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Application Toolbar (available options, from left to right)
· Site Dropdown List: Select the web sites you wish to work with.  

· Pages Tab: Work with the HTML pages of the selected site.
· Templates Tab: Preview examples of the different templates available to your web site.
· Files Tab: Upload and work with files of the selected web site.
Pages Tab 
· Select the Pages tab in the Application Toolbar (default display) to view a tree view representation of pages in your web site.  Note:  You must click on your site name first in the tree view to activate icon options.

· Available icons (from left to right): 
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Delete: Check the box next to pages to be deleted
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AZ(: Check the box next to a node in the tree and it will order the child pages alphabetically
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 Move: Check the box of the page to be moved. Click the move button. Click the arrow that points to the new location of the page.  Cancel will exit “move” mode.
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Publish: Check the boxes of pages that are to be published (visible outside of the Site Manager and visible within generated navigation components).
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Unpublish: Check the boxes of pages that are to be unpublished.
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Check Expired Pages: Will mark the checkbox of pages that are expanded (visible) and expired.
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New Page: Creates a new page under the currently selected node in the tree.  Creates a page with an autogenerated name, which should be changed to something more descriptive.
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New External Link: Creates a new external link under the currently selected node.
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New Folder: Creates a new folder under the currently selected node.

Pages Working Area (right side of page, appears when a page, link or folder is selected in the tree)

Page Options
· RecordNumber: Unique page identifier (technical use only).
· ChildNumber: Local page order in tree (technical use only).
· SiteName: Name of your web site.
· URL: Public URL\web address of your web page.
· PageName: The web page name, part of your URL. (always add a default.html page in the root of your web site and any folders, rename with caution to avoid breaking external links to your web site).
· Page Template: Defines the layout of the content.  You must choose this before editing.  Can be changed 
· Name Appearing in Navigation: Name of the web page appearing in any dynamically generated nagivation components.
· Display in Navigation: Uncheck this option if you do not want the page to appear in any dynamically generated navigation generated navigation components but you still want it published and viewable via the URL.

· Start Date: Date page will be made publicly available and published (currently not functional).
· End Date: Date page will be made unavailable and unpublished (currently not functional).
· Save: Save any changes to the Pages working area.
· Edit: Click button to open up the page editor window.
· Preview: Click button to preview the page (useful for unpublished pages).
External Link Options
· URL: URL to which request to the page name will be redirected
· Open In: Same Window/New Window

Folder Options

· Folder Name: Name of the folder appearing in URLs.

Templates Tab 
· Select the Templates tab in the Application Toolbar to preview examples of each template available for use in your web site.

Files Tab 
· Select the Files tab in the Application Toolbar  to view a tree view representation of files uploaded to your web site.  Note:  You must click on your site name first in the tree view to activate icon options.
· Available icons (left to right)
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  Upload: Will present the tools to upload a local file to the server. The file will be placed under the selected file or folder in the tree.
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  Delete: Will delete any marked files or folders.
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  Move: Clicking move after selecting a file will allow you to move a file to different folders. Cancel will exit “move” mode.
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  New Folder: Creates a new folder underneath the working folder.

Files Working Area (right side of page, appears when a file or folder is selected in the tree)

File Options

· ID:  Unique identifier (technical use only).
· URL:  The URL (web address) to your file.  
· Name: Allows you to rename of the file (use with caution as links from pages  to images or files in that folder may break).
Folder Options

· ID:  Unique identifier (technical use only).
· URL:  The URL (web address) to your folder.  
· Name: Allows you to rename of the folder (use with caution as links from pages  to images or files in that folder may break).
Working with the Page Editor

There are several different page templates that define different page layouts.  Each of these templates uses editor components. The editor components are identified in each area of the page by a pencil icon. By clicking on the pencil icon [image: image15.png]


 the component will change to edit mode. While in edit mode, clicking on the cancel icon [image: image16.png]


 will undo any changes you have made and return to the last saved state. By clicking on the save icon [image: image17.png]


 the template will save changes to all components.   If a page is already published, changes are immediately displayed on the web, otherwise changes will not appear until a page is published.
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"I have always imagined that paradise will be a kind of library."

-- Jorge Luis Borges
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The General_Wide Template 

· Purple Bar Logo Component (top left corner): URL to an image to be used as a secondary logo, may be set to link to an additional URL.
· Purple Bar Navigation Component (middle left side):
· Dropdown Box  defines the type of navigation to be used.
· Ancestor Pages: Automatically displays the ancestor pages of the current node.
· Child Pages: Automatically displays the child pages of the current node.
· Peer Pages: Automatically displays the peer pages of the current node.
· Reference: Displays a TreeView of the working site. By selecting a page from the TreeVew it will put the URL to the selected page in the textbox. The “fetch” button will retrieve the available navigation components from the referenced page and place them in the drop down list. Selecting the referenced navigation component from the drop down list and saving will make the working page pull it’s navigation from the referenced page’s navigation. 
· Custom Link List: Create a list of links.
· Custom HTML: Use the WYSIWIG editor to create HTML to go in the navigation area.
· Tactical Navigation (top right corner): Presents a drop down list of options to change the navigation that appears in the upper right corner of the page. Also allows for the “contact us” link to be overridden and point to a custom URL.
· Breadcrumb Navigation (top center): A navigation component controlling the breadcrumb navigation on the page.
· Page Title (top left): Large text that appears above the body content.
· HTML Area (middle left): WYSIWYG HTML editor. In certain instances (such as the side bars), HTML content may be referenced from another page.
· Footer (bottom center): Specify the information that appears in the footer of the page. This may be referenced.
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