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Introduction

TheCont ent Aut hor 6s Co ok boatenkauthoss thd iefsratjam e d
they need so that they can use Sitecore CMS to perform their day to day work. This
cookbook is primarily aimed at introducing new content authors with limited computer
skills to the tools that Sitecore contains. However, the procedures described in this
document will also be beneficial for more experienced and technically skilled content
authors who are unfamiliar with the tools that Sitecore contains.

Content authors must be able to update existing content on their corporate Web site
or intranet as well as create new material. This cookbook explains how to perform
both these tasks with the two editing tools that Sitecore contains & the Page Editor
and the Content Editor 8 and demonstrates how to edit existing items and create
new items with both of these tools. The cookbook also introduces some of the more
advanced features and functionality that Sitecore contains.

This Content Aut horé6s Cookbook contains

1 Chapter 18 Introduction

t

t

This chapter is a description of the content, aims, and the intended audience of this

manual.

1 Chapter 28 Sitecore
An introduction to some basic Sitecore functionality including item locking and
formatting.

1 Chapter 38 Managing Content in the Page Editor
Step by step instructions for using the Page Editor to create and edit content.

1 Chapter 48 Managing Content in the Content Editor
Step by step instructions for using the Content Editor to create and edit content.

1 Chapter 58 The Rich Text Editor

Step by step instructions for creating several versions of the same item as well as

creating different language versions of the same item.

1 Chapter 6 The Media Library
Step by step instructions for using the Media Library.

1 Chapter 70 RSS Feeds
Step by step instructions for creating RSS feeds.

1 Chapter 80 Workflows for Content Editors
Step by step instructions for creating and using workflows.

1 Chapter 90 Customizing the Interface
Step by step instructions for publishing content on your Web site.

@ Sitecore

(o]

he
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Sitecore

This chapter introduces some of the basic Sitecore functionality. This chapter
explains how to log in, how item locking works, and describes how roles affect the
functionality that is available to you in Sitecore CMS.

This chapter contains the following section:
1 Logging In
1 Roles and Functionality
1 Item Locking

1 Formatting

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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2.1 Logging In
You must log in to Sitecore before you can edit any of the content on a Web site.
To log in to Sitecore:

1. Enter Sitecore after the name of your Web site, for example
http://www.mywebsite.net/sitecore and the Log in page appears:

Q) sitecore

License Holder: Sitecors

welcome to Sitecore License I0: 2010115034447
Sitecore.NET 6.2.0 (rev. 101105)
User name:
Password:

["IRemember me
Login
Forgot Your Password Change Password Browser Notes

‘You are using Internet Explorer 7,

Options Sitecore supports all user interfaces for

this browser.

Visit www.sitecore.net

2. Select the task you want to perform, enter your user name, password, and click Log in to log
in and start editing the Web site.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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3. Alternatively, click Options to see the other options that are available.

@ sitecore’ |

License Holder: Sitecore Ukraine

welcome to Sitecore License ID: 20101115034447

Sitecore NET 6.2.0 {rev. 101105)
User name:
Password:

[“IRemember me

Lagin
Forgot Your Password  Change Password Browser Notes
You are using Internet Explorer 7.
Options Sitecore supports all user interfaces for

User Interface: this browser.

% Desktop ﬂ Content Editor @ Page Editor

User Interface Language:
Default -

Close Options

s

Visit www.sitecore.net

4. Select the user interface that you want to use, enter your user hame, password, and click Log
in to log in and start editing the website.

Note
In this manual, we use the Sitecore Training Sample Site as our demonstration site.

Configuring Sitecore on Internet Explorer

If you have any problems configuring your Sitecore client on Internet Explorer, see the Internet
Explorer Configuration Reference at
http://sdn.sitecore.net/reference/Sitecore%206/IE%20Configuration%20Reference.aspx.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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2.2 Roles and Functionality

Sitecore contains tools that are suited to both experienced and inexperienced content authors. The
Content Editor is the editing tool for experienced users. However, depending on the roles you have
been assigned, the functionality that is available to you may differ from the functionality described in
this guide.

