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EDUKACMS BASE SYSTEM MANUAL

edukaCMS is a system that lets you update your website without technical assistance.
This manual is intended as a general guide, and relates to the base edukaCMS system only.

If you wish to have a specific manual created for your customised version of edukaCMS, contact us
online at www.eduka.com, by phone on 08 9322 8599 or by emailing support@eduka.com
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This

document is broken up into sections.

First, there is a brief overview of all the sections of the CMS. (EdukaCMS Section Overview)

Next, high level, basic instructions for common tasks such as adding a news item or job
vacancy and editing a page. (Task Overviews)

Finally, detailed instructions on more specific tasks when editing a page, such as adding new
images and inserting hyperlinks. (Tasks in Detail)

1 EdukaCMSSection Overview

To login to the CMS, go to http://www.domain.com/cms

Put in your username and your password and click submit.

| f
details.

you don’t know your user namsuppon@edukascens foror d, ¢ C

Structure of the Home Page

¢ The Home Page |l ists your “tasks”.
e Under “Things to Do” you will see a I|ist of
(see “The Review Process” below for more inf ¢
e Under “Publiishhiagl iTatskesf pages you are requir
when you are ready.
e Under “Published Pages Expiring” you will se:¢
certain day. These files will remain on the website until you remove or hide them.
The Review Process
This is the process through which pages are checked and then published.
e To review a page, you must be a moderator or administrator.
e When somebody changes a page, they will send it to you for review and it will appear on
yourHome page under your “Things to do” |1ist.
e Click the page to see what it will look like online.
e Choose to Accept, Reject or Edit the page.
e Once the page i s accepted, it owi I move to Yy
e Net to the page, celwill puklish‘tofhe Websites h” and t he pag

Remember if the page is a new page, or has been moved, you will need to publish the entire
site so that the menu updates.
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This is where you maintain your webssdtracre. On t hi
By holding your mouse over a page you can choose to move the page up, down, out or in, or you can
create a sub-page.

To add a new User, you need to first Add them, and then assign them to a group. The default groups
are Administrators, Moderators and Maintainers, but you can add more groups to your CMS.

S

Groups can be added by choosing “Modify Group De

permi ssions can be assigned by choosing “Group

The CMS has three roles: Administrator, Moderator and Maintainer. You do not need to utilise all
roles, it depends on your organisation and your preferences.

e Administrator: Can manage users and groups, as well as maintain, review and publish pages.
e Moderator: Can maintain, review and publish pages.
e Maintatiner: Can maintain pages and send them to a Moderator or Administrator for review.

This is where news items are managed.

This page shows you a list of people who have subscribed to received updates from the website.

Throughout the Management Area each section has
simply click Help to see the full Help Index popup, or click one of the submenu items to see help
pertaining to the page you are on.

Click this when you have finished to help ensure that the CMS area remains secure.
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2 Task Overviews

This section provides a brief and simple step by step guide to adding news items. Further detail on

the tasks listed here can be found in section 3.2.

Adding a News ltem

News Items are managed using the Manage Newsection of the CMS, following the tasks below. See
section 5 for detailed information on News.

©® N o &

After logging in to the CMS, hold your mouse over Manage New®n the menu, and when
the three sub menu items appear, move the mouse down to Create News Iterand click.

Choose the layout that controls how the news will appear —there is usually only one option
so select the News option and click Submit

Onthel e f t hand side is the “Text Editor” which
description). On the right are the details of the page. For detailed information on this page,
see Section 5 below. This is only a quick checklist of tasks.

In the Text Editor, put the text for the news item.

Categories: On the right hand side, select the relevant category for the news item.
Headline: Enter the news headline.

Summary: Enter a short description of the item.

Upl oad Document : Usually you won’t be doing t
provides you with the option of uploading a PDF instead of writing the item. Upload the PDF
from your machine using this button.

Keyword List: Enter a few key words or phrases that describe the job. Separate each word or
phrase with a comma.

.Description: This appears on people’”s search

a few lines, you may want to copy it here. Keep it to a sentence at most.

Editing an Existing News Item

1.

After logging in to the CMS, go to Manage New®n the menu by clicking the words on the

top |l'ine of the menu (you don’'t need to choo:
You will see a list of existing news items. Each item appears in a list with some information

about the item.

