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About cmScribe 
cmScribe is a 100% browser based application that allows you to easily and quickly make 

changes to your website from any location.  

You must first login to your website via an Internet browser window in order to access your 

companyôs cmScribe Content Management System (CMS) software. Your site is password 

protected, preventing unauthorized users from gaining access to the site and editing 

content. Each user is assigned a unique username and password. By default, cmScribe 

uses your email address as your username. 

The Login Process 
 
1. Launch your Internet Browser from the Windows desktop or from the Start menu. 

2. In the Address field at the top of the screen, Type your websiteôs URL (i.e., 

http://www.yourcompanywebsite.com )  and click the Enter button on your keyboard. 

The Home Page displays. 

3. Login: 

a. If your website is configured to display  Login fields  (either on the Home Page 

or another page) : Enter your Username (by default, your email address) in the 

Username field. Enter your Password (as assigned by the NetReach System 

Administrator) in the Password field. Click the Sign In button. 

b. If your website is configured so that the Login fields DO NOT display (either 

on the Home Page or another page) : Type /Admin after the URL in the Address line 

(i.e.,  http:/ / yourcompanywebsite.com/ admin ) and click Enter. The Account Login 

window displays. Enter your Username in the Username field and your Password 

(as assigned by the NetReach System Administrator) in the Password field. Click the 

Sign In button. 

a.  b.  
 

Tip: cmScribe 6.1 requires the Mozilla Firefox browser version 3.5 and up for development and 
maintenance of websites.  
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After Logging in Successfullyé 

The Home Page of the site displays and you will be able to see the cmScribe toolbar at the 

top of the page, as well as Edit buttons/links within the page. 

 

Logging out of the Website 

1. Click the Log Out link in the upper right of the cmScribe toolbar. 

 
 

Passwords 

Changing your Password 

Your initial cmScribe password is assigned to you by the NetReach System Administrator. 

1. Mouse over the Admin button in the upper right corner of the cmScribe toolbar. 

2. Select User Settings from the menu.  

3. Your Account Information will appear on the left hand side of the screen.   

4. Enter your new Password in the ñPasswordò box. 

5. Re-enter your Password in the ñConfirm Passwordò box. 

6. Click Save.  Your password is now changed. 

cmScribe Toolbar: 
When you are logged 
in to the site every 
page will have the 
main cmScribe 
toolbar 

Log out 
Link 

An Edit button 
above content. 
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If You Forget Your Password 

You will be unable to login to the website without an authorized password. If you forgot 

your password you can reset your password by following the below steps: 

1. On the login screen, click the Forgot your password? link. 

2. On the next screen, enter your Username (by default, your email address) in the 

Username field. 

3. Click the Send Reset Email button.  

4. You will receive an email with a link that says ñClick here to reset your passwordò. 

5. Click the link to be taken to a page where you can reset your password. 
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Editing Content 

Overview 

After you have successfully logged into your site you will notice the main cmScribe Toolbar 

at the top of the page. Edit buttons (or links) display within the page and are positioned 

above any piece of content that is editable. 

Note: Every feature/functionality, for example, a blog or basic content like text and 

graphics, are called "panels" in cmScribe. Clicking the edit button above a piece of content 

will take you to the appropriate editor for that panel (or type of content).  

Basic Content Editing 

The most commonly used panel type in cmScribe is the Basic Content Panel. 

1. Click the Edit button above a piece of content to display the Basic Content Item Details 

screen. 
 

 

2. Click in the text box and enter any new content, or change content, as needed. 
 

3. Select text with the cursor and click the appropriate controls on the toolbars to format. 

4. Click the green Save button in the upper right of the cmScribe toolbar. 

Version 
Control 

Save 
Button 
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4. The web page redisplays with the newly-added edits. The three approval options display 

beneath the Edit button. These are described in the following sectioné 

 

 

 

 
       

Approval Options for Publishing Changes 

After content has been added or edited, you must save the changes by clicking the Save 

button. This action does not make the changes immediately visible on the site to a regular 

user but allows you to preview the changes as they would appear if approved. This allows 

your changes to be reviewed before they are published live. 

In Preview mode, three Approval Options display on the webpage under the Edit button 

of a section you have just modified and saved:  

1.  Click the Approve link to approve edited changes and make them visible 

on the current live site. 

2.  Click the Discard link to reject edited changes and return to the current 

content. 

3.  Click the View Current Version link to leave changes pending 

and return to the current live versionôs content. 

If pending changes have not been published, you will see the View Pending Version 

link above the content (shown below).  Click this link to return to Preview mode and 

approve or reject your edits. 

 

If there are multiple content areas on a page, each area will need to be approved 

separately. It is recommended that you make all edits to a content area, save those 

edits, and review the page.  Then either Approve (publish) the changes, Discard the 

changes, or leave them as Pending (allowing them to be reviewed again later without 

publishing them live). 

 

Tip: cmScribe allows you the ability to revert back to a previously saved version of content, in the event 
that you are unhappy with your changes. Simply click the Edit button above the content and select a 
date-stamped version from the Version dropdown list at the top of the page and click the Save button. 
Approve to publish live. 
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Copying & Pasting Content from MS Word 

You can easily copy and paste textual content from MS Word into a page, to skip the step of 

manually retyping it. Please note that it is strongly recommended that you always paste 

Word content in without its formatting. This will strip any unnecessary Microsoft formatting 

from the text. 

1. In MS Word, open the file with the content to be copied into your web page OR enter the 

text in a clean Word document. 

2. Format the text as needed. 

3. On your web page, click the Edit button above the content. Content Item Details, (or 

other appropriate editor) screen displays. 

4. Click inside the editor where the text will be pasted. 

There are three toolbar buttons for pasting content into the editor:  

 

The first button pastes content with all Word formats; the second pastes only the content, 

removing all fonts and formats. The third, Paste from Word button, removes all ñbehind the 

scenesò Word formatting but leaves all bolds, italics, numbered or bulleted lists, and gives 

you options to remove Font and Style definitions. ALWAYS use the Paste from Word 

button. 
 

5. Click the Paste from Word button . A pop-up box appears with instructions for 

pasting.  After pasting your content into the box, Click OK. 

 

6. Make any other appropriate changes to the page. 

7. Click the Save button in the upper right of the screen.  
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WYSIWYG Editor Detail 

By default, when you access Edit mode for a page, you are using WYSIWYG editing features 

(what you see is what you get). For anyone that has used MS Word, or Outlook the editorôs 

toolbar buttons are similar in nature and provide functionality for adding text, formatting 

text and inserting graphics and links. 

 

Brief descriptions of important tools include: 

 Paste From Word described on page 8 

 Image Manager described on page 12 

 Document and Link Manager described on pages 19 and 22 respectively 

 Format Remover:  This tool allows you to strip text of all formatting. Highlight the text 

you want to clean and click the Remove Format button. 

CSS Style and Predefined Formats  

 

CSS Style: If special formats have been created for your site, for example a text 

color or ñfootnoteò style you will be able to apply them to blocks of text using this 

drop menu. 
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Predefined Format: Select from this drop menu to apply the correct html ñtagsò to 

blocks of copy. Especially good for formatting headlines and sub-heads. 

 

 Source:  Click this icon to toggle between WYSIWYG and HTML code modes. 

 Insert Special Character: Click in your text and then use this palette to select and 

add special characters like the © sign. 
 

HTML Editing Mode 

By default, when you access Edit mode for a page, you are using WYSIWYG (what you see 

is what you get) editing features. If desired, users who understand HTML code can edit the 

page content in HTML mode by viewing the source. 

1. When you are in the Editor, Click the Source button  at the top left of the 

editor. The page content displays in HTML format. 

 

2. Make the appropriate edits to the page and click the Save button in the upper right 

of the screen. 
 

 You can switch back to WYSIWYG mode by clicking the Source button at the top 

of the editor.  
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Mode Switcher 

Overview 

The Mode Switcher is a three-way toggle that allows you to switch among Edit, Manage 

and Live View states.   

