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Introduction to the Active ACM

Overview

The Active Content Manager provides an easy-to-use interface that allows you, to
communicate directly to your customers, partners, vendors and colleagues by
enabling you to input content to your website directly. If you can surf the web and
type an e-mail, you can use the Active CM to help you input, control and publish
your information.

Your webmaster/system administrator has preconfigured the system to allow you to
post content in your areas of responsibility. Follow this step by step guide to access
the system, edit, post, and format your content and empower yourself to change the
web.

Technical Support

Technical support is available through the online support center at:
support.theactivenetwork.com

In order to use this site you must have a valid user name and password.

Support Telephone: 604.431.4636
Toll free Support: 1.800.663.4991

Support email: acmsupport@active.com

Content Publishing Guide Introduction to the Active ACM e 1



Important ACM Concepts

This section introduces key concepts to understanding how to use the Active Content
Manager to create and manage your sites. Review these concepts from time to time;
doing so will improve your understanding and ability to work with the Active CM.

Admin Center

The Admin Center is where sites are created, maintained and monitored. Features
within the Admin Center are available to users based on their Group settings. System
Administrators have full access to the Admin Center.

Page Types: how pages look and function

The published pages on your website appear as they do because of two main
components:

e aPage Type that controls the functionality of the page

e aPage Template that controls the formatting of the page

Page Types

Different formatting and functionality will appear in the content area of each page
type you select when creating content. For example, when you create a Login page,
the page automatically includes a pre-programmed, functional Login box complete
with username and password fields.

Each Page Type uses a style sheet located in the design package (pagetypes.css) that
is fully editable.

Templates

Templates contain layout, design and formatting information that determines how
your finished pages look. Templates control both the outer regions of your web
pages, defining how the header, footer, navigation panes and other aspects of your
site will look, as well as the central content area of each page.

By using templates to control site formatting, the Active CM keeps design and
content separate. This means that users focus on entering content, while templates
control how that content will look. If a change to the site's look and feel is required,
the template can simply be updated and the content will automatically conform to the
new template design.

The Finished Page

The final published web page is a combination of the template, the page type and the
content you enter.

2 e Important ACM Concepts
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Templates plus stylesheets control the design, layout and formatting of
the header, footer, navigation section, borders and other elernents on the
outer regions of each page.

The Page Type, plus stylesheets that are
specific to the page content area, contral
howe the text, images and other elements of
the page content area will look.

System Editors

There are four different editors used extensively throughout the Active CM. The
type of editor available to you depends on the type of information you are editing or
the status of the page.

Content Editor (Quick edit mode)

The Content Editor allows you to create and edit page content. The editor consists of
a work area and a standard set of toolbar buttons. The Content Editor can be used in
quick edit mode, or as part of the Page Editor that allows you to work in full edit
mode. Two content editors are available to be assigned to groups, the RAD editor,
which is a full featured WYSIWYG editor, and a plain text editor, which allows
those familiar with HTML to work directly with the code.

Page Editor (Full edit mode)

The Page Editor is the full-featured page-editing tool that allows you to not only edit
the content of a page or pagelet in the Content Editor window, but also allows you to
perform additional page management tasks.

Read Only Editor

The Read Only Editor is used throughout the ACM system when the status of a page
is such that it should not be presented in an editable view. When a page is Pending
Review and Pending Publication, buttons will be available to perform the actions to
move the page through workflow.

Question Editor

The Question Editor is used for creating questions and data collection fields that are
used on application forms and surveys. The Question Editor is also used for creating
meta data and user profile questions.

Content Publishing Guide

Important ACM Concepts o 3



Parent/Child page Relationship

The parent/child concept is central to understanding how websites are built using the
Active CM.

A parent page is any page within your website that has pages below it in the website
hierarchy. In order to create child pages, you edit a page and add a new page using
the Child Pages tab. Once you have added one child page, you can continue to add
child pages, creating a cascading effect as shown below.

Home Page
I I @ I I
Lagin Company Profile Contact Us Product Information
|
I—I—I [ I 1
Executive Company History Hardware Applications Contact Sales

Paint of Sale

A website hierarchy should be planned prior to creating the parent/child page
structure in the Active CM.

