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Overview

This documentatiois intended to show you how to edit your website usingQbetent Management
System A content management systaefers to anysoftware that you use topdate and maintain
content on your website. lime Web Design industry, this term is commonly abbrevidt&edMS 6 and
pronounced €M-S.

To access the CMS, you will need to use your Web browser. The minimum browser requirements are:

1 Internet Explorer 7+

1 Firefox 3+

1 Google Chrome (any version)
1 Safari3+

1 Opera 9+

To determine which browser and version you are using, navigate kethanenu of your browser and
look for the About option. If necessary, you can download any of the aforementioned browsers from
their manufacturersoé websites for free.

Accounts & Authentication

Logging in
To access the CMS, you will need to have your email address and password available. If you have not yet
received your passwoli/ now, contact your designer.

Using your browser, navigate to the following Web address:

http://edit -content.com/

You will see the following login form:

Login to Begin Editing

Email
— |you@your-domain.com

Password
L L

}.oo.oouoo i Login

[Engiish  [+]
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Simply enter your email address in tBeail field and your password in tHeasswordfield to login.
Note that passwords are case sensiti@ace you have entered this information, seledfin.

Setting your language preference

You can select a different language by choosing one from the dropdown control. Your preference will be
savedonly on the computer you are currently using. If you asether computer, or if someone using
your computer changes the language preference, you will need to set it again the next time you login.

Once logged in, you can also change your language preference fromMytdiccount > Preferences

Resetting Your Password

If you have forgotten your password, select Boegot Passwordlink at the bottom of the login form.
You can reset your password by providing your email address anktierssecurity code. A new
temporary password will be sent to your emadrads immediately.

Once logged into the CMS, you can change your temporary password by gdihg Azcount >
Change Password

Websites

TheWebsitessection is where you can view and select which website you would like to edit. If you only
have one websitgiou will be automatically taken to théebpagessection.

Selecting your website
For editors who have access to more than one website, you witlestlowing screen.

¥ Websites

- example-2.com
‘W s \Webpages

- example-3.com
‘o 30 Webnages

- example-4.com
W 4 webpages

To select the website that you would like to work with, simply click on the appteglomain name. For
example, to edit a webpage undgample 1.com you would click orexamplel.com

Webpages
The webpages sectiatisplays each webpage that your designer has enabled for edilefending on
your account settings, you may see ddfaroptions than what is shown below.
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¥ Websites » example-website.net

- A}PoutUs = et C
§ e : X
g romepige S T
g [avigation EditLabel @) Clone veiete
P (iuris:«.arvices o= - clete I
o Support Edit Label (@ Delste X

Selecting a webpage
To begin editing one of your webpagss)ect the appropriatabel from the list. For example, if you
wanted to edit your homepage, selectiloenepagelabel by clicking on it.

Changing page labels

You can change the label of each webpageelecting th&dit Label option. These labels are only used
within the CMS to reference your pages, so feel free to use anything that helps you to remember which
page is which.

Once you select thedit La bel option, a textbox will appear allowing you to change the label. When you
arefinishedediting, pres&nter or click anywhere outside of the textbox to save your changes.

Cloning webpages
You can quickly and easily create new pageslbging or duplcating, existing pages. When you clone
a page, an exact copy of the page you are cloning will be created. To clone a page, follow these steps:

1. Select theClone option.

- AHGUtUS Edit Labe Clone Delete K

Mew Filenamelnew—page Create New Viebpage Cancel

2. Enter a file name for the new file that you are creating. It is usually best ttoweecase
characters and dashes for webpage filenamBse CMS will automaticallyurn spaces into
dashes for usability purposes.
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3. Select theCreate New Webpagéutton.
4. The new page will bdisplayedbelow the existing page.

- AhUUtUS Edit Labe Clone Delete K

New Page Edit Label (m Clone Delete K

Once your new page is creatdxd sure to update the webpage title, description, and keywords to ensure
that search engines index it properly. Refer toRhge Propertiessection for more information about
this feature.

Note: Depending on your account settings, #clonefeature may not be available.

Deleting webpages
You can remove old or unwanted pages by selectin@éheteoption. You will be promptetb confirm
your choice. Seleddeleteto permanently delete the webpageCancelto abort the operation.

