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Introduction

At Sitekit we believe in excellence online. Our leading web-site content management system, Sitekit
CMS, enables organisations to easily manage their web-site, through a range of web management
features.

This document is intended to give you an overview of Sitekit CMS Version 9.5 and take you step by step
through the process of adding a new page, inserting text, adding a picture and publishing the page.

In addition to this Quick Start Guide we have comprehensive online help resources the detail for which
are at the end of this guide.

Your login details

You may find it helpful to note your login details here.

Name:

E-mail address:

Website address | http://

Admin system
address:

http:// /admin

Username:

Password reminder*

* Never write down your actual password. Instead a reminder that means something to only you.
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Sitekit CMS v9.5: Key Features

Easy to use interface

Sitekit CMS is easy to use due to its familiar Windows© style appearance.
Non-technical users can create and edit web pages, news, forms, blogs, calendars,
RSS Feeds and much more. You can also re-order web pages easily and even open
multiple pages at the same time for editing.

CrossBrowseri Us e o0n Ma c s , PCO s

Sitekit CMS can be wused o nscrbkalorowser abiityy anc
supported on Internet Explorer and Firefox and available on Google Chrome and
Safari.

el

Drag 6nd6 Drop

Within SitekitCMSyouc an dr ag 6n 6 -drraogp thepstaugters of yoar r e
website. You can al so drag énd drop assetesvief|
and form designer.

&)<
(8 3

¢

Pop-Up editing

Sitekit 9.5 uses the fast pop-up editor, first introduced as an option in 9.3. The new
editor has improved import facilities from other packages, such as Word.

The editor includes many helpful styling functions and simple methods ways to add
links to your page content.

Asset Management

Sitekit CMS provides a view of the underlying structure of your site. This makes it easy
to manage your website and understand where the assets (files, pictures, videos) are
being used.
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The first step is to 'login' to the Sitekit CMS control panel. You can do this by simply adding '/admin' to
the end of your site address, in the browser address bar.

% > |ghttp://www.your—domain.co.uk/admin

| > x|

This will open the Sitekit CMS v9 login page where you enter your username and password.

Once logged in you will see the Sitekit CMS Control Panel, similar to that below. The Control Panel
allows you to manage all aspects of your website, including the Sitekit CMS Desktop.

<sitekit> Edit

dmorgan on cr

Manage

Configure

N @ % @ e & @ B e &
Create Page Desktop Status Asset Images Files Links MNews Events ChangeMy  Change My
View View Explorer Password  Preferences
Hot Links Views Libraries Content My Account
Y 5=\ & @ .
Desktop View @
‘Seamh

=4 Live Site [Asset View]

i+~ [ 2005 website

+]- [ 2009-layout

[+~ [ About Us

- [ Events

'+~ [ Explore Craft

[+~ [ Images

[+~ [ Jobs

i~ [ News and Featuras

1+~ [ Pages

1+~ [ Rachel

[+~ [ Sector Support

- [ SitekitTest

'+~ [ The C Word.infa
& new_redirect

41~ Shared Assets
4]~ Recycle Bin

Version 9 latest

This release sees the final version of our

i streamlined logging code, monthly data is
presented on the desktop allowing for faster
page delivery and smaller footprints in deployed
systems. We've also added options to create
mare search engine friendly URLs for your news
pages.
Redirections are managed and repesented
better on the navigation tree and for integrators
several additional ‘magic’ words have been
added to the syntax,
Click on the links below for more help and the
release notes,

latest release notes (new!
¥9 guide PDF (revised)
setting up Google Analytics

Whe's Logged On

dmorgan last edited 0 minutes age on C1 superadmin
istewart last edited 3 minutes ago on C1 superadmin
rbuckley last edited 5 minutes ago on C1 superadmin
astables last edited 16 minutes ago on C1 superadmin
nnicolson last edited 65 minutes ago on C1 superadmin

Goagle connector (Beta)

Google Analytics

Access Google Analytics

This Month's Most Popular Pages -~ @
1. Home (L0 hits)
Site Statistics -~ @

Bandwidth in Megabytes

10
Pages =

] Images

W Fies

6| HM Others —_

Mar May Jul Sep Nov lan

Total Traffic (Visitors + Search Engines) -~ 8
&
Page Visits
File Downloads
&0
40
2
]
Mar May Jul Sep Now Jar
Show tracking on this site
Show tracking on all sites
My Recent Edits ~ B3
Mame Last Updated
naw radirart 18A3/9011 17-08

The Sitekit CMS Desktop contains useful and important information such as:

=A =4 =8 -84

Sitekit CMS Quick Start Guide v9.5

Links to the Sitekit CMS Quick Start Guide.
Your recent page edits.

