE

Article ] Article Advanced ] Teaser ] Documents ] Versions

Select Add New Location.

Article ] Article Advanced ] Teaser ] Documents ] Article Location Versions

Locations apply to all versions

)

This is a test news category

Locations apply to all versions

Article Locations

Page
Fixed Location: Homepage / Council | News

Options

Add Mew Location

E{] Note: You may see fixed locations if there are any News Category Behaviours created and the

news article belongs to one of those categories.

Page
Fixed Location: Homepage [ Council | News

Options

Using the Tier drop downs, select the page you wish the feature to be displayed on.

Article | Article Advanced | Aricle Location | Teaser Teaser Location
=
Page Homepages: -- Please Select a Homepage -- v]

Tier1: - No Sub-pages Available - v
Tier 2: - Select Parent First- [v]
Tier 3: - Select ParentFirst- v

Enabled Yes v[

Click Save

E{] Your feature will now be displayed within the page on the public site.
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4.6.3 Editing a News Article

1. Select the Edit option for the appropriate news article.
Newsletters
Title Release Date Live Date Archive Date Options
Newsletters test item? 11102007 111012007 171002008 et el
Newsletters test item3 114102007 114102007 11/110/2008 edit| del
MNewsletters test item4 114102007 1141002007 1111072008 edit | del
MNewsletters test item1 08/01/2008 1171002007 11/110/2008 edit | del
2. Make the necessary changes.
3.  Click on the Save button.
4.6.4 Deleting a News Article
1. Select the Delete option for the appropriate news article.
Newsletters
Title Release Date Live Date Archive Date Options
Newsletters test item?2 1111012007 11/10/2007  11/10/2008 ed
Newsletters test item3 11/10/2007 11/10/2007  11/10/2008 edit | del
Newsletters test item4 111102007 11/10/2007  11/10/2008 edit | del
Newsletters test item1 09/01/2008 11/10/2007  11/10/2008 edit | del
2.

You will be presented with a conformation box asking if you are sure you wish to delete the specified
News Item, click on the OK button.

4.6.5 Adding a News Item Display Location

1. Toadd a News Item Location for a specific news item, Edit the required news item, click on the
Article Location tab, then select the Add New Location button found below the main news article
details.

Article | Aticle Advanced | Atticle Location | Teaser Teaser Location
i
Article Locations
Page Enabled Options
Homepage / News Test Yes edit | delete
Add New Location
2.

The page will display the “Article Location” form.
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S

4.6.6

4.6.7

Aticle | Article Advanced Article Location Teaser Teaser Location

=
Page Homepages: Please Select a Homepage -- v{
Tier1: \ - No Sub-pages Available - ff'
Tier 2: | - Select Parent First - IZ]
Tier 3: | - Select Parent First- ||
Enabled | Yes 1
P T
WD
C—

Use the Display Tier drop down menu to select an appropriate location on the website for the news
item to be displayed.

Set Enabled to ‘Yes’ to activate the display location.

Click on the Save button.

Adding a News Item Teaser

Select the Teaser tab.

aricle | Atticle Advanced ricle Location | | Teaser Location
Enter your teaser in the Teaser Copy text area, and then click Save.
Teaser
Teaser Copy | E

Save \

Adding a News Item Teaser Location

Teaser Locations are on the same tab as the Teaser text. Scroll down to the Teaser Locations
Section, then select Add New Teaser Location.

The ‘Add New Teaser Location’ form will be displayed.
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Page * Homepages: -- Please Select a Homepage -- j'[

Tier1: - Mo Sub-pages Available - ‘v‘{
Tier 2: - Select Parent First - Av'}‘
Tier 3: | - Select Parent First- v}

Full Aticle Display | Homepage / News Test | v |

Location A full article display location must be selected for a news teaser to display. This is the location the user
will be taken to to view the full news article when they click on the teaser.

Enabled * [ Yes [v]

‘ Save .

— —

3. Use the Tier drop down menu to select the appropriate location on the website for the news item
teaser to be displayed.

4.  Full Article Display is only activated after adding display locations for the news item. This option
allows you to specify which of the available News Item Display Locations will display the full details
of the teaser news items.

5. Set Enabled to ‘Yes’, to activate the teaser.

6. Select the required Contact Publisher if available. This option is only available if a contact has been
assigned to the tier you wish to display the news teaser on and should be contacted before enabling

on the public site.
7. Click Save to add the location.

4.6.8 Searching the News Archive
1. Enter a Title and/or select a valid date range to search within using the Calendar buttons for the
‘Release Date Between’.

Search

This will enable you to search archived and non-archived news items. Not supplying any of the individual fields helow
will cause those fields to be ignored in the search.

Title |
Release Date || [[] Calendar
Between And

| [] Calendar

(dimmbyyyy)
search

2.  Click on Search, to reload the news list containing all news with a start date that falls within the
selected date range.
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4.6.9 Adding Documents to a News Article
1. Edit the required news article and select the Documents tab.

Article ] Article Advanced ] Teaser ] ¢ Documents )] Article Location ] Versions

& Version: 3

Click for Live Version: 2

Documents

Existing content from the Content Pool can be linked to a News Article by either selecting documents fram the
available documents or adding a new document. Any new documents will be added to the content pool and
added to the list of linked documents for this Mews Article. Linked documents are edited and version controlled
through the Content section of Verdi and the current approved document will be linked to the News Aricle.
Hote:

Selected documents are added to the linked documents list but are not saved against the Mews Article until you
save the News Article.

Description Group Document Options

There are no documents associated with this News

Article.

=of Mt B T ] = 5o ome 55556006 56500588 56 5068 85 56 SEEE 85 56 CaEE 96 56 5a 08 96 S0 EE 08 96 S0CE 08 96 SECE0a SE SEC0 S J
Description |

Group |

Existing Content ltem [#-/_ Content Pool by Folder

or
Mew Document | Browse.. || Clear

Add Document |Adds Documents to the above list.

Remember to save the News Article to link the selected documents.

R e EEEE e

2. Enter a Description and Group for the document to be added and select the document from the
tree structure of existing content items.

3. If the document you wish to add to the news article does not already exist in the content pool you
can add a new document by clicking the browse button and selecting the document from your
computer.

----- @ Yaouth and Children

ar
Mew: Document I (:‘LEIerse... Clear

Add Document

4. Click the Add Document button. This will add the select document to the list of documents linked to
this Event. If you have selected a new document this will add your new document to the list of linked
documents.

5. Click the Save button to save the selected document links for this news article.
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4.6.10 Adding News Category Behaviours

The News Category Behaviours enables you to set default locations for categories so that any news articles
created that belong to a category with a category behaviour will automatically be displayed on the pages
specified in the category behaviour for that category.
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1. Click on the News option under Features.

W Features

O Dynamic Forms

O Employment

O Events Calendar

O FAQs

O Mailing Lists
O Polls

O site Shortcuts

O Analytics

2. Scroll down to the Category Behaviours section and click “Add New Category Behaviour”.

Category Behaviours

Category
Web Page Content

Display Page Options
edit | del

Add Mew Category Behaviour

3. Select the Category and enter introduction text.

Category Behaviours allows you to specify locations where you would like to display this feature automatically if it
belongs to a specific Category. All items for this feature that are in the specific Catgeory will be displayed in these
locations and therefore the location does not need to be added to individual items.

4. Select options for required fields and check the locations and teaser locations for this category

behaviour.

Summary Required
»

Full ltem Required * IYes =

Yes |*|

Teaser Required * IYBSL

Please choose one display location and one teaser display location for this category

behaviour.

Available Display
Locations:

Display Location Options
Homepage | Council | Mews |

Available Teaser
Display Locations:

Teaser Display Location

Homepage | Homepage /

Homepage / Residents /

Homepage | Development |

Homepage | Environment /

Homepage / Library |

Homepage [ Council | Test Events Page |

Homepage | Council | Test Events Page [ Sub Subpage 1/
Homepage | Council | Test Events Page / Sub Subpage 2/
Homepage / Council | Test Events Page / Subpage 3/
Homepage [ Council | Test Events Page [ Another Test Subpage For testing /

Homepage [ Council | Test Events Page [ Another Test Subpage For testing
some more |

Options
]

Save

5. Click the Save button to save the category behaviour.

E{] All the pages that allow the news module or news teaser module will be listed as

available locations for selection.
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4.7 Polls

Verdi™ enables you to create simple Polls — you may pose a question or post an issue and Website users
can vote according to a list of pre-defined options.

4.7.1 Adding a Poll

1. Click on the Polls option under Features.

O Site Structure
[ Content
M Features

O Dynamic Forms
O Employment

O Events Calendar
O FaQs

O Mailing Lists

O News

D

O Site Shortcuts

O Analytics

W Advanced
M Users

2. Click on the Add a new Online Poll link.

3.  The ‘Add an Online Poll’ form will be displayed.
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Add an Online Poll

Title: (*)

Question: (*)

Response 1: (*)

Response 2: (*)

Response 4:

Response 5:

|
|
|
|
Response 3: (*) |
|
|
|

Response 6:

Day Month Year
Display From: f_]

14 [ 12 v|[ 2006 ¥

Day Month Year
Display To: i'

14 v|[| 1 [M[| 2007 v

Enabled?: :Yes v

Insert

4.  Enter a Title for your Online Poll.

In the Question text box enter the question or issue on which you want user feedback.

In the Response text boxes enter the options that Website users may select as their choices when
they vote. Enter at least three response options for the question. You can enter a maximum of 500
characters.

Use the Display From drop down menu to select a date to display the poll in the website.

Use the Display To drop down menu buttons to select the end of the display date.

Select ‘Yes’ for the Enabled drop-down menu.

0. Click on the Insert button.

ou

B oo~

E{] You have now created your feature within the administration area. If the feature is
not appearing on the public site, your pages template may not support the module.
Follow the next steps to modify the pages template and publish your feature to the
public site.

4.7.2 Publishing your Online Poll feature on the Public Site

The page you wish to place your feature on must have the required feature module within the pages
template. Each template is divided into a number of sections within a grid layout. Each section defines a
space for a module or Feature to be located.

When creating your features tier locations, a message will display if the pages template does not support the
selected module. “The selected tier does not have the required Interaction Point Type assigned fto it.”

1. Find the content item you wish your feature to be displayed on

a. Select Administer this tier element to take you directly to the tiers administration page.
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Tier /

Content Pool Homepages: | Home™ |Z|
Selection: (*)  5p 4. Features” v
Tier 2: ’ - Please Select a Page - EZI
Tier 3: | - Select Parent First - |z|

The selected tier does not have the required Interaction Point

Type assigned to it.

Or
a.

b. Selectthe Template Settings Tab

From the Site Structure left navigation, select the page you wish the feature to be displayed on.

Contacts | Links | Pop-Up Settings l Redirection
General ] < Template Settings > ] Advanced ] Permissions Status
2. Select the Choose Template radio button, and select the required pages template from drop down
menu.
3. Select Show Layout button, and select the required pages template from drop down menu.
4. The following screen will load:

Template Settings

" Use Parent's
Template Settings

2. Subpage v [_show Layout |

* Choose
Template:

A QUICK HOME RUN

e et ®

« 1A Pomid

Anins Une S0 Pesell  £and Caslent tn £
imese  Froyies Costew! - Angrmes Conton

)

\A

X
-

©'

5. Select which section of the template you wish your feature to display by
down field. Find your feature item and select.

clicking on the relevant drop
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1. Utility Navigation | Utility Navigation | |

2. Site Search erdi Basic Search v
3. Main Navigation | Main Navigatioan]

4. Left Sub Navigation | Sub Nayigatiprniv:[

5. Tier Title with Verdi Tier Title with Breadcrumb |+ |
Breadcrumb i

6. Content Section 1 | Inline Content by Section ID v[
7. Content Section 2 | Inline Content by Section ID v\
8. Content Section 3 | Inline Content by Section ID v[
9. Content Section 4 | Inline Content by Section ID v\

10. Footer Navigation | Footer Navigation v

| Preview) SetOptions |

6. Select the Preview/ Set Options button to save your changes.

4.7.3 Editing a Poll

1. Click on the Edit option for the appropriate Poll.

PortalMaster {Enabled) n |
Question: Is F‘-:Irtalh'laﬁﬂnﬂr to use?
Response 1: YEs, Very

Response 2: Some things are easy
Response 3: Mo, not really

View Poll Results

2. Make the necessary changes.
3.  Click on the Update button.

4.7.4 Deleting an Online Poll

1.  Click on the Delete option for the appropriate Poll.

PortalMaster {Enabled)

Question: Is PortalMaster easy to use?
Fesponse 1 YRS, WErY

Response 2: Some things are easy
Response 3: Mo, not really

WView Poll Results

2. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
Poll, click on the OK button to confirm.
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4.7.5 Adding a Poll Display Location
Polls can be placed at multiple locations on the website

1. Edit the poll and scroll to the bottom of the page until you see the Add A Display Location button.

bl

Locations

This Online Poll is not yet assigned to any locations

2. The ‘Insert Display Location’ form will load.

Insert Display Location

Tier 0: |- Please Selecta Tier - |
Tier 1: | -SelectPerent First- =]
Tier: (*) Tier 2: | -SelectParent First- = |

Tier 3: | - Select Parant First - ﬂ

Enabled: Mo =

Inser Display Location

Use the Tier drop-down menu to select where you would like to place the poll on the website.

Set Enabled to ‘Yes’ so that the display location is current.

Select a Contact Publisher (if applicable) to request permission to display the poll on the chosen
page.

6. Click on Insert Display Location to finish.

ok w
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4.7.6 Deleting a Poll Display Location

1. Edit the required poll

PortalMaster {Enabled)

Question:

Response 1:
Response 2:
Response 3:

View Poll Results

o R oetere |

Is PortalMaster easy to use?
Yes, very

Some things are easy

Mo, not really

2. Click on the Delete option for the poll display location you would like to remove.

Add & Display Location

Tier Title
1 Tier 1 Edit

4.7.7 View the Poll Results

Ongoing results of the poll can be viewed within the administration.

1. Click on the View Poll Results option for the required poll

Question:
Response 1!
Response 2;

Response 3:

Edit Delete
Is Portaliaster easy to use?
Yes, very
Some things are easy

Mo, not really

2. The results of the poll will open and display in a new popup window.

Online Poll Results

Yes, very: 50% (1)
I

Some things are easy: 50% (1)

|
Mo, not really: 0% (0)
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4.8 Site Shortcuts

Site Shortcuts enables authorised users to create menus of text links within key places in the site. The

shortcuts appear in the header and footer sections of all pages within the site.

Site Shortcuts can be an effective way to provide quick access to the most commonly used content in a site.
There are two types of site shortcuts:
1. Header Site Shortcuts include Home, Search and Contact Us links. These are usually named
‘Utility Navigation’ links.
2. Footer Site Shortcuts include Sitemap, Copyright and disclaimer links.

4.8.1 Adding a Site Shortcut
1. Click on the Site Shortcuts option under Features.

O Site Structure
@ Content
M Features

O Dynarmic Forms
O Employment

O Events Calendar
FAQs

O Mailing Lists

O News

Polls

O Analytics

W Advanced
B Users

2. Click on the Add a new Site Shortcut button.

Site Shortcuts
Category: Utility Navigation

Display Title: Home Edit | Delete
Assigned Homepages: None

3. The “Add a Site Shortcut” form will be displayed.
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Site Shortcut: add Form

Select One of the following Three options

Select a Tier 0; |- Flease Selecta Tier— =
Page:

Tier 1: | - Select Parent First- =]
Tier 2: | - Select Farent First - ﬂ
Tier 3: | - Select Parent First- = |

:OR:
Select a Select 3 Cantant Poal Tkem
Content Pool
Item:
DR
Select a I-ﬁelemnne- 'I
Feature:
You have |
Selected:

Category: (*) [-Please selectone - =
[Choose an I

axisting

category or
anber & naw

category below)

Shortcut
Mo Icon Uploaded
Icon:
| Browsa...
Mouse Over
Shortcut Mo Icon Uploaded
Icon:
| Browse...

Shortcut Icon I

Hint

Order: Il >
Alternative |
Title: (*)

( rnsenl )

4. Select where you want your site shortcut to link from the following options:

a. Select a Page — select from this option if you want to link to a page within your site.
b. Select a Content Pool Item — select this option to link directly to a content pool item.
c. Select a Feature — select this option to link to an available feature (e.g. Sitemap).

5. Using the Category drop down menu select a location for your shortcut.
Options available:
a. Selecting Text Link (in some cases Utility Link) will place the shortcut into the header
section of all pages.
b. Selecting Quick Links will place the shortcut in a drop menu.
c. Selecting Footer Links will place the shortcut into the footer section of all the pages.
d. Selecting an existing category or adding a new category in the text box will place the
shortcut in the drop-down menu.
LE] Note: The Categories that are available may differ depending on the setup of your site.
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6. Shortcut Icon, Mouse Over Shortcut Icon and Label Shortcut Icon are optional functions that
enable you to upload and use your preferred icons. Support for icons needs to be plugged-in to
Verdi™ before this functionality can be used, if this functionality is disabled these items will not be
accessible. Click on the Browse button to locate an icon from your local or network drive.

7. Enter a Shortcut Icon Hint. This is used on the public site to describe the shortcut.

8. Using the Order drop down menu button, select the order of the shortcuts links (only applicable if
you have more than one shortcut)

9. Enter an Alternative Title of your choice for the shortcut in the text box for display in the Site
Shortcuts drop down menu if you wish to display something other than the Tier Element name

10. Click Insert to finish.

4.8.2 Editing a Site Shortcut
1. Click on the Edit option for the appropriate Site Shortcut.

Add & new Site Shartout

Site Shortcuts

Category: Utility Navigation
Display Tide: Home
Assigned Homepages: None

Display Title: Tier 1 Delete

Assigned Homepages: None

Edit | Delets

2. Make the appropriate changes.
3.  Click the Update button to finish.

4.8.3 Deleting a Site Shortcut

1. Click on the Delete option for the appropriate Site Shortcut.

Add & new Site Shortout

Site Shortcuts
Category: Utility Navigation
Display Tide: Home Edit | Delete

Assigned Homepages: None

Display Title: Tier 1

Assigned Homepages: None

2. You will be presented with a confirmation box asking if you are sure you wish to delete the specified
Site Shortcut, click on the OK button to confirm.
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4.8.4 Deleting Multiple Site Shortcuts
1.  Click on Multiple Delete link at the bottom Site Shortcuts list.

Add a new Site Shortout

Site Shortcuts

Category: Utility Navigation
Display Title: Home Edit | Delete

Acsigned Homepages: None

Display Title: Tier 1 Edit | Delete
Assigned Homepages: Noneg

2. You will get a different window that allows you to check the site shortcuts you wish to delete.

Please select the Shortcuts you wish to delete and click "Delete Checked'.

l.q____ Delete Checked

3. Click on the Delete Checked button to finish.

4.9 Adding Documents & Document Lists

The Document Lists module enables you to create a list of available documents (ie : PDF or Word) with a
description of their content for your users to view or download.

4.9.1 Adding Documents to your site

1. Select the page that your document list will appear on from the ‘Site Structure’

[h Content

2. Click on the Template Settings tab on the top navigation. The Template Settings form should load.
Contacts | unks | Pop-Up Settings | Redirection

General l C Template Settings ) ] Advanced ] Permissions ] Status

3. From the options available select Choose Template and select <preferred page template> from
the drop-down menu and click Show Layout.
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Contacts | Links Pop-Up Settings | Redirection

General I Template Settings ‘ Advanced I Permissions Status

Template Settings

" Use Parent's

Template Settings R

(M| show Layout

& Choose Verdi CMS Subpage
Template:

' (Z)  Note: This will load the Module selection section.

4. Use the drop-down menus to select Document List in the Content Section you wish the document
list to appear in:

1. Utility Navigation | Utility Navigation v[
2. Site Search | Verdi Basic Search |v|
3. Main Navigation Main Navigation v;

4. Left Sub Navigation | Sub Navigation vf

5. Tier Title with Verdi Page Title with Breadcrumb v%
Breadcrumb ; R
6. Content Section A Document List ] vjl

7. Content Section B | Inline Content by Section ID vv
8. Content Section C Inline Content by Section ID:ng
9. Content Section D | Inline Content by Section ID | vv

10. Footer Navigation ' Footer Navigation v

(| PreviewsSetOptions [}

C@ Note: The default Modules will load automatically, however these can be changed to the ones
that you desire.

LE] Note: The default Modules displayed in the image above may differ from those that are featured
in the administration site.

5. Click on the Preview /Set Options button. A preview of the page is presented with the option to view
it in a new window to help see how the page will appear.
6. Once the preview has loaded, click on the Save button to finish.

