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EKTRON, INC. SOFTWARE LICENSE AGREEMENT

** READ THIS BEFORE LOADING SOFTWARE**

YOUR RIGHT TO USE THE PRODUCT DELIVERED IS SUBJECT TO THE TERMS AND CONDITIONS SET OUT IN THIS LICENSE
AGREEMENT. USING THIS PRODUCT SIGNIFIES YOUR AGREEMENT TO THESE TERMS. IF YOU DO NOT AGREE TO THIS SOFTWARE
LICENSE AGREEMENT, DO NOT DOWNLOAD.

CUSTOMER should carefully read the following terms and conditions before using the software program(s) contained herein (the “Software”).
Downloading and/or using the Software or copying the Software onto CUSTOMER’S computer hard drive indicates CUSTOMER'’S acceptance of
these terms and conditions. If CUSTOMER does not agree with the terms of this agreement, CUSTOMER should not download.

Ektron, Inc. (“Ektron”) grants, and the CUSTOMER accepts, a nontransferable and nonexclusive License to use the Software on the following
terms and conditions:

1. Right to use: The Software is licensed for use only in delivered code form. Each copy of the Software is licensed for use only on a single
URL. Each license is valid for the number of seats listed below (the “Basic Package”). Any use of the Software beyond the number of authorized
seats contained in the Basic Package without paying additional license fees as provided herein shall cause this license to terminate. Should
CUSTOMER wish to add seats beyond the seats licensed in the Basic Package, the CUSTOMER may add seats on a block basis at the then
current price for additional seats (see product pages for current price). The Basic Packages are as follows:

Ektron CMS100 — Licensed for ten seats (10 named users) per URL.

Ektron CMS200 — Licensed for ten seats (10 named users) per URL.

Ektron CMS300 — Licensed for ten seats (10 named users) per URL.

Ektron CMS400.NET — Licensed for ten seats (10 named users) per URL.

Ektron eWebEditPro — Licensed for ten seats (10 named users) per URL.

Ektron eWebEditPro+XML — Licensed for ten seats (10 named users) per URL.

For purposes of this section, the term “seat” shall mean an individual user provided access to the capabilities of the Software.

The CUSTOMER may not modify, alter, reverse engineer, disassemble, or decompile the Software. This software product is licensed, not sold.

2. Duration: This License shall continue so long as CUSTOMER uses the Software in compliance with this License. Should CUSTOMER
breach any of its obligations hereunder, CUSTOMER agrees to return all copies of the Software and this License upon notification and demand by
Ektron.

3. Copyright: The Software (including any images, “applets,” photographs, animations, video, audio, music and text incorporated into the
Software) as well as any accompanying written materials (the “Documentation”) is owned by Ektron or its suppliers, is protected by United States
copyright laws and international treaties, and contains confidential information and trade secrets. CUSTOMER agrees to protect the confidentiality
of the Software and Documentation. CUSTOMER agrees that it will not provide a copy of this Software or Documentation nor divulge any
proprietary information of Ektron to any person, other than its employees, without the prior consent of Ektron; CUSTOMER shall use its best efforts
to see that any user of the Software licensed hereunder complies with this license.

4. Limited Warranty: Ektron warrants solely that the medium upon which the Software is delivered will be free from defects in material and
workmanship under normal, proper and intended usage for a period of three (3) months from the date of receipt. Ektron does not warrant the use
of the Software will be uninterrupted or error free, nor that program errors will be corrected. This limited warranty shall not apply to any error or
failure resulting from (i) machine error, (ii) Customer's failure to follow operating instructions, (iii) negligence or accident, or (iv) modifications to the
Software by any person or entity other than Company. In the event of a breach of warranty, Customer’s sole and exclusive remedy, is repair of all
or any portion of the Software. If such remedy fails of its essential purpose, Customer’s sole remedy and Ektron’s maximum liability shall be a
refund of the paid purchase price for the defective Products only. This limited warranty is only valid if Ektron receives written notice of breach of
warranty within thirty days after the warranty period expires.

5. Limitation of Warranties and Liability: THE SOFTWARE AND DOCUMENTATION ARE SOLD “AS IS” AND WITHOUT ANY
WARRANTIES AS TO THE PERFORMANCE, MERCHANTIBILITY, DESIGN, OR OPERATION OF THE SOFTWARE. NO WARRANTY OF
FITNESS FOR A PARTICULAR PURPOSE IS OFFERED. EXCEPT AS DESCRIBED IN SECTION 4, ALL WARRANTIES EXPRESS AND
IMPLIED ARE HEREBY DISCLAIMED.

NEITHER COMPANY NOR ITS SUPPLIERS SHALL BE LIABLE FOR ANY LOSS OF PROFITS, LOSS OF BUSINESS OR GOODWILL, LOSS
OF DATA OR USE OF DATA, INTERRUPTION OF BUSINESS NOR FOR ANY OTHER INDIRECT, SPECIAL, INCIDENTAL, OR
CONSEQUENTIAL DAMAGES OF ANY KIND UNDER OR ARISING OUT OF, OR IN ANY RELATED TO THIS AGREEMENT, HOWEVER,
CAUSED, WHETHER FOR BREACH OF WARRANTY, BREACH OR REPUDIATION OF CONTRACT, TORT, NEGLIGENCE, OR OTHERWISE,
EVEN IF COMPANY OR ITS REPRESENTATIVES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS.




6. Miscellaneous: This License Agreement, the License granted hereunder, and the Software may not be assigned or in any way transferred
without the prior written consent of Ektron. This Agreement and its performance and all claims arising from the relationship between the parties
contemplated herein shall be governed by, construed and enforced in accordance with the laws of the State of New Hampshire without regard to
conflict of laws principles thereof. The parties agree that any action brought in connection with this Agreement shall be maintained only in a court
of competent subject matter jurisdiction located in the State of New Hampshire or in any court to which appeal therefrom may be taken. The parties
hereby consent to the exclusive personal jurisdiction of such courts in the State of New Hampshire for all such purposes. The United Nations
Convention on Contracts for the International Sale of Goods is specifically excluded from governing this License. If any provision of this License is
to be held unenforceable, such holding will not affect the validity of the other provisions hereof. Failure of a party to enforce any provision of this
Agreement shall not constitute or be construed as a waiver of such provision or of the right to enforce such provision. If you fail to comply with any
term of this License, YOUR LICENSE IS AUTOMATICALLY TERMINATED. This License represents the entire understanding between the parties
with respect to its subject matter.

YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT, THAT YOU UNDERSTAND THIS AGREEMENT, AND UNDERSTAND
THAT BY CONTINUING THE INSTALLATION OF THE SOFTWARE, BY LOADING OR RUNNING THE SOFTWARE, OR BY PLACING OR
COPYING THE SOFTWARE ONTO YOUR COMPUTER HARD DRIVE, YOU AGREE TO BE BOUND BY THIS AGREEMENT'S TERMS AND
CONDITIONS. YOU FURTHER AGREE THAT, EXCEPT FOR WRITTEN SEPARATE AGREEMENTS BETWEEN EKTRON AND YOU, THIS
AGREEMENT IS A COMPLETE AND EXCLUSIVE STATEMENT OF THE RIGHTS AND LIABILITIES OF THE PARTIES.

Copyright 1999 - 2005 Ektron, Inc. All rights reserved.
LA10031, Revision 1.5
Trademarks

All terms in this manual that are known to be trademarks have been capitalized. Ektron, Inc. cannot attest to the accuracy of this information. Use
of a term in this manual does not affect the validity of any trademark.

The following trademarks might appear in Ektron manuals:

Active Directory®, ActiveX®, Authenticode®, BackOffice®, ClearType®, Developer Studio®, FrontPage®, IntelliSense®, JScript®, Microsoft ®,
MS-DOS®, SharePoint ® Visual C++®, Visual C#®, Visual InterDev®, Visual J++®, Visual J#®, Visual Studio®, Visual Web Developer TM,
Win32®, Win32s®, Windows®, Windows NT®, Windows Server TM, Windows Server System TM, Netscape®, Netscape Navigator®, Mozilla TM,
Firefox TM




What's New in the 5.1 Release

What's New In the 5.1 Release

e (Custom User Properties allow you to create custom fields
that appear on the User Properties and Membership User
Properties screens. See "Custom User Properties” on
page 133

= The Web Alert feature enables Ektron CMS400.NET to
generate email for a list of registered users whenever new
content appears on your site, or existing content is updated.
See "Web Alert Feature” on page 144

= The Folder Properties now lets you assign or modify the
folder’'s metadata and Web Alerts. See "Folder Properties” on
page 34

= Site Replication is an automated, one-way site
synchronization between a staging or test server and a
production server. See "Site Replication” on page 454

* The LDAP feature in Ektron CMS400.NET allows you to
retrieve user Login information from an LDAP server into
Ektron CMS400.NET. See "LDAP Authentication” on page 590

= Previously, you could move content between folders. Now, you
can also copy content from one folder to another. See "Moving
or Copying Content” on page 54.
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Introduction to Ektron CMS400.NET

Introduction to Ektron
CMS400.NET

Thank you for purchasing Ektron CMS400.NET, the best and most
affordable solution for Web content management. We welcome
you to use Ektron CMS400.NET to maintain, update, and modify
the contents of your Web site. All these efforts are easily achieved
while preserving the look and feel that you originally designed for
your site. With Ektron CMS400.NET, the tasks of maintaining your
site and updating content are passed on to subject experts. Based
on the page layouts and processes that you create, the highest
level of quality is preserved and maintained throughout the life
cycle of the site.

See Also:

* "About Ektron CMS400.NET” on page 1

=« "Who Should Read This Documentation?” on page 2
= "Online Learning Center” on page 2

= ’"Sample Site Used in this Document” on page 2

= "Types of Users” on page 3

« “Management of Content” on page 3

e "Conventions of the Documentation” on page 4

About Ektron CMS400.NET

Ektron CMS400.NET is a powerful, easy-to-use, and affordable
XML content management solution that empowers anyone to take
an active role in managing Web content and optimizing online
strategies. It streamlines site management, automates workflow
processes, and supports collaboration. Ektron CMS400.NET
reduces costs, saves time and makes Web sites, extranets, and
intranets more effective — while generating rapid ROI.
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Business users, like marketing or PR pros, can author, manage
and publish Web content, build and deploy Web forms, and collect
and leverage visitor info. Our browser-based editor,
eWebEditPro+XML, supports the industry’s best in-context editing
environment — ensuring user adoption and project success.

Ektron CMS400.NET also helps to move paper-based forms
processes to the Web. Our editor lets users create Web forms
such as expense reports, health records, and insurance forms,
deploy them to internal users, collect data, apply validation and
math functions, and run forms through workflow — all within a
browser.

Who Should Read This Documentation?

This document introduces all the concepts, features, and
instructions for using Ektron CMS400.NET as a Web administrator.

The Web administrator is the person who is responsible for
adjusting the setup of the Web site, and alters the site as
institutional changes require. New areas needing to be added to
the Web site, the changing of personnel and processes over time
may cause these adjustments.

Online Learning Center

Much of the information in this documentation is also presented in
a tutorial, animated format on Ektron’s Web site. To access
Ektron’s CMS400.NET Web Training, go to http://www.ektron.com/
cms400-web-cms.aspx?id=922.

Sample Site Used in this Document

This documentation uses the sample ASPX Web site installed with
Ektron CMS400.NET to explain and demonstrate functionality in a
Ektron CMS400.NET controlled Web site.
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Types of Users

Ektron CMS400.NET lets you control the content of your Web site.
The tasks of creating and maintaining your Web site are allocated
among different types of users. The types of Ektron CMS400.NET

users are:
User Job
Developer Builds templates
Administrator Sets up the site, adds users and user groups,
sets permissions, and maintains the library
Content Maintains Web site by adding, modifying, and
Contributor publishing content.

You assign privileges to Ektron CMS400.NET users based on the
actions for which they are responsible. Each user may be assigned
any or all types of privileges. Users without administrative
permissions are known as content contributors.

This document describes features and actions available to a user
with administrative privileges. Information about Ektron
CMS400.NET'’s editing and publishing features may be found in
the Ektron CMS400.NET User Documentation.

Management of Content

The Ektron CMS400.NET content manager uses database
technology to store, build, and retrieve Web page content. The
placement of the content on a Web page is determined by
templates, which you can build with external tools. Ektron extends
VisualStudio to support the template design process.

Templates can be thought of as mechanical layouts of your Web
pages. They incorporate powerful custom functions that Ektron
CMS400.NET uses to manage your content. Each content item is
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assigned a unique ID. Ektron CMS400.NET uses the ID to retrieve
content from the database.

