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4 Kentico CMS Userb6s Guide 5.5

Please note: In Kentico CMS u s e mguide, we demonstrate the capabilities of Kentico CMS on the
example of the sample Corporate Site. Your particular web site application may vary.

1 Introduction

1.1 Kentico CMS overview

Kentico CMS for ASP.NET is a piece of software that allows a person without any programming
knowledge to create a powerful dynamic website.

By using Kentico CMS, you will be able to manage and edit the content of your website in a quick,
efficient and professional manner.
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Editing structured documents 5

1.2 Signing in

1. Open your favorite web browser and go to your web site.

2. At the very top of your web site, click Sign in to CMS Desk. This link is only available on the
sample Corporate Site. On your own web site, you will need to go to http://<your web
site>/cmsdesk 1 e.g.: http://www.mydomain.com/cmsdesk.

& Corporate Site - Home - Windows Internet Explorer = ]

http://localhost/Kentic v ® 4,‘,\ Q] o |
Corporate Site - Home % v B v = @ v Pagev Safetyv Toolsv @~ 2

| Sign in to CMS Desk }\gn in to CMS Site Manager. The default account is administrator with blank password. z

]:p Shopping cart | My account | My wishlist

CompanylLogo

Search for:

Services  Products  News Blogs Forums Events Images Wi

m

First Name: Your first news
Last Name: This is a sample web site created with Kentico CMS for ASP.NET 1102008
E-mail You can use it as a starter kit for your own web site and to learn Hevs you Gan entec the sUmmaty.of the
Kentico CMS news item. You can use WYSIWYG
editor to format the text, insert links and
Default user name and password images. The summary will be used in

news item nraview

_ You can sign in to CMS Desk (the administration interface) using the
Do you like our product? link at the top of the page or by going to the following address EZEHIEEIITITS

http://localhost/KenticoCMS/CMSDesk (if youre using the default

: Yes, | do. " installation path). Use the following credentials:
1
No. | don't i User name: administrator
‘P d: Leave the blark.
| don’ {E ct.

7| Getting Started
m Price:

Kentico CMS Tutorial will guide you through Kentico CMS. You can also $249.00
get help at http://www kentico.com/Support.aspx

Site map | Disclaimer | Mobile version

Kentico z
€8 Local intranet | Protected Mode: On fa v ®100% v
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3. In the following interface, type in your user name and password and click Log on.

Version: 5.5 Build: 5.5.3772

Congratul ati ons, tothedClM8 Resk fogr thesfitst tim@ g o n
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1.3 User interface overview

The user interface of Kentico CMS consists of several sections. You will see that each of these sections
has its specific functionality and its logical relation to the others. As a whole, the sections form and
graphical interface that is easy to use and quick to navigate through.

View mode | | Editing mode A Switch to Site Current Current
Main menu . Go to Live Site " a q
selection Site Manager selection user version
[ Meve \; ;;.-. F:: Cal . .| m‘ Rrﬁr‘.’n Sign Qut
Contert management View mode Other buﬂon
&3 Corporate ste rreeg W —
Home
Document Ser\:(;sn [ e § seetcnec:
actions :,:.‘n n:‘f“mm,m ] Sensce | (B, & ALBZIe r g JEE|cEIESEANIGA
Nebwerk Adwrastration miwO - 08l E \~\\\\
Products ] Sk =] Fomat -] Sie T My &
Cell phones. =" e The datiutt Roccunt b adminietnies with Mash paaswend
: :f::or S8 Duyb LMD e Mpnpger WYSIWYG
.H\‘-’I 5 Global Admessirator (dmaeslr o) H
G oo, | Companylogo e | el
tree Pastrers Search for
VR TS Editable
Forums N
Ewerts * Wed Design Siwicas reglon
Images * Web Divalopmest
Soch mew * Hitwork Adrministration Our Serices
- I002628.0PG
Eage in L S srandn posona simeces m ha ol wams
edlt'n-g mode .J.qf\-!o:!?;s.lv\:

s content on the nght. You can create hnks Simisr 1o thode SOV Using the

4 G Special pages
< G Images

s J
-
e Kentico

The main sections are:

1 Main menu where you can switch between the Content, My Desk, Tools and Administration
sections. You will be using only the Content tab most of the time.

1 Document actions toolbar where you can create, delete, edit, copy, move or sort documents.

1 View mode selection that allows you to choose between editing, preview, live view and list view
depending on whether you want to edit content of your web site or just see how it looks in a
browser.

