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SUMMARY

GXWebManager can be used to quickly and flexibly publish information on the web (inter -

intra - and extra net), without the need for a technical translation. Design, content and

structure are functionally separated within the system. Management is performed entirely

using the browser. 6Basic Content Managementd covers in
adding and deleting of pages, publishing texts, images, anchors, downloads, different kinds of

links, lists, and tables.

The latest version of this document is available at
http://www.gxdeveloperweb .com/documentation/

PREREQUISITES

None

RELATED TOPICS

Content Management

e Content Management - Advanced
e Calendar

. FAQ

e Microsoft Office Connector

e News (Archives & Overviews)

e Page Templates

e Sitemap

e  Version Control

e  Who-is-Who

e  Spelling checker

VERSION CON TROL

Version Date Description

1.0 March 7, 2006 Original version

1.1 March 24, 2006 Corrections made

1.2 July 13, 2006 Updated for GXWebManager8.3
2.0 July 03, 2007 Updated for GXWebManager9.1.0
2.01 February 26, 2008 Added document ID on title pa ge
2.10 July 10, 2008 Updated for GXWebManager9.5
2.20 October 17, 2008 Updated for GXWebManager9.6
2.30 May 12, 2009 Updated for GX WebManager 9.8.1
2.40 July 10, 2009 Updated for GX WebManager 9.9
2.50 October 12, 2009 Updated for GX WebManager9.10

I T T T
<GX> CREATIVE ONLINE DEVELOPMENT B.V. e-mail info@gx.nl http://www.gx.nl/ 3/118



http://www.gxdeveloperweb.com/documentation/

CONTENT MANAGEMEN- BASICContent Management

TABLE OF CONTENTS

1.1 SIGNING N i e
1.2 My WebManager...cccviiiiiiiieiiieciiiieie e

1.2.2  Personal settingS.......ccoccevvvienniinnnnn.

1.2.3  Announcements ........coccoeeiviiiiniennennnn.

2 GXWebManager ds edi.t...enMi..onment ...

2.1 State of the GX WebManager environment..............cccoeeevvvneennnn.

A = Vo TN o] 1= V= e

2.3 Navigate and search............cccoeevvvievennnnns
2.4 Creatinganew page ..........cceevvvvvvvvnvnnnnnnne

2.4.1 Creating a new page using the Context

2.4.2 Creating a new page using the File menu

2.5 Deleting pages and page VersionS...........ccceuveveeeeennnnnn

menu

2.5.1 Deleting all versions of a page using the Context menu .............ccoeceevevennnnne.

2.5.2 Deleting one page version using the File

2.5.3 Deleting multiple versions of a page using the File menu

menu. ...

2.5.4  Deleting multiple pages at once using the Context menu

2.6  Duplicating @ PAgE....coeevviiieiiiieiiiiieeiiies e

2.6.1 Duplicating a page using the Context menu

2.6.2 Duplicating a page using the File menu

2.6.3 Duplicating multiple pages at once using the Context

2.7  Preview page.........cccoiiiiiiiiiiiiiins e

3 Simple content ......cccoocviiiiiiiiiiiiiis s

3.1 Adding text to a page ...........cccvviiiiiriinnnnnn.

3.1.1  Without using a content element ..........c.c.ceeivvvieennnn.

3.1.2  Paragraph......ccccciiiiiiiiiiiiiis e

3.1.3  WYSIWYG.ooiiiiiiiiiiiiiiiiie e

3.1.4  Abbreviations and block quotes ............cc.occceivviinnnnn.

Using the abbreviationtag ..........cccooveviiiviiinn.

Using the block quote tag ............ccccceeveeriinnnnnn.