Database

Document

If during the evolution of your site the need for a new template
arises, you simply create a new one, store it in a directory
accessible to Ektron CMS400.NET, and create new content that
uses the new template. You can even modify the layout of an
existing template, reincorporate it, and the content automatically
flows into and adjusts to the new layout.

Conventions of the Documentation

This document's typographic styles and conventions are explained

below.
Convention Explanation
Bold Bold type indicates a menu selection, field or text that you must
select.
Courier New Courier New font indicates code that you may enter.
Note- Notes indicate special conditions or issues that the reader should be
aware of.
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Convention Explanation
WARNING! A warning indicates very important information that should be
followed. Inattention to a warning can produce undesirable results.
Italic Italic text indicates either a title that is being cited or a special use of
a word that might be confused with common world terms.
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Getting Started

Now that you have installed Ektron CMS400.NET, what’s next?
This chapter explains several resources supplied by Ektron to help
get your Ektron CMS400.NET Web site up and running.

Logging Into an Ektron CMS400.NET Web Site

See “Logging In and Out” in the Ektron CMS400.NET User Manual.

Changing Images Used for Logging In and Out

You can change the images used for the login and logout buttons.
To do so, follow these steps.

1. Move the new images to the following folder: webroot\your
site’s root directory\Workarea\images\application.
2. Open the web.config file in your Web site’s root directory.

3. Change the images referenced in this section of the file:
<add key="ek_Image_1" value="btn_close.gif" />

<add key="ek_Image_2" value="btn_login.gif" />

<add key="ek_Image_3" value="btn_login_big.gif" />

NOTE You must update the images and web.config each time your system is updated.

Editing Content Within Ektron CMS400.NET

Ektron is the recognized leader of in-context editing. This means
that the Web site is the primary user interface for a business user.
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From the Web site, the user can navigate to any page and, as long
as he has permission, perform all system activities, such as edit
content, add content, report on forms, view calendars, etc.

Accessing the Workarea

Once logged into Ektron CMS400.NET as an administrator, you
can edit content by navigating to the page (like a business user) or
access the Workarea. From there, you can perform all system
activities, such as configuring and viewing every setting of Ektron
CMS400.NET. To access the Workarea, follow these steps.

1. Loginto your Web site, as described in "Logging Into an
Ektron CMS400.NET Web Site” on page 6.

2. Click the Workarea button (((warkarea)) on a login page or a
Workarea toolbar button @).
The Workarea has a Windows Explorer-like interface.

Smart Desktop for John Edit

) Smart Desktop

i‘---! Tasks [z, Content Awaiting Approval { 0)
Ty Reports

(¥ content Currently Checked QOut (1)

[¥] Tasks (0)

[E Content

B3 Forms
[&] Library
Modules

v Settings

& content To Expire (0)

When you first access your Workarea, your Smart Desktop is
displayed. The smart desktop contains useful information that
pertains to you.
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NOTE In the Application Setup screen, you can determine which screen appears when
you access the Workarea. See Also: "Set smart desktop as the start location in
the Workarea” on page 25

The following graphic illustrates the location of Ektron
CMS400.NET’s major components in relation to the Smart Desktop
display.

Ektron CMS Workarea Site Map

= Smart Desktop
=) Tasks

1!_. Reports content reports

SRR PSR

B Content content folders
B9 Forms farm folders

[e] Library library folders
Modules

ﬁ} Settings

. Modules
#3) Collections

i) Settings :

= #{3) Calendars
) Users ;

: HEy MemberShips

) User Groups {7y Import/Export Lang
7 Help

#{7) Configuration

Closing the Workarea

To close the Workarea, click the (ﬂ) button in the upper right
corner.
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When you close the Workarea, you return to the Ektron
CMS400.NET view of your Web site but do not exit Ektron
CMS400.NET.

Workarea Navigation

NOTE

The Ektron CMS400.NET administrator Workarea is divided into two
frames:
= the left frame displays the system'’s folders

= the right frame displays common reports (For more information,
see "Content Reports” on page 64)

Each category in the right frame is followed by a number indicating how many
content items are in that status. Content to Expire lists how many content items
will expire within ten days. By going to the report (Smart Desktop > Reports >
Content To Expire) and changing the number of days, you can view a list of
content to expire in that amount of time.

The number next to Tasks indicates how many open tasks are assigned to, or
have been assigned by, you. Open tasks are those in one of the following states:
not started, active, awaiting data, on hold, pending, reopened.
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B 1 x| Smart Desktop for John Edit

. Srmart Desktop

i'—--* Tasks Content Awaiting Approval {(0)
7y Reports

[(¥ content Currently Checked Qut ( 1)

B Content

(3 Forms & Content To Expire (0 )
[&3] Library

Modules
_,.J‘;% Settings

To learn more about the Workarea, see the section of the Ektron
CMS400.NET User Manual titled “Understanding the Smart
Desktop.”

Recognizing Content

After you sign in, notice that as you move the cursor, colored
borders appears around areas of the page, as illustrated below.
The border disappears when you move the cursor out of the area.
See Also: "Returning to the Classic CMS Interface” on page 13

NOTE The colored borders only appear when you are not in site preview mode. To learn
about Site Preview mode, see “Logging In and Out” > “Site Preview” in the Ektron
CMS400.NET User Manual.
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q;.;. Logout

W Preview

Click here to proceed to the demo site
=ML Content
Show Calendar
Contact Lis Form

This is private content. Only users and members that have read permissio
CMS300 Membership allows non-CMS users to login to view private

To see this faature, login as member / member

Each surrounded area is a content item that can be edited
independently.

Meaning of Border Color

The table below describes the meaning of each border color.

Color Meaning Description
Green Active Content is active and ready to be edited
Red Checked Out Another user is editing the content

Approval Process | Content has been submitted for publication, and is
in the approval chain.

Grey Pending Go Live Content was approved, but the go-live date hasn’t
occurred yet.

The Floating Toolbar

When content’s border is visible, you can right click the mouse to
display a floating toolbar (an example in the green box below).
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Onr Camnanv

¥ Edit

0ry view History o our customers,
Ij Delet to conduct

— DElEte ision is to develop
Add Task :alability, flexibility,
Title: Corporate[Published] }ill?g.uatft;rsd%tﬂﬁijed
& workarea for Application Administrator | sed on the
& Logout that creating,

and managing Web

a“ BEEY 1\, ¥ content should be simple and
1 affordable. Today, Ektron is
¢ based on the same principle.

Toolbar buttons let you act on the displayed content and display
important information about it. For example, one toolbar button lets
you edit the content, while another displays previous versions of it.
The toolbar buttons change depending on the content’s status or
your permissions for the content.

Each button is described in "Floating Toolbar Buttons” on page 14.

Floating Toolbar Display Type

You can change the floating toolbar display type. The choices are
vertical and horizontal. Vertical is the default. Below are examples
of each.
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Yertical

L¥ edit

EED View History

Ij Delete

Add Task

Title: Corporate[Published]

@ Workarea for Application Administrator
-ii'i; Logout

Harizaontal

DhinEse

To change the display type, follow these steps.

Open web.config in your root folder.
Find the variable ek_MenuDisplayType.
Change its value.

0 (zero) = Horizontal

1 = Vertical

Returning to the Classic CMS Interface

Prior to Release 4.7, the colored borders and the toolbar menu
always appeared on the screen, not only when the user moved the
mouse over the area. To return to this display style, follow these
steps.

NOTE If you switch to the classic interface, the page layout is not depicted accurately
because of the fixed toolbars.

1. Open web.config in your root folder.
2. Find the variable ek_UserMenuType.
3. Change its value to 1.

After you make this change, the colored borders and toolbar menu
appear on a screen when it appears, and remain there.
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Floating Toolbar Buttons
The following table describes buttons you might see on the floating

toolbar. The buttons can vary depending on the status of the
content, your permissions, etc.

Toolbar Name Description More Information
Button
@ Add Appears if you selected a language and "Translating Content”
the content is not available in that on page 383
language. Use this button to copy
existing content into new content and
translate it to the new language.
Approve Approve or decline request for content to "Approve ()" on page 18
% be published or deleted.
Assign Task Assign a task related to this content. "Managing Tasks” on
page 329
Delete Opens content’s View Content screen.
ﬂ From here, you can view important
information about the content and
perform all actions on it.
D Edit Checks out content to be edited by you. "Edit ()" on page 16
-;i.; Logout Log out of Ektron CMS400.NET view of "Logout ()" on page 20
Web site.
& Preview Preview content before it is published. "Preview ()” on page 19
Properties Opens content’s View Content screen. "Content Status” on
=] From here, you can view information page 15; "Managing
about content and perform all actions on Content” on page 41
it.
@ View Content Displays differences between historical "View Content
Difference version and published versions of Difference ()" on
content. page 17

Ektron CMS400.NET Administrator Manual, Version 5.1, Revision 7

14




Getting Started

&

can perform all actions.

Toolbar Name Description More Information
Button
% View History Displays historical versions of content. "View History ()" on
You can also restore older version if page 18
needed.
Workarea Opens the Workarea. From here, you "Workarea ()" on

page 19

Content Status

After seeing content’s border, you can get a more detailed status

by hovering your cursor over the properties button (@). When you
do, the content’s title and current status appear, as shown below.

DhioEs 2]

=T e p

s BC International, Ya

Title: Support Requesk Fu:urm[PuI:uIished]|

Below are the content statuses and their abbreviations.

Letter | Border Meaning Content state
Color

A green Approved Through workflow and published
on the Web site

@) red Checked Out Currently being edited. Has not
been checked in.

| green Checked In Checked in for others to edit

S yellow Submitted for Approval Saved and submitted into
approval chain
See Also: "Setting Approval
Chains” on page 93

M yellow Marked For Deletion Requested for deletion
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Letter | Border Meaning Content state
Color
T Awaiting Completion of Task(s) assigned to content are
Associated Tasks not complete

P grey Pending Go Live Date Approved but “Go Live” date
hasn’t occurred yet

D Pending Deletion Content was created with a future
start date then checked in and
deleted.
This status only remains until the
start date is reached. At that point,
the content is deleted.

Edit ((¥)

NOTE

For more information about

= content statuses, see Appendix A of the Ektron CMS400.NET

User Manual

= content activities, see "Managing Content” on page 41

Ektron CMS400.NET content can be in any of several states.

= Green border - you can check out the content for editing

« Yellow border - you can edit the content if you submitted it for
publishing; otherwise, you cannot

= Red border - you cannot edit the content

Once you check out content, it cannot be checked out or edited by other users

until you check it in.

To edit content, follow these steps.

1. Log into Ektron CMS400.NET, as described in "Logging Into
an Ektron CMS400.NET Web Site” on page 6.

Browse to content you want to edit.

Right click the mouse to display the floating toolbar.
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4. Click the Edit button ([¥).

The Edit Content screen is displayed.

6. From that screen, you can

Edit content

Save changes

Check-in content

Enter or edit a summary

Enter or edit metadata

Submit the content for approval
Publish content to the Web site

Access the library

For more information, see "Editing Content” on page 53.

View Content Difference (g2)

The compare toolbar button appears when the content is in any
state other than published.

Using Ektron CMS400.NET’s content comparison utility, eWebDiff,
you can see the changes made to the selected content.

To compare the currently published version of a content with the

currently staged version, follow these steps.

Log in to Ektron CMS400.NET.

Browse through your Web site until you find content that has a
staged version to be compared with.

3. If the floating toolbar does not appear, right click the mouse to
display it.

4. Click the View Differences button (g% ). eWebDiff opens in a
new window.

NOTE See "Comparing Versions of Content” on page 95 for additional information about
the CMS Compare utility.
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Approve ()

When logged in as a user who is part of an approval chain, you
may see content with a yellow border. The yellow border indicates
that the content is in the approval chain. If you are the next

approver of the content, an Approve button () appears in the
toolbar.

To approve submitted content, follow these steps.

1. Browse to a content that is submitted and awaiting your
approval.

2. see Also: If the floating toolbar does not appear, right click the
mouse to display it.

Click the Approve button ([F]).
The Approve Content screen is displayed.
5. Perform one of the following actions:

- Approve () the content and submit it to the next

approver. If you are the last approver, the content is
published to the site.

- Decline () the content, which checks the content in and
makes it available for editing by all users with permissions

NOTE If the content has any active tasks, a comments window pops up. You can insert
comments to describe how approving or declining the content affects the task.

