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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
companyo0s c@oBtent Mbnagement 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.

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

The Login Process

Launch your Internet Browser from the Windows desktop or from the Start menu.

2. In the Address field at the top of the screen, Typeyour websit éi6.s URL
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 Z/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.

User Mame:

Username:

Password: Password:
O remember Login

Forgot your password?

| |Remember Login

Forgot your password?
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After Logging in Successfullyée

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.

Log out

Link
cmScribe uses the QWERTY Standard . ; : cmScribe Toolbar:
Mer 127 peem e norSHel Il i N1 v ¢ M : When you are logged

in to the site every
page will have the
main cmScribe
toolbar

An Edit button
above content.

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.

Mouse over the Admin button in the upper right corner of the cmScribe toolbar.
Select User Settings from the menu.

Your Account Information will appear on the left hand side of the screen.
Enter your new Passwor dox.n the APasswordo

Re-enter your Password inthei Confi rm Passwordo box.

o v kA W N =

Click Save. Your password is now changed.
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User Settings

Account Information

First Name John
Last Name Doe
* Username * jDoe@netreach.com

Email jDoe@netreach.com
Required only if changing password.

Password: ssssssssssss

Confirm Password:

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:

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.

Click the Send Reset Email button.
You wi l|l receive an e mai Clickwiherdntoaeskt yolur pagsawords.ay s

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.

LEADMIN ~  Jane Smith Logout [HECRY

Content ltem Details

Version: | 2/3/2011 11:44:09 AM by Jane Smith (approved by same) ¥
Button
Detail: | _ ) ‘ .\ _
! El souce [S B @ W 48 gk = = @
X2 HE(E = = = 9 G & M & A~
Version : T 8
Control w € |: Styles | 7| Fomat Normal v 4]

cmScribe is a flexible, feature-rich content management system that currently supports individuals, organizations, and
companies to easily build and maintain highly-dynamic websites. Coded on the .NET 4.0 platform and programmatically
compliant with W3C and Section 508 of the Americans with Disabilities Act, cmScribe is also truly Search Engine
Friendly!

100% Browser-based
WY SIWYG editing tools
Advanced form builder
E-commerce

Blogging

Build custom web apps

Learn Mare »

body p
Y

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.
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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

Changes have been made...

&) Discard Yiew Current Version

) Approy

Tip: cmScribeallows you the ability to revert back to a previously saved versioeaitent, in the event
that you are unhappy with your changes. Simply click t&dit button above the content and select a
date-stamped version from th&ersion dropdown list at the top of the page and click ti&avebutton.
Approve to publish live.

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:

pRrove

=
L

= Click the Approve link to approve edited changes and make them visible
on the current live site.

2. S/ Discard cjick the Discard link to reject edited changes and return to the current

content.
3. Miew Current Version click the View Current Version link to leave changes pending
and return to the current |l ive versionds 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.

Changes have been made...

Yiewe Pending Yersion

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).
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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.

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:
E R W

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

removing all fonts and formats. The third, Paste from
sceneso Word formatting but | eaves al dlidispand givesi t al i ¢c s,
you options to remove Font and Style definitions. ALWAYS use the Paste from Word

button.

"
5. Click the Paste from Word button *'ﬂ A pop-up box appears with instructions for
pasting. After pasting your content into the box, Click OK.

Paste X

Because of your browser security settings, the editor is not able to
access your clipboard data directly. You are required to paste it again in
this window.

Please paste inside the following box using the keyboard (Ctrl/Cmd+¥)
and hit OK

1. One
2. Two
3. Three

I oK | I Cancel

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 anyonet hat has used MS Word, or Outlo
toolbar buttons are similar in nature and provide functionality for adding text, formatting

text and inserting graphics and links.

i ElSouce [Q || B 3 @ @@ | & & 2k

]
i
i
%
Bis
b

JAi
[l

8 1 [@~ % x| (E]

@ OB E & O | Stles v | Format v =]

1. One
2. Two

3. Three

body ol li u
A

E] Lock this content in source mode (for all users)

Brief descriptions of important tools include:

[ .
] Paste From Word described on page 8

B Image Manager described on page 12
& Document and Link Manager described on pages 19 and 22 respectively

7 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

Styles * | Format g
CSS Style: If special formats have been created for your site, for example a text
color or Afootnotedo style you will be able to apply
drop menu.
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Predefined Format: Selectf r om t his drop menu to apply
blocks of copy. Especially good for formatting headlines and sub-heads.

=l Seuee source: Click this icon to toggle between WYSIWYG and HTML code modes.

O 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.
Version
1/20/2011 12:53:40 PM v

Detail
[ El Soutcei [ ]
<gl>
<li>
<em>one</emn></ 1i>
<li>
<strongrtwo</strong></lix
<li>
<urthree</u></1li>
</ol>
Z)

[:] Lock this cortent in source mode (for all users)

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

Bk fnuce You can switch back to WYSIWYG mode by clicking the Source button at the top
of the editor.

t

he
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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.

oyl Sl | Create Move 1 Url
@m _ "F New Page | !* This Page B (for SEO)

Mode Switcher with Edit Mode active

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).

= | B Pace Settings | [ Add Panel | [l Styles | [Jil Template

You are currently in Manage Mode

Manage Page-

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

di splay of all editing buttons within your web

you can see how the page looks live i pu b | i sutsidé of cmScribe.

- OEN
>

(_t. -"" '@ Create !. Move B ‘Url :

& New Page | ™ This Page

You are currently in Live Mode

The Edit Mode includes buttons to the right of the Mode Switcher to work with pages and
SEO options i these are the same options as in Edit Mode.

Tip:3xEOAEET ¢ AAOxAAT %A E CeEndbiing& Didatshiy EditingiMode 6in A O
older versions of ci&ribe.