3.2 LiNKS oo
3.2.1 Creating an external link using quick link creation

3.2.2  Creating other link types ........cccooeviviiiiininennnnne

Internal INKS ..o s s
EXternal liNKS ..o s
Download........coccoeiiiiiiiiiiiis e,

10
16

.17

18
19
21
23
23
25

. 26

26
27
28
30
32
32
33
34
37

<GX> CREATIVE ONLINE DEVELOPMENT B.V.

e-mail info@gx.nl

http://www.gx.nl/

4/ 118




CONTENT MANAGEMEN- BASICContent Management

Media REPOSITOIY ...t et eee e 64
DAtabase .....ocvviiiiciiiciiie e s s 65

3.2.3  LINKCOUES oot e e 67
3.2.4 Links to the current item .........cccccccvvciiiiiiiiis i e 68
3.25  LINKMOAEIS .ooviiiiiiiiiii s i e 69
3.2.6  Image and title liNKS ....cccoviviiiiiiiiiiiiis e e 70
3.2.7  Editing @liNK .ovoviiiiiiiiiiiies i e 72
3.2.8  Links within GX WebManager .........cccoovvviiiiiiiiiiies i .73
3.2.9  RemoVING NKS ..ot it e 75

3.3 IMAGE i e e ... 76
3.4 TADIES s e e .. 78
3.5 DOWNIOAG. ... i e s 80
3.6 SEPAIALON...ccciiiii et s e 82
3.7 ANCROF it s e ... 84
3.8 Moving content €leMeNtS ........coooeeiiiiiiiiiiiiiiis e e 86
4 INlNE €AItING wvvvviiiiiiiii s e e 87
4.1 Editing richtextin ININe M 0de ....coiiiiiiiiiiiiis e 90
4.2  Modifying @an element .....cccoiiiiiiiiiiiiiciiis i e 92
4.2.1 Relocating element light DOXeS ... 96

4.3 Dragging and dropping elements in Inline mode ........c.c.cccoovvviiiieviis i, 100
4.4 Inserting an €lemMeNt .....covvviiiiiiiciiiiiies i e 102
4.5 Deleting an element ....cccccoiiiiiiiiiiis e 105
4.6 Changing the page title ......cccoiiviiiiiiiiiciis e rreeeas 108
4.7 Page metadata in inlin@ MOAE .....cooviiiiiiiiiiiiiciis i 110
Appendix A i Enabling inine mode ........cccooviiiiiiiiiiiiis e e 111
Appendix B fi Enabling quick link Creation .........cccccviiiiiiiiiiiies v 113
Appendix C fi Enabling abbreviations and block quotes...........cccooevviiiiiiiis i, 115
Appendix D fi Enabling ALT+S in FirefoX......ccccooeiiiiiiiiiiiiiis i . 117

T T T
<GX> CREATIVE ONLINE DEVELOPMENT B.V. e-mail info@gx.nl http://www.gx.nl/ 5/118




CONTENT MANAGEMEN- BASICContent Management

I T T T
<GX> CREATIVE ONLINE DEVELOPMENT B.V. e-mail info@gx.nl http://www.gx.nl/ 6/118




CONTENT MANAGEMEN- BASICContent Management

1 BASIC FUNCTIONALITY

GXWebManagercan be used in two ways:

e To construct a website in what i s known as the edit environment . This is where the pages
that make up the website are created and edited. Casual users, editors, application
managers and developers work in the edit environment .

e To view the website p agesin what is known as the website environment . Visitors use this
environment.

To be able to see the effect of changes made while editing a website, the GXWebManageredit
environment has a facility enabling rapid preview of the we b s i dpeeérance.

Note: This document describes the basics of adding and modifying web page content in GX
WebManager. For complete information about the advanced features of GX WebManager content
management, see the document Content Management 6 Advanced

( http://Iwww.gxdeveloperweb.com/Software/Documentation.htm#GXD0002 ).
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1.1 Signing in

To enable website information to be added or changed , it is necessary to log in to the
GXWebManager edit environment using a username and password. Your username and password
are normally created and given to you by your application manager. Perform the following steps

to sign in:

= Type the address of the edit environment of the website in the address bar of a browser
(Internet Explorer or Firefox) . For example:

3 about:blank - Microsoft Internet Explorer,

: File Edit Miew Favorites Tools  Help
@Back ~ ) - [® & (n| S search TrFavorkes £ (- L L) B & 3

i pddress | it woursite, com

= Atthelogin screen,enter yourd6 Username6 and O6Password?o:
> WEBMANAGER 9

Announcement

Attention: The Gx WwebManager database will be down for
rmaintenance this coming Friday between 3:00 and 5:00 PM, The
website environment will, of course, not be affected.