- Click (ﬂ) at the top corner of the window to close without
doing anything

View History (Iz)

Each time content is checked in or published, a snapshot is made
of it and stored in Ektron CMS400.NET.You can access and view
historical versions of the content.

To view the history for a content item, follow these steps.

1. Loginto Ektron CMS400.NET, as described in "Logging Into
an Ektron CMS400.NET Web Site” on page 6.
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Find the content whose history you want to view.
Right click the mouse to display the floating toolbar.

4. Click the View History button ().

5. The Content History window appears.

NOTE See "Content History” on page 60 for more information about viewing, comparing,
and restoring historical versions.

Preview (EQ)

If content’s state is other than Published or checked out, this button
displays the entire template as though everything that is currently
staged has been published. So, you can see what your changes
will look like on the Web site before publishing. If necessary, you
can fix any problems and perfect the page before submitting it into
the approval chain.

To preview staged content, follow these steps.

1. Loginto Ektron CMS400.NET, as described in "Logging Into
an Ektron CMS400.NET Web Site” on page 6.

2. Browse through your Ektron CMS400.NET Web site until you
find the content you want to preview.

NOTE Content items with staged content can either have a green or yellow border. Look
for the preview toolbar button, which indicates that the content has a staged
version.

3. Right click the mouse to display the floating toolbar.
4. Click the Preview button ([ &).

A new browser window opens with the staged version of the
content viewable in the template.

Workarea (@)

The Workarea is the centralized location of all Ektron
CMS400.NET actions that you can perform. As an administrator,
you have access to many more actions than a standard user. To
access your Workarea, follow these steps.
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1. Log into Ektron CMS400.NET, as described in "Logging Into
an Ektron CMS400.NET Web Site” on page 6.

2. Navigate to any page that has Ektron CMS400.NET content
displayed on it.

3. Right click the mouse to display the floating toolbar.

4. Click the Workarea button (@).

5. The Workarea opens in a new window.

Logout (&)
This button logs you out of Ektron CMS400.NET.

Site Preview

To learn about Site Preview mode, see “Logging In and Out” >
“Site Preview” in the Ektron CMS400.NET User manual.
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Modifying
Screen

the Application Setup

In the setup section of the configuration folder, you can enter or
edit information for the Ektron CMS400.NET Web site including:

License keys

Default language

Maximum content and summary sizes
email notification

Physical library folders on file server
Builtin user information

Editor options

Work page size settings

You must complete this before any user can access your Ektron
CMS400.NET Web site.

Viewing Application Setup Information

To view Ektron CMS400.NET setup information, follow these
steps.

1.

a > wn

Access the Workarea. See Also: "Accessing the Workarea” on
page 7

Click the Settings folder button in the left frame.

Expand the folder tree, and click the Configurations folder.
Click the Setup folder.

The Application Setup screen is displayed.
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Updating Setup Information

To update setup information, follow these steps.

1. Access the Application Setup screen, as described in "Viewing
Application Setup Information” on page 21.

2. Click the Edit button (¥)).

3. The Application Setup screen appears. Update the fields as
needed. The following table explains the fields.

Field Description
License Key(s) Enter the license key sent to you from Ektron via email into this field.
Module Licenses Enter the license key for WeblmageFX that was sent to you via email.

See "Enabling WeblmageFX” on page 25 for more information.

Default Application Select a default language for Ektron CMS400.NET.
Language How a User’s Application Language Affects His Use of Ektron
CMS400.NET

This user’s language determines the screens and messages that
appear within Ektron CMS400.NET.

How the System Default Language Relates to a User’s Language
Setting

In the user profile, you can set each user’s language. You can set any
user’s language to system default. Each user whose language is set
to system default uses the language assigned here.

Note: Do not confuse this default application language with the ek_
DefaultContentLanguage variable in web.config. For more information
on that variable, see "The Default Language” on page 382.

Maximum Content Size In bytes, limit the size of each content item by specifying a maximum
size. If a user’s changes to content results in exceeding this limit, the
user is told to reduce the size of the content before he can save it.

Maximum Summary Size Limit the size of each summary by specifying a maximum size. If a
user’s changes to a summary result in exceeding this limit, the user is
told to reduce the size of the content before he can save it.

System email Address Enter a valid email address into this field. This will be the address in
the From field in the notification emails.
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Field

Description

Enable Sending of System
Notification Email

Check the box to enable email notification for the entire CMS. Un-
checking this box disables email notification regardless of whether
individual users have their email enabled.

Asynchronous Processor
Location

If your site uses the Web Alerts feature, enter or update the location of
the asynchronous processor Web Services file. The default location
appears below. See Also: "Setting Up the Message Queue and
Asynchronous Processor” on page 157

This is a Staging Server
(Only used with Site
Replication)

Check this box if you use the Site Replication feature and the server
on which this server resides is a staging server.

If you check this box, Web alerts are not generated when content is
updated. Web alerts should only be created on a production server.

Publish as PDF

Check the box to allow folder properties to be set for PDF generation.
When a checked, PDF generation is available for individual folders.
PDF generation for each folder is defined in the folder properties
section.

See Also: "Editing Folder Properties” on page 37

Note: This property appears when Ektron DMS400 v1.1 or later is
installed. For more information, see "PDF Generation” on page 311.

Enable CMS to create file
system folders for library
assets

Check the box if you want to create physical folders on your file
system machine that match the Ektron CMS400.NET library folder
tree. See Also: "Enabling CMS to Create File System Folders” on
page 26

Built - in User Information

Edit the username and/or password for the built in user. By default, the
username and password combination is builtin/builtin. See Also:
"Builtin User” on page 27

Editor Options

Toggle between displaying and not displaying font related buttons in
the editor. Also choose to remove styles and preserve MS Word styles
and classes. See Also: "Editor Options” on page 28
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Field

Description

Work Page Size
The following fields change the

® default editor screen size

® default Workarea page

upgrade to 4.7 or higher.

® default Web page after sign-in

The default values are automatically applied to all new users, and to all existing users when you

You can also force these values on all users, removing their ability to personalize them.

Width

If desired, change the width of the screen in which Ektron
CMS400.NET appears. The width in pixels must be between 400 and
2400.

This field accommodates users who have larger monitors and/or
prefer a higher resolution, such as 1280 x 1024.

The default value for this setting is 790.

Height

If desired, you can change the height of the screen in which Ektron
CMS400.NET appears. The height in pixels must be between 300
and 1800.

This field accommodates users who have larger monitors and/or
prefer a higher resolution, such as 1280 x 1024.

The default value for this setting is 580.

Display button text in the
title bar

Check this box if you want any button’s caption text to appear in the
screen title’'s bar whenever a user moves the mouse over the button.
Note the word Update, describing the button, in the illustration below

If you do not check this box, the screen’s title remains in the title bar

when the user moves the mouse over the button, as illustrated below.

Edit User "jedit”

H <
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Field

Description

Landing Page after login

If you want one page in your Web site to appear after users sign in,
enter the URL to that page. You can click Select Page to browse to
the landing page. The last published version of the page appears. If
the page has never been published, nothing appears.

By default, the page from which the user logged in reappears.

Set smart desktop as the
start location in the
Workarea

If you want the Smart Desktop to appear as soon as users enter the
Workarea, click inside this check box.

See Also: "Workarea Navigation” on page 9
By default, the user sees the Smart Desktop after sign in.

If you leave this check box blank, when you enter the Workarea, you
go to the folder of the content specified at the Landing Page after
login field.

Force preferences to all
users

To force these settings on all Ektron CMS400.NET users, check this
box. If you do, users can see the values in the user profile screen but
not change them.

If you leave this box blank, users can personalize these values in their
User Profile.

Enable Verify email?

Check this box if users should be notified whenever they subscribe to
an email notification list. See Also: "What Happens if Verification emalil
is Used” on page 169

4. Make the necessary changes.

5. Click the Update button (E).

Enabling WeblmageFX

When purchasing Ektron CMS400.NET, you had the option to
purchase Ektron WeblmageFX as well. WeblmageFX is an
imaging application that allows users to edit images online.

If you purchased WeblmageFX when you purchased Ektron
CMS400.NET, you should have received an email with a license
key for WeblmageFX as well.

To enable WeblmageFX within Ektron CMS400.NET, from the
application setup page, insert the WeblmageFX license key in the
Module License field.
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|
—

Module Licenses:
1. |Ir‘|sert Ektron Wieb Image Fi License Key Here...

-
Default Application Language:
| English (US) |

Maximum Content Size (1 - 1,000,000 characters}:

Enabling CMS to Create File System Folders

If this option is enabled, each time a new content/library folder is
created in Ektron CMS400.NET, a corresponding physical folder is
created on the file system. This helps organize library assets on
your file server.

The following illustration compares the library folder tree with the
file system’s folder structure.
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Ektron CMS400 File server folder tree
folder tree

=) cms300scripts

|50 ems300ws

I cmswsdemo

|50 emszmiwsdemo

=y I databases
=y nrmﬂ:

: = 25 uploadedfiles

=y Marketing I=5) Human Resources

=y News = Marketing

= Products 3 News

: = ) Products
Elﬁ BC Cars lﬁ RC Cars

EEI EC Planes I RC Planes
=+ Syndication |22 Syndication

= L5 uploadedimages
+_| Approvals

lﬁ Hurnan Resources
R Danarts =l I25) Marketing
lE] Mews
=l 125 Products
lb RC Cars
I3 RC Planes
I svndication

Cantent

= Human Resourc

NOTE If upgrading, the installation does not create sample Web site’s folders on the file
server. These folders must be added manually. However, all folders created by
you are also created on the file server when enabled.

Builtln User

The builtin user is a user that is defined in the Ektron CMS400.NET
setup screen. The builtin user’s primary function is to be an
emergency user if you cannot log in to your Ektron CMS400.NET
Web site as the normal administrator.

NOTE The builtin user can log in to Ektron CMS400.NET whether or not Active Directory
or LDAP is enabled.
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Only use the builtin user to correct a bad or expired license key. It
is not designed for regular CMS operations. If you try to edit
content while signed on as this user, you see errors.

By default, the username and password combination for the builtin
user is builtin/builtin. For security reasons, Ektron recommends
changing the username and password upon installation.

Editing the Builtin User
To edit the builtin user’s information, follow these steps.
1. Accessing the Edit Application Setup Information screen, as
described in "Updating Setup Information” on page 22.
Locate the Built In User field.

Edit the built in user information by changing the username and
password.

4. Click the Update button (E).

Editor Options

Style sheets greatly reduce the source code (and thereby the size
of) a content. For this reason, they are becoming more popular
than font-related tags for marking up content.

The editor options section lets you determine how the editor
handles this issue.

Ektron CMS400.NET Administrator Manual, Version 5.1, Revision 7 28



Modifying the Application Setup Screen

The following table explains the editor options you may set.

Editor Option Description

Enable Font Buttons This option displays the following font-related buttons on the
editor toolbar:

® [Font Face
® Font Size
® Font Color

® Font Background Color

See AIS0: "Enable Font Buttons” on page 30

Note: If Remove Styles is checked (see below), all inline styles
added to the content are removed when the HTML is cleaned.

Disable Font Buttons This option removes the buttons specified above. If you choose
this option but want to let users apply font related attributes to
text, set up a style sheet for the content folder to which the
content belongs.

See Also: "Disable Font Buttons” on page 30

Remove Styles/ Do not Remove If Remove Styles is checked, all inline styles added to the
Styles content are removed when the HTML is cleaned.

Note: Ektron recommends removing inline styles. It gets rid of
inline styles added to content pasted from Microsoft Word.

Preserve MS-Word Styles (only When content from MS Word is cut and pasted into the editor, the
available if you choose Do not editor, by default, removes some MS Word styles. Preserving MS
Remove Styles) Word styles prevents the editor from removing them.

Ektron does not recommend enabling this feature.

Preserve MS-Word Classes Similar to styles, when content from MS-Word is cut and pasted
into the editor, the editor, by default, removes some MS-Word
classes. Checking this box prevents the editor from removing
them.
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Enable Font Buttons

Here is the editor with font related buttons enabled.

2Tart Uate. | = EnQ Uate: |
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P EERRARARMARS S vo T ALGMIG - DS %
JJﬁf* H mpeem €, - Ao DR |EEEEEssEsEE

I

Disable Font Buttons

Here is the editor with the font buttons disabled.

oart Late: | B end uate; |
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Managing Content Folders

An administrator can control every aspect of the content and the
folders that hold them. The controls include setting permissions,
approvals, and adding, editing, publishing, and deleting content.
Below is the content folder.