Dynamic and Static (exported) Sites

Dynamic Sites

A dynamic site is one where the content and the system used to create the content are
all in the same location and are integrated. When content changes are published, they
are immediately visible on your site. If this is the site you make available to your
public, they too will see the changes immediately.

This is different from the static (exported) site that requires the additional step of
exporting the site to the static location.

Static Sites

When a site is exported, the system converts all pages to HTML files located in a
folder within the Active CM installation. When users access the site, they are
accessing the static HTML files rather than your dynamic site.

This in effect unhooks most of the site content from the Active CM and duplicates
your site content. The site resulting from the export is referred to as the static site. In
order to indicate that you want to export a site, your System Administrator must
configure the site export information on the Publication tab of the Site Manager.

4 e |mportant ACM Concepts
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Workflow

Workflow encompasses a number of processes in the Active CM:

1. Workflow Groups are created and applied to Workflow processes that are
assigned to pages. This dictates who has rights to edit, monitor and approve
a page.

2. Follow-up Tasks which are set on the Workflow tab in full-edit mode.
These tasks are: Archive, Inactive, Review or None.

3. “Workflow” is the state a page is in perpetually once created. At any time a
page will be in one of any number of workflow statuses.

Links

There are a number of ways to create links within the Active CM. The method you
choose for creating a link depends on the types of links you want to group together
and where on your page, or site you wish to place them. For more information on
the types of links available in the ACM, see Appendix A.

Content Publishing Guide Important ACM Concepts ¢ 5



Before You Start

Saving Your Work

The most important thing to remember when working with a web-based application
like the Active Content Manager is to SAVE your work often.

This is important because, for security reasons, you will be logged out of the ACM if
there is no activity during the default setting your Administrator has established.

Typing in the Content Editor is NOT activity with the system, “activity” is any
action that requires you to submit to or request data from the Active CM. SAVE
regularly or your work will be lost!

SAVE YOUR WORKI!

6 e Before You Start
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Getting Started

Logging on to the Active CM

Open a Web browser and go to the login page for your site.

Site URL =
Your system administrator can provide this information.

You should now see the login page.

LOGIN
Username: |username |4{ Key in your username., |

Password: |u"uu| |4‘ kew in your password, ‘

| Login Click the login button. This will
send you to your !?eglnmng page
Remeinber Username? labelled "My Page.

Forgot Password

Enter the Username and Password given to you by your System Administrator.

The first time you log in you will see your personal information page called My
Page. On My Page you can view your personal information and rights, and change
your password.

You should never change your password in the ACM if you are using LDAP
authentication for your user accounts, please check with your administrator.

MY PAGE

= My Page

B

‘Welcome, IronPoink

MMake this my r

home page:

Firsk Marne: IX

Middle Mame: Ix

Last Mame: Ix

Preferred Full Marme:

REQUIRED IIronPoint

Emall [ support@ironpeint com

Password: Change Password
HTML Edikor: IHTML Editor {Default) 'I

My Personal Information My Reports

Content Publishing Guide
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If you don’t want to see this page every time you log in to the ACM, uncheck the
“Make this my home page” checkbox. Click Save. The next time you log on, you
will be directed to your site’s Home Page instead of to My Page.

Changing Your Password

> w0 DR

On My Page, click the Change Password button.

In the New Password field, enter a new password.

In the Old Password field, enter in your current password.

In the Retype New Password field, enter the password again.

4

Full Name:
Usernane:

Ernail:

Cld Password:

Mew Password:

Rebype Mew Password:

2 Change Password -- Web Page Dialog

1ohn Smith
IronPoink

suppart@ironpaint, com

1. Keyin your old password,

2. keyin your new passward,

3.

Key in your new
password again.

| CRE
A

http:/jipl . abstractclass. netfDeviCMWebUIModalDislogs/ModalChangs |4 Internet

3

5. Click Save.

6. When you are back on My Page, click Save again.

7. Click Logout and log back in again using your new password.

Changing Your Editor Preference

The editors available to select from are established from your group settings. If you

feel you are missing an editor in the drop-down list, please see your System

Administrator.

If you prefer not to use the WYSIWIG (Telerik r.a.d.) editor provided with the ACM

and work directly with HTML code, you can change your editor by selecting “Plain
Text” in the HTML Editor drop-down.