Username: |caro|ine

Password: | [TTITTTY]

|Eng|ish

= If required, change the language in which the menu items, labels and butt ons will be
displayed in the GXWebManager edit environment . This has no relationship to the
language usedon the website environment.

= Click [Login]
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1.2 My WebManager
Personal settings for GXWebManaged s e di t e ncari bedailoregl nitn  &VMp Manager 6.
Such settings relate to your personal account only.

To do this, select Fil e >My WebManager from the menu or click [My WebManager] on the
upper right -hand side of the menu bar. A window with three tabs appears.

A messagedisplays above the tabs stating when you last logged in to GXWebManager You can
also go directly into 6 MWebManagr 8 after s Begeatingn @ S hi onw Wbkfanager at
startu p 0 :

< WEBMANAGER 9

Shioi

1.2.1 Inbox

= The [Inbox] tab is where the most recently created items are displayed. Items can be
sorted by the various column headings and searched according to 6 yjped 6 Language?®,
60 Cr e dbtyedd adRatiodd

< WEBMANAGER 9
Inbios Personal settings Announcernent
— M¥ WEBMANAGER FOR CAROLINE HOVERS
Type: Fage e
I State: Gepland
™ Language: Dutch
™ Created by: adrministrator
™ Period: publication date between I B o I

iR

expiration date between I E and I

44r M results1-8 201 entries

Title w Created by  Publication date v  Type v State

with planes Administrator | 18/4,/2008 - 14:34 Page Gepubliceerd [previev |
et vlakken Administrator  18/4/2008 - 14:33 Page Gepubliceerd [ ]
Log in Administrator | 17/4/2008 - 13:22 Page Gepubliceerd [ ]
External databases Administrator | 17/4,/2008 - 13:21 Fage Gepubliceerd [ereviev |
ersonalization Administrator | 17/4/2008 - 13:21 Page Gepubliceerd | [ ] ||
Design Administrator | 17/4/2008 - 13:21  Page Gepubliceerd [ ]

|?| WCBS Administrator | 17/4/2008 - 13:21 FPage Gepubliceerd b

IR
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1.2.2 Personal settings
On the [Personal settings] tab you can perform the following tasks:

e Change your password.

e Set the maximum number of most recently changed items that appear in the File menu.
e Setthe mode that GX WebManageris in after log ging in.

e Set the mode that content elements are in when GXWebManagerstarts.

Changing your password

= To change your password, enter your current password ir
then enter your new password twiceinthe O6 New pamsd wbRatdy mpe new password?®o
boxes:
Inbios Personal Settings Announcement Motification Settings
r CHAMGE ORD

Current password

Mew password ssssssses

Retype new password ssssemens

~MAXIMUM NUMBER OF 'MOST RECENTLY CHANGED ITEMS' IN THE FILE MENU

Mairnurn number of items

rDEFAULT PAGE AFTER LOGIN

Start GX \WebManager on page

r OPTIMIZE PERFORMANCE BY LOADING THE ELEMENTS IN CLOSED STATE

Load elements closed a

= Click [Apply] to save the change.

I T T T ]
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Set the maximum number of most recently changed items that appear in the File menu

= Choose the maximum number of recently changed items to be displayed from the
6 Maxi mum numb @mpdowhlist:t e ms &

In My WebManager: In the edit environment:
Ik Personal Settings ANnOLnCEment Mot GX WebManager : MyWeb - Microsoft In
© File Edit \iew Favorites Tools  Help
rCHANGE PASSWORD .
P Qback - @ - ¥ &) 0| P search
[TITTITT] ;
Current DaSSWDFd | : Address | hittp:f fedit. yoursite, comwebwebmana
[ 111111 ]]])
New passwc:rd | Edit Insert Maintain Format Confige
[ 111111 ]]]}
Retype new password | New ,
Search page...
MARIMUM NUMBER OF 'MOST RECENTLY CHANGED ITEMS' IN T
Maxirmum number of iems
]
1 Import...
~DEFAULT PAGE AFTER LOGIN Horn
= Expart...
Start GX \WebManager on page 3
4
- OPTIMIZE PERFORMANCE BY LOADING 5 kEMENTS IN CLOY
7
Load elements closed a
Q Froperties 4
10 My WebManager...
D 1. Log in
] 2. phom gallery
[0 2. Media list
[ 4. Redirect
D 5. Separator
= Click [Apply] to save the change. Log off
Ty — |l
[ PAFE meneratnr
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Select the starting page for GX WebManager

By default, the page that GX WebManager displays after yo u log in is the root page (home page).
If you want to start on a specific page each time you log into GX WebManager, follow these steps:

= Click [Search]

DEFAULT PAGE AFTER LOGIN

Start GX WebManager on page

The o6l nternal Linksd dialog box appears.