Note: By default, cmScribe starts in Edit mode. 

  

 

Edit Mode 

By default, Edit Mode (pencil icon), the first button in the Mode Switcher, is active. This 

allows you to access the green Edit, Add New Item, View Submissions, Build Form, and 

other buttons as they appear over editable content within your web pages.   

 
 
The Edit Mode includes buttons to the right of the Mode Switcher to work with pages and 

SEO options. These topics are discussed in other sections of the manual. 

Manage Mode 

Manage Mode (wrench icon) is the next button on the Mode Switcher. This allows you to 

access the underlying structure of a page in order to change Page Settings and apply 

different functions to the page layout (this is done via the Add Panel button).  

 
 
The Edit Mode includes buttons to the right of the Mode Switcher to work with Page 

Settings, Add Panels, Styles and Templates. These topics are discussed in other sections of 

the manual. 

 

Mode Switcher with Edit Mode active 
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Live Mode 

Live Mode (WWW globe icon) is the last button on the Mode Switcher. This disables 

display of all editing buttons within your web page, essentially ñcleaning up your viewò so 

you can see how the page looks live ñpublishedò outside of cmScribe.  

 
 
The Edit Mode includes buttons to the right of the Mode Switcher to work with pages and 

SEO options ï these are the same options as in Edit Mode.  

 

 

Adding Images & Documents  
 
Please note:  there are certain illegal characters that you should be careful not to include in filenames 
of files that you want to upload  to your cmScribe site .  The characters that are invalid and should be 
avoided are  < (less than), > (greater than), *(asterisk), : (colon), / (forward slash), \  (back sl ash), ? 

(question mark), ñ (double quote), +  (plus)  and | (pipe).  

Images 

In addition to text edits, you can upload images to a page by using the Image Manager 

toolset.  Only images you upload through this set of tools will be available for use on the 

website. 

1. Click the Edit button above the content. 

2. Click in the editor where the image will be placed. 

3. Click the Insert/Edit Image button  on the toolbar. The Image Properties 

window opens. 

 

Tip: 3×ÉÔÃÈÉÎÇ ÂÅÔ×ÅÅÎ %ÄÉÔ ÁÎÄ ,ÉÖÅ -ÏÄÅÓ ×ÁÓ ÃÁÌÌÅÄ ȰEnabling & Disabling Editing Modeȱ in 
older versions of cmScribe. 
 
Because the on-ÐÁÇÅ %ÄÉÔÉÎÇ ÂÕÔÔÏÎÓ ÒÅÑÕÉÒÅ ÒÏÏÍ ÔÏ ÂÅ ÄÉÓÐÌÁÙÅÄ ÁÎÄ ÁÒÅ ÉÎ ÔÈÅÍÓÅÌÖÅÓ ȰÖÉÓÕÁÌÌÙ 
ÄÉÓÔÒÁÃÔÉÎÇȱȟ  ÉÔ ÃÁÎ ÓÏÍÅÔÉÍÅÓ ÂÅ ÈÁÒÄ ÔÏ ÓÅÅ ÈÏ× ÙÏÕÒ ÅÎÔÉÒÅ ×ÅÂ ÐÁÇÅ ÌÏÏËÓ ÌÉÖÅȢ 4ÏÇÇÌÉÎÇ ÂÅÔ×ÅÅÎ 
these two modes solves that. 
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4. Click the Browse Server button, then the Upload tab.   

 

 

5. Click the green Select Files to Upload button. 

6. The Select File window displays. 
 

6. Navigate to the appropriate folder on your computer, select the image(s) and click the 

Open button.  (If you wish to upload multiple images, hold the ñControlò button while 

selecting imagesò and then click ñOpenò) 

7. The file is uploaded and you are returned to the ñBrowseò tab where your newly 

uploaded image(s) will appear first.   
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8. Click on the file Name of the image that you wish to select. 

9. The Image Library window closes and the image displays in the Image Properties box. 

 

 
 

9. In the Alternative Text field, enter a textual description of the uploaded graphic (e.g., 

ñband playingò). 

10. Click the OK button. The graphic displays on the page.   

11. Click the Save button in the upper right of the screen. The web page redisplays with the 

newly-uploaded image. 

 

 

Optional Image Properties: 

 If desired, click on the Align dropdown and select an alignment property. Align 

refers to the position of the text relative to the image. A preview (with sample text) 

appears in the Preview box. 
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 HSpace and VSpace refer to the Horizontal and Vertical ñpaddingò (i.e, white space) 

that can be added to images so the text does not butt right up against them. 

 If desired, click the Advanced tab, and in its Advisory Title field, enter the text 

that will display when a user hovers over the graphic with a mouse. 

 
 
 

 

Editing an Existing Imageôs Properties  

You can easily access the Image manager for any image that appears in your page. 

1. Click the Edit button above the content. 

2. Click on the image in the editor to select it. You may access the Image Properties 

window two ways: 

a.  Select the image as noted above, then click on the Insert/Edit Image 

button in the toolbar.  

b. Select the image as noted above, then right mouse click on it. Select Image 

Properties from the small contextual dropdown that appears over the image. 

 

Tip: Your designer can add special css classes that will fine-tune the padding and decorative look of your photo 
treatments. Those style names can be typed into the Stylesheet Classes under the Advanced tab in the Image 
Properties Manager.  
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Image Resizing:  A ñHow Toò Guide 

Before uploading photos to your website, large photos will need to be resized.  Resizing 

large photos to a smaller size ensures your web pages will load quickly for users.  There are 

many tools that you can use to achieve this and some examples are listed below. Please 

note that we are adding these tools as a courtesy and have tested them for accuracy to our 

instructions, but cannot guarantee that they will behave as described.   

 

 

Microsoft Office Picture Manager (for XP, Vista & Windows 7) 

 
If you only need to resize a few pictures it is very easy to do with Microsoft Officeôs Picture 

Manager. 

 

1. First, using Windows Explorer, navigate to the folder that contains the picture that 

you wish to resize. 

2. Right mouse click on the picture, select ñOpen Withò and then click on ñMicrosoft 

Office Picture Managerò:   

 

 
 

3. Your photo will open in the Microsoft Picture Manager program.  In the Picture 

Manager Toolbar click ñEdit Pictureò.  

4. In the ñEdit Pictureò area on the right hand side of the screen click ñChange Picture 

Sizeò and a box with ñResize Settingsò will appear.  From here you can:  

a. Choose between a few pre-defined sizes,  

b. manually enter the Height or Width, or  

c. you can shrink it based on a percentage of the original size.  Regardless of 

what you select the original dimensions (in pixels) and proposed dimensions 

(in pixels) will appear towards the bottom of the ñResizeò box. 

   

Note:  A ñpixelò is the basic unit of programmable color on a computer display 

or in a computer image.  The physical size  of a pixel can vary, and your 

screen resolution and the size of your monitor together determine the pixels 

per inch.   
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5. When you are satisfied with your selection click ñOKò.  Your newly resized picture will 

appear.   

6. If you are not happy with the appearance of your picture, you can go to the Tool Bar 

and click ñEditò and then from the ñEditò menu, select ñUndo Resizeò.  Your original 

image will return. 

7. Once you are pleased with your resize, go to ñFileò and select ñSave Asò to name 

and save your newly resized picture.  If you wish to over-write your original picture, 

simply click ñFileò and then ñSaveò. 

 

resizeimage.org  
Again, if you only need to resize one or two images, resizeimage.org is a great online 

resource that is easy to use.   In order to try it, go to http://www.resizeimage.org and 

follow the steps below: 

1. Click the ñBrowseò button on the resizeimage.org home page and browse to the 

Image (previously saved to your computer) that you wish to resize. 