For example, a user who has been assigned one set of roles may see the following ribbon in the
Content Editor:

| 83 About Us Section

3] Contact Section

Whereas a user who has been assigned another set of roles may see much more functionality in the
Content Editor ribbon:

Navigate Review Publish

| & About Us Section

|23 Contact Section
Insert T

Furthermore, when you log in to the Sitecore Desktop, the set of applications shown in the Sitecore
menu also depends on the roles that have been assigned to you. The following images show the
Sitecore menu for two users who have been assigned a different set of roles:

Wehb Site Developer

sitecore pill

Content Editor Page Editor
Manage your content. 5
==| Media Library
Maintain media content. m Debug
Developer Center
Create new functionality. 4‘; Carousel
ﬁ Template Manager g] Recyde Bin

Lonnie L

sitecoreljonnie
a Content Editor @ Page Editor

Manage your content.
Preview
= | Media Library

Bl Maintain media content. ]
s carousel
Create new templates.

gi Recyde Bin G search

% Search @ Waorkbox

T Workbox Control Panel

ContrlPanel B | \E] Development Tools »
Alapplcations [ [P reporsng Toos anappications [ [P eporsng Tosk

¥\ LogOff i\ LogOFf
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2.3 Item Locking

Sitecore uses item locking to ensure thatt wo

di fferent

@ Sitecore

users

canodt edi

time. If two or more users somehow managed to edit the same item simultaneously, only the changes
that were made by the user who clicked Save last will be available. All the other changes will be lost.

Item locking is a system whereby you lock the item you are editing and prevent other users from
editing this item until you unlock it again after you have finished editing the item.

Item locking works differently depending on the tools that you are using.

1 Inthe Page Editor, you can lock an item before you start to edit it.

1 In the Content Editor, you must lock an item before you can edit it.

2.3.1 Item Locking in the Page Editor

In the Page Editor, the way that item locking works depends on the access rights that you have been

assigned.

Minimal Page Editor

If you only have access to the Minimal Page Editor, you do not have access to the ribbon and cannot

manually lock an item before you edit it.

In this case, Sitecore checks whether an item is locked or not when you save it. If the item is not
locked your changes are saved. If the item has already been locked by another user, you receive a
message informing you that the item has been locked by another user and your changes cannot be

implemented.

Limited or Full Page Editor

If you have access to the Limited Page Editor or the Full Page Editor, you can edit an item directly on
the page without locking it. When you save the item, Sitecore locks it for you. If the item has already
been locked by another user, you receive a message informing you that the item has been locked by

another user.

Alternatively, you can click Lock or Edit to manually lock the current item before editing it.

Save Save & Close Close Ribbon

Page Editor Praww

L% 9

Insert Delete Lock My Items (0) Workbox

Log Off

» Home » People ¢ | & Go (B Edit

When an item has been locked by you, it is noted in the My Items command.

Save Save & Close Close Ribbon

T

Page Editor | Preview

B 4% FERES

Insert Delete | Lock | My Items (2) | Workbox

®

Log Off

I
b Home b People » | & Go [ Edit

In the previous image, the user has locked two items.

When you have finished editing the item, you must remember to unlock it so that other users can edit
it if they need to.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
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Unlocking Items

You must remember to unlock items that you have locked.

To unlock an item, select the item and click Edit or Lock

If you have locked and edited numerous items, you can easily lose track of them all.

To see which items are still locked by you, in the Edit group, click My ltems:

A sitecore -- Webpage Dialog, @

m My Items
Views the items that are locked by you.

Name
Home fsitecorecontent/Home
Middle-Teaser fsitecore/content/Home /Standard-ItemsTeasers/Middle-Teaser

Page 1 of 1 (2items)

Unlock All

Close

The My Items dialog box lists all of the items that you have locked.

To unlock one or more items select them and click Unlock. To unlock all the items, click Unlock All.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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2.4 Formatting

In Sitecore, the formatting of the content that is displayed on a Web site is generally controlled by the
style sheets that have been defined for the Web site by the administrators, designers, programmers,
and so on.

This means that as a content author you do not have to worry about how the material you are
responsible for is presented to the reader and can concentrate on the quality of the material.

