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Solution guide when using SilverStripe CMS

This section will teach you how to use the SilverStripe CMS.

Chapter 1: Introduction

1.1 Launching and logging in to SilverStripe CMS

To access the SilverStripe CMS, you will need a username and password. If you don't have the login
details, contact the person or the organisation that created your website.

1) Type in your website address, followed by “/admin”. E.g http://www.yoursite.com/admin.

2) Press on “Enter” and click “Go” on your browser. Doing this will take you to the login page.

Welcome to my test page » Your Site Name

€3 http: / /demo.silverstripe.com/admin

3) Type in your email address and password, then click the “Log in” button. This will take you to the
CMS main screen.

Please choose an authentication method and enter your credentials to access the TS,

Email

S— —
P

Passwword

S

Remember me next time*?

Log in
['e lost my password

- If you select “Remember me next time ?”, the log in fields will pre-populate the next time you log
into the CMS. Only use this option on a computer where you are the only one accessing it.

- If you cannot remember your password, please click on “I've lost my password”. You will be asked
to enter your email address and it will send you an email with a link that allows you reset your
password.

1.2 Elements of the Screen

The SilverStripe CMS administration screen is fundamentally divided into two, where the left side
displays a hierarchical navigation panel of items (e.g. pages, images, newsletters etc) and the right
side displays the content and details of the currently selected item. Additional, smaller panels may be
displayed depending on the item currently selected.
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http://www.yoursite.com/admin

Site Content and Structure Panel

SilverStripe CMS5 | Site Content

-1. = .G 5{" 4+ | 3 hmp/ fdemo.siiverstripe.com/adming @ = Q- Gongle
l. Gonl Files & Images Comments Reports Securlty Help Sn\rersmm(‘:j

Content | Behavicur | To-do || Reports | Access || Translations

Main | Metadata
Page nama
Welcome to the SilverStripe Open Source CMS dema
Mavigation Iahsl. . . l
Home
Contont

B S U EESECHa ) - em. ¥ |IZIE S8« —10

Aoy - 2P & |EEE e

Thanks for checking out our demo!

the team at SilverStripe

1 |
Unpublish Dolote from the draft site |  Sawe | Save and Publish

23 Lopgod in ms Admin Admin | Proflo | log ot @&

Name Description

1 |Navigation Icons These icons enable you to navigate to and edit the four main groups of
items within the SilverStripe CMS; Content, Files & Images, Newsletters
and Security. Click on the relevant icon to display the associated
information on the current window.

2 |Contents panel The panel on the left side of the screen displays the contents of the
selected section in a hierarchical format. The existence of, and access
to, sub-levels of items is indicated by a plus icon.

3 | Edit Page panel Once you have selected an item in the left panel, the contents and
properties of that item will be displayed in the right panel on a number of
tabbed pages. These tabbed pages may contain a subset of tabbed
pages. A toolbar is displayed at the top of the page. This panel enables
you to edit the content and properties of selected items.

4 | Navigation tabs These tabs and their collection of sub-tabs group the contents and
and sub-tabs details of the currently selected item. This enables you to easily locate
the information or property that is required.

5 |View tools These three tools enable you to switch between the three views
available within the SilverStripe CMS.
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Chapter 2: The Content Editor

2.1 Adding a Heading

Headings are added to a page by entering the text into the “Content” field on the “Content” tab. Text is
distinguished as a heading by applying a Heading style. Styles are selected from the Style tool in the
toolbar and the styles available are determined by the web developer.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate or add the required page.

3) Click on the page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

4) Click on the Content tab in the Edit Page panel to display the Content page.

5) Click on the Main sub-tab to display the details. E.g The “Main” sub-tab is located on the “Content”
page.

6) Click in the Content field to position the insertion point.

Create| Search| Batch Actions|
| Page +H Go|

Content || Behaviour To-do Reports Access Translations

Main Metadata

':'Allowdrag & drop reordering Page name

@ site Content
u Home
o j About Us
u Subpage demo
D DOrag & Drop
What others say
E.‘"g Video presentations
0
+ € Biog
+ j Forums
D Page not found
+ ] Ecommerce
D Checkout
O A
D Terms and Conditions
3 Fickr

@ Contact Us

In The Beginning
Navigation labal
In The Beginning

Content

% || Paragraph

& | i ]|

iE o — Q

B I U & |E =
“ | | |

G2 @

& | = s
| | 3= 3
i M=

) B2

& i

| &

Kay:

Language: [ English :_a

dadsdad  changed

Delete from the draft site Save Save and Publish

SiverStrips CMS - 2.3

[Page view: Edit | Draft Site |
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7) Type the heading text.

Caontant Behaviour || To-do Reports || Access || Translations

Main (I N'ee.ladala
Page name

In The Beginning
MNavigation label

In The Beginning

Content

=
by
=
¥
[l
(]
]

[(=Buylks ¢ (Pempgrapn [ ¢) | IZ i= = £ « — {2

-| B P s

<&

9 X 2B

How It All Began|

8) Click on the drop arrow of the Paragraph Style tool to display the list of available styles. These
styles have been created by your web developer.

Content

B 7 U EEEE _ Eow — 1

s |k B EET-|E DI promatted .ﬂé|_’J}| | 4 e
Heading 1
Heading 2
Heading 3

How It All Began| Heading 4
Heading &
Heading &
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9) Click on the appropriate Heading style (e.g. Heading 2) to distinguish the text as a heading. The
style will be applied to the paragraph in which the insertion point is positioned.

Content || Behaviour || To-do Reports | Access | Translations

Main Metadata

Page name

In The Beginning
Mavigation label

In The Beginning
Content
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2.2 Adding Content

If you are familiar with a word processing application, such as Microsoft Word, then you will be
competent in adding content to a web page. By using the mouse to position the insertion point, you
are able to determine where text will be entered, then simply type the information as required.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate or add the required page.

3) Click on the page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

4) Click on the Content tab in the Edit Page panel to display the Content page.
5) Click on the Main sub-tab to display the details.
6) Click in the Content field to position the insertion point.

7) Type the text that will constitute the content of that page on the website.

Content || Beshaviour || Te-do Reports Access || Translations

Main Metadata
Page name

In The Beginning
MNavigation label

In The Beginning

Content

e
m
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2.3 Creating Paragraphs

To improve the legibility of web pages, you should ensure that there is sufficient “white space” — that
is, the parts of the page that contain no items (e.g. text or images) and is therefore blank. One way to
introduce white space on a page is by grouping information into paragraphs and introducing space
between the paragraphs. Having text separated into paragraphs also makes text more manageable
and enables you to utilise different styles on the page.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate or add the required page.

3) Click on the page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

4) Click on the Content tab in the Edit Page panel to display the Content page.
5) Click on the Main sub-tab to display the details.

6) Click in the Content field to position the insertion point.

7) Type the paragraph text.

Contant Behaviour To-do Reports || Access Translations

Main Metadata
Page nrame

In The Beginning
Navigation label

In The Beginning

Content

B I U #|== = =|-Syles- 4|[ Paragraph 3| | i= i= = —
| W n x e W | e | |
g LK DA BERY- 2P o o @ elE |
In 1991, three university friends met up for dinner and got to talking. What if they pooled their knowledge, skills and

resources and formed a company, developing a service the like of which the world was erying out for? That might was to

witness the initial phases of an amazing metamorphosis, transforming these three regular g-to-fivers into brilliant, but

mad, L‘]]il’Cpl’C]lL"‘.H‘S.‘_

®

8) Press [Enter].

This effectively ends one paragraph and moves the insertion point down to create a new paragraph.
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9) Type the text for the following paragraph.

Content Behaviour || To-do Reporis || Access Translations

Main i Wladala
Page name

In The Beginning
Navigation label

In The Beginning

Content

[ —Styles-- 4| Paragraph 4] | i= i= = iE ¢« — £}

B @ e o o @8 E[E | 4% e = | .

<G m

B 7 U s |E =
) | % G2 @ @& @

In 1991, three university friends met up for dinner and got to talking. What if they pooled their knowledge, skills and
resources and formed a company, developing a service the like of which the world was erying out for? That night was to
witness the initial phases of an amazing metamorphosis, transforming these three regular g-to-fivers into brilliant, but
mad, entrepreneurs...

And so, after four years, five months, two weeks and three days the metamorphosis was complete and the business
o by their creative genius was released to the world |

You can now apply different styles to the two different paragraphs.

10) Click on the drop arrow of the Styles tool and select the style you want to apply. The style is
applied to the paragraph in which the insertion point is currently positioned.

| content Behaviour | Teo-do Reports | Access Translations

Malnr__ Metadata |
Page name

In The Beginning
Navigation label

In The Beginning

Content
(B] 7 U | = =(-Syks- [ 2 ) Headngs [%) [iZ = = 5F « — Q
9 | X & @Y- |8 @ e %o @ alE o EalEa R

In 1991, three university friends met up for dinner and got to talking. What if they pooled their knowledge, skills and
resources and formed a company, developing a service the like of which the world was erying out for? That night was to
witness the initial phases of an amazing metamorphosis, transforming these three regular g-to-fivers into brilliant, but
mad, entrepreneurs...

