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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:

=  Sjte 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
- b Extranet
S c ll L Users
1 Registered
- Users
Content Verdi
Content I_I Engine
Pool Content :
Public
Meta Data atheMantu Users

Intranet
Users

=
pon B2

Site | General| Community
Systems Integration Admin | Admin

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 0 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—» Images
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.

A QUICK HOME RUN | o=
.

The Try Ot = Evert

> 2 I

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 0
(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 e 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 ltem or “wrapper”
may contain multiple files.

AN
HTML

Documents

Metadata m

Content
Pool Item

X
HTML

Documents

Metadata E

HTML

Documents

Metadata g

Content
Pool Item

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 LoggingIn

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+

[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.

. l 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| oo content 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 |10 - onient 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
administrators to manage the advanced settings of your site.

Tasks within this area can include:

* Managing the domain settings for the site

= Defining administrator mail settings

=  Modifying WYSISWG functions

= Adding or modifying module types

= Adding or modifying content formats

= Adding or modifying content categories

» Maintaining the Meta Keywords Dictionary (Adding or
modifying meta keywords)

= Viewing administration reports, such as a list of broken
links, unlinked files or complete listing of registered user
permissions.

USERS

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.

B Advanced

O Custom Fields Administration
O Site Variables Administration
O AGLS Metadata Administration
O Domains Administration

O Reports

O Content Formats

O Content Categories
O Modules
E Meta Keywords Dictionary

Bl Users

. r?-'% Everyone
O werdi Roles & Activities
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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 I 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 ‘ kl , 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

ACTIVITY

= Site 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

Description Advanced

Workflow
User

System Site Content Structure | Content
Admin Admin Publisher Admin Admin

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.

Allows users to add, edit and
delete content from content v v v v v
folders and assign content to
structure pages.

Allows users to publish content

Add and modify
content items and
assign to structure

Approve and publish

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 | iies. 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
Bonios 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 Appraval
— ) Content [——|
ltem
A '

Group via auto email farm

/
’
.

Repeat for multiple content items

Approves Denies
h 4 y
All Content Content
within