You can of course influence the style by making some text bold or italic and so on. Furthermore if you
know how to write HTML, you can edit the code and thereby influence the way that the content is
presented. In general you can concentrate on the material that is presented and ignore the way that it
is formatted.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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Managing Content in the Page Editor

@ Sitecore

This chapter introduces the Page Editor and the functionality it contains. It contains
detailed descriptions of how to edit an existing item including how to edit simple text
fields and rich text fields. There is a description of how to manage images in the Page
Editor. There are also detailed instructions on how to create new items.

This chapter contains the following sections:

f
f

The Page Editor
Editing an Item in the Page Editor
Creating a New Item in the Page Editor

Deleting Content

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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3.1 The Page Editor

Content authors are generally focused on the quality and accuracy of the material displayed on the
Web site and not on the design, style, and layout of the site. For this reason most content authors
prefer to work in a program that is designed to meet their needs and not those of the developers and
designers who create the Web sites.

With this mind, Sitecore CMS allows content authors to edit and create items directly on the Web
page with the Page Editor. The Page Editor is the simplest of the editing tools that Sitecore contains.
It is designed for inexperienced content editors who edit and write content items directly on the page.
Itis a WYSIWYG editor (what you see is what you get) and limits the amount of functionality that is
presented to the user.

When you log in to the Page Editor, the functionality that is available to you can vary depending on
the security roles that you have been assigned and the customizations that have been carried out on
Web site you are accessing.

When you log in to the Page Editor, two buttons are displayed at the top of the Web page:

Edit Log Off

YourSite.net

You can then navigate to the page that you want to edit and click Edit to open the Page Editor in edit
mode.

The functionality that you have access to in the Page Editor can vary greatly. As a minimum you can
expect to see some buttons at the top of the Web page:

Save Save &Close Clase Insert Delete

F?_

YourSite.net

If you have been given more access rights, you might be able to use a ribbon of commands. The
ribbon you are presented with could look something like this:

Save Save & Close Close Ribbon

Page Editor | Preview || Insert Delete Lock My Items (0) Workbox || Log Off
Browser | | Ec Log O

» Home b | © Go [ Edit

This ribbon contains all the functionality available in the previous screenshot plus a little more.

When you are editing an item, you can click Ribbon to temporarily hide the ribbon and give yourself
some more space to work with or have a less confusing layout. Click Ribbon again to display the
ribbon.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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If you have been given full access to the all the functionality contained in the Page Editor, you will be
able to use all the commands in this ribbon:

- ,,|
LogOfF

Save Save & Close Close Ribbon

Page Editor Home Publish Versions Presentation View

Page Editor

Preview Debug || Insert Delete Lock My Items (0) Workbox

» Home ¢ | &% Go [ Edit

This ribbon consists of six tabs each with its own collection of commands.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.
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3.2 Editing an Item in the Page Editor

As mentioned earlier, the Page Editor is the simplest of the editing tools that Sitecore contains and
has been designed for content editors who want to do their editing directly on the page.

The Page Editor is a WYSIWYG editor that allows you to see the changes that you make directly on
the page. This makes it easier for inexperienced users to control the changes that they make to the
content items they are responsible for.

In the Page Editor, you can edit:

1 Simple text fields, date fields, and so on d fields that you edit on the page and have no extra
functionality associated with them.

Rich text fields & fields that you edit in the Rich Text Editor.
Word fields & fields that you edit in Microsoft Word.

Media items & any kind of graphical item or sound file.

Note
In all of the procedures described in this manual, we use the Sitecore Training Sample Site as the
demonstration Web site.

3.2.1 Editing a Simple Text Field
To edit a simple text field:
1. Log on to the Page Editor.
2. When the Page Editor opens it displays two buttons:

Edit Log Off

YourSite.net

Navigate to the item that you want to edit.
Click Edit to start editing the item.

In the item, select a simple text field that you want to edit.

Q Edit this site '@ Help site ‘¥ print "8 sitemap

Use this space to create a

slogan or eye catching
text.

Edit the text directly on the page. The text field automatically expands to fit the text you enter.

7. When you are finished editing the text, you can start editing another text block or click Save to
save the changes, Save & Close to save the changes and exit editing mode, or Close to close
the item and exit editing mode without saving the changes.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
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3.2.2  Editing a Rich Text Field
A rich text field gives you more control over how the text appears on the Web page.
To edit a rich text field:

1. Select arich text field and Sitecore displays some extra options.

Depending on your installation, the options can vary from

Audrey a User with mormal Audrey a User with normal
authoring authoring
features. features.