And so, after four years, five months, two weeks and three days the metamorphosis was complete and the
business formed by their creative genius was released to the world)| N

You could then simply click in other paragraphs and repeat step 10 to apply different styles to different
paragraphs.

- To delete the space between paragraphs, thereby joining them into a single paragraph, click at the
end of the first paragraph and press [Delete].
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- Alternatively, position the insertion point to the left of the first character in the second paragraph and
press [Backspace].

- If the two paragraphs have different styles applied to them, the newly merged text will adopt the style
of the first paragraph.

2.4 Using the toolbar
A formatting toolbar within the SilverStripe CMS enables you to format and edit pages and the objects
within the pages (e.g. images, tables etc). The toolbar is only available in the Site Content and

Newsletters sections. The collection of tools displayed is described in the table below.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Click on a page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

3) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.
4) Click in the Content field to position the insertion point.

The tools are now activated.

Icon Name Keyboard shortcut Description
(if available)
Bold, [Ctrl] + [B] Enable you to apply bold,
B F H Italic, [Ctrl] + 1] italics and underline format to
Underline [Ctrl] + [U] selected text.
Strikethrough Inserts a horizontal line across
A the page at the position of the

insertion point. Useful for
creating a visual separation
between paragraphs. Enables
you to apply a strikethrough
effect to selected text. Useful
for marking-up deletions that
need to be made on a page.

e —— Align Left, Align Enable you to apply one of
= = = = Centre, Align Right, four alignment types to
Justify selected text.
SI'Il'g;'h:‘E S P Apply Style Enables you to apply certain
i b styles to your page, eg,

adding image styles to a link
(pdf, word, excel, images etc).

Apply Format Enables you to apply a pre-
defined style to the text and
headings on a page. Styles
enable you to maintain a
consistent look within the web
pages.

TR

|4k |
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Ilcon

Name

Keyboard shortcut
(if available)

Description

Bullet-point list, Numbered
list

Enable you to apply bullets or
sequential numbering to selected
paragraphs.

Outdent, Indent

Enable you to decrease or
increase the level of indentation of
selected text.

Block Quote

Allows you to describe selected
text as a quote.

Insert Horizontal Line

Inserts a horizontal line across the
page at the position of the
insertion

point. Useful for creating a visual
separation between paragraphs.

Al

Insert Symbol

Enables you to insert custom
characters such as © and ™.

Undo, Redo

[Ctrl] + [2]
[Ctrl] + [Y]

Enable you to undo the previous
action(s) and, once undone, redo
the action if you change your
mind. Once a page is loaded, all
actions are recorded and can
therefore be undone. If you view
another page or reload the current
page, the undo history list is
cleared.

Cut, Copy, Paste

[Ctrl] + [X]
[Ctr] + [C]
[Ctrl] + [V]

Enable you to cut or copy selected
information and then paste that
information e.g. useful for moving
information between pages.

Paste Plain Text
Paste from Word

Enables you to paste copied text
without styling. Enables you to
paste copied text from a Word
document.

Insert Image

Enables you to select an image
that has been uploaded into the
Files and Images section and
insert it onto a page.

Insert flash

Enables you to insert a Flash
object at the position of the
insertion point.

Insert/edit link

Enables you to insert a new link
(e.g. from the current page to
another page) and/or to edit an
existing link.
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Ilcon

Name

Keyboard shortcut
(if available)

Description

Remove link

Enables you to remove an
existing link.

Insert/edit anchor

Enables you to insert a new
anchor and/or to edit an
existing anchor.

Edit HTML Code

Displays the HTML Source
Editor which enables you to
view and edit the HTML
source code.

Select All

Enables you to select the
whole content area.

Show/hide guidelines

Displays and hides the
guidelines of tables within the
web page.

Insert table

Enables you to insert a table
on your web page, at the
position of the insertion point.

Table Row Properties,
Table Cell Properties

Enables you to open the Table
Row Properties window.
Enables you to open the Table
Cell Properties window.

Insert row before, Insert
row after, Delete row

Enable you to add and remove
rows from a table on your web
page. The placement of the
row will depend on the position
of the insertion point. These
actions can also be achieved
by right-clicking on the table to
display a shortcut menu.

Insert column before, Insert
column after, Delete
column

Enable you to add and remove
columns from the table in
which the insertion point is
currently positioned. These
actions can also be achieved
by right-clicking on the table to
display a shortcut menu.
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2.5 Editing Tables

Tables are a useful and neat method for storing tabulated data. Data is stored in horizontal rows and
vertical columns, with headings typically contained in the first row or column or both. The data is

stored in the individual squares within the table, called cells.

Editing tables can be a little bit tricky if attempted manually on the screen (e.g. by dragging the
borders to alter the dimensions of cells). It is neatest and easiest to use the Table Properties, Table

cell properties and/or Table row properties dialog boxes.
1) Click on the Site Content tab to display the Site Content window.

2) Locate or add the required page.

3) Click on the page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

4) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.
5) Locate the table in the Content field.

6) Right-click on the table to display the shortcut menu.

Content Behaviour To-do Reports Access Translations

Main Metadata
The Team

Navigation label

The Team
Content
B 7 U &4 |= = = E/|[-Styls- ¢|[Paragraph ¢ | = = = iF « —
H o K AR BT P W@
Brian Calhoun CED
lum" ~~~~~ =

74 Inserts a new table

SEuT Table properties

w2 Delete table
Tim§{

Cell »
Aarm Row p ager
Andr Column 3
Genff Munn Developer
Ingo Schommer Developer
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7) Select Table properties to display the following dialog box.

Insert/ Modify table

General Advanced

General properties

Cols 2 ] Rows [20]
Cellpadding i_ | Cellspacing i
Alignment [- En-tns.iet' = : Border E' i
Width i Height '
Class | i Mot set -- :

Table caption [}

For the scope of this manual, we will only look at the options on the “General’ tab (for more
information relating to the options on the “Advanced” tab, contact your web developer).

Use the following options to determine the basic format for the table:

Option Description

Cols Determines the number of columns in the table.

Rows Determines the number of rows in the table.

Cell padding |Determines the amount of white space between the cell content and cell edges (i.e.

the distance of the text from the borders of the cell), measured in pixels.

Call spacing

Determines the amount of space between cells.

Alignment Determines the alignment of text horizontally within a cell.

Border Determines the width of the border, measured in pixels.

Width Determines the overall width of the table on the web page.

Height Determines the overall height of the table on the web page.

Class Determines the style applied to the table or cell(s). The styles are defined by the web

developer.
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8) Make the editing changes that you require.

9) Click the “Update” button to apply the changes.

If you prefer to make the changes to only a cell, column or row within the table, you will need to select
one of the other shortcut menu options.

10) Locate the table in the Content field, in the Edit Page panel.
11) Click in the cell, column or row that you want to adjust.

The position of the insertion point will determine which cell, column or row is adjusted.

Contant Behaviour To-do Reporis Access Translations

Main || Metadata

F'CIQE nEme
The Team
Mavigation label
The Team
Content
B 7 U & |= = = =(-Syes~ ¢|(-Fomat- 7] |i= = = £ & — (2
g kB BRY-EOe o o @aEEE 3 % ¥
Brian Calhoun| . CEO
Sam Minnee CTO
Sigurd Magnusson . CMO
Tim Copeland . Sales Director
Aaron Magon . Account Manager
Andrew D‘.\"til Developer
Geaff Munn . Developer
Ingo Schommer . Developer

12) Right-click to display the shortcut menu.
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13) Select Table cell properties to edit the cell or column.

OR

For the scope of this manual, we will only look at the options on the “General” tab (for more
information relating to the options on the “Advanced” tab, contact your web developer).

Table cell properties

labie row properties

General Advanced General Advanced
General properties General properties
Alignment [~ Motset-- %] EL.FEF!.L (bata ¢ RonyIn-tatle: part i__TéEIé Body "
: o w Alignment [ == Mot set -- 0
vertica) [ — Motset-- #| Scope | -- Netset-- 4| = '
allgnmer-l: o e r -
. ) ] vertical alignment -- Mot set -- :
Width | Helght | | £ -
. L - Class | -- Mot set -- ¥
Class | =- Not set -- H o =
: e Helght | |

| Update current cell N reipntecur

b |

Use the following options to determine the basic format for the cell, column or row:

Option Description

Table cell properties dialog box

Alignment Determines the alignment of the text horizontally within the current cell.
Vertical alignment Determines the alignment of the text vertically within the current cell.
Cell type Enables you to specify whether the selected cell is formatted as either a

header or data cell. Typically, table header cells display more
pronounced formatting.