Becausethe o ACA WAEOET ¢ AOO
,,,,,,,,,,, : 16

AEOOOAAOGEI Coh EO AAI
these two modes solves that.

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 mar k), @+ (pds whdl|@pejpuot e)

ITO OANOEOA oOiii O1 A
0T I AOET A0 AA EAOA O1 Of

page,

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.

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 B on the toolbar. The Image Properties
window opens.
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Image Properties &3
‘J Image Info ILmkUd,ﬁocmnenLotEmailfAddmssl.Adv&ncedl

URL
[

Altemative Text

widh [ Preview
; _ & @ Lorem ipsum dolor sit amet, consectetuer A
Height | | adipiscing elit. Maecenas feugiat consequat

diam. Maecenas metus. Vivamus diam purus,
cursus a, commodo non, facilisis vitae, nulla.
Hasder Aenean dictum lacinia tortor. Nune iaculis,

L nibh non iaculis aliquam, orci felis euismod
HSpace [ | neque, sed ornare massa mauris sed velit.
Vs = - Nulla pretium mi et risus. Fusce mi pede,

AR L 1 tempor id, cursus ac, ullamcorper nec, enim.
Align ¢<notsets v Sed tortor. Curabitur molestie. Duis velit
——— augue, condimentum at, ultrices a, luctus ut, ¥

I OK I | Cancel I

4. Click the Browse Server button, then the Upload tab.

) Media Library: images - Mozilla Firefox

L] https/{demo.temp10.netreach.com(Core{MediajUploadPop. aspxtype=Imagetpath=inages .7 |
Media L Wmages

Brows Import

ﬁ@ ‘Select Files to Upload

Done #* ™M

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

Openbutton. (I'f you wish to upload multiple images, hol
selecting imageso and then click fiOpeno)
7. The file is uploaded and you are returned to the

uploaded image(s) will appear first.
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) Mozilla Firefox

hetp: fdeno tenp 10 retreach o CoreMadsiUicloacPop, asp ity e 0 albacke R OHS FOXEckor FOOmageliol

Media Library: images

Brorus a3 o
search Clear Search

plowg Ont

y 816010 1237 40 PM

. mahaosy 75809

Sadubd BN1R00 11 2741 AN John Doe
cortroom S

g 4 BN12M0 112741 AN oy Mshoney

EYCS IS ERNTT]
s BA1R000 11 2741 AN Jobn Dos

phane 15000
. 24 BE1GO0 11 27 41 AN e ey
Previvey Doiste v

[T owe F¥m

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.

Image Properties (X
| g it [ Lk AL D e, o Ervd Ak | Aarwnd |

URL T
75 el M inage s Band T 2eeSE TL IS ES R 113 | B Sevar |

Absinave Ted
bard pleyg

Wiln 652

Heght 370 o0
Border

Hipwcw

VSpace

Al Lak v

L ak lL .m:ﬂ. l

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

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:

o 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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e HSpace and VSpacer ef er to the Horizontal and Vertical
that can be added to images so the text does not butt right up against them.

o 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.

Tip: Your designer can add special css classes that wilk-fime the padding and decorative look of your photo
treatments. Those style names can be typed into $tesheet Classesinder theAdvancedtab in thelmage
Properties Manager.

Image Properties %]
| Image Info | Link Ui, Document, or Emai Address | Advanced
Id Language Direction  Language Code

| <not set> ¥

Long Description URL
Stylesheet Classes Advisory Title

Style . i
width: 462px; height: 370px; float: left;

Editing an Existing Imageb ®roperties
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. L3 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.

@9 A= &0 Styles | Format

0

THERE ARE
APPROXIMATELY

BRANDS
OF CMS ON THE MARKET

HOW TO CHOOSE?

k

Pl S ] .
Aln

i 5 Paste

5 ‘

1 o | v i
‘7|:3 Image Properties 7
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Image Resizing: A fiHow Too 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

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

If you only need to resize a

Manager.

few pictures i

described.

i s

very

easy

to do

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

2. Ri ght mouse click on
Office Picture Managero:
™ trainingdistrict4. PG S8KE IPGFile 10/23f2008 1
trainingdistri s =caeg  IPG File 10/23f2008 1
photothumb,  TTeview 53 DataBase File 10{27/2008 1
Bcapture-l .CE Ed!t w!l:h ImageReady 3 Camtasia Recorder ... 12/10/2008 3
-_QForJingTechS Edit with Photoshop 3 MSInfo Document 12102008 3
EDatednewst|  OPE" 3 Microsoft Office Exc... 1/7/2009 1:3
M Fulscreencqd UPloadto'Web Albums.., 3 JPGFile 1/26/2009 2:
"é]pharmacyLisl Ed.'t 3 Microsoft Office Exc.., 1/29/2009 11
£ FINALNCAL PNt 5 Adobe Acrobat Doc...  2{18/2009 3:
L!gkhatb:ig cms = Convert to Adobe PDF 3 Rich Text Format 4/8/2009 11:
iﬂ]cmScribe Pre ® Combine in Adobe Acrobat.., 3 Microsoft Office Po...  4/8/2009 1:4
@]cms.docx "3 Microsoft Office Wo... 4/9/2009 2.5
lj—ﬂBlank_Preser EditPlus B hlicyseal £k OEFica Do ANU2O00.21E,
'~$PasteFror ™ Picasa Photo Viewer
@sxl. docx send To » &4 Windows Picture and Fax Viewer
@Hpscreenshc ‘7 Paint
‘& Default.rdp Copy @ Firefox
[ty Sharing P Create Shorteut & adobe Photoshap €S
Delete (&3 Microsoft Office PowerPoint
Rename ¥ ImageReady
Properties

Choose Program...

| ¢

®Ogen Withdc t aurr de ,dlidk eeml fiRlictosatt

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

Manager
4, IntheA Edi t
and a

Sizeod

T o o | bdatrPictureoc k
Pi ca anthe dgighd haed side of the screen click fiChange Picture
b Resize Sething$o

fi

wi ||

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

Note: A
or in a computer image. The physical size

pi xel s)

wi ||

appear

adFpomehare you can:

t owar ds

t he

A p i ixteelbasic unit of programmable color on a computer display
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 wi®OKDO.yourrousre Ineecwtliyo mr ecsliizcekd

appear.
6. If you are not happy with the appearance of your picture, you can go to the Tool Bar
and clIEditok alnd t hen Edito mme he, i YUadodResized . Your origin.

image will return.