2. Select the image that you wish to resize and click ñUpload Imageò. 

3. After your image has uploaded it will appear on the screen as seen below. 

 
4. From here, you can select what you want to do from the options listed on the left 

hand side.   

a. Basic Resize:  Select the Small, Medium, or Large Radio Button and your 

image on the screen will automatically conform to your selection.  This is a 

rather generic resize. 

b. Advanced Resize:  Allows you to manually resize the photo by clicking the 

photo and dragging it, in order to create a custom size.   

c. Crop:  Allows you to crop the image as a square, or manually crop to a 

custom size.   

http://www.resizeimage.org/
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5. After you are done, click ñSave Changesò and then download the revised file to your 

computer. 

Additional Online Photo Resizing Resources: 

 http://www.picresize.com/ 

 http://www.resize2mail.com/index.php 

 http://www.shrinkpictures.com 

 

Image Resizing using Picasa 

If you need to resize a large number of photos, one tool we recommend is Googleôs Picasa, 

available for Download at http://picasa.google.com.   Picasa will allow you to resize multiple 

photos at once. 

1. Download and Install Picasa.  These instructions were created with Picasa version 

3.0.0.  Future versions may behave differently. 

2. Save the photo(s) you wish to resize to a folder on your computer and make note of 

the location. 

3. Open Picasa and navigate to the folder where you just placed your photos.  Select 

the photo you wish to resize by clicking on it once.  If you wish to resize multiple 

photos at once, just hold the ñCtrlò key while clicking on each photo one at a time.  

After you have selected the photos, click the yellow ñExportò icon in the toolbar at 

the bottom of the screen.   

 
 
Note:  The photo(s) you have selected will appear in the selection box on the bottom 

left hand part of the screen. 

4. After clicking ñExportò the below window will appear.  At the top of the window, you 
will be able to set up a folder where Picasa will export your resized photos.   

http://www.picresize.com/
http://www.resize2mail.com/index.php
http://www.shrinkpictures.com/
http://picasa.google.com/
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5. Browse to where you would like your resized photos to go, and name the folder. 

6. Under ñImage Size Optionsò enter the desired pixel width.   Note:  You cannot 

select the height as Picasa will scale the height automatically. 

7.  ñImage Qualityò defaults to ñAutomaticò.  It is fine to leave it this way. 

8. Click ñOKò and your picture(s) will be exported to the folder you chose. 

 

Documents 
 
You can add documents (such as PDF, Word or Excel files) to your web page by uploading 

them and linking to them using the Link button in the editor.   

 

1. Click the Edit button above the content. 

2. Highlight the text that will be made into a document hyperlink. (i.e ñClick to download 

our print brochureò) 

3. Click the Link button  on the toolbar. The Link window displays. 



Using cmScribe v 6.1 Page 20  
 

 

4. Click the Browse Server button. The File Browser window displays. Note that it 

contains all files that have been uploaded to your site, allowing you to link to any type of 

file.   

 

 

5. Click the Upload tab. 
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6. Click the green Select Files to Upload button. 

7. The Select File window displays. 
 

8. Navigate to the appropriate folder on your computer, select the document and click the 

Open button.  (If you wish to upload multiple documents, hold the ñControlò button 

while selecting documents and then click ñOpenò) 

9. The file is uploaded and you are returned to the ñBrowseò tab where your newly 

uploaded document(s) will appear first.  

 

10. Click on the file Name of the document that you wish to select.  You will be returned to 

the ñLinkò window. 

11. From the Target tab in the Link window, select New Window from the drop list. 
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12. In the Advanced tab Advisory Title field, enter the text that will display when a user 

hovers over the linked text with the mouse. 

13. Click the OK button. 

14. Click the Save button in the upper right of the screen. The web page redisplays with the 

newly-added hyperlink to a document. 

15. As a last check , click the documentôs hyperlink on the web page to test the link to make 

sure it opens the file.  

 

Links 
 
You can link existing text to another page on your website, to an outside source, or to a 

document that you upload using the Link tool. 

Link to an Internal Page 

Follow these steps to link to another page on your website. 

 

1. Click the Edit button above the content. 

 

2. Highlight the text that will be made into a hyperlink. 

3. Click the Link button  on the toolbar. The Link window displays. 

 

4. In the Protocol dropdown, select <other> 

 

5. Enter a slash (ñ/ò) in the URL Field. 

 

Tip: It is best practice to specify that a linked document open in a new window, that way site visitors 
will always be able to get back to your website and not accidentally close their browser. This is 
accomplished using the Target tab as described in Step 11, above.  
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6. In the URL field, after the slash, enter the internal page ID number.   

There is no need to enter the http://  

 

(At the very end of every page URL in the browser's address field is a number. This is 

the cmScribe page ID number e.g., http://www.netreach.com/products/ 23 )  

 
7. Click the OK button. 

 

8. Click the Save button. 

 

Link to an External Page 

Follow these steps to link to a page or document that is not part of your website. 

 

1. Click the Edit button above the content.  

2. Highlight the text that will be made into a hyperlink. 

3. Click the Link Tool button  on the toolbar. The Link Tool window displays. 
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4. In the URL field, enter the external site that will be accessed when a user clicks the text 

hyperlink  

(e.g., www.google.com). 

5. Click on the Target tab, select New Window from the drop list. 

 

6. In the Advanced tab Advisory Title field, enter the tip that will display when a user 

hovers over the linked text with the mouse. 

7. Click the OK button. 

8. Click the Save button in the upper right of the screen. The web page redisplays with the 

newly-added hyperlink.  

9. As a last check , click the hyperlink on the web page to test to make sure it links to the 

specified URL (e.g., Google in the above example). Note that it opens in a new window. 

 

 

 

 

 

 

 

 

 

 

Tip: It is best practice to specify that an external link open in a new window, that way site visitors will 
always be able to get back to your website and not accidentally close their browser. This is 
accomplished using the Target tab as described in Step 6, above.  
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Creating Anchor Links 

Sometimes it is beneficial to create a ñJump toò link on a page. FAQ pages frequently use 

this technique. See the image below for an example. To set up the connection between the 

bulleted list of links (the Links) at the top of the page and their detailed answers below (the 

Anchors), you need an Anchor Link. 

NOTE: You must be creating anchors and links in the same content editor for these 

instructions to work. 

 

 

First: note the current pageôs ID number (At the very end of every page URL in the 

browser's address field is a number. This is the cmScribe page ID number e.g., 

http://www.netreach.com/products/ 2 3 )  

Inserting the Anchor 

1. Click the Edit button above the content. 

2. Edit your page in the WYSIWYG editor. 

3. Insert the cursor before the text to which you will link. 

4. Click the Anchor(flag) button  on the toolbar. The Link window displays. 

5. Enter a one-word, descriptive name for the anchor name. 

6. Click the OK button. 

 

An anchor  appears on the page at your cursorôs position. Now that you have set up the 
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anchor name, you must link to it using the Link Tool. 

Adding the Link 

7. Highlight the text that will become the link. 

8.  Click the Link icon. 

9. From the Link Type dropdown, select Link to anchor in the text. 

10. Under Select an Anchor, select the anchor name from the By Anchor Name box 

 

 

11. Click the OK button. 
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Removing a Link 

Use the Remove Link button  to remove all formatting related to a link, in addition to 

the actual link. 

1. Click the Edit button above the content. 

2. Select the text or object on the page that contains the hyperlink you want removed. 

3. Click the Remove Link button on the toolbar.  All formatting related to the link (blue 

color, underlining) is removed. 

OR 

4. If necessary, select the text or object and press the Delete key on the keyboard to 

remove it from the page. 

5. Click the Save button in the upper right of the screen. 

 

Inserting a Table 
 
The editorôs toolbar also includes an ñInsert/Edit Tableò button. This is useful for table-based 

information such as pricing grids. 

Click on the Table icon  and the Table Properties window will open: 

 

 

1. Enter the number of Rows and Columns you would like. 

2. By default, the Border Size is set to 1 pixel.  If you would like the Table Border to be 

thicker, increase the Border size. 