Scope Sets the HTML attributes of the table cell - only for very advanced users
and can safely be left blank.

Width Determines the width of the column in which the current cell is
positioned.

Height Determines the height of the row in which the current cell is positioned.

Class Determines the style applied to the table or cell(s). The styles are

defined by the web developer.
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Option Description

Table row properties dialog box

Row in table part Determines the vertical position of the current row within the table.
Alignment Determines the alignment of the text horizontally within the current row.
Vertical alignment Determines the alignment of the text vertically within the current row.
Class Determines the style applied to the table or cell(s). The styles are

defined by the web developer.

Height Determines the height of the current row.

14) Make the editing changes that you require.

15) Click on the “update” button to apply the changes.
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2.6 Adding Hyperlinks

Hyperlinks enable web pages to be dynamic, easily navigated and practical — they enable the user to
jump, for instance, from one page to another page or from one location to another on the same page.
The text format of a hyperlink distinguishes it from the main body of text; for instance, more often than
not, hyperlink text appears blue and underlined.

Additionally, when the mouse pointer is positioned over a hyperlink, the pointer typically changes into
a hand icon and a pop-up box may appear describing the destination of the link. Within the
SilverStripe CMS you can create hyperlinks to a page on your site, a file or picture, an email address
or an external web address.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate or add the required page.

3) Click on the page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

This is the page in which you will create the hyperlink.
4) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.

5) Select the text that will become the hyperlink.

Brian Calhoun CEO
Sam Minnee Cro

Algurd Magnngson CMO

Tim Copelangd Sales Director
Aaron Magon Account Manager
Andrew (el Developer

G Munn Developer
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6) Click on the “Insert/edit link” tool.

This will display the link fields at the right of the “Edit Page” panel.

Content Behaviour To-do Reports Accoss Translations Link to
(1) Page on the sile
Main || Metadata (=) Another website
) Anchor on this page
() Email address
The Team () Download a file
Navigaticn label URL
The Team htipf
Content Link text
T e o Brian Calhoun
bk, B P =l e -
Link description
%= [HF] =2 3

W] Open link n & new window?

Insert link] Remove link|

Brian Calboun CEQ
. Sam Minnge CTO
- Aigurd Magnusson - CMO
Tim Sgpeland - Sales Director
Aaron Magon Account Manager
- Andrew {(TMNeil - Developer
. Geptf Munn . Develaper

7) Select one of the options for Link to

The field located directly below the “Link to” option, identifying the linked item, will change depending
on your selection. These options and the required follow-on action are described in the following table:

“Link to” Option |Field Name Action

below,
changes to

Page on the site |Page Click on the “drop arrow” button to display a simplified
representation of your website. Click on the “plus® icons to
display the sub-levels of pages. Locate and click on the page
intended as the destination of the hyperlink.

Anchor on this |Anchor Create an anchor and name it, type in the anchor name that

page you want to link to.

Another website |URL Type in the address of the website that you want to link to.

Email address | Email address | Type in the email address that you want to link to.

Download a file |File Click on the “drop arrow” button to display a simplified
representation of your file and image library, displaying all of
the files currently uploaded. Click on the “plus” icons to
display the sub-levels of files. Locate and click on the file you
want to link to.
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In this example, “Page on the site” was selected.

Link to
=) Page on the site
() Another wahsita
{71 Anchor on this page
(7) Email address
) Download a file
Page
(Choose) v |

Anchor
Link text
Link description

1 Open link in a new window?

Insert link| Remove link|

8) Using the above table as a reference, either select or enter the details of the Link to item.

This is the field located directly below “Link to”.

9) Type a brief description of the linked item in Link description.

The text that you type into this field will be used as “hover text” — that is, when the user hovers the
mouse pointer over the hyperlink, the description text will be displayed in a small pop-up box. It helps
a user discern the destination of the hyperlink, thereby improving usability. Descriptions are also used

by search engines and will achieve higher ratings.

Link to
=) Page an the site
() Another website
() Anchoran this page
() Email address
() Download a file
Page
The Team v |

Anchor

Link text
Brian Calhoun
Link description
Brian's Page
[ Opan link in a new window?

Insert link] Remove link

The Web People (Fte.Ltd.)
T+A&5 4100 3002
F +&5 8334 2506 22

E help@thewsebpeople com.sg

\e/ o \&/

THE WEB PEOPLE




10) Click on the “Insert link” button to insert the link on the page.

You will notice that the selected text, containing the hyperlink is now formatted blue.

Content || Behaviour || To-da ||_Rnporta || Accoss ||_'!'ransla'l[ans |

Main || Metadata |

Navigation label

‘The Team

Content

(-Styles - 4|(Paragraph [#] | iZ i= = B « — ()

- 2@ e oo O | E M| e BT A%

5
5
e
=T

At A Glance

r}lri.in Emlhuuﬁ) CEO

Sam Minnge Cro

Sigurd Magnusson MO

Tim {opeland Sales Direetor

Once the changes are saved and published, you can see the working hyperlink on the staging site.

The Team » Your Site Name
a@ (& http:/ /localhost/ss2demo/ the-team /7stage=Stage

='Q~ Coogle

Home About Us Blog Forums Ecommerce Flickr Contact Us

Subpage demo Drag & Drop What others say Video i Draft Site

The Team

At A Glance

Brian Calhoun CEO

— M'm. Brian's Page <o,

Sigurd Mapnusson . CMO

Tim Copeland Sales Director
Aaron Magon Account Manager
Andrew O'Neil Developer

Geoff Munn Developer
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2.7 Removing Hyperlinks

Removing hyperlinks is easily accomplished by clicking a button.

1) Click on the Site Content tab to display the Site Content window (for more information, please

refer to page 5).

2) Locate and click on the page that contains the hyperlink, in the Site Content and Structure panel,
to display the contents and properties in the Edit Page panel.

3) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.

4) Click on or select the hyperlink text.

Content Bahaviour

Main || Motadata
Page name
The Team
Mavigation label
The Team

Content

B I U ¢ |

| o6 53 @&

 CEETTE)

Sam Minnee
Sigurd Magnusson
Tim Copeland

Agpron Magon

5) Click on the “Remove link” tool.

To-do Reports

g
b
5

G

[ CEQ
. CTo
- CMO
Sales Director

Ageount Manager

ke
=

Accass

ETE

Translations
*ff - Farmat -- » i
? =@ 12 o EIE

_/

¥
I

:_fbi-—:.l

=== ==

o | A 11I‘J ¥

The text will revert to the standard colour (in this case, black) as a visual indication that the link has

been removed.

- Alternatively, to delete a hyperlink, you can click on the “Insert/edit link” tool and then click on the

“Remove link” button.

- Click on the “close” button which is labeled as a “cross” to close hyperlink panel without making

any changes.
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2.8 Adding Anchoring

Anchoring enables the user to jump from the listing to the respective sub categories as well as
jumping from the bottom of the page to the top. By linking a text to an anchored text, user that click the
linked text will be directed to the anchored text.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate or add the required page.

3) Click on the page in the Site Content and Structure panel to display the contents and properties in
the Edit Page panel.

This is the page in which you will create the hyperlink and anchor.
4) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.
5) Select the text that will become the anchor.

pet should not be vaccinated

Microchip Insertion
Microchip implant is a quick a
injected under the skin of the

6) Click on the “Insert/edit anchor” tool.

Insertfedit anchaor

7) Type in the anchor name and click the Update button.
| B Insertiedit anchor - Google Chrome ITIF F gl

| vetsforpetsclinic.com.sg/sapphire/thirdpa

Insertfedit ancho
Anchor name

|
e
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After clicking Update, an anchor will appear beside the text. The anchor icon beside the text shows

that the text is anchored.

complications. If yvour pet is aller
pet should not be vaccinated if it

ST ]

INnsertion

Microchip implant is a quick and :
injected under the skin of the pet

8) Highlight the text that will be linked to the anchor.

o DEworming

« External Parasite Control

« [G=lg

ichip insertion

Walkmq vour pets is enjoyed

9) Click on the “Insert/edit link” tool.

This will display the link fields at the right of the “Edit Page” panel.

| Content | Behaviour

: Maln_l: Metadata '
”Tha Team
Navigation label
| The Team

Content

B 7 U & |
) | & G2 @ Gz

At A Glance

To-do

ol
< ||||||

Reports

Accoss

Translations

- Styles -

SE

- Format -

;||

Nz o m -r;m.u

: Brian Calhun :“cxo ‘
; Sam:\ﬁ.}:ugj: lE-Ci‘O |
. Sigurd Magonsson “C'MO |
: Tim {opeland N rlEchs Director -‘
| Asron Megon | Account Manager |

Andrew Il | Developer ‘
. Grepff Muon [ Developer |
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Link to
() Page an the site
(=) Another webzits
{7) Anchor on this page
() Email address
() Download a file
URL
http:/f
L|r'k text
Brian Calhoun

Link description

W1 Open link in a new window?
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—— c—

\e/ o \&/

THE WEB PEOPLE



10) Select Anchor on this page for Link to.