View Contents of Folder "Content”

% content o 5[5 &5 B B #h B i | view Enolish (US)

#{7) Human Resources _ -

_IIJ ot Title Language [0 Status Date Modified

0 Marketin o

U —g Contact Ektron 1032 15 0 z26-May-2004

=0 News Greeting 1032 24 P 04-Dec-2003 :

ilj_"] FProducts Home Page Content 1033 1 2 04-Dec-2003

ﬂ-ll__‘. Support Introducing the RC Redstar 1033 23 ©  04-Dec-2003 :

i"?f_“l Svndicatian Private Content 1033 2 fi) 03-Mar-2004 [
Support Page 1033 a8 i) 27-A0g-2002 |

“ Trinity In-Line Pipe 1033 22 5 04-Dec-2003 :

This chapter explains how to add, edit, publish, and delete content.
It includes the following information:

= "Accessing the Content Folder” on page 31

= "Folder Properties” on page 34

= "Purge History” on page 38

= "Adding Subfolders” on page 39

= "Deleting Folders” on page 40

e "Search Content Folder” on page 40

Accessing the Content Folder

To access a content folder, follow these steps.

1. Access the Workarea.
2. Click the Content folder in left side of the Workarea.
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View Contents of Folder

) Content

i||_“| Hurman Eesources

:H._:' Marketing

3. All content in the root content folder appears in the main
section of the Workarea, and the content folder expands to
display the subfolders.

"Content™

(& [EEF B B M T IUiew:IEﬂ'EI“Sh (Us) I}

Title

Language ID Status Date Modified

. Contact Ektron 1033
. News Greeting 1033
il|_“| Products Hore Page Content 1033
1I|_“| Support Introducing the RC Redstar 1033
#7) Syndication Private Content 1033

Support Page 1033
P | Trinity In-Line Pipe 1033
B Content
E";; Forms
@ Library

NOTE

15
24
1
23
2
2
22

(N e R (o R

26-May-2004 11:%
04-Dec-2003 10:5
04-Dec-2003 10:2
04-Dec-20032 10:2
03-Mar-2004 03:1
27-4ug-2002 02:1
04-Dec-2003 11:1

To learn about modifying the folder display, see "Modifying the Folder Display” on

page 33.

From this screen, you can perform administrative actions and
maintain content. Each folder displays the following information

about its content.

Field Description

Title The name given to the content by the creator.

Language The content’s language. See Also: "Working with Multi-
Language Content” on page 376

ID The number Ektron CMS400.NET assigns to the
content. It is used to retrieve the content from the
database.

Status The content’s status. See Also: "Content Status” on
page 15

Date The most recent date that the content was added,

Modified edited, or published.

Last Editor The last user who accessed the content.
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Additionally, each folder has the following toolbar buttons.

Button

Name

Description

More Information

Add Content

Open the editor and create new
content in the current folder.

"Adding Content” on
page 43

=

Delete Content

Delete several content items at once.

"Deleting Content” on
page 59

-

folder.

m Move/Copy Move or copy content to another "Moving or Copying
J Content folder. Content” on page 54
Add Folder Create a subfolder below the current "Adding Subfolders” on

page 39

=

Delete Folder

Delete the current folder.

Note: You cannot delete the parent
folder, Content.

"Deleting Folders” on
page 40

B

the properties window, you can set
permissions, approvals, etc.

B Collections Add, edit, or delete a collection from "Collections” on
the folder. page 352
ﬂ Search Search through content in the "Search Content
Workarea. Folder” on page 40
| Archived Displays content that passed its See the Ektron
=l content scheduled End Date and whose CMS400.NET User
archive option is either Archive and manual section
remove from site or Archive and “Scheduling Content to
remain on Site Begin and
End” > “Setting Archive
Options”
Properties View properties of current folder. In "Folder Properties” on

page 34

Modifying the Folder Display

Ektron CMS400.NET provides two techniques for displaying the
folder tree:

« classic - used in previous versions of Ektron CMS400.NET
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= Ajax - available only in version 5.1 or higher

The following table contrasts the two techniques.

Technique How it Works Advantage

Classic Fetches all folders and subfolders while While initial wait time may be longer, the
initially displaying the Workarea wait time for opening child folders is

shorter

Ajax Initially fetches only folders one level Can reduce initial wait time that occurs
below Content (root) folder. Subsequent when displaying the Workarea
levels are fetched when user clicks the
parent folder.

By default, Ektron CMS400.NET uses the Ajax technique. To
change it to Classic, open the web.config file in your site root and
change the value of the ek_treemodel setting from one (1) to zero

(0).

To change the technique back to Ajax, change the value of the
ek_treemodel setting from zero (0) to one (1).

Folder Properties

The folder properties screen lets you set permissions and
approvals for a folder. You can also assign or modify the folder’s
metadata and Web Alerts.

Accessing the Folder Properties Screen
To access the folder properties screen, follow these steps.

1. Navigate to and click the content folder whose properties you
want to edit.

2. The folder’s contents appear.

Click the Properties (@) button.

4. The folder’s View Properties screen appears.
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Yiew Properties for the folder *Contacts™

Foldername:
Contacts

ID:
12

Description:

Style Sheet filename for this folder:

[Mone Specified]
The inherited style sheet for this folder is: fCMS400Examplefdefault.css

Template filename for this folder( affects future content):
IntranetBasicfemployees.asp:

XML Configuration:
Contacts

Should documents added to this folder be published as PDF?
Mo

The table below describes the fields on the Folder Properties
screen.
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Fields on the Folder Properties Screen

Tab Field Description
Properties Folder name Edit the name of the content folder.
Note: You cannot change the root folder name.
Description Edit the description of the content folder.
Style Sheet filename Specify a style sheet that defines the styles of the content
for this folder: (leave within the content folder. Or, leave this field blank to inherit
blank to inherit) the style sheet from the parent content folder.
This style sheet affects content while being edited but has
no effect on how the content appears on your Web site. To
set or edit the style sheet that determines how your Web
pages display, open the page’s Web form and place a
<link rel="stylesheet”. .. tag within its <HEAD> tags.
Template filename for Specify a new template for the content folder. Or, leave this
this folder: (leave blank field blank to inherit the template from the parent content
to inherit) folder.
Content in this folder appears on your Web site within the
template you choose. See Also: "Creating/Updating
Templates” on page 42
XML Configuration Choose the XML configuration to assign to the content
folder from the drop down list, or check off the inherit box to
inherit the XML configuration from the parent content folder.
See Also: "Assigning XML Configurations” on page 191
Should Office Specify if Office documents in this folder are published to
documents added to the Web as PDF files. This property appears when the
this folder be published Publish as PDF property is checked in Settings >
as PDF? Configuration > Setup.
See Also: "Updating Setup Information” on page 22
Note: This property only appears if Ektron’s Document
Management functionality is installed. For more
information, see "PDF Generation” on page 311.
Metadata Metadata/Custom- See "Assigning Metadata to a Folder” on page 79
Fields available for
folder
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Tab Field Description
Web Alerts Web Alert fields for this See "Assigning Web Alert Information to Content” on
folder page 174

Folder Properties Toolbar

The Folder Properties screen contains these toolbar buttons.

Button Name Description More Information
D Edit Properties Access the Edit Folder properties "Editing Folder Properties”
screen on page 37
& Permissions Access the folder’s permissions table "Setting Permissions” on
page 85
% Approvals Access the folder’s approvals table "Setting Approval Chains”
on page 93
% Purge History Access the folder’s purge history "Purge History” on page 38
J table
g Restore Web Alert Assigns the folder’'s Web Alert "Inheriting Content-Level
Inheritance properties to all content in folder Web Alert Information from
Its Folder” on page 167
Back Go to previous screen
— p

Editing Folder Properties

A content folder’s properties consist of

* name

e description

= style sheet

= template

= XML configuration

= Metadata

To edit any properties for a folder, follow these steps.
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1. Access the View Properties screen for the folder you want to
edit, as described in "Accessing the Folder Properties Screen”
on page 34.

Click the Edit button ([¥).
3. The Edit Properties screen for the content folder is displayed.

Edit Properties for the folder "Content™

H <

Foldername:
Content

Description

Style Sheet filename for this folder: {leave blank to inherit)
;’CMSEDDSampIedHefault.css

Template filename for this folder: {(leave blank to inherit)
,-“CMSEDEISampIe}Iindex.asp

|—Se|e:t an existing template here—j

XML Configuration:
[T Inherit XML Configuration

[—Mone —HTML- ~| [&)

4. Make the necessary changes to the content folder’s properties.
See "Fields on the Folder Properties Screen” on page 36.

5. Click the Update button (E).

Purge History
The Purge History option lets you delete historical versions of
content in a folder. When purging, your options are
= specify a date before which historical versions are purged

= indicate whether the purge includes a folder’s subfolders
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= purge published as well as checked-in versions of content
To purge the history for a content folder, follow these steps.

1. Access the View Folder Properties screen for the content folder
you want to purge the history for, as described in "Accessing
the Folder Properties Screen” on page 34.

2. Click the Purge History button (ﬁ).

3. The Purge History screen appears.
Use the following table to modify the Purge History options.

Field Description Required?

Select Date Specify a date to limit the number of historical versions to Yes
purge. When specified, only historical versions with a
date before this date are purged.

Recursive Purges historical records for content in this folder’s No
subfolders.

Purge versions marked Purges published versions of content as well as checked- No

as Published in versions.

Click the Purge History button (H).
A confirmation message is displayed.
Click OK to continue.

Ektron CMS400.NET executes the purge and displays a
confirmation when complete.

© N o o

Adding Subfolders

To further organize content on your Web site, create subfolders to
store related content. To add a sub folder, follow these steps.

1. Navigate to and click the folder within which you want to create
a subfolder.

2. Click the Add Folder button (ﬂ).
3. The Add a Subfolder to Folder screen is displayed.
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4. Enter the required information in the fields. See "Fields on the
Folder Properties Screen” on page 36.

5. Click the Save button ().

You can modify the subfolder’s properties, permissions, approval
chain, etc. For a list of options, see "Folder Properties Toolbar” on
page 37.

Deleting Folders

You can delete obsolete folders from the Ektron CMS400.NET
Web site.

CAUTION! Deleting a content folder permanently deletes the content and Quicklinks that
belong to the content folder, as well as its subfolders.

To delete a content folder, follow these steps.

1. Inyour Workarea, navigate to the content folder you want to
delete.

2. Click the Delete Folder button (ﬂ).

3. A confirmation message is displayed.
4. Click OK.

Search Content Folder

You can search a folder to locate content within your Web site. Use
this feature to find content when you know the text that needs to be
updated but are unsure of its folder or where it is on the Web site.

The search only looks through the current folder and its subfolders.
So if you want to search the entire site, begin with the root content
folder.

To learn more about searching through folders on Ektron
CMS400.NET, see the following section of the Ektron CMS400.NET
User Manual “Working with Folders and Content” > “Search
Content Folder.”
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Managing Content

When you enter the Content folder in Ektron CMS400.NET as an
administrator, you can control every aspect of the content and
folders. Some controls include setting permissions, approvals, and
adding, editing, publishing, and deleting content. Below is an
example of the Content folder.

i= View Contents of Folder "Content™

' Content (&[5 5 B B 4 R |view:|English (US)

#{7) Human Resources

e ] Title Language 1D Status Date Modified
Q__M—EMQ Contact Ektron 1032 15 O 26-May-2004 1
T News Greeting 1033 24 P 04-Dec-2003 1C
iluj Products Home Page Content 1033 1 o 04-Dec-2003 1C
i”l:I Support Introducing the RC Redstar 1033 23 ©  04-Dec-2003 1C
_;,.11-__.—.] Svndication Private Content 1023 2 A& 03-Mar-Z2004 0z
Support Page 1023 a A 27 Aug-2002 0:
“ Trinity In-Line Pine 1033 22 5 04-Dec-2003 11

This chapter explains how to add, edit, publish, and delete content.
Permissions and Approvals are explained in later chapters.

See Also:

= ’Creating/Updating Templates” on page 42
= "Adding Content” on page 43

= "Forming URLs For Ektron CMS400.NET Documents” on
page 49

= "Viewing Content” on page 50

= "Editing Content” on page 53

= "Moving or Copying Content” on page 54
= "Deleting Content” on page 59

e "Content History” on page 60

= "Content Permissions” on page 61
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= ’Content Approvals” on page 61
= "Link Checking” on page 62
* "Assigning Tasks to Content” on page 62

= "Content Properties” on page 62

Creating/Updating Templates

During the setup of your Ektron CMS400.NET Web site, templates
were created for your Web pages. A template typically includes
page headers and footers as well as placeholders for content,
forms, summaries, calendars, collections, or other page elements.