3. The dropdown next to Alignment allows you to set the table to appear to the Left, Right 

or Centered in the content area. 

4. The Caption is where you can enter a Title for your table.  It will appear above the table 

on your webpage.  

5. The Summary is where you can enter accessibility text for the table.   

Text entered here will not appear on the webpage , but is used by assistive technologies 

like screen readers.  

6. Specify Width and Height.  The ñWidthò defaults to ñpixelsò, but if you prefer, you can 

set the width to ñPercentageò (% of the content area width) using the drop down. 
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7. Cell Spacing determines how much space between cells in the table.  The higher the 

number, the more space between table cells. 

8. Cell padding is the number of pixels between the content in your cell, and the cell 

border. 

9. After you have made your selections, click OK and view your table in the editor. 

10. Now you can enter text or images in the table cells.   

If you would like to make changes to the size of the Table from the editor, you can click to 

select it, and then click, hold and drag the small squares that surround the table.   

 

 

If you would like to get back to the Table Properties window to make other changes, right 

mouse click in the table, and select ñTable Propertiesò. 

 

Click, hold and drag 
any square to resize. 
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Web Pages: Creating, Moving & Deleting 
 

cmScribe Content Manager permissions allow you to create pages and sub-pages and 

manage the sequence of pages, as well as move and delete pages. When you create a page 

you are also creating the navigation link to that page. 

Create a Page 

These instructions presume that you are starting from your siteôs ñHomeò page. 

1. In Edit or Live Modes, click the Create New Page button. The Create Page window 

appears.  

  

The column on the left is a list of navigations.  The ñHomeò nav, where your siteôs main 

content resides is automatically selected for you. 

   

The column on the right pictured below shows the pages in the siteôs Home navigation.  

Your ñNew Pageò will appear, highlighted in green, at the bottom of the list of pages. 

 

 

These are pages 
under the ñHomeò 
navigation. 
 

These are the 
navigations 
available on 

your website. 
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2. Enter the new pageôs name in the Title field. ñNew Pageò will be renamed with your new 

pageôs title. 

 

Tip: Think of Navigations as folders that group ÐÁÇÅÓ ÔÏÇÅÔÈÅÒȢ 3ÏÍÅ ȰÎÁÖÓȱ ÁÒÅ ÂÕÉÌÔ ÉÎÔÏ ÃÍ3ÃÒÉÂÅ 
(like Hidden pages) and some are created by your designer (like Home or Footer). 
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3. Move your page to the desired location.  Drag vertically to reposition the page within the 

current navigation (Home). 

 

4. Click a page to move your new page, e.g. ñContact Usò under that page as a sub-page.  A 

new column will appear.  In the example below, a new page is being added under the 

ñAboutò section.  Note :  if you accidentally click on the wrong folder, click on the Home  

folder again to start over.  

 

5. Once you have moved your page to the desired location, click the ñCreate Pageò 

button. 

  You will now be in Manage Mode. 

 

 

Adding Panels to your page: (This topic is discussed in detail on page 38).  

6. Click the ñAdd Panelò button in the cmScribe toolbar.  A list of Panel types will appear.  

If an arrow appears to the right, it indicates there are multiple panels to select from in 

that category.  The most commonly used panel types are ñContentò panel types.   
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Click on ñContentò to see additional content panels. 

 

7. All Content Panels you can add to a page will display.  To return back to the previous 

menu, click the ñAllò link. 

 
 

8. Select a Panel from the list (e.g., Basic Content). You can choose where the panel will 

be placed on the page. Available locations will appear as blue oval ñInsert Hereò buttons 

for you to select. 

 

9. Click the Insert Here button and the panel will be added to the page. If a panel has 

Configuration options, they will display when the panel is first added to the page. You 

can repeat this process to place as many panels on a page as you need. 

10. If there are multiple templat es, click the Template button. Available templates will 

display.  The template currently selected will be highlighted in green. 

 

Click a Template to select a different template.  Please note that applying a different 

template may cause your panels to change location.  If you switch templates, double 

check your panel locations before saving. 

Arrow 
indicating 
additional 
Content 
panels exist 
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11. Click the Save button at the upper right of the screen.  

12.  When you save a new page, you can return to change the page panels using the 

Manage Page button  on the toolbar  
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Managing a Page ï Page Settings 

Managing the page allows you to access the Page Settings. Here you can edit a Page Title, 

specify Navigational Text, add Meta Tags, and set the Navigation Type. 

1. On the web page toolbar, click the Manage Mode  button on the Mode Switcher. 

2. Click the ñPage Settingsò button.  The Page Settings window appears. 

 

URL 

Under URL, you can specify an optional, Search Friendly URL for the page.  Check the Set 

Url box and type in the new URL. 

Title 

By default cmScribe will use your Page Title for all three settings unless you specify 

otherwise. These settings can seem confusing, the illustration below will help explain. 

1. Page Title:  Enter new text in the ñPage Titleò field to re-name the page. This is the 

text that will automatically appear on the page if your site designer has specified it.  

2. Navigation Text:  If the ñPage Titleò and ñNavigationò should be different, check the 

box next to ñNavigation Textò to enter the text that will display in the navigation. 
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3. Title Tag:  To specify a Title Tag separate from the Page Title, check the ñTitle Tagò 

box, and enter the new text. The Title Tag is what is used by the html in the Browser 

and is important for SEO. 

  

META Tags 

1. Meta Description:  Type the page description in the Description field. 

Add a description and keywords to tell search engines more about this page. 

Anything added here will override the META tags in your Site Settings. 

2. Meta Keywords:  Type the keywords, comma separated, for the page in the Keywords 

field (no more than 10 keywords recommended). 

CSS Classes   

Your designer may have set the names of unique classes for Body Tags and Nav Items. 

Navigation Type 

Specify a Navigation method from the drop list. The default is Normal and usually does not 

have to be changed.  Options are Normal, Invisible, Other URL, Other Page and Unclickable.   

Invisible means the page will show in the Navigation bar if you are logged in as a 

Content Manager and will be invisible to everyone else. 

Other Page means the page will refer to another page on the site. 

Other URL will refer the page to an outside URL.  

Click the Save button at the upper right of the screen.  You will return to Manage Mode. 

You will need to hit the Save button again in ñManage Modeò to save your changes. 

 

 

The Title Tag is 
used in the 
html and is 
used by Search 
Engines. 

http://rs.demo.cmscribe.com/Core/~/SiteSettings?
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Moving a Page 

Move a page in the navigation at any time. Page movement is automatic Ƅ there is no save 

function or publishing for this change. You must be in Edit or Manage Mode on the Mode 

Switcher to move a page. 

1. On any page that you wish to move ð with the exception of the home page, which 

cannot be moved ð click the Move This Page button in the cmScribe toolbar. 

2. The Move Page window appears, showing your pageôs current location.  The page is 

highlighted in green with the page icon  displaying to the left of it.  

 

3. Click on a yellow folder to move the page to that location.  You can click and drag the 

page vertically to position it within the current folder.  Note:  if you accidentally click on 

the wrong folder, click on the Home folder again to start over. 

4. Once you have moved the page to the desired location, click Move Page. 

 

Deleting a Page 

CAUTION: Once you delete a page, it cannot be reinstated.  

1. From Edit or Manage Mode, click the Delete This Page button. A confirmation 

displays. 

a. The Delete This Page button will not be visible if there are sub-pages relying 

on the page you are trying to delete.  You will first need to move or delete all 

sub-pages before having access to the Delete This Page button.  

2. In the confirmation box, click the Delete this page button. The page is deleted. 
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Working with Hidden Pages 

You can create a hidden page that is not accessible via the sitesôs navigation (e.g., for direct 

marketing purposes or a thank you page for a Contact Us form).  This will allow you to 

display a page and have it only visible via the URL. 

Hiding a Page 

1. On the cmScribe toolbar in Edit or Manage Mode, click the Move This Page button. 

2. Click the Hidden folder option below Home.   

3. Click Move.  As page movement is automatic, there is no save function or publishing 

hiding a page. 