Link to

Fage on the site
[} .
Anchar on this page

Download a file

11) Select the Anchor Name, then type in the text to be anchored and click Insert Link.

Anchor

Microchiplnsertion

Link text

Microchip insertion

Link deszcription

I Open linkin a new windonw?

Rem-:we Iinkl

12) The text will be turn into blue color. This represents that the text is now a link.

« External Parasite Contro

o Microchip insertion

Once the changes are saved and published, you can see the working hyperlink on the staging site.

T IS Oy IS

« Deworming

Walking your pets is enjoyed by many pets and their o
your pets to pick up common and sometimes deadly si
This can also haooen when vour pet comes into contact
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2.9 Removing Anchoring
Removing anchoring is easily accomplished by clicking a button.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate and click on the page that contains the anchor, in the Site Content and Structure panel, to
display the contents and properties in the Edit Page panel.

3) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.

4) Click on or select the anchored text.

| Main | Metadata

B I U = |E =E E|= |--5t_l,lles-- '||_--F|:|ntfamil_l,l-- '||3[12pt] '||F'arag
Xnsaav- |z =) i [
EEIEE AL R dr |

Yaccination is one of the most common and regular services your pet neec
usually done when they are one and three weeks old.  This is follow by
subsequent vaccination will be done annually. Remember not to bathe your |
keep away from animals during this period.

It is important to note that some puppies may be allergic to the vaccine and
shaort while to 48 hours after the vaccination. When this happens, bring it t
injection, In most cases the pet should recowver without further complication
tell your vet during the next waccination. ¥our pet should not be wvaccinate
vaccination.

e 0uick and affordable procedure. an electronic chip wi
the Skm of the pet. This ID number can be read with a microchip scanner,

5) Click on the “Remove link” tool.

The text will revert to the standard colour (in this case, black) as a visual indication that the link has
been removed.

- Alternatively, to delete an anchor, you can click on the “Insert/edit link” tool and then click on the
“Remove link” button.

- Click on the “close” button which is labeled as a “cross” to close hyperlink panel without making
any changes.
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2.10 Adding A Graphic

Graphic files (e.g. logos, maps, photos etc) that have been uploaded to the server, can be used
throughout your website pages. Images are a great way to convey information and also help break up
an otherwise boring page of text. The placement of images on a page may also influence the way a
user scans the page and hence the readability.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate and click on the appropriate page, in the Site Content and Structure panel, to display the
contents and properties in the Edit Page panel.

3) Click on the Content tab in the Edit Page panel, then click on the Main sub-tab.
4) Click in the page to position the insertion point.

This is where the graphic will be inserted.

Content Behaviour To-de Reporis Accoss Translations
Main Metadata
Page name

Knowledge and Skills
Navigation label

Knowledge and Skills
Content

B I U @|== = =(-Syles~ &) Paragraph 3] | i= §

-

9cixnaany-(D2=- o maEA

% — K1

Brian Calhoun

CEO

5) Click on the “Insert image” tool.
This will display the image fields at the top of the “Edit Page” panel.
6) Click on the “drop arrow” for Folder.

This will display a list of folders containing the uploaded files and images.
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7) Locate and click on the folder where the graphic is located.

You will need to click on the “plus” icons to display sublevel folders (if they exist) and their contents.
When you select a folder by clicking on the folder name, all of the graphics located within it will be
displayed as thumbnails in the field below.

8) Click on the image of the graphic that you want to add to the page.

9) Click in the Description field and type a brief description of the graphic.

Image

Folder
Uploads

creale folder | upload

Search by file name

' =

RNIFE!

LO0DY F
™ 3

=7

&3

nunﬂﬂl-

Description

[ Include as Caplion

Alignment / style

| On the left, with text wrappir & |

Descriptions are displayed when the user hovers the mouse pointer over the image, when it is loading
or if it is unavailable. Search engines also use the description to discern image meaning and it can

thereby achieve higher ratings.
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10) Click on the “drop arrow” button for Alignment/style and select the preferred alignment from the

list of options.

Image
Folder

Uploads [©

create folder | upload

Search by file name

e m
- I

Description

Brian Calhoun

[C) Include as Caption

Alignment [ style

| On the left, with text wrappir 5 |

You can now hide these options and return to the page.
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11) Click on the “Insert image” tool to hide the image fields

The image will be inserted into the page, as the position of the insertion point.

Page name

' Knowledge and Skills

Navigation iabel
' Knowledge and Skills
Content
B 7 Us|SE===| ) Paragraph (%) [iZ = = E « — Q
g | X G A ‘:"v|.chm ¢|mfa’.|z.ﬁ| = A, e |

et
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2.11 Saving Changes

Before being able to display any changes to your pages on the draft site or the published (live) site,
you need to commit those changes by saving them. Once the changes are saved, they will be
displayed on the draft site and you then have the option to publish them to the live site, but not before.
Saving changes is easily achievable by the click of a button.

1) When you are ready to commit changes made to a page, click on “Save” button.

This tool is located at the bottom of the Edit Page panel. If you have made changes to more than one
page, all of the changes will be saved. These changes are now added to, and viewable in, the draft
site.

2) Click on the Draft Site tab at the bottom left of the window.

The draft site will be displayed in a separate window.

Welcome 1o the SilverStripe Open Source CMS demo » Your Site Mame

« i > & | 2t 4 | #nip ) idemo silverstripe com Tstage=Stage A0 Gaoglt

Home About Us Blog Forums Ecommerce Flickr Contact Us MNew Page

Draft Site
Welcome to the SilverStripe
Open Source CMS demo

To see the CMS behind this demo log in with one of the language-specific accounts below:
B admin password
Il french passward
] Eorman password
B chiness password
S — =
I spanish  password

‘This site resets hourly, so feel free to have a play!

Ask questions and give feedback in Dar ghipw demonsirales your

and start the developer hilogiala! oiit forims oF comtact s, design freedam

Logped i as Admen - Lgg ool @ B

3) Click on the CMS tool at the bottom of the draft site window, to return to the SilverStripe CMS
window.

This will leave both the draft site window and the CMS window open. Alternatively, click on “Close”
button to close the draft site window and return to the CMS window. If you are satisfied with the
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appearance of the page on the draft site, you can then publish it to the live site.

- Click on the “Delete from the draft site” button to undo saved changes and revert to the version
of the page currently shown on the live site.

2.12 Viewing Changes

When changes are made to the content or properties of pages and then saved, these changes will be
recorded and can be reviewed using the Page Version History tool. Once this tool is activated, an
additional panel will be displayed on the left side of the window, listing a history of events. By selecting
two versions of a page, you are able to review changes made to the page.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).
2) Locate the required page.

3) Click on the page, in the “Site Content and Structure” panel, to display the contents and
properties in the “Edit Page” panel.

4) Click on the Page Version History tab to display the History panel.

The arrows on the Page Version History tab will point upwards and the tab will expand to indicate that
the panel is displayed.

tent and Structure
Content Behaviour To-do Reports Access Translations
Create | Search | Batch Actions |
':! Aliow drag & drop recrdaring | el S
@ site Content Page name
+ [ ] Home The Team
= J About Us Navigation label
o
J Subpage demo The Team
J Drag & Crop
Content
What others say ; =g = g
Vo B 7 U = |E E = E|~5tyles- ~|| - Format - - |i= & 2w — 0
Key: e y o e e o
= = | D BREET-| D s & | a i
Language:| Engiish = 1
"] Compare mode (click 2 belaw)
[ Show unpublished versions B Gl [#EO
Sam Minnee CTO
Sigurd Magnusson MO

Tim Copeland Sales Director

Aaron Magon Aecount Manager
Andrew O'Neil Developer

Flonfd Wunn Thawmal e
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5) Select Compare Mode (click 2 below) in the Page Version History panel.

She Content and Structure -

Gmat&l Eﬂarchl Batch At:tinnsi

] aliow drag & drop recroering
& site Content
+ D Home
D About Us
D Subpage demo
D Drag & Drop
What others say

FHE

Key: deleled  changed

L&nguaga:[ Emnglish l-"u]
Page Version History

|i Compare mode {click 2 balow!

[ shaw unpublished versions
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6) Click on the tick box for Show unpublished versions to select this option

A complete list of versions for the selected page will be displayed. You are now able to select any two
pages and compare the changes. If you use the mouse pointer to hover over a listed version, a pop-up
box indicates when that version was created. Note that published versions are displayed in black text
and unpublished versions are displayed in grey text.