Who is logged on.

Site Statistics T a month by month summary of download figures.
Lists of unpublished pages and recent site activity.

QA Dave Morgan
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Asset and Navigation View

In Sitekit CMS there are two ways of looking at your site, navigation and assets:

The navigation view is a structured representation of your web site. This shows

1 thedphysi calodbyows site. Atche op ieyour Home Page, and under it are
listed the various Folders and Pages of your site. This list can be extremely long,
s o t h eSearch 8ox above the tree. As you start to type in the name of the
item youbr e | ielwk allihg poksible matches are listéd. When you
spot the item vy o uEdirteopéndhe ikem mgonfert Edit Madé. i ¢
Note that when a Page has a small + sign next to it, this indicates that the Page
possesses Child Pages. This combination of Parent and Child pages is called a

{“._} Mavigation

branch .
E B The asset view is a representation of all the items(assets) that are used
L collectively to produce your site.

It includes pages but it also includes all the images, files, CSS's and layouts that
are used to render your site the way that you want.
You can toggle between either view using the two buttons at the top of the tree.

Right click on the tree

Pretty much anything you want to achive as an editor is accessible by selecting a page on the
navigation tree and right clicking. In the navigation view this produces the following menu.

%> navgaton W ilGEE T 9~ @ Desktop View
[::"'""""'I' | Latest release notes
3 e ” rpy
wf . Home This latest o
the &diting
. shopkittest option, Tas
¥, MH testl ﬁan:fl“:::
o, MH test page wavings to
prerformand
&, Browser reperting A
#2009 Flash O o
F11 ema Eait .
wf %, About s w u Comtent
v Live FPage properties
o, Products Source Cade a
Exclude From Mavigation
wf ¥, Solutions - Freview
Azzet Properties Histary
wf ¥, Services
wf o ¥, Customers
), Partners Mew -
ol Carcers Editorial Page
’ i Rename Site
wsf o Forms Ban
Cut
i Sitekit download
P
£l Sitekit utility do Copy Pl | mrenen
wl o, Sitekit CRS Benc Paste
af 0, Quiality Addurand Delete
#_ Page Mot Found Refresh

To edit a page right click on it and select edit>>content (or just double click on it).
To view a page live right click on it and select View Live.

Select the Include/exclude a page from navigation to show/conceal a page.
Select Asset Properties to check the Properties of the page.

To create a new page right click on the tree and select new>>editorial page.
Torenameapageb s n av i graghticleckonit antd $elect 'rename’

Select Cut or Copy. When Copying, you can select a Page or a whole Branch.
Delete a page right click on it and select delete. Confirm your deletion request.
To move a page or branch, select it and then drag it to its new location.

Select refresh to refresh the tree, which updates your view of the current structure.

=2 =8 -8-9_-9_-9_9_9_°9_-°
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Sitekit CMS at a glance

As a content editor you will work mainly in the Edit Tab of the Sitekit CMS Control Panel, the image
below details the key components of this area.

Progress _

indicator and —————— N OGS Manage Configure Build

home link = = e = =
N @ 0 B = & @ LB =

Create Page Desktop Status Asset Images Files Links Events Change My  Change My
View View Explorer Password  Preferences
Hot Links Views Libraries Content My Account

5 s L O @

Create Page

Wizard
Desktop View

< help-edit-navigation-tree.htm - Content

Desktop and

Status View 2010 Help Content [=] save | Publish QB @ A 9 &
(22|o-a/ g |9 -0 4 an @B a w8
| A~ - aiy/ - 075... +| Normal o

Navigation/Asset [Edit /

tree view, refresh

tree, hide pages (Sitekit)

Web Excellence

ML
DATA

Search for page
/asset (note there
is no need to
press enter
button)

