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SUMMARY

This Quick Reference Guide is an initial introduction to GXWebManager. Using this guide you will quickly
learn the basics of GXWebManager. For more in-depth information on the full set of GX WebManager
features separate documents are provided.

This document assumes that GX WebManage is installed and that the URL s of the edit environment and
of the public websi te are known to the reader. You also need to have a login name and a valid password.
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1 GUIDED TOUR

GXWebManager can be used in two ways:

e To build a website in the edit environment . This is where the content * of the website is
managed. GXWebManager users like editors and administrators , work in the GX WebManager
edit environment.

e To view the pages in the website environment. Visitors use the GXWebManager website
environment.

1.1 Logging in

To add information to or change information on a website, it is n ecessary to log in onto the
GXWebManageredit environment using a username and password. Follow these steps:

— Type the URL of your edit environment in the address bar of a browser (like Firefox or Internet
Explorer). F or example:

! The term content is used to describe everything that can be shown on awebpage. This could be images and text, but
could also be a booking form, poll or agenda. So, it is a broad concept.

PRy we s anacen ] s



Quick Reference Guide Chapter 1 - Guided tour

3 Jeep - Merchandise - Microsoft Internet Explorer,

File Edit ‘Wiew Favorites Tools  Help

Qeack - O - ¥ A @ D Search <7 Favorites 42 @' & i - [ Er & 3

: Address | http: f v, yoursite, compedit

— Enter youre 60 lWasnedr fbaPras swor d6 i n t[hoginll ogin screen

> WEBMANAGER 9

Editor note

Attention: The GX WebManager database will be down for
maintenance this coming Friday between 3:00 and 5:00 PM,

Username: |car0|ine |

Password: | TTT I

| English
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1.2 Different views

After logging in, the edit environment of your website will appear.

The edit environment has three main areas, which are shown on the next page:

A. The toolbars: They contain the menus that give you access to all GXWebManager
functionalities. Exactly w hich menus and menu options will appear depends on the
authorizations that have been granted and can differ per user . There are also buttons available
that are shortcuts to menu items.

B. The site structure : Shows the tree structure and page titles the website contains. By clicking a
page, you will be directed to that page. By clicking the * in front of a page, pages that are
children of this page will also be shown in the site struct ure. By clicking the =, these pages
will be hid den again. This tree structure is normally identical to the menu s tructure of the
public website.

C. The content area of the page.
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