Denny d  User with page Denny d User with page
designing designing
features. features.

Admin b User with access to Admin b User with access to
all features. all features.

= Edit Text |mEdtTet BT U2 =
e O R N
-

to
You can either edit the text directly on the page or in the Rich Text Editor.

2. When you edit a rich text field directly on the page, you can not only edit the text but may also
be able to format it. You can make the text bold, italic, and underlined.

You can also insert a link or an image into the item.

Inserting a Link

Toinsert a link into a rich text field:

1. Click the link button < to open the Insert a Link dialog box.

A sitecore - Webpage Dialog, @
Insert a Link

= celect the item or media that you want to areate a link to.

Internal Link | Media Items
& dfy Content !

jome
#) sample

& @ Help

& ) Meta-Data
& ) settings

2. Inthe Insert a Link dialog box, expand the content tree and select the item that you want to
create a link to.

3. Click Link to create the link.
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4. If the item that you want to link to is an image or media file, click the Media Items tab.

A sitecore - Webpage Dialog,
Insert a Link
Select the item or media that you want to create a link to.

“Internal Link | Media Items
B &) Media Library

i Files

& ) images

Upload

5. Expand the content tree and select the media item that you want to link to.

6. Click Link to create the link.

Inserting an Image

To insert an image into the rich text field you are editing:

1. Click the Insert Image button &l o open the Insert Media Item dialog box.

A sitecore - Webpage Dialog,

= Insert Media Ttem
B8] vou can insert 3 media item here.

i Files

i) Images .rlj

Images

Name: ‘ ‘

l Upload ” Edit ] [ Insert ” Cancel ]

2. Expand the content tree and select the image or media item that you want to insert.

As you can see you can also insert other types of media into the item. These could be
animations, film clips, sound files, and so on.

3. Click Insert to insert the image into the rich text field.

Uploading an Image or File

If the media file, that you want to create a link to, is not available in the media library, you must upload
it to the media library.
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To upload an image or file to the media library:

1. Inthe Page Editor, click the Insert Image button =

A sitecore - Webpage Dialog,
= Insert Media Ttem
‘fou can insert a media item here.

i) Images

Name: ‘

[ wpoads [ Eat | [

2.

2 Sitecore -- Webpage Dialog,

Upload a File
Select a file. When done dick the Upload button.

Filename:

Cancel

3. Inthe Upload a File dialog box, click Browse to locate the file you want to use. When you
select the file, it is automatically uploaded to the Sitecore Media Library.

When the media file is available in the Media Library, you can create a link to it or use it to illustrate
your Web site.

3.2.3 Editing a Rich Text Field in the Rich Text Editor

You can also edit rich text fields in the Rich Text Editor.

1. Select the rich text field that you want to edit:

Audrey a User with normal
authoring
features.

Denny d User with page
designing
features.

Admin b User with access to
all features.

medtTet B J U D &
e e e s
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2. Click Edit Text to open the text in the Rich Text Editor:

A Sitecore -- Webpage Dialog,
8 @220 500000

When you dlick the @ Edit this Site link, you are requested to enter 2 username and a password.
The starter kit includes seme predefined users that demenstrate various levels of functienality.

Choose one of the following:

User PassDescription

Minnie | m User with minimal authoring features.
Lonnie | | User with limited authoring features.
Audrey: a User with normal authoring features.
Denny | d User with page designing features.
Admin | b User with access to all features.

@Daslgn :_]HTML Accept ” Reject
P==

3. You can now edit the item in this window.
The Rich Text Editor gives you access to more functionality. You can:
1 Insert and delete links to other parts of the Web site and to external Web sites.
1 Insert pictures or other media items.
1 Insert symbols into the text
1 Paste text from Microsoft Word into the item.

If you prefer, you can use Microsoft Word to write the text you want to use in the item
and paste it into the Rich Text Editor.

1 Find and replace text in the item.

4. When you are finished editing the item in the Rich Text Editor, click Accept to save your
changes.

Furthermore, you can also view the item in HTML format, if you have the necessary expertise and feel
comfortable editing the text in that format.