New Page Edit Labe Clone Delete K

Permanently delete this webpage from the server? This will remove the webpage from the server completely!

X ® Delete € cancel

Note: Dependingon your account settings, the delete feature may not be available.

Webpage Editor

Selecting a content region
Although each webpage will vary, it is possible for your pages to have multiple content regions. If your
pages have more than one content region,can switch between them using @antent Toolbar:

Intro == Featured Image Featured Article Image Gallery Center Section About Section

Each button on th€ontent Toolbarepresents a unique content region. This toolbar may vary from page
to page, and will probably look different than the one pictured aboMe select one of theontent
regions, simply click on the appropriate button in the toolbar. You can switch back and forth between
content regions on the same page without having to save your changes.
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Types of content regions

There are @andful ofdifferent types of conteregions available in the CMSThe most common is by

far the richtext editor, but dpending on how your website was setup, you may come across any of the
following:

Rich-text
This is the default content region type. SeeRfuh-text editor section belovior more details.

Headings
This type of content region only allows you to change the text in a heading (H1, H2, H3, H4, H5, H6).

Images
This type of content region allows you to edit a single image. You can edit the image, upload a new one,
or change th@mage description.

Plain-text
This type of content region only allows you to use ptaixt.

Source code
This type of content region is for advanced users who need to work with CSS, JavaScript, or XML files.

The rich-text editor

You will likely spend mosbf your time editing your website using theh-text editor. The following is

a screenshot of the riglkxt editor withall options enabled Your version of the editor may be simplified
depending on your account settings.

¥ Websites » example-website.net » Homepage B

Content Properties History
Intro == Featured Image Featured Article Image Gallery Center Section About Section
[ 3] B I U & X X = = = = | Paragraph = |Styles +| Font size - A -7,
i
d O BRE wmes- S HE —Q == o |gA o

Let’s Edit This!

& brief introduction to editing this website.

ludico homero soleat nec no. Pro et liber ancillae luptatum, virtute ancillae platonem ad cum. Posse vivendum an usu, ex eirmod

fabellas elaboraret eam. Ex vis augue doctus tritani, sed velit solet ut, dolorum debitis adipiscing at nec.

Cu dictas necessitatibus vel, no est meis porro quaeque. Ut nisl tibique ponderum vis, ex justo eleifend mediocrem pro, te alera

option eum. An pro tibique laboramus persequeris, qui ea fuisset maiestatis, gui id copiosae accusamus. Vix primis torquatos in.

Learn More

Path: p

€ cancel @ View Current Preview @ Publish to Web

LY
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Working with the richtext ditor is very similar to working with popular word processing applications.
The following sections will go over some of the basics as well as some of the more advanced features,
such as structuring your content, creating hyperlinks, and working with $mage

Undo & Redo
Theundo andredo buttons allow you to step through your changes while editing.

o)

Basic formatting

As in many popular word processing applications, you can change the format of text by selecting one or
more characters and clicking on the appropriate formatting option. For example, to makédteselect

the appropriate text and click on tBén thetoolbar. Similarly, to make texalic, select the appropriate

text and click on théin the toolbar. Depending on your account settings, you can also ahuberdine

superscript
strikethrough supscrip: and .

B I U &X X

A note about usingunderlined text on webpages Most users expect underlined text on webpages to be
hyperlinks. Thereforet is generallyconsidereda bad practice to useich formatting on webpages, as it

could easily confuse users and makeutrheimitntkisrok dy
seem work.

Text Alignment

You can choose to align your tdgft, center, right, or justified using the respective buttons in the rich

text editor toolbar. To do this, click inside of a paragraph (or highlight multiple paragraphs) and select
the appropriate optiofntom the toolbar.

Structuring Your Content
The Format dropdown allows you to sicture your document USINCHeadngz |~
paragraphs, headings and other types ofontent sections These content format -
sectionshelp keep youmwebpagesorganized Since search engines delivel pgagraph
results based orelevancy it is important to structure your webpages prope 4 uess
and usethese content sections properly whenever possible, especially headi

m

Preformatted

The default type of content sectionpiaragraph. You can create a heading b Heading 1
selecting a line of text and choosing one of the heading options frombHeading 2
Format dropdown. To tur a heading back into a paragraph, select - i il
appropriate text and chooBaragraph from theFormat dropdown.