EE] Note: You have now configured the template page sections to include a ‘document list’ on this
page.
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4.9.2 Adding Documents to a Document List

1. Find your page within the left hand side navigation.
2. Click on the '+' symbol next to the content link below your page

= g Document List
[= Ih Content

e Aadd New Content
“d] Upload Bulk Content

3. Click on the Add New Content link

=0 Training Document List

E ID Conptes
€& add New Content
5 4) Upload Bu

Content

i [¥] Note: The General Information form should load in the right-hand side pane.

4. Click on Document Content link to select the Content Category and click on the Set Category
button.

General Information

Category *

Set Category I

5. Enter a Title for your content pool item in the box provided

6. Enter the Title Abbrev to appear in the site navigation menu in the box provided. (May be the
same.)

7. Enter a Description for your content pool item in the box provided — This will be displayed above the

document link to explain the content of the document.

Enabled - Select Yes — Can be displayed on site from the drop down list

Scroll down to the Document Metadata section

©®

Document Meta Data

Autvor

Cramar

Fublishar

Creation Date |
{Plense erfer o dabe in the farmed ¥ YMMDD eq. 20040714 for the 14h of July, 2004)

Save

10. Enter your full name in the Owner text box
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11. Click on the Save button

Note: Your New content has been created. However, as this is for a document the
document file needs to be uploaded and the content will need approving/publishing before

it will show on the public site.

12. Click on the Files tab.

Locations Custom Fields

General Advanced

Preview Status ] Version Control

Files Contacts | Permissions

S —

EE6 UEE

Version: 1 - Not Approved

C@ Note: The Files tab will now load.

13. From the Add new file of type drop down select PDF and click the Add File button.

Locations Custom Fields

General

Advanced I

I Preview I Status I Version Control

Files ‘ Contacts | Permissions

Version: 1 - Not Approved

Content File List

File(s) Format Multipart? Size Options

There are no content files for this content item.

Add new file of type PDF

C@ Note: The Content File Upload form will load.
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Content File Upload

SelectFile Files [ see]
Select Folder

Remove File

Remaove All

Primary File [ v|  Update List

Alternate Link Name |

Display as Inline
Content

Style Sheet | Print Style - Normal v |

The stylesheet selected here will only apply to content that appears on its own page, €.9.
in a pop-up window. The stylesheet applied to content not appearing on i's own page,
will be that of the tier the content is displayed on.

Custom Fields
No Custom Fields were found for this item.
Pop-up Settings

Showin Popup | No v Show Popup Settings
vindow

14. Click the Select File button and browse to the PDF file that you want to upload to the site.

15. Once you have selected the file that you require, the Content File Upload form will update with the
selected file(s). Fill in the Alternative Link Name if you do not want the file name to appear as the link
to the document. This will provide a user friendly name for the document.

Content File Upload

Select File | Files (1) [ size (29kB) |
Select Folder | DiiExampleDocument.pdf 30,540 bytes

Remove Flle l
Remove Al |

Primary File ]ExampleDocument.pdf v | Update List I

Alternate Link Name |

16. Click Save to add the document to your content.
17. The Content File List will update with the file(s) that you have added.

Content File List

File(s) Format Multiparnt? Size Options
ExampleDocumentpdf POF  No 29.83 kB Edit| Delete

Add new file oftype MicrosoftWord v Add File l

18. You will naotice at the top of the screen there is a version number of the current content. This will tell
you whether the content is live or will need approving.
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Locations Custom Fields | Preview | Status I Version Control

General Advanced | Files | Contacts I Permissions

——

' HE G & Version: 4 - Not Approved

19. To make the content live click select the General tab and click on the Publish Content button.

Locations Custom Fields | Preview | Status I Version Control
General Advanced | Files I Contacts | Permissions
' HE G Version: 4 - Not Approved '

20. Once the content has been published the version text will change to read Live - Approved and the
Publish Content button will no longer appear.

Locations Custom Fields | Preview | Status I Yersion Control
General Advanced | Files | Contacts | Permissions
/——\

‘ =] i Version: 4 - Live - Approved

EE] Note: Your New content has been approved / published and will be available to view on the

public site. You may need to refresh the page by pressing F5 on your keyboard.
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5 A -ZListing Module

5.1 Overview of the A - Z Listing Module

The “A to Z Listing module” will display an alphabetised list of links to other pages within your
website. Each page of your website can be listed multiple times within the A to Z Listing
module, under different letters if necessary.

The same A to Z Listing module can also be displayed in many pages of your website.

Example: A-Z Listing module, how it could appear on a public website

Verdi Home > Test Page

Test Page

ABCDETFGHIJ

KLMNOPOQRSTU

F

Features

Description : Features galore!

S

Verdi Support
Description : Support for Verdi

T

Verdi Tour
Description : Take the Verdi Tour

\%
Verdi Tour
Description : Take the Werdi Tour

W
Why Verdi?

Description : Why Werdi? Read on to find out!
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5.2 Summary of Exercises
To display the A to Z Listing on your website you must follow these exercises:

1) Create / Edit a page
In order to display the A to Z module on your public website, you must add a new page
or edit an existing page on your website. In this example, we will add a new page.

2) Edit template settings on this page to display the A to Z module on that page
To display the A to Z module on an existing page, you must select that page from the
site structure, and click it to edit the page. This will allow you to edit the template
settings of this page.

(¥) Note: if the option is not available ask your site admin to make it available.
See section 5.4.

3) Populate your A to Z Listing, with a list of website page links
The public display of the A to Z Listing module comprises of a listing of entries of links
to other pages in your website. In order to populate the A to Z Listing module with
these entries, you must find each page which you wish to list, and add them
individually to the list.
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5.3 Exercises
5.3.1 Create/ Edit a page

In order to display the A to Z module on your public website, you must add a new page or edit
an existing page on your website. In this example, we will add a new page.

20. Click on the Site Structure option on the left navigation

O Site Structure

- &1 add Page to all Homepages
@ Homepage

O style Sheet Adrministration

O Templates Administration

B Content

B Features

W Advanced
B Users

. [1] Note: The Site Structure menu should open below the menu link

21.Click ‘+' next to the homepage that you want to add your new page into. Click on the
Add Page to this Tier option

O Site Structure

e # Refresh

..... £ add Homepage

..... £ add Page to all Hormepages
—]@ Homepage

E Content

= &dd Page to this Tier

1

i ({]  Note: The Add a Page form, “General Information” will load

Enter the General Information as per the general Verdi administration guide, and click
“Save”. This will create a new page, which you can administer to display the A to Z Listing
module.

5.3.2 Configure Template Settings

To display the A to Z module on an existing page, you must select that page from the site
structure, and click it to edit the page. This will allow you to edit the template settings of this

page.

1. Select the Template Settings tab
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2. Select the Choose Template radio button and select a Subpage template, click Show
Layout. A list of content sections for that template will be listed as a series of
dropdowns.

Template Settings

" Use Parent's

Template Se

L Show Laﬁ,n:uu

Subpane

3. Ensure that the “A to Z Listing” module is set to display on the Content Section you
wish it to appear on your page, by choosing “A to Z Listing” from the relevant Content
Section dropdown.

B. Content Section & | Ato Z Listing v/

. [¥)  Note: section 6 is used here as an example only

4. Click the preview button to preview how your A to Z list will appear on your page.
5. Click the update button at the foot of the page to apply these settings.

6. View the new A to Z Listing on the Public Site.

EE] Note: at this stage the module will display on your page, but may or
may not have any list entries yet. See the next exercise for how to add
entries.

7. If you wish to display the A to Z Listing module on any other pages of your site, you
can simply go through the same process again for each new page, now or at any time
in the future.

5.3.3 Populate the A —Z Listing
The public display of the A to Z Listing module comprises of a listing of entries of links to other
pages in your website. In order to populate the A to Z Listing module with these entries, you

must find each page which you wish to list, and add them individually to the list.

1. Locate a page which you wish to become a link entry in the A-Z Listing module in the
Site Structure and select it.

' O Site Structure -

@ Refresh
5 @ Add Homepage
~-d Add Page to all Homepages
@-@ Yerdi Home

c3] |® Content

:,J Preome
-4 Add Page to this Tier
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(Y] Note: The “"General Information” tab for this page will load

2. Scroll down to the Custom Fields section.

Custom Fields

Ato Z Listings V' A- Z Listing

e box to allovy this page to be displayed in the A to Z Module, wherever the
dtiule appears throughout the public site.

Ato Z Listing Letts
Choose the letter(s) that you wish this page to be listed under, on all & to Z Modules,
wherever the module appears throughout the public site.

Ato Z Listing Read all about Verdi CMS E

Description

The description for this page that will only appear next to each A to Z list tem, on the A to
Z Module, wherever the module appears throughout the public site.

o Select the A-Z Listings checkbox, which enables/disables this page from
appearing as a list entry in the A to Z module.

o Select the letters you wish this page to appear under in the A to Z Listing
module.

(¥) Note: hold the "ctrl” key to select more than one letter for this item to
appear under.

o Enter a description for the page. This description will only appear next to the link
entry in the A-Z Listing page, and is different from the main description of this
page.

3. Click the Save button. This page will now become an entry in the A to Z Listing module,
wherever it has been used within your site. If you chose for this page to be listed under
separate letters, then it will be the relevant number of times under each letter heading.

(Y] Note: The standard scheduling/enabling features of pages will apply to
the A to Z Listing module. i.e. if a page is scheduled to be removed
from the site at a particular date, or the page is manually disabled,
then the A to Z Listing entries for that page will also be removed at the
same time. This means you don’t need to remember to remove the
links to an old page from the A to Z Listing!

Example: One A to Z listing entry for a particular page

A
About Verdi
Description @ Read all about Verdi CMS

4. Continue from step 1 for any other page you would like displayed in the A-Z Listing.
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5.4 A -ZListing Module — Advanced Site Administration

This information has been provided as reference and is only applicable to Site Administrators

interested in customising the A to Z Listing module settings.

5.4.1 Custom IP Type (Modules)

The IP Types (Modules) tab located under Advanced > Custom Fields Administration
shows the A-Z Listing Module.

ﬁ Custom Fields
O Site Structure

E Content
W Features
B Advancad

O site Variables Ad
B Domains Administration
@ Reports

O Content Formats

@ Content Categories

@ Interaction Point Types

@ Meta Keywords Dictionary

| Users

(8 Custom Fields Administration

Fation

| All Cantent

Category

0O

Custom Fields for IP Types

can be specified when you allocated the IP Types to pages.

Current Custom Fields

iNalne Type Actions \
| A to Z Listing
| Ato Z Listing Name Text Edit| Delete | Options

Content Earmat | Content for Categories
C o>

Custom fields allow Verdi to perform custormised functionality for each individual Verdi instance while keeping the
core porduct untouched. YWhen you add custom fields for an IP Type you are adding additional Meta Data fields that

By editing the A-Z List, Site Administrators will be able to see the defined configurations.

IP Type *

Mame

Type
Default value

Size

Required *
Description *

Interface Type

Interface QOrder
Display in Puhblic

Edit Custom Field for an IP Type

ATo Z Listing W
Ato £ Listing Mame
Text W

—
——

NEERRS

The name to be associated with the &
to £ Listing Interaction Foint Type.
This iz uszed within the Template
Cu:unfiguratibn section.

Text W

1w

O

(Y] Note: Only site administrators will ever be required to edit this customisation
and then, infrequently if at all. This information is therefore provided for your
reference only.

5.4.2 Custom Fields

Custom Fields have been created to allow Site Administrators to define content that will appear

in the lists.

The Structure tab located under Advanced > Custom Fields Administration shows the A-
Z Custom Fields.
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O Site Structure -

@ Content
B Features
B Advanced

\J Customn Fields Administration
Site Variables Administration
Domains Administration

O Reports

@ Content Formats

@ Content Categories
Interaction Point Types

Meta Keywords Dictionary

B Users

IP Types Category

Content Format Content for Categories Structure All Content

Custom Fields for Structure

Custom fields allow Verdi to perform customised functionality for each individual Verdi instance while keeping the
core product untouched. YWhen you add custom fields for Structure you are adding additional Meta Data fields
Structure ltems.

This can allow extra searching or even extended styling ability such as adding an image field to allow specific
images to he displayed for specific pages.

Custom fields can also useful for custom additions to Verdi called Interaction Point Types. They allow developers to
extend some ofthe hase items of Verdi such as Content Files without altering the core Verdi code.

Current Custom Fields

Name Type Actions
Structure
Ato Z Listings Text Edit| Delete | Options

Ato Z Listing Letters Text Edit| Delete | Options
Ato Z Listing Description Text Edit| Delete | Options

By editing the individual Custom Fields, Site Administrators will be able to see and edit the

defined configurations.

Edit Custom Field for Structure

MName * Ato ZListings

Text

Type *
Default value

I

i

Size IU

Required *
Description *

[Yes [v]

Check the box to allow this page to be

displayed in the & to Z Module,
wherever the module appears throughout
the public site.

Interface Type *

{ Checkhox

]

Interface Order * ’1_:[

Display in Public J
Include in Search O]

The Custom Fields appear on the General tab when editing each page (more on this in

Section 3).
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Custom Fields

Ato Z Listings ™ A- Z Listing
Check the box to allovy this page to be displayed in the & to Z Module, wherever the
module appears throughout the public site.

Ato Z Listing Letters

Choose the letter(s) that you wish this page to be listed under, on all A to Z Modules,
wherever the module appears throughout the public site.

Ato Z Listing

Description

The description for this page that will only appear next to each & to Z list tem, on the & to
Z Module, wherever the module appears throughout the public site.

(¥)  Note: Only site administrators will ever be required to edit this customisation
and then, infrequently if at all. This information is therefore provided for your
reference only.

5.4.3 Configuring Template Sections

As with any other Module in Verdi, the relevant template must be configured correctly in order
to allow Site Structure administrators to choose the A to Z Listing on their pages.

The number of templates available depends on your site. An example template is shown
below:

Each template is configured to allow the A-Z Module (and other modules) to display in the
Sections required during the set up of the site. The example below shows section 6 has
already been configured to display the A-Z Listing.
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Edit a Section

Section Name: {(*) |ContentSecti0nA
Position Number: (*) B

Interaction Point Types: (*) ( [Atoz Listing ) _"7 |
(Hold ctrl to select multiple) E

Contact Us Form

Contacts

Document List

Dynamic Forms

Employment

Ewvents (Detailed) [t

Default Interaction Point Type: (*) | Inline Content by Section ID V'
Save As ] Update I

You can hold down the CTRL key to select/deselect as many modules (including the A to Z
Listing module) as you would like for each template section. Once saved, this will then be

reflected in the dropdown for each section, available to site structure administrators when they
edit the template settings for each page of the website.
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6 Content Approval and Workflows

6.1 Overview

This section explains in detail how content is approved within Verdi, and how that is managed with
workflows.

6.1.1 Content Approval

Each time a content editor creates a new content item, or modifies an existing content item, they are creating
a new version of that content item.

Before that version of that content item can be used on the website, it must first be approved (published) by
a Verdi User(s) with publishing permissions. Up until the point of approval, the previously approved version
of this content item will continue to be displayed (or none at all if this is a new content item).

6.1.2 What is an approval workflow?
An approval workflow is a process which allows content to be published in a managed way, by pre-defined
Verdi Users with relevant permissions.

Allowing content to be created by one group of Verdi users, and published by another group, is an effective
way of extending the natural business roles within your organisation into publishing content onto your
website, and thus allowing for checks and balances to be in place to monitor and manage how your business
communicates.

Verdi uses one of two workflow systems, depending how your particular system is set up; either Verdi
Standard Workflow or Verdi Advanced Workflow. If your system has Verdi Standard Workflow at present,
this can be upgraded by installing and configuring the Advanced Workflow module.
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6.2 Verdi Standard Workflow

Verdi Standard Workflow is the process through which Content Editors can request that their content be
approved by Content Publishers.

6.2.1 Overview
Approving individual content items with default workflow:

To get a single item of content approved, first a content editor must request that a Verdi Content Publisher
user review their content, and either Approve or Deny that it be published. E.qg.

Approves | Content made
LIVE to site
Requests Approval
Creates ) Content >
ltem via auto email form
| Content
Denies not approved
CONTENT CONTENT
ADMINISTRATORY PUBLISHER
WRITER

Approving groups of content items with default workflow:

Alternatively, a content editor can choose to request a group of content items be reviewed, and therefore
approved or denied as one decision. E.g.

CONTENT
ADMINISTRATORY CONTENT
WRITER PUBLISHER

Creates | assignsto Requests Approval
g Workflow
— ) Content |[——|
ltem Group via auto email form
A v

Repeat for multiple content items

Approves Denies
. y
All Content Content
within not approved
group made
LIVE to site
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6.2.2 Approving individual content items with standard workflow
The process of a Content Editor requesting approval for an individual content item is shown below;

1. Content Editor — creates or edits a content item. Note: this version of the content item is still
effectively unapproved and is not shown on the public website, until the content is approved at point
6 below

Content Editor — requests approval for the content item

Content Editor — chooses one or more publishers to request approval from

Content Publisher — receives the request

Content Publisher — can review the content item

Content Publisher — can either approve or deny that it be published

ogakwn

Content Editor — creates or edits a content item.
e.g. in this example a new content item has been created and saved, and is therefore Version 1 —
not Approved.

HE 8 UE

Version: 1 - Not Approved

v
Content Editor - requests approval for the content item, by selecting the icon to Request
Workflow Approval.

=

Version: 1 - Not Approved

[Request ‘Workflow Approvall

Content Editor - chooses one or more publishers to request approval from.
The ‘select a ‘Publisher to Notify’ screen will be displayed (as below). Using this screen you can
select a publisher you wish to notify to approve your content and make live to the public site
a. Tick the publisher(s) you

wish to approve your
content. Only one
publisher can approve
your content. (This list of

search | Workfiow Tasks I Workfiow Groups l Emall Updates |

Select a Publisher to Notity

publishers is made up of
any administration user
who has permission to
perform publishing
activities to the site. You
can select more than
one to increase the
chances of one of the
publishers reviewing and
approving your content.)

b. Enter any notes or
comments in the free
text field

c. Select the Request
Approval button.

By submitting this form you are locking this Workflow Group so that no more content can be added to . The publisher
(s) you select from this st will be notified by emall that the YWorkflow Group s ready for appraval

[[] Keith Woods

[T] Ben Smith

[] Jason Normis

[[] Shane Kelly

[T] Ellen Dunidey

[[] James Kerford

[] Site Administrator

[[] Leah Dent

[[] Leanh_SystemAdmin Dent
Notes:

Request Approval
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d. The content item status will now display as Requested - Not Approved. This is how that
status of this item will remain, until it has been approved or denied.

(= @onﬂ - Requested - Not Ap@

e. An email will be sent to the selected publishers with links and details of the content to be
approved.

Content Publisher — receives the request.
An emalil is automatically sent to the publisher by Verdi, noting the Content Editor who is requesting

approval, and a link to the content in question.

B portalMaster Publisher Notification: Request 9 - Message (Plain Text)

Pfle Edt View et Formot Jook  Actons  Help
i ey | ARepto) | pFored | 4 o Alw S N X | e-2- A5 0@

From: W leah.dert@ibc.com.au Sent: Mon 13/2/2006 10:07 AM
To: laah. dert@ibe.com. au
Ce:

Subject: PortaiMaster Publisher Notfication: Request 9

I Leah_Systemidmin Dent,

leahvriter leahwriter (leah.dentfibe.com.au) has requested that you publish the Workflow
Request ID 9.

You can viev this item by following this link
hrtp://pm25. usermanual . dewo . 1be. com, auw/admin/sve admin/default.aspx?
referrerURL=contentPool.aspxidfcurrentTabNames3dWorke lovsZ0Tazks

Please review this information as soon as possible.