There is an Edit button for each item; click it and then refer to the notes above in section 2.2
and follow the steps from Step 3.

Displaying News Items on the Website

1.

After logging in to the CMS, go to Manage Newn the menu by clicking the words on the
top |ine of the menu (you don’'t need to choo:

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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2. You will see a list of existing news items. Each item appears in a list with some information
about the listing.

3. To display it on the website, make sure the
ticked.

4. Make sure it has been assigned to at least one category on the left (one of the boxes will be
ticked if it has).

Go to Homeon the main menu.
Click on PublishAll Newsunder Publishing Tasks on the home page.

Check on the website to see if the item has now appeared. You may need to refresh your
browser by pressing Ctrl and F5 —this retrieves the very latest version of a web page.

Viewing the Existing News Items
1. After logging in to the CMS, go to Manage Newn the menu by clicking the words on the
top |ine of the menu (you don’'t need to choo:

2. You will see a list of existing news items. Each item appears in a list with some information
about the listing.

o Date —the date the news item relates to

o Categories —The relevant category for new

o Newsbox —Most websites do not use this function, it can safely be ignored

0 Headline / Title — The title that will display on the website

o Doc Type —this will show what kind of document it is, you can have PDFs or pages

o Archive —If ticked, this means the item is still in the CMS but is not showing on the
website

o Display —If ticked, this means that it is set to display on the website

Delete — Click this to remove it from the website AND the CMS

Edit — Click this to change an existing item —then go to 2.2 above and follow the steps
from step 3.

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 —Commercial in Confidence
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To make changes to pages that are on the website, you need to edit the page.

Go to “Maintain Site”.
Select from the list of pages the one you want to change, by clicking its name.

When you have clicked on a page to edit, you will be taken to a screen that shows you all the
parts of your page. On the right are the Filename, Meta tags (for search engines to find you),
Description (displays on search engine results) and the buttons that control what happens
next (Submit, Cancel).

Most of your page content is controlled using the Text Editor. This editor looks and works
very similarly to Microsoft Word™ but you can find extensive help in the Help section if you
need more information on how to perform a specific task.

Make the necessary changes, then click “ Submi
Go to the Home pageintheCMS and Publish your changes by ¢

3 Tasks in Detail

Any changes made to the menu (including adding or deleting a file) require the entire
website to be published, as a menu change affects every page on the site.

I f you move pages, remember to click
confirmed.

To publish the whole site, click “Publish Ent
change the menu.

save cl

Create a new Page

Hold your mouse over an existingpage and c hooepsaege’add sub
Choosealayout—usual |y internal
Enter a filename, content and any other information.

Submit the page and choose a moderator or administrator to review it (you can choose
yourself if you are one of these people).

On the Menu, move the page up/down/in/out until it sits in the menu where you want it.
Review and Accept the page from the home page.
Publish the entire site.

Hide a Page
e Tohi de a page, click “Exenenwmde” on the “ Mainta
e Clickthe name ofthepagey ou wi sh you hide and it wild.l say

Save changes to the menu.
Go “home” and publish entire site to update

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence

Page 7 of 21



eCart Training Notes

’3 edUka é_'z’e Ao wel stuff

Move a Page

e Hold your mouse over an existing page and choose to move the page up/down/in/out until it
sits in the menu where you want it.

Roll Back to a Previous Version of a Page
e Sometimes you may need to change a page back to the original (or an earlier) version.
e Click “Rollback” onenut he “Maintain Site” sub
e Click the name of the page you want to roll back to an earlier version.
e Choose the version you want from the list of dates that appears.

e Preview the version, and if happy, roll it back and publish the page.

Adding news ltems
1. Logintothe CMS

2. Hover over the ‘ Masnealgeec tNe'wkr e atuet thoenws | t em’
U=zer Management Mizc Manage News Help Logout
Maintain Categories
Maintain Newsboxes
Hministrator) Creste Mews [tem \
Hover over 'Manage News',
select 'Create News ltem’

3. You wi ||l be asked to choose a template, click
submit:

Flease choose template.