The non-WYSIWYG editor includes the following buttons: Insert Digital Asset,
Insert Link, Copy to Clipboard, and Paste from Clipboard.

e Insert Digital Asset — This button provides the ability to directly insert a
digital asset into the plain text editor.

e Insert Link — This button provides the ability to directly insert a page link
(internal, external, or anchor) into the plain text editor.

8 e Getting Started
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Copy to Clipboard — This button provides the ability to copy the text in
the plain text editor to the system clipboard.

0 The system will correctly copy digital asset and internal page links
to the system clipboard (for the primary purpose of correctly
pasting them into DreamWeaver.)

o If the ability to copy text to the clipboard is not exposed by a
browser, the system will provide easy access to the tag as text (for
the primary purpose of be manually copying and pasting into
DreamWeaver.)

Paste from Clipboard — This button provides the ability to paste the text into
the plain text editor from the system clipboard.

o If the ability to paste text from the clipboard is not exposed by a
browser, the system will provide a location where the text can be
pasted.

0 Pasted text will not be altered by the system when pasted into the
plain text editor.

My Reports

A set of MyPage reports have been provided to help identify pages which need
attention by displaying the status of pages that User’s are in some way responsible
for. Pagelets are included in the reports, exactly as all other pages in the system are.

The following Content reports have been provided:

My Page Rights. Displays your rights within the ACM system and what
groups you obtain those rights from.

My Personalized Pages. To identify pages that the user has rights to view.
This report will identify the page title, site, hyperlink to view mode, and
location line of each page in the report.

My Draft Pages. To identify pages for Content Providers, the report
includes the page title, site, last modified date time, hyperlink to edit mode,
and location line of each page in the report.

My Pages Pending Approval. To identify pages for Content Providers, the
report includes the page title, site, page status, hyperlink to edit mode, and
location line of each page in the report.

Pages Pending My Approval. To identify pages for Approvers, the report
will identify the page title, site, page status, hyperlink to edit mode, and
location line of each page in the report.

My Pages Pending Translation. If translation is enabled, to identify pages
for Content Providers, the report will identify the page title, site, page
status, and location line of each page in the report.

My Pages Pending Review. To identify pages for Content Providers, the
report includes the page title, site, page status, review date, hyperlink to edit
mode, and location line of each page in the report.

My Pages Scheduled for Archiving. To identify pages for Content
Provider, the report includes the page title, site, page status, archive date,
hyperlink to edit mode, and location line of each page in the report.
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Getting Started ¢ 9



The Active CM toolbar

Once you log into the ACM, you will see a toolbar at the top of your web page. If
you are ever having trouble accessing a page you know you have rights to work
with, check that you can see the ACM toolbar on your page. If it is not there, you are
not logged in to the Active CM.

At a minimum, you should see the following buttons on your toolbar.

My Sites _| |71 Site Menu _ My Page Logout | |2 Help

My Sites shows all sites to which you have authorized access.

Site Menu shows site menu for the site you are viewing and provides a means
to navigate throughout that site.

My Page displays My Page.

Logout used to log off of the Active CM.

Help accesses the online help system.

If you have rights to any of the admin areas, you will also see a button providing you
access to the admin tools.

@Admin Center My Sites _| (73 Site Menu _ My Page Logout | (%! Help

If you have rights to edit pages, you will also see a button providing you with the
ability to create a new child page from the tool bar, and full edit mode.

My Sites v| |@Site Menu v| ‘ My Page | | Logout | |'@ Help |

|@4},Add Childpage v| |®Admin Center

Online Help

The Online Help system provides procedures, conceptual information and a glossary
of terms. The Help button is located on the far right of the ACM toolbar, and is
always available while logged in to the Active CM.

There are three methods of navigating the help system:

1. The Contents tab: provides a linear view of the help system, allowing you
to browse through grouped topic areas, which are then broken into specific
subjects.

2. The Index tab: provides a keyword entry box that will jump to the topic
entered and display all entries for that topic.

3. The Search tab: provides a search entry box that will return all entries for
the search term

Using the Index is the recommended form of using the Help System, as it is usually
easier to locate you specific area of help. Searching often returns a large number of
entries that are not relevant to your search.

When you have finished using the help system, you can close the browser window.
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Page Modes

View Mode

When not using an ACM editor, pages are in View Mode. View Mode always
reflects the published (public) version of a page. If edits are made and only saved,
they will not be visible in View Mode.