Note

Your Sitecore system administrator controls the functionality that is available in the Rich Text Editor. If
you need more functionality, ask your administrator to make it available to you.

For more information about using the Rich Text Editor, see Chapter 5 @'he Rich Text Editor. 6

3.2.4  Editing a Word Field in the Page Editor

Sitecore also supports using Microsoft Word as the text editor. People who are familiar with Word may
prefer using this tool to edit lengthy pieces of content. These Word fields are defined in the template
by the developer who creates the Web site.

You can edit Word fields in the Page Editor.

Important
You must have Microsoft Word 2007 installed on your computer to edit Word fields in Sitecore.

Sitecore Word fields are only supported on Internet Explorer 7 and later.
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Configuring Word Fields

If you are using Internet Explorer 8, the first time you access a Word field in Sitecore, you will receive
an error telling you that your security settings won

Windows Internet Explorer

One or more ActiveX controls could not be displayed because either:

1) Your current security settings prohibit running ActiveX controls on this page, or
2) You have blocked a publisher of ane of the controls.

As & result, the page might not display correctly.

If this is the case, you must configure Internet Explorer to support Word fields in Sitecore.
To configure Internet Explorer to support the Word fields:

1. Ensure that you only have one instance of Internet Explorer open.

2. InlInternet Explorer, click the Tools (ALT-T), and then click Internet Options.

Internet Options |E|E|

Genera\‘SEfU”'Y |Prwacy Content | Connections | Programs | Advanced

Select a zone to view or change security settings.

Internet  Localintranet QUEGEHEElc] Restricted
sites

Trusted sites
& This zone contains websites that you

v trust not to damage your computer or
your files.
Yfou have websites in this zone,

Security level for this zone

Custom
Custom settings.
“To change the settings, dick Custom level,
- To use the recommended settings, dick Default level.

[ customlevel... ][ Defaitievel ]

Reset all zones to default level

3. Inthe Internet Options dialog box, click the Security tab, and then click Trusted Sites.
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In the Security level for this zone section, click Custom level, and the Security Settings -
Trusted Sites Zone dialog box appears.

Security Settings - Trusted Sites Zone &\

Settings

L]

L}

<

O Prompt

@] Actvex contrals and plug-ns
4 Allow previously unused Activex controls to run without prom

© Disable
@ Enable
Allow Scriptlets
© Disable
© Enable
@ Prompt

&) Automatic prompting for ActiveX controls

© Disable
@ Enable
Binary and script behaviors
() Administrator approved
© Disable
(@ Frahla

-~

Resetto:

“Takes effect after you restart Internet Explorer

Reset custom settings

Medium (default)

| [ Reset. |

In the Security Settings - Trusted Sites Zone dialog box, in the Settings section scroll

down to the ActiveX controls and plug-ins node.

In the Automatic prompting for ActiveX controls section, click Enable.

Click OK to accept the changes that you made.

Now when you access a Word field in Sitecore, you are prompted to install an ActiveX
component.

Internet Explorer - Security Warning

Do you want to install this software?

Mame: officeviewer.cab

Publisher: Sitecore AJS

More options

Install Don't Install

@ viile files from the Internet can be useful, this file type can potentially harm
your computer, Only install software from publishers you trust, What's the rigk?

8. Click Install to install the component.

Note

When the component is installed, you can edit the field in Word.

After you have installed this ActiveX component, you should consider undoing these changes and
going back to the original security settings.

Editing a Word Field
To edit a Word field in the Page Editor:

1.

In the Page Editor, move the mouse over a Word field and it displays a small Word icon.

If your organization sells products, create a Product Section to showcase them.

This demonstration secticn shows how you can organize your products into Product
Categories.

[EaEcic &

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2010 Sitecore. All rights reserved.

Page 22 of 115



Sitecore CMS 6.2 Content Author's Reference and Cookbook @ S|teco re

2. Click Edit to open a new window displaying the content of this field in Word.

3 Sitecore — Webpage Dialog

d LIEDA
Home Insert Page Layout References Mailings Review View Developer AbleBits.com ‘9)
{ | Times Hew Raman 12 -

AaBbCel AaBbCel AaBbCi % i
Pa'ste 72 A Al A x| "Hl”‘” TMormal  THoSpaci.. Headingl - g:‘yﬂ‘gsgf Ed'tmg

Clipboard ™= Font e Faragraph e Styles i

-j,J B 7 U - x x|

@m iii

lf-}'nu:-arga.uization-sells-products create-a-Product-Section-to-showcase-them 7

This-demonstration-section-shows-how-vou-can-organize-vour-products-into-Product-Categories =9

NSErt a in nSertiedia

You have access to all the functionality that Word contains.