Additional Information:
testing one
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Content Publisher — can review the content item
f. Select the hyperlink to view the content item.
g. The Verdi™ browser window opens and asks for the Publisher’s Log In details.
h. Verdi™ opens at the Your Workflow Tasks screen. (Note: You can navigate to this screen
without having to click on the link in your email by using the Verdi Administration left
navigation, content tab, and clicking Content Administration, then Workflow Tasks tab):

Your Workflow Tasks

The tasks helow are in need of being approved befare they will be made live. This list contains all of the items that
you have the right to approve. The items that were specifically sent to you are on the top of the list.
Please Note: Completed tasks will only appear in this list for 1 day after they have heen completed.
Your Tasks

Request Status Duration Users Actions

ID: 9 Started: 13/02/06 Requester: leahwriter leahwriter I ==
Type: Content @ at 10:06 A Publisher: Leah_SystermAdmin Dent @J @]
Title: test

Version: 1

ID: 4 128 days Requester: Content Editor Al =]
Type: Content @ Started: 07/10/05 Publisher: Site Administrator L @J @
Title: ¥ho's Who at02:34 PM

Version: 10

ID: 5 125 days Requester: Content Editor ==
Type: Content @ Started: 10/10/05 Publisher: Site Administrator @J @1
Title: Yho's Who at02:13 PM

Version: 11

ID: 6 122 days Requester: Content Editor ==
Type: Content @ Started: 13/10/05 Publisher: Jason MNorris @J @
Title: ¥Wha's Who at02:23 PM

Version: 12

This page lists all the content items which this Content Publisher has been asked to

approve.
Request Status Duration Users Actions
ID: 9 Started: 13/02/06 Requester: leahwriter leahwriter =1l =
Type: Content @ at 10:06 AM Publisher: Leah_8SystemAdmin Dent L@L@j
Title: test
Version: 1

Note that the Status Flag colour denotes the following:
= Yellow: Awaiting Publisher Approval
= Red: Denied Publisher Approval
= Green: Approved item.

i. To review the content before you deny or approve for publishing, select the magnifying glass

icon.
Request Status Duration Users Actions
ID: 9 Started: 13/02/06 Requester: [eahwriter leahwriter ===
Type: Content @ at 10:06 AM Publisher: Leah_8ystemAdmin Dent L E‘
Title: test

Version: 1 ’
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Content Publisher — can either approve or deny that it be published.

j- To approve the content, select the approve icon.

Request Status Duration Users Actions

ID: 9 Started: 13/02/06 Requester: [eahwriter leahwriter . w =
Type: Content at 10:06 AM Publisher: Leah_8SystemAdmin De 'L [ — | _j
Title: test

Version: 1

k. To deny the content to be published, select the deny icon.

Request Status Duration Users Actions
ID: 9 @ Started: 13/02/06 Requester: [eahwriter leahwriter

Type: Content at 10:06 AM Publisher: Leah_SystemAdmin Dent |

Title: test

Version: 1

6.2.3 Approving groups of content items with default workflow:

Workflow Groups are used to speed up the workflow approval process when requesting approval for multiple
pieces of content. All content within the workflow group will be considered as one item for the workflow
process and can only be approved as a group.

Content Editor — creates or edits a content item

Content Editor — adds content item to a workflow group

Content Editor — goes back to step 1 until all content is created/updated, and added to the group
Content Editor — requests approval of workflow group

Content Editor — chooses one or more publishers to request approval from

Content Publisher — receives the request

Content Publisher — can review the content group, and each content item within

Content Publisher — can approve the content group to be published

©ONoGA~WNE

Assigning a Content Item to a Workflow Group

Content Editor — creates or edits a content item
e.g. in this example a new content item has been created and saved, and is therefore Version 1 —
not Approved.

(=~ @ Version: 1 - Not Approved

Content Editor — adds content item to a workflow group

‘ HE T .&) Version: 1 - Not Approved

1. Select the Workflow Group icon
2. The ‘Add Content to the selected Workflow Group’ will load
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Add Content to the selected Workflow Group

Add "test 2" to the workflow group:

Existing Group 89,"?':",?' Qrggp - |
Qr

Create a new group

Add

Select an existing workflow group using the drop down

OR create a new group by entering the group name in the provided text field
Select the Add button

The ‘About Workflow Groups’ screen will then load.

o gk w

About Workflow Groups

Workflow Groups are used to speed up the workflow approval process when requesting approval for multiple pieces
of content. All content within the workflow group will be considered as one item for the workflow process and can only
he approved as a group.

Existing Workflow Groups

!Name Content Assigned Workflow Status Actions

| test group 2 @ ﬁ

[

itestgroup 1 < i}

Add a new group | Add

Your content has now been assigned to a workflow group.

Content Editor — goes back to step 1 until all content is created/updated, and added to the group

Content Editor - Requests Approval of Workflow Groups

1. Select the magnifying glass icon on the workflow group you wish to request approval for.

Existing Workflow Groups

'Name Content Assigned Workflow Status Actions

|testgroup 2 @ i}

[

itestgroup 1 < 1]

Add a new group I Add

2. The workflow group’s screen will load, displaying all the content items that belong to the group. You
can view, modify and delete content items from this screen.
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test group

@Approval for this group has not been requested.

Content in this Group

{Name Version Actions
i 1 @8
(test2 1 @ @

Request Approval l

3. Select the Request Approval button

Content Editor — chooses one or more publishers to request approval from

The ‘select a ‘Publisher to Notify’ screen will be displayed (as below). Using this screen you can select a
publisher you wish to notify to approve your content and make live to the public site

a. Tick the publisher(s) you

Search I Workfiow Tasks I VWarkfiow Groups [ Email Updates

wish to approve your
content. Only one
publisher can approve
your content. (This list of

. ; Select a Publisher to Notity
publishers is made up of

By submitting this form you are locking this Workflow Group so that no more content can be added to it. The publisher

any administration user (5) you salect from this listwill be notified by emall that the Warkfiow Group is ready for appraval
who has permission to [] Keith Woods
perform publishing [] Ben Smith
activities to the site. You [ Jason Norris
can select more than one £ shane ey
to increase the chances of B T
one of the publishers 0} Eite Administrtor
reviewing and approving [] LeahDent
your content.) [] Leah_Systemadmin Dent

b. Enter any notes or LA =
comments in the free text
field

c. Selectthe Request
Approval button.

d. An email will be sent to the 1
selected publishers with e Ao
links and details of the
content to be approved.
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Content Publisher — receives the request
An email is automatically sent to the publisher by Verdi, noting the Content Editor who is requesting
approval, and a link to the content in question.

B portalMaster Publisher Notification: Request 9 - Message (Plain Text)

Pfle ER Vew Jwert Fomot Tooks Acbons  Help
i dBeoly | aRepvtod) | Forwerd | § A w S X &0 a5 v EE

From: ' loah.dsrr@ibc.com.au Sent: Mon 13/2/2006 10:07 AM
To: laah. dert@ibe.com. au
Ce:

Subject:  PortaiMaster Publisher Notfication: Request 9
|Lcuh_$y3t¢mxdm1n Dent,

leahvriter leahwriter (leah.dentfibe.com.au) has requested that you publish the Workflow
Request ID 9.

You can viev this item by following this link
hrep://pm25. usermanual . dewo . 1be. com, auw/admin/sve admin/default.aspx?
referrerURL=contentPool.aspxidfcurrentTabNames3dWorke lovsZ0Tazks

Please review this information as soon as possible.

Addicional Information:
cescing one
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Content Publisher — can review the workflow group, and each content item within
a. Select the hyperlink to view the content item.
b. The Verdi™ browser window opens and asks for the Publisher’s Log In details.
c. Verdi™ opens at the Your Workflow Tasks screen. (Note: You can navigate to this screen
without having to click on the link in your email by using the Verdi Administration left
navigation, content tab, and clicking Content Administration, then Workflow Tasks tab):

Your Workflow Tasks

The tasks below are in need of being approved before they will be made live. This list contains all of the items that you have the right to
approve. The items that were specifically sentto you are on the top of the list.

Please Mote: By default this page will only display ‘workflow tasks' for the previous day. To display tasks from a specific date range, choose
fram the options below and click ‘search’.

Tasks completed 27/04/08 Calendar |and |28ID4JDB Calendar

between:

Search

Your Tasks

Request Status Duration Users Actions

ID: 342 ¢ Started: 28/04/08 Requester: Neil Young (¥
Type: Workflow Group at 05:28 PM Publisher: Meil Young
Group Name: test

The Status Flag colour denotes the following:
* Yellow: Awaiting Publisher Approval
= Red: Denied Publisher Approval
= Green: Approved item.

1. Select the magnifying glass icon on the workflow group you wish to review for approval.

Existing Workflow Groups

iName Content Assigned Workflow Status Actions

|testaroup 2 @ 1]

|

| test group 1 < 1]

Add a new group | Add

2. The workflow group’s screen will load, displaying all the content items that belong to the group. You
can view each content item from this screen, by clicking the magnifying glass next to each item.
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test

@Apprnval forthis group has been requested.

Content in this Group

Hame Version Actions

test! 1 [}
test?2 1 [}

Publish Group |

Content Publisher — can approve or deny that the content group be published

1. You can Approve/Publish this whole group in one of two ways:

a. Select the Publish Group button to approve all the content in this group, or
b. Go back to the Workflow tasks tab

Request Status Duration Users Actions

ID: 9 Started: 13/02/06 Requester: leahwriter leahwriter =
Type: Content @ at 10:06 AM Publisher: Leah_8SystemAdmin Dent @ L@j
Title: test

Version: 1

To approve the content select the approve icon. This will approve all the content items that
belong to the workflow group.

Request Status Duration Users
ID: 8

Actions
@ Started: 13/02/06 Requester: [eahwriter leahwriter
Type: Content

T
at 10:06 AM Publisher: Leah_8ystemAdmin De ’}3 @
Title: test
Version: 1

2. To deny the content to be published (Without viewing it), select the deny icon. This will deny all
the content items that belong to the workflow group.

Request Status Duration Users
ID: 9

Actions
@ Started: 13/02/06 Requester: leahwriter leahwriter
Type: Content

at 10:06 AM Publisher: Leah_SystemAdmin Dent 51'3
Title: test
Version: 1
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6.3 Verdi Advanced Workflow
This is a similar process to default workflow, with much more flexibility.

Verdi Advanced Workflow is the process through which Content Editors can request that their content be
approved by Content Publishers using a pre-designed workflow process, rather than just a single Publisher
as in Verdi Default Workflow.

6.3.1 Overview

Approving individual content items with advanced workflow::

To get a single item of content approved, first a content editor must select for their content to be processed
by one of a range of available Advanced Workflow Processes, which in turn performs a series of activities
(see below) to decide if the content is approved or denied for publishing.

Each Advanced Workflow process can be designed to be simple or complex, and similar to other workflows
or completely different, but will always comprise of three main steps:
1. Aninput =the content item to be processed
2. A process = the design of the workflow itself, defining a flow of activities.
Each action typically requires a Content Publisher to:
= Accept responsibility for completing the action
= Review the content
= Approve or deny the content.
(Note: the Publisher is simply approving or denying this single step in the workflow. This
action will not necessarily immediately result in the content item itself being Published)
3. An Output = once each Publisher has performed their action, and all the steps within the
workflow have completed, then the content item will either be approved, and therefore
published, or denied and not published.

1
! Selects Approves | Content made
1 from Workflow A 7| LIVE to site
1 available
i Workflow
| processes
Creates | Content E > Workflow B §§ +
ltem | . !
1 r? 1
| ,;/’ 4 , |
L%, Workflow C ! | Content
P 7 >
2 /’ , ) | Denies not approved
” 1, 1
Pl 1
1 1
1 1
L

CONTENT JPLE A
ADMINISTRATOR/ S D !
WRITER e 7 ]
e e ’ ’
. . s / , d ,/ /

1

Workflow Users

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 189

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




Approving Groups of content items with advanced workflow:

Alternatively, a content editor can choose to request a group of content items be reviewed, and therefore
approved or denied as one decision. This works in a similar way to individual content items, but again,
replacing the choice of Publisher with a choice of Workflows.

CONTENT
ADMINISTRATQ
WRITER

Creates

1 Content

ltem

7y

A I
Repeat for mu/m'pfé conten} tems
” rd

-

g

Assigns to

o

Workflow |

Group

Selects
from
available

Workflow A

Workflow

processes

-z g
s,

T

4
4

Workflow Users

7/
4

g

Workflow B @§

Workflow C

/

Approves | Content made
LIVE to site
Content
Denies not approved
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The Advanced Workflow Process

The flowchart below in diagram 1 shows more detail on how the generic workflow process works, and
begins in the Orange middle row, first box titled “Create Content”.

Note that the design of each Advanced Workflow will be pre-determined for your website, and this is
represented by the bottom blue row. So, this blue row represents one ‘workflow activity’, of which there may
be many, interlinked, and requiring different groups of workflow users to be involved at various stages, as in
diagram 2, which shows an example workflow process.

Diagram 1
Advanced Workflow > Example g
T
£ } Workflow Result =
L Auto.Seloct Approved or Denied Workflow item "
2 - {content item or content group) is
@ g orkflow approved or denied, based on workflow
— o System auto- i
5 | ‘ decision.
g selects workflow. System sends Content Editor notification
= ] emall of result
I L3
[ : i Ny
£ Select ‘next step’
B I workflow users
| Select Content Editor selects
b= I Create content Are there more Kl which nominated
& | | ContentEditor than one workflow warktow o narning
| - . " s - Content Workflow Users to
= | |creates a workflow available to this Content Editor " " \
| 1 e »Yespr Editor 3 nolify (from the ‘next
| Q item, i.e. a content (based on Content o .
Q! | item or content Folder and/or Selects a step’in workflow), and
S Categary]? workflow adds comment notes
[ ] group Blegory; process. System sends
: % | notification email to
-] : > users.
I (] ! Yes
! ]
| 1
| ]
| 1
| ]
| = N
| 2 = : Nominated workflow user Workflow user Select ‘next step” workflow users
| B2 accepts this activity approvesidenies s this the last Content Editor selects which nominated
| £ X | jand effectively lacks other - Reviews workllow item, e 5“” s the Iifl L e—Ho—e Workflow Users to notify (from the ‘next step’
| E o | workflow users out fram and Approves or Denles arkllow activity in workflow), and adds comment notes
I g = 1 doing so). it. System sends email to users.
I
| ] ¢
| ]
| 1
| 1
| 1
Diagram 2:

Advanced Workflow > An Example Workflow .
- A workflow process is

defined as a flowchart of
activities (shown as white

T

5§ | [ box

'Q : Begin Workflow Deny content item, Approve content 0 es)' .. . .

@ Denied and nofify Content ilem, and notify - Each act|v|ty is linked by

g o s one or more lines called

(1

_T_?__I:' __________________________________________________________________ transitions, which
(8 | » describe how the process
-— orkiow ..
|35 | /Ag\"w;\ flows from one activity to
“ n | fr —
| ;%’8 ] ﬁ:ly ny another.
= - lenle: e e
|3 N poproved - The activities are
rs 7 ppraved organised into rows,
T /"N %mw showing which group of
| &3 B Iy S G S t— workflow users have
| £0 1 \FU/ Legal Dept, permission to affect each
(= x % activity. In Verdi, these
5 e .
L8 ! role_s are pre-de_termmed to
: :3’ 2! Workflow Approved be integrated with various
activie

|88 ! Al User Groups. Therefore,
: g‘” | \ / each row in the diagram,
| 1 5

relates to one User Group
in Verdi.
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6.3.2 Approving individual content items with Advanced Workflow

The process of a Content Editor requesting approval for an individual content item, and workflow users
approving or denying is shown below;

1. Content Editor — creates or edits a content item. Note: this version of the content item is still
effectively unapproved and is not shown on the public website, until the content is approved at
point 6 below.
Content Editor — requests approval for the content item.
Content Editor — chooses one or more advanced workflow processes to send the request to.
Content Editor — chooses one or more advanced workflow users to send the request to.
Selected Advanced Workflow Process — performs the following steps for each workflow activity:
a. Workflow user(s) — receive an email notification to request them to review content.
b. Workflow user(s) — can review the content item.
c. Workflow user — can choose to accept responsibility for approving/denying the content item.
d. Workflow user(s) — can either approve or deny that it be published.
Selected Advanced Workflow Process — finally approves or denies content item.
Content Editor — receives emalil notification of the approval or denial.

arwN

No

Content Editor — creates or edits a content item.

e.g. in this example a new content item has been created and saved, and is therefore Version 1 —
not Approved.

(=~ @ Version: 1 - Not Approved

v
Content Editor - requests approval for the content item, by selecting the icon to Request
Workflow Approval.

‘ (=] ] i Version: 1 - Not Approved
‘ IRequest ‘Workflow .ﬁpprovall

Content Editor - chooses one or more workflow processes to send the request to.
The ‘Select the Process you wish to follow’ screen will be displayed (as below). Using this screen
you can click select next to the most appropriate workflow process for your content item. Note this

screen will not be shown if there is only one Workflow process for your system, as the system will
auto-select this for you.

Search ] Workflow Tasks ] Workflow Groups Email Updates

g s

Select the Process you wish to follow

Below is a list of all available Workflow processes. You need to select the process most suited for the content you are asking to be
published. If you are unsure you should check with the site administrator

Available Processes  Make Selection
Motify_Workflow select
Three_Stage_Workflow select
Two_Stage_Workflow  select
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Content Editor - chooses one or more workflow users to send the request to.

a. Tick the workflow user(s)

. S h V¥orkfow T:
you wish to approve — =

your content. (This list is
made up out of the
relevant workflow users,
who have permissions to
the first workflow

Select a Publisher to Notity

activity. You can select [] Keith Woods
more than one to [] 8en Smitn

i h h f [7] Jason Noris
Increase t € chances o [[] Shane Kelly

one of the workflow
users reviewing and
approving your content.)
b. Enter any notes or Ao
) y . [[] Leah_SysterAdmin Dent
comments in the free Notes

[[] Ellen Dunidey
[[] James Kerford
[C] Site Adrministrator

text field
c. Select the Request
Approval button.

Request Approval !

Vorkiow Groups Email Updates

By submitting this form you are locking this Workflow Group 0 that no more content can be added to it The publisher
(s) you select from this kst will be notified by emall that the Workflow Group is ready for approval

The content item status will now display as Requested - Not Approved. This is how that status of

this item will remain, until it has been approved or denied by the workflow process.

H& 8

@1: 1 -Requested - Not A@ ’

The Selected Advanced Workflow Process — performs the following 4 steps for each workflow

activity in the process

Once the following four steps have been carried out, the workflow process will move onto the next activity it
is programmed for, and will repeat these four steps again, until finally all the activities of the workflow have

been exhausted.

6.3.2.1.1

Workflow user(s) — receive an email notification to request them to review content

An email will be sent to the selected workflow user(s) with links and details of the content to be

reviewed and approved.

B portalMaster Publisher Notification: Request 9 - Message (Plain Text) 91=):3]

Pfe Edt Vew Ircet FPomat Jooks  Actions  Help

iidBenty | gRephvtodl | pFonerd | § ) A ¥ BN X -2 A G 6B

From: % Jeah.derr@ibc.com.au

To: Jazh. dert@ibe.com. au

Cex

Subject: PortaiMaster Publisher NotFication: Request 9

| Leah_Systemidmin Dent,

Request ID 9.

You can viev this item by following this link
hrep://pw2S.uzermanual . dewo . 1be. com. auw/admin/sve admin/default.aspx?
referrerURL=contentPool.aspxidfcurrentTabNawes3dVorke lovsZ0Tasks

Please review this information as soon as possible.

Addivional Information:
testing one

Sent: Mon 13/2/2005 10:07 AM

leahvriter leahwriter (leah.dentfibe.com.au) has reguested that you publish the Workflow
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6.3.2.1.2

Workflow user(s) — can review the content item
a. Select the hyperlink to view the content item.
b. The Verdi™ browser window opens and asks for the Workflow user(s)’ Log In details.
c. Verdi™ opens at the Workflow Tasks screen. (Note: You can navigate to this screen
without having to click on the link in your email by using the Verdi Administration left
navigation, content tab, and clicking Content Administration, then Workflow Tasks tab):

Search | Workflow Tasks Workflow Groups ] Email Updates ]

The tasks listed below are either tasks that you have accepted or tasks that you have the ahility to accept. You may not he
the only userwho has the ability to accept the task. You should have recieved notification if somebody specifically requested
yau to take on the task.

These tasks are warkflow activities. Each workflow activity is required to be accepted then approved or denied in arder to
caomplete the content approval process. Ifyou need to change an accepted itern in your listyou must contact the wehmaster

of the site.
Tasks completed 050508 Calendar | gnd |06/05/08 Calendar
hetween:
| Search |
Your Tasks
tern Workflow Status Status Time Frame Actions
ID: 237 Process: hotify_ WYWorkflow Started: 06/05/08 L:?. @ @
Type: Caontent Activity: Review and Approve Leveld at 09:57 PM
Title: test content folder
Version: 4
ID: 235
Type: Content Process: Motify_Workflow Started: 06/05/08 B‘ @ 74
Title: test content folder  Activity: Review and Approve Levell at09:55 PM
Version: 3
ID: 234 Process: Motify_Workflow Started: 06/05/08 L;?‘ @ 4
Type: Caontent Activity: Review and Approve Leveld at09:52 Pu
Title: Meil content abbrey
Version: 23
ID: 238
Type: Content Process: Motify_Workflow Started: 06/05/08 B‘ @ 74
Title: test content folder  Activity: Review and Approve Leveld at09:58 PM
Version: &
ID: 236 Process: Motify_Workflow Started: 06/05/08 IZ‘?‘ @' =4
Type: Content Activity: Review and Approve Levell at 09:55 P
Title: test content folder
Version: 3

This page lists all the content items which this Workflow User has been asked to approve.

d. To review the content before you deny or approve for publishing, select the magnifying glass

icon.
ID: 237 Process: Motify_AWorkflow Started: 06/05/08 Et‘ @j
Type: Content Activity: Review and Approve Levell at09:87 PM

Title; test cantent folder
Yersion: 4

An additional feature exists to allow workflow users to read any notes that previous workflow
users or the initial content editor has added. Just click the pencil icon, and a notes panel will
display. Also, if you yourself added any of the notes then you will be able to edit them here.