For best results, refrain from using Headings strictly for stiAer example,fiyou want to emphasize a
sentence it is usuallyot a good idedo do so bymaking it a Heading 1 See the section cddustom
Stylesor Text Formatting or more information on how to properly format text.
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Text Formatting

To change the appearance of text, including the font size, foreground, and background colorugeu can
the following toolbar options. Simply select the text that you would like to format and choose the
appropriate sizand colors.

Font size - A -7,
|

Custom Styles

Your designer may provide you with custom stytesise in your webpages. If thes styjes -
styles are availablgou will find them under th8tylesdropdown. Styles -
float-right E

These styles will vary in both hame and appearance, depending on how

designer has configured them. If they are available to you, you can apply o 2"t
more styles to your content by selecting some teigking the Styles dropdown, altrow
and choosing the style you want. To apply multiple styles to the same content, button
each style from th&tylesdropdownone at a time. image-block
text-blodk

To remove a style, select the appropriate text, clickStiyeesdropdown, and select —--- -
the style again from the list.

Hyperlinks
To create a hyperlink, or Al ilmsé&tfEdit Lihnkotoch Theelarp a g e

two toolbarbuttons for working with links. The first one allows you to create links in your content and
thesecond one allows you to remove links from your content.

= go

To create a link, select the text that you would like to make a link and click dngbe/Edit Link
button. The following dialog will appear.

Insertledit link E3

General Popup Events Advanced

General properties

Link URL |

Anchors |—

] &

Target | Open in this window / frame

Tile |

Class | — Mot set —

Insert Cancel

or
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ThelLink URL is simply the location of the webpagdocument, or other resource on the Web. A URL
usually looks something like thibttp://example.com/path/to/filename.ext

If you are linking to a webpage or fiutsideof your website (on another website, for example), you will
need to copy and paste the URL into ek URL field. You can usually copy URLSs directly frotne
address ban your browser

For webpages and filesside of your website, you can use théde Manager to populate théink URL
field. For more information on working with the File Manager, please refer féilth&lanager section.

To remove a link, highlight the linked text and select tbalink button.

Linking to anchors on the same page
It is possible to link to various sections of a webpage by wumitors You can create an anchor by
placing the text cursor somewhere in your content and selectitgsé/ Edit Anchor tool.

1F]

The resulting dialog will allow you to specify a name for ryanchor.

Insertedit anchor n

Insert/edit anchor

Anchor name: |seu:ti-:| n-1

Insert Cancel

Note: For maximum compatibility in various web browsers, anchors should alvesys with a letter
and use only the following charactefsZ, a-z, 0-9, underscore anddash

Once you have entered a name for your anchor, selelctsie button to place it in your content. The
anchor will be placed in the current position of the text cursor.
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ry ER A R

= = = = | Paragraph + Styles +  Font size - évﬂv
d IR ;- LIEEHE—Q|EE |22« || 3 .

Let’s Edit This!

A brief introduction to editing this website.

eirmod fabellas elaboraret eam. Ex vis augue doctus tritani, sed velit solet ut, dolorum debitis adipiscing at nec.

Cu dictas necessitatibus vel, no est meis porro quaeque. Ut nisl tibique ponderum vis, ex justo eleifend mediocrem pro, te altera

option eum. An pro tibique laboramus persequeris, qui ea fuisset maiestatis, qui id copiosae accusamus._ Vix primis torquatos in.

Learm More

Path: p

To create a link to this section of the webpage, usentest/Edit Link tool.
L=

The following dialog will appear. From here, you can select the anchor froAmdm®rs dropdown
menu.

Insertiedit link E3

General Popup Events Advanced

General properties

Link URL |
Anchors | — ivw|
Torest _
Tile |
Class | — Not zet — E|

Insert Cancel

Once you have selected the appropriate anchor, $esect to create the link in your content.

To remove an anchor link highlight the linked textrad select thé&nlink button.
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Lists, Blockquotes, and Indentations
The richtext editor allows you to creatmilleted (unordered) or numbered (ordergsty, indent sections
of your content, and create blockquotes \eagily.

1

To create a list select éher theUnordered List or theOrdered List button from the toolbar. You can
choose to create a new list by placing the text cursor inside of an empty paragraph or you can select some
text and turn your entire selection into a list.