1 Content tree that displays the structure of your web site and allows you to organize
documents/pages in it.

1 Page editing mode where you can choose the way you want to edit the content of the page. You
can choose from editing a content of your page, editing document fields and product or document
properties. If you're an administrator, you can also design the page template.

1 Editing/viewing space where the page chosen in the content tree is displayed in the mode that
has been selected in the view and page editing toolbar.
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8 Kentico CMS Userb6s Guide 5.5

2 Managing my profile
2.1 Changing my e-mail and preferred language

Now you will learn how to change your e-mail and preferred language.

1. In the main menu, switch to the My Desk tab, choose My profile in the content tree and navigate to

Details tab.
-\l,_ Kentico Switch to Site Manager ~ Site: | Corporate Site[»] User: Global Administrator v5.5.3772 Sign Out
% CMS Desk Content Tm:ls Administration
=
=) My desk a My profile Q
# Recent documents
- » Outdated documents Change password ~ Nofifications  Subscriptions
=

@ Waiting for my approval
-2p Checked out by me

= User name: administrator
al My recycle bin
5 t Full name: Global Administrator
Sy documants
& [My profile Firstname Global
Il My Blogs Lastname Administrator
21 My messages Nick name
- & My friends . -
E-mail: administrator@localhost.local
Preferred content culture: (default) El
Preferred user interface culture: | English El
Messaging nofification e-mail:
Time zone: (none) E|
H Signature:
Gender: @) Male ) Female
Date of birth: B now
Avatar:
Upload:
Select pre-defined avatar
Show splash screen: [}
ok |

2. Place the cursor into the E-mail text box and type in your e-mail address. Then click the Preferred
content culture drop-down list and choose the preferred culture.

That 6s how y o umaidddresgand ypw preferred language.

2.2 Changing my password

Now you will learn how to change your password for logging in to the CMS Desk.

1. In the main menu, switch to the My Desk tab, navigate to My profile in the content tree and choose
Change password tab.
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(] Switch to Site Manager  Site:| Corporate Site User: Global Administrator v5.5.3772 Sign Out
232 Kentico [=]
“1% CMSDesk Contznt | Mydssk | Toos  Administration
=

)~ My desk & Wy profile (2]

-z Recent documents

© Outdated documents Details Notifications ~ Subscriptions
- @ Waiting for my approval =

& Checked out by me

- Your existing passward
-"a] My recycle bin an

My documents Mew password:
ﬂ My profile Confirm password:
JUaiss [ Setpasswor |

3 Q My messages
& My friends

2. Into the Your existing passwordt ext box, enter your old password. (Le
use password for signing in to the CMS Desk). Then type in your new password to the New
password textbox and re-type it again to the Confirm password textbox. Click OK.

Details Change password Motifications Subscriptions

Your existing password: (sssses

Mew password: TTITITTIIL]
Confirm password: T LI
1 ASS O

Thatds how you change your password for the access to
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10 Kentico CMS Userbés Guide 5.5

3 Getting started

3.1 Creating a new web page

L et 6 sfrom theabedinning, therefore, with creating a new webpage.

1. Firstly you have to choose in the Content tree where you want your new page to be located in the
structure of your website.

Switch to Site Manager  Site: | Corporate Site User: Global Administrator v5.5.3772 Sign Out
232 Kentico 2 2 :
4% CMS Desk Content | Mydesk  Tools  Administration
Col T u ]
Bewm tw | 3 g =R ¢
New Delete = Move 3 pown Edit Preview Live site List Search =
Content management View mode Other —
é ¥ ) Corporate Site \ Page | Desgn  Form  Properties \?_
i ] Home _—
(1)-L][Services E Save \é:_"'i-a Spell check
[)-] Products B . . = . . -
5B News i (=] Source | [& § |&i |84 8B £iB £ U we|x xji= i=| &
(-] Partners i g 2 [ W= = Nl SN )
()] Company L sule ~| Format ~| Fant - Sias < Ty dm- i P
o Blogs Sign in to CMS Desk. Sign in to CMS Site Manager. The default aceount is administrator with blank password
()| Forums
ﬂ—‘ SEE Global Administrator (administrataor) m
03 e CompanyLogo -
ﬂ [ wiki m Shopping cart | Myacc:um | M rlW\shhst
A our shopping cart is em
[1)-l.] Examples PrIng P
(-] Mobile® Search for:
(+)-] Spedial pages

& .
\-ﬂ'w Images J Home V Products  MNews Partners Company Blogs Forums Events Images Wiki  Examples

H * YWeb Design Senices
* Web Development

* Network Administration

{We provide professional senices in the following areas

- Web development
- Web design
- Network administration

|This is a simple page with left menu and content on the right. You can create links similar to those above using the
\insert/Edit Link bufton in the editor toolbar.