7. Once you are pleased wi tFiledy caunrd rséshiezban figoo naomef
and save your newly resized picture. If you wish to over-write your original picture,
si mply Hled ckndi Saved. i

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. Cl i c k Btohveedfi butt on on the resizeimage.org home page

Image (previously saved to your computer) that you wish to resize.
2. Select the image that you WUplead Imaged esi ze and cl i ck
3. After your image has uploaded it will appear on the screen as seen below.

rec7olmeItie -

Resize your image
Eismall OMedium Olarge O Original

Want a custom size? Try our advanced editor

Options

Start over
Basic resize
Advanced resize

Crop

Current Image
Width: 509
Height: 339
Download Image

Email This Image
File size: 1.2 MB

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.
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http://www.resizeimage.org/

5. After you ar e SdwiChangesbi akhdfit hen donevidedfiato ydure
computer.

Additional Online Photo Resizing Resources:

e http://www.picresize.com/
e http://www.resize2mail.com/index.php
e http://www.shrinkpictures.com

Image Resizing using Picasa

I f you need to resize a |l arge number of photos, one t o
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, jrusot kheoyl dwhtihlee ficGti cki ng on each pho
After you have selected theExXporadt oisc,onc liinc kt hteh et oyoell bl ao
the bottom of the screen.

T 004 ROG00 A S0wE0 i

' 9 ¢ b
— o |
.\ - BogGroR=

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 AExporto the below window will appea
will be able to set up a folder where Picasa will export your resized photos.
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Export to Folder @

Location of exported folder:

My PicturesiSample Pictures|

Name of exported folder:
Sample Pictures

Image Size Cplions:
() Use Original Size
() Resize to;
00 | pixels )
Image Quality:
Augtomatic v | Preserves original image quality

Export movies usng:

[T1add a watermark:

T I

5. Browse to where you would like your resized photos to go, and name the folder.
6. Un d e kmaige Size Optionso enter the desired pixel width. Note: You cannot
select the height as Picasa will scale the height automatically.
7. fAlmage Qualityd defaults to fiAutomati co. It is fine to
8. Cl i ©Ko fia n dur picbure(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.

Click the Edit button above the content.

2. Highlightt he text that will be made i nt Glickhtodownloagient hype
our print brochureo )

3. Click the Link button & on the toolbar. The Link window displays.
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| Link Info | f%:ggt'-l.;&dymced I

Link Url, Document, or Email Addre£d

Link Type. :
| URL v
Protocal URL

| hitp:// v L

Browse Server

[ o

Cancel I

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.

} Nozdils Firelox

| et [ terg 0. ratr each comy D A e LB FOEdtw 2O el it
Media Library: images <
g" : ' v = BIA0010 1427 43 AN e
B LTI T TR )
A BYLCOID V3740 AN e Cxn
y Lfon TS
W BN 1Q0N0 9127 4) AN v Mty
B S701414500
L) B0 2T AN Jooe e
' theme T
BNNQ0N0 152043 AN v Mabwevey a
E Dn’ * (‘"1
5. Click the Upload tab.
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) Media Library: images - Mozilla Firefox

CEX

Media Library: images

“Upload

Browse Import

g h;tp:b'demo.templD.rjnetreach.com!Core,{Mgdia,fpplpadep.aspx?type=Imagg&p§th=im§ges ];_j?

P 'Select Files to Upload

Done

# ™M

Click the green Select Files to Upload button.

The Select File window displays.

Openbutton. (I f you wish to

whil e selecting

9. The file is uploaded and you areretur ned
uploaded document(s) will appear first.
) Mozilla Firefox

Pr Name Upload Date

AL o s 811112010 12:41:43 PM

band_3.ipg
81172010 12:37:40 PM
y Preview Delete

/s
{+
g
fim_mahoney 75.ipg
o Preview Delete
4 | 52
g

8M1/2010 11:27:41 AM

confroom_75.ipa

S 81172010 11:27:41 AM

57634 145.ip¢

Preview Delete

=

81172010 11:27:41 AM

t

mul tiple

and then click

o the fABrowsebo0

John Doe

John Doe

John Doe

Jim Mahoney

John Doe

v

= Done

Navigate to the appropriate folder on your computer, select the document and click the
upl oad
document s

document s,
AiOpenod)

tab wher e

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

the ALIinkod window.

11. From the Target tab in the Link window, select New Window from the drop list.
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Link Url, Document, or Email Addre&d
| Link Info-l Target | Advancedl

Target Frame Name

<nat set>
<frame>
popup window>
lew Window [ blank!
Topmost Window [_top)
Same Window [_self)

£

[ Status Bar
[ Toolbar
LI Ful Sereen (IE)

Parent Window [_parent] | Dependent [Netscape)
‘Wwidth Left Position
Height | Top Position [
I 0K | | Cancel I

12.1In 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.Asalastcheck , c¢click the documentdés hyperlink on the web p

Tip: Itis 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.