Managing a Hidden Page 

Once a hidden page is created, use the Navs option to access the page. 

1. On the cmScribe toolbar click the Admin button.  Select Navs from the drop-list. 

2. Click the Hidden link. A listing of all hidden pages display. 

 

3. Click the View link to view the hidden page and edit it's content. Click the Manage 

button to manage the hidden page. 

 

Making a Hidden Page Visible 

1. On the cmScribe toolbar click the Admin. Select Navs from the drop-list. 

2. Click the Hidden link. A listing of all hidden pages display. 

3. Click the View link to navigate to the hidden page. 

4. Click the Move This Page button to move the page to a new location (out of the Hidden 

folder). 
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Panels 

Adding a Panel 

Web pages in cmScribe contain functional/content elements called ñpanelsò.  A ñpanelò can 

consist of anything from basic content (text and images) to advanced features, like a poll or 

blog, user form or even eCommerce (Store) panels.  In order to add content to a page, you 

may first need to create a placeholder for it by inserting the correct type of panel.  When 

you add a panel, you are telling cmScribe what type of functional/content you will be adding 

to the page. 

1. Switch to Manage Mode on the Mode Switcher. 

2. Click the Add Panel button/drop list to display all panels types that you can place on a 

page.   

 

3. An Arrow  to the right of a panel type indicates there are multiple panel types 

associated with that category.  Click on it to reveal more panels that are available for 

your use: 

 

4. Select a panel from the list (e.g., Basic Content) by clicking on it. 
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5. You can indicate where the panel will be placed on the page. Available locations, based 

on the selected page layout, display a clickable ñInsert Hereò button for you to select 

as the panel location.  

 

6. Click the Insert Here button.  It will turn a different color when you mouse over an 

Insertion point. 

7. The panel will be added to the page. If a panel has Configuration options, they will 

display when the panel is first added to the page. Click the Save button if no 

configuration is needed. You can repeat this process to place as many panels on a page 

as you need. 

8. Click the Save button at the upper right of the screen.  

9. You are now able to add panel specific content to your web page. 

 

 

Move, Configure or Delete a Panel 

Once panel(s) have been added to a page you can Switch to Manage Mode on the Mode 

Switcher andé 

 

 

 

 

 

Move the Panel to a New Insertion Point:  

1.  Click the first button on the panel, blue Insert Here buttons appear on the page 

to all the other possible panel insertion points. 

2. Click the Insert Here button and the panel will be moved 

3. Click the Save button in the upper right of the main cmScribe toolbar. 

  

Configure the Panel:  

Delete Panel. Blog Panel 
deletion is disabled. 

 

Configure Panel  

Move Panel  

Panel Type and Unique Panel ID number  
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1. Click the middle button (Gear) on the panel, it highlights green. (Shown above is a 

selected/highlighted Blog panel)  

2. That panelôs configure window opens. 

3. Make any changes and click Save. 

4. Click the Save button in the upper right of the main cmScribe toolbar. 

 

Delete the Panel: 

CAUTION: When you delete a panel you also delete itôs contents and they cannot 

be reinstated.  

 

1.  Click the last button (X) on the panel, it highlights red.  

2. A warning dialog opens asking if you are sure you want to delete the panel. 

3. Click Delete to remove the panel and itôs content from the page.  

 

 

Panel ID 

Each panel that you add is given a unique Panel ID number. That number appears in light 

grey in parenthesis e.g (274) after the Panel Type name. 

 

 

 

 

Tip: 3ÏÍÅ 0ÁÎÅÌÓ ÄÏ ÎÏÔ ÁÌÌÏ× ÙÏÕ ÔÏ ÄÅÌÅÔÅ ÔÈÅÍ ÁÓ ÔÈÅÙ ÁÒÅ ÐÁÒÔ ÏÆ Á ÄÅÐÅÎÄÅÎÔ ȰÐÁÎÅÌ ÓÅÔȱȟ ÆÏÒ 
example Blogs allow for optional set up to include Author, Category, Month display etc. You would need 
to delete those panels first. 

 

Panel Type names with 
Unique Panel ID numbers: 
274 and 96 
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Panel Types 

Different types of panels allow you to insert different types of content in cmScribe.  Some of 

the more commonly used panel types are listed below. Please review ñAdding a Panelò for a 

full description of how to insert a panel onto a web page. 

 

Basic Content Panel:  A basic content panel is the most commonly used panel type.  It 

allows you to enter basic content like text, images, and documents.  In order to add a Basic 

Content Panel, click Add Panel on the cmScribe toolbar (in Manage Mode), and then click 

on Content.  All Content panels will appear.  Then, click Basic Content.   

 

Example: 

 

 

Basic List Panel:  In order to add a Basic List Panel, click Add Panel on the cmScribe 

toolbar(in Manage Mode), and then click on Content.  All Content panels will appear.  Then, 

click Basic List.  Each item in the list can consist of a ñTitleò and ñDetailò:     
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Example of Populated Basic List Item on site: 

  

 

Basic List with Detail panel:  In order to create a Basic List with Detail Panel, click Add 

Panel (in Manage Mode) and then Content.  Then, click Basic List with Detail.  A Basic 

List with Detail panel is similar to the Basic List panel.  The Basic List with Detail panel 

includes a ñteaserò that can link to additional information.  The teaser can link to either a 

detailed section you enter, or you have the option to upload a document (.pdf) that your 

teaser will link to.   

 

 

Dated News Item Panel:  The Dated News Item panel is used to add date sensitive 

content (press releases, etc.) with a consistent style.  In order to create a Dated News Item 
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Panel, click Add Panel (in Manage Mode) and then Content.  Then, click Dated News 

Item.  Dated News Item panels are covered in more detail in the cmScribe Advanced 

Features portion of this manual. 

 

Rotating Content:  A Rotating Content panel allows you to upload multiple content entries 

that will rotate in the panel at random, or on a daily, weekly, or monthly basis.  This is 

configured when you create the panel.  In order to create a Rotating Content Panel, click 

Add Panel(in Manage Mode) and then Content.  Then, click Rotating Content.  Please 

see the cmScribe Advanced Features portion of this manual for more detail regarding 

Rotating Content Panels.  

Video Panel:  A Video panel enables you to upload an .flv file to your page.  In addition to 

the .flv file, you can upload a ñpreviewò image that will display before the user plays the 

video, as well as a description.  In order to create a Video Panel, click Add Panel(in Manage 

Mode) and then Content.  Then, click Media-Video.  Please see the Rich Media portion of 

this manual for more detail regarding Video panels and the configuration options for Video 

panels. 

 

 

Audio Panel:  An Audio panel enables you to upload an .mp3 or .aac file to your page.  You 

can also customize the control bar and include an optional download link, so users can 

download your audio file.  In order to create an Audio Panel, click Add Panel(in Manage 
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Mode) and then Content.  Then, click Media-Audio.  Please see the Rich Media portion of 

this manual for more detail regarding Audio panels and configuration options for Audio 

panels. 
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Administrative Functions 
The following options are available under the Admin menu in the top right-hand area of the 

toolbar: User Settings, Friendly URLs and Navs . 

 

 

User Settings 

Access the User Setting function to review your Account Information, change your 

password and/or set your cmScribe Editor preferences. 

1. On the toolbar, mouse over the Admin Button option. Click the Users Settings link, 

the User Settings page opens. 

 

2. You may change any of the items on the page. Note any changes to your login 

information and password in a safe place. 

3. Click the Save button. 

 

Navs 

Use the Navs item to view and/or manage pages grouped under navigation ñfoldersò, for 

example Hidden pages, Home pages or Footer page sets.  Navigation categories are 

particular to each siteôs design and are set up by your web developer. 

1. On the toolbar, mouse over the Admin Button option. Click the Navs link, the Navs 

page opens. 