@Add Childpage v| |I§}>ndmin Center

My Sites v|ﬂ|@5ite Menu v“ My Page H Ed Logout H@ Help |

Company Name

Login Page

My General Content Page 'ﬁ] '@]

General Content Page

Article Page

This is the content area of this page. In
this area you can enter paragraphs of
text, tables, images, links to other pages
or sites and format everything using the
WYSIWYG editor.

My Media Page

My General Content Page

D@} i5 3 pagelet created in

Syndication Manager. You
can edit the content of this
pagelet by clicking the
Pagelet Edit icon in the top
left corner of the pagelet
zone.

Note If you do not see the edit buttons located on a page, you are either not logged
into the ACM or you do not have edit rights for that page.

Quick Edit Mode

If you have edit rights to a page, you can open the Content Editor by clicking
the Quick Edit button. The Content Editor opened in Quick Edit mode does
not include any of the Page Editor functionality and is primarily used for making
quick text and image changes to your content.
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You can also use the Content Editor as part of the Page Editor. To do this, click the
Full Edit button. This opens the full-featured Page Editor which includes the Content
Editor as well as all of the other page creation and maintenance functions.

Quick Edit mode is not available for pagelet editing and is best used with basic page
types like General Content.

a8V it e it P i D e
" = 35 S a’ ﬂg Fonk ~ |Size - i o e
i | Class « |Paragraph = |Links JE-ER .. 8

Please note the following:

s [f you have any guestions about this default site or how to configure it please call your

account executive, or for general enquiries please email support@ironpoint. corn.

# 4% UL yords: 30 Charactsrs: 194

<HG = <FOMT Face=arial size=33>Please note the following: </FOMNT = </HS=

<UL
<L I <FONT Face=arial size=2 =If vou have any questions about this default site or how to configure it&nbsp;please

call your account executive, or For&nbsp;general enguiries please email <&
s lhref="mailto: support@ironpoint, com" =support@ironpoink,com < /&, </FONT =< fLI= <fUL=

| P <FOMT Face=Arial size=2 = < /FONT = <[P =

The content editor is available on most page types and is used for creating web
content. You can easily format text and insert images, tables, hyperlinks, documents,

and much more.
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Full Edit Mode

Overview

@] The Page Editor is the full featured page editing tool that incorporates the
Content Editor with additional page management features such as the ability
to:

create child pages

e personalize the page (limit access to authorized users)

o set workflow follow-up tasks and publications dates

e add meta data (for web search engines)

e add pagelets (content used repeatedly throughout your site)
e view page history

When you open the Page Editor, a number of sections and tabs are displayed,
depending on the type of page you are editing, and the configuration of the site you
are working on.

Page Summary

The Page Summary area provides the tools for naming your page, moving it to a new
parent, copying it, making it inactive or viewing the history and restoring a previous
version of a page.

PAGE SUMMARY
. T'de: General Content Page Active
URL Title:
Show History OJ
HTML Title:

Location: = Home Page > General Content Page
Move Page (Select new parent): << Select Page =>  Copy Page (Select parent): < < Select Page ==
Page Type: General Content (Reassign) Page ID: 35 Site ID: 14
WARMNING: Changing page types is a data base operation. A site back-up should take place prior to performing this action.

Page Owner: | Jane Smith | unitialized Save and apply to children

Page Titles

Title - this is a required field. The title you enter here is used by various IronPoint
tags and will be the default title displayed on the page, in the menu, in the location
line and in links to the page.
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URL Title — This is the title that acts as a file name for the page for exported and
friendly URL dynamic sites. For example: “about us” will create the file name
“about_us.htm” or “about_us.html” or some variation of this.

If you leave the URL Title field blank, the Title field is used for the filename. If you
are not sure what type of site you have, speak to your System Administrator.

Use only alphanumeric characters in the URL Title field. All other characters will be
converted to underscores.

HTML Title - The title you enter here is displayed in the top left hand corner of the
Title Bar of a browser window. This is the field that Search Engines look at when
indexing your website. Use this field to enter a title that will optimize your site's
ranking in the list of search results. If you leave the field blank, the system uses the
contents of the Title field.