You specify content’s template in its folder. The folder can have a
unique template or inherit a template from its parent folder. The
following illustration specifies where to identify a template in the
Folder Properties screen.

Edit Properties for the folder "Content™

H <

Foldername:
Caontent

Description

Style Sheet filename for this folder: {leave blank to inherit)

,!’t:mSHDDSampIeddefault.css

emplate filename for this folder: {leave blank to inheritf\

fcmEBDDEampIe/'Iindex.asp J

—Select an existing template here—j

¥ML Configuration:
[T Inherit XML Configuration

[Mone —HTML- x| [&)
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If you Web developer creates a new template after you site goes
live, you do not see it in the Select an Existing template drop-
down box. However, you can delete the value of the Template
filename for this folder field and enter the new template.

If the new template is not in your site root folder, precede the folder
name with the folder path relative to the site root. For example,
customer survey/survey.aspx.

Adding Content

There are four types of content used in Ektron CMS400.NET:

= HTML - Content created using HTML code.
= XML - Content created using an XML configuration

e Office Documents - Content created in Microsoft Office and
stored in CMS400.NET via the Document management
functionality.

* Managed Files - Content created with software external to the
CMS and stored in CMS400.NET via the Document
management functionality. These files are typically .pdf, .gif,
.Jjpeg, .zip, and .txt files.

Office documents and Managed files are only available when the
Document Management Feature is installed. These files can be
created in or added to any folder in the Workarea.

Office documents and Managed files are added to the CMS in one
of two ways:

= By dragging and dropping files from Windows Explorer to the
drag and drop box in the Workarea. See Also: The User
Manual section “Using the Document Management
Functionality” > “Importing Files via Drag and Drop”

or

= By choosing the type of content from the Content Type
dropdown box. Then, clicking the Add Content button or Add
Several Files button. See Also: The User Manual section
“Using the Document Management Functionality”
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Whether you create HTML or XML content depends on the folder’s
XML Configuration setting. An XML folder has an XML
configuration assigned to it. If a folder does not, the content folder
creates HTML content.

See Also:

e "Adding HTML Content” on page 44
e "Adding XML Content” on page 47
« "Creating New Content” on page 383

= "Translating Content” on page 383

Adding HTML Content

As an administrator, you can add content to the Ektron
CMS400.NET Web site by creating new content. To add HTML
content, follow these steps.

1. Inyour Workarea, browse to the content folder where you want
to create the new content.

NOTE When selecting the folder, keep in mind the permissions that are set on it and
which users have permissions for it.

2. Select the language of the new content from the language
drop-down. See Also: "Working with Multi-Language Content”
on page 376

3. Click the Add Content button (@).
4. The Add Content window opens.

Ektron CMS400.NET Administrator Manual, Version 5.1, Revision 7 44



Managing Content

[ by [© X

Title: I

V¥ 2dd to Quicklinks table W Content Searchable

| Content | | Summary || Metadata || Schedule || Cumment|

Marmal

| Z bpply Style] i

= erdana

- 2[10pY

=

-Ad B

»BREBBEGAR %@|ﬂﬁ|~?m|ﬂ%$ﬁ]ﬁ|—

“ﬁ “ xg|nbsp@®TM€i -

B E= 4

il | &2
|
LI
m

_

e
I
am
I
kL
mr
(T}
mr
it
i

5. Create content in the editor using the following table.

Field

Description

Title

Enter a title for the content.

Add to
Quicklinks
Table

Check this box if you want to save a Quicklink to
this content when you save it.

If you uncheck this box, Ektron CMS400.NET
does not create a Quicklink for this content.

Content
Searchable

Check this box if you want this content to be
included in an external search of your CMS Web
site.

If you uncheck this box, Ektron CMS400.NET
excludes the content when a search is performed.

See Also: "Searching Content on the Web Site” on
page 373

Body Text

Insert content that will be viewed on the Web site.
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NOTE For additional information about using the editor supplied with Ektron
CMS400.NET, see “Using eWebEditPro” in the Ektron CMS400.NET User
Manual.

6. After you enter the content, you have the following options.

Button or Tab Description

Summary Edit the summary for the content. “Adding a Content Summary” in
the Ektron CMS400.NET User manual

Note: You can restrict a summary’s length in the configuration
setup screen.

Metadata Edit the metadata for the content.

Schedule Assign start or end dates, or both, for when content is published to
Web site.

Comment Enter history comment to indicate changes made to content.

Web Alerts Enter or update Web Alert information. See Also: "Web Alert

Feature” on page 144

Submit content into approval process.
@ Submit

% Publish content to Web site.
Publish - - -
Note: If content has any active tasks, a comments window pops

up. You can insert comments to describe how approving or
declining the content affects the task.

Note: Only the last approver in the approval chain sees this button.

% Save and check-in content. Clicking this button does not submit
Check In the content into the approval process, but rather lets other users
change it.

O Save the content without submitting it into the approval process.
=l Save If a user clicks save and then closes the editor, other users cannot
edit the content.
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Button or Tab Description

This button appears if you are the next approver in the approval
| Decline list. Click it to decline the changes made to the content.

Note: If content has any active tasks, a comments window pops
up. You can insert comments to describe how approving or
declining the content affects the task.

X Close the editor without saving changes.
Cancel

Adding XML Content

If an XML configuration is assigned to a content folder or item,

users can create XML content within it.

Assigning an XML Configuration

You can assign an XML configuration to an individual content item
or its parent folder. Similarly, a folder (other than the root content
folder) can have a unique XML configuration or inherit one from the
parent folder. See Also: "Assigning XML Configurations” on

page 191

XML Configuration on Content Properties Screen

View Properties for the Content "Greeting”

EH <

XML Configuration:
[T Inherit %ML Configuration

[-None —HTML- | [&)

—[one — HThdl —

Job FPostings hle

RC Cars
RC Flanes

XML Configuration on Folder Properties Screen
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Edit Properties for the folder "Human_Resources™

H <

Foldername:

|Human_Hesuurces

Description

Style Sheet filename for this folder: {leave blank to inherit)

fc:mSBDljsampIejI
The inherited style sheet for this folder is: fcms300sample fdefault.cs

Template filename for this folder: (leave blank to inherit)

fcmSBDDSampleﬂhr.asp

I—Selec:t an existing template here—j

r5':FI"#IL Configuration: N
™ Inherit XML Configuration
Job Fostings j @
—Mone — HThL—
‘Job Postings
RC Cars
||RC Flanes

Adding XML Content

To add XML content, follow these steps.

1. Inyour Workarea, browse to an XML content folder where you
want to create the new XML content. (For more information,
see "Assigning an XML Configuration” on page 47.)

NOTE When selecting the folder to create the content in, keep in mind the permissions
that are going to be set on it, and which users will have permissions for it.

2. Follow the steps described in "Adding HTML Content” on
page 44.
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NOTE Depending on the XML configuration assigned to the content, the default XML
may appear differently.

If content has an XML configuration, it is used to format the screen
display. When XML content is published and a site visitor
completes the XML screen, the user’s input is saved as XML. For
more information, see "Managing XML"” on page 183.

Forming URLs For Ektron CMS400.NET
Documents

Whenever content is created, Ektron CMS400.NET generates a
Quicklink, which is a unique identifier of that content. Ektron
CMS400.NET User Manual > “Library Folder” > “Quicklinks and
Forms.”

A Quicklink for Ektron CMS400.NET content is made up of these
elements:

= Site address

= "The Template” on page 49

= "The Content Variable” on page 50

= "The Language Identifier” on page 50

WARNING! Only use the language identifier if you are forcing or changing the language.

Content
Block Language

Web Site Address Template 1D # Identifier

ttp:/ /www.yoursite.com/news.asp?id=9&LangType=1036

The Template

The default template URL is the address of the default template file
in the Web server’s file system. By itself, the template URL would
retrieve the empty template or the template with its default
document.
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NOTE You can set a default document for a template in the content function by inserting

an id number.

The Content Variable

A question mark (?) separates the template URL from the content
variable. The content variable indicates which document or content
the server places in the template before displaying the page.
Below is a description of the URL format.

Content Example Description
variable
ID=n http:// ID selects a single document to display. This

www . yourEktronwebsite.com /
index.aspx?1D=1

variable would be used for a template of the single
document template type. The value corresponds

to the content’s id value.

The above variable’s hame is based on the templates included in
the Ektron CMS400.NET'’s sample site. If your Web master
changed the variable names in your site’s template, use the name
of the corresponding variable in each template rather than the one
above.

The Language Identifier

This part of the URL identifies the language selected by a visitor to
your site. It only appears if your site supports multiple languages.

To learn more, see "Multi-Language Support” on page 376.

Viewing Content

You can preview all content that has been created in your Ektron
CMS400.NET Web site. Previewing lets you see the content,
summaries, and other information about the content.

Navigating to Ektron CMS400.NET content is similar to navigating to
a file using Windows Explorer. The window has two frames. The
left frame contains the top level folders. You drill down through the
folders until you find the desired content.
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To view content in Ektron CMS400.NET, follow these steps.

1. Navigate to the content folder that contains the content you
want to view. A list of content that belongs to that folder is
displayed.

Select the language of the content you want to view.
Click the content you want to view.
The View Content screen is displayed.

Yiew Content "Content Management Bible"

P OES SR AW € jviewEngishUs) @

Properties || Content || Summary || Metadata || Comment | | Tasks | | Web Alerts |
Title: Content Management Bible

Subject:CMS ISBMN: 0764573713
Genre: Mon-FictionPublisher:\Wiley; John 8 Sons; Incorporated
Author(s)

First Name: Bob Last Mame: Boiko
The Properties tab is described below.

See Also: "Content Toolbar Buttons” on page 52

Information on the Properties Screen

The content properties screen displays the following information
about the selected content.

Field Description

Content Title Title assigned to content

Content ID ID # assigned to content

Status The content’s status. See Also: "Content Status” on page 15
Last User to Edit Last user to edit this content.
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Field Description

Last Edit Date Date and time when content was last edited.

Start Date Date and time when content will go live on the Web site.

End Date Date and time when the content’s “action on end date” is triggered.

This may include being removed from the Web site.

For more information, see the Ektron CMS400.NET User Manual
section “Scheduling Content to Begin and End” > “Setting Archive

Options.”
Date Created Date and time when this content was created.
Approval Method The approval method used for this content. See Also: "The Approval

Method” on page 99

Approvals Approval chain for this content. See Also: "Setting Approval Chains”
on page 93
XML Configuration The XML configuration assigned to the content or inherited from the

content folder. If no XML configuration is assigned, Ektron
CMS400.NET assumes the content is HTML. See Also: "Assigning
an XML Configuration” on page 47

Path The folder path for the content.

Content Searchable Whether or not the content is searchable. See Also: "Searching
Content on the Web Site” on page 373

Content Toolbar Buttons

The following table displays the toolbar buttons that can appear.
Depending on the status of the content, some toolbar buttons may

not appeatr.
Button Name Function More Information
Df Edit Check out content to change it. "Editing Content” on
J page 53
% History View previous version of content; restore "Content History” on
J if desired. page 60
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i

Button Name Function More Information
.ﬂ. Delete Submit a request to other approvers in
approval chain to delete content. If you
are last or only approver, the content is
deleted immediately.
m Move/Copy Move or copy content to another folder. "Moving or Copying
Content Content” on page 54
&I Permissions Assign permissions to content. By "Setting
default, permissions are inherited from Permissions” on
parent folder. page 85
% Approvals Set up an approval chain for content. By "Setting Approval
default, approvals are inherited from Chains” on page 93
parent folder.
% Link Search Find content with a link to displayed "Link Checking” on
J content. page 62
Add Task Assign to a user a task about the content. "Managing Tasks”

on page 331

@

Edit Properties

Change XML configuration assigned and

"Content Properties”

whether content is searchable. on page 62
Back Go to previous window.

€
View View If you can view content in more than one
(language) language, select a language from the

drop down list.
Add Add Lets you copy current content into hew "Translating
-select -select content and translate it to selected Content” on
language- | language- language. page 383

Editing Content

You can edit content in any of the following statuses:

e published

e checked in
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checked out by you

submitted for your approval

Ektron CMS400.NET has two types of content.

HTML content - no XML configuration assigned to content’s
folder

XML content - XML configuration assigned to content’s folder

To edit content, follow these steps.

1.

2.

Navigate to the folder that contains the content you want to
edit. A list of content in the folder is displayed.

Select the language of the content you want to edit.