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 sl ashURLfFeld) in the
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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/

[ tink tnfo [ Terget | Advanced |

Link Url, Document, or Email Addre¢d

Link Type

URL ¥
Protocal URL
<other> v 3323

I 0K I I Cancel

7. Click the OK button.

8. Click the Save button.

23)

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.

Link Url, Document, or Email Addre{d
_| Link Info | Target | Advanced |

Link Type
| URL L]

Protocal URL
hitp:#/ wwws.google. con

Browse Server

[ 0K | | Cancel | I
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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.

Link Url, Document, or Email Addre£d
| Link Info | T arget | Advanced |

Target Target Frame Name.
i <not set> iv
<not set>
<frame> &
{popup window>
i [ Status Bar
Topmost Window [_top) [ Toolbar
Same Window _sell CIFulScreen ()
Parent Window [_parent) i3 Dependent [Netscape)
Width Left Position |
Height | Top Pasition | i
| 0K | | Cancel | [

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.

Click the OK button.

Click the Save button in the upper right of the screen. The web page redisplays with the
newly-added hyperlink.

9. Asalastcheck , 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 wi
always be able to get back to your website and not accidentally close their browser. This is
accomplished using the Target tab as describedstep 6, above.
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Creating Anchor Links

Someti mes it is beneficial to

create

a

iJump

too |

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.

o wrhy should I choose EdReach.info?
« What makes EdReach.info different from other CRM swsterns on the market?
« what is the benefit to hawing the school & district database?

Why should I choose EdReach.info?

As an organization targeting the education market, you should choose EdReach
because it is the only CRM system specifically designed by educational marketers,
for educational marketers, with your particular needs in mind. With EdReach, you can
streamline your marketing, sales and outreach processes; identify new sales and
rmarketing opportunities; and analyze your sales and rmarketing initiatives easily and
efficiently,

What makes EdReach.info different from other CRM systems on the
market?

EdReach is already custornized for the education market with an underlying
demographic database of 14,000 U.S. K-12 school districts and 130,000 schoal
buildings from .5, Departrent of Education’s Mational Center for Educational

Statistics, Your prospects, custorners and orders are all linked to appropriate schools

First:not e the current p@pteedeayehddf every pdge 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)

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.

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

Click the OK button.

15 a flexible, feature-rich content mana

1 Anchor Properties

Anchor Name
top

e o 0o 0 0o o

An anchor
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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. Q 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

Link Url, Document, or Email Addre£d

Link Info | Advariced |

Link Type
| Link to anchor in the text v |

Select an Anchor
(Byﬁmchor Name  ByElement!d

| top o~ | ¥

| 0K || Cancel I

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.

Click the Edit button above the content.

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

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 editorods t ool bainsextfEglibTaibn celou codaikistisousefdl for table-based
information such as pricing grids.

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

Table Properties
Rows: |3 | width: (200 |[pixels v
Columns: |2 | Height: A | piels

Border size: 1”_ - Cell spacing: ;1_

Alignment: | <Not set> W Cell padding: |1

Caption: ' This is a Practice Table

Summary: fThis is a Practice Table

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 fAdWifdatuhlot s t o fApixelso, but i

set the width to APercentageod (% of the content
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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.

100% Browser-based
WHYSIWYG editing tools
Advanced form builder
E-commerce

Blogging

Build custom web apps

Learn More =

—

Click, hold and drag
any square to resize.

Tl
Lr

— 1L —17
—
[}

If you would like to get back to the Table Properties window to make other changes, right
mouse click in the Table Pmperdesd. sel ect 0

——
l !

7k Paste
Cell 3
Row 2
Column »
Delete Table A
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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 vy
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. Thefi Home o, nwhere your siteds
content resides is automatically selected for you.
The column on the right pictured below shows the pages in the s i t Ednee navigation.
Your fANew Rid gppear, highlighted in green, at the bottom of the list of pages.

Titte

Home ’ About
Hidden ‘' Blog
Photos
Calendar

Store

These are pages
under the fHo
navigation.

Store Admin ’ New Page

These are the
navigations
available on

your website. Cancel
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Tip: Think of Navigations as folders that grolp ACA O O CAOEAO8 3711 A
(like Hidden pages) and some are created by your designer (like Home or Footer).

i ! | |

gy Paraw } Catendm

] 2

2. Enter the new page¢elitkefnarma .i M Ntelwe Pageo

pagebds title.
Trde: Contact Us
10 CRpURIUn the page within the turrent Toldar Choh o folder to move tie page to that location
. Hom= ’ .. About »
& Midden ’ s Blog »
L, Utility ’ . Phatos ’
L. Site Info ’ , Calendar 4
4 Store ’ Ly Stoee ’
. Stoee Admin ’ Contact Us b
Create Page Cancel
Using cmScribe v 6.1 Page 30
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3. Move your page to the desired location. Drag vertically to reposition the page within the
current navigation (Home).

e

Title: ‘?Contact Us|

Drag to reposition the page within the current folder, Click a folder to mowve the page to that location

L.y Home 4 |, About »

. Hidden ’ Contact Us T r

. Utility ’ |, Blog ’

.. Site Info ’ .. Photos »

.. Store 4 ., Calendar »

|, Store Admin 4 .. Store 4
v

4. Click a page to move your new page, e.g.iCont act Usd unaeasub-page. Apage
new column will appear. In the example below, a new page is being added under the
i Ab o wecthon. Note : if you accidentally click on the wrong folder, click on the Home
folder again to start over.

rate Contact U4
( o ) I
Home ' About ’ Cantact Us ’
Hidden ’ Blog
Utdity ' Photos
Site Info ’ Calendar
Store ’ Store

y Store Admm ’

5. Once you have moved your pagetothe desi red | oc atGreate Pagddi ck t he
button.

You will now be in Manage Mode.