Select Content Layout
Save and Publish
changes

The new Pop-up Editor introduced in 9.3 is now standard in 9.5

|H| =l E 3 5% 3350 o | EE Q|9 X Ea@Ea—|B r U=

|£. 'g 'I Font family |~ | Font size - || Format || % w||i= iz - = EE &% wm|

Sitekit CMS Quick Start Guide v9.5 QA  Dave Morgan Page 7



<sitekit>

web excellence

dmorgan on

itekit.net 4]

Website information.
Left click to open
website in a new
window

13

Maximise and

45299 0900. (EXIS

535
219

Print page [E]

Email a colleague

minimise Edit page

Inline Text Editor
Hyperlink selector
and Image Picker

m

The Inline Editor in Advanced Mode
-

P PR Y

FEIFAEETR e B A RE[B I U

+
[E] x x ==

| A~ &~ | Anial -1100% +| Normal

The Popup Editor in Advanced Mode

Inline Editor: Has a HTML Validator button, and a Remove Alignment button. Just two icons for Creating and Editing Tables.

MNew Popup Editor: Has several icons for Creating and Editing Tables. Has an Insert Horizontal Line button.

Has an Anchor icon for creating hyperlink anchors. Has an HTML Edit icon.

N
b ®E & 73w P EEQ9 - A aBs—|B 7 UxESEES
|A 'EP_7 ~|| Font family |~ || Font size ~ | Format | x% x|i= = - EEE B wtm|

+ ¥
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Editing content

all
Create Page Adding a new page to your site
Hot Links
1 WhentheEditt ab i s selected on your CrBatedhge mgn orrthelbop o n ,

il

left of the screen.

Select a Parent Page by double-clicking on it in the Navigation Panel. (Notice that the Parent
name will now be displayed. If you forget to select a parent, it will default to Home).

Type in a Page Title . This is the name which users will see when they visit the page.

Type in a Navigation Label . (Or just hit the tab key, whereupon it will default to the same name
as the Page Title. The Navigation Label is used as a Link Text name).

Type in a Page Name. (Or just tab through it to default to the Page Title). The Page name is the
unique page identifier, normally ending in .htm. Spaces are not allowed in a Page Name, so
these will be converted to dashes if you default to a Page Title which contained spaces. For
example, if your Page Title was "Contact Technical Support”, then the default Page Name
would be "Contact-Technical-Support.htm”.

Click the Create Page button. The page is now created and saved.

Your page will be divided into 'text' and 'picture’ blocks. The arrangement of these blocks is
decided by the content type which you can change from the Content drop down list in the Tool Bar.

Editing text

f
f

Click your cursor in any of the text block sections (these are surrounded by dotted lines).
You can now enter text and also change the formatting (e.g. fonts, colour, etc) by using the text
editor which appears above the box,

The text editor toolbar will appear automatically giving you option to format your text. This is similar
to the toolbars that are available in common word processing software.

If you are familiar with HTML and prefer to write in HTML mode, click on HTML below the text box.
The text box will change to show HTML. To revert to text editing mode click on Design.

Pop-up Editor
9.5 uses the fast pop-up editor first introduced as an option in 9.3.

Inserting a picture:

f
f

f
f

Click your cursor in any of the Choose an Image picture blocks.

The | tma g e Pwirddwenill automatically open. You can select a List of images, or Image
Thumbnails i whichever is most useful to you.

Select an image from the asset tree by double clicking. A preview of the image will be shown in
the window.

Click OK to insert into the page.

Saving and publishing your page

f
f
f

Once you have entered text or a picture you can save the page using the 'Save' button on the
top right. Note the page is not yet live i.e. visible on the website

To preview your changes before they are published click on the 6 € mp a butod in the top
right of the page, this displays a side by side view of your page before and after changes.

To publish your changes click on the Publish button, or Go to Publish if your site has workflow.

Sitekit CMS Quick Start Guide v9.5 QA  Dave Morgan Page 9
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Key Notes
1 We recommend you save your work at regular intervals.
1  After clicking the Publish buttons your new page will be live on your public website. Always

double check your changes by viewing the site in a web browser
1 Images and files have to be uploaded using the Image and File Library.
1 Links to online help are on every page.

Changing page properties

1 Inthe Edit Page window you can change the standard and advanced page properties.

1 Click on the properties tab in the popup window.

1 Standard page properties include page title and name, visibility settings, templates and review
details.

1 Metadata page properties include all promotional data settings.

1 Advanced page properties include layouts, stylesheets, redirections, and navigation help.

1 To change the relevant properties follow the online help and information.

Asset Explorer

The asset tree contains all the items (assets) that are used collectively to produce your site. It includes
pages, images, files, CSS's and layouts that are used to render your site.