To insert a Sitecore link to another item on your Web site, click Insert a Link.

To insert an image from the Media Library, click Insert Media.

To insert an image that is not in the Media Libra
You should upload any images that you want to use regularly to the Media Library.

6. When you are finished editing the Word field, click Accept to save your changes and close the
window.

7. To close the window without saving your changes, click Reject.
8. Inthe Page Editor, save your changes and unlock the item.
For more information about Word, see Microsoftoés doc

Depending on how your Web site has been configured, you can also edit Word fields directly on the
page. If your Web site supports inline editing, all of the functionality of Word is available in the inline
editing pane.

d LIEER
Home Insert Page Layot Reference: Maihngs | Review ‘View | Developer | AbIaBits‘:c“@)'
Times New Roman ~ v|12 - | | = (A&
-j o |B I U voake x, x| |
Paste stiles Editing
- 7 A s A A | & ;l\‘ilH'ﬂ\
Clipboard Font i Paragraph
Ew‘:--Z‘I-E-l--“l‘i-‘s‘l-.’- RN ENRECE I?,TE
If-vour-organization-sells-products,-create-a-Product-Section-to-showcase-them
This-demonstration-section-shows-how-you-can-organize-your-products-into- |
Product-Categories.™¥
¥
[- m ] '|
‘ &3 Taobar o Insert Link (5] nsert Media |

1. Click Toolbar to display or hide the ribbon in Word.

2. Toinsert a Sitecore link to another item on your Web site, click Insert a Link.
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3. Toinsert an image from the Media Library, click Insert Media.

For more information about configuring Word fields, see the Presentation Component XSL Reference
manual.

3.2.5 Editing a Graphical Item

You can also use the Page Editor to edit any graphic items that are displayed on the Web site. When
you select an image, you are presented with some additional options:

&

& Editlink [5] Choose Image [55] Properties

You can:
91 Edit the link that the image contains i if there is one.
1 Select the image to be displayed.
1 Edit the properties of the image.

Once again, the options that are available to you can vary from installation to installation.

Editing the Link in an Image
To edit the link in an image:
1. If the picture is a link, click Edit Link:

2 Sitecore -- Webpage Dialog, @

Internal Link

Select the item that you want to create a link to and specify the appropriate
properties.

= a Content}
=

& #sample Anchar:

& @rep Target Window: | Active browser %
# ) standard-Items E—
& 8@ Authors
# g Designers Style Class:

# 4 Developers

@ () Meta-Data

& ) Settings Query String:

Link Description:

Alternate Text:

2. Inthe left-hand pane of the Internal Link dialog box, select the item that the link should open.
You can only link to another item in this Web site and cannot link to another Web site.

3. The Internal Link dialog box contains the following fields:

Field Value
Link Description | A description of the link.

Anchor The name of the anchor on the page you want to link to. The
browser will scroll directly to this point on the page.
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Field Value

Target Window Whether the link should use the same browser window,
another browser window, or a custom window.

Custom If you select Custom in the target Window field, you specify
the custom window here.

Style Class The style class that you want to use.

Alternate Text An alternative text that will be displayed when you move the

mouse over the image.

Query String A query that will be added to the link.

4. Fill the fields in with the appropriate information.

Changing the Image
To change the image that is displayed in the rich text field:
1. Inthe Page Editor, select the image that you want to change.

2. Click Choose Image to open the Media Browser dialog box:

2 Sitecore -- Webpage Dialog, @

2 Media Browser
Bl | solect the image or file that you want to open.

= [&8] Media Library -~
=J,J Files
= ) Images
® J Banners
£ =J,J Categories
& ) Help Site

# iJ Logos

B I News w
& J,J Peaple

& J Products ‘
® ) References

= 'J_JTaasers

= Changelogo
4 confused confused

isii Developer ]
< bd

Name: |/Images/Teasers/confused

The Media Browser dialog box lets view all of the items that are currently available in the
Sitecore Media Library.