2. Click on the existing document. The new page will be appended to the documenty o u 6 v elickedu s t
on. Click the New button in the document action toolbar.

'* [ copy 1 up

New | Delete [ Move & Down

Content management
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On the right side in the editing/viewing space, you should see the types of documents you are
allowed to create in the chosen location.

b Senices

| New document

Please select new document type:

| Page (menu item
1=

=| Article

) Blog

5 Cell phone

¥ Event

¥ Event (booking system)
[ 2 Jo]

e

& Folder

Image gallery

@ Job opening

& Knowledge base article
¥ Laptop

3 News

&, Office

@eoa

(G Press release

9 Product

| Simple article

%] Link an existing document
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3. Click the Page (menu item) option. In the following step, please enter the name of your new web
page: System integration. Choose to use a page template and select the template Templates with
editable regions/Header and text with left menu. If you're an administrator, you can also choose
to create a blank page and create it from scratch. Click Save.

212 Kentico

“1%  CMS Desk Content | My desk
Hcopy T up

New Delete (& Move & Down

Content management

ﬂ'!_“ Corporate Site

-] Home

[#)-|] |Services

(41| Products

=/ News

[4)-1] Partners

[#)-|| Company

(41| Blogs

=) | Forums

[4-l] Events

[#-l-] Images

[1-l] Wik

[#-1.] Examples

(-] Mobile®

(x)-"3) Special pages

-4 Images

Switch to Site Manager

Tools  Administration

4 & @ = |~

Edit Preview Live site List Search
View mode Other
b Senices
=)
E‘ Save and create another = Spell check
Page namq System integration l
@ Use page template | Inheritfrom parentpage () Create a blank page
(=) [All page templates Template name:
L) Articles
5y Blank pages for widgets

J Blogs
';\] E-commerce

V553772 Sign Out

Site:| Corporate Site[w| User: Global Administrator

Q

=~

=

Search

Header and text

J Job openings

';\] Knowledge base

J Master templates

';\] Membership and security
J Maobile device pages

';\] News

Simple text Simpl

J Press releases

5 _products
-} Templates with editable regio

;\l WikI

12

Header and text with left

Header and text with
left menu

Header, text region Left menu, right text

m

Simple text with left
menu {personalised)

Simple text, page
placeholder and left
menu

e text with left
menu

menu

Displays header and text region with menu on the left.

Now you can see your System integration page added to the content tree under the already existing

page.

[ ) Corporate Site

-] Web Development
. %[ Network Administration
(@ [ Products
JJ News
_|4 Partners
_|4 Company
-2 Blogs

Congr at ul at istarested yquofissbwele page.un the next chapter, we will add some content to

It.
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3.2 Editing page content

Now we will edit the content of the newly created page.

Click on the System integration page in the content tree on the left side. On the right side in the
Editing/viewing space, you can see its content. As we have used the template with two editable regions

T header text and content text, we are now able to enter some information into these regions.

Please make sure that the Page tab in the page editing mode toolbar is selected. Only then, you will be

able to edit content in the editable regions of your page.

Switch to Site Manager ~ Site: Corporate Site User: Global Administrator v5.53772 Sign Out
212 Kentico = =

1% CMS Desk Content | Mydesk Tools Administration

Blcoy % v (4 | d =2 .~
New Delete = Move & pown Edit Preview Live site List Search
Content management View mode Other
[=l% ) Corporate Site Design Form Properties
-] Home -
-] services E Save é:_"'fa Spell check

_, System integration

] web Design i =] souce | [& | | &1 |84 25| E £iB 7 U | % P12 IS &

]
®
&

_, Web Development HE iz} Q&SiER ol 8
“| ] Network Administration L |E Style ~ Fomat - | Font = S -E T -t &,

o) ©

[4-L] Products

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password.