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

6. Cl i c k AddhRandlo btontin 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 commonl y usedCgnaen®l ptaynpds tarpe sii
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Click on iContentd t o addéienal content panels.

@d’m e 3 ane B Template
| Arrow

Content ; indicating
additional
Form Content
iFrame panels exist
7. All Content Panels you can add to a page will display. To return back to the previous
menu, click the AAI'l 0 | i nk.

Basic Content

Basic List

Basic Listwith Detail
Blog

Dated Mews Items
List of Links

Photo Callery
Random Images
Rotating Content

iFrame

8. Select a Panel from the list (e.g., Basic Content). You can choose where the panel will
be placed on the page. Available locationswi | | appear as blue oval fdAlnser
for you to select.

| = Insert Here

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

When you save a new page, you can return to change the page panels using the
Manage Page button (7] on the toolbar
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Managing a Page i 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 ﬂ button on the Mode Switcher.
2. Cl i c k Pageesetiiingsd b ut fTlenPage Settings window appears.

Page Sethngs @ & Cancel
« URL JCSS Classes
[ setnt
Doy 1oy chass:
Titie N ean chass)
Page Title .
— c Navigation Type
|f'r.'||r~"'.' 3 ]
2k
I 4 {Nomal w
META Tags
Descrption
Piae actier s hef)
Keaywol ds
chaactors beft

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: Ent er new t ePadge Titl@o tfh ee | Athamedherpage. This is the
text that will automatically appear on the page if your site designer has specified it.

2. NavigationText: | f t he fiPage Titled and fANavigationo shou
b ox nexNavigaboniTextdo t o &hettextrthat will display in the navigation.

Using cmScribe v 6.1 Page 34 ",. NetReach



3. Title Tag: To specify a Title Tagseparate from the Page Title, chec
box, and enter the new text. The Title Tag is what is used by the html in the Browser
and is important for SEO.

Tive
@ Page Tite
Phaoto Gallery

¥ Navigaton Text

Photos

< TITLE Tag

[ My Big Photo Gallery

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

c/atylad<titied

Ny Big Phora Gallery cnScribe Deamo

C/ 2>< /head>
C
Qh Big Photo Galler,j emScribe Demo - Mozilla Firefox

<ing arc="../../Core/Imagesa/loader.gift™ all:"'“.:l::

</4aiv>

<form mathod=*posc" action="" jde*sspnetforn*>

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 hitthe Savebutt on again in fiManage Modedo to save Yy
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Moving a Page

Move a page in the navigation at any time. Page movement is automatic b 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 8 with the exception of the home page, which
cannot be moved & click the Move This Page button in the cmScribe toolbar.

2. The Move Page window appears, showi ngThgpageis pageds cur
highlighted in green with the page icon displaying to the left of it.

Move Page

Drag to reposition the page within the current folder. Click a folder to move the page to that location
. Home 4 . About 4 | Contact Us 4
_, Hidden ’ ., Blog 4
. Utility ’ . Photos 4
_. Site Info » _. Calendar ’
. Store ’ . Store 4
. Store Admin ’

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

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.

Hidden Nav

Course Builder - Detail ‘view | I

Course Builder - Pages ' Manage

Course Builder - Test view | Manage

Course Parent Page * Manage

Course Materials Yiew | Manage

View Larger View | Manage
|
| Manage

Nancy Test Page Manage

Email A Friend ‘iew

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 calledfipanel s 0. A fipanel o
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.

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.

Form
iFrame

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:

=3 m Template

Page: Contact Us

BasiciContent (1 77) Rotating Content

“Basic Content

Basic List

Basic List with Detail
Blog

Dated News ltems
List of Links

Photo Callery

Random Itmages

ahe sa v iFrame

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 filnsert Here6 b u tforyaou 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.

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

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 (Apnda

Move Panel

Configure Panel

Content’ Insertion Point from
K
O T P

-

Delete Panel. Blog Panel
deletion is disabled.

Panel Type and Unique Panel ID number

Move the Panel to a New Insertion Point:

1. E 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:
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O Rotating Content (274)

1. Click the middle button (Gear) on the panel, it highlights green. (Shown above is a
selected/highlighted Blog panel)

2. That panel 6s configure window opens.
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 itbés conf
be reinstated.

Tip:3T T A 0ATAT O AT 1106 Ail1i1x uid O AAI AOGA OEA
example Blogs allow for optional set up to incluéeithor, Category, Month display etc. You would neec
to delete those panels first.

~
1. j 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 Deletet o remove the panel and ités content from the

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.

Content’ Insertion Peint from

[& #fposscononc | ]

e #fosco—~ -

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. Pl ease review fAiAdding a Pa
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

Basic Listwith Detail
Elog

Custom Content
Dated News Itermns
List of Links
Media - Audio
Media - Video
Photo Gallery
Random Images
Rotating Content

Content Filters

iFrame

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 iteminthelistcanconsi st of a ATitleodo and ADetail o0:
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Content tem Details o Laxn t

Verses: |BZ170101 6151 Fid w
e yom 1 in Basc Ust

Dot )

07Uk e XTR LAk doe =g

mad Noows

Thea =2 1ha Fiest Bem 0 the Base List

Example of Populated Basic List Item on site:

{Z "\"12’&
-“ ‘\. \ ».

Welcome

Y

Thank you for your interest in cmScribe content
management systerm, please call us at
215.283.2300 if you have questions.

ftem 1 in Basic List

This is the First Item in the Basic List

Item 2 in Basic List

This is the second item in the Basic List,

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 fiteasero that can link to additi onaal
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

nf or mi
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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.