To createa sublist, highlight one or more list items and select théent button from the toolbar. You
can use th@©utdent button to remove a stlist.

To remove a lig completely, highlight the entire list and select the appropriate list button from the
toolbar. This willconvert the list to paragraph form.

To create a blockquote highlight a section of text and select Bleckquote option from the toolbar.

To remove a blockquote highlight an existing blockquote and select Bieckquote option from the
toolbar. Thecontent will return to the default paragraph form

Inserting / editing images

To insert an image into your content, place the curdwre you would like the image to appear in the
document and select thasert/Edit Image button. Similarly, to edit an esting image,click on the
image once and then select theert/Edit Image button.

The following dialog box will appear:
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Insertledit image n

p—
General Appearance Advanced

General

Image URL |

Image description |

Title |

Preview

Insert Cancel |

You can either type the URL of the image into titmage URL field, or browse theerverby selecting
theYellow Folder icon pictued above. (For more information about browsingseteer please refer to
the section entitlef&ile Manager.)

Thelmage Descriptionfield serves as thalt text, or alternate text, which is shown to individuals who
have images disabled in their web brewsilt is important to make the Image Description descriptive yet
concise Although this field is optional, it is a good practice to populate it whenever possible.

TheTitlef i el d s er v etdleattribute. m enost bnowsgers, @vken a user newwer the image,
they will be shown a tooltip containing the text that has been setiitl¢rettribute. In addition, many
photo galleries (such as Lightbox) use title attribute as a caption.

You can change the alignment, dimensions, and ottegerattributes using thgppearancetab.



Page|l5

Insertledit image n

General Appearance Advanced
Appearance
Alignment | — Mot set — El
4=
Dimensions | X | px
o Lorem ipsum, Dolor
Constrain proportions sit amet, consectetuer
adipizcing loreum ipsum
Vertical space edipizcing elit, zed diam
nonummy nibh euigmod
Horizontal space tincidunt ut lacreet dolore
magna aliguam erat
Border volutpat. Loreum ipsum
Clazs |— Mot zet — El
Style |
Insert Cancel

Alignment will tell the browser where to place the image in reference to the existing content. You can
see a preview of how your image might appear in line with text in the preview on the right.

Dimensionstell the browser how wide and tall to draw the image. The first field is alwialgls and the
second field is alwaylseight. These attributes are always set in pixéiyou selectConstrain
proportions, the image will maintain its original aspectiozds you adjust the width and height.

Note: Reducing the width and height in this dialdges noteduce the overall size of the image. To scale
down an image and reduce the file size (allowing it to load qufokerser3, please refer to thenage
Editor section of this documentation.

Inserting documents (DOC, PDF, XLS, PPT, etc.)
To insert a document into yoaonteni place the cursor where you would like to document to be linked to
and select thinsert Documentbutton from the toolbar.

The Document Manager will appear, allowing you to select a file to insert into your content. For more
information about navigating the Document Manager, please refer tilthtanager section of this
documentation.
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sel ect e dsett, a bnk Wili appear in oartcontgnt. uBy defaulttthet o
link text will be filename.ext(replacefilenameandextwith the appropriate flename and extension of the
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selected file). You can change the link text to whatever you like, so long as theniaksintact

Inserting / editing media (Flash, videos, etc.)

To insert a media element into your content, selectrert/Edit embedded mediabutton from the
toolbar. Similarly, to edit an existing media element, click on the element once and ldwnthee
Insert/Edit embedded mediabutton.

H

The following dialog box will appear:

Insert | edit embedded media E3R

E——
General

General
Type

File/URL

Preview

Advanced

| Flash

Dimensiocns :-cl |:| Constrain proportions

[+]

Ingert

Cancel |

Select the type of media element from Tiype dropdown, and then fill in thEile/URL field. If you
dondét know t brewsdtRelservenby selecting tiellow Folder icon pictured above.
(For more information about browsing the server, please refer to the section &tiltitleldnager.)
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You can set the width and height of the media element by filling iDittlnensionsfield. The first field
is always wilth and the second field is always height. Width and height are always measured in pixels.

For advanced media options, selectAldwancedtab. Depending on the type of media you are
embedding, the options will vary.