[#-l] News
[4-|| Partners

A I Com panyLogo ﬁjﬂ Shopping cart | Iy account | My wishlist

Global Administrator (administrator) m

(41| Blogs
9 Your shopping cart is empty
-] Forums
[2)- L] Events Search for:
[#-l-] Images
RS v Products News Partners Company Blogs Forums  Events Images Wiki  Examples

41| Examples
[z)-L] Mobile®
g j = | Senices > System integration
)3 Special pages N .

e
(+)-<3) Images
* Web Development

* Network Administration

1. Place the cursor into the first text box and type in System integration.

m
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2. Then enter We provide system integration services in the Editable region box.

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password

Com panyLogo Global Administrator (administrator) m

t)] Shopping cart | My account | My wishlist
‘Your shopping cart is empty

Search for:

Products  News Partners Company Blogs Forums Events Images Wiki  Examples

* System integration Senices > System integration
O DESIgN e
® Web Development fSyslem integration

® Metwork Administration

|We provide system integration services ~|

3. Click the Save at the top-left and switch to the Live site mode in the page editing mode toolbar. You
should see the System integration page with updated content.

(4 L [ E

Edit Preview Live site List

View mode

Youbve just entered your first content to your web pag:

4 Using the editor

4.1 Using What You See Is What You Get editor

In Kentico CMS, you can use the WYSIWYG (What You See Is What You Get) editor to create web
content without HTML knowledge. Its functions are similar to Microsoft Word.
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Open your System integration page and choose the Edit mode and click the Page tab so that you could
enter content into the editable regions. The WYSIWYG editor toolbar should be visible.

Switch to Site Manager ~ Site:| Corporate Site User: Global Administrator v5.53772 Sign Out
22 Kentico = =
1% CMS Desk Content | Mydesk  Took  Administration
] B copy i wp (A4 [ 2 | f | (2)
New Delete = Move & pown Edit Preview Live site List Search
Content management View mode Other
=
=) Corporate Site Design  Form  Properties (2]
-] Home -
-] services E Save @ Spell check
_| System integration - = = - = = o
[ web Design i =] source | [& § | & |#h 25 |E £EB 7 U w|x < &
_| Web Development T x| Q&SiEAlolxE
“| ] Network Administration L |E Style ~ Fomat - | Font = S -E T - E &
e Bucts Sign in to CMS Desk. Sign in to CMS Site Manager. The default t is admini with blank password. -
[#-|] News

(4 || Partners

L= Global Administrator (administrator) m
e Companyl.ogo

[4-.| Blogs Tr Shopping cart | My account | My wishlist
-1 Forums Your shopping cart is empty
-1 Events Search for:

#-|] Images

= L] wiki Products News Partners Company Blogs Forums  Events Images Wiki BExamples

4| | Examples

[+)-] Mobile®

o G spedalpages ] ST RS
3% Images

* Web Development

m

* Network Administration

{We provide system integration services.

4.2 Text formatting

Now | et 6s athawyducan change kormatting of your text content.

1. Highlight the part of your text you want to change (i.e. System integration).

ESystem integration

2. Now click on Bold sign in the WYSIWYG editor. The highlighted text should change.
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3. Then highlight another part of the text and change its size by clicking the Size drop-down menu and
click the Medium.

s |31 4 DBB® Sio - (A% B oE)7 us|x <1
MmO S S 000wl B

.; Shyle + | Format + | Font - ISize - !Ti' %'E "G,

4. Now click the Save button at the top.
5. Switch to the Live site viewing mode. You should see your text with changed formatting.

Thatds how you change formatting of your text

4.3 Inserting images

Very often, you will want to have some pictures on your web site. Even for this task, you can use the
WYSIWYG editor.

1. Choose the page to which you want to insert a picture. Switch in the editing mode and click the
Insert/Edit Image or media icon in the WYSIWYG editor.