News

NeaRoach web deveiopmunt lwchonlogy helgs Packway Councd Fosndatico promots Phladeiphia’s
Parkyoy district 0s o destination

A new webtste mabes 4 savier for cty Jesdects and out of town wstors alke 1o get uplo-dat= inbrrstion on
what's happeting with this s eins an0 cdtiml muonons dong Fhidadeptig 5 Baniamn Frankim Padowiy
Deogned ty NetReach, a piok wnE wab develcpment and sotware company

rwn boreay g 1S an eogagmg ot that prowdes mt overvew of whees tu 9o antd what 4o

300, win dalads on each membss of the Parowsy Councd Foundation

Boead moee

Hetfieach Provides Expedise at the COC

On June 2. 2009 3 the COC in Alanta, Ceanga the Cantivs for Dizsase Control ang Fravention {COC) and the
National Center for imury Prevention and Cantral (NCPC) comenod  group of expects on fre educabon
sducation, commuNCations and rezoans

BAEL s

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 upl oad play bgfareethe usar playis tha g e
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.

"j | | @0:00 00:00 l:l:l -l

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

t hat
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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.

i > | n l 00:00 00:00 | -l J [ll:l'x,v'nll'n||:|;3|‘_j
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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 .

,,2 User Seftings 7 Navs

"o, Friendly URLs 4 Email Errors

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.

User Settings - SSamenl,
Account iInformation Defaul Editor: - Use Site Dafaul (currently FCKadtor - Wysiwyg Mode) - «
Source Editor: - Use S#s Default {currently FCKaditor - Source Moda only) -~ «
First Name Jane
Last Name Doe
* Username *  [Doa@netreach.com
Emall |[Dos@netreach com
Regeres anly if crangng nassword
Fassword: sesssssssses

Confirm Password;

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 i f ol d éor s o
example Hidden pages, Home pages or Footer page sets. Navigation categories are
particular to each sitedsyalewebdavelgpard are set up by

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 Afriendly URLO that will send a v
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.

Create New Friendly URL

Friendly URL: http:/demo.temp10.netreach.com/

This is the text-based URL that you will create to help vistors get to your page

Examples:
hittp: fidemo temp1 0.netreach.comdpr

http: #fdemo temp1 O.netreach . comiromo

Redirect: [ Redirectto destination
Existing URL: http:#fdemo.temp10.netreach. com/

This is the actual URL of the existing page on your site that you vvant to direct visitors to using the Friendly URL you created

Examples:

http: ffidemo temp

http: Hdemo tempd 0.netreach comfporomosi 32

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

6. Click the Back button & %5

Note: The friendly URL does not display inthep ag e 6 s tnavighten,dut will display in
the browserdés address bar.

at the upper right of the screen.
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Forms
Forms may have been cre

your

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

¢ o mpauawely deelopers e This guide

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.

| % Basic content (177

|Emurm (178)

Configure Form (178)

Main® Insertion Point from Two Column

Panel Configure icon

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

Tﬁ —— = Rl
Coatgure Form m Py —
Y. Save Form Data Submma Bwmion
, . e
¥ Save User miormaten i bgped & Brows=e
Nezece eonmtrg satrmaser Next Bution
Lelas valuss NOre (F Evass Subres iy e
AW 340§ FoUTEREN SulrTAsets Browse
¥ Emas Form Data Previcas Buton
m
Send Lt Toc Browse
Clear Butron
From / Reghy-t
i
Browss
Sutyect
DIty cotrem dats ¥ ihe Dotom of P lorm
Sond Emal NOUSCATION 0n Submssion
Diaptay pantadie foom on submi
Resrect oo Submi
' ' reCaptcha Thame —MNo CAPTCHA ~ «
[
o ]

You may want to redirect a user to a new page, such as a Thank You page or the Home
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Page after submitting a form. Ent er t hat new pageds RedireotiomBubmiti n
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).

Build Form

Input Type Page1 Add Form Page

......................................................................

Label
Text Box
Password Box Name
Multi-Line Text Box
Check Box

Check Box List
Radio Button List
Drop Down List Email *
List Box

Custom Layout
Course SKU Picker
Course Objectives

E] Phone

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 nhame in the database) and Label (this field hame
displays on the web page) for your form field.
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Build Form
Item Name {required)
the database and the submission report.
Does not display in the form
Label

Email

Default Value

Field width Max Length

px

(# of characters)

Element CSS Class

v

Tab index

Validation

'Not_P\equired N
Format:
Any Character

Error Message

@ ‘Add to Form & Cancel

Email Used to identify the field in

=9 Move Here

First Name *

=9 Move Here

Last Name *

=9 Move Here

Phone *

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

Using cmScribe v 6.1

| € Back

at the upper right of the screen.

Page 49

"’ NetReach



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.

i N

Last Noses

P

|- Svomat |

1. Click the View Submissions link to view user submissions to a form. The submissions
will display on an administrative page.

Delete All

%

Select All

First Name Last Name Phone Submission Date

@) Tom Srmith B10.555.7797 812312010

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.

| ¢ Back |

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 fipreviewd i mage that will display before |
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 a n Ifsert Hered ubton.