ID: 234 Process: Maotify _WWarkflow Started: 06/05/08 Et, E

Type: Content Acthiaty: Reviews and Approve Levell at04:52 Fm
Title: Meil content abhrey

Version: 23

Type Username Date Comment

ﬁ admin 06052008 request
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6.3.2.1.3  Workflow user — can choose to accept responsibility for approving/denying the content item.

After reading any notes, and reviewing the content you can then choose to accept responsibility for
approving or denying the content item, by clicking the accept icon.

ID: 237 Process; Motify_Workflow Started: IZIEIEIEIIZI @ %4
Type: Content Actiity: Reviews and Approve Levell at 09:47 P

Title: test content folder

Version: 4

The Accept workflow activity (work item) form will then display, allowing you to add notes before you
accept the item. Add some notes, then click Accept.

Accept workflow activity (work item)

To Accept this wark itern click the accept buttan below. Afteryou have accepted this itern you will need to approve it. You should

preview the iterm and make sure itis to your satisfaction. You can then approve the itern fram your Workflow tasks list or frorm the
Content Poal term, General Toolbar.

Ifyou are nat satisfied with the iterm then deny it ensuring you give a meaningful reasan in the notes below.

Please make meaningful notes along the way.

4dd some notes here referring to the fact you are accepting responsibility for approwving
ot dehying this workflow activity.

Accept
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6.3.2.1.4

Workflow user(s) — can either approve or deny that it be published.

The Workflow tasks tab will again display, this time with the content item listed with a tick and a
cross icon in place of the accept icon. The tick allows you to approve the content item. The cross
allows you to deny the content item.

Search |

Workflow Tasks

Workflow Groups ] Email Updates

The tasks listed bhelow are eithertasks that vou have accepted ortasks that vou have the akility to accept. You may not he the anly
userwhao has the ahility to accept the task. You should have recieved natification if somehady specifically requested you to take an
the task.

These tasks are workflow activities. Each workflow activity is required to be accepted then approved or denied in order to complate

the content appraoval process. IFyau need to chande an accepted iterm inyaur listyau must contact the webmaster of the site.

Tasks completed OBf05iI08 Calendar |and |E|:r,rc|5,rc|a Calendar
hetween:
Search

Your Tasks

Item Workflow Status Status Time Frame Actions

[ Process: Motify_\WWarkflouw 1 days E?‘ @ @P

Type: Content Acthity: Review and Approve Levell Started: 06/05/08

Title: test content folder at 09:587 P

Version: 4

ID: 235 1 days

Type: Content Process: Motify_\Workflow ’

Title: test content folder  Acthdty: Review and Approve Levell Startgd. 0B/0s/08 B‘ @' g
i at 09:54 P

Version: 3

ID: 234 Process: Motify_\Workflow 1 days @ 74

Type: Content Actnaty: Review and Approve Leveld Started: 06/05/08

Title: Meil cantent abhrev at 09:52 P

Version: 23

ID: 238 1 days

Type: Content Process: hotify_WWorkflow )

Title: test content folder  Acthity: Review and Approve Levell Startgd. deinsioe G‘ @’ @
i at 09:58 Phl

Version: 5

ID: 236 Process: Motify_WWorkflow 1 days Er‘ @' @?

Type: Content Acthaty: Review and Approve Levell Started: 06/05/08

Title: test content folder at 09:55 P

Version: 3

Remember that you are only approving or denying the item as part of your role in the whole workflow
process, there may be other workflow users who may have to approve or deny along with you, to
create the final decision of whether the content item is approved or not.
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By clicking approve, the following form will display, allowing you to choose which of the workflow users from
the next step in the workflow process you would like to notify so they can accept the next workflow activity.

They will each be sent an email to notify them, and when they view the Workflow Tasks tab the workflow
item will be listed for them to accept in the same manner as shown earlier.

Also, a notes area exists so that useful notes can be left for the next workflow user or the initial content
editor.

Search | Warkflow Tasks Wiorkflow Groups ] Ermail Updates

Flease Select Usar(s) to Motify:
*Mote: Lsers who do not have an email address cannot he notified

Admin Default User

Approve workflow activity (work itam)

Tao Appraove this wark iterm click the approve buttan below. By appraving this iterm you are aiving your approval for the content ar
group of cantentthat it pertains to to move to the next stage of the warkflow process.

Flease enter some meaningful notes.

Approving this workflow actiwvicy.

Approve

Clicking approve will again show the Workflow tasks tab but with this workflow item removed. If there is a
next step in the workflow, this item will display in the relevant workflow users Workflow tasks list.

If there is no next step, then this final approval may signal that the overall content item is approved, and the
system can move onto the final step explained below titled Completing the workflow process.
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Denying the item instead of approving it will provide a similar form, such as this.

Search | Warkflow Tasks Wiorkflow Groups ] Ermail Updates ]

Deny workflow activity (work item)

To Deny this woark iterm click the deny button below. Depending on the carrent workflow process, By denying this iterm you are not
allowing itto be published. The workflow: process will mowve on to the next iterm based on this decision.

Ensure that you make notes to pravide details towhy you have not approved the item.

Dermy

Clicking Deny will add your notes to this workflow item, and remove the item from your Workflow tasks list.
The content item may then move on in the workflow to the next activity in the workflow process, and
therefore show up in another workflow users Workflow tasks list. If so, then workflow will repeat the last four
steps again. If not, and this is the last workflow activity in this workflow process, then we move onto he next
step.

Selected Advanced Workflow Process —finally approves or denies content item

The end of the workflow process for this content item may be reached, as in the above example, by a denial
at any stage of the workflow. Alternatively all the workflow activities may be exhausted, and the system can
determine that the content item is approved or denied at that stage.

Therefore the workflow item will be removed from all Workflow tasks lists, and the original content item
version will now be marked as Approved/Denied.

Content Editor — receives email notification of the approval or denial.

The Content Editor who first requested approval will be notified by email, and will be able to review the notes
pertaining to their request to determine what changes, if any, are required to update their content and try
again.

e.g. If the original content editor, selects the content item from the email notification they receive, or through
Verdi admin, and clicks the Version control tab, they can see which versions of their content were approved
or denied.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 198

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




Furthermore, they can click edit next to each version, which will display the information for that version in all
the relevant tabs, including the notes tab.

General | Advanced Files ‘ Contacts | Permissions Motes

Lacations | Custam Fields | FPreview ‘ Status | Wersion Control

Version: 23 - Live

Yersions

Version Title Category Date Version Created Live Version Status Options
1 Meil content abbrey Weh Content 02/04/2008 1740027 Mo edit
2 kel content abhrey Wieb Content 02042008 17:4316 o Approved  edit
3 Meil content abhrey Web Content 0200472008 23:53:28 Mo Approved  edit
4 Meil content abhrey WWeb Content 0200472008 23:54:24 Mo Approved  edit
(5 Meil content abhbrey Weh Content 03/04/2008 00:17:28 Mo edit
B Meil content abhrey WWebh Content 03/0452008 00:17:61 Mo edit
7 Meil content abbrey Web Content 030472008 00:17:53 Mo edit
2 Meil content abhirey Wieb Content Q7042008 17:00:07 ko Approved  edit
9 Meil content abhrey Webh Content 07/04/200817:10:36 Mo edit
10 Meil content abhrey WWebh Content 070452008 17:10:54 Mo edit
11 Meil content abhrey Web Content 070472008 17:11:02 Mo Approved  edit
12 Meil content abbrey mikes test 0200452008 14:43:43  No edit
13 kel content abhrey Wieb Content 1000472008 16:35:84 Mo Approved  edit
14 Meil content abhrey Web Content 1000472008 16:37:11 MNo Approved  edit
14 Meil content abhrey Wieb Content 11042008 09:00:12 Mo Approved  edit
16 Meil content abhrey WWebh Content 24/04/2008 00:55:00 Mo edit
17 Meil content abhrey WWeb Content 240472008 02:04:15 Mo Approved  edit
18 Meil content abbrey Web Content 28042008 00:02:46 Mo edit
19 Meil content abhrey Wieb Content 28042008 11:40:81 ko Requested edit
20 kel content abhrey Wieb Content 28042008 11:45:34 Mo Approved  edit
21 Meil content abbrey WWeb Content 290472008 15:01:27 Mo Denied edit
22 Meil content abhrey WWeb Content 2900472008 15:02:02 Mo Approved  edit
23 kel content abhrey Wieb Content 0B/02r2008 21:93:30 Yes Approved  edit

If they then click the notes tab they may see something like this, showing the notes which workflow users
have added whilst the content item passed through the workflow process.

Content pool item workflow notes

Type Username Date Comment

admin Q710572008 Add some notes here referring ta the factyou are accepting respansibility for approving or denying
this workflow: activity,
admin Q710572008 comments from woarkflow user approving item.

admin 0B8/0572008 accepted this item
admin 08/05/2008 approved this item
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7 Users Administration

The Users area manages the users who have access to the administration area and password protected
areas of the public site. Users can be maintained individually or as part of a group.

The Verdi Roles & Activities allows high level system administrators to modify the administration and public
permissions.

7.1 Adding a User

1. Click on the Users option within the left navigation

O Site Structure b |

@ Refresh
: @ Add Homepage
~ 1 Add Page to all Homepages
=@ verdi CMS

O Style Sheet Administration

O Templates Administration

E Content
[ Features
B Advanced

2. Click on the Everyone link

0O Site Structure
B Content

M Features

W Advanced

B Users

[+] &e Everyone

O Verdi Roles & Activities

3. Click the Add a new user link.

Ml Users

=l @6 Everyone
& Add a new group
% Add a new u;;:f)
e ————

EE] Note: The Default form will load with details that you can fill in for each user.
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Default

HE« 8

Authorisation Details

Usemame ' |

Password * |

Authorisation Sounce |DEI =

Remember Login Mo =
Enabled |‘-’-es s

4. Add a desired Username and Password.
Common formats for usernames can include:
= First name e.g. john
= First name initial and surname - e.g. jsmith
» First name and surname initial e.g. johns

5. Use the Authorisation Source drop-down menu to select how the user details will be stored and
how they will be validated.

Options include:

= DB - Database. The user’'s name and information are stored in the Verdi™ database. This
is the default for most Verdi sites.

= AD - Active Directory. This is applicable if your network is using/ supporting Active
Directory.

= LDAP - Lightweight Directory Access Protocol. This is applicable if your network is using/
supporting LDAP technology.

= NT —Windows NT. This is applicable if your network is using/ supporting Windows NT
authentication

6. Ensure Enabled is set to ‘Yes".

7. Enabling Remember Login will set a permanent cookie rather than a session cookie. Setting a
permanent cookie will enable the PC to remember that you have been to the website before and
maintain a login status. A session cookie expires after a certain amount of time, which means when
you visit the website again, you will have to login.

8. Set Enabled to ‘Yes’ to activate the user

9. Fillin the User Details. The items marked with an asterisk (*) are mandatory fields that must be
filled in.
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User Details

Synch o external DB |i~|:| - Mever synchronise (defaulf) j
First Mame |

Sumame |

Salutation I_

Emaill |

Home Phome I_
Work Phone I_
Mobile —
Fax —

Street Addrass

Suburd

Posicode |
Slate I
Country |

10. Defaults section — The options in this section allow the administrator to set a Default Folder for the
user when adding content, as well as setting a Default Homepage for the user.

Defaults
Default Folder Al Content Folders available:
] General Content

Default Homepage  Homepages: |- Please Selecta Homepage — =)

Tier1: | - Mo Sub-pages Available - ﬂ

Tier Z: | -select Parent First- =

Tier 3: | -Select Parent First- =]

Save Save As

11. Click the Save button to add the user.

[;E] Note: Further tabbed options will be available after adding the user, allowing you to add
permissions and assign the user to a user group.

C@ Note: Admin permissions will be required to enable the user to log into the Verdi™
system.

Note: See section 7 for an overview of the administration roles and activities
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7.2 Adding a User Group
1. Click on the Users option within the left navigation

O Site Structure b
@ Refresh
Y add Homepage
L% Add Eags ta alllHomepageEs
@ Yerdi CMS

O Style Sheet Administration
O Templates Administration
E Content

B Features
B Advanced

2. Click on the Everyone link within the Users menu

0O Site Structure
B Content

M Features

W Advanced

W Users

@-$8 Everyone

O Yerdi Roles & Activities

3.  Click the Add a new group link.

B Users

i (¥ Note: The Add User Group form will load
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| General

G ERE

Group Details

Group Mame * |

DataType [n]= 0

Domain Name |

Uszers with an email sddrezs that matches this domsain wil
autoireaticaly be added Lo this group when they are added,

Enabled es 'I

Group Homepage

Homepages: |-- Please Select a Homepage -- j
Tier 1: | - Select Parent First- x|
Tier 2 | - Select Parent First- j
Tier 3: | - Select Parent First- =]
Save | SEVEAS

4. Enter a new Group Name for the user group

5.  Use the Data Type drop-down menu to select how the user details will be stored and how they will
be validated.

Options include:

= DB - Database. The user's name and information are stored in the Verdi™ database. This
is the default for most Verdi sites.

= AD - Active Directory. This is applicable if your network is using/ supporting Active
Directory.

= LDAP - Lightweight Directory Access Protocol. This is applicable if your network is using/
supporting LDAP technology.

= NT —-Windows NT. This is applicable if your network is using/ supporting Windows NT
authentication

6. Domain Name (e.g. ibc.com.au). This is option is for public user access. When a user signs up for
a restricted area of the if the email address matches that of the domain specified for the group they
will automatically be added to the group and therefore inherit all the of the permissions that are
assigned to that group.

7. Set Enabled to ‘Yes’ to activate the user group.
8. If applicable, select a Group Homepage for the group.
9. Click the Save button to finish
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7.3 Adding a User to a Group

Within the left hand menu tree structure, the following icons are used:

8 Denotes a single user F% Denotes a group of users

1. Click on the user that you want to add to a group.

i [£] Note: The User details form will load

2.  Select the Group Memberships tab

Default | C Group Memberships D | Permissions

(¥] Note: The Assign to User Groups form will load

3. From the Unassignhed Groups box select the group(s) that you want the user to belong to. (Hold
down CRTL to select multiple groups.) Then click on the left arrow button to assign the groups.

Assign to User Groups

Member of Unassigned Groups

| Site Administrators
|libc

|All Senior Staff

| Training

| Custom Group1

| Custom Group 2

Save

Assign to User Groups

Member of Unassigned Groups
| Site Administrators libe
All Senior Staff
Training

Custom Group1
Custom Group 2

Save

4.  Click the Save button to complete the group assignment

[;E] Note: Users can be assigned to multiple User Groups.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 205

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




7.4 Adding Multiple Users to a Group

1. Click on the Group name that the users need to be assigned to.

W Users

=8 Everyone
& Add a new group
R Add a new user

| (F] Note: The Group Details form will load

2.  Click on the User Members tab.

' General Group Members | C User Members ) | Permissions

| [¥] Note: The User Members of this Group form will load

3.  Select the users that you want to add from the Unassigned Users box and click on the Left Arrow
button to move the users to the Current Members box.

C@ Note: To select multiple Users hold the ‘CTRL’ key and left click to select the users you require.

User Members of this Group

Current Members Unassigned Users
Yioods Keith(keith) burmas amaliatamalia) =

Smith Bendsmith) Kerworthy Petalpeta)
Moz Jasongason) Cordingley Esther(esthen
¥

Kelly Shanedkel) Dremton Judvjudy)
Kelly Shane{shane) Tan Debidebty
Kerard Jamesjamesk) ;l Eddington Craiacraigl j

Save

4.  Click on the Save button to complete adding the users to the group.
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7.5 Adding a User Permission

What are Permissions?

Permissions are settings that can be applied to pages and content to control who can view or edit the
content.

There are two types of permissions:
1. Public Permissions: Define the permissions for public users viewing content on the public site.

2. Administration Permissions: Define the permissions for administration users for managing and
editing content in the administration site.

Permissions can be control allowing content to be accessed or denying content to be accessed.

E{] Note: This option is not applicable for Site Administrators since this role has unrestricted right access to
| all tiers in the site.

In the event where a user has both user and group permissions, user permissions will take precedence
over group permissions.

1. Click on the Everyone link within the Users menu

O Site Structure
@ Content

[ Features

W Advanced

W Users

=8 Everyone

O Verdi Roles & Activities

2. Edit the required user by clicking on the username.

[&

User ID First Mame Last Name Action
‘@ James Kerford  Delete

3. Click on the Permissions tab

‘ Default Group Memberships I Germissions D |

4. Use the Add Permission drop-down menu to select a Permission Type for the user and click on the
Go button

There are two types of permissions:
1. Public Permissions: Define the permissions for public users viewing content on the public site.

2. Administration Permissions: Define the permissions for administration users for managing
and editing content in the administration site.
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Permissions

Add Permission- | Administration Permission v [Go]
Administration Permission
Administration Permi¢Public Permission

Public Permissions

Mo Permissions Set.

7.5.1 Setting a User Administration Permission

Administration Permissions define the permissions for administration users for managing and editing content
in the administration site.

1. From the Action options choose what you would like to allow or deny the user to do.
Select Allow and from the Role drop-down choose one of the roles available (e.g. Site
Administrator).

Assign Admin Permission

Here you can either allow or deny a Role or paticular Activity.
If a tier or content item is not specified, the permission applies to all relevant items.

Action: | Deny v:

* Role

" Activity

a. Select the Action type:
i. Allow: This will allow the user to access content within the role or activities.

ii. Deny: This will deny the user from accessing content within the role or activities.
b. Using the radio button select either a Role or Activity, and then select from the drop down field.

ROLE
Each role is delegated a set of activities, which act as permissions to what functions they can

access within their Verdi ™ administration area. See figure below:

Role options include:
=  System Administrator
=  Site Administrator
= Content Publisher
= Structure Administrator
= Content Administrator

Alternatively, you can select from the Activity drop-down to choose an action for the user.
ACTIVITY

Activity options include:
a. Configure and administer entire Verdi™ System
b. Administrate the site (not advanced configuration)
c. Add and modify content items and assign to structure
d. Administrate Content Pool Folders
e. Approve and publish content

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 208

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




f. Administrate Site Structure
g. View Public Site

CE[] Note: Depending upon the type of admin user, some settings may not be available.
A number of administration permissions may be given to one user

2. Use the Tier drop-down menus to select an area of the site to associate a permission. Alternatively,
select the Folder/Content option to associate permission to an individual content pool folder.

Optional - Apply to a Tier, Content Folder or item

" Tier Homepages: | - Please Select a Homepage -- +
Tier1: - No Srup-praggsﬁyailablg - ~/ 
Tier 2: | - Select Parent First- v/
Tier 3: - Select Parent First- v |

or FolderiContent =2 Centent Pool
(] Advanced Training

?-l'_Ll Content Publishing & Writing Training
-] Customn Modules

#-(_] Default

[+~ Features Training

[+-[] Overview & Welcome Content

-] Site Structure Training

[+-(_] Training Resources & Docs

(] Users & Permission Training

Save

3.  Click the Save button to complete adding the permission.

7.5.2 Setting a User Public Permission

Public Permissions define the permissions for public users viewing content on the public site.

1. Use the Add Permission drop-down menu and select Public Permission for the user and click on
the Go button.

Permissions

Add Permission - VAdministration Permission :

Administration Permission
Puhlic Permission

Administration Permi

Public Permissions
No Permissions Set.
2. From the Action options choose what you would like to allow or deny the user to do.

Select Allow and from the Role drop-down choose one of the roles available (e.g. Site
Administrator).
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Assign Public Permission

Here you can either allow or deny a Role or paricular Activity.
If a tier or content item is not specified, the permission applies to all relevant items.

Action: Deny

* Role

" Activity

c. Select the Action type:
ii. Allow: This will allow the user to access content within the role or activities.
iv. Deny: This will deny the user from accessing content within the role or activities.

d. Using the radio button select either a Role or Activity, and then select from the drop down field.