Active/lnactive Pages

De-activate a page if it is not necessary to display the page on a site for a period of
time, but still have it available in the child page list to make active and display on the
site in the future.

Note When a page is made inactive, any workflow settings applied to the page are
retained. If you do not wish to have “Review Required” emails sent while a page is
inactive you must manually change the Follow-Up task setting to “None”.

1. Edit the page to make inactive.
2. Inthe Page Summary section, uncheck the Active checkbox.

3. Click Save and submit for publication.

Show History

Each time a page is published, a new version of the page is created and the previous
one is moved to the history. Use the page history to track and restore all versions of
a page. You can view the history of a page by checking the Show History checkbox
in the Page Summary. A Page History tab will be displayed to the right of the
Pagelets tab.

The history displays version numbers; the page name of the version, the last
modified (published) date of the version and the user who made the modification.

The information displayed on the history tab is the last modified date and user of a
version before a new version of the page is created. In most cases, this will be the
date and user who published the page (which will display as IronPoint CMS in some
cases).

The workflow history of a version (including when it was created) is on the
Workflow tab of each page version.

Restoring Previous Page Versions

1. Click on the Version number of the page that you wish to restore. The
content of the version to be restored is displayed.

2. Click Restore.
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3. Click OK to confirm the restoration. The page, as well as any previous
settings, is restored.

4. Make desired edits to the restored page.

5. Click Save and submit for publication.

Page/Section Move
When you move a parent page, all of the child pages are moved with it.
1. If the page you want to move is published, open it in full edit mode.

2. If the page is not published, edit its parent page, go to the Child Pages tab
and click on the page you want to move.

3. Inthe Page Summary section, locate the Move Page field.
4. Click on <<Select Page>>.

5. Select the new parent page and click OK.

6. When the page is redisplayed, click Save and submit the page for approval.

Note If the page you are moving is due for Review, you cannot move it. You must
make sure the page is reviewed and then move it. If a page is due for review, it will
display this status next to the page's Edit icon.

Page Copy

Use to copy a single page from one location to another within the same site. The
copied page has a Published or Draft status. It retains all content, design and settings
information from the original page, but does not retain child pages or the history
associated with the original page.

1. Edit the page you wish to copy.

2. Inthe Page Summary section, locate the Copy Page field.
3. Click on the <<Select Page>>.

4. Select the new parent page and click OK.

5

A message is displayed once the page has been successfully copied. The
new page will be Published if the copied page was published, otherwise it
will have a status of Draft.

6. Repeat the procedure for each additional copy of this page you wish to
make.

The pasted page will be placed at the bottom of the list of child pages (if numeric) or
in the correct sorted spot (if alphabetic), exactly as if the page had been created
through the New drop down.

The pasted page will retain the data from the copied page.

e The pasted page will retain the Title, URL Title, HTML Title, Teaser, and
Active status from the copied page.

e The pasted page will retain all custom properties from the copied page,
including any HTML content and stored settings.
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The pasted page will retain the alphabetic child page ordering setting from
the copied page.

The pasted page will retain the workflow associated with the copied page.

The pasted page will retain the personalization settings from the copied
page.

The pasted page will retain the metadata information from the copied page.

The pasted page will retain the pagelet zones and pagelet settings from the
copied page.

The pasted page will retain the follow up task information from the copied
page.

The pasted page will retain all site design information from the copied page,
including the template, whether or not the parent’s template is being used,
whether or not the parent’s variable value is being used, the variable value,
and whether or not the page is included in the section menu, the children
are included in the section menu, the page is included in the child page list,
the page is included in the site map, or if the page is included in searches.

The pasted page will not retain the child pages from the copied page.

The pasted page will not retain the workflow status of the copied page, but
will be created as a Published page if the copied page has a published
version or as a Draft page if the copied page does not have a published
version.

The pasted page will not retain the historical information from the copied
page.

The pasted page will not retain the parent page of the copied page, but will
use the page it was pasted onto as the parent page.

The pasted page will not retain the translation information from the copied
page.

Page Type

Note The feature below must first be enabled in the ACM software. If you would
like the ability to change page types through the ACM interface, please contact
ACM support for assistance.

If you are a System Administrator you have the ability to change the page type from
the one currently applied to the page you are editing. If you see the (Reassign) link
following the current page type, you have right to do this. To change the page type:

1.

a > 0w D

Note the warning. You are about to perform a database operation via the
ACM user interface. Ensure there is a current back-up of your site available
should you encounter problems.