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:

Contgurs Madia - Vules @ & Cammm

Wi 1

L] Start plryng sutomaticaly

Buttos Length

Heigle

Control bae posimion

*/ Botton Crvey Dont show control bee

Control hae color

conText colos

Rollover cobet

Splash screan color

Logo:

Browze

1= Saww & Cancnl

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

i 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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Add Video File

Video

Browse | Clear

(Allowed format: .fh)

Preview Image

Browse | Clear

Description:

After uploading your video click Savet o return to your page. Noti ce

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. Kl Switch to Manage Mode.
5. Click on Add Panel > Content > Media-Audio.
6. Positionon t he page by lodertdHerea gubtenn i

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 Adownloado |link if you wish

audio file:
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. Condigaun e Modii - Ao m < (ance|

Wil L) Start playing mtomaticaly

Bugtfor Longth

Controd e cobor
lcon Text cobor

Rolloves colot

] Sromw Downdoed Link

Download Link Text
‘ovmlaa

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):

Add Audio File

Audio

| [ Browse ] Clear

(Allowed formats: .mp3 and .3ac)

Description: |

After uploading your audio file click Save in the cmScribe toolbar to return to your page.
Notice thatt he fAudido b ut tobecomaan 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 ltems

A Dated News Item panel allows for date

'@ Add New ltem

sensitive/recurring content (e.g., Press Releases) to be & Export CSV | 4 Impott CSY
added with a consistent style. They include a Title, Teaser
content, Detailed content, a date, and optional document &) 3HT2010
upload area. NetReach web deve
Philadelphia’s Parkway
The number of items displayed on a page can be set (the T . ——
default is 5). : A :
what's happening with the m

When logged in, you can recognize a Dated News Item
panel in two ways. One is the presencotherdadthaPercil i Add New

Icon next to each item, that, when clicked, opens an editor for that specific item.

sontent ham Delads

Datait %! Soun a 3 NN 2

Date: anp20t0

",. NetReach’
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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

Teaser: The teaser editor can be left blank. Aimoreéo | ink will display be
teaser content and link to the detail. I f the Teaser content is |left b
link will display below the Title.

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

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 fAmoreéd | i nk ilsgpeninsteald efdhe dethilppagtkocument wi

Date: 1012010

Detail Document:

Browse | Clear

Created on 10/1/2010

NOTE: If there is content in your Detail editor it will NO longer be available to visitors once
you add a Detail document (itldewevéheri bnegoodédthieket he
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 | Pgl|
response selects that response and displays a "VOTE" button
(text of the "vote" button is editable). Clicking the Vote button How often do you do laundry?
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 O
submit their responses, updated results can be viewed by Every day

clicking the "Refresh results" link on the poll page. O Every other day

O once aweek
B1vihen | run out of socks

Poll Display

Poll R_eSU|t Refresh results
Poll List

There are several panels associated with Polls:

Poll Display Panel

Configure the Poll Display by entering the cnScribe 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 AVoteo, which is the defaul t.
—
Configuiy Prll Dispiey B oo

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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How often do you use a positive thinking approach in your daily life?

1 - Mever

[ BN

2 - Rarely

. )

3- Sometimes

I - ()

4 - Often
I - 1 11)
a-Yery Often

I - - 50

Total wotes: 291
Refresh results

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.

| | Configure Poll Resuit

Display Settings
Show vote count if more than [ people have voted.
Leave blank fo never display the court
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Fill in the Show Count field with one of the following options:

¢ O - shows vote count all the time . This is the default.

e [blank] - never shows votecount .You must remove the default
field blanko.

e A number other than O - 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.

Caontent’ Insertion Sl

& | % oot nicnid —  ——— PollDisplay Panel
| @ pomefent——"""" | wiouor

|4 & Biog (56)

Show Count - Described under Poll Results, above.
Pagination Type i 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.

| | Configure Poll List

Display Settings
Poll Display Panel ID
1]

Show vote count if more than people have voted.

Leave blank to never display the count

Use Pagination

Pagination Type ftems Per Page

Defeut ¥
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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.

i Add New Poll
T List Polls
T Duplicate This Poll uﬂj List Pols _;_; Duplicate this poll
i Edit This Poll @
Add New Poll

&
Click on the Add New Poll St Blink to access.

o 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.

o Open to public i 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.

o Question i cmScribe WYSIWYG editor allows you to format your question and include
images, etc.

o 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.

o 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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Add New Poll

[V Activate this poll
Open to public:
Question: | =] 5ouce oY ] PAREE - | ] £ &3 28 S 0,

B I U & x x[[E] EE e s UMV EeEEQ)
| Stle] |~ Fomat |Normal -

[}
il
1]
]

[ Stayin source mode
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Edit This Poll

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

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

o Open to public i 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.

This poll is currently active.
[ peactivate this poll

Open to public:

o 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

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

text, Count and Percentage

Answers

3 | I o 15

| e
|
|

| I o 25
| I - )

Total Wotes: 53
Clear Results | Download Results
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List Polls

il List Polls | jsts active and inactive polls, date created/displayed, Total Votes, and the option
to Activate/Deactivate, Duplicate, Add, Edit or Download the poll

o Edit i Click the pencil icon to edit an individual poll

o Download i Click the download icon @ to download poll results in CSV format.
Polls with no results will not have a download icon.

o Deactivate/Activate i Make a poll active or inactive poll by clicking the available
button.

. Duplicate i 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.

o Add New Poll i Click to create a new poll

Active Poll

Date

Total Votes

% 022007 28 [ Descivate |
How often do you do laundry? ea. —
9

& Add New Poll

Other Polls

Date Total Votes

% 10722007 O

How often do you do cook?

Cuplicate

Duplicate This Poll

- buelicate thizpoll 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 pagmBrsebtHered i m&i ng an

Youdl |l encounter the foll owi ngfordipetRotatmg CantenttPanel ifConf i gur
it is fully expanded.
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| | Configure Rotating Content 4 Cancel

Detail Page: Use Detail Page Selects whether item detail will be displayed on a separate page.

Display Detail Page in Popup Window
Dimensions: 400 13%/500

Rotating: o
P @ chosen Randomly

O Rotated Daily
O Rotated Weekly

O Rotated Monthly

Incarnation Policy: [Fixed vl
m A¢: C.mcel»
Detail Page:
o Use Detail page i If checked, there will be two content editors provided i Teaser
and Detail. Det ai | content will cause a fAmoreéo
detail content will display on a separate page.
o Display Detail Page in Popup Window i 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 i 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

o Chosen Randomly i 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.

o Rotated Daily i Content will change every midnight

. Rotated Weekly i Content will change at midnight Sunday.