2. Click the appropriate link (e.g., Hidden) to display all pages under that category. You 

see a listing of all pages that belong to that category and can either view or manage any 

page. 
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Friendly URLS 

You can create a ñfriendly URLò that will send a viewer of your website to a page using an 

easy to remember page url, (e.g., www.netreach.com/pressroom). 

1. On the toolbar, mouse over the Admin Button option. Click the Friendly URLs link, 

the Friendly URLs page opens. It shows a listing of all current Friendly URLs. You may 

edit an existing URLS or add a new one. 

2. Click the Add New Friendly URL button. The Create Friendly URL window displays. 

 

3. Click the Friendly URL field and enter the new URL name. 
 

4. Click the Existing URL field and enter the existing page URL (e.g., Company/24). 

5. Click the Save button at the upper right of the screen. 

6. Click the Back button  at the upper right of the screen. 

Note: The friendly URL does not display in the pageôs title or navigation, but will display in 

the browserôs address bar. 
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Forms 
Forms may have been cre ated for your companyôs use by your web developer . This guide 

describes the mechanics of editing an existing form, such as a Contact Us form.  

Form options are configured in the form panel using the Manage Mode button on the Mode 

switcher. Form fields and elements are added and edited using the Build Form button 

located near the form on the page. 

Configuring Form Panel Options 

1. Navigate to the web page that contains your form. 

2. On the cmScribe toolbar, switch to Manage Mode on the Mode Switcher. 

3. Mouse over the center (Configure Area) of the form panel so it turns green and click to 

Configure.  

 
You may need to set or change the email address that Form Data is directed to. The Send 

Email To field (under Email Form Data) is the email address that will receive form 

submissions. The From/Reply-to field is the email address the email submission is sent 

from.  

 
You may want to redirect a user to a new page, such as a Thank You page or the Home 

Panel Configure icon 
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Page after submitting a form. Enter that new pageôs ID number in the Redirect on Submit 

field. 

4. Click the Save button on the Configuring: Form box. 

5. Click the Save button in the upper right of the screen. A confirmation displays. 

6. Click Save again to confirm. The page is saved. 

Building a Form 

There are many advanced options available when creating a form field. The minimum you 

need is described here. 

1.  Click the Build Form button on the web page near the form. (You must be 

in Edit Mode on the Mode Switcher) 

2. Click the Input Type drop list and select an input type (e.g., Text Box). 

 

 

7. The new form field will be added to the bottom of the form. To add the field between 

other fields, click the Move Here label in the blue bars that appear between form 

elements at the right (shown below). 
 

8. Add an Item Name (this is the field name in the database) and Label (this field name 

displays on the web page) for your form field. 
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9. Specify if the field is required or not required by selecting an option from the drop list 

under Validation. 

10. Pick the format for the field. Among the choices are: any character, email, and zip code. 

The information a user enters will be validated based on this format choice. 

11. Click the Add to Form button at the bottom. 

12. Click the Back button  at the upper right of the screen. 
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Viewing Form Submissions 

The View Submissions link will only display once a form submission has been made. You 

must both be logged in to your site and in Edit Mode to view this link. 

 

1. Click the View Submissions link to view user submissions to a form. The submissions 

will display on an administrative page. 

 

2. Select all or some of the check boxes next to individual submissions and click the 

Download link to download a .CSV file of the data. 

3. After download, click the Delete Submissions button to remove the submissions from 

the database. 

4. Click the Back button  at the upper right of the screen to return to the form web 

page. 
 
 

 

Rich Media 

Video Panels 

A Video panel enables you to upload an .flv file to your page.  In addition to the .flv file, you 

can upload a ñpreviewò image that will display before the user plays the video, as well as 

add a description (optional).   

1.  Switch to Manage Mode. 
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2. Click on Add Panel > Content > Media-Video 

3. Position on the page by clicking an ñInsert Hereò button. 

A configuration box will appear.  In the configuration box, you can customize your video 

settings as desired.  The size of the video, whether or not to autostart the video, the 

location/color of the control bar, and presence of a logo are all items that can be configured 

here:  

 

After saving the configuration options and returning to your page, an Add Video 

 button will appear.  Simply click the button and the below screen will appear.  

Browse to upload your .flv file, preview image, and add a description (optional): 
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After uploading your video click Save to return to your page.  Notice that the ñAdd Videoò 

button had become an Edit box, allowing you to edit the video choice, preview image, or 

description. 

Audio Panel 

An Audio panel allows you to upload audio files (.mp3 or .aac format) to your page.  The 

Audio panel is very similar to a video panel, minus a few configuration options. 

 

4.  Switch to Manage Mode. 

5. Click on Add Panel > Content > Media-Audio. 

6. Position on the page by clicking an ñInsert Hereò button. 

A configuration box will appear.  In the configuration box, you can customize how your 

audio will appear.  The width of the control bar, colors of the control bar, and whether or 

not to autostart the audio are all items that can be configured here.  You also have the 

option to include a ñdownloadò link if you wish to give users the option to download the 

audio file: 
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After saving your configuration options and returning to your page, an  Add audio button 

 will appear.  Simply click the button and the below screen will appear.  Browse 

to upload your .mp3 or .aac file, and add a description (optional): 

 

 
 

After uploading your audio file click Save in the cmScribe toolbar to return to your page.  

Notice that the ñAdd Audioò button has become an Edit box, allowing you to edit the choice 

of audio file, or description. 
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cmScribe Advanced Features 
The following features are addressed assuming the reader has familiarity using cmScribe. 

All steps are not described (i.e; navigate to the page, you must be in Edit Mode etc) 

 

Dated News Items 

A Dated News Item panel allows for date 

sensitive/recurring content (e.g., Press Releases) to be 

added with a consistent style. They include a Title, Teaser 

content, Detailed content, a date, and optional document 

upload area. 

The number of items displayed on a page can be set (the 

default is 5).  

When logged in, you can recognize a Dated News Item 

panel in two ways. One is the presence of the ñAdd New Itemò link, the other is the Pencil 

Icon next to each item, that, when clicked, opens an editor for that specific item. 
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Enter the content for your news item as follows. 

1. Click the Add New Item button. You are taken to the Content Items Details window 

shown above. 

2. Title: Enter the title of your news item 

3. Teaser: The teaser editor can be left blank. A ñmoreéò link will display below your 

teaser content and link to the detail.  If the Teaser content is left blank, the ñmoreéò 

link will display below the Title. 

4. Detail: Enter the bulk of your content in this editor.  
 

5. Date: The current date will automatically display here. If you want the date to be earlier 

or later, simply enter it here. The date must be formatted mm/dd/yyyy. 

6. Detail Document: (scroll below the date field): If, instead of textual content, you want 

to link to a document, click the Browse button and either 1) select an existing 

document from the Document Library or 2) upload a new document and select it. When 

the title or ñmoreéò link is clicked, the document will open instead of the detail page. 

 
 

 

NOTE:  If there is content in your Detail editor it will NO longer be available to visitors once 

you add a Detail document (itôs either one or the other). However, if youôd like to include a 

document with your content, you can add a linked document via the Detail Editor. 
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Polls 

Polls consist of a question and a series of possible responses 

(as shown at right). Clicking the radio button associated with a 

response selects that response and displays a "VOTE" button 

(text of the "vote" button is editable). Clicking the Vote button 

casts your vote and takes you to the Poll Results page. Any 

given poll can only be taken one time per user. As more voters 

submit their responses, updated results can be viewed by 

clicking the "Refresh results" link on the poll page. 

There are several panels associated with Polls: 

Poll Display 

Poll Result 

Poll List 

Poll Display Panel 

Configure the Poll Display by entering the cmScribe page ID number of the page where you 

have added the Poll Results. (If you have not yet added a Poll Results page you can come 

back and enter that page ID later). 

You can change the Poll submission button (Poll Vote Text) text to read something other 

than ñVoteò, which is the default. 