Site Content and Structure -

Create | Search i Batch Ac:tionsj.

[ Aliow drag & drop recrdering
0 Site Content
+ D Home
D About Us
D Subpage demo
D Drag & DCrop
What others say

Key: deleled changed

Language: [ Engtish |-$-i

(&

f! Compare mode {click 2 babow
%! Show unpublished versions

20 hours Admin Mot

3 ago A published
5 21 hours Admin Mot
ago Al published
| 22 hours Admin Mot
ago A, published
Site Reports ¥
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7) Click on the two versions of the page that you want to compare.

If changes exist between the two versions, they will be displayed in the “Edit Page” panel on the right
hand side.

Site Content and Structure 2

Create | Searcn | Baten Actions | m | Comparing versions 2 (24 hours ago} and 3 (20 hours ago)

[ Aliow drag & drop recrdering Content || Behaviour || To-do** || Reports || Access | Translations |

& site Content P
Main Metadata

+ j Home
D About Us Page name 'r
D Subpage demo The Team
[ Drag & Drop . Navigation label
What others say : The Team
Kn;y: deleled  changed Content
Language:| Engish £ At A Glance
Page Version History % CEO
Sam Minnee CTO
g Compare mede {click 2 below) Sigurd Magnusson CMO
B Hbciesiriputitatind versions Tim Copeland Sales Director
Aaron Magon Account Manager
i Andrew O'Neil Developer
5 20hours Admin  Nat Geoff Munn Developer W
~ ago A published Ingo Schommer Developer
2 21 hours Admin Not y James Kirkus-LamontDesigner
Bp A published Josh Kosmala Developer
, 22 hours ’}:'T"" Not Komal Chhiba Finance
ago A, published Michael Andrewartha Developer —
Miranda Kaye Jumnior Project Manager i
Nivea Nicolas Office Admin I
Site Reports ¥
The revision marks indicate the action taken on the text, and include:
Revision Mark Example Description
Underline The Team This text has been added to the newer version.
Strikethrough The Team This text has been deleted in the newer version.
Green highlight Brian Calhoun This text has been added to the newer version.
Red highlight This text has been deleted in the newer version.
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2.13 Reverting To A Previous Version

As well as enabling you to view the history of changes that a page has undergone, the History panel
also enables you to revert a page to a previous version, thereby removing all of the changes that
occurred between the two.

1) Click on the Site Content tab to display the Site Content window (for more information, please
refer to page 5).

2) Locate the required page.

3) Click on the page, in the Site Content and Structure panel, to display the contents and properties
in the Edit Page panel.

4) Click on the Page Version History tab to display the History panel.

The arrows on the Page Version History tab will point upwards and the tab will expand to indicate
that the panel is displayed.

5) Select Compare Mode (click 2 below) in the Page Version History panel.
6) Click on the tick box for Show unpublished versions to select this option.
A complete list of versions for the selected page will be displayed. You are now able to select a page

to view it. Note that published versions are displayed in black text and unpublished versions are
displayed in grey text.

@ site Content

+ [ ] Home
u Mbout Us H
:j Subpage demo
U Drag & Crop
What others say

E-{-', Video presentations

b
0 ; y
3 v
Kay: deleled changed
Language.'! English g i
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7) Click on the version of the page you want to revert back to.

This is more easily accomplished once you have compared two versions, as then you will know which
version you want to revert back to Notice the tools displayed at the top of the “Edit Page” panel.

@ site Gontent

+ _'| Home
J About Us
u Subpage demo

|1 Drag & Drop

‘What others say
"uvj_v". Video presentations
U .
3 r
Hoy: deleled  changed
Languaga: | Engish ?ﬂ
Page Version History &
[} Compara mod (click 2 belaw)

l‘_’T Snow unpubfshed versions

Arfmin

pubished

¥

Content || Behaviour

Main Motadata
Page name

The Team

Navigation label

The Team

n
Andrew O'Nell
Geoff Munn

Ingo Schommer

To-do

Roports

Access

You are viewing version #3, created 20 hours ago by Admin, Admin

Transiations

—

A

Emall | Print Rall buktomlsverslon !

8) Click on “Roll back to this version” button to revert the page back to the currently selected and

displayed version.

A question box will ask you to confirm your intention.

10) Click on the Page Version History tab to hide the History panel.
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The page at http://localhost says:

Do you really want to copy the published content to the
stage site?

[ Cancel ,Im
i ——

9) Click on the “OK” button to continue (or click on the “Cancel” button to discontinue).
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Chapter 3: Files and Images

This chapter covers working with files and images.
3.1 The Files and Images Window
The Files & Images section, within the SilverStripe CMS, enables you to upload and work with files

and images that will be used in your website. The Files & Images window and a description of the
labeled parts are displayed below.

S.
1,|:EI'MEL;-.1;": Cafmiherts Mepclla  Sscu®y  Hap SfvwSrpa
Fodern |
brm iy B e
P || e —_— 3
v | wmimiy
s S =
= ] i L e RE LI
2. — e e
S S G F
T T b
ﬂ amur-ddd rex wTm-4%d ney 4 | 6
2 ematcms o abarsnd — > %
a wfardran m L aeg ul Ei
£ B '|!-ﬂv-lrﬁ-:| 4_

Name Description

Files & Images heading Click on this link to display the Files & Images window.

2 |Files & Images panel Displays the hierarchy of folders and sub-folders organising the
files and images.

3 |Folder contents panel Displays the contents and properties of the folder currently selected
in the Files & Images panel.

4 |Files & Images toolbar Enables you to upload, move and delete files and images stored in
the folder currently selected in the Files & Images panel.

5 |Files, Details and Upload |The Files tab displays the files and images stored in the currently
tabs selected folder. If you select one or more files, you are then able to
move or delete them using the toolbar. The Details tab displays the
properties of the currently selected folder.

6 |File details panel Displays the properties of the currently selected file in the Files tab.
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3.2 Finding Files and Images

The first step to viewing, moving or deleting a file or image is to locate it within the hierarchical tree
structure displayed in the Files & Images panel. All of the uploaded files and images will be located
within the folders or sub-folders represented in the tree. By using the plus and minus icons, you are
able to display and hide the contents of folders, thus revealing the file you require.

1) Click on the Files & Images heading to display the Files & Images window.

Sio Geront Cormants Faports Secury Heip stversirpe G5
a Daiais plos lirraved flles
Creste | Dalein
[ Mo grag & rop recnderng
EEEETE
' rtplSama ulvarstripe comaanets
v [ aenee
Saarch Pl
e
+ L] pateas S Dinplaying 1inE A8 =
+ ) mvasersd Tin Filirass
] Pcdas ' Basa s D ju 7 X
] pinazt =5
B o oremanis Cresman jo X
! oA wmor S04 e T 1
I form-sdtiar org Totrm-adinge pog X
! lahmedmanjs tandman js b |
Detetn saberind fies
Eee—————> foe ek e |
—— N

2) If necessary, click on the “plus” icon next to a folder to display sub-folders.
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Create | Delste |
': Allow drag & drop recrdering

O hitp:idemo.silverstripe.com/assets
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I:I Photos
[ Uploads
[ Jeces

+ | gaileres
+ .;l Javascrpl
[ Photos

[ Upioads
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3) Continue to click on the “plus” icons to locate the folder in which the file is located.

If you expand a branch of the tree inadvertently, simply click on the minus icon to hide the details

again.

4) Click on the folder name to display the contents in the Folder contents panel.

The files contained in the selected folder will be displayed in the “Files” tab of the “Folder contents”
panel. Only ten photos are displayed in the panel at any one time and you need to click on the arrows
to navigate through the collection of files in that folder.

Site Content  §aC=8MMEREEE Comments Reports  Security  Help

Croate | Delets
7] At g & ire sooritaring
@ htip:Udemo silverstripe. com/assats
- =3 assats
Cless
= ] pabanios
1 jaenseript
_iPhotog
—l Uipicads
o f
+ Cl guwarsos
+ | ] javaserin
] Protos
1 Lnisadts

[ e

Dotalls | Upload  Unused files

assels

Search
4 Displaying Tto G ol 5 &
Title Fllenarme
basajs base s
] cmsmainjs cmsmain fu
1 -peror-404.rimi enrar-404, el

formepditon png Tarme=ditor png

lafandmain js leftandmain s

Dl Slneted ok

%

¢ R

e Y BT |
X X X X X

Save folder name

3.3 Files and Images Supported by SilverStripe CMS

To use files and images in your website, you need to upload them to the web server first. The files that
you are able to upload are summarised in the following table:

Category

File types supported by SILVERSTRIPE CMS

Documents

PDF, PS, DOC, PPT, PPS, MDB, XLS, RTF

Downloadable Images

BMP, EPS, PSD, TIF

Downloads EXE, ZIP, TAR, GZ, GZIP, DMG, BIN, COM, DLL, HQX
Movies AVI, MOV, MPE, MPG, MPEG, QTW, QT

Sound AIF, AU, MID, MIDI, MP3, RA, RAM, RM, WAV

Web Images JPG, JPEG, GIF, PNG

Web Pages HTM, HTML
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3.4 Uploading Files and Images

Before you can access and incorporate files and images in your web pages, you need to upload them
to the web server. The files and images are arranged in a series of folders and sub-folders, enabling

you store them logically and therefore to locate them easily.