. Rotated Monthly i 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.

& Export CSV | # Import CSV
i Add New Item 2 wie
i View All () Daily Tip
_'_ Export CSV Vehicle storage - Drain the coal
I Import CSV rust-inhihiting antifreeze

maore..

There are two ways to add content i 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 ltem 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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Log in to cmScribe.
Navigate to the page where the rotating content displays.

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

D W N R

Click Open, Save or Cancel. Clicking Open opens the file in Microsoft Excel and clicking
Save downloads the file to your computer.

A B & D
Title Teaser Detail
Title1  <p>Thisisteaser text 1</p> <p>This is detail text 1</p>
Title 2 <p>This is teaser text 2</p> <p>This is detail text 2</p>
Title3  <p>Thisis teaser text 3</p> <p>This is detail text 3</p>

Ny s W N e

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.

Import Content ltems

Valid Fields: Title, Detail

(st appearas headings in first line of CSV)

Import Mode: ® add newitems, leave existing item

as they are

L Delete all existing items and replace with

Import CSV File:

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:

e 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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e Delete all existing items and replace with imported items i 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?
e Checkout pages (associated with the Store)
o Form pages asking for sensitive information i for example, if the form is asking for a
social security number or credit card information
e Log in pages i although not strictly necessary, some sites require a higher level of
login security
1. Tosecure apage , login to cmScribe.
2. Navigate to the page that is to be secured.
3. Click on Manage Page.
4. Click on Add Panel A Template / Page Building A 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.
_| Configure URL Param Setter

Parameter to add

secure

Value to add

true
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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.

~ Navigation Type

Set the navigation behavior.

Invisible

Other URL
Other Page
Unclickahle

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

Invisible Pages
1. Tomake a page invisible ( display in the navigation but only for Thought Leadership

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

Once a page is invisible, the navigation will display with EERE SEVCICE
double-brackets around the page name: [[New Page]] and will not [MWhite Papers]]
be visible to people who are not logged in as Administrators. In -
addition, all sub-pages of that page are automatically made [[Technical Ahemos]]

invisible. [[In the Press]]
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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.

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

Give the page a Title, and click Create Page.
Click the Page Settings button.

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.

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

Click the Save button.
T Navigation Type
Set the navigation behavior.

| Other Page v

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.

# Home | # Ahout Ls | &' Qualifications

Tip: IMPORTANTTo manage this page you MUST click the small pencil icon, you CANNOT click thi
OUPA 1T &£ OPAAEAI dbektlyg dsddh wil hetaked b & dthler phg& dnkhe 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. -~ Navigation Type

Enter the entire link, including the http://, then Set the navigation behavior
Save.

e L

Other URL % |URL:
http:fAwww.google.com

<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 T ask your cmScribe representative for this panel ):

|| Configure <head> Content

HTML Content for <head><head>

<script sro=" https://ssl.google-analytics.com/urchin.js"
type="text/]ja cript'>
uacct = "UL

urchinTracker () ;
ARRAARARNASI AT AN

</script>

HTML content added here will be inserted into the <head=</head= of this pagetemplate. Make sure you close all STYLE and SCRIPT tags.

Click on Manage this Page.
Click the Add Panel drop list to display all panels you can place on a page.
Select the Header HTML panel from the list.

DR W N B~

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.

| | Configure Basic Content | € Cancel

| & Cancel |

Incarnation Policy is a fancy way of describingthepanel 6 s abeiaward of other

|l anguages or not. I f the panel is fAFixedod it cannot be
it is AGuised aware itawyll abguabgetepoessdbbkel Agr your si
any Guiseo).

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.

- Navigation Type

Set the navigation behavior.

Normal |

Invisible
Other URL
Other Page
Unclickable

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.

<» META Tags

iption and keywords to tell search engines more about this page. Anything added
rricde the META tags in yvour Site Settings

Addac
here will o

Description

MetReach is a full-service professional weh design and development company
providing advanced web and yweh application development services hased
outside of Philadelphia, PA.

characters left | 27;

Keywords
Comma separated

;rveb design, design and build websites, weh-hased applications, web application 1
development, content management systems, internet strategic consulting

characters left | 151
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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.

Title
Page Title
| Blog [ aliow HTML
[
| allow HTML
TITLE Tag

I MyKeywordRichBlogPageTitle [ allow HTML

C

RL

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 |

You may also access the same controls through Edit and Live View modes under the Url
(for SEO) button.
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Set Page Url

Page: Who's Using cm5Scribe? (68)
Parameters: None

Url: http:/ v emseribe.com/ About/'Who-s-Using-cmSeribe /68, (Click to change)

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

Set Page Url

Page: Who's Using cm5cribe? (68)
Parameters: None

Url:http: woww.cmscribe.com;  Findie

Default: http:/ fwww.cmscribe.com,/ About/ Who-s-Using-cmScribe/ 63, (Reset to default)

S R

Using cmScribe v 6.1 Page 74 'z‘ NetReach®



HTML Tags

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

Detail:
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own information without any special programming skills:

Accessibility

Image Properties
J Image Info | Advanced |

URL

/Site Data/images/howtochoos fe844dFfeclbch/howto< | Browse/Upload

Accessibility Teat

There are apprax. 300 brands of CMS on the market. How to choose?

0

Preview
| Width 241 -
o
! Height 252 ¢ =
| Border 0 THERE ARE
| HSpace APPROKIMATELY
° BRANDS
VSpace OF CMS ON THE MARKET
Align -
HOW TO CHOOSE?
Image Propertiesal | ow for the nc
tago in html Your site admi
accessibility text on a site-wide basis.
Formsi nclude the form fAlLabel
Section 508.
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