Click the (Reassign) link.
Select the page type to change the current page to. Click OK.
When the warning screen appears, click OK if you want to continue.

As soon as OK is clicked, the pagetype is changed. No publication or
submission of the page is required.

16 e Full Edit Mode

Content Publishing Guide



6. Edit the page as required.

Page Owner

If page owners is enabled, and page owner groups created, you will have the ability
to assign a page owner to pages:

1. From the Page Owner drop down, select the correct person that should be
the page owner. (Their name will be displayed as an email link.)

2. If this person is the page owner of the page’s child pages, click Save and
apply to children.

3. Publish or submit the page for approval.

Content Tab

This tab is displayed for all page types with the exception of the Category page type.
The Content area is where you add and edit page content using the Content Editor;
and enter Teaser (Summary) information about the page.

Content Editor

The Content Editor is an editor window that allows you to work with page content.
The editor can be used in quick edit mode, or as part of the Page Editor which allows
you to work in a full edit mode.

The Content Editor also allows you to view the HTML code for a page. For those
users who are comfortable using HTML, a split-screen mode can be enabled,
allowing the HTML code to be viewed in addition to the WYSIWYG (What You
See Is What You Get) editor.

8l¥ 3z -]~ a5 O0)e &l o] r) s 1]y 5 = 5] 5 £ E| = =
:::] i] E] Fonts v |[Siee v| A :] :] C55Class v | Paragraph Style v | Customlinks v g:]@a,

Loremn ipsum dolor sit amet, consectetuer adipiscing elit, Praesent fermenturn magna quis nisl, Quisque posuere scelerisque
orci. Sed aliquet sapien vitae massa. Lorer ipsurn dolor sit armet, consectetuer adipiscing elit. Quisque velit odio, vestibulum
vel, cursus placerat, posuere vel, mauris,

Mullarm consectetuer aliqguam leo. In eros. Curabitur tortor nulla, scelerisque a, lacinia non, posuere id, enim. Pellentesque
habitant morbi tristigue senectus et netus et malesuada fames ac turpis egestas. Donec dapibus aliguam neque. Aenean

s

] HTML Made

The toolbars across the top of the Content Editor window provide all of the
functionality you will need to insert and format content. For a quick summary of

. . ? . . .
button functions, click on the editor toolbar. Your group rights determine
access to editor tools.
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Teaser (Summary) Information

Use the Teaser box to briefly describe the page content. This content is not displayed
on the page it is entered on, but is pulled from the page to other pages (e.g. General
Content 2) as a method of providing additional information about a page link.

Child Pages Tab

Pages are added to a site by creating child pages under an existing page.

Adding a Page

1. Select the parent page for the new page and open the page in Full Edit
mode.

2. Click on the Child Pages tab.

3. Mouse over the New button and select a page type from the drop-down
menu.

4. Complete the fields in the Page Summary section.

5. Inthe General Properties section, enter the optional Teaser text (if
required).

6. Click Save.
7. Enter your page content.

8. Click Save and submit for publication. The page will be submitted for
approval according to the workflow assigned to the page. You will receive
email natifications regarding the status of the page approval.

Workflow Tab

Publish Date Scheduling

A page can be scheduled to be published at a future date and time.
1. Go to the Workflow tab.

2. Next to the Publish Date field, click E—]I to select a date for publication.

3. Inthe drop-down boxes to the right of the calendar icon, select the time at
which you want the page published.

Note If the site is statically published, future publication times must be set in

relation to the scheduled export of the site. If the site is scheduled to export at
3:00am every day, do not set the future publish time for 4:00am, or it will not be
exported to the static site until the next day.

4. Click Save and submit the page for approval.
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Follow-up Task Scheduling

Note If follow-up tasks have been disabled as either a system, site or page type
setting, you will see “Follow-up tasks are disabled for this page” instead of the
options below.

If a page is set to be reviewed, it will by default use a setting established by your
Administrator as the follow-up task date. You may also schedule a follow-up task
for a page to ensure it gets reviewed, made inactive, or archived on a specific date.