1) Click on the Files & Images heading to display the Files Images window (for more information,

please refer to page 49).

Before you can upload files or images, you need to select the folder where it will be stored.

2) Locate or create the required folder.

3) Click on the folder to display the contents in the Folder contents panel.

4) Click on the Files tab to display the files contained in the selected folder.

The selected folder displays the items that have already been uploaded. There are two other tabs

available in this panel: “Details” and “Upload”.

Fites s nuked May
“realn | Ooivls

Adow creg & doo mortenng

Phofos
J bty Vg s vary irips. o oma s ety
5o
. Sasrch i
o | gperetd . Daagriarivg 1 1e 108l 845
R p— Toe
i E A50RA3.00 g 450852.001 jog
J Lipdomds
i E 450803001 6g 450903001 jog
)
E AB0WE-001 jog 45095-001 jeg
# ||| paifeses
i E AS1E06-001 2 ABA0E-007 o
P E 451572001 jog AS1OPI-001 g
21 Lke E 451198002 b ASTHI-002 o2
E AS0TH-00. g A50T 007 B
E 45334001 By ASHEEI0T oy
E ASFS06-007 g ASPL06-001 5g
H A52T00-D07 jog A5ZTOR-00N jog
Doty npbaazie] 1
£ g =« -

5) Click on the Upload tab to display the options on the Upload panel.

Filea Datadin Unused filos

Choass fie
Uipload Files Ligted Bedow |

Flles ready o upioad

The Web People (Fte.Ltd.)
T+A&5 4100 3002
F +&5 8334 2506 43

E help@thewsebpeople com.sg

Filpngma

X X X XM XM X X XXX

B i Patie

\e/ o \&/

THE WEB PEOPLE




6) Click on the “Browse” button.

This will display the “Choose file” dialog box.

Choose file

PIX]

| I} My Documents

P
{él + & ¥ E-

A i:i’le EBDD-I.G

e "3 ;[;ﬁh’lv Music

My Recent fﬂMy Pickures
Documents | " my Received Flas
=
L&
Desklop

My Documents

o

= {| DOpen IJ

'\-u_J-
tdu Computer
S
Flue M etwork, File name: |
Flaces
File= of tupe: |f-'«|| Filez [*.7]

LJ Cancel |

You are now required to navigate to and select the file or image that you want to upload.

7) Click on the drop arrow for Look in and click on the required drive letter (e.g. Hard Disk (C:)).

The Web People (Fte.Ltd.)
T+A&5 4100 3002
F +&5 8334 2506

E help@thewsebpeople com.sg

44

\e/ o \&/

THE WEB PEOPLE




8) Locate and click on the folder that contains the file and then click on “Open” button.

This will display the folder contents in the dialog box.

Choose file

Look in; | I~ Images

\_ﬁ :J BrianCalhounPrafile . prg
My FRecent | %) Haydensmith.png
Docurnerts ,i"‘_] IngoSchommer, png
"Tr : ."_'] MatkPeel. png

|f_| Michaslandrewartha, png
Desktop ﬂ:] MormannlLou.png
ﬂ SamMinnee.png
:::] SamiMinneeProfile.png
,:_] SeanHarvey.png
|::| SigurdMagriusson. png
,'i_":] Simonow, prg

i,

ty Documents

o I« I

g = | TimCo

o [ peland.prng

58 =
iy Computer

o

by Metwork File name: |

Flaces

Files of type: |.ﬂ-.II Files [.7]

PIX)

9) Click on the file or image that you require and then click on “Open” button.

The file will now be displayed in the “Upload” panel.

Files | Details | Upload || Unused files
Choose file
[ Browse... __'I
Upload Files Listed Below |
Files o upinad:
BrianCalhounProfile.png} Delete
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10) Repeat steps 6 to 9 to choose additional files.
11) Click on the “Upload Files Listed Below” to complete the upload process.
The file(s) will now appear listed in alphabetical order on the “Files” tab.

12) Click on the Files tab to display the uploaded files.

: Detalls || Upload || Unused files

Title

Photos

Search Filter

b - Displaying 441 to 447 of 447 - o
Title Filename

E [} ar2977-001.jpg ar2977-001.jpg = X

E ] ar2980-001 jpg arZ980-001 jpg 7 X

E [ ar2998-001.jpg ar2998-001.jpg W X

E 71 BrianCalhounProfile.png BrianCalhounProfile. png I x

E 1 obama40317681689.jpg obama440317681689.jpg 7 X

E 1 opening-image-editor.png opening-image-editor.png 4 b 4

E ] using-image-editor.png using-image-editor.png R .4

Delate selected files |
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3.5 Creating Folders to Organise Files

As you accumulate files and images, you might find that you require additional folders to restructure
the way in which they are organised. Alternatively, you might want to create a hierarchy of folders right
from the start, assuming you have a clear idea of how you want to store the files and images.

1) Click on the Files & Images heading to display the Files & Images window (for more information,

please refer to page 49).

2) Click on the folder, in the Files & Images panel, below which you want to create a sub-folder.

To create a top level folder, you will need to select the “website” icon at the top of the hierarchy. The
name of the selected folder will appear in bold text.

@ Delgte

] Allow drag & drop recrdering

@ﬂlp [lidemo.silverstripe.com/assets

" ecss
+ [ gaileries
+ [ javaseriot
_1| Photos

1 Uploads
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| Fites || Detaits || Upload

Title:

Photos

Search

1 450552-001.jpg

450903-001.jpg

[ 450993-001.jpg
1 451008-001.jpg
] 451072-001.jpg
[ 451196-002.jpg

(B8]

452076-001.Jpg

452344-001.jpg

452506-001.jpg

452708-001.jpg

Delete selected filas

Unused files

Title

Filter

47

~ Displaying 1 to 10 of 445 =

450552-001 Jpg
450903-001 jpg
450993-001 jpg
451008-001 jpg
451072-001 jpg
451196-002.Jpg
452076-001 jpg
452344-001 jpg
452506-001 Jpg
452708-001 jpg

Filename

Save folder name
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3) Click on the “Create” button to create a new folder.
By default, the new folder will be titled “New Folder”.

Delete |

'j Allow drag & drop recrdering

ﬂ http:iidemo.silverstripe.com/assets
Cless

+ |_| gallenes

+ |;| Javascripl

= ‘j Phaotos

| NewFolder

[ Uploads

It is logical to rename the folder upon creation, to something more meaningful.

4) Ensure that the folder still selected.

5) Click on the Files tab in the Folder contents panel, to display the folder details.

Detalls || Upload Unused files

Title
’: Aliow drag & drop recrdering
] NewFolder
0 http:lldemo.silverstripe.com/assets
CJess 1
e Search Filter
+ || galleries !
+ [ javascript A - Displaying D to D of 0 - e
' Photas Title Filename
I NewFolder No Files found
~
15 Uploads Delete selected files
- - Save folder name
[ = R J
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6) Double-click on the text in the Name field to select it.
You could also click and drag the mouse over the text to select it.

Files || Detalls || Upload || Unused files

Tithe
MNewFolder
Search Filt_er

+ Displaying 0 to 0 of 0 =

Title Filename
Mo Files found

Delete selected files

7) Type a new Name for the folder.

Titles can be up to 255 characters long and there are no restrictions on the characters used.

Files Detalls Upload Unused files

Title
Profileg)

Search Filter

+ Displaying 0to 0 of 0 -

Title Filename
No Files found

Delete selecied files

8) Click on “Save folder name” button to commit the changes.
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9) Then wait for the saved message to appear.

Save folder nama !

Giburfiips CME - 23 Lopged in as Admin Admin | Profle |logoul @

If you forget to save changes to a folder and then try to open a new folder, SilverStripe CMS will ask
you to confirm your intentions, by displaying a dialog box.

http:/ fdemo.silverstripe.com

Are you suUre you want to navigate away from this
page?

WARNING: Your changes have not been saved.

Press OK to continue, or Cancel to stay on the
current page.

_..-_-..___
Caane)
sl .

10) Click on the “OK” button to go back and save the changes and continue.