EEGowes |6 4 Bn W&o | dh 25 (B FEB I U | x X IiZ i
FRo=os=igialolx s

- F Shyle ~ | Format - | Font - | Size g Wi "G

2. After clicking the icon, the following dialog will be displayed.

£ tnsert image or media — Webpage Disleg ===
%3 Insertimage or media
\IAW!: Content | Medalbrares  Web. ILFI-m |
Arewossr [gwne [ Hun Ejres (2] musosss | 2.View modes (2}
Site: [ Corporate Site =] || mame [~ Searcn |
2 &) Corporate Site Actions Name Type  Size  Modied
Home sas B - -
® Default product image (no_image offy o 86 VB, 3
s i Services a7 it 86KB  46201034320PM
Products 2 4/ = senices wendeveion pg  109KB  724200810:1123AM
3 @ News > 4/ = senices websesion PO 40KB  4B201034415PM
Partners ;
=B > 4/ = senices nework g 62K8 7242008 10-11:22AM
&) |2 Company 2
) [ Blogs > 4/ % compamtogo (Comeanitogo xaf) of  35K8 71242008 101122 AM
Forums R/ Epscastomusnis by 3TKB 71242008 101122AM
5 3 Events o =
Images ==
5 3 wiki
) | Examples
o) Mobile®
- & Special pages
<y Images
5 Default product image
i services_webdevelop 3. File properties and preview

& Services_webdesign ==
i Services_network Gevers | Lk Advenced  Bebaior \

% CompanyLoga
5 eopie URL: /KenticoCMSS5/Images{1)/Servces_webdevelop aspx )

fe—
Width 400
Heignt 265
P—

Sorger coor ]
orzsalspace

ervarspace

Abgn:

MSS5/CMSFormCs & Local intranet | Protected Mode: On

3. Choose Content tab, click the Images folder within the content tree. On the right side, you should
see the images already uploaded on the server.
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4. You can choose to use one of these or you can upload another picture from your computer. Click
New file at the top to upload a new image on the server to the Content tree.

£ Inert image or media - Webpage Dislog

%3 Insertimage or media

| Attacwents. | content

| G owtoer EPRE T

Meda lbraries  ieb

2] Thumbnaits

Sie:Corporate Ste <] [ croose i to Upiona ===}
ek « Users » ondreiv ictures ~Tér [ se
3 &) Comporats Ste O [E < v » onirr » Wypic 2 = e
Home Ocganize v Newfolder =~ A @ =
2 [ Services
2 [ Products ¢ Favorites 09
o] News M Desktop P— »9
= [ Partners 8 Downloads ey »
O] Company 4. Recent Places E
2) | Blogs goif
2 @ Forums i Desert Hydrangess Chrysanthemum Sellyfish =
) Events
= ¥ Documents. - - _
M e & Music P Fe
<) L wiki > 3
Examples R Picires .
@@
o] Mobile® B videos
® Koala Lighthouse Penguins Tulps
- & Special pages « =
| <3 Images Computer
54 Default product image
i Services_webdevelop G Network
= Services_webdesign
= Services_network 0
B CompanyLogo Filename: Kosls - |ANFiles ) -
= People ==
Height 265
Border wian
Border color &
Horzantal space
verscal space
Aign wone) [5]
e/ MSS5/CMSFormC -

Sze  Modiied
6648 46201034320 PM
10948 712422008 10:11:23 A
4018 46201034415 PM
6208 7242008 10:1122 A
3548 7242008 10:1122 A0
748 72412008 10.11:22 M
items perpage: 10 ||

=

5. You will see a preview of the uploaded image. In the Image properties dialog, you can choose the

width and height of the picture, its border, vertical and horizontal spacing and alignment. | f

need to change anything for now, just click Insert.

£ Insert image or media - Webpage Dislog

%3 Insertimage or media
| g Newoider [ g Newfile Eust [=]oes

Geers | Uk Advanced  Behavor

Medolxares  Web
[2Z] hombnaiis

Site:| Corporate Site =
URL IKenticoC

1)Koala aspx ight=150
< %) Corporate Site
g Atemate text
Home

2 2 services Wy 200

= (3 Products Hoignt 150
J News Border width
4 [2 partners
< Border color ¥
3 2 company
Blogs Horzontal space.

o

2 Forums Vertical space:

= [ Events Asgn (none) 22}

2 (3 images nisi ac 00, Integer aget m
5 B wiki

2 [ Examples

j 3 Mobile®

Special pages .
Images

5 Default product image

= Koala

& senvices_webdevelop

= Services_webdesign

&= services_network

5 CompanyLogo

&= People

I

MSSS/CMSF 2 2 S Local

Lorem ipsum dolor sit amet, cons ectetur adipiscing eiit Pellentesque hurpis.
lacus, convallis Gignissim, consectstur vel, rulrum non, fisus. Integer non fisus et diam ultrices sollicudin
Aliquam faucibus Imperdiet massa. Vwamus eros. Cras eu dolor. Duis lacinia purus at massa. Praesent omare

=

On

you

6. You should see the picture being pasted in the text. Click Save. Click the Live site button to see the

result of your efforts.