3. Select the image that you want to use and click OK.
This new image is inserted into the current item.

4. Inthe Page Editor, click Save to save the changes, Save & Close to save the changes and
exit edit mode, or Close to close the item and exit edit mode without saving the changes.

Editing the Properties of an Image
To edit the properties of the image:

1. Inthe Page Editor, select the image.
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2. Click Properties to open the Image Properties dialog box.

3 sitecore - Webpage Dialog, E]
= Image Properties
Set the properties for the image here.

Alternate Text: “

Default Alternate Text: Confused?

Enter the dimensions of the mage if they are different than the dimensions of
the original. This will only affect the reference and not the original image.

Original Dimensions: 800 x 400

Please provide the desired space to place around the image.

3.

image.
4,

they differ from the actual size of the image.
5.

@ Sitecore

In the Alternate Text field, enter the text to be displayed when you move the mouse over the
In the Dimensions section, specify the dimensions that the image should be displayed in 8 if

In the Space section, specify how much space should be placed around the image.
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3.3 Creating a New Item in the Page Editor

As a content author, you not only have to edit content but also create new content items and insert
them into the Web page where you want them displayed.

The ways in which you can create items in Sitecore can vary depending on the security roles that you
have been assigned and the way your Web site has been customized.

3.3.1 Inserting Items

When you log on to the Page Editor, you should navigate to the page that you want to edit. When you
click the Edit button at the top of the page, you are presented with all of the editing tools that are
available to you on this Web site.

To insert a new item onto the page:

1. Click Insert to open the Insert dialog box.

2 Sitecore -- Webpage Dialog, @

5 Insert
Select the insert option you want to use, Click Insert to use the
option.

43 About Us Section

2] Contact Section

] Executive Profiles Section
(8 J0bs Section

& News Section

i@ Product Section

§ References Section

£} Services Section

i@ Site Section

Ttem Name: |

The type of item that you can create will vary depending on where you are on the Web site. If
you are on the front page, you can insert a new section and depending on the type of section
you are on, you can add appropriate items to that section.

2. Select the type of item that you want to insert. In this example, you insert a new section.
3. Inthe Item Name field, enter the name of the section that you want to insert.
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4. Click Insert to create the new section and a section is added to the Web site:

Save Save & Close Close Insert Delete
. EETTE— -
YourSite.net

o Edit this Site @ Help Site ‘x Print == Sitemap

[No text in field]

Products

Home »

Products Products sidebar title: [No text in field]

sidebar text: [No text in field]
Provide your main text here...

This page inherits sidebar text because the

fields above are blank for this page.

text for the fields above o override

the interited sidebar for this page.

Change the text below to medify the
inherited sidebar text at its source.

Who am I?

Whan you click the @ Edit this site
link, you are requested to enter a

As you can see, the new section contains no items and the sidebar contains the same text as
the Home page.

When you create a new item, it is automatically locked to prevent other users from editing it.

5. To add an item to the Products section, click Insert and the Insert dialog box contains the
following options:

72 sitecore -- Webpage Dialog
M Insert
H|  select the insert option you want to use. Click Insert to use the
option,
& Product Category

@ Product Description

Ttem Mame: || |

6. Select the item that you want to create.

7. Inthe Item Name field, enter the name of the new item and click insert.
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These items have different designs and allow you to present different information on the Web
page.

[No text in field]

Home » Products

Products Products sidebar title: [No text in field]

sidebar text: [No text in fisld]

BradactCarenaty Provide your main text here...

This page inherits sidebar rext because the

Product D iptie e b bi; h
e fields sbove are biank for this page.

ride rext for the fields above to override

overview abstract: [No text in field] the inkerited sidebar for this page.

Product Category

Change the text beiow to modify the

inherited sidebar rexr at its source.
Product Description
b ] Who am 1?7
— number: [No text in field]
price: [No text in field]

the o Edit this Site
quested to enter 2

Whes
linke,

users

overview abstract: [No text in field]
a password.

Both the items you can select and the presentation possibilities that they give you are
determined by the design and style that has been implemented on your particular Web site.