Template
MName Description

Click the radio button
Mews layout Mews layout

Click 'Submit’
4

4. Next, enter a headline in the Headline text field and a short summary in the Summary text field
(keep the summary short, one to two sentences are good):

Headline: | Enter your headline here |
Summary: | Enter your summary here |

Sometimes a news item is uploaded as a document (e.g. a PDF) instead of typed in. If you wish to
upl oad a document you must <c¢click the “Upload Doc
document on your computer.

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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You can only choose to upload a document or enter information into the text field —you cannot use
both.

To use the upload document opti on, use the " Uplc
Upload O
Cocument: |

To use the text field, enter your news article in the main content editor:

Add News

} E Soues | B v #

(Bl sl iE s E(EiElE = =20 B |B|d
@ 0O = & sk HI=]

Enter body text here
Enter your news item text here

5. Seta publish date; the default is today’ s
Publish Date:

|E1 'jl:;lt"-j -|2006 =] |15 =]:{31 =]
s B o= R s | s

| submit | | cancel | | preview |

6. Once you are happy with your news item, click submit. Clicking submit will take you back to the

home page, click the * Manage News’ butto
7. On the * Manage News’' screen, you will ne
Checking and un-checking the display box shows/hides the news article on the site. You can
write articles beforehand and go back and choose to display it later.

News Ensure you check the Categories and Display boxes

Doc

Date Categories Mewsbox Headline / Title . Archive Display|Delete Edit
01 Nov 06 |Blog default test headline page B3

8 Click the * Home’ button to get back to t
|l i sted under the Publishing Tasks, click

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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Home

Welcome Eduka Support (Super Administrator)
Things to do:
There are no pages for vou to review

There are no pages for you to review

to publish your news item
m Publizsh News

Mews Items
m test headline [Pubklish Page] Publish: 1-Mov-2006 15:321

[Fublish Entire Site]
[Fublish All News]

Published Pages Expiring:

9. An alert box appears; choose ‘Cancel’ i f you w
withoutal er t i ng your s uwosldlikeitoBeadasale:r * OK’ i f you
x
D] You are about ko publish a news ikem which has been
Q) nominated to send an automatic email alert to the
Following mailing lisk members:
click cancel if unsure
Blog
(0] 4 I Cancel |
Deleting or editing a news item
If you need to delete a news item, simply clickont he * Manage News’ button anct
delete button next to the item you want to delete.
If you need to edit an item, click on the edit button:
News Choose 'Edit’ to edit the news item or Delete to delete the item
Date Categories Mewshox Headline [ Title '?':;e Archive Display|Delete idit
01 Mov 06 |Blog default test headline page 3

Please note, if you edit a news item you will have to check the category and display box again and re-
publish the news item for changes to take effect.

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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33 Editinga Page —Detailed Instructions

When you have clicked on a page to edit, you will be taken to a screen that shows you all the parts
of your page. On the right are the Filename, Meta tags (for search engines to find you), Description
(displays on search engine results) and the buttons that control what happens next (Submit, Cancel).

Most of your page content is controlled using the Text Editor. This editor looks and works very
similarly to Microsoft Word™ but you can find extensive help in the Help section if you need more
information on how to perform a specific task. Some of the more common tasks are outlined below.

How to add images or flash movies

Adding imagesimages are inserted viathetexted i t or on t he “Edit Page” scr
infinite number of images within the text editor. The images inserted via the text editor will appear
within the text block on your website.

Adding flash moviesThe process to add flash movies is the same as adding images except the pop-
ups may differ slightly.

Adding an image via the text editor

1. Click the “lInsert | mage’ button in the tooll
S ElSouwcs || B P 4 B2 B B||$[Eo o || 425
(B 0% His|is|||iEHEHE = (=20 A B &
RE- = T =)
click on the 'Insert Image' button
2. The ‘I mage Properties’ window wil/ pop up.

your image on the server:

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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‘2 Image Properties -- Web Page Dialog |

Image Properties
Image Info Link  click the '‘Browse Server’ button \

IIRL
I Browse Server I

Alternative Text

Width I o
Height I

Border I_
HSpacel_
‘-.-’Spau:el_
aan [ =

Preview

k. | | Cancel |

3. Another window will pop up, you will be able to locate an image already on the server or
browse and upload a new image from your computer.

a. If you cannot locate your image, check to see you are browsing the correct folder:

.f_:." FCKeditor - Resources Browser - Windows Internet Explorer

Resource Type
| Image [V] @ / v

find the correct B stepl.f 1KB
folder B step2.af 1KB
B4 stepd.af 1KB
[ stepdaf 1KB
[ ] Thumbs.db 183 KB

Upload a new file in this folder
| 1 Create New Folder | | |[ Erowse... | | Upload

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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b. Click on the image you want to insert and skip to step

(_:; FCKeditor - Resources Browser - Windows Internet Explorer

Resource Type @
w
| Image [V] !
[ step 1 .af 1KB
BH step2.af 1KB
BS stepl.af \ : 1KE
Choose your image
B3 sepda y o 1KB
[ ] Thumbs.db 183 KB
Upload a new file in this folder
| 1 Create New Folder | | |[LBrowse..._] [ Upload

c. If your image is not located on the server and you would like to upload one from your
computer, click the ‘' Browse’ button:

.f_:: FCKeditor - Resources Browser - Windows Internet Explorer

Resource Type
| Image [V]

o

B4 step.af 1KB
B step2 af 1KB
[ stepdaf 1KB
B stepdaf 1KB
[ ] Thumbs.db 183 KB

Browse and upload a new image from your computer

Upload a new file in this folder
| 1 Create New Folder | | |[ Browse... | | Upload

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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d. You can create a new folder to upload imagesintob y
button:

clicki

(_:; FCKeditor - Resources Browser - Windows Internet Explorer

eCart Training Notes
Date: 2009-10-13

ng

the *“Creat

Resource Type @f
| Image [V]

1.

[
L1CN 4 1]
iEJiE
ENE

J.ai
4 qi
Thumbs.db

EE
L1 (O 4]
EMNET

[
IF
i
e
4

Upload a new file in this folder

1 KB
1 KB
1 KB
1 KB
183 KB

create a new -..| ") Create New Folder |

folder | |[LBrowse..._] [ Upload
4. You wi || notice once you've chosen
i n, in the URL field of the ‘1 mage

image should also have been auto filled:

a Image Properties -- Web Page Dialog

Image Properties

Image Info | Link The correct path is automatically filled in

Browsze Server I

LRL /
| fimagefimageieduka.gif

Alternative Text

I Eduka logo

Presview

Width | 180

Height[ 20 F{ P edUka
Border I_

automatically filled in.
HSpaceI v

WSpace I
Align I - I

Width and height of the image is

| | Cancel |

an i mage,
Properti e

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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5. 1t is best practice to enter a short
this description will appear in place of the image should the image fail to load.
a Image Properties -- Weh Page Dialog .
Image Properties
Image Info | Link
IRL
| fimageiim agefeduk & oif Browse Server I
Alternative Text f Enter a short description of the image
|Eduka|-:ugu:u
Presiewm
width | 180
ac d
Heightl 20 a e Uka
Border I
HSpaceI
VSpaceI
Align I vI
] | | Carcel |
6. Click *“ OK’ and your i ma g eor. Yolhneaycbntinuetcwatd appear

text or more images. Once you are satisfied, follow the usual procedure of submitting the
page and publishing.

Adding a flash movie via the text editor:
1. Click on the flash button located in the text editor toolbox.

I ElSowce Bl 4 BB B EB ViIw Y || E
B I U x X :iE T EEHEIE E E E
8 2 did @ O = &:sye aHIE)
Click on the flash button
2. Theerktngl|l ash’ window pops up. I f your
‘Browse Server’' button.

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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9 Flash Properties -- Webpage Dialog

Flash Properties
Imfo  Upload  Advanced
URL
| | Browse Server
%% Click '‘Browse Server |
Preview
OK |
3. The ' Resource Browser’ window pops up; from
upload one to the server. If you would like to upload a new file, follow step 3 ¢, from the
“Adding an i mage via the text editor’ sectic

.,r_:"- FCKeditor - Resources Browser - Windows Internet Explorer

Resource Type @
Flash v] 2 v
[ banners
7l ntro.swf <l  choose your flash movie 1KE
Izl loadersuf or upload one from your 1KB
@ load random.swi computer 1KB
|Upload a new file in this folder
| | Create New Folder | | |[Browse... | | Upload
4, Once you’'ve clicked on the file you'd |Iike t
path for the flash movie will now have beenautof i | | ed i n t héneddtdRL"’ fiel
enter the flash movie’s Width and Height in