1. Go to the Workflow tab.
2. Next to the Follow-Up Task field a date will be set by default using the

fes]|

settings as determined by your Administrator. Click == to change the
date for the follow-up task.

3. In the drop-down boxes to the right of the calendar icon, select the time for
the scheduled follow-up task.

4. Select Review, Inactive, Archive or None (if available).
5. Click Save and submit the page for approval.

When a scheduled follow-up task comes due, a notification email is sent to the
Providers and Monitors of the page.

Personalization Tab

When a page is Personalized, access is restricted to a User Group. This is useful
when you have content that only certain individuals should have access to. Once
personalization is implemented, users require an account to access those pages on
your site. For full instructions on using Personalization see the System Administrator
Guide.

Note Personalization will only work in a dynamic environment. You may add a
login page within your static site for visitors to access personalized content, but the
personalized pages will remain within your dynamic URL.

1. Go to the Personalization tab.
If the tab is not displayed your site has not been set to use Personalization,
contact your System Administrator.

2. Check the Personalize Content checkbox.

3. If you want to use the same personalization settings as this page's parent
page, check the Use Parent Members checkbox.

4. If you want to use different personalization settings than the parent page,
uncheck the Use Parent Members checkbox and click the Viewer(s) link
to select the group.

5. Click Save.
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Meta Data Tab

Your System Administrator sets up the Meta Data questions that will be used on
your website. If there are no questions on the Meta Data tab, it means your
Administrator has not created any.

Meta data is not displayed on a web page; it is only inserted into the page code.
1. Go to the Meta Data tab.
2. Answer the questions on the Meta Data tab.

3. Click Save and submit for publication.

Pagelets Tab

Note To create pagelets you must have access to the Syndication Manager area of
the Admin Centre. See the System Administrator Guide for more information.

Pagelets are single instances of reusable content. If a change is required to the
information contained in the pagelet, it can be changed once and then all instances of
that content are automatically updated so that all pages and sites reflect the change.

Pagelets are inserted on a page using the Pagelets tab in the Page Editor but they can
only be added if you have appropriate user rights and if the page you want to add
them to is setup for adding pagelets.

1. Go to the Pagelets tab.
2. Click

This adds a zone area to insert the pagelet into. Templates are formatted to place
pagelets in specific locations on the page called zones. For example, zone 1
might be located in the top right corner and zone 2 in the bottom right corner of
the page.

3. Click on <<None>> to select a pagelet to insert.
4. Select a pagelet from the Select Pagelet dialog and click Save.
5. The zone will now display the assigned pagelet name.

6. Click Save and submit for publication.

Translation Tab

The settings on the Translation tab, in conjunction with the configuration set by the
System Administrator, provide the means for controlling which pages require
translation and which pages on your primary site are linked to which pages on your
secondary site.

Once your primary and secondary language sites are up and running, most of what
occurs on the Translation tab, occurs automatically. For example: when translation is
required at the site level and the Home pages of the primary and secondary sites
have been associated, the creation of mirror pages on the secondary language site is
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automatic. Each time a new child page is created on the primary site, the same page
is also automatically created on the secondary site with a status of Draft.

Configuring Pages for Translation

When a site is configured as part of a translation set, the Translation tab appears in
the Page Editor. How the settings on this tab affect the translation process depends
on how your System Administrator has configured the sites in the translation set:

Primary Site Configured to Require Translation

Your System Administrator can set your primary site to Require Translation. This
means that once a page on the primary site is edited, the version of the page on the
secondary site must be edited and published before it will be published on the
primary site. The workflow consists of creating/editing a page on the primary site,
translating and publishing it on the secondary site, at which point the original page
on the primary site publishes automatically.

Primary Site not Configured to Require Translation

If your System Administrator has not set the primary site to Require Translation, you
may be able to create content on the primary site and publish it without having to
ensure that the translation is completed and published first.

Even when the primary site does not require translation throughout, the site
administrator can set a Requires Translation setting for specific pages or sections of
a site. Speak to your System Administrator for more information on how they have
configured the site.

Note When you Emergency Publish in a multi-language environment, you
completely bypass the translation process and the system rules that enforce
translation.

If content is emergency published on one of the sites within your translation set, you
must be sure to review the changes that were made to determine if the content must
also be updated later on the other sites within the translation set.

Repairing Broken Page Links

There are times when the system will advise 