View Contents of Folder "Content™

Contact Ektron 1 15 e 1122 aM
Graatin 1 5 French (Standard) 403 PM
=reetng German [(Standard) '
Home Page Content 1 1.—T TFUEC-=003 120 AM
3. Click the content you want to edit.
4. Click the Edit button (@)-
5. The Edit Content window opens.
6. Make the necessary changes to the content. Refer to "Adding

HTML Content” on page 44 or "Adding XML Content” on
page 47 for details about the information you can change.

When completed, choose a workflow option at the top of the
window.

Moving or Copying Content

You can move content from any folder to any other folder. Or, you
can copy content from one folder to another.
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At the end of both procedures, a copy of the content resides in the
new folder. The new content gets the next available content 1d
number.

When copying, you leave the content in its original folder, while
moving deletes the content from the original folder.

Other than that difference, the procedure for performing both
actions is virtually identical. This section explains how to move or
copy content.

Who Can Move or Copy Content?

Only members of the Administrators user group can move or copy
content.

Which Content Can Be Moved Or Copied?

Only content with a status of Approved (Published) can be moved
or copied. This includes expired content. If the content’s status is
not published, you must wait for it to reach that status before
moving or copying it.

Before You Move Or Copy Content

Since content is either HTML or XML, you may encounter several
scenarios when moving or copying content. The following table
explains each scenario.

Content to be moved Destination Folder Issues?
or copied
HTML HTML Only None
XML Content Folder Content does not use XML configuration applied

to content folder. If you want it to, assign the
XML configuration in the Content Properties
screen.

XML (inherited from
parent)

HTML Only Content inherits properties of the destination
folder. Can be changed on the folder or content
XML Content Folder levels.
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parent)

Content to be moved Destination Folder Issues?
or copied
XML (not inherited from HTML Only Content keeps assigned XML configuration.

Can be changed on the folder or content levels.

XML Content Folder

What is Moved Or Copied?

When content is moved or copied, it inherits permissions and
workflows from the destination folder. Also, the Quicklink for the
content is moved or copied in the library to the destination folder.
However, the Quicklink remains the same (that is, the default
template doesn’t change). You can update this by editing the
Quicklink. This procedure in described in the Ektron CMS400.NET
User Manual section “Updating Default Template for Multiple
Quicklinks.”If the destination folder already has content with the
same title, Ektron CMS400.NET appends a number to the end of the
title to make it unique. For example: ASP.NET Unleashed(2).

Moving Or Copying One Content Item

Ektron CMS400.NET Admi

To move or copy content to another folder, follow these steps.

1. Access the View Content screen for the content you want to
move or copy, as described in "Viewing Content” on page 50.

Click the Move/Copy Content button ([&).

The Move/Copy Content screen is displayed.
Select either Move or Copy.

a k> wn

If you choose Copy, and you want the content to be published
as soon as the copying is complete, check Publish Copied
Content.

If you want the content status in the new folder to be checked
in, uncheck the Publish Copied Content checkbox.

6. Enter the path to the destination folder. If you don’t know the
path, click Select Folder. Then, navigate to the destination
folder.
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Move/Copy Contents of Folder “Content”

(5 <« &

@ Mave

) Copy Publish Copied Content

Destination Folder: | Select Folder
[] Title IO Status Date Modified Last Editor

CMS Developer ...

12 CheckedOut 2/9/2005 10:37:59 &AM administrator

[] Im adding new content 393  Approved 11/8/2005 4:52:31 PM  Edit

NOTE Only approved or expired content have a checkbox in the left column. Content in
other statuses cannot be moved or copied.

7.

Click the Move/Copy Content button ([g]).

8. A confirmation message is displayed.

9.

Click OK to continue.

10. The content is moved or copied to the specified content folder.

The destination folder appears with the new content.

Moving Or Copying Several Content Items

To move or copy several content items in the same folder at once,
follow these steps.

NOTE Only published and expired content can be moved or copied.

1.

o~ wn

Navigate to the folder that contains the content you want to
move or copy.

Click the Move/Copy Content button (@).

The Move/Copy Contents of Folder screen is displayed.
Select either Move or Copy.

Enter the path to the destination folder. If you don’'t know the
path, click Select Folder. Then, navigate to the destination
folder.
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7. Check the boxes next to the content that you want to move or
copy.

NOTE Check off the box in the header cell to select all or deselect all.

8. Choose the content folder to move or copy the selected
content from the drop down list.

Move/fCopy Contents of Folder "Content™

[ € @

@ Move

O Copy Fublish Copied Content

Destination Falder: |\ Select Folder

[] Title ID  Status Date Modified Last Editor
CMS Developer ... 12 CheckedOut 8//2005 10:37:59 &AM Administrator

[] I'm adding new content 393 Approved 11/8/2005 4:52:31 PM  Edit

9. Click the Move/Copy Content button (@) to move or copy the
selected content.

10. A confirmation message is displayed.
11. Click OK.
12. The content moves to the destination folder.

Viewing and Restoring Historical Versions of
Content

Each time a new version of content is published or checked in, the
previous version is stored in a history table. Old versions of content
may be accessed in the view history table, and if desired, restored
to the Web site.

For more information, see the Viewing and Restoring Previous
Content section of the Ektron CMS400.NET User Manual.

Purging Historical Versions of Content
See "Purge History” on page 38.
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Scheduling Content

Scheduling content allows you to specify a future date and time
when content will be visible on the Web site. Similarly, you can
remove content from the Web site on a specified date and time.

For more information, see “Scheduling Content to Begin and End”
in the Ektron CMS400.NET User Manual.

Deleting Content

The Delete command lets you permanently delete obsolete
content from your Web site. You can only delete content if its status
is Approved.

Like publishing, deleted content must go through the approval
chain before it is removed. If you are the last approver in the
approval chain, the content is deleted immediately. See Also:
"Approving/Declining Content” on page 85

You can delete one or several content items in a folder. Both
procedures are explained below.

Deleting a Single Content Item

To delete one content item, follow these steps.

1. Access the View Content screen for the content you want to
delete, as described in "Viewing Content” on page 50.

2. Click the Delete button (E).
3. The following message appears.

Microsoft Internet Explorer

Xl
Are wou sure you wish ba submit this conkent block ko the approvers For deletions
This content will be deleted once the entire lisk of approvers has approved this request,
This ackion will alsa delete any library quicklinks assaciakted with the content black.

Conkinue?

Zancel |

4. Click OK to delete the content.

Ektron CMS400.NET Administrator Manual, Version 5.1, Revision 7 59



Managing Content

Deleting Several Content Items in a Folder

NOTE

Checking for

On the View Content Folder screen, you can delete several
content items at one time. To do so, follow these steps.

1. Access the content folder that contains the content you want to
delete.

2. Click the Delete Content button (@).

3. The Delete Contents of Folder screen is displayed.
Check the boxes next to the content that you want to delete.

Check off the box in the header cell to select all or deselect all.

5. Click the Delete Content button ([3).

6. A confirmation message is displayed.
7. Click OK to continue.

Broken Quicklinks

The Check Links button (ﬁ) locates all content that includes a
Quicklink to the displayed content. This feature is useful when
deleting content, because it informs you of every content item that
will include a “dead” link after you delete the selected content. You
should then edit that content and remove or change the obsolete
Quicklinks.

To use the link checker, follow these steps.

1. Access the View Content page for the content whose links you
want check, as described in "Viewing Content” on page 50.

2. Click the Check Links button (E).

3. A page lists each content item that links to the current content.

Click the title to access the View Content page for the selected
content. From there, you can remove or change the Quicklink.

Content History

Whenever a new version of content is published or checked in, the
previous version is stored. Old versions of content may be viewed
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on the View History screen and, if desired, restored to the Web
site.

Accessing the View History Window

Published Date
@ 04-Dec-2003

i0:

20 Am

04-Dec-2003

i0:

20 Am

To access the View History window, follow these steps.

1. Access the View Content screen for the content you want to
view the history of, as described in "Viewing Content” on
page 50.

2. Click the View History button (@).

3. The Content History screen opens.

Yiew Content History "Home Page Content™

@ 04-Dec-2003

a9

45 AM

04-Dec-2003

a9

44 AmM

@ 04-Dec-2003

a9

44 AM

04-Dec-2003

a9

44 AmM

@ 04-Dec-2003

a9

42 AM

04-Dec-2003

a9

42 AM

04-Dec-2003

a9

41 AmM

04-Dec-2003

a9

27 AM

Content || Summary || Metadata || Properties || Cumment|
Content:

Welcome to RC Internationall

RC International is dedicated to the RC racing enthusiasts! Wwe eat, w
live RC racing. In three short years RC International has become one
manufactures of RC racing and flying wvehicles, Qur dedication to the s
enthusiasts who play it, has endeared our products to the RC commu
continue striving to improve our affordable products and hope you wi
International member,

see the Ektron CMS400.NET user manual section “Viewing and
Restoring Previous Content.”

Content Permissions

See "Setting Permissions” on page 85.

Content Approvals

See "Setting Approval Chains” on page 93.
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Link Checking

The link checker button allows you to locate all content that has a
link to the displayed content. This feature is very useful if you
decide to delete content. You can use this to remove those links,
which will no longer work after the deletion.

To display all content that links to the selected content, follow these
steps.

1.

Access the View Content screen for the content you want to
execute the link checker for, as described in "Viewing Content”
on page 50.

Click the Check Links button (E).

A search results screen displays each content item with a link
to the current content.

Click the content title to access the View Content screen for the
selected content and perform the necessary actions on it.

Assigning Tasks to Content

Seethe Ektron CMS400.NET User’s Manual > “Managing Tasks” >
“Creating Tasks via Content”.

Content Properties

The content properties screen shows which XML configuration, if
any, is applied to the content, and whether a search will find the
content. To view the Content Properties screen, follow these steps.

1.

Access the View Content screen for the content whose
properties you want to view, as described in "Viewing Content”
on page 50.

Click the Properties button (@).
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View Properties for the Content *Contact Ektron™

7 Content

{3 Human Resources

3. The View Properties for the Content screen appears.

H <

n£l|_“| Marketing

e

~£l|_| Froducts

o

~£I|_| Support
H1{ Syndication

B Content

XML Configuration:
™ Inherit ML Configuration

[-None —HTML- | [&)

¥ Content Searchable

E"_; Farms

[&3] Library

Maodules

ﬂ Settings

NOTE

Make any necessary changes. For more information, see

B

= "Assigning XML Configurations” on page 191

= "Content Searchable” on page 45

5. Click the Update button (E).

If you click the Properties button for content that is displayed on a Web page, the

View Content screen opens in the Workarea window.
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Content Reports

The Reports folder contains various content reports. For
information about them, see the Content Workflow Reports section
of the Ektron CMS400.NET User Manual.
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Programmatically

Content can be created using a special function which lets
users add new content without logging in. To accomplish this,
your Web site developer places a form on your Web site which
lets users submit content without logging in. Here is a sample
Add Content form.
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2 Add Content Programatically - Microsoft Internet Explorer

File Edit Miew Favorites Tools Help
Q-0 KR & P& e -8 WM-0 &

. Address |@ http:ff127.0.0.1/cms300sample/addcontent. asp M.

Add Content Programatically To CMS

Usernarme! |admin |

Password: |admin |

Dornain: | | {whan using Active Directory)
Tithe: |This is the content title | fas tewt)
Comrment: |This is the comment | fas text)

Content! |cp>This is the <strong>HTHL</strong:
content<pr</p>

(a5 HML content)

Surmary! | ¢p>This is the <strong>HTML</strongs
SUNMIAr yiprCS p

{as HML content)

Mata Data(Title): | pdd content through asp example
(a5 taxt)

Meta Dal3|qdd;: content: asp: exemple
{Kewwards ): {separated by ; )}

Language - {2 for English, 1031 for German, 1036 for French)

Your Web site developer can customize this form to better suit your

needs. See the Ektron CMS400.NET Developer Manual for
additional information.
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Two kinds of metadata can be added to Ektron CMS400.NET
content

= Metadata that resides in the source code of a Web page.
Examples include the title and meta tags. This data helps
search engines find your Web page (illustrated below). In
addition Ektron CMS400.NET metadata can support the
Simple Dublin Core metadata standard. For more
information on Simple Dublin Core metadata, see "Simple
Dublin Core Metadata” on page 82

NOTE To learn how to display on your Web site the metadata that resides in the
source code, see the Ektron CMS400.NET Developer Manual section
“Custom Functions (for your server platform)” > “Metadata Function”,
“MetaData Server Control” and “MetaDatalList Server Control.”