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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/2 Flash Properties -- Webpage Dialog

Flash Properties

Infe  Upload = Advanced

The path is filled in automatically

URL
|[ Browse Server ]

|ﬁmages!FIashﬁrrtm.swf
Width Height

L]

Preview

OK | | Cancel |

eCart Training Notes

Date: 2009-10-13

5. Cli ck *‘ OK’ to insert the flash movi e.

and publish as per usual.

creating Links

This guide covers how to add, remove anded i t l i nks. Links are

Li nks’ button or the GI obal Links button.

you want to create. The following outlines which button to use for each type of link.

B Internal link button
e Navigational links to pages within your website. (see 2.2)

% Global link button

e Links to other websites (see 2.3)
e Links to open files — PDF, Word Documents (see 2.4 )
e Email address links (see 2.5)

For instructions on how to remove or edit a link, see Page 2.6.

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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Adding Internal links

1. Highlight the text you’'d |ike @), I ink and then
A pop-up window will appear with a list of all the pages in your website.

9 Internal Link -- Webpage Dialog

Internal Link

L_J Login IﬁJ
- 2] Contact

- 2] [EINa —eslssss click on the page |
-|=] ProductDetails name ‘
-|2) EditCart L
=] Checkout

J Cart Login

(j Cart Become an Online Client

A Ao cicieoaioo

Details
Link Text: |
Insertion Type:| Auto £%

| 0K | | Cancel |

2. Find the page you would like to link toand clickont he page name. Leave the
and ‘lIlnsertion Type’ as Auto and click * OK’

3. Alternatively, you can create Internal Links without typing the Link Text first. Click the Internal
link button, click on the page name and then type in the Link Text in the Link Text field and click
C OK'

Adding a link to another website
1. Highlight the text you’'d Iike%to l'ink, then cl

©Eduka Solutions Pty Ltd, 2009 ABN 66 104 577 595 — Commercial in Confidence
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2. Apop-up wi || open. Leave

9 Link -- Webpage Dialog

Link
Link Info = Target
Link Type
| URL v/
Protocol URL

t he

htp:// [w|| Type the website address here

[ Browse Server |

| 0K
3. Clickon the ‘Target'’ t ab; choose ‘" New Wi
ensures the |ink wildl open in a new Wwi
finish.
a Link -- Webpage Dialog
Link
Link Inffo = Target
Target Target Frame Name
| New Window { Blank). 1| v | |_blank |

| 0K

| [ Cancel |

Adding a link to open a file (e.g. PDF or Word Document)

1. Highlightthet ext you’'d | i ke to

2. Inthepop-up that opens, cli

c k

i nk
on

%Id

t he

3. Locate the file you would like to link or upload a new file. Click on the file name.
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4. The first pop up has now been updated with the path of your file in the URL field and the
drop

Protocol down has

,9 Link -- Webpage Dialog
Link
Link Info Target

Link Type
| URL

M
Protocol URL

changed to

X

<other> [+ I ’;jmages/ File/casestudies pdf

[ Browse Server |

[ oK

| [Cencel |

Adding a link to an E-Mail address

1. Highlight the text you would like to link and click the Global Link button &

eCart Training Notes
Date: 2009-10-13

‘<ot her >’

2. Inthe pop up that opens,cho 0 s Ma'i [’ from the “Link TyMad’
address you’' d | i k-MailAddresstfieldvTae Meskage Bubjett arid Mesdade e
Body fields are optional. Click “ Ok’ to
3 Link -- Webpage Dialog

E-Mail Address
| Type the email address here |
Message Subject
Message Body
| 0K | | Cancel |
Removing links
Removing links is simple; highli%lt the |
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Editing links
You can edit a link by right <clickin

appears.

go to Goog*

% Remave Link

4 Questions and Help

eCart Training Notes

Date: 2009-10-13

g on t

If you run into problems or have questions about the system, contact Eduka on the details below.
Note that Eduka is a Western Australian based company and as such our support is available 8am to
5pm AWST, at our standard hourly rate.

email support@eduka.com

website http://www.eduka.com

telephone +618 9322 8599
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