ROLE
Each role is delegated a set of activities, which act as permissions to what functions they can
access within their Verdi™ administration area. See figure below:

Role options include:
=  System Administrator
=  Site Administrator
= Content Publisher
= Structure Administrator
= Content Administrator

Alternatively, you can select from the Activity drop-down to choose an action for the user.
ACTIVITY

Activity options include:
= Configure and administer entire Verdi™ System
= Administrate the site (not advanced configuration)
= Add and modify content items and assign to structure
= Administrate Content Pool Folders
= Approve and publish content
= Administrate Site Structure
= View Public Site

Note: Depending upon the type of admin user, some settings may not be available.
A number of administration permissions may be given to one user

3. Use the Tier drop-down menus to select an area of the site to associate a permission. Alternatively,
select the Folder/Content option to associate permission to an individual content pool folder.
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Optional - Apply to a Tier, Content Folder or ltem

" Tier

Homepages: Ei-jbilease SeleEt a Homepage -- t‘

|
Tier1:

| - No Sub-pages Available- v
Tier2 | - SelectParentFirst- |
Tier 3: <

- Select Parent First - v

 or FolderContent =< Content Pool

(] Advanced Training

-] Content Publishing & Writing Training
-] Custom Modules

7] Default

¥l ] Features Training

--ij Overview & Welcome Content

(] Site Structure Training

-vij Training Resources & Docs

(] Users & Permission Training

Save |

4. Click the Save button to complete adding the permission.
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7.6 Adding a Group Permission

' [;[] Note: In the event where a user has both user and group permissions, user permissions will take

precedence over group permissions.

Edit the required group by clicking on the group name.

W Users

B-@% Everyone
: @ Add a new group
R Add a new user

Click on the Permissions tab.

\ General l Group Members User Memhers I C Permissions )I

Use the drop-down menu to select a Permission Type for the user and click on the Go button

There are two types of permissions:
1. Public Permissions: Define the permissions for public users viewing content on the public site.
2. Administration Permissions: Define the permissions for administration users for managing
and editing content in the administration site.

Permissions
Add Permission- | Administration Permission v [Ga]
iAdministration Permission |

Administration Permi{Public Permission

Public Permissions

MNo Permissions Set.

i [¥) Note: The Add User Group Permission form will load

7.6.1 Setting a Group Admin Permission

Administration Permissions define the permissions for administration users for managing and editing content
in the administration site.

1.

From the Action options choose what you would like to allow or deny the user to do.
Select Allow and from the Role drop-down choose one of the roles available (e.g. Site Administrator).
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Here you can either allow or deny a Rale or paricular Activity.
If a tier or content item is not specified, the permission applies to all relevant items.

Action: , Deny

* Role

T Activity

a. Select the Action type:
v. Allow: This will allow the user to access content within the role or activities.
vi. Deny: This will deny the user from accessing content within the role or activities.

b. Using the radio button select either a Role or Activity, and then select from the drop down
field.

ROLE
Each role is delegated a set of activities, which act as permissions to what functions they can
access within their Verdi™ administration area. See figure below:

Role options include:
= System Administrator
=  Site Administrator
=  Content Publisher
= Structure Administrator
=  Content Administrator
=  Advanced Workflow User

Alternatively, you can select from the Activity drop-down to choose an action for the user.
ACTIVITY

Activity options include:
=  Administer the site (entire Verdi™ System, not configuration utlities)
= Mailing List Access
=  Administer system settings
= Administrate the site (not advanced configuration)
= Add and modify content items and assign to structure
= Administrate Content Pool Folders
= Approve and publish content
= Administrate Site Structure
= View Public Site
= Advanced Workflow Access

[E] Note: Depending upon the type of admin user, some settings may not be available.
A number of administration permissions may be given to one user

2. Use the Tier drop-down menus to select an area of the site to associate a permission. Alternatively,
select the Folder/Content option to associate permission to an individual content pool folder.
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Optional - Apply to a Tier, Content Folder or ltem

" Tier Homepages: ii-jbilease Selecta Homepage -- t‘
Ter1: | -NoSub-pages Available- v
Terz | -SelectParentFirst- v|
Tier 3: - Select Parent First - ;

" or FolderiContent =2 Content Pool
(] Advanced Training
-] Content Publishing & Writing Training
-] Custom Modules
i_:| Default
-] Features Training
--ij Overview & Welcome Content
(] Site Structure Training
-vij Training Resources & Docs

(] Users & Permission Training

Save |

3.  Click the Save button to complete adding the permission.
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7.6.2 Setting a Group Public Permission

Public Permissions define the permissions for public users viewing content on the public site.

1. Use the Add Permission drop-down menu and select Public Permission for the user and click on
the Go button.

Permissions

Add Permission - 'Administration Permission
Administration Permission

Public Permissions

Mo Permissions Set.

2. From the Action options choose what you would like to allow or deny the user to do.
Select Allow and from the Role drop-down choose one of the roles available (e.g. Site Administrator).

Assign Public Permission

Here you can either allow or deny a Role or paricular Activity.
If a tier or content item is not specified, the permission applies to all relevant items.

Action; | Deny w

* Role

T activity

a. Select the Action type:
vii. Allow: This will allow the user to access content within the role or activities.
viii. Deny: This will deny the user from accessing content within the role or activities.

b. Using the radio button select either a Role or Activity, and then select from the drop down
field.

ROLE
Each role is delegated a set of activities, which act as permissions to what functions they can
access within their Verdi™ administration area. See figure below:

Role options include:
= System Administrator
=  Sjte Administrator
= Content Publisher
= Structure Administrator
=  Content Administrator
=  Advanced Workflow User

Alternatively, you can select from the Activity drop-down to choose an action for the user.
ACTIVITY
Activity options include:

= Configure and administer entire Verdi™ System
= Administrate the site (not advanced configuration)
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= Add and modify content items and assign to structure
= Administrate Content Pool Folders

= Approve and publish content

= Administrate Site Structure

= View Public Site

= Mailing List Access

» Advanced Workflow Access

Note: Depending upon the type of admin user, some settings may not be available.
A number of administration permissions may be given to one user

3. Use the Tier drop-down menus to select an area of the site to associate a permission. Alternatively,
select the Folder/Content option to associate permission to an individual content pool folder.

Optional - Apply to a Tier, Content Folder or ltem

I

Tier

Homepages: | -- Piéase Select a Homepage - v
Tier1: - No Sub-pragesﬁyailable- v
Tier 2; - Select Parent First- v |

Tier 3: - Select Parent First - v/

or FolderiContent = ‘2 Content Pool

-] Advanced Training
(] Content Publishing & Writing Training
-] Custom Modules
+-] Default
[+ Features Training
(-] Overview & Welcome Content
-] Site Structure Training
E]‘_\l Training Resources & Docs

<[] Users & Permission Training

Save

4, Click the Save button to complete adding the permission.
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7.7 Editing a User

8 Denotes a single user

1. Click on the Username for the user you would like to administer.

Ml Users

EJ'-@ Everyone

ﬁ Add a new group

A Add a new user

-8 1BC
a Add a new group
A Add a new user
B Woods Keith{keith)
-8 Smith Ben{bsmith)

- & Norris Jason(jason)

| [£) Note: The Edit User form will load

2. Make any required changes to the user record
3.  Click on the Save button to finish.
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7.8 Editing a User Group

8 Denotes a group of users

1.  Click on the Group name for the user group you would like to administer

W Users

El&e Everyone

a Add a new group

B Add a new user

CE[] Note: The Edit Group form will load

2. Make any required changes to the User Group
3.  Click on the Save button to finish
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7.9 Editing a User Permission
1. Click on the Username for the user you would like to administer

@ Users

L—‘Jﬁ Everyone
a Add a new group
4R Add a new user
=& 18C
g'ﬁ Add a new group
@R Add a new user
B Woods Keith{keith)
8 Smith Ben(bsmith)
& Morris Jason(jason)
B Kell = (kel

| (2] Note: The Edit User form will load

2. Click on the Permissions tab

l C Permissions > |

’ Default Group Memberships

3.  Click on the Edit option for the appropriate permission

Permissions

Add Permission - f »?«dministration FPermission j{
Administration Permissions

Type Role/Activity For ions

Allow Structure Administrator Edit | Delete

Public Permissions
No Public permissions assighed

LE] Note: The Edit User Permission form will load

4. Make any required changes
5.  Click on the Save button to finish
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7.10 Editing a Group Permission
1. Click on the Group name for the user group you would like to administer

B Users

Elﬁ Everyone

i {ﬁ add a new group

Geadd a new user

-8 IBC
O PM Roles & Activities

2.  Click on the Permissions tab

| C Permissions p | I

' General Group Members User Memhers

| [Z) Note: The Permissions tab will load

3.  Click on the Edit option for the permission you would like to change

Permissions
Add Permission- | Administration Permission v [Go
Administration Permissions

Type Role/Activity For_Actions
| Allow Structure Administrator elete

Public Permissions
No Public permissions assighed

i [¥] Note: The Edit User Group Permission form will load

4.  Make any required changes
5.  Click on the Save button to finish
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7.11 Deleting a User
There are two ways you can delete a user.
Method 1:
1. Click on the Username for the user you would like to delete

W Users
El‘?% Everyone

------ ﬁ add a new group

e &% Add a new user

=& 1BC

""" :{ﬁ Add a new group

----- o add a new user

----- B woods Keith{keith)

----- 8 Smith Ben(bsmith)

""" 2 Morris Jasonijason)

----- A kell elkel

C B Eelly Shanelshanel

""" B Kerford James(jamesk)

""" B Dunkley Elleniellen)

O PM Rales & Activities

i (¥ Note: The Edit User form will load

2. Click on the Delete button to delete the user from the administration.

Defaut |

Method 2:

Group Memberships Pemiissions

1. Click on the Everyone link within the Users menu

O Site Structure
B Content

B Features

W Advanced

W Users

O PM Raoles & Activities

2. Click on the Delete link next to the user you require to delete.
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User ID First Name Last Name  Action
keith Keith Woods ( Delete )
hsmith Ben Smith Delete
jason Jason MNorris Delete
DBUserlD FirsthName1 LastNamel Delete
a TestName tester Delete
kel Shane Kelly Delete
ellen Ellen Dunkley Delete
jamesk James Kerford Delete
admin Site Administrator Delete
editor Content Editar Delete
leah Leah Dent Delete
training training group Delete
custom?2 custom2 testaroup Delete
leah_systermadmin Leah_SystemAdmin Dent Delete
leah_writer leahwriter leahwriter Delete
leah_publisher leahpublish publisher Delete
leah_structure leah_structure structure Delete
Test John Smith Delete
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7.12 Deleting a User Group
1. Click on the Group name for the user group you would like to delete

B Users

Elﬁ Everyone

------ ﬁ add a new group
hm Add a new user

w- A IBC

O PM Roles & Activities

i [¥] Note: The Group Details form will load

2. Click on the Delete button to remove the Group from the user administration.

C@ Note: Any assigned users will no longer be assigned to a group.

Any permissions that were assigned to the deleted group will also be removed and users that
relied upon these will require individual permissions to be added.
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7.13 Removing a User from a Group
1. Click on the Username for the appropriate user

B Users
Elf?% Everyone

i {ﬁ Add a new group
""" &7 Add a new user

=8 1BC

""" q’ﬁ add a new group

""" &8 Add a new user

----- B woods Keithikeith)

----- B Smith Ben{bsmith)

""" 2 Morris Jasonijason)

----- & kell kel

""" B Kelly Shane(shane)

""" 8 Kerford Jamesijarmesk)

""" 8 Dunkley Elleniellen)

F

O PM Roles & Activities

2. Click on the Group Memberships tab.

Default | C Group Memberships :> l Permissions

(Y] Note: The Assign to User Groups form will load.

3.  Select the Group from the Member of box that you want to remove the user from and click the Right
Arrow button to move the group name to the Unassigned Groups box.

Assign to User Groups

Member of Unassigned Groups

©

4.  Click the Save button to complete removing the group membership.
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7.14 Removing Multiple Users from a Group
1. Click on the Group name that the users belong to.

B Users

El?% Everyone

------ {ﬁ add a new group
s add a new user

w- A IBC

O PM Roles & Activities

' (] Note: The Group Details form will load

2. Click on the User Members tab.

General Group Members | C User Memhers ) | Permissions

i [¥]  Note: The User Members of this Group form will load

3. Select the users that you want to remove from the Current Members box and click on the Right
Arrow button to move the users to the Unassigned Users box.

User Members of this Group

Current Mambers Unassigned Users
Wionds Keith{keith) burmas amaliatamalia) =

Smith Bendsmith) Kerworthy Petalpeta)
Morris Jasonfason) @ Cordingley Esther(esther)

Kelly Shanedkel) Drenton Judwjudy)
Kelly Shane{shane} Tan Debidebt)
Kerfard Jamesgamest) x| Eddington Craigicraigy =]
Save
4, Click on the Save button to complete removing multiple users.
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7.15 Deleting a User Permission

1. Click on the Username for the user you would like to delete permissions from:

B Users

Elﬁ Everyone

b »{ﬁ Add a new group

-4 Add a new user

=& 1BC

""" {ﬁ add a new group

""" 2 Add a new user

----- B woods Keithikeith)

----- B Smith Ben{bsmith)

""" 2 Morris Jasonijason)

----- A kell kel

""" 2 Kelly Shane(shane)

""" B Kerford James(jarnesk)

""" 8 Dunkley Elleniellen)

i

O PM Roles & Activities

| [¥] Note: The User Details form will load

2. Click on the Permissions tab

Default Group Memberships

| < Permissions |

CE[] Note: The User Permissions form will load

3.  Click on the Delete option for the permission you would like to remove

Permissions

Add Permission- | Administration Permission + [Gal

Administration Permissions
Type Role/Activity For Action
Allow Structure Administrator Editd Delete

Public Permissions
No Public permissions assighed

4.  Click on the OK button to confirm deletion or click on the Cancel button to stop the deletion

Microsoft Internet Explorer

\_? / Are you sure you want to delete this permission ?

[ OK ][ Cancel ]

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 226

Date: June 2013 © IBC Digital 2013 All Rights Reserved

Updated By: Rowena Trott

Version: 1
Commercial-in-Confidence E&EO




7.16 Deleting a Group Permission
1. Click on the Group name for the user group you would like to remove permissions from

B Users

Elﬁ Everyone

------ {ﬁ add a new group

)

O PM Roles & Activities

OO 3 New User

IBC

2.  Click on the Permissions tab

Generall Group Members I Uzer Members ] Permissions

‘Eﬂﬁ% ‘

CE[] Note: The Permissions tab will load

3.  Click on the Delete option for the permission you would like to remove

Permissions

Agd Permission- | Administration Permission ] Go|

Administration Permissions
No Administration permissions assigned

Public Permissions
Type Role/Activity For Actions
Allow view_public ™1 Contact Details Edif{ Detete

4.  Click on the OK button to confirm deletion or click on the Cancel button to stop the deletion

Microsoft Internet Explorer

2 : ~
. / Are you sure you want to delete this permission ?

[ OK ][ Cancel ]
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8 Verdi Roles and Activities

The Verdi Roles and Activities Administration enable you to administer the roles and activities that can be
assigned to users of the Verdi™ system.

(See the Administration Users & Workflow section for a table of Verdi default roles and activities.)

8.1 Viewing Verdi™ Activities
1. Click on the Users option within the left navigation

O Site Structure b |
& Refresh
: @ Add Homepage
-4 Add Page to all Homepages
w- @ verdi CMS
O Style Sheet Administration
O Templates Administration
E Content

B Features
B Advanced

2.  Click on the Verdi Role & Activities option within the Users menu

W Users
E]-&% Everyone
€] Verdi Roles & Activities

[;E] Note: The Roles and Activities form will load with the Verdi Activity tab currently active
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8.2 Viewing Verdi Roles

Click on the Users option within the left navigation.

O Site Structure h |

3 @ Refresh

@ Add Homepage

~5] Add Page to all Homepages
@ Yerdi CMS

O Style Sheet Administration

O Templates Administration

@ Content
B Features
M Advanced

2.  Click on the Verdi Roles & Activities option within the Users menu.

CE[] Note: The Roles and Activities form will load with the Verdi Activity tab currently active

3. Click on the Verdi Role tab to view the roles available in Verdi™.

WVerdi Activity

| Verdi Role |

Activity/Role Assignment

| [¥] Note: The Verdi Role tab will load with a list of current roles available within Verdi™

(See the Administration Users & Workflow section for a table of Verdi default roles and activities.)
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8.3 Viewing Activity/Role Assignment
1. Click on the Users option within the left navigation.

O Site Structure h |
@ Refresh
@ Add Homepage
- Add Page to all Homepages
=@ verdi CMS
O Style Sheet Administration
O Templates Administration
E Content

B Features
B Advanced

2. Click on the Verdi Role & Activities option within the left navigation.

W Users

&e Everyone

€] Verdi Roles & Activities

C@ Note: The Roles and Activities form will load with the Verdi Activity tab currently active

3. Click on the Activity/Role Assignment tab.

Verdi Activity Verdi Role | < Activity/Role Assignment >

| [¥] Note: The Assign activities to roles form will load.

4.  To view activities that are assigned to roles select the Role from the drop-down and the Assigned
and Unassigned boxes will automatically update with the assigned activities.

Assign activities to roles

| System Administrator v

Assigned ) Unassigned ‘

Administer system settings Administer the site (Not Configu & ||
Add & modify content items and ||
Approve & publish content

L}V\dminister Content Pool Folders ¥
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8.4 Modifying Verdi Roles

1. Click on the Users option within the left navigation.
O Site Structure h |
@ Refresh

@ Add Homepage

-] Add Page to all Homepages
=@ verdi CMS
O Style Sheet Administration

O Templates Administration

H Content
B Features
B Advanced

2. Click on the Verdi Role & Activities option within the Users menu.

i [¥] Note: The Roles and Activities form will load with the Verdi Activity tab currently active

3. Click on the Verdi Role tab to view the roles available in Verdi™.

Verdi Activity | Verdi Role | ActivityiRole Assignment

i [¥] Note: The Verdi Role tab will load with a list of current roles available within Verdi™

4, The screen will display a list of current roles available.

= To Edit arole- select the Edit link
= To Delete a role, select the Delete link

Roles List

Role Name Description RoleEnabled Actions

System The System Administrator allows the user access to system True

Administrator configuration utilities such as database and file settings. Delete

Site Administrator The Site A'dmini'sit‘rator allows the user access to everything except True Edit
configuration utilities Delete

Content Publisher Allows the user to publish content when not using the advanced Trie Edit
workflow module. Delete

Stru;tqre Allows the user to administer the site structure. True Edi

Administrator Delete

Content Allows users to add, edit and delete content from content folders and T Edit

s 3 rue

Administrator assign content to structure pages. Delete

Advanced Worldiow Gives the user access to the Advanced Workflow System False Edit

User Delete
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8.5 Modifying Activity/Role Assignment

1. Click on the Users option within the left navigation.
O Site Structure h |
@ Refresh

@ Add Homepage

-] Add Page to all Homepages
w- @ verdi CMS
O Style Sheet Administration

O Templates Administration

H Content
B Features
B Advanced

2. Click on the Verdi Role & Activities option within the left navigation.

M Users
&e Everyone

€] Verdi Roles & Activities

i (¥J Note: The Roles and Activities form will load with the Verdi Activity tab currently active

3. Click on the Activity/Role Assignment tab.

verdi Activity vVerdi Role | < Activity/Role Assign@

i [¥] Note: The Assign activities to roles form will load.

4, To view activities that are assigned to roles select the Role from the drop-down and the Assigned
and Unassigned boxes will automatically update with the assigned activities.

Assign activities to roles

| System Administrator v

Assigned ] Unassigned ‘
Administer system settings Administer the site (Not Configu &

Add & maodify content items and
Approve & publish content
LAdminister Content Pool Folders ¥
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9 Administering Content Formats

The Content Formats section controls the types of content that can be included in the site. Verdi™ comes

with a number of pre-formatted Content Formats, which are based on your site specifications.
What are Content Formats?

Common formats include Word, Excel, HTML, Images (GIF and JPEG), PDF and Flash.

9.1 Adding a New Content Format

1. Click on Content Formats link from within the Advanced section
W Advanced

B Custom Fields Administration

O site Variables Administration

O Domains Administration

O Reports

O Content Categories

O Interaction Point Types

0 Meta Keywords Dictionary

[;E] Note: The Content Formats Administration should load

2. Click on the Add a Content Format link or the Create Format button at the bottom of screen.

Existing Formats

D |Name |(f?ll Supports M
Inline Content €] Yes
PDF B ves
Word @ No
D Spreadsheet ¥ ves
Content Format Administration e & ves
Rich Text Format Yes
text Z| Yes
HTML &) Yes
Flash @ nNo
Microsoft Excel Template No
Microsoft Word Document Template No
| Microsoft PowerPoint Slide Show Mo
Create Format

C@ Note: The Add a Content Format form should load
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3. Enter a Content Format Name of your choice.