<} Welcome to RC International - Microsoft Internet Explorer

RC Inter

J Eile Edit \iew Favorites Tools Help

J {9 Back ~ B index[1] - Notepad

JAeresslg File Edit Format View Help
<!--- Copyright 2002 Ektron, Inc. CM5 sample site
#a% A1l information in the sample site is fictional #%% --->
<html=

Home | ki

lkTitle=welcome to RC International</Title>
<meta name="Keywords" content="RC International; RC; racing; remote cont
airplanes; cars"=

years RC .
to the spc
striving tc
NEW FEZ

<link rel="stylesheet" href="default.css" type="text/css5">

</HEAD>

<BODY topmargin="0" leftmargin="0" marginheight="0" marginwidth="0"
rightmargin="0" bottommargin="0">

~TARI C WTRTH=-"1MNN%" mnonco-="MN" FC11 DARARTAME="N" ~C1 1 SDACTRE=""N"

= Metadata that appears on your Web site’s search page,
below the standard search fields.
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This type of metadata, known as “searchable property,”“ helps
site visitors find content on your Web site (illustrated below).

Search Text: Search
& all the wards
© Any of the words
" Exact Phrase
[ Match Partial Wwards
rgi_tyr of Crigin: Any j_\
Mewe Y ork
Montreal
Hong Kong
aydney
Paris
\_ Copenhagen J

These search criteria also appear when a user clicks the search

button (@4) on the View Contents of Folder screen. See illustration

below.
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Search Content Folder

—

¥ content ¥ Forms
[T Include Archived

Search Text: | Search |

| A1l wiords |
Title: |

Comments: |

: [og I
Date Created! potween [Mone] £l and [Mone] 5|

P . E E
Date Modified petween [None] g and [Mone] g8
Language: Is‘-‘anj,r j
Last Editor's Last Mame: |

Status: |An3.f

=
City of Crigin: |Anj,r j
(2

Part Mumber: |Anj,r

If your site supports multiple languages, you create metadata
definitions for each supported language.

These features are explained in more detail in the following
sections.

« "Adding a Metadata Definition” on page 70

* "Viewing Metadata Definitions” on page 77
= ’Editing a Metadata Definition” on page 77

= "Deleting a Metadata Definition” on page 78
= "Assigning Metadata to a Folder” on page 79
< "Adding Metadata to Content” on page 82

e "Simple Dublin Core Metadata” on page 82
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Adding a Metadata Definition

Use the Add Metadata Properties screen to define metadata (such
as keywords and title). You can define as many instances of
metadata as you wish.

Add Meta Data definition

H < @)

MName: |

Type: |Sear|::ha|:|le F'rnpertj,rj
Editable:

—Searchable Property
Publicly wiewable: ¥

Style: |Text j
Default: :|

[

current character count: O (S00 max.)

To define one instance of metadata, follow these steps.

WARNING! After creating a definition, you must assign it to all folders whose content should
use it. You assign a metadata definition to a folder in the folder’s properties. See
"Assigning Metadata to a Folder” on page 79.

From the Workarea’s left frame, click the Settings folder.
Click the Configuration folder to expand the tree.

Click the Metadata Definition folder.

The View Metadata Definitions screen appears.

a > wbn Pk

Select the language for the metadata you are about to define.
This metadata will only be available to content in this language.

6. Click the Add Metadata definition button (@).

7. The Add Metadata Definition screen appears. Using the
following table, add the needed information.
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Metadata Definition Fields

Field Description
Name Enter a name to identify this metadata.
Type From the drop-down list, select whether this tag is

® asearchable property when inserted on the Web page - See Also:
"Searchable Additional Fields” on page 72

® an HTML tag (for example, <title>) - See Also: "HTML Tag Addi-
tional Field” on page 71

® a Metatag (<meta>) - See Also: "Meta Tag Additional Fields” on
page 71

Editable Check this box if you want to allow users to edit the contents of the
metadata when creating or editing the metadata’s content.

Uncheck this box if you want uniform metadata for each content item that
uses this metadata.

HTML Tag Additional Field

Field Description

Default Text Enter default content for the HTML tag. For example:

content="document management web content management content
management cms™

Meta Tag Additional Fields

NOTE For background information about metadata, see http://www.w3.org/TR/REC-
html40/struct/global.html#edef-META.
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Field

Description

Style

Select from the drop-down list to indicate whether you want the style to
be name or http-equiv.

For more information, see http://www.w3.org/TR/REC-html40/struct/
global.html#h-7.4.4.2

Remove Duplicates

Check this box to remove duplicate words or phrases from the metadata.

Case Sensitive

Check this box to remove duplicates only if the letters and case of each
letter match.

Separator

Enter a character to separate the metadata values. The default is a
semicolon (;).

Selectable Metadata

Check this box to force users to select from the options specified in the
Allow Selectable Text and Default Text fields.

If you do not check this box, users can create their own metadata.

Allow Multiple
Selections

Check this box to let users select multiple metadata values instead of
one. If multiple values are allowed, use the separator character to delimit
them.

This field is only active if the Selectable Metadata box is checked.

Allow Selectable Text

Enter standard metadata that can be selected by users. Separate each
option by the separator specified for the metadata definition.

This field is only active if the Selectable Metadata box is checked.

Default Text

Enter default content for the metadata tag.

Searchable Additional Fields

For background information on Searchable Property type
metadata, see "Metadata that appears on your Web site’s search
page, below the standard search fields.” on page 67.

After creating a searchable metadata definition, assign it to folders
whose content will use it. See Also: "Assigning Metadata to a
Folder” on page 79
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Field Description

Publicly Viewable If you check the box, this search field appears on your Web site’s search
screen. Site visitors can use the field to find content on your Web site.

Note: Regardless of whether this is checked, this search field appears on
the Workarea'’s Search Content Folder screen to help Ektron
CMS400.NET users find content. Only logged-in users can access the
Workarea.

Style Select the style of the response field from these choices (available in a
dropdown list). You are specifying the kind of information that a user
adding searchable properties to content will enter to describe the data.
Later, anyone using the search can search on that information.

See Also: "Assigning Metadata to a Folder” on page 79

® Text - The user enters free text to describe the content.

® Number - The user enters a number to describe the content.
® Date - The user enters a date to describe the content.

® Yes or No - The user answers yes or no to describe the content. For
example, if the content describes automobile parts, the user could
answer yes to include new and used parts or no to search for new
parts only.

® Select from a list - The user picks a from a list to describe the con-
tent.

For an illustration of this style on the Edit Content screen/Searchable
Properties tab and the Site Search screen, see "Select from a List”
on page 73.

® Multiple selections - The user selects an item from a dropdown list.

For an illustration of this style on the Edit Content screen/Searchable
Properties tab and the Site Search screen, see "Multiple Selections”
on page 74.

See Also: "Converting the Style of a Metadata Definition” on page 75

Default If desired, enter the most common response to this definition.

The default value is automatically applied to all existing content within
folders to which this definition is assigned.

While editing content that uses this definition, a user can accept the
default value or change it.

See Also: "Effect of a Default Value on Required Metadata” on page 80

Select from a List
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Appearance on Edit Content Screen > Metadata Tab

-Search Data
. . ,
City of origin: |Faris jﬁ'

Editor’s name: Mo S&lection
" |Mew vork

Top Stories: (Montreal
Sydney
.Lundun

Appearance on Search Screen

T Match Partial Words

archive:

City of origin:

Eritors name |1

Top Stories: | |Mantreal
Scineny
Londaon
Faris

Multiple Selections

Appearance on Edit Content Screen > Metadata Tab

Mot Included: Included:

Fard
Chewrolet

»]
hazda eSS |
<

Auto manufacturer:

All << |
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Appearance on Search Screen

archive: | Ay

Ll )

suto manufacturery |Ford
A

City of arigin:
Editor's name: Chewvralat

Top Stories: Mazda

Converting the Style of a Metadata Definition

This section explains how Ektron CMS400.NET handles changing
the style of a searchable property type of metadata. For example,
you create a definition to collect Part Number. Originally, the style
is text, but you later decide its style should be number.

When you change the style of searchable property type metadata,
Ektron CMS400.NET attempts to maintain any data stored in
content blocks that use the definition. For example, if the data style
was number and you change it to text, the number stored for that
metadata definition is converted to text and maintained in all
content that uses it.

However, sometimes Ektron CMS400.NET cannot maintain the data
when you change the style. For example, if you change a metadata
definition style from number to date, Ektron CMS400.NET cannot
convert those styles. In this case, any data stored in metadata
definitions is lost.

The following table illustrates all conversion scenarios and how
Ektron CMS400.NET handles each one. It indicates whether data is
maintained after you convert from a data style in the left column to
a style to its right.
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Text Number | Date Boolean Single Multiple
Select Select

Text _ OK OK NO NO NO
Number OK - NO NO NO NO
Date OK NO _ NO NO NO
Boolean OK NO NO _ NO NO
Single Select OK NO NO NO _ OK
Multiple Select OK NO NO NO NO -

Table legend

e (OK - Data is maintained

* NO - Data is lost during conversion

When you change the style of a metadata definition, the screen
often gives you these choices:

= Use existing data if possible, else default

e Use default value

Searchable Property
Publicly viewable:

Style: TN

{ Attention: Converting from text to date,
Data may be lost, conversion may be irreversible without loss!)

(¥ Use existing data if possible, else default
) Use default value

Default: Mone] B %
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Following these choices is a field that lets you define a default
value. If you want to simply replace any existing data, select Use
default value and enter the new value in the Default field.

If the data is convertible (according to the table above), and you
want to maintain existing data if possible, select Use existing data
if possible, else default. Then, enter a default value below. If the
existing data cannot be maintained, the default value replaces it.

Viewing Metadata Definitions

You may view any metadata definition. To do so, follow these
steps.

1.

Navigate to the Metadata Definitions screen in the
administrator Workarea, as described in "Adding a Metadata
Definition” on page 70.

Select a language from the drop-down list.
Click the Metadata definition you want to view.

The View Metadata Definition screen appears. From here, you
can edit and delete this definition.

See Also: "Metadata Definition Fields” on page 71

Editing a Metadata Definition

To edit a metadata definition, follow these steps.

1.

2.

3.
4.

Access the View Metadata Definition screen whose definition
you want to edit, as described in "Viewing Metadata
Definitions” on page 77.

Click the Edit button (¥)).

The Edit Metadata Definition screen is displayed.

Make the necessary changes to the definition.

See Also: "Metadata Definition Fields” on page 71

5.

Click the Update button (E).
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What Happens When a Metadata Definition is Edited?

If you create a metadata definition, assign it to a folder, then users
insert metadata information into their content, the collected
information takes on the characteristics of the metadata definition.
For example, if the metadata is title and its type is HTML tag, this
is how it appears in the Web page’s source code.

<title>CMS Developer</title>

If you later change its type to Meta, the following effects occur:

= metadata to which the definition has already been assigned
maintains the previous style definition. For example, <titie>cvs
Developer</title>.

= when you create a new content item that uses the metadata
definition, its metadata takes on the new style. For example,
<meta name="title" content="CMS developer'>.

Deleting a Metadata Definition

You can remove metadata definitions that are no longer used from
the Ektron CMS400.NET site. When you delete a definition, it is
removed from every content item that uses it.

To delete a definition, follow these steps.

1. Access the View Metadata Definition screen for the definition,
as described in "Viewing Metadata Definitions” on page 77.
Click the Delete button (E).

A confirmation message is displayed.

Click OK.

Another confirmation message is displayed.

Click OK.

o g s~ w N
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Assigning Metadata to a Folder

After creating a searchable metadata definition (see "Adding a
Metadata Definition” on page 70), assign it to folders whose
content will use it.

On each folder’s properties screen, you determine which metadata
definitions can be used. It may be some, all, or none of the
metadata definitions set up in the Metadata Definitions screen.

The section of the folder properties screen used to assign
metadata appears below. Only metadata definitions whose
Assigned box is checked can be completed by users working with
content in the folder.

Metadata/Custom-Fields available for folder "Content':

Assigned Required MName

¥ r title

g r keywords
v r description
v r page

V¥ r robots

3 r Part number

See Also: "Metadata” on page 67

Then, while creating or updating content, the user can insert the
metadata information via the Metadata tab (illustrated below). The
user can only enter metadata values for the types of metadata
assigned to the content’s folder.
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Title: |Ch-'15 Developer ...

[Enalist
Cuntent” Summary |Meta Datal Schedule || Cumment|
JJ 3 [4pply Style] - Momal - - 2[10pt] - A
([RSNGB T S B - T 1

Requiring Users to Enter Metadata

You can determine that any metadata definition must be completed
for content before it can be saved (see the Required checkboxes
in the illustration above). This occurs both when new content is
added and existing content is edited.