 

Click Save on the Configure Panel, and then click Save on the main cmScribe toolbar. 

You will now be able to Add New Poll to the page.  

Poll Results Panel 

Submitting a vote or clicking the "Refresh results" link takes you to the Poll Results page. 

On the Poll Results page the Poll question is repeated with each possible response and a 

simple bar graph indicating the percentage of votes that response has received. 
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The Poll Results panel has a "Show Count" option. Setting this option allows the actual 

number of votes cast to be displayed next to the percentage, with the total votes displayed 

at the bottom of the page.  
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Fill in the Show Count field with one of the following options: 

 0 - shows vote count all the time . This is the default.  

 [blank] - never shows vote count . You  must remove the default 0 to ñleave the 

field blankò. 

 A number other than 0 - shows the vote count only after that  number  of people 

have voted . You choose the number.  

 

Poll List Panel 

The Poll List displays all polls that are open to the public and their results (if any). 

Poll Display Panel Id - Every panel is assigned a unique Panel ID number after it is 

positioned on a page and saved. You must be in Manage Mode to see the ID. Enter the Poll 

Display Panel ID number from the poll you want to display. 

 

 
 

Show Count - Described under Poll Results, above. 

 

Pagination Type ï check the box to select a saved pagination type from the drop down. 

 

Items per page - Enter the number of poll results to display on a single page. If a number 

is entered, poll results will be paginated. 

 

 

Poll Display Panel 
w/ ID # 272 
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Editing a Poll 

These functions are available to you when logged in and display at the top of an active poll 

or Poll Display panel on the web page. 

ï Add New Poll 

ï List Polls  

ï Duplicate This Poll 

ï Edit This Poll 

Add New Poll  

Click on the Add New Poll link to access. 

 Activate this poll - Check the box to make this poll the currently displayed/active 

poll. Only one poll per panel can be the activate poll and allow voting. 

 Open to public ï Check this box to allow polls that are inactive to be displayed under 

a Poll List panel. If this item is unchecked the poll will not be accessible to site 

visitors, but it will be available to you as an editor. 

 Question ï cmScribe WYSIWYG editor allows you to format your question and include 

images, etc. 

 Date - The date does not display on the poll but is an admin feature to keep track of 

when a poll was created. Change the date to the date the poll was active. 

 Answers - Five answer text boxes to begin with. If more are needed, click the Add 

More button for five more text boxes. Empty text boxes will not affect the display of 

the poll. 
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Edit This Poll   

This option is only available if there is one active poll. It allows changes to be made to 

the currently active poll 

 Deactivate this poll - Uncheck the box to make this poll inactive. 

 Open to public ï Check this box to allow polls that are inactive to be displayed 

under a Poll List panel. If this item is unchecked the poll will not be accessible to 

site visitors, but it will be available to you as an editor. 

 

 
 

 

 Answers - Displays answers as grayed-out and uneditable if there are results for 

the poll. Poll results, number of votes, and percentage are listed 

 Clear Results - Click Clear Results to restart the poll 

 Download Results - Download the poll results as a CSV file displaying Answer 

text, Count and Percentage  
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List Polls   
 Lists active and inactive polls, date created/displayed, Total Votes, and the option 

to Activate/Deactivate, Duplicate, Add, Edit or Download the poll 

 
 

 Edit ï Click the pencil icon to edit an individual poll 

 Download ï Click the download icon  to download poll results in CSV format. 

Polls with no results will not have a download icon. 

 Deactivate/Activate ï Make a poll active or inactive poll by clicking the available 

button. 

 Duplicate ï Click this button to copy a poll. The poll will be duplicated but with a 

different date and with no votes. The poll can then be edited as needed. 

 Add New Poll ï Click to create a new poll 
 

 
 

 

Duplicate This Poll    

 This option duplicates the active poll without having to use the List Polls 

option. The active poll will be duplicated but with a different date and with no votes. New 

poll opens in the Edit Poll window.  The poll can then be edited as needed. 

 

 

 

Rotating Content  

Upload multiple content entries that display on a random (on browser refresh), daily, weekly 

or monthly basis. To add a Rotating Content panel to a page: 

1.  Switch to Manage mode. 

2. Click on Add Panel > Content > Rotating Content. 

3. Position on the page by clicking an ñInsert Hereò bar. 

Youôll encounter the following options in the Configuration for the Rotating Content Panel if 

it is fully expanded. 
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Detail Page: 

 Use Detail page ï If checked, there will be two content editors provided ï Teaser 

and Detail. Detail content will cause a ñmoreéò link to be automatically created and 

detail content will display on a separate page. 

 Display Detail Page in Popup Window ï If checked, will display detail content in 

a pop-up window. If unchecked the detail content will display on a separate, regular 

web page. 

Dimensions ï Size in pixels for the pop-up window. 400 x 500 is a pretty 

good size but can be altered depending on content 

Rotating: Set the rotation schedule  

 Chosen Randomly ï Displays new content on reload/revisit of a page chosen 

randomly from available content. If only a few text items are available it is likely 

that the same content will show several times in a row. 

 Rotated Daily ï Content will change every midnight 

 Rotated Weekly ï Content will change at midnight Sunday. 

 Rotated Monthly ï Content will change at midnight on the first of every month. 

 

 

RSS feeds 

RSS is available for daily/weekly/monthly rotating content only. It does not work for Chosen 

Randomly display and only works if there is content in the Detail content area.  

 

 

 

Tip: IMPORTANT! In order for the RSS feed to work correctly, the Use Detail page option must be 
checked. 
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Editing Rotating Content  

These functions are available to you when logged in and display at 

the top of the rotating content on the web page. 

ï Add New Item 

ï View All 

ï Export CSV  

ï Import CSV 

 

 

There are two ways to add content ï one item at a time (Add New Item) or by uploading 

multiple entries in a .CSV format (Import CSV). 

Add New Item 
1. Log in to cmScribe  

2. Navigate to the page where the rotating content displays. 

3. Click the Add New Item link. 

Enter your content 

4. In the Title field, enter a title to display above the content. Leave blank if no title is 

needed. 

5. If the Use Detail Page box is checked in the Rotating Content Panel  the Teaser box will 

display. In the Teaser field, enter content to display on the page where the panel is 

located. 

6. Enter your Detail content. If you want the teaser content to display on the Detail page, 

include it with the Detail content.   

View All 
You may want to view all your rotating content in order to find a specific entry, or to edit 

one or all of them. 

1. Log in to cmScribe  

2. Navigate to the page where the rotating content displays. 

3. Click the View All link. 

The page displays the first 20 items for viewing/editing as well as an item count (Displaying 

20 of 68). The View All link changes to View One and will remain that way until you click View 

One or log off. 

4. Navigate between pages by clicking Next Page or Previous Page at the bottom of the 

item display. 

5. Edit content as needed. You can edit multiple items and approve them all at one time. 

Export | Import CSV  
Content can be exported from and imported into the content area for ease of management of 

multiple items. 

Exporting Content 
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1. Log in to cmScribe. 

2. Navigate to the page where the rotating content displays. 

3. Click the Export CSV link. A Windows File Download dialog box displays. 

4. Click Open, Save or Cancel. Clicking Open opens the file in Microsoft Excel and clicking 

Save downloads the file to your computer. 

 

 
After exporting a file, you can make changes in any of the three columns, add and delete 

rows. You may want to save the newly edited content as content_import_[date].csv. 

 

Importing Content 

1. Log in to cmScribe. 

2. Navigate to the page where the rotating content displays. 

3. Click the Import CSV link. The Import Items page displays. 

 

 

 

Valid Fields: see the Export image above for the valid format for your csv file. At minimum 

the words Title and Detail must display in the first row of your csv file.  

4. Choose an Import Mode option: 

 Add new items, leave existing items as they are -New items will be added to 

the already existing rotating content items, e.g. if you set up daily items for the 

month of January and later wanted to add daily items for February, you would 

select this option. 
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 Delete all existing items and replace with imported items ï Use this option to 

start fresh 

5. Click the Browse button to the right of the Import CSV File field. The Choose File 

window displays. 
 