In a similar manner, you can upload flash movies to your website.
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4.4 Creating links

Now you will learn how to add links to your web content.

1. Inthe Page editing mode, highlight the text you want to link to some part of your website.

We provide professional senices in the following areas:

= Web development
= Web design

- Metwork administration

:

|Insert/Edit Link button in the editor toolbar.

iThr's is a simple page with left menu and content on the right. You can create links similar fo those above using the

2. Click the Insert/Edit Link button in the WYSIWYG editor toolbar.

iEsuce QI Y DBRB®H G- « [ME LB 7 U s x <]
MO =0 &S5 03 0lwl8

A Style = | Format - | Font

-] ske AR

3. A new Insert Link dialog opens. All you have to do now is to choose the target page and click Insert.
Please note you can choose what target the link should point at. Possible choices are Attachments,

Content, Media Libraries, Web, Anchor, E-mail.

] Insert link - Webpage Dislog

%] Insertlink

|| atamens | conion | vedatrms e cr £t

[ Crowisnr [gnowss — Sun =] s (5] Thumonais

il Corporate Site =] W o |t bt

| Profocol URL

) Corporate Site (omen [=] [KenticoCMS55/Senvices/Systemv-integration aspx
Home

[ web Development
Network Administration
Products
News.
Partners
Company
[ slogs
Forums
Events
Images
Wiki
Examples
5 Mobile *
+) G Spedial pages
2 6 Images

MSSS/CMSFormC

3 % Local intranat | Protected Mode: On

=2

4. Click Save on the document and switch to the Live Site mode. Click the newly created link. You

should be redirected to the page chosen in the previous step.
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4.5 Inserting a table

Now you will learn how to add a table to your web site.

1. Click the Insert/edit table icon in the WYSIWYG editor.

iElsuce [[Qi % DB BE( &Gio ~ [WILEFIB I U= SISE[EEISS=ESI00L &
im WE)= © @ =t OB
o|F Stye ~ | Format ~ Font ~ | Size ~E g Iy~ [,

2. Inthe Table properties dialog, change the number rows to 4 and the number of columns to 5. Then
enter My table into the Caption field and click OK.

Table Properties
Rows: 3 Width: 200 pixels -
Columns: 2 Height: pixels
Headers:  None -

Cell spacing: 1
Border size: 1 pacing

Alignment:  <MNot set>

Caption:  Mytable

Summary:

Cell padding: 1

oK Cancel

Your table has been added to the web content.

5 Editing structured documents

Unlike pages with editable regions, structured documents have specific fields that you need to fill in. For
example, the news have fields like News title, Release date, News summary and News text. These fields
can be edited on the Form tab rather than on the Page tab.

5.1 Creating a news item

Now you will learn how to create a news item and add it to the news section.

Please note: Your news item must be added to the section that can show them. In the sample Corporate
Site, it is the News page but it may be some other page on your site. Please contact your administrator.
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1. Inthe content tree, click the News page and click the New button in the document action toolbar.

'_] Copy ‘I:r Up

New | Delete & Move & pown

Content management

2. Choose the News document type.

> News

| New document

Please select new document type:
|| Page (menu item

=] Article
‘0] Blog
5 Cellphone
1P Event
'f# Event (booking system
@ o
il
) Folder
Image gallery
& Job opening
&y Knowledge base article
& Lapton
%, Office
& oa
(@ Press release
&9 Broduct
Simple article

%] Link an existing document

3. Now enter the title of your news: My first news. Then click the Now button to fill in the Release date
value. In the News summary enter: My first news summary. In the News text enter: My first news
text and skip the remaining fields.

» News
=
E save E‘ Save and create another  Z| Spell check
£ =l Souce | G, Sio hELE IR 7 oU ok 2 IS 2 SEied
im0 = © &=t =[ARAR
L[ St ~| Fomat | Fort ~| size - T dm-i o [
News Title: My first news
Release Date:  5/4/2010 5 Now
My first news summary -
News Summary.
My first news text B
News Text
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4. Now click Save and create another.

E‘ Save and create another

5. Enter the title of your news: My second news. Then click the Now button to fill in the Release date
value. In the News summary enter: My second news summary. In the News text enter: My second
news text and skip the remaining fields. Click Save.