If you set a kind of metadata to be required, its label is red and

includes an asterisk (*) on the Metadata tab of the Edit Content
screen, as shown below.

Edit Content in Folder "Content"

ko By @ X @
Title: |CMS Developer ...

[Enagl

Content || Summary || Meta Data || Schedule || Cumment|
title: *

CM3 Developer

@' current character count: 13 (300 max.)  Seg
Character ;"

* = Required fields
If the user does not complete a required metadata field, a message

informs him that the information must be entered before he can
save the content.

Effect of a Default Value on Required Metadata
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A default value can be defined when creating or editing a metadata
definition. See Also: "Adding a Metadata Definition” on page 70

If a default value is defined for a required metadata field, the
default value is used when the user saves the content. In this case,
the user is not prompted to enter a value because the default value
is sufficient.

Inheritance of Metadata by Folder

Each folder can inherit metadata fields from its parent folder or
have a unique set of them. The information includes not only which
kinds of metadata are assigned but also which ones are required.
For example, you could assign the top folder (Content) all
metadata definitions, while you assign the Contacts folder (directly
below it) none.

On every folder’s properties screen, use the Break Inheritance
check box (illustrated below) to determine if metadata definitions
are the same as the parent folder or unique.

Metadata/Custom-Fields available for folder 'Contacts’:
{Inherted from folder 'Content')

(|_ Break Inheritance

Assigned Required Mame

~ r~ title

2 r keywaords
¥ r description
M r page

W~ - rohnts

By default, Break Inheritance is not checked, which means that all
folders inherit metadata definitions from the root folder (Content).

When you click the Break Inheritance check box, all inherited
values appear by default (that is, Assigned and Required boxes
are either checked or unchecked). You can then change which
boxes are checked/unchecked as desired.
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Adding Metadata to Content

When a user creates or updates content, he can define its
metadata within the assignments specified for the folder.

Default metadata are applied without user intervention. Instructions
for adding metadata are found in the Adding or Editing Data
section of the Ektron CMS400.NET User Manual.

Simple Dublin Core Metadata

Simple Dublin Core is a set of fifteen standard names for metadata
fields designed to cover the most useful items of information on a
document. From the Dublin Core site FAQ: “Dublin Core metadata
provides card catalog-like definitions for defining the properties of
objects for Web-based resource discovery systems.” For more
information refer to the Usage Guide: http://www.dublincore.org/
documents/usageguide/.

By using the Metadata Server Control, you automatically create
seven of the fifteen Dublin Core metadata fields. These fields are
automatically filled with the information from the equivalent Ektron
CMS400.NET property. Below is a list of the seven fields that are
created and their Ektron CMS400.NET equivalent property. For
more information on the Metadata Server Control, see the
Developer’s Manual section “Introduction to Ektron CMS400.NET
Server Controls” > “MetaData Server Control”

Dublin Core Field Name | Ektron CMS400.NET Property

DC.title Content block title

DC.description Plain text version of a content block
teaser (summary)

DC.contributor Content block last editor name
DC.date Content block last edit date
DC.format “text/html”
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Dublin Core Field Name | Ektron CMS400.NET Property

DC.identifier URL of current page (from ASP.NET
Server.Request object)

DC.language CMS language cookie / current site
language, expressed as a .NET
System.Globalization Culture Name

To fully comply with the Simple Dublin Core metadata element set,
the administrator must create the remaining eight Dublin Core
fields as standard CMS400.NET Metadata definitions and apply
them to all CMS400.NET folders. Next, the CMS users must fill in
the appropriate values for each content block.

WARNING! When creating the Dublin Core metadata fields in the Metadata section of the
Workarea, you do not need to create the first seven fields in the table above. In
addition, the names of the fields you create should be the same as the names
below. For example, in the name field, enter “DC.subject”. The DC identifies the
metadata as Dublin Core metadata.

The remaining eight Simple Dublin Core fields are described
below:

NOTE These descriptions are from the Dublin Core Metadata Initiative site. For a more
detailed description, visit http://www.dublincore.org.

= DC.subject - The topic of the content of the resource.
Typically, a Subject will be expressed as keywords or key
phrases or classification codes that describe the topic of the
resource.

= DC.type - The nature or genre of the content of the resource.
Type includes terms describing general categories, functions,
genres, or aggregation levels for content.

= DC.source - A Reference to a resource from which the present
resource is derived. For example, DC.source="Image from
page 54 of the 1922 edition of Romeo and Juliet”

e DC.relation - A reference to a related resource.

= DC.coverage - The extent or scope of the content of the
resource. Coverage will typically include spatial location (a
place name or geographic co-ordinates), temporal period (a
period label, date, or date range) or jurisdiction (such as a
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named administrative entity). Examples: DC.coverage="1995-
1996, DC.coverage="Boston, MA”, DC.coverage="17th
century” or DC.coverage="Upstate New York”.

= DC.creator - An entity primarily responsible for making the
content of the resource.

= DC.publisher - The entity responsible for making the resource
available.

= DC.rights - Information about rights held in and over the
resource. Typically a Rights element will contain a rights
management statement for the resource, or reference a service
providing such information.

To learn about adding Metadata definitions, see "Adding a
Metadata Definition” on page 70.
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Setting Permissions

Permissions determine which actions users and members of user
groups can perform on content, library items, and content folders.
For example, you allow your Webmaster to perform the most
advanced actions, such as adding folders, editing folder properties,
and deleting folders. At the same time, you could restrict content
contributors to viewing, editing, and adding new content.

You can set permissions for a content folder or content item. If you
assign permission to a content folder, it affects all of its subfolders
unless you break inheritance for a subfolder.

Only Ektron CMS400.NET administrators can set permissions.

IMPORTANT! All members of the Administrator group are automatically granted all permissions
to all Ektron CMS400.NET folders. These users do not appear when you view a
folder’s permission table. Nevertheless, they have full permissions.

You manage permissions through the Permission Table (illustrated

below). It appears when you click the Permission button (ﬂ) from
the folder’s or content’s Properties window.

View Permissions for Folder "abc"

[T allow this object to inherit permissions.
[T The content in this folder is private and is NOT viewable on the public Web site.

View Advanced Permissions Wiew MemberShip us
Library Add  Add Add i e
Read Only Images Files Hyperlinks  Libral

User ar Group Mame Read Only Edit Add Delete Restore

E admin H oo M M " H H H H
€ iedit ¥ ®oow

ﬁ Administrators " oM ] ] H M b b X
[ I =N, W
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This chapter explains how to manage permissions through the
following subtopics.

= "Inheritance” on page 86
e "Standard & Advanced Permissions” on page 87

= "Setting Permissions for a Content Folder” on page 88

= "Setting Permissions for Content” on page 91

Inheritance

By default, all content folders and items inherit permissions from
their parent folder. You have two options for modifying
permissions.

= Modify the permissions of the parent folder - see "Setting
Permissions for a Content Folder” on page 88

= Break inheritance and add permissions to a folder

Breaking Inheritance

To break inheritance from a parent folder, follow these steps.

1. Access the Permissions Table for a content folder or content in
your Workarea, as described in "Accessing the Permissions
Table” on page 88.

2. Remove the check mark from the box that says Allow this
object to inherit permissions.

3. A confirmation message appears.
Click OK.

Restoring Inheritance

To restore inheritance for a content folder or content, follow these
steps.

1. Access the Permissions Table as described in "Accessing the
Permissions Table” on page 88.

2. Place a check in the box that says Allow this object to inherit
permissions.
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3. A confirmation message appears.
4. Click OK.

Standard & Advanced Permissions

There are two categories of permissions. You assign permissions
in each category from a different screen.

e Standard Permissions - basic functions

e Advanced Permissions - administrator level functions

The following table explains the permissions in Ektron

CMS400.NET.
Category Permission Allows user/user group to perform this action on
content in selected folder
Standard Read Only View content
Edit Edit content
Add Add content
Delete Delete content
Restore Restore old versions of content

Library Read Only

View items in the corresponding library folder
See Also: "Managing Library Items” on page 101

Add Images

Upload images to the corresponding library folder

Add Files

Upload files to the corresponding library folder

Add Hyperlinks

Add hyperlinks to the corresponding library folder

Overwrite Library

Overwrite images and files the corresponding library folder
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Category Permission Allows user/user group to perform this action on
content in selected folder
Advanced Collections Manage collections See Also: "Collections” on page 352
Add Folders Add sub folders
Edit Folders Edit folder properties See Also: "Folder Properties” on page 34
Delete Folders Delete the current folder or its subfolders
Traverse Folders View the subfolders under the main content folder. By default,
the everyone user group has permission to view all subfolders.

Setting Permissions for a Content Folder

You can set permissions for any content folder and language from
the Folder Properties screen. Here is the Permissions button on
the Folder Properties screen.

Accessing the Permissions Table

To access the Permissions Table, follow these steps.

Select a folder from the left frame of the Workarea.

Select the language whose folder properties you want to
update.

|
3. Click the Folder Properties button ( ﬁlw).
The Folder Properties screen appears.

5. Click the Permissions button (ﬂ).
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6. The Permissions Table appears.

View Permissions for Folder "abc"

[T allow this object to inherit permissions.
[T The content in this folder is private and is NOT viewable on the public Web site,

IWiew Advanced Permissions Wiew MemberShip
Library Add  Add Add Cvel
Fead Only Images Files Hyperlinks  Lib

User aor Group Mame Read Only EditAdd Delete Restare

ﬂ admin b oW b it b b b b
ﬂ jedit b MM

ﬁ Administrators " EA M ® " ¥ ¥ "
ﬁ Everyone H

Actions You Can Perform from the Permissions Table

The following table summarizes actions you can perform from the
Permission Table screen.

Action How to perform it For more information, see

View advanced Click View Advanced "Standard & Advanced Permissions” on
permissions Permissions page 87

Add user or group to "Adding a User or User Group to the
permission table Click ':E:' Permissions Table” on page 90
Remove user or group .EI. "Deleting Users or User Groups from the
from permission table Click Permissions Table” on page 91

View membership Click View MemberShip users "Private Content & Memberships” on
users page 121

Have this folder inherit Check box next to Allow this "Inheritance” on page 86

permissions from object to inherit permissions

parent folder

Ektron CMS400.NET Administrator Manual, Version 5.1, Revision 7 89



Setting Permissions

Action How to perform it For more information, see
Make content in this Check box next to The content "Private Content” on page 121
folder private in this folder is private and

can only be viewed by
authorized users and
members

Adding a User or User Group to the Permissions Table

To add a user or user group to the Permissions Table, follow these
steps.

NOTE Before adding users or groups, you must break inheritance. See "Inheritance” on
page 86.

NOTE If a user and the user group to which that user belongs are both given permission
to a folder, the user has all permissions to which he/she is assigned as well as
permissions assigned to the user group.

NOTE You can only assign Read Only permission to a Membership user or user group.
See Also: "Private Content & Memberships” on page 121

1. Access the Permissions Table for the content folder or content,
as described in "Accessing the Permissions Table” on page 88.

2. Click the Add button ( oh ).

3. The Add Permissions screen appears. Only users and groups
not assigned to the Permissions Table appear.
Click a user or group to add to the Permissions Table.
The Add Permissions screen appears.

Check the standard and advanced permissions for the user or
group. Refer to "Standard & Advanced Permissions” on
page 87 for a description of permission options.

NOTE Check Enable All to assign all standard permissions. If you do, you still must
assign advanced permissions by hand.

7. Click the Save button ().
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Editing User or User Group Permissions

To add or remove permissions for a user or group, editing the user
or group in the Permissions Table. To do so, follow these steps.

1. Access the Permissions Table for the content folder or content,
as described in "Accessing the Permissions Table” on page 88.

Click the user or group for which you want to edit permissions.
The Edit Permissions screen appears.

To assign any permission, check the box. To remove any
permission, uncheck the box.

NOTE Remember to toggle between standard and advanced permissions.

5. Click the Update button ().

Deleting Users or User Groups from the Permissions Table

To remove permissions from a user or user group, use the Delete
button on the View Permissions window. To do so, follow these
steps.

1. Access the Permissions Table for the content folder or content,
as described in "Accessing the Permissions Table” on page 88.

Click the Delete button (E}).

The Remove Permissions screen appears.

Click the user or group to remove from the Permissions Table.
A confirmation message appears.

Click the OK button.

2

NOTE When you delete the permissions of a user or user group, that change is
propagated to all subfolders and co