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INTRODUCTION

This guide will quickly get you up to speed with using the CMSc. It only covers the most important areas
that you will need to create and maintain your website. If you need more in-depth information, refer to

the other documents available at www.cmscontainer.org.

INote This guide assumes that someone has already done most of the work of setting up the site and
content channels. If this is not the case, you might want to read one of the other guides.

CONTENT

Creating content in the CMSc is fast and easy. It consists of the following steps:

1. Log in to the CMSc

e
Version 1.3.5

2. Go to the Content repository
Home - Workflow - Site management e Conient repository! - Tasks - My profile

3. Click on the channel where you want to create the content (e.g. People)

GoH

Repository/intranet/people

| Repository
E-[_g Intranet
H a=New5 .
People:

2 Profie
-|_g Welcome

= VA Pabn

4. Select the type of content and click on create

e Content

Channel Repositoryiintranet/people .

create

& New -

L Link € Aricle
Banner
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5. Start typing!
’

: = Nijmegen is a major city in the east of the Netherlands. After using their previous
i system for many years they needed a new system that supports a flexible layout,
provides multi-language support, workflow capabilities, and an easy way of creating

new content.

2= and went live in the last month of 2006.

6. Save, finish or publish your work

cancel | save | save &close | finish = publish

The website http://www.nijmegen.nl/ (en) was the first CMS Container implementation

Admin

If you click on publish, then you are done. Just wait a few minutes and your content will be
visible from the Internet. If you click on save, save & close, or finish, you will still need to

publish your work. See the next section how to do this.
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http://www.cmscontainer.org/

INote If you do not see some of the buttons then you do not have the necessary rights to publish
content. If you feel that you should, contact the administrator of your website.

WORKFLOW

After you have created your content, it is not automatically visible on the Internet. Instead, you have to
publish it. This is done through the workflow.

INote You need chief editor rights or higher to be allowed to publish content. If you do not have these
rights and feel that you should, contact the administrator of your website.

1. Go to the Workflow through the upper menu

Home e Workflow: - Site management « Content repository - Tasks - My profile « Modules « Admin

2. Locate your content. Click on the categories in the Status-box. It is probably in the Being
edited or Finished categories.

In

Being _. .
edited Finished Approved publish
queue

Content 17
Page 10
Channel

e =
CRCNC]
CRCNC]

3. Select your content and click finish, accept or publish at the bottom of the page. This way,
your content will enter the state In publish queue. When the content reaches the publish
queue, it will be published after 1 or 2 minutes.

LAST

TITLE REMARK  MODIFIED LAST MODIFIED ON CHANMEL
[ CarInsurance Coverage E admin 05 September 2007 10:28  Auto
[] [&Insurance Company E admin 05 September 2007 11:01  Website

IMAGES

This section will guide you through adding an image to your content.
1. Find and open your content (follow steps 2 and 3 in the chapter “Content”)
Go back to the channel where you have created the content. You should see a list of content in
the channel. Click on your content to open it.

2. Press the Insert image button in the rich text editor.
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ITip Place your mouse over a button and hold it still for several seconds and the name of the button will
appear.

B I US|x x, SE | AR 9 oGl b BledE D 8| gass=
ofa on ¥ i | @ &= 2= 5

How affordable is the cost of care?

*

What is the monthly premium I will have to pay?

Should I try to insure most of my medical expenses or just the large
ones?

What deductibles will T have to pay out-of-pocket before insurance starts

F " |

*

*

*

to reimburse me?
After I've met my deductible, what percentage of my medical expenses
are reimbursed?
How much less am I reimbursed if I use doctors outside the insurance
company’s network?

*

Does the insurance plan cover the services I am likely to use?

+ Are the doctors, hospitals, laboratories and other medical providers that
I use in the insurance company’s network?
. . + If [ want to use a doctor outside the network, will the plan permit it? b
Path: body » table = thody = tr » td » ul = |i

3. Find your image.
Click on the button seach in the popup

4. You will see another popup that will allow you to search for your image. Enter relevant words in
the search fields and press search. You will see a list of images. Click the one you want.

e Search in images Upload new image(s)
Title |Ststhnscnp5 |
Description | |
Search

mme FOUND IMAGES

Show : 0-2 of 2 results. Page 1
TITLE FILENAME MIME TYPE
@ stethoscope.ipg stethoscope.ipg ipeg —

@ stethoscope2ipg stethoscope2.jpg ipeq g_.(__
ﬁ
Show : 0-2 of 2 results. Page 1

5. The previous popup will now contain the link to the image. Click OK and the picture will be placed
in the text editor.

@ http://demo.cmscontainer.org - Insert Inl... g@ﬁ

Insert Image

Image URL: |/cmsc-staging/mmbase images/7480/stethoscope.jpg
Alternate text: stethoscope.jpg

Layout——mmm Size
Alignment: | Left [v] Width: 175
Border thickness: Height: 132
[= Done . ©

6. The picture is now inserted into the text. You can drag the picture with your mouse to place it
anywhere you want. Again, save, finish or publish your work.
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