The Asset Explorer is an alternative way of accessing the assets that are shown on the asset tree and
makes it easy for you to see and sort the contents of an asset folder, find individual assets, and upload
new ones. You can open Asset Explorer on the Sitekit desktop while in Navigation View.

91 Click on Asset Explorer on the Edit tab. All the contents (assets and sub-folders) of the root
folder are displayed on the desktop as thumbnails.

1 To see the contents of a sub-folder, double click it.

1 Three drop-down lists (top right) help you to control what is displayed on the desktop.

The first drop-down list shows you which folder you are currently viewing and which folders are above it

in the tree. Click on any folder name in the list to view the contents of that folder.

The second drop-down list allows you to filter the assets that are in the current folder. For example, if
you want to see only the images in the current folder select Show Images on the list. The desktop
reloads and shows only images and sub-folders.

The third drop-down list allows you to change between thumbnail view and details view. Thumbnails
view is useful when looking for images. Details view lets you see more information about the assets in
the folder and allows you to sort the list of assets by clicking on the column headers.

Asset Explorer Root ~ || show Al - | [ Thumbnsils [ e ][ @)

| http://aim-hi.org |

ContentlLayouts Downloads Images Pagelayouts Pages StyleSheets
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Upload a new asset

You can add assets to your website using the Asset Uploader window.

Click on Asset Explorer in the Edit tab.

Double click on the folder into which you wish to upload the new asset.

Click the Upload button in the top right-hand corner. The Asset Uploader Window is displayed.

If you want to replace assets in the folder with new ones of the same name, tick Overwrite

existing assets.

9 Click the first Select button. A File Upload window is displayed showing the files and folders
that are stored on your computer.

1 Find the file that you want to upload and click on it. Click Open. The Choose File window closes
and the filename is displayed in the box in the Asset Uploader window.

1 Using the second and third Select buttons repeat steps 1 - 3 for additional files that you want to
upload into the current folder. If you want to upload more than three files use the Add More
button to create additional boxes.

1 When you have selected all the files that you want to upload into the current folder click Upload
Assets. A message at the top of the window will tell you when the assets have been
successfully uploaded into the folder.

91 Close the Asset Uploader window by clicking the OK button at the top left of the toolar.

=2 =8 - =9

If you cannot see the new asset in Asset Explorer right click the screen and select Refresh. The screen
will reload and the new asset will be displayed in the folder.

If you cannot see the new asset on the asset tree click the Refresh Tree icon next to the Asset View
button. The tree will reload and display the new assets.

<> Sitekit CMS Asset Uploader P = |
ok &
i i |
i 1 - Choose Folder to Upload into (double-click) | i 2 - Select Files To Upload
3 Assets 2 @ @If any asset has special characters in its name, e.g. apostrophe or percent, these will be removed during the upload
S process.
|Seafc,‘7 I | Selet || Clear | xRemove
: Select ( Clear X Remove
B8 7 | Live Site [Asset View] satterin) | Eienri)
~i[]' ContentLayouts | Select | | Clear |  Remove
= [ Downloads
Pk R | Add More |
i [+ 1)) Images [t )
-~ PageLayouts [ 3 - Upload Selected Files To Folder: /
- [ Pages I _
s Overwrite existing assets D @£
8l styleSheets
Q T Recycle Bin Treat uploaded images as download files B @
“
H
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Where to get help and support

Online help

Within the Sitekit CMS control panel you will find help icons linking directly to the
associated help information.

To find help on any area simply click on the help icon.

Who can | speak to?

Sitekit Support is available Monday to Friday, 09:00 to 17:00
To speak to the Sitekit support team call 0845 2990900

Online Knowledge Base

Our extensive knowledge base provides technical information suitable for
designers, developers, and integrators.

Sitekit Software Development Kit

Sitekit Software Developer Kit (SDK) enables custom development of your
website ensuring no limitations to your online project.

Sitekit SDK documentation can be found at:

Tell me about Sitekit CMS

The corporate website is the best source for up to date information about Sitekit,
News, and new products and services.
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