PET

Name * 7
MultiFile Support Yes - Multiple files per Content ltem

lcon | Browse...

Select Existing Icon

Display Inline No - Display a link to this file v

Embed Type HTML v/

This is only valid for Formats which display inline.
It affects how PortalMaster tries to display the Content on the Page.

External URL MNo - This is a file format {defaulf). v

HardCopy Only MNo - Files wivll he available as part ofihe webhsite (default). v

File Extension(s) * |

Extensions should be comma seperated, with no preceeding "."
For example "doc rif txt" (without the quotes).

I Save I ‘ Cancel

4.  MultiFile Support - Allows multiple files of the same type to be uploaded at one time when adding
content to a Content Pool Item.

5. Icon - Click on the Select Existing Icon link to choose an existing icon or use the Browse button to
choose an icon from your local or network drive. This icon is displayed together with the content pool
item title on the public site

6. Display Inline - Allows the file type to be embedded into HTML.

7. Embed Type - Select the appropriate Inline Embed type.

(¥] Note: Only applicable if you have enabled Support for Inline Content

Currently Verdi™ supports the following content formats, which can be embedded into HTML.:

» Images (gif and jpeg)
* Flash

= |pix

=  Quicktime

8. External URL - Switches on the ability for users to add an external URL redirect to a content pool
item.

9. Hard Copy Only - Switches the ability for the content to be available on the website or whether it is
only available offline.

10. File Extensions - Enter the allowed file extension(s) for the content. Example: ‘xIs’ for an MS Excel
file and ‘doc’ for a MS Word file.

11. Click on the Save button to finish.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 234

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




9.2 Editing a Content Format

1. Click on the Edit option for the appropriate format.

Existing Formats

Name Icon Supports Multiple Files Actions

Inline Content @ Yes elete
PDF B ves Edit| Delete
Word No Edit | Delete
Spreadsheet @ Yes Edit| Delete
Powerpoint Yes Edit| Delete
Rich Text Format @ Yes Edit | Delete
text Z] Yes Edit| Delete
HTML @ Yes Edit | Delete
Flash @ no Edit | Delete
Microsoft Excel Template MNa Edit | Delete
Microsoft Word Document Template No Edit | Delete
Microsoft PowerPoint Slide Show No Edit | Delete

Create Format |

i [¥) Note: The Edit a Content Format form should load

©HE D

Name * ]

MultiFile Support [Yes - Multiple files perbontent Itemiv;2

Icon l Browse... l

Select Existing Icon

[]

Display Inline 'No - Display a link to this file v

Emhed Type i'HTI_-nL v

ThISIS 6nly \)alid for Formats which display inline.
It affects how PortalMaster tries to display the Content on the Page.

External URL | No - This is a file format (default). v

HardCapy Only {'No - Files will be available as paﬁ?f;(he wehsite '(défal.‘lvlﬁ. >

File Extension(s) * |

Extensions should be comma seperated, with no preceeding "."
For example "doc rif txt" (without the quotes).

‘ Save ’ [ Cancel

2. Make any required changes
3.  Click on the Save button to finish
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9.3 Deleting a Content Format
1. Click on the Delete option for the appropriate format

Existing Formats

Name Icon Supports Multiple Files Action:
Inline Content @ Yes Edi( | Delete )
PDF Yes Edit | Delete
Word W] No Edit | Delete
Spreadsheet Yes Edit| Delete
Powerpoint Yes Edit| Delete
Rich Text Format W] ves Edit | Delete
text Z] Yes Edit | Delete
HTML &) Yes Edit | Delete
Flash @ No Edit| Delete
Microsoft Excel Template Mo Edit | Delete
Microsoft Word Document Template No Edit | Delete
Microsoft PowerPoint Slide Show MNo Edit | Delete

Create Format |

2. Click on the OK button to finish or click on Cancel to stop the deletion.

Microsoft Internet Explorer

:.:) Are you sure you want to delete this format 7

[ OK ][ Cancel ]

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 236

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




10 Administering Content Categories

Content categories help to manage content formats with Verdi™. They also help public users when

searching for content items on the public site.

Why use content categories?
Content Categories are used to define the different types of content that can be added to your site. You can

restrict the list of Formats for Content that is allowed per Category, for example you can create a Category

called "Documents" that only allows the Formats "Word Document" and "PDF".

10.1 Adding a New Content Category

To add a new content category:

1. Click on the Content Categories link, from within the Advanced section

B Advanced

B Custom Fields Administration
O site Variables Administration
0 Domains Administration

O Reports

O Content Formats

O Interaction Point Types

O Meta Keywords Dictionary

i [{] Note: The Content Categories Administration should load

2.  Click on the Add a new Category link

O

Content Categories Administration

Content Categories are used define the different types of content that can be added to your site.

You can restrict the list of Formats for Content that is allowed per Category, for example you can create a Category
called "Documents” that only allows the Formats "Word Document” and "PDF".

Category Tree

‘4 Add a new categor

EE] Note: The Content Category form should load

3. Enter a Content Category Name of your choice
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¥E T

Add Category

Name * |
Formats Allowed Formats Disallowed Formats
Inline Content ||
«| |POF =
s | || Word
L Spreadsheet !ff_i
Default |No v/
Default Content (] Default
Folder
[ Save ] [ Cancel
4.  Click on the Save button to finish
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10.2 Adding a Content Sub-Category

What is a Content Sub- Category?
A content Sub-category is a category that can be added within a main content category. For Example: You
may have a main category for “Documents” and then may want to break down further into types of

documents like “Accounting Documents” (.xlIs formats).

1.  Click the plus (+) next to the Category that you want to add a sub category to.

Category Tree

: & Add a new category
=- DE Web Page Content
‘' Add a new category

2. Click on the Add a new Category link.

[E] Note: The Add Category form should load

YHE O

Add Category

Name * |
Formats Allowed Formats Disallowed Formats
' Inline Content o]
« | |[PDF )
» | [Word !
7Spreadsheet ]
Default No v
Default Content () Default
Folder

(o J[_coee ]

3. Enter a name for your Sub Category of your choice.
4.  Click on the Save button to finish
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10.3 Editing a Content Category or Sub-category

1. Click on the category you want to edit

Category Tree

&4 Add a new category
Web Page Content

| (¥J Note: The Category form should load

2. Make the necessary changes.

i ™ B 1
Edit Category
Name * [web Page Content
Formats Allowed Formats Disallowed Formats
[inline Content | PDF Al
<1 Word =
» | ||Spreadsheet
Powerpoint jv}‘
Default t
To make this category no longer the default, another category will have to be made the default.
Default Content []Default
Folder
Save ’ | Cancel

3. Click on the Save button to finish

LE] Note: The new category should now be listed on the Content Categories Administration page
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10.4 Deleting a Single Content Category or Sub-category

1. Click on the category or sub-category that you want to delete

Category Tree

2.  Click on the Delete button
TO)

Edit Category

Name * lWeb Page Content

3.  Click on the OK button to finish or click on Cancel to stop the deletion

Microsoft Internet Explorer

\:.,/ Are you sure you want to delete this format ?

[ OK ][ Cancel ]
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10.5 Adding an Allowed Content File Format

1. Click on the Edit option for the appropriate Category.

LE] Note: The Edit Content Category form should load, displaying the category details

2. Select the file format(s) that you want to allow and click on the left arrows to add to the Allowed
Formats box.

i = W 1
Edit Category
Name * |web Page Content
Formats Allowed Formats Disallowed Formats
Inline Content PDF Al
ord
Spreadsheet
VPowemroint v
Default
To make this category no longer the default, ancther category will have to be made the default.
Default Content : ] Default
Folder
Save ' ‘ Cancel

i [¥] Note: The selected formats will be added to the Allowed Formats box.

3. Once you have made your selections click the Save button to finish
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10.6 Deleting an Allowed Content File Format

1. Edit the required Content Category
2. Select the file format that you want to remove and click on the right arrows to remove the file format.
(illustrated over).
YE B
Edit Category
Name * ]Web Page Content
Formats Allowed Formats Disallowed Formats
[Inline Content PDF ol
Word
preadsheet
| (P owerpoint ﬁvrl
Default :
To make this category no longer the default, another category will have to be made the default
Default Content []Default
Folder
Save 1 | Cancel
3. Click on the Save button to finish or click on Cancel to cancel your actions.
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11 Administering the Meta Keywords Dictionary

What is the Meta-Keywords Dictionary?

The Meta- Keywords Dictionary helps to administer the metadata of your Verdi™ content and pages.
Metadata provides a description of the content and pages, including titles, authors, dates and keywords that
relate to the contents topic. The Meta Keywords dictionary is used to administer search engine keywords
within the Verdi™ system. The dictionary stores pre-defined keywords, which can be selected by users when

creating content pool items or tiers. You can add, edit and delete words within the dictionary.

The keywords that are applied to content items and tiers are stored within the sites searching function, to
assist with efficient searching.

The Verdi™ Meta-Keywords Dictionary organises keywords into Keyword Categories and Sub-Categories.
Each keyword must belong to a Category.

11.1 Adding Words to the Dictionary

1. Click on the Meta Keywords Dictionary link from within the Advanced section.
W Advanced
O Custom Fields Administration
O Site VYariables Administration
B Domains Administration
O Reports
B Content Formats
O Content Categories

@ Interaction Point Types

4] Meta Keywords Dictionar

C@ Note: The Meta Keywords Dictionary administration should load

2. Click on the Add a New word to the Dictionary link.

Add a new word to the Dictionary

i (] Note: The Meta Keywords form should load

3.  Enter your new keyword
Meta KeyWords Form UT6.1

MetaKeyword: (*) I

Category: (*) |- please select- |

(Choose an existing category or enter a new category below) |

Subcategory: (*) I
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4.  Enter a Category for the keyword
5. Enter a Subcategory for the keyword (if applicable).

6. Click on Insert to finish

Document:

Verdi CMS Version 3.2 - User Guide v1 Page: 245

Date:
Updated By:

June 2013
Rowena Trott

© IBC Digital 2013 All Rights Reserved

Version: 1
Commercial-in-Confidence E&EO




11.2 Editing Keywords in the Dictionary

1. Click View on the category that the word belongs to.

Common
Divorce
Male
Portal
services

S0NQs

sweety

2. Click on the Edit option for the appropriate keyword

Back

Add a new word to the Dictionary

Category: Common

Mispellings
Hyper text Edit | Delete
Hypertext Edit | Delete
Hyper-text Edit | Delete
Multiple Delete

3. Make the necessary changes

Meta KeyWords Form UT6.1

MetaKeyword: (*)

Category: (*)

Subcategory: (*)

Sava‘;?f\?d{ Update

(Choose an existing category or enter a new category below) ICQmmon

[Hyper text

- please select- v |

IMispellings

——
-

J

-

4.  Click on the Update button to finish
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11.3 Adding Keyword Categories to the Dictionary

1. Click on the Add a New word to the Dictionary link.

Add a new word to the Dictionary

i [¥]  Note: The Meta Keywords form should load

2. Enter your new keyword
Meta KeyWords Form UT6.1

MetaKeyword: (*) I

Category: (*) - please.saloct - vI

(Choose an existing category or enter a new category belpw)
e — ‘E'/

Subcategory: (*) |

Insert

3. Enter a new Category for the keyword by typing it into the field.
4. Enter a Subcategory for the keyword (if applicable).
5. Click on Insert to finish. Your new category will now be available from the dropdown menu when

you insert new keywords, copy keywords or edit existing keywords.
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11.4 Making a Copy of a Meta Keyword

This allows you to make a copy of a keyword by putting it into another category and subcategory by selecting
Save As.

1. Click on the Edit option for the keyword you wish to copy
2. Make any required changes

Meta KeyWords Form UT6.1

MetaKeyword: (*) |Hypertext

Category: (*) - please select- ¥

(Choose an existing category or enter a new category below) ICommon

Subcategory: (*) |Mispe|lings
‘d_'-‘_,_‘———“__‘_
C Save As LZpdate |

3. Click on the Save As button to finish

CE[] Note: The new keyword should now be listed on the Meta Keywords Administration page
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11.5 Deleting Single Meta Keywords from the Dictionary

View the category your keyword resides under and click on the Delete option for the appropriate

1.
keyword.
&dd a new word to the Dictionary
Category: Test
Test Sub
Master Edit{| Delete [}
. —
2. Click on the OK button to finish or click on Cancel to stop the deletion

—

Microsoft Internet Explorer

? r/ Are you sure you want to delete this Word?

\'.

[ OK ][ Cancel ]

3. Click on the OK button to remove all instances of the word that you have chosen to remove or click
Cancel to leave the instances.

Microsoft Internet Explorer

\_? / Would vou like to remove all instances of: Master

| ok || cancel
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11.6 Deleting Multiple Meta Keywords from the Dictionary

1. Click on the Multiple Delete option (link at the bottom of screen after the full listing of keywords)

I;E] Note: A new popup window should load, listing all meta keywords

2.  Select the keywords you wish to remove by selecting the checkboxes

[x[Close
Please select the Meta Keywords you wish to delete from the Dictionary and click 'Delete
Checked'.
Category SubCategory Keyword
Content Management CMS Features/ [
Content Management CMS Verdi 5
Delete Checked

3. Click on the Delete Checked button

[ [Close

Please select the Meta Keywords you wish to delete from the Dictionary and click 'Delete

Checked'.

Category SubCategory Keyword

Content Management CMS Features [

Content ement CMS Verdi I~
( Delete Checked

4.  Click on the OK button to finish or click on Cancel to stop the deletion

Microsoft Internet Explorer

\ ? ) Are you sure you want to delete these Meta Keywords?

l OK ][ Cancel ]
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12 Style Sheet Administration

What is a Style Sheet?
Style sheets control the look and feel of the pages within Verdi™, such as font styles, layouts, heading
styles, alignments and general navigation menu styles. Verdi™ comes with a number of pre-defined style

sheets, which have been created outside of Verdi™ by technical programmers during the graphical design
stage of your website.

The administration and management of your style sheets requires technical expertise and knowledge.

Modifications and importing of new style sheets should only be managed by high level Site Administrators.

12.1 Importing a Style Sheet

1. Click on the Style Sheets option under Template Administration (click the Index link if you have
already been working to get here Index Public Site Log out Turn on Edit Pencil

- Template Administration

| Style Sheets

R ——

Templates

i [¥] Note: The Style Sheet Administration should load

2. Click on the Add a New Style Sheet link

©

For print Load Order Remove
Print Style - Mormal & I
For all Load Order Remove
SubPage Shie 3 r
Homepage Shle 2 I
Remove All Checked

(¥J Note: The Add/Edit a Style Sheet form should load (see below)
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Add StyleSheet

Mame * |
Description |

Load Order 4 v

For Media All “

Can applyto content | Mo - this sheet does not contain WS G content styles  »

Is Default no o w
Only style sheets that have 'Can apply to content' set to yves can be set s the default.

CSS File Upload File | Browse...

Enter a Name for the Style Sheet

Enter a Description for the Style Sheet

Choose the Load Order of the Style Sheet (The order in which it will appear in the content
administration)

6. Choose the media type of the Style Sheet

arw

L% Tip: Select Print if the Style Sheet is designed for print. Select Screen if the
' style sheet if for screen display only. If the Style Sheet is applicable to both
print and screen then select All

7. Select Can Apply to content option- select either:

Can apply to content | Mo - this sheet does not contain Wy'ShWYG content styles »

|5 Default Mo - this sheet does not contain WY SHYG content styles

= No - this sheet does not contain WYSIWYG content styles (Content using the WYSIWQYG rich
text editor)

= Yes —this sheet can be applied to WYSISWYG content (Content using the WYSIWQYG rich text
editor)

8.  Select Yes or No for default (Note: Only style sheets that have 'Can apply to content' set to yes can
be set as the default.)

9. Click the Browse button to select the new style sheet file (with extension .css) on your local or
network drive

10. Click on the Save button to finish

&% Tip: You can now select the new Style Sheet when creating or editing a tier
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12.2 Deleting a Style Sheet

1. Click in the Remove checkbox option for the appropriate style sheet

O

Main Stylesheet 1

For all Load Order WYSIMYG Ret
yes ( O )

[

Remaove All Checked |

2. Click on the Remove All Checked button

[E] Note: You will not be prompted to confirm the deletion of the style sheet
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13 Domains Administration

Verdi™ can accommodate multiple website addresses for the same site, which may point to different pages

within Verdi™. Referred to as Domains, the administration of website addresses requires advanced users

with technical knowledge to apply domain name and location changes.

13.1 Adding a Domain

1.

Click on the Domains Administration option

B Advanced

B Custom Fields Administration

O site Yariables Administration

B Reports

O Content Formats

O Content Categories

B Interaction Point Types

O Meta Keywords Dictionary

Enter a website address in the Domain text box. This should be a website address that you are

directing users from. Users accessing this website address will be directed to whatever tier you
select within Verdi™,

Add a domain link

Domain: I

Direct to: Tier:
Homepages: | -- Please Select a Homepage -- | ¥|
Tier 1: - No Sub-pages Available - Av'
Tier 2: - Select Parent First - |v|
Tier 3. - Select Parent First - ]3

I~ Default Homepage
I Default Domain for Page

E{] Note: The URL must be in the following format: www.websiteaddress.com

Select one of the following options:
a. Use the Tier drop-down menus to select a tier to direct users to; or
b. Select the Default Homepage checkbox to direct users towards the Verdi™ default
homepage.

Click on the Insert button to finish

&% Tip: Further domains can be added as required, which may direct other websites to pages within
Verdi™.
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13.2 Editing a Domain

1. Click on the Edit option for the domain you would like to change

Domain

Tier Link Element Type Element ID Default Homepage Zpiians

wwewribo.com.aw

Horme 1 72 False ( | ):u:*letu:*

2. Make any required changes

¥ Default Homepage

Update

\/

3.  Click on the Update button to finish
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13.3 Deleting a Domain

1. Click on the Delete option for the domain you would like to remove

Tier Link Element Type Element 1D Default Homepage Optiors |

wweweibc.com.au Home

1

72 False

2.  Click on the OK button to finish or click on Cancel to stop the deletion

Microsoft Internet Explorer x|

:‘i) Are yau sure you wank ko delete this domain link?

: Cancel |
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14 Template Administration

The Template Administration controls the layout of the tiers and the position of the content and modules on
the pages within the site.

What is a Template?

Templates are used to define what features users of the Verdi™ Administration may select within a Tier
page. Each template is divided into predefined grid sections. The templates that control this are pre-
configured by the developers of your site within the development stage of the project. Usually a site will have
at least two main templates: Homepage Template and Sub Page Template.

14.1 Adding a Template

1. Click on the Templates option within the Template Administration menu

. Template Administration

Style Sheets
——

— -

Templates _ﬁ

(¥] Note: The Templates Administration should load

ICadd ate rrng@

Multiple Delete

(o BN (= IEIM S TN ET R Eclit jfl Delete §R Sections

Tier0:w Tierl:w/ Tier2:w Tier3:w | 2
Header: CONIntraHomepageHeader.asck 3|4
Container: CONHomeContainer.ascx 5|6
Footer: CONFooter.ascy

2. Click on the Add a Template link

i [¥] Note: The Add a Template form should load

Add a Template Form T0.1

Template Name: (*) I
Compatible With:
Tier 0: Mg =
Tier 1: Mo =
Tier 2: Mo =
Tier 3: Mo =
Header: |HomeHeoderasce =
Footer: IW
Container: | HomeContainer.asc: j
Layout Graphic: |HomeThymb.jpg ~|
Submit [
S —
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Enter a Template Name in the text box

Select which tiers are Compatible With the template. Depending upon your choices, the template
will then be made available to users who administer tier 0, tier 1, tier 2, or tier 3 pages.

Select the preferred Header file for the template. Header files are non-editable and are created by
IBC during the graphic consultation phase of the development. Each selection will display a different
page layout.

Select the preferred Footer file for the template. Footer files are non-editable and are created by IBC
during the graphic consultation phase of the development. Each selection will display a different
page layout.

Select the preferred Container for the template. Container files are non-editable and are created by
IBC during the graphic consultation phase of the development. Each selection will display a different
page layout.