6. Navigate to the appropriate folder on your computer, select the file and click the Open 

button. It must be a csv file. If the file is incorrectly formatted (see Valid Fields above) 

the file will not upload. 

7. Click the Import button. You are returned to the web page with the rotating content. 

Click the thumbs up to approve. 
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Securing a Page 
If your website has an SSL Certificate, you will need to use the URL Param Setter panel to 

secure pages on your website. The URL Param Setter can be used on a template to make all 

the pages associated with that template secure, or it can be used on a page by page basis. 

Which pages should be secure? 

 Checkout pages (associated with the Store) 

 Form pages asking for sensitive information ï for example, if the form is asking for a 

social security number or credit card information 

 Log in pages ï although not strictly  necessary, some sites require a higher level of 

login security 

 

1. To secure a page , log in to cmScribe. 

2. Navigate to the page that is to be secured. 

3. Click on Manage Page. 

4. Click on Add Panel Ą Template / Page Building Ą Framework 

5. Select URL Param Setter. 

6. Insert at the top of the insertion area. 

7. Enter secure into the Parameter to add box. 

8. Enter true into the Value to add box. 

9. Click the Save button at the upper right of the screen. 
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Special Navigation Types 
There are five types of navigation that can be applied to a page: 

- Normal navigation means the page can be seen in the Navigation bar and is accessible. 

- Invisible means the page will show in the Navigation bar only if you are logged in as a 

Content Manager and will be invisible to everyone else. 

- Other URL will refer the page to an outside URL. 

- Other Page means the page will refer to another page on the site. 

- Unclickable means it will appear in the navigation but will not be clickable. 

- If your website is multi-language capable it may also have Guise List available. 

By default, all pages are Normal unless the navigation type is changed. To change a 

navigation type: 

1. Click on Switch to Manage Mode, and then click the Page Settings button. The 

Special Navigation dropdown displays in the bottom right hand area of the Page Settings 

window. 

 

2. Click the dropdown arrow and select the desired navigation type. 

 

Invisible Pages 

1. To make a page  invisible ( display in the navigation but only for 

logged - in Admins ) , select Invisible in the drop down list and 

Save the page. 

Once a page is invisible, the navigation will display with 

double-brackets around the page name: [[New Page]] and will not 

be visible to people who are not logged in as Administrators. In 

addition, all sub-pages of that page are automatically made 

invisible. 
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Other Pages 

Sometimes a page exists under one navigation but you would like to also have it display in a 

second navigation as well. This often is the case with pages in the footer repeating the 

pages that display in the main and top navigations. 

1. To create a page in a navigation that refers to another page on the site: log in to 

cmScribe. 

2. Click the Create New-Page button and navigate to the place you would like the link to 

display. 

3. Give the page a Title, and click Create Page. 

4. Click the Page Settings button. 

5. Under Navigation Type in the bottom right hand area of the Page Settings window, 

select Other Page from the dropdown. A text box will display for the Page ID. 

6. Enter the page ID number of page you want to refer to, or navigate to the page using 

the green page picker. 

7. Click the Save button. 

 

A navigation link is set up and this new page will refer to the page that you specified. A 

small pencil icon displays next to link that indicates a special navigation type is in effect. 

 

 

 

 

Tip: IMPORTANT! To manage this page you MUST click the small pencil icon, you CANNOT click this 
ÔÙÐÅ ÏÆ ÓÐÅÃÉÁÌ ÐÁÇÅȭÓ ÎÁÖÉÇÁÔÉÏÎ ÌÉÎË directly as you will be taken to the other page on the site that this 
page is being referred to. 
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Other URL 

Other URL works like Other Page but links to a page 

on a website site outside the current site. 

Enter the entire link, including the http://, then 

Save. 

 

 

 

 

 

 

 

<head> Content 
Occasionally it will be necessary to add HTML code into the header area of a web page. This 

is helpful when adding a Flash file or Google Analytics urchin tracker to your website. 

cmScribe has a panel called <head> Content that does just that (note: sites do not have 

this by default ï ask your cmScribe representative for this panel ): 

 

1. Click on Manage this Page. 

2. Click the Add Panel drop list to display all panels you can place on a page. 

3. Select the Header HTML panel from the list. 

4. Click the Insert Here label on the blue bar. It does not matter where on the page you 

put this panel. 

5. The panel will be added to the page and will be open to the Configuration display.  
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6. Paste the code into the text box. 

7. Click the Done button on the Configuration display. 

8. Click the Save button in the cmScribe toolbar. 

Multi-language Capable Websites 
 
Your developer can build your site to be multi-language capable. You will need to be aware 

of the Guise settings used in Panel Configuration and Page Settings. 

Panel Configuration 

Your developer can build your site to be multi-language capable. If it is, you will need to be 

aware of Incarnation Policy settings for your panels. 

 

Incarnation Policy is a fancy way of describing the panelôs ability to be aware of other 

languages or not. If the panel is ñFixedò it cannot be mutable to display other languages, if 

it is ñGuiseò aware it will be able to display any language possible for your site, (ñtake on 

any Guiseò). 

Fixed: the panel will display the same content, regardless of language. 

Guise Based: the panel will display the specific content added to it under that particular 

language. 

 

Page Settings 

Your developer can build your site to be multi-language capable. If it is, you will need to be 

aware of Navigation Type > Guise List in your Page Settings. 

1. Create New Page or Manage an existing one and click the Page Settings button. 
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2. On the Page Setting window under Navigation Type 

select Guise List. 

The page is now multi-language aware.  

 

 

 

 

 

Search Engine Management (SEM) Tools 
 
There are many on and off page elements that affect Search Optimization. A full discussion 

of SEO tactics is outside of the scope of this document. However, cmScribe affords several 

on-page tools that will aid in your efforts and the cmScribe codebase is compliant with the 

WCAG and is therefore easily indexed by Search bots.  

 

Here we will reference specific tools: 

 

Page Settings  

META Tags 

1. Click Switch to Manage Mode on the cmScribe toolbar. 

2. Click the Page Settings button. 

3. The Meta Tags Description and Keywords fields appear in the bottom left hand area of 

the Page Settings window. 
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Enter a description in the Description text area. This should be the sentence that briefly 

describes the main content of the page. Although you are able to add up to 1,000 

characters, it should be limited to less than 255 characters. Search Engines use this text to 

display with their returned organic results. 

Enter up to 10 keywords, separated by commas, in the Keyword area. You should only add 

important keywords that also display in the content of the page. Whenever the page content 

changes check your keywords to ensure they are still relevant and change as needed. 

 

Title Tag 

1. Click Switch to Manage Mode on the cmScribe toolbar. 

2. Click the Page Settings button. 

3. The Title area allows you to apply a TITLE tag to the page. Check the box in front of 

TITLE Tag and enter your page title. 

 

 

 

URL 

1. Click Switch to Manage Mode on the cmScribe toolbar. 

2. Click the Page Settings button. 

3. The URL area allows you to apply a Search Friendly ñcleanò URL to the page. 

You may also access the same controls through Edit and Live View modes under the Url 

(for SEO) button. 
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1. Click Switch to Edit Mode on the cmScribe toolbar. 

2. Click the Url (for SEO) button. 

3. The Set Page Url displays (above). 

4. Click the Url: (Click to change) link. 

5. Type in your new Url. 

6. Click Set URL 
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HTML  Tags 

The WYSIWY Editor allows you to easily set heading, bold and link tags. 

 

 

Accessibility 

 

Image Properties allow for the inclusion of accessibility text, also referred to as the ñalt 

tagò in html. Your site administrator can require that all uploaded images MUST include 

accessibility text on a site-wide basis. 

 

Forms include the form ñLabelò attribute for all fields, rendering them fully compliant with 

Section 508. 

 

 

  