Webpage properties

If this option hadveenenabled you can modi fy e ac hkeyardse These fieldst | e ,
are commonly used for Search Engine Optimization (SEO) techniques, so your designer may have
already optimized them for you. You should talk to your designer bafaking any changes if you are
unsure about modifying any of the following properties.

To access th&Vebpage Propertiesof one of your pages, select tReoperties tab from within the
Webpage Editor

f? Websites » example-website.net » Homepage B

Content Properties Histary

Webpage Title
|Example Website

How this webpage may appear in search engines

I Example Website
Description Site Description Here
Site Description Here hitp:/lexample-website. net/index. php

Keywords
|keywords. here

Webpage Title

The WebpageTitle usually appears in yowrowsers title bar and is usually shown in search engine
results, as demonstrated in the image above. Try to keep yourdldgant, descriptive, and concise.
Excessively long titles are usually truncated, especially in search engine results.

Description

The Webpage Descriptionis usually a sentence or two that describes your page to potential visitors.
Many search engines use this to display a short snippet or overview of your page in their results. Again,
try to keep t hi s content. Pescaiptidns thabareytam long ugually getbtrsincated by
search engines.

Keywords

Keywords should be a list of commsaparated words and phrases that relate to the content of your
website, especially in relation to the current page. You can add as many keywords as you like, but three
to five is usually sufficient.

Search engine preview
This feature will give you an idea of how your webpage might appear in the results of popular search
engines. As you type, the preview will update automatically. The preview even truncates excessively
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long titles and descriptions, but there is no gota as to how different search engines will actually
index your pages.

View Current, Preview & Publish
This section discusses the following three buttons that appear at the bottom of the Webpage Editor:

@ View Current . FPreview & Publish to Web

View Current opensa new window and shows tlearrent webpage as it appears on the Web.

Preview allows you to see your changes exactly as they will appear once published. The preview opens
in a new window so your changes will not be lost.

Publish to Web published the webpage to the server, makitigetimmediately. After publishing, you

can verify that your changes have been saved by usingigwe Current button. (You may need to
refresh your browser if you do not see your changes immediately. Windows users can use CTRL + R;
Mac users can use CMPR.)

Webpage History
The CMS retains a copy of every page published for up to 90 days. By selecthigttrg tab from
within the Webpage Editor, you can accadsll list of revisions that have been made to the cupage.

Content Properties History
Editor Date
2 John Smith 2010-04-28 12:15:01 Revert |
2 Barbara Jones 2010-04-12 15:52:47 Revert & g
2 steve Johnson 2010-03-21 10:14:08 Revert i
2 John Smith 2010-03-14 14:46:24 Revert & g
2 Barbara Jones 2010-02-27 18:12:23 Revert O |
2, John Smith 2010-02-22 09:01:17 Revert © g
€ Cancel @ View Current « Preview @ Publishto Web

Selectingview allowsyou to preview the appropriate revision in a new winddivis option will not
affect the live website in any way.

SelectingRevert allows you to restore the current webpage to the appropriate revidianoption will
overwrite the existing webpage witke revision you select.
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File Manager

The File Manager is used to upload and organize files on your website. Depending on the way your
website is configured, your access to the File Manager may vary. THedulfed version of the File
Manager is showbelow.

lexample-website.net
CES 4 | about.php
documents @ | contact.php
images = Tavicon.gif
media favicon.ico
@ | header.php
@ | index.php
@ | navigation.php
@ | services.php
@ | styles.php
@ | support.php
o Mew =| Rename | x Delete | 'ﬂ' Downlead = Rename | x Delete |
Upload 20MB Limit D cise |

Working with folders
The leftside of the File Manager contains a list of folders that exist on your website. This is called the
Folder Column.

Navigating
To highlight a folder, click on it one time.

To open a folder, doubleclick onit.

To go onefolder higher in the file system, doublelick on theOne Level Upoption (You can also use
the Path Browser above the Folder Column to quickly navigate back to higher folder levels.)

Creating new folders
You can creatanew folder by selectiptheNew button underneath the Folder Columéfter you type a
name for the folder, press tBNTER key to commit your changes.
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Note: New folders are always created inside of the current folder.

Renaming folders

To rename a folder, select it from the Folder Column by clicking on it one time. Next, selRentmae
button under the Folder Column. When you are done renaming the folder, pré&SSTER key to
commit your changes.

