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LVSYS CMS Guide  

The LVSYS CMS is an easy to use, feature-rich Content Management System that allows you to edit your 
websiteôs content anywhere, anytime and from any web browser.  This Guide provides you with the information 
needed to begin managing your website:  Adding and editing content; managing forms and images; using tags 
and categories; managing log ins; and applying SEO techniques.  
 

LVSYS CMS Admin Tools  

 

Admin Panel - Log in  

¶ Open your website in a browser.  

¶ Open a second tab or window and open your website again. 

¶ In the second address bar, type forward slash and ñadminò(without quotes),after the website. 

¶ In the LVSYS login panel, enter your user name and password and then click Login. 

¶ You now have two tabs open ï one displaying your web site and the other displaying the Admin Panel.  

¶ Opening two windows allows you to make changes in the Admin Panel and view the real-time results in 
the live screen. After saving a change, click Refresh or press F5 in the live window to view changes. 

¶ For securityôs sake, the Admin Panel is set to time out after a period of inactivity and will require you to 
log in again. 

 
 

Some browsers offer to save your password. If this is your regular computer; click yes, otherwise click no. 

 

Admin  Panel - Overview   

The Admin Panel gives you access to the tools you need to keep your website 
current and attractive. When you log in, you are presented with a Status Bar at top 
and Module Panes on the left. A brief description of each follows. 

Status  Bar  

The Status Bar allows you to return to home, logout, view a history of changes, open a support request form, and 
view the date and time. The Status Bar remains available as you work in the Admin Panel.  

Module Panes 

Status Bar 

Admin Panel and Live Website Admin Panel URL 
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Module Panes 

Module Panes always display on the left side of the screen. They allow you to access and 
modify various sections of your website. Clicking a Module Item, like Images, opens a List 
Screen where you can open items to modify. Grayed out Module Items are not available, but 
can be opened to test the functionality ï changes are not saved. 
 

Collapsing  / Expanding  Module  Panes 

Module Panes can be collapsed to maximize screen space and then expanded again.     
To collapse /expand a Module Pane: 

¶ Click the minus sign in the upper right corner to collapse the pane. 

¶ Click the plus sign to expand the pane and display the items.   

Opening Module Items  

Click a Module Item link, such as Articles, to open the itemôs administrative and editing tools.  
Often, clicking a module item opens a List Screen of current items, arranged in a table.  

List Screen Overview  

 
 

The List Screen displays different item attributes so you can identify items at a glance. From the List Screen: 

¶ Sort, Search and Filter to quickly find items.   

¶ Create and delete items. 

¶ Quick Edit key attributes directly in list view, eliminating the wait for the edit page to load. For more 
information:  Quick Edit. 

¶ Open individual items for editing. 

¶ Copy items (where appropriate). For more information: Shortcuts / Copying an Item. 

¶ Make an item the default where appropriate, like Web Pages. 

¶ Export list items, including their attributes and parameters, to a spreadsheet like Excel. 

 

Quick Edit should NOT be used on hyperlinked items, such as headlines that display on a landing page. Changing the text will create broken links.

Edit ð opens item in 
edit mode 

Export 

Copy ð creates copy and 
opens in edit mode 

Sort, Search & Filter 

Quick Edit ð click pencil to edit 
directly in list view. 
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 Creating and Managing User Logins  

Create and manage user access to the Admin Panel in the My Account module pane. 
User Logins allows you to manage usersô level and scope of access. 

Creating User Logins 

From the User Logins list screen, click Add New User Login and complete the following fields. Save when finished. 

¶ Enabled ï Select Enabled to activate the user login. 
¶ Full Name ï Enter the userôs full name, using title case (capitalize first letter of name). 
¶ Login - Enter a username. The username should be composed of alphanumeric characters only and 

contain no spaces. 
¶ Password - Enter a password. Use alpha-numeric characters only. Do not use spaces. 
¶ Pin Number ïEnter a Pin Number if the user will update the website via email bridge. This functionality 

is available through lvsys.com. 
¶ Access Level - Choose from Guest, Editor and Administrator levels.  

o Guests can view, but cannot modify anything on the website. 
o Editors can modify content, but cannot perform administrative tasks, such as adding users, 

changing global settings, etc. 
o Administrators have full permissions to modify and perform administrative tasks. 

¶ Grant Access To - Choose what website sections the user can access. If you do not make a selection, the 
user has access to all sections. To select sections, click in the Grant Access field to open the selection list. 

¶ Desktop Login - Select to allow the user to login with the LVSYS Live Desktop (for credit card 
processing). 

¶ Desktop View Orders - Select to allow the user to login with the LVSYS Live Desktop to view orders. 
¶ Chat Queues ï If live chat is available on the website, these are the chat queues that the user can be 

logged into. 
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Modifying a User Login  

To reset a password or modify permissions for a user: 
¶ Click on the userôs name in the User Logins list screen to open the User Login fields. 
¶ Make desired modifications. 
¶ Alternately, click a pencil icon to use Quick Edit in the List Screen to modify the Enabled, Full Name and 

Login fields directly from the List Screen.  
¶ Click Save. 