6. Now click on the News page in the content tree and switch to the Live Site mode. You can see your
two news items added to the news page.

_;:4_ Kentico

15 CMSDesk Content | Mydesk

[ copy
New Delete | Move

Content management

&) Corporate Site
] Home

(-1 services

-1 Products

& DNews
& My first news
~4T My second news
@ our first news
{3 vour second news

@[ partners

(@[] company

-1 Blogs

@[ Forums

(- Events

(-] Images

@] wiki

(&)- ] Examples

(#-11 Mobile®

(+)"9) Spedial pages

(2 G Images

T e
4 Down

Switch to Site Manager ~ Site:|Corporate Site [w] User: Global Administrator V553772 Sign Out

Tools  Administration
Edit  Preview Livesite  List Search
View mode other |

Sign in to CIIS Desk. $ign in to CMS Site Manager. The default account is administrator with blank passwrord

Global Administrator (administrator) m
Companyl.ogo 8 Shessing | My szt |y s

Vour shopping esrt is empty

Search for:

Home  Services Products Partners Company Blogs  Forums  Events Images Wiki  Examples

This page contains a list of news with a header and introductory text. The news can be displayed in multiple ways depending on chosen transformation and web
part

My first news | 5/4/2010

My first news summary

My second news | 5/4/2010

My second news summary

Your second news | 1/15/2008

Here you can enter the summary of the news item. You can use WYSIWYG editor to format the text, insert links and images. The summary will be used in
news item preview.

Your first news | 1/10/2008

Here you can enter the summary of the news item. You can use WYSIWYG editor to format the text, insert links and images. The summary will be used in
news item preview.

Congratulations, you have just learned how to add a news item.

(2]

==

]

E 2010 Kentico Software



22 Kentico CMS Userbés Guide 5.5

5.2 Editing a news item

Now you will learn how to edit the content of the news item you have just created.
1. Click My First news in the content tree and choose the Form tab.

2. Change the News Summary text to My first news updated summary. Then change the News Text
to My first news updated text and click Save.

Page Design Properties
5 Soell check

: =] Souce | [& 2 &G M ElFiB 7 U |
D=9 a5 O

‘E Style - | Format - | Font * | Size et Tﬂ'
Mews Title: My first news
Relsase Dats:  [5/4/2010 B now

My first news updated summary

News Summary:

My first news updated text

3. Switch to the Live site to see your updated news.
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6 Deleting, moving and sorting documents
6.1 Deleting and restoring a document

Now you will learn how to delete a document and how to restore it later on.

1. Click the My second news item in the content tree. Click the Delete button in the document action
toolbar.

A copy T Up

New [Delete] = move & pown

Content management

2. Make sure that the Destroy document and its history checkbox is NOT checked and click Yes.
(You may not see the Destroy document option if you do not have sufficient permissions.)

» Mews » My second news

5‘ Delete document "My second news"”

Are you sure you want to delete the selected document?

stroy document and its history (document cannot be restored)
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3. Now click the My desk tab at the main menu.

:!,_ Kentico Switch to Site Manager  Site: | Corporate Site [w| User: Global Administrator v5.5.3772 Sign Out
F1% CMs Desk Content Tooks  Administration
[ copy T up | E = ):) Q
New Delete = Move & Down Edit Preview Live site List Search v
Content management View mode Other ]
(=) Corporate Site Page | Desan  Form  Propertes (2)
-] Home -
2 Services [ 522 @ Spell chack
[4)-l] Products = = = = =
-2 [News £ = souee | (4 &t [#d 25 |El 2 iB 7 U ae|x <22 &
{7 My first news ;i g M1 Q&SRB o w8
g Your first news L |E Shyle ~ | Format ~ | Font - Size B R AN
(@ Your second news Sign in to CMS Desk. Sign in to CMS Site Manager. The default tis with blank password. -

[#-l=] Partners
(@[3 company Global Administrator (administrator) [[EL 000

O JERE Com panyLogo ﬁﬁ Shopping cart | My account | My wishlist

(-] Forums
Your shopping cart is smpty

[#-l2] Events
[#)-1| Images Search for:
-] wiki

(2] Examples

Events

m

Services Blogs  Forums

Home
(@ -1] Mobile®
()5 Special pages
=) Images

—

-l

This page contains a list of news with a header and introductory text. The news can be displayed in multiple ways depending on chosen transformation and
‘web part.

m

| Add news

My first news | 5/4/2010

My first news updated summary

4. In the content tree on the left side, find My recycle bin. Click it and you will see all the deleted
documents on the right side.