Deleting folders
To delete a folde select it from the Folder Column by clicking on it one time. Next, seledD¢hete
button under the Folder Column. You will be prompted to confirm your action

Note: The File Manager wilpermanentlhdelete all files and folders inside of the sedelcfolder. Since
there is no way to undo this action, you should contact your designer and/or create a backup of your
website before deleting anything!

Working with files
The rightside of the File Manager contains a list of files that exist in the duiskler on your website.
This is called thé&ile Column.

Selecting files
To highlight afile, click on it one time.

To selecta file, doubleclick on itor highlight it and then choose tiselect Fileoption (TheSelect File
option only exists in certain versions of the File Manager when selecting a file is necessary.)

Downloading files
You can download any file from your website by highlighting it and then selectirigawaload button
underneath the File Column.

Note: The dwnload feature is not intended to be used as a backup mechanism. To download a large
number of files, please ask your designer about obtaining FTP access to your website.

Renaming files
To rename a file, select it from the File Column by clicking onnié time. Next, select theename
button under the File Column. When you are done renaming the file, presBl TR key to commit
your changes.

Deleting files
To delete a file, select it from the File Column by clicking on it one time. Next, selebethtebutton
under the File Column. You will be prompted to confirm your action.

Note: The File Manager wilpermanentlydeletethe file. Since there is no way to undo this action, you
should contact your designer and/or create a backup of your wieekite deleting anything!

Uploading files
To upload a file to your website, follow these steps:

1. Navigate to the appropriate folder (3&@rking with folders > Navigating for details)
2. Select theJpload control at the bottoreft side of the File Manager
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3. Browse your computer and select the file that you wish to upload

Your upload will begin immediately. Upon completion, the file will appear at the bottom of the File
Column.

Image Editor

Thelmage Editor allows you to resize, flip, rotate, and crop images. You can access the Image Editor in
any of the following ways:

1 From the File Manager, highlight an image and seledEtlielmage button.

1 From the Webpage Editor, select an Image content region and sel&dtitheage button (or
click on the image itself).

The Image Editor will appear:

Image Editor n

Resize 280 'x 250

= Fiip 1 Flip

¢, Rotate O Rotate

ﬁ Crop O Trim

Q Cancel ’ *@ Reset l Save as... ’ O Save ’

Resizing

If you have large photos on your website, you will probably want to resize them using thee Hdisgy
so they will load faster for your visitors. To resize an image, click and drdgetsizehandle to the left
or right.
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Flipping & Rotating
Use theFlip andRotateb ut t ons t o change the i mageds orientati

Cropping
Use theCrop tool to crop a sdton of the image.

Trimming
TheTrim button will trim the longest edges of an image to form a perfect square.

Resetting
TheResetbutton will undo all changes since the last save.

Saving
The Saveoption will overwrite the original image file with any clges you have made using the Image
Editor.

If you would rather keep the original image file and save your changes to a new file, @se/¢has
option instead. If you select this option, you will be prompted to enter a new filename for the image.

Note: Same browsers may store an old version of the image in their cache. If you make changes to an
image and they do not appear on the website, try refreshing your browser (Windows users can use CTRL
+ R; Mac users can use CMD + R).

Optional Features

Google Analytics

If this feature has been enabled on your website, you will be able to track important information about
your we b s i tTe Glaermingé whethen orsn@oogle Analytics has been enabled on your
websiteJook for the Google Analytics buttonunmdeneat h t he | i st of your websi

ki Google Analytics

Selecting the Google Analytics button will take you to the Google Analytics dashboard:
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The Google Analytics dashboafdatures a chart that tracks visitor trends over a set period of time. The
default time period isast 30 days and is configurable using the date ranggdoovn at the top of the
screen. You can also see important statistical information at a glanciyding visitors pageviews
average time on sité¢raffic sourcesandbounce rate

Each talin the dashboardontains useful traffic information that comes straight from Google Analytics.
To learn more about how Google Analytics tracks and categoiigies information, refer to the Google
Analytics websitehttp://www.google.com/analytics/

Not enabled for your website? Talk to your designetodayabout implementing Google Analytics into
your website!

My Account
Manage your account settings, including name, email address, password, and language preferences from
theMy Account tab.


http://www.google.com/analytics/