- Folders displayed in the Files & Images panel, will be arranged alphabetically.
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3.6 Moving Files and Images

As you accumulate files and images, you might find that you require additional folders to restructure
the way in which they are organised. Alternatively, you might like to create a hierarchy of folders right
from the start, assuming you have a clear idea of how you want to store the files and images.

1) Click on the Files & Images heading to display the Files & Images window (for more information,
please refer to page 49).

2) Locate the file or image that you want to move.

Once you have clicked on the folder name, files are listed alphabetically in the “Folder contents”

panel.

Create | Delste

7] Allow drag & drop recrdering

hittp P
Cless

+ [ gaileries

+ ] javascript
[Z1 Phatos

& Uploads
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Flles Detalls Upload
Title

Photos

Search

450552-001.jpg

450903-001.jpg

! 450993-001 jpg

451008-001 jpg

! 451072-001 jpg

451196-002.jpg

452076-001.jpg

452344-001 jpg

452506-001.jpg

452708-001.jpg

Delete selected files

Unused files

Title

Filter

51

~ Displaying 1 to 10 of 445 -

450552-001 Jpg
450903-001 jpg
450993-001 Jpg
451008-001 jpg
451072-001 jpg
451196-002 jpg
452076-001 Jpg
452344-001 jpg
452506-001 jpg

452708-001 jpg

Filename

» X

¥ X
” X

Save folder name
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3) Click on the tick box for the file/s that you want to move, in the Folder contents panel, to select it.

If you want to move more than one file to the same location simultaneously, repeat this step to select
each file.

| Files || petalls Upload || Unused files

Title

Photos

Search Filter |

N /i Displaying 1 to 10 of 445 >

Title Fllename

E [ 450552-001.jpg 450552-001.jpg 4 X
<l E_Ei 450803-001jpg e 450903-001 jpy 7 X

E [ 450893-001.jpg 450993-001.jpg .4 X

E [ 451008-001.Jpg 451008-001.jpg .'7 )(

E [ 451072-001.Jpg 451072-001.jpg 4 X

E [ 451196-002.jpg 451196-002.jpg 4 X

E [ 452076-001.Jpg 452076-001.jpg 4 X

r::_‘E: 452344-001 Jpg . = 452344-001 Jpg g
E [ 452506-001.jpg 452508-001 jpg ® X
E [ 452708-001 jpg 452708-001 jpg 7 X

4) Click and hold your left mouse button on the “DRAG” icon near one of your checked items.

L

" | Files Detalls Upload Unused files
Create | Delets |

Titl
!:’ Allow drag & drop recrdering 5
Photos
J http:lidemo.silverstripe.com/assets
Cless
- Search Filter
++|__| gallenas R
+ E:I_Iauascn;ot =] + Displaying 1 to 10 of 445 -
_IPhotos Title Filename
R ol ] 450852-001pg 450552001 Jpg Eglb 4
™ 450903-001 pg 450903-001 jpg Z X
Drag to folder on left to move file 4509583-001 jpg g X
E ] 451008-001.jpg 451008-001.jpg 7 X
E [ 451072-001.jpg 451072-001 jpg Id X
E [ 451196-002.jpg 451196-002.jpg P M
E [T 452076-001.jpg 452078-001 jpg I x
E M 452344-001,jpg 452344-001jpg 7 X
E [ 452508-001 jpg 452506-001 Jpg a4
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5) Then drag the file into the folder that you want to move the file(s) into.

You might need to first click on the “plus” icons to locate the folder/sub-folder you require.

Create | Delete |

’:‘ Allow drag & drop recrdering

Files |
Title

Photos

0 http:ldemo silverstripe.com/assets

Cless
+ [ galleries
G—) .J Javaserpt

o

i
o

6) Let go of the mouse button to complete the move.

5 Phay —
Moving 2 files)
_'_'_,_,_-"’

Search

—

Detalls

Upload

450552-001 jpg
450903-001 jpg
450993-001 jpg
451008-001 jpg
451072-001 jpg
451186-002.jpg
452076-001 jpg
452344-001 jpg
452506-001 jpg

452708-001 jpg

Unused files

Title

Filter

~ Displaying 1 to 10 of 445

450552-001.Jpg
450903-001 jpg
450993-001 jpg
451008-001.jpg
451072-001.jpg
451196-002 Jpg
452076-001 Jpg
452344-001 jpg
452506-001 Jpg

452708-001 Jpa

Filename

W X
> X
7 X
> X
” X
” X
> X
> X
> X
> X

When you move a file into a different folder, it will be inserted into the appropriate position in the
listing, maintaining an alphabetical order.

Create | Delste |

D Allow drag & drop recrdering

0 http://demo.silverstripe.com/assets

Cless
+ ] galleries
+ [ javascript
[ Photos
1 Uploads
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Files

Dotalls

Search

—

—

Upload

Uploads

20023294 JPG

450903-001.jpg

| [ 452506-001pg

[l Blog-Tickbox.JPG

Unusad files

Filter

53

- Displaying 1 to 10 of 25 =

20023294.JPG
450903-001.jpg

452506-001.Jpg

Blog-Tickbox JPG

Filename

¥ X
7 X
7 X
7 X
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3.7 Rearranging File and Image Folders

It is possible to reorganise the folder hierarchy in the Files & Images window, simply by dragging
folders to a new location.

1) Click on the Files & Images heading to display the Files & Images window (for more information,
please refer to page 49).

2) Click on the Allow drag & drop reordering check-box at the top of the Folders panel.
This will activate the ability to move folders within the Files & Images panel.
3) Locate and move the mouse pointer over the folder that you want to move.

The pointer will change to a hand icon.

Create | Delete

a Allow drag & drop recrdering

d‘ hitp://demo.silverstripe.com/assets
;l CES

+ ;l galleries

+ ;l Javascripl

;I Fhotos

4) Hold down the left mouse button and drag the folder on top of another folder or into a new position

The new intended parent folder will become highlighted, or a thick blue line will indicate the folders
new position.

Create | Delete
ET Allgw drag & drop recrdering

\'J http:!/demo.silverstripe.com/assets
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5) Release the mouse to complete the move.

The folder now has a new parent folder.
Create | Delate
E Allow drag & drop recrdering

@ hitp:/idemo.silverstripe.com/assets
[
= ’_] gailenes

| | TestFolder

'_I new-gallerypage

+ ] javascripl
[ Photos
[ Upisads

6) Click on the Allow drag & drop reordering check-box to disable the reorganise facility (thus
preventing you from inadvertently moving folders).
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3.8 File and Image Links

When you use an uploaded file or image in a page on your website, you create a link to that file. If you
change the Name of a file or image, you will break these links. You can use the Links tab of the Edit

dialog box to see the links associated with a file or image.

1) Click on the Files & Images link to display the Files & Images window (for more information,

please refer to page 49).

2) Locate the file or image.

Files Detalls | Upload Unused files
Create | Delete | ' 1
= Tite
[} Allow drag & drop recrdering
Staff

@n pilid

Cless

- Search Filier
+ |__] gaiteries
+ J Javaseripl

[Z1 Photas Title

5 Sran E ¢ TimCopeland.png

s Uploads = =

Delete selected files

+ Displaying 1to 1 of 1 -

Filename

TimCopeland.png L X

3) Click on the file or image name on the Files tab of the Folder contents panel.

The details of the file are now displayed in the “Edit” dialog box.

Edit

Main || Image || Links
Title
TimCopeland.png
Filenama
TimCopeland.png

URL
assets/Siafi/ TimCopeland.png

e

Type

PNG image - good general-purpose format
Size

11 KB
Owner

[ Admin, Admin Y

First uploaded

23/01/2009 16:51:28 (today)
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4) Click on the Links tab to display a list of links to this file.

View/Edit Asset Close

The following pages [ink ta this file:
Abowt Us » About the Founder

5) Click on a link to display the associated page in the Site Content window.

This is the page that the selected file or image is linked to.

View/Edit Asset [¥ Close
I SR ichd  Files & Images Comments Reports  Security SiNésRitripe ‘o
Site Content and Structure o

Create I Snﬁrch! Batch Actions i

| Main | Metadata |

- 1 1
| Content || Behaviour || Te-do || Reports | Access || |
] Allow drag & drop reordering m

@ site Content Page name
+ [ Home The Team
D About Us Mavigation label
(3 History | The Team
+ D Forums et :
D & Comtent
In The Beginning v
= = = = [-Styles- Fi
Key: v eststes  changed BIHQG|==== W.E
" L% B E e (i NET. | s, B
Language: | English 4 Unpublish || Delete from the draft site | Save |
T
i d Save and Publish |
eSS |

Page Version History

SilverStripe CMS - 2.3 Logged in as Admin Admin | Profile | log out @
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3.9 Renaming Files and Images

As with folders, you are able to rename files and images to make them more meaningful to the user.
This is achieved by changing the Title of the item. Renaming alters the label that the SilverStripe CMS
uses to represent the item so that, for instance, any menus where the file is referred to will then
display the new title. And, unlike changing the Name of an item, you are able to change the Title and it

will not affect links to that file on your website.