8. You should now edit the items and the section you have inserted and add text, images,
sidebar text, and so on.

When you are finished editing the new items, you must unlock them.
To unlock the items:

1. Inthe Edit group, click My Items to see a list of all the items you have locked.

A sitecore -- Webpage Dialog
My Items
Views the items that are locked by you.

Name Path
Developer fsitecorejcantent/Home Jobs/Developer
Jobs fsitecore/cantent/Home/Jobs

L] 4 s » 4] Page 1 of 1 (2items)
i o)

2. Inthe My Items dialog box, select the items that you have finished editing and click Unlock to
unlock the item. If you have finished editing all the items, click Unlock All to unlock all the
items.
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3.4 Deleting Content

Content authors must delete items and content from time to time. This is a very simple task in the
Sitecore Page Editor.

3.4.1 Deleting an Item
To delete an item from the Web site:
1. Navigate to the item that you want to delete.
If you want to delete an item, navigate to that item.

If you want to delete a sub-item, navigate to the sub-item in question and not just the link to it
that is shown on another item.

2. Click Delete to remove the item or section.

Once again, depending on the customizations carried out on your Web site and the way the
Page Editor has been configured, the Delete button may be located on the ribbon or at the top
of the screen.

3. If you try to delete an item that contains sub-items, a message will appear informing you that
that the section contains sub-items and that these items will be deleted along with the section.

Windows Internet Explorer

2
2

Are you sure you want to delete "My Products"?

This item has sub-items which will also be deleted if wou delete this item.

If you want to save any of the items, you must move them to another section.

4. Click OK to delete the item and its subitems.
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Managing Content in the Content Editor

This chapter introduces the Content Editor and the functionality it contains. It contains
detailed descriptions of how to edit existing items. There is also a description of how
to manage images in the Content Editor. There are detailed instructions on how to
create new items and how to delete items.

This chapter contains the following sections:

f
f

The Content Editor
Editing an Item in the Content Editor
Creating New Items in the Content Editor

Deleting Items in the Content Editor
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4.1 The Content Editor

The Content Editor has been designed for more experienced content authors who feel comfortable
working with a computer, Microsoft Word, and are familiar with Sitecore and the functionality that it
contains.

The Content Editor is a large application but its appearance and the functionality that it contains
varies depending on the roles that have been assigned to the user, the local security settings and the
amount of customizations that have been carried out on your installation.

The Content Editor gives the user access to an array of functionality that meets the needs of the more
experienced content author.

The functionality that you have access to in the Content Editor can vary greatly. As a minimum you
can expect to see:

MU RFst

“ Down ¥ Last

If you have been given more extensive access rights, you will probably have access to more
commands and more tabs:

Navigate Review Publish Versions
2 || 23] contact Section

] Executive Profiles Section {275

Mavigate Review Publish 5 Configure Presentation Security View Developer

4.1.1 The Page Editor vs. the Content Editor

When you log in to the Content Editor, the items that make up your Web site are presented to you in a
very different way than they are in the Page Editor. In the Page Editor, you see the items as they are
presented on the Web site. In the Content Editor, you see the items as objects in the content tree and
when you select an item it is presented to you as a list of fields that you can edit.
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For example, the Products section of the Sample Web site looks like this in the Page Editor:

save Save & Close Close. Ribbon

|> Sample b Products b | B Go (¥ Edit

SItecore sitecore e

compelling web experiences’ Q Edit this site ¥ Print 8 Sitemap

G s | e | v | v | | o | svain |
. ‘

/

Home = Products

Products Products Product Awards

You've got the best products on the
market.

s Prodiets If your organization sells products, ereate a Product Section ta showcase them.

B Office Products This demonstration section shows how you can organize your products into Product
Categories.

Vacation Products

Home Preducts

Take a look at these time saving innovations for the home. L R

read more sidebar.

Office Products

=]

oy § Labor saving devices that save your organization money.
.

halt

read more

You can edit all of the items that appear on the page 8 text, graphics, logos, links, and so on.

When you open the Products section in the Content Editor, it looks like this:

As you can see, it is presented as a list of fields that you can edit. Furthermore, the fields you are
presented with are only those that belong to the Products item itself. The Sitecore logo, the Home
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