= To select the page from the tree, navigate to it and sele ct it. For example:

Tree Search

r SELECT PAGE

= [ Home
= [ Tour
[ content editing
[ Using Microsoft Office to add content
[ Using the Ohject manager

= T

|>

Content elerrents
D Feusing content
= [ User interaction
D Form
[ Rich {&ja Farrm
[ Persnnalizatinn

|

<GX> CREATIVE ONLINE DEVELOPMENT B.V. e-mail info@gx.nl http://www.gx.nl/ ‘ 12/118 ‘




CONTENT MANAGEMEN- BASICContent Management

= To search for the page, click [Search] to display the [Search] tab.

For example:
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All pages that match the search display. Click the radio button next to the page and then
click [Apply] . For example:

>

m—g—m Tree Search

Internal Search in Myweb

|FDrms || Search | orl Show all pages

14 4Pk M
Add Title Preview Assigned Status Current State
{5 Faorms (Preview) Gepubliceerd Current versian
MyWeab = Sxampfes > Uirer inferaction > Forms
) Rich (ajax) Forms (Breview) Gepland Gepland

MyWeab = Cxamples = Lrer nferachion > fich (Miax} Forms

M
o,

= To show all pages, click [Show all pages]
= Click the radio button next to the desired page and then click [Apply] . For example:

~
Iﬁ_E_D Tree Search ]

Internal Search in Myweb

l:” Search | ar| Show all pages

44k M

Add Title Preview Assigned Status  Current State

() Content editing (Preview) Gepubliceerd Current version
Milifeh = Towr = Content editing B

() Content elements (Preview) Gepubliceerd Current version
MlEh = Sxamples > Confent elaments

) Copy of My\Wieb (Preview) Gepland Gepland
My\ieh (Preview) Gepubliceerd Current version
Conp of Myliah

) Examples (Preview) Gepubliceerd Current version
MiWeh = Eyamples

fsi Forms {Preview) Gepubliceerd Current version

I|<

Close
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The page you chose as your start page in GX WebManager is then displayed in MyWebManager. For
example:

~DEFAULT PAGE AFTER LOGIN

IStart =¥ WebManager an page Formsl Search |

Set the mode that content element s are in when GXWebManager starts

= Select how content elements are shown when GXWebManageris started : open or closed.
Default, elements will be shown completely. Loading content elements in closed form,
only shown the elementds title bars. There are

o It improves GXWebManagef performance.

0 The page looks more compact and therefore more orderly . Especially in the case
of large pages with lots of content el ements, this option comes in handy.

— OPTIMIZE PERFORMAMCE BY LOADING THE ELEMENTS IN CLOSED STATE

Load elements closed [ —

= Click [Apply] to save the change.

I T T T
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1.2.3 Announcements

= On the [Announcement] tab, a messagecan be entered which is displayed to all users
each time they successfully log in. For example:

2N MyWeb - My WebManager - Microsoft Internet Fxplorer

WEBMANAGER 89

Ik Paersonal settings Announcerment

— ANNOUMCEMENT

Attention: The GX WaebManager database will be down for maintenance this coming Friday between 3:00 and 5:00
Pr. The website environment will, of course, not be affected.

Note: Only users with the 6Application Managerd o r 6 De v edleogqar chénge the
announcement message.
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2 GX WEBMANAGER -6 (',7 (19,5210(17

After signing in, the edit environment of your website appears:

This window has three areas:

A. The toolbars: contains menus for accessing all of GXWebManagets functionalities. Which
menus, menu options, and shortcut icons appear can vary from user to user depending o n
their level of authorization.

B. The site structure : Displays the tree structure a nd titles of the pages that form the
website.

C. The page itself.

I T T T
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