-\!‘- Kel’lthO Switch to Site Manager  Site: | Corporate SIteEI User: Global Administrator v5.5.3772 Sign Qut
“I% CMS Desk Content | Mydesk | Toos  Administraton
=
=) My desk "E Recycle bin (2]
# Recent documents
=4 Outd.ated e @ Restore all @ Restare selactad ’-;T Empty recyele bin
@ Waiting for my approval -
Checked out by me
-My recycle bin
Document name path: | LIKE
-1/ My documents P IZl
& My profile
-l My blogs
Q My messages [ | Actions Document name path ~ Last modified

&4 My friends @] o ™ ¥ mewsmysecond news

Show

50472010 3:00:28 PM

Items per page: |25 E

5. Find the one you have just deleted and click Restore.

[ Actions Document name path =
0 g b MMews/My second news

6. Now you can switch back to the Content tab and you will see the restored My second news added
back to the default location.

Congratul at i on s edhgwdodéletecand restere a docirmentn
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6.2 Changing document order

Now you will learn how to change the order of a document in the content tree.

1. Click the page you want to relocate (e.g. the Services page in the Corporate Site) in the content tree
and click the Down button in the document action toolbar. Yo u 6 | | goerepageé has been
moved.

= Copy ﬁ“ Up

x :
New Delete = Move

Content management

2. Now switch to the Live site view mode and you will see that your page has been moved in the main
menu as well.

6.3 Moving documents to another section

Now, itds i mpor t anltp ahdoDownebatioris inehe dobuenént actioretoolbar can be used
only to move documents in a one level of the content tree. To move documents to any location in the
structure of web site you can use the Move button.

1. Click the page you want to move in the content tree (e.g. the Services page). Then click the Move
button in the document action toolbar.

’_] Copy ‘ﬁ‘ Up

® -
New Delete & pown

Content management

2. In the Move document dialog, click on the document where you want to move your page (e.g. the
Company section) and then click Move button at the bottom.

—

) Wore docamert — Webpegs Doy

« Mavs document

e s CHESE C0F v, et sk Do g s e, Cpanme S Lo Prsatad M

Your page has been moved to the chosen location.
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6.4 Copying a document

Now you will learn how to copy a document from one place to another.

1.

Click on the document you want to copy (e.g. the News page) in the content tree and click the Copy
button in the document action toolbar.

=) v e

New Delete = Move & Down

Content management

In the Copy document dialog click on the location where you want to copy your document (e.g. the
Company section). If you want to copy all child documents under, please check the Copy also child
documents option. Then click the Copy button at the bottom.

] Copy document - Webpage Dialog 5]
/| Copy document
Content
(gl Newfolder O
Site:| Corporate Site [=] | name & Parent document
(=) &) Corporate Site Actions | Name Type Size | Modified
[ Home 8 &
(1) Products 1 carers Page (menuitem) 412112008 3:00:11 PH
(2 services B [llomes Page (menuitem) 11262008 5:36:31 PH

News

= 1] Carniers

& [ Offices
(-1 Blogs
(- Forums

(-1 Events
() 1] Images
@0 wiki

(-1 Examples
()1 Mobile®
()5 Special pages
(5) Images

MS55/CMSForm<

ttems per page: | 10 [~]

Targetlocation: ICompany
uuv also all child documents

Documents to copy:

News

t site=CorporateSi €M Local intranet | Protected Mode: On

You have just learned how to copy a document.
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7 Translating documents

You might want to have your website in multiple languages so that your website would be useful for many
visitors with different cultural backgrounds.

Please note: For this part of the guide, your website has to be configured for multiple language versions.

You should see the language option drop-down menu or the flag selector in the language toolbar (when

there are more than 5 c udowrlistel§you cgnoat €e¢ it, please eontacaypur e r  dr o p
administrator to configure multilingual support for you.

1. Make sure you are in the editing mode and choose from the Language drop-down menu (flag
selector) the language to which you want to translate your documents.

2. In the content tree, click one of documents with a little cross next to it. The cross icon indicates the
documenthasn6t been transl ated yet

E2008 Ksofwarec o


















































































