 

Deleting a User Login  

To delete a User Login, select the userôs record in the List Screen and click Delete Selected.   
 

 

Quick Edit Icon Click link opens user login editor Select to delete 
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New Articles   

Creating a new article is easy in the LVSYS CMS, but requires some planning about 
how the article will be displayed and accessed, what media will be included, and how to 

add meta tags for Search Engine Optimization (SEO). In simple terms, an article is a piece of content that is used 
by templates.  Articles are commonly referred to as óposts, ôstories,ô and sometimes incorrectly as ópagesô. An 
article usually opens in the default Article template, but can be forced to open in another template that contains 
an article layout component. 

This section guides you through creating a new article and provides some tips to help you best plan for your 
articleôs inclusion on your website. 

Creating a New Article  

To create a new article from the List Screen: 

¶ Click Articles in the News Help module pane. 

¶ In the Manage Items toolbar, click the Add New Article button.   

¶ The article opens in the Article Editor. 

¶ Complete the fields relevant to your layout and access requirements. See Article Fields table below. 
 

 
 
 
 
 

 
 

Planning Layout and Access to a New Article  

Articles can be created in different formats and accessed in different ways. Some typical options are listed below. 
Directions for setting up each article type below are presented later in the guide. 

¶ Stand-alone - A stand-alone article has its own URL and opens in the default article template. It can be 
accessed from a menu item and hyperlink. A stand-alone article can be assigned to categories and appear 
in category sections. 

¶ Category section - An article can be assigned to categories and appear only in 
category sections, such as ñProduct News.ò A category section is primarily a 
headline and list of articles with hyperlinked titles. Articles can be clicked 
and opened in their current page layout. 

¶ Redirect - An article can be redirected to a web page that will host the 
article.  The web page may have a different layout or formatting from the 
default article template.  A redirected article can have a URL and be assigned to categories. 

The LVSYS CMS includes a powerful website search feature, which helps visitors to quickly find articles and text 
within articles. Users type a search term in the search field and then click on a result to view the article. 

Save Options 

Editing Tabs Click a tab to open additional editing options. 
The current tab is highlighted in yellow 

Category Section 

Search Box 
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Article Editor  Fields   

Review the following article fields. This table is not exhaustive - the fields below are commonly used to create an article.  

Tab Fields Entry Instructions Use for: Required 

Content  

 Active Select checkbox to display article to the public; or deselect to hide. All article types   

 URL Enter a òshortó URL if you wish to directly link to the article via a menu bar or other link. 
Not needed If you do not wish to link directly to the article.  
Use lowercase characters. Do not enter spaces between words ð use dashes instead.  
Important for SEO. Create short, descriptive URLs that contain keywords. If you sell candles, an 
article URL of new-fragrance-free-candles is more beneficial than new-products. 

Stand-alone 
Redirect 

 

 Headline Title that appears on the website. All article types YES 

 Body This is the written body content of your article. Primary formatting is controlled by the 
websiteõs style sheets, but other formatting options are available in the Text Editor. 

All article types YES 

 Category Select categories (if available) to assign your article to. Articles appear in pages that òcalló the 
category. For more information: Categories  

All article types 
 

 

  

A familiar array of tools offers rich options 
for formatting your body text. 

Text Editing 
Toolbar 

Article Editor 

9ƴǘŜǊ ŀǊǘƛŎƭŜΩǎ ǿǊƛǘǘŜƴ ŎƻƴǘŜƴǘ ƘŜǊŜΦ Body Text 
Editor 
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Meta Tags 

 

 Meta Title Very important for SEO / Google searches. Article-level meta titles enable your article to be 
found more effectively in searches; they correspond to Googleõs blue links in search results. The 
Meta Title should briefly describe what the article is about. Keep to 70 or fewer characters. 

All article types 
 

 Meta 

Description 

Important option for SEO. The Meta Description provides additional article level information so 
your article can be found in searches; it corresponds to the text that is displayed under the 
blue link. Describe what the article is about in about 2 sentences or 150 characters. 

All article types 
 

Media 

 
 

 Media Add images and videos to enhance your article. 
For more information: Adding Images 

All article types 
 

Options 

 
 

 Open in page* 

Redirects only 
Choose a web page template you wish the article to open in. This is for redirects only. Redirect 

 

 

Enhance Your SEO:  LVSYS provides a Meta Title and Meta Description at the Global website level, but there are many other opportunities, such as 
the Article tags above for maximizing and fine-tuning your òsearchability.ó Take advantage of these opportunities by providing a Meta title and 
description for every posted article ð couch keywords relevant to the article and your business in an executive