1) Click on the Files & Images heading to display the Files & Images window (for more information,

please refer to page 49).

2) Locate the file or image that you want to rename, in the Files & Images panel.

Files Detalls Upload Unused files
Create | Delste
Title
] Aliow drag & drop reordering
Staff

@ nhttp:iid

Cless

- Search Filier
+ |_| gatteres

+ J Javascripl

[Z1 Photos Title

L 5tan E [1{TimCopelagd.png TimCopeland.png
J Uploads

Delete selected files

~ Displaying 1to 1 of 1 -

3) Click on the file name on the Files tab of the Folder contents panel.
The details of the selected file will be displayed in the “Edit” dialog box.

4) Click on the Main tab to display the details of the file.

Edit
_ Imags Links

Tithe
TimCopeland.png

Filename
TimCopeland.png
URL
assets/Staffi TimCopeland.png

Type

PNG image - good general-purpose format
Size

11 KB
Owner

[ Admin, Admin S

First uploaded

23/01/2009 16:51:28 (today)
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5) Click and drag across the text in the Title field in the Edit dialog box to select it.

Edit
: Main | Image || Links
Title
ﬁmf_:npaland..p_ng k.
Filename
TimCopeland.png
URL | -
assets/Staffi TimCopeland.png

6) Type the preferred Title.

Edit
| Main || Image || Links

Title

TimCo peland Image

Filename

TimCopeland.png
URL | -
assets/StaffiTimCopeland.png

list.

The title of the file will now be changed.

Files | Detalls | Upload || Unused files

Staff
Search Filter |
# Displaying 1tc 1 of 1 -
Title

E O TimCopeland.png

Delate s-r:l.!!::nd_ He_s |
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7) Click on the “Save” button to save the changes and then close the pop-up to go back to the folder
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3.10 Deleting Files and Images

Deleting files and images may become necessary, for instance, if the information contained within it

becomes redundant.

1) Click on the Files & Images heading to display the Files & Images window (for more information,

please refer to page 49).
2) Locate the file or image that you want to delete in the Files & Images panel.

3) Click on the tick box for the file that you want to delete, to select it.

If you want to delete more than one file simultaneously, repeat this step to select each file.

Files || Datalls | Upioad || Unusad files
Croala | Doheig

Ml drag & drop Secderng

Staf
* ] Pittpst demo. sifversirips, comlas sels

CJecss
o [ podanas
+ [ ) jmvaseripl ¥ Displiylng 1101 641

(=1 Photos Title Fllaname

it el B & TmGepesand pog TimGopatand png
Ol tipioads -

Dedntn setecind Hes

4) Click on the “Delete selected files” button to delete the selected file(s).

A question box will be displayed, asking you to confirm your actions.

http:/ /demo.silverstripe.com

Do you really want to delete the marked files?

[ Cancel \(g{\)
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5) Click on the “OK” button to complete the deletion.

The file(s) will no longer appear in the “Folder contents” panel.

1 Files Dutalls || Upload
Creals i Dedete

— =
[} Mdiow drag & drop recrdaring i
Staff
= hitpziidemo.silversiripe.com/assets
Cless
- Search
+ [ gateres
+ ] javaseript
C1Phatas

+ D stan No Files found

LI Upiands Daiota solected fles |
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Chapter 4: Photo Gallery

4.1 Creating Album For Gallery

1) Click on Album Tab and Click on “Add an Album”.

L |

ZI Main ” Metadata ” Configuration '. Photos

& Add an Album |

Alhoen Mlamn

2) Set your Name or Title of the Album.

Album Title

Descriphon

3) Click on “Save” button and we have just created an album in the gallery.

| Me file attached

Album Name

>

2 M;

7 Ao drag & drop recrdering | Export an Albw
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4.2 Creating Cover Photo For Album

1) Hover over to the right of the Album you want to add an Cover photo. Click on the “Edit” icon.

Album Name
O-

Chow | 10 | - I reszults F!'

[ At drag & drop recrdering | Export an Albu

2) Click on the drop down and select the folder which has been created when you create the album,
and click on the “Browse” button to choose an image to upload for your cover image of the album.

Cover Image [

Choose an upload folder
assets/Uploads’
aszets'Uplosds’
aszets/Images’
assets'image-galleny

assetsimaos.s

-l

assetsfimage-gallery/photo-gallenytest-album
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3) Click on “Save” after you have choose and uploaded the image.

Browse..

Choose an upload folder

| zzsetsimage-galleny/photo-gallery/test-album!
Change

L Abstract-Apple.jpg (122.93KB) - 100% ¢

Attached files

Abstract-Apple.jpg

wPrevious

CLOSE X

4) After you save, you will be able to see the cover photo appear on the front end of the gallery page.

Photo Gallery

Test Album (0 photos)
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4.3 Adding Images into Album

Image files (e.g. logos, maps, photos etc) that have been uploaded to the server, can be imported
from the folder to the gallery.

This is where you can add Photo onto the page.

1) Click on the Photo Tab.
Content | Behavior || To-do ” Access |
| KMain ” Metadata ” Configuration ” Albums

ﬂ Add Images to "Photo Gallery"

2) Click on the drop down on the right side and select the Album to insert your images.

Choose an album (refresh)

L | TestAlbum -
‘ Test Album

3) Click on the Add Images to “Photo Gallery”.

Main ” Metadata ” Configuration ” Albums | Photos

L ﬂ Add Images to "Photo Gallery” |
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4) Click on the “Upload files” button to upload your images into the server.

Add Images
UploadedFiles

Upload files
[

Attached files

Mo files attached

5) Select the Images you want to insert and click “open”

Add Images

UploadedEiles

fEs

| =| » Designer - Zidus » My Pictures

Organize « Mew folder

= sz
- | $’.| | Search My Pictures pel I

.0 Favorites

-

M Desktop

4 Downloads

4+ Dropbox 2013-happy-new
. -year-wallpapers-

distant_planet_3d
-HD

UEq
"5l Recent Places

4 Libraries

@ Documents
J! Music

|| Pictures

B Videos

futuriste_v2_rain

meter_skin_by_sq

uallinoul4-d3au?
nj

Ll Computer
ﬁ Acer (C) -

-

Abstract-Apple

.
~ r~

meh.ro11308

avatar-flowers-h
d-wallpapers

Bulb-Design

Ubuntu- Dark Blu

Water-drops-Best

-HD-Wallpaper

File name:
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6) Click on the “Continue” button after the images are uploaded into the server.

Add Images

UploadedFiles Upload new
Upload files

Aftached files

. 2013-happy-new-year-wallpapers-2.jpg

7) Click on the “Finish” Button when you see the image appear as follows:

*Note that you are able to put caption for the image, the caption will be reveal when the image is hover
over on the front end.

»

Editing file 1 of 1 Ml

€9

m

assersiimage-gallery/photo-galleryiphoto-gallery/2013-happy-new-year-wallpapers-2.jpg

Caption

Album

Photo Gallery |« |

CLOSE X
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If the image is inserted successfully you will be able to see the image appear on the panel shown on
the example below:

- | Content || Behavior ” To-do ” Access |
.l:tu:lnsl
El | Main ” Metadata || Configuration || Albums || Photos |
lering
td @ Add Images to "Photo Gallery"
@ N e

L

1Warehouse M
3

slics

tering

8) Hover over the image, the delete icon will appear on the bottom left of the image. Click to delete the
image.

@ Add Images to "Photo Gallery™

@ | @

I:l Allow drag & drop reocrdering
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Chapter 5: Forms

5.1 View Form Submissions
1) Click on the “Submissions” tab.

Upon clicking the Submissions tab, a list of enquries submitted by the user will be shown as following.

Main Metadata Form Options Email Recipients On Complete

Dizable Zaving Submizsions to Server

Received Submissions

Export submissions to C5W
Delete All Submissions

Submitted at 11/05/2014 10:42pm. Delete Submission

First Marme: Renee
Surname: Yong
Mobile:

Email:

_;F_irrifee:rred Date & 051 51201 4
| am a: Mews Patient

Dear SirMadam
[Tyau kno what
procedures you | am aYear 2 Student doing a diploma in Mass Communicatian EIT-PEI|'5ITEChr'IiC. As part of
require, please  WWriting, | 'will be discussing the topic of laser hair removal and would like to have the opportunity to i
kindly state here: not take maore than half an hour and swould like to request to take a few photos as well. | hope you wi
assignment and | am vern interested to learn from this experience. Thankyou and | look forward toy

Submitted at 10/05/2014 7:24am. Delete Submission

First Mame: Elaine
surnarme: Kaoh
Mobile:

Preferred Date & Time: 051252014
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