Select the preferred Layout Graphic for the template. This is a graphic display only, which displays
the template layout that has been chosen for the tier in a grid table format

Click on the Submit button to finish

[E] Note: The new template should now be displayed in the Templates Administration
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14.2 Editing an Existing Template

1. Click on the Edit option for the appropriate template

Homepage Sections 1
TierD ' Tierl: Tier3: ¥ 2| 5|8 |
Header: HomeHeader.ascx i E El
Container: HomeaContainer.ascs 10
Footer: Footer.ascy _
2. Make the necessary changes

Edit a Template Form T0.1
Template Name: {*) |H.;| mepage
Compatible With:

Tier O: IEI

Tier 1: IE‘

Tier 2t IEI

Tier 3: m
Header: |HomeHeaderascy x|
Footer: Im
Container: |HomeContainerasce x|
Layout Graphic:

SeveAs (| Submit
~—
3. Click on the Submit button to finish
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143 M

aking a Copy of a Template

1. Click on the Edit option for the template you wish to copy
2. Make any required changes

Edit a Template Form T0.1

Template Name: (%) |Hn:|mep~:tge
Compatible With:
Tier 0: I@
Tier 1: IEI
Tier 2: m
Tier 3: m

Header: |HomeHeaderasce =]
Footer: Im
Container: | HomeContainer.asc j
Layout Graphic: agif =
SeveAs | Submit ]
~—

3. Click on the Save As button to finish

(¥) Note: The new template should now be listed on the Templates Administration page. The new
template will need to have its page (grid) sections setup before it can be used.
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14.4 Deleting a Single Template

1. Click on the Delete option for the appropriate template

Editﬂectiuns 1
TierD ' Tierlw' Tieras Tier3: X 2| 5| 8
Header: HomeHeader.ascx i E 9
Container: HomeContainer.ascy 10
Footer: Footer.ascx

2. Click on the OK button to finish or click on Cancel to stop the deletion

Microsoft Internet Explorer.

\? / Are you sure you want to delete this template?

[ OK ][ Cancel ]
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14.5 Deleting Multiple Templates

1. Click on Multiple Delete option

Sections 1
TierD:w Tierls/ Tiar2:X Tiera: % 2| 5|8
Header: HomeHeader.ascx i E el
Container: HomeContainer.ascx 10
Faoter: Fooker.asex

(¥] Note: A new popup window should load, listing all templates

2.  Select the templates you wish to remove by selecting the checkboxes

Please select the templates you wish to delete and dick 'Delete Checked'.

N
Homepage r )
Subpage -
Delete Checke ]

3. Click on the Delete Checked button

Please select the templates vou wish to delete and dick 'Delete Checked',

Delete Checked
~—

]

4.  Click on the OK button to finish or click on Cancel to stop the deletion

Microsoft Internet Explorer @

A\‘.:/ Are you sure you want to delete these Templates?

I OK ][ Cancel ]
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14.6 Adding a New Page (Grid) Section to a Template

What is a Grid/ Section?

Each template is divided into a number of sections within a grid layout. Each section defines a space for a

Module or Feature to be located.

7.

Click on the Sections option for the template to which you would like to add a new page section.

Edit g Delete By Sections ff 1
Tierd: Tierls/ Tier2:x Tier3: 2| 58|
Header: McastiaHomeHeader.ascx 2 g 2
Container: MecastiaHomeContainer.ascx 10
Footer: MeastiaFootear.ascs

[E] Note: The grid table determines the number of sections within the template you have chosen.
The example above shows that the selected template has 10 sections available.

CE[] Note: Interaction Point Types are Modules.

Click on the Add a Section link.

= |

= |

10

© Multiple Delete | Templates Admin

Section Name Position Options

1 1 Edit | Delets

i (¥] Note: The Add a Section form should load.

Add a section

Section Name: (*) |

Position Number: (*)
Interaction Point Types: (*) Basic Search ~
(Hold ctrl to select multiple) Contact Us

Contacts

Contacts (basic)

Document List

Dynamic Forms

Events (Detailed)

Events (Teasers) v

Default Interaction Point Type: (*) I va

Insert |

Enter a name for the section in the Section Name field. Example: ‘Top Left’, ‘Middle Centre’.

Enter a Position Number for the section. The position number is the grid position number from the
page template and is normally a number between 1 and 12 (10 in this example).

Select the preferred Interaction Point Type(s) (Modules), which you would like to make available
for that section. Hold down the CTRL key on your keyboard to select multiple modules. Refer to
Appendix | for a detailed description of each Module.

Choose a Default Interaction Point Type (Module) from the drop-down menu. This module will
display by default, if no other module can be displayed in the page section.

LE] Note: Whatever modules are selected from the Interaction Point Types menu will populate the
Default Interaction Point Type menu.

Click the Insert button to finish
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14.7 Editing a Page (Grid) Section

1.

Click on the Section option for the appropriate template

= Edit gl Delete fll Sections |}
TierD ' Tierls' Tier2:% Tiera:

Header: McastiaHomeHeader.ascx

1
8 |
9

o | L | B
| th LA

Contaimer: MeastiaHomaContainer. asce

10

Footer: MeastiaFooter.ascs

Click on the Edit option for the appropriate section

Section Name Position Options

Utility Navigation 1 @ Delete

Site Search 2 Edit | Delete

Main Navigation 3 Edit | Delete

i [¥] Note: The Edit a Section form should load.

Make the necessary changes as required

Edit a Section

Section Name: (*) [Utility Nawvigation
Position Number: (*) 1

Interaction Point Types: (*) Basic Search
(Hold ctrl to select multiple) ContactUs
Contacts
Contacts (basic)
Document List
Dynamic Forms
Events (Detailed)
Events (Teasers)

Default Interaction Point Type: (*) | Utility Navigation |v |

Save As I

Click on the Update button to finish
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14.8 Making a Copy of a Page (Grid) Section

1. Click on the Sections option for the required template

= Edit gl Delete P Sections §f 1
TierD:" Tierl:w Tier2:% Tiera: 2| 5] 8|
Header: MeastisHomeHeader.ascx i g 2
Container: MecastiaHomaContainer.ascx 10
Footer: McastiaFooter.ascy

2. Click on the Edit option for the section you wish to copy

Section Name Position Options

Left Column top 1C— Edit | Delete
Right Colurmn Top 2 Edit | Delete
Left Column Middle 3 Edit | Delete

3.  Make any required changes to the section

Edit a Section

Section Name: (*) |Utility Navigation
Position Number: (*) 1
Interaction Point Types: (*) Basic Search »
(Hold ctrl to select multiple) ContactUs
Contacts

Contacts {(basic)

Document List

Dynamic Forms

Ewvents (Detailed)

Events (Teasers) e

Default Interaction Point Type: (*) | Utility Navigation vl

oo Jj e

4. Click on the Save As button to finish

[;E] Note: If the position number is already assigned to a section within the template then you will be
prompted that this is the case.

&% Tip: The new section should now be listed on the template sections page
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14.9 Deleting a Page (Grid) Section

1. Click on the Sections option for the appropriate template

= Edit Delete Sections

TierD ' Tierl:w/ Tier2:% Tiera: FE %
Header: McastigHomeHeader.ascx i E 2
Container: MeastiaHomeContainer. ascx 10
Footer: MeastiaFooter.ascy

2. Click on the Delete option for the appropriate section

Section Name Position Options

Left Column top 1 Edit ¢

Right Column Top 2 Edit | Delete
Left Column Middle 3 Edit | Delete

3.  Click on the OK button to finish or click Cancel to stop the deletion
Microsoft Internet Explorer @

? / Are you sure you want ko delete this section?
\.

[ OK ][ Cancel ]
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14.10 Deleting Multiple Pages (Grid) Sections

1. Click on the Sections option for the required template

= Edit Delete Sections

TierD ' Tierls' Tier2:% Tiera: 2| 5 %
Header: McastigHomeHeader.ascx 2 E el
Container: MeastiaHomaContainer.asos 10
Footer: MeastizFooter.ascy

2. Click on the Multiple Delete option

add a section Templates Admin

1 1 Edit | Delete
2 2 Edit | Delate
3 3 Edit | Delate

3.  Choose the sections you wish to remove by clicking in the check boxes provided.

Please selact the templates you wish to delete and dick 'Delate Checked'.

LT= I =« L (R = I, B S L B | I =
mli=li=li=l=li=l=li=li=]i=]

4, Click on the Delete Checked button

Pleaze selact the templatas vou wish ta delete and dick 'Delate Checked'.

W~ o R W e -
I o o o o

10 r

Delete Checked _A
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5.  Click on the OK button to finish or click Cancel to stop the deletion

Microsoft Internet Explorer

\‘\.,/ Are you sure you want to delete this section?

I

OK

][ Cancel ]
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15 Custom Fields Administration

What is a Custom Field?

Custom fields allow Verdi™ to perform customised functionality for each individual Verdi™ instance while
keeping the core product untouched. When you add custom fields for Content Formats you are adding
additional Meta Data fields to Content files that have been assigned to that format.

This can allow extra searching ability such as creating a "Scale" field for formats such as CAD and other
technical diagrams or "Bit Rate" for audio files.

Verdi™ allows site administrators to add custom fields Metadata for the following items:

= Content Format

" IP Types (Modules)

" Content for Categories
] Category

= Structure

. All Content

= Users

. Other

Within the Advanced menu click on the Custom Fields Administration option

CE[] Note: The Custom Fields Administration will load and default to the Content Format tab

IP Types I Users Other | Category

Content Format l Content for Categories I Structure | All Content

Custom Fields for Content Formats

This can allow extra searching abiltiy such as creating a "Scale" field for formats such as CAD and other technical
diagrams or"Bit Rate" for audio files.

Custom fields can also useful for custom additions to VYerdi called Interaction Point Types. They allow developers to
extend some of the base items of Verdi such as Content Files without altering the core Yerdi code.

Current Custom Fields

Currently there are no Custom Fields for Content Pool ltems
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15.1 Adding a Custom Field to a Content Format

[;E] Note: When entering the Custom Fields administration the Content Format tab will be active

1. Click on the New button.

IP Types | Users Other | Category

Content Format | Content for Categories I Structure |

All Content

(=

CE[] Note: The Add a Custom Field for a Content Format administration will load

Add a Custom Field for a Content Format

ContentFormat * | Inline Content ;v;
Name *
Type * Text v

Default value
Size

Required * Yes :V“I

Description *
Interface Type * ‘J—_Ef}d v

Interface Order * 1 ‘_Vi,

Display in Public ]
Include in Search ]

Save ’ ‘ Cancel

Select the Content Format from the drop-down menu to add a field to.
Enter a Name for the field.

PN

matches the restriction chosen.
Options Include:

= Text

= Number - Checks if the user input into the field is a number

= Email - Checks if the user input into the field is in a valid email address format
= Document — Allows for a document upload.

» Image — Allows for an image upload.

= Date - Checks if the user input into the field is in a valid date format

Choose a Type for the field. This is a validation for the field and will check if the input into the field

= Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
= Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format

= Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
= Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format

= URL - the user input into the field is in a valid website address format

= Section Title
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5.  Enter a Default value for the custom field (if applicable). This will be what is displayed by default in
the field.

6. Enter a Size for the custom field (if applicable). This figure determines the length of the text box for

the field. A common value is 50

Select if the field is mandatory using the Required drop-down menu

Enter a Description for the field.

Use the Interface Type drop-down menu to select a field type to add.

© o~

Options Include:

Text — Adds a text field

Text Area — Adds a text box field

Select — Adds a drop-down list box

Tree — Adds a tree structure

Radio Buttons — Adds radio button fields

10. Use the Interface Order drop-down menu to select the position where the custom field will be
placed (if there is more than one custom field then this list will have several position numbers).
11. Click the Save button to finish.

LE] Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
required to add options to the field.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 271

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




15.2 Adding a Custom Field to an IP Type (Module)

1. Selectthe IP Types tab

‘ | Users | Other I ; Category

Content Format | Content for Categories I Structure | All Content

2.  Click on the New button.

IP Types

| D

Custom Fields for IP Types

[;E] Note: The Add a Custom Field for an IP Type administration will load

3. Select the IP Type that you want to add a custom field to.

Add a Custom Field for an IP Type

IP Type * Basic Search __v:[

Name *

Type *

Text | v

Default value

Size

Reguired * Yes v‘

Desctiption *
|

Interface Type * | Text ~|

Interface Order * |1+

Display in Public Il

Save ’ l Cancel

4.  Enter a Name for the field.
5. Choose a Type for the field. This is a validation for the field and will check if the input into the field
matches the restriction chosen.
Options Include:
Text
Number - Checks if the user input into the field is a number
Email - Checks if the user input into the field is in a valid email address format
Document — Allows for a document upload.
Image — Allows for an image upload.
Date - Checks if the user input into the field is in a valid date format
Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format
Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format
URL - the user input into the field is in a valid website address format
Section Title
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6. Enter a Default value for the custom field (if applicable). This will be what is displayed by default in
the field.

7.  Enter a Size for the custom field (if applicable). This figure determines the length of the text box for
the field. A common value is 50.

8.  Select if the field is mandatory using the Required drop-down menu

9. Enter a Description for the field.

10. Use the Interface Type drop-down menu to select a field type to add.

Options Include:

Text — Adds a text field

Text Area — Adds a text box field

Select — Adds a drop-down list box

Tree — Adds a tree structure

Radio Buttons — Adds radio button fields

11. Use the Interface Order drop-down menu to select the position where the custom field will be
placed (if there is more than one custom field then this list will have several position numbers).
12. Click the Save button to finish.

[;E] Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
required to add options to the field.
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15.3 Adding a Custom Field to Users

[;E] Note: When entering the Custom Fields administration the Content Format tab will be active

1. Click on the Users tab.
IP Types I | Other | Category
Content Format Content for Categories l Structure | All Content
2. Click on the New button.
Content Format I Content for Categories | Structure | All Content
IP Types I Users Other | Category
g
B
Custom Fields for Users
Custom fields allow Yerdi to perform customised functionality for each individual Verdi instance while keeping the
core porduct untouched. When you add custom fields for Users you are adding additional Meta Data fields that can
contain custom data for each user.
Current Custom Fields
Currently there are no Custom Fields for Users
(¥) Note: The Add a Custom Field for an Users administration will load
Add a Custom Field for a User
Name *
Type * Text ™
Default value
Size
Required * Yeszl
Description *
Interface Type * | Text [
Interface Order * |1 L\_{_‘
Display in Public ]
‘ Save ’ ‘ Cancel
3. Enter a Name for the field.
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4. Choose a Type for the field. This is a validation for the field and will check if the input into the field
matches the restriction chosen.

Options Include:
= Text
Number - Checks if the user input into the field is a number
Email - Checks if the user input into the field is in a valid email address format
Document — Allows for a document upload.
Image — Allows for an image upload.
Date - Checks if the user input into the field is in a valid date format
Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format
Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format
URL - the user input into the field is in a valid website address format
Section Title

5. Enter a Default value for the custom field (if applicable). This will be what is displayed by default in
the field.

6. Enter a Size for the custom field (if applicable). This figure determines the length of the text box for

the field. A common value is 50.

Select if the field is mandatory using the Required drop-down menu

Enter a Description for the field.

Use the Interface Type drop-down menu to select a field type to add.

© o~

Options Include:

Text — Adds a text field

Text Area — Adds a text box field

Select — Adds a drop-down list box

Tree — Adds a tree structure

Radio Buttons — Adds radio button fields

10. Use the Interface Order drop-down menu to select the position where the custom field will be
placed (if there is more than one custom field then this list will have several position numbers).
11. Click the Save button to finish.

CE[] Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
' required to add options to the field.
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15.4 Adding a Custom Field to a Content Category

[;E] Note: When entering the Custom Fields administration the Content Format tab will be active

1. Click on the Category tab.

IP Types l Users Other I Category

Content Format | Content for Categories I Structure l All Cantent

2. Click on the New button.

Custom Fields for All Categories

[;E] Note: The Add a Custom Field for All Content administration will load

Add a Custom Field for All Content

Name *
Type * Text bl

Default value
Size

Reguired * | Yes w]
Description * ]
[
Interface Type * Text v !
Interface Order * 11 )
Display in Public ]
Save ’ ‘ Cancel

3. Enter a Name for the field.
4. Choose a Type for the field. This is a validation for the field and will check if the input into the field
matches the restriction chosen.

Options Include:

= Text

= Number - Checks if the user input into the field is a number

= Email - Checks if the user input into the field is in a valid email address format

=  Document — Allows for a document upload.

= Image — Allows for an image upload.

= Date - Checks if the user input into the field is in a valid date format

= Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
= Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format

»= Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
= Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format

= URL - the user input into the field is in a valid website address format

= Section Title

5. Enter a Default value for the custom field (if applicable). This will be what is displayed by default in

the field.
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© oo N

10.

11.
12.

Enter a Size for the custom field (if applicable). This figure determines the length of the text box for
the field. A common value is 50

Select if the field is mandatory using the Required drop-down menu

Enter a Description for the field.

Use the Interface Type drop-down menu to select a field type to add.

Options Include:

Text — Adds a text field

Text Area — Adds a text box field

Select — Adds a drop-down list box

Tree — Adds a tree structure

Radio Buttons — Adds radio button fields

Use the Interface Order drop-down menu to select the position where the custom field will be
placed (if there is more than one custom field then this list will have several position numbers).
Select Display in Public if applicable.

Click the Save button to finish.

C@ Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
required to add options to the field.
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15.5 Adding a Custom Field to Structure

LE)

Note: When entering the Custom Fields administration the Content Format tab will be active

1.

2.

Click on the Content Categories tab.

IP Types l Users Other Categary
Content Format | Content for Categories ] Structure ] All Content

Click on the New button.

o

Custom Fields for Structure

(¥] Note: The Add a Custom Field for Structure administration will load

Add a Custom Field for Structure

Name *

Type * Text ] |

Default value

Size [

Required * Yes'vvﬂj

Description *
Interface Type * Text R

Interface Order * 1 ||

Display in Public O
Include in Search O

Save ’ ‘ Cancel

3. Enter a Name for the field.
4. Choose a Type for the field. This is a validation for the field and will check if the input into the field
matches the restriction chosen.

Options Include:

= Text

= Number - Checks if the user input into the field is a number

= Email - Checks if the user input into the field is in a valid email address format

= Document — Allows for a document upload.

= Image — Allows for an image upload.

= Date - Checks if the user input into the field is in a valid date format

»= Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
= Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format

»= Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
= Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format

= URL - the user input into the field is in a valid website address format

=  Section Title
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5.  Enter a Default value for the custom field (if applicable). This will be what is displayed by default in
the field.

6. Enter a Size for the custom field (if applicable). This figure determines the length of the text box for

the field. A common value is 50

Select if the field is mandatory using the Required drop-down menu

Enter a Description for the field.

Use the Interface Type drop-down menu to select a field type to add.

© o N

Options Include:

Text — Adds a text field

Text Area — Adds a text box field

Select — Adds a drop-down list box

Tree — Adds a tree structure

Radio Buttons — Adds radio button fields

10. Use the Interface Order drop-down menu to select the position where the custom field will be
placed (if there is more than one custom field then this list will have several position numbers).

11. Select Display in Public and / or Include in Search if applicable.

12. Click the Save button to finish.

LE] Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
' required to add options to the field.
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15.6 Adding a Custom Field to All Content

[;E] Note: When entering the Custom Fields administration the Content Format tab will be active

1. Click on the All Content tab.

IP Types I Users Other I Category

Content Format | Content for Categories I Structure | All Content

2. Click on the New button.

O)

Custom Fields for All Content

[;E] Note: The Add a Custom Field for All Content Structure administration will load

Add a Custom Field for All Content

Name *

Type * Text ]

Default value

Size

Required * | Yes ;y{}

Description *
,

Interface Type * | Text _v‘g

Interface Order * 1]v|

Display in Public O
Include in Search O

Save ] [ Cancel

3. Enter a Name for the field.

4. Choose a Type for the field. This is a validation for the field and will check if the input into the field

matches the restriction chosen.
Options Include:

= Text

= Number - Checks if the user input into the field is a number

= Email - Checks if the user input into the field is in a valid email address format
= Document — Allows for a document upload.

» Image — Allows for an image upload.

= Date - Checks if the user input into the field is in a valid date format

= Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
= Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format
»= Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
= Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format

= URL - the user input into the field is in a valid website address format
= Section Title
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5.  Enter a Default value for the custom flied (if applicable). This will be what is displayed by default in
the field

6. Enter a Size for the custom field (if applicable). This figure determines the length of the text box for

the field. A common value is 50.

Select if the field is mandatory using the Required drop-down menu

Enter a Description for the field.

Use the Interface Type drop-down menu to select a field type to add.

© o~

Options Include:

Text — Adds a text field

Text Area — Adds a text box field

Select — Adds a drop-down list box

Tree — Adds a tree structure

Radio Buttons — Adds radio button fields

10. Use the Interface Order drop-down menu to select the position where the custom field will be
placed (if there is more than one custom field then this list will have several position numbers).

11. Select Display in Public and / or Include in Search if applicable

12. Click the Save button to finish.

[;E] Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
required to add options to the field.
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15.7 Adding a Custom Field to Content for Categories

[;E] Note: When entering the Custom Fields administration the Content Format tab will be active
1. Click on the Content for Categories tab.
IP Types | Users | Other I Category
Content Format I Content for Categories I Structure l All Content

2. Click on the New button.

[

arw®

Custom Fields for Content Categories

| [2] Note: The Add a Custom Field for Content Categories administration will load

Add a Custom Field for a Content Categories

Content Category * = r‘_g’:g Categories:
Dg Web Page Content

Name *

Type * Text ] v

Default value

Size

Required * Yes v,

Description *
Interface Type * Text v

Interface Order * 1]

Display in Public O
Include in Search O

Save ] l Cancel

Select the Content Category.

Enter a Name for the field.

Choose a Type for the field. This is a validation for the field and will check if the input into the field
matches the restriction chosen.

Options Include:

=  Text

= Number - Checks if the user input into the field is a number

= Email - Checks if the user input into the field is in a valid email address format

= Document — Allows for a document upload.

= Image — Allows for an image upload.

= Date - Checks if the user input into the field is in a valid date format

= Date/Time (24 hour) - Checks if the user input into the field is in a valid 24 hour date format
= Time (24 hour) - Checks if the user input into the field is in a valid 24 hour time format
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= Date/Time (12 hour) - Checks if the user input into the field is in a valid 12 hour date format
= Time (12 hour) - Checks if the user input into the field is in a valid 12 hour time format
= URL - the user input into the field is in a valid website address format
= Section Title
6. Enter Default value for the custom field (if applicable). This will be what is displayed by default in the
field.
7. Enter a Size for the custom field (if applicable). This figure determines the length of the text box for
the field. A common value is 50
8.  Select if the field is mandatory using the Required drop-down menu
9. Enter a Description for the field.
10. Use the Interface Type drop-down menu to select a field type to add.
Options Include:
= Text— Adds a text field
» Text Area — Adds a text box field
= Select — Adds a drop-down list box
» Tree — Adds a tree structure
* Radio Buttons — Adds radio button fields
11. Use the Interface Order drop-down menu to select the position where the custom field will
be placed (if there is more than one custom field then this list will have several position numbers).
12. Select Display in Public and / or Include in Search if applicable
13. Click the Save button to finish.
[E] Note: If you have chosen Select, Tree or Radio Buttons as the interface type then you will be
required to add options to the field.
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15.8 Editing Custom Fields

1. Select the tab where the Custom Field that you want to edit resides.

= Content Format

= Content for Categories
= Structure

= All Content

= |P Types

= Users

= Other

= Category

2. Scroll down to the Current Custom Fields section.
3.  Click the Edit action for the Custom Field you want to edit.

Current Custom Fields

Name Type Actions
Flash

Width Numbelete | Options
Height Number Edit| Delete | Options

Transparent Text Edit | Delete | Options

[E] Note: The Edit Custom Field administration will load

Edit Custom Field for a Content Format

ContentFormat * | Flash ;

Name * Width

Type * Number 'l'..

Default value 0

Size ID

Required * :No ‘\:)

Description * Custom field to set the width of flash

animation content items.

-
Interface Type * jText<_ 7-v
Interface Order * 1V’
Display in Public ]
Include in Search ]

[ Save H Cancel

4.  Make any required changes.
5.  Click the Save button to finish.
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15.9 Deleting Custom Fields

1. Select the tab where the Custom Field that you want to edit resides.

wn

Users
Other

Content Format
Content for Categories
Structure

All Content

IP Types

Category

Scroll down to the Current Custom Fields section.
Click the Delete action for the Custom Field you want to remove.

Current Custom Fields

Name Type

Flash

Width
Height

Transparent Text

Number Edit
Numher Edit | Delete | Options
Edit | Delete | Options

Delete [)Options

4.  Click on the OK button to confirm or click on the Cancel button to stop the deletion

Microsoft Internet Explorer @

.\:.:} Are you sure you want to delete this Custom Field?

[

] [ Cancel

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 285
Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




15.10 Adding Options to Custom Fields

What are Custom Field Options?
Custom field options are pre-defined values for specific custom fields. When options are allocated to a

custom field, only those options will be available for users to select when updating the field.

1. Select the tab where the Custom Field that you want to edit resides.
= Content Format
= Content for Categories
= Structure
= All Content
= |P Types
= Users
= Other
= Category

2. Scroll down to the Current Custom Fields section.
3.  Click the Options action for the Custom Field you want to add options to.

Current Custom Fields

Hame Type Actions
Inline Content

Example Text Field Texd Edit| Delete | Oplions

Example Tex Area Field Ted Edif| Delete | Oplions
Example Seleci Fleld Text Edit| Del Options }
Example Tree Option  Texd Edit| Delete | E

Exatriple Radio Bulters Ted Edit| Delete | Oplions

(¥] Note: The Options administration form will load

4.  Click the Add Option link.

Options for the Relevant scheme Custom Field

Custom field options are pre-defined values for specific custom fields. When options are allocated to a custom field,
only thoes options will he will be available for users to selectwhen updating the field.

Current Custom Field Options

=] E;@ Options:
&gu Add Option
= [ basic

i [¥]  Note: The Add Options form will load
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Add a Custom Field Option

Text *

Value '

Save ] [ Cancel

Enter Text for the Custom Field Option.
Enter a Value for the Custom Field Option.
Click the Save button to add the Custom Field Option.

No g

CE[] Note: The Current Custom Field Option administration form will load displaying the current
options that have been added. Repeat this process to add more options the Custom Field.

To add sub options to existing option simply click the Add Option for that Option.

Current Custom Field Options

=8 options:
B add option
=B option 1
F& Add Option
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16 Verdi™ Administration Reports

A number of standard reports can be run within Verdi™ which provide useful information for site

housekeeping and maintenance.

16.1 Accessing the Reports and an Overview of the Standard Reports

1.

From the Index page click on Reports option within the Advanced menu.

O Site Structure
@ Content

M Features

W Advanced

0 Custom Fields Administration
@ Site Variables Administration
B Domains Administration

B Content Formats

O Content Categories

O Interaction Point Types

O Meta Keywords Dictionary
M Users

(¥] Note: The reports described below are Verdi™ default reports. Depending on your
organisations requirements, you may have additional, customised reports.

Reports

Broken Links

Linlinked Files

Mavigation Structure
Fermissions

Caontent Litecycle

Content Creation

Keywards and Metadata
Template and Theme Usage
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Summary of the Standard Reports

Broken Links

Track pages containing link(s) to content that no longer exists within
the site.

Unlinked Files Locate and report unlinked content items
Navigation Structure A ‘sitemap’ showing the site Tier Structure
Permissions Permission allocation table

Content Lifecycle

When each content item was: created, published, modified, and
where applicable, when it expires

Content Creation

Name, Create Date, Author, Format and Keywords for Content Pool
items.

Keywords and Metadata

Metadata and Keyword Information entered.

Template and Theme Usage

Track how many times each template is used.
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16.2 Broken Links Report
The Broken Links report tracks pages containing link(s) to content that no longer exist within the site.

1. Click on the Broken Links menu option. The report will be generated.

Broken Links

1 Content Pool item Missing item Linked Text Missing Item!
‘ Page Content content ET:1, ElL82 |

Page Content content ET:1, ElL82
Page Content content ET:1, El:82
Page Content content EEL El:82“

Note: The report will list the content pool items that have broken links within the content.
Clicking on the required content pool item within the list will load the content pool item. The
content item will require editing to fix the broken link.

2. Toreview the item that has the broken links, select the pages hyperlink within the report listing.
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16.3 Unlinked Files Report

The Unlinked Files Report locates and reports on all unlinked content items within your site.

1. Click on the Unlinked Files menu option.
2.  Click on the Check for Unlinked Files option to begin generating the report.

Unlinked Files

Content Pool item Content Pool File Missing Date Detected
There are no unlinked files.

Check for unlinked files
T

1S ectetivatBVETY piece of live content on your site has all it's files.
Caution: Checking for unlinked files may take a while to run depending on the size of your site.

CE[] Note: The report will list content items that have unlinked files. The content item will require
editing to fix the unlinked files.

3. Toreview the item that has the unlinked files, select the pages hyperlink within the report listing.

Unlinked Files

Files were found to be missing.

Content Pool ltem Content Pool File Missing Date Detected

City Of Nedlands Joh File Coffee Bean.bmp 1410252006 3:45 PM
City Of Nedlands Job File Coffee Bean.hmp 14/02/2006 3:45 PM
City Of Nedlands Job File Coffee Bean.hmp 1450212006 3:45 PM
City Of Nedlands Joh File Coffee BeanD.hmp 1410252006 3:45 PM
City Of Nedlands Joh File Coffee Bean1.bmp 14/02/2006 3:45 PM
City Of Nedlands Job File Coffee Bean2.hmp 1410252006 3:45 PM

Check far unlinked files
This will check that every piece of live content on your site has all it's files.
Caution: Checking for unlinked files may take a while to run depending on the size of your site.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 291

Date: June 2013 © IBC Digital 2013 All Rights Reserved Version: 1
Updated By: Rowena Trott Commercial-in-Confidence E&EO




16.4 Navigation Structure Report

The Navigation Structure Report displays a ‘site map’ view of your sites page/ tier structure.

1. Click on the Navigation Structure menu option.

Navigation Structure

James Bull

James Bull Home Page

Home

Wehsite content writer and consultant in Perth, Australia.

Wiriting

Well thought out, clearly written content for effective websites.
Create a new website
Many websites go on hold waiting for someone to write content. t's a delay you can avoid.
Manage your wehsite
Howy to achieve a better website and have more time to concentrate on daily business.
ClickTracks
ClickTracks is a powerful, easy to use weh analics program. It converts detailed wehsite statistics into easily
understood visuals and insightful reports to help you manage and improve your website.
Free Articles
Free atticles with tips and ideas for effective business website content including writing for the weh, the wehsite
creation process and Bull's Rant which is a weekly atticle related to wehsite content.
Bull's Rant
Bull's Rant is a weekly comment about websites, business and society.
Bull's Rant
This tier is for organisation of structure only and redirects to tier called Bull's Rant Atticles (main Bull's Rant page).

Bull's Rant 2005

A list of every Bull's Rant from 2005 including title, date and link to the article.

More reasons for simplicity

A brief, free article about lowy literacy skills and websites, quoting research by Jakob Nielsen.

Quality, functionality and economy

Article about quality, functionality and economy in websites.

Is Flash good or bad?

A brief article about the pros and cons of Flash.

Website amateur hour must end

A brief free article about the detrimental effect on business of unprofessional web developers.
Questions to ask a web developer

A brief free aricle which suggests some guestions to ask a web developer before deciding to do business.
Questions your web developer should ask you

A brief free article about key business-related questions that a web developer should ask a newy client.

[E] Note: The report will generate a snapshot of the current site map, which may be printed using

your browser print function.
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16.5 Permissions Report

The Permissions Report displays a complete allocation listing of each users permissions, both administration
and public permissions.

1. Click on the Permissions menu option. The report will start generate a listing of all the users
permissions (roles and activities).

Permissions

keith - Keith Woods

Tvpe Role/Activity For
Allow Site Administrator O
Allow Administer system settings

bsmith - Ben Smith

ﬁ‘we Role/Activity For
Allow Site Administrator
Allow Site Administrator

jason - Jason MNorris

Type Role/Activity For

Allow Site Administrator [1 hogey mun from jamaica
Allowy Site Administrator

Allow Site Administrator [1 hogey munfrom jamaica

LE] Note: The report lists all tiers, with associated users and the permissions that the user has. The
report may be printed using your browser print function.

Document: Verdi CMS Version 3.2 - User Guide v1 Page: 293

Date: June 2013 © IBC Digital 2013 All Rights Reserved
Updated By: Rowena Trott

Version: 1
Commercial-in-Confidence E&EO




16.6 Content Lifecycle Report

The Content Lifecycle Report reports on each content item, displaying when the content item was created,

published, modified, and where applicable, when it expires

1. Click on the Content Lifecycle menu option.
2. Use the search form to enter search parameters and click on the Search button.

Content Lifecycle

Keyword(s)
Owner

Documents added
hetween

Include Graveyard

Return Versions

l
I

] [ Calendar |zng
[ Calendar

Include datesin |
search

MNo - Dontinclude deleted items. 3'\('

(¥J Note: The search will generate the report.

3. The search will generate a report listing and its associated creation date, published date, last
modified date and expiry date.

Content Lifecycle

Keyword(s)

Owner

|edit pencil

l

Documents added [ Calendar |ang

hetween

] Calendar

Include datesin |

search
Include Graveyard Ti\lo - Dontinclude deleted items. \j
Return Yersions
‘ Search ]
Name Version Published Altered Expiry Date  Owner User last modified
Clever Edit Pencil 1 150152008 15/01/2008 8:56 AM Never Archive Default User Admin{Admin)
Clever Edit Pencil 2 15/01/2008 30/01/2008 5:35 PM Never Archive Default User Admin{Admin)

4. Clicking on the content item name will load the content item for review.
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16.7 Content Creation Report

The Content Creation Report reports on each content item, displaying the items Name, Create Date, Author,
Format and Keywords for Content Pool items.

1. Click on the Content Creation menu option
2. Use the search form to enter your search parameters and click on the Search button

Content Creation

Keyward(s) |

Owner |

Documents added [ Calendar |zng
hetween 1
[ Calendar

Include dates in [
search

Include Graveyard : MNo - Dontinclude deleted items. v

Return Versions

Note: The report will list each content item and its associated creation date, author, content
format, file size and keywords. Clicking on the content item name will load the content item for
review.

3. The search will generate a report listing and its associated creation date, published date, last
modified date and expiry date.

Content Creation

Keyword(s) |edit pencil

Owner [

Documents added [ Calendar |ang
between e
] Calendar

Include datesin |
search

Include Graveyard MNo - Dontinclude deleted items. v

Return Yersions

Name Creation Date Author Keywords
Clever Edit Pencil 15/01/2008

4. Clicking on the content item name will load the content item for review.
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16.8 Keywords Report

The Keywords Report displays all the metadata and keyword information entered into the administration of
the site.

1. Click on the Keywords and Metadata menu option
2. Use the search form to enter your search parameters and click on the Search button

Keywords and Metadata

Keyword(s) I

Owner |

Documents added | [ Calendar |ang
hetween =
| ] Calendar

Include dates in |
search

Include Graveyard Nolf)on‘imclude deleted items. 7v

Return Versions

| Search

[E] Note: The report will list each tier and its metadata and keywords. Clicking on the content item
name will load the content item metadata for review.

Keywords and Metadata

Keyword(s) ]pencil

Owner ]

Documents added ] [[] Calendar |zng
hetween = e
E] Calendar

Include datesin |
search

Include Graveyard \"No - Dontinclude deleted items. v

Return Yersions

Name Metadata Description Keywords
Clever Edit Pencil
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16.9 Template Usage Report

The Template usage report tracks how many times each template is used within selected areas of the site.

1. Click on the Template and Theme Usage menu option

Template Usage
Tier Selection: Homepages: Please Select a Homepage - NG
Tier1: - No Sub-pages Availahle - v
Tier 2: - Select Parent First - v
Tier 3: - Select ParentFirst- v |
submit

2. Use the Tier Selection drop-down menus to select a page to run the report on and click on the
Submit button.

3. The report will list each tier template and the number of pages it has been used on and when the
template was last modified.

Template Usage

Tier Selection: Homepages: 'Horne ‘ E
Tier 1: | About Verdi v
Tier 2: »:History of Verdi ' Z‘
Tier 3: | - No Sub-pages Available - v

Name Usage Last Modified
Verdi CMS Subpage 1 30/01/2008
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17 Appendix | —Interaction Point Types (Modules)

Below is a list of Verdi™ Modules

INTERACTION POINT

DESCRIPTION / FUNCTION

Business Directory

Business Directory Search

To search for suppliers within the REM (Regional Electronic
Marketplace)

Content Listing

All forms

To list all dynamic forms

Content Pool List

To list all documents with search feature

Content Pool List (No Widget)

To list all documents without search feature

Document List

To display a table, containing a consistently formatted list of
documents. Documents must be manually assigned to the module,
and their order in the list can be pre-determined.

Document List with Search

As with “Document List” module, with an additional Keyword
Search field displayed above the list.

Document Management System

To display upload/ download feature

In-Line Content

To display in-line HTML content.

In-Line Content (No Location)

As with “In-Line Content”, but will display any content assigned to a
page which has not been specifically assigned to a template
location.

In-Line Content by Section ID

As with “In-Line Content”, but will be displayed in a specific
template section, as defined in the admin. Typically this is the most
commonly used module on a website, allowing text, images and
links to be displayed on screen.

Related Documents

To display Content Pool Item Files assigned to the current Tier.
Includes link to download the file.

Features

Ad Display To display advertisement in the content of the section to which it is
assigned

Auto Email To include automatic Email

Contact Us To display a Contact Us form. On submitting the form, an email will
be sent to the designated admin user.

Contact To display contact information for the current page, based on

settings in the admin.

Contacts (with optional fields)

As “Contacts” but with more information

Contact (basic)

To include contact with basic information

Content Info

To display information on content

Dynamic Forms/ Inline forms

To display a dynamic form. The location for the required form must
also be set to the page to be displayed on using locations in the
features > Dynamic Forms administration.

Email to a Friend

To display an Email this page to a Friend form

Events

To display a listing of Events (also described as “Calendar Events”)

Events (Summary)

To display Events summary

Events (Teaser)

To display a list of Teasers for Events. This list will typically provide
less information than the full Events module, intended as a teaser
to the full information. Each teaser is linked, in the admin, to the full
Events display module, so that the full information can be viewed.

Events Teaser (homepage)

To display event teasers in Homepage. This module typically
displays an even briefer version of Events (teaser), in that the
teasers each comprise of an image with a link to the full article.

FAQs

To display a list of FAQs, compiled from the locations which each
FAQ is assigned to in the admin.

Forum (Display)

To display forum boards

Forum (Top Threads)

To list active forums

Home Page Events

To display Events in Home Page

Home Page News

To display News in Home Page

Job list All To list all jobs

Job Tier To list all jobs in the specific tiers

Mailing Lists To display a sign up form to allow members of the publis to
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INTERACTION POINT

DESCRIPTION / FUNCTION

subscribe to one or more mailing lists.

Make a Default Homepage

To make current page as homepage

New Since Last Login

To send a notification to subscribers, regarding any recent changes
to the current page, since their last login

News (Articles)

To display a listing of News Articles. Clicking the summary of each
news article will refresh the current page and display the full news
article. There is then a link to go back to the full listing.

News (Teasers)

To display teasers for News articles, which typically displays less
information that the full News module, intended as a teaser to the
full information. Each teaser is linked, in the admin, to the full News
display module, so that the full information can be viewed.

News Teasers (homepage)

To display News teasers in Home Page

News (Ticker)

To display an animated ticker for News, typically built with
javascript to scroll from one News teaser to another in a small area
of screen space.

Online Polls

To display an Online Poll questionnaire. The website visitor can
choose between a few pre-determined options to answer a
guestion, and on submitting the poll, it will be replaced with a
description of the current results of the poll, compiled from the
entries so far from all entrants.

PortalMaster Discussion Forums

To display forum

Related Links

To display a list of “related links” These links will typically link to
external websites, and are determined by editing the Links on a
particular page.

Search

To display a Simple Keyword Search field and submit button. On
submitting, the page is refreshed, displaying search results, and the
option to choose an advanced search.

See Also Links

To display a list of “See Also links” These links will typically link to
other pages or documents within the current website (as opposed
to Related links which is for external website links), and are
determined by editing the Links on a particular page.

Sitemap

To display a text list-based Sitemap; also described as “Sitemap
(Full)” which lists all the publicly available pages of the current
website.

Weather Display

To display a graphical representation of the weather forecast for the
following week. There is an option to display today’s weather in
more detail above the weekly forecast.

Login

Login IP

To include Login function to public site; includes IP described as
“User Registration”

Miscellaneous

NULL

This is an empty Default value (no value), and is intended as an
alternative to assigning any of the other modules into a template
section.

Shopping Catalogue

Catalogue Inserts the Product Catalogue
Navigation
Introduction To display Description and Description Graphic of the current Tier

(also described as “Tier Element Description”)

Tier Element Description

To display description of the current tier (also described as
“Introduction”)

Tier Content

Displays Inline Content Items assigned to the current Tier.

Tier Title

To display the page title (previously known as tier title)

Tier Title with Breadcrumb

As above, but also with “breadcrumb” showing the users current
position within the website IA.
e.g. Home > Subpage > sub-subpage

Custom Navigation/Style IP
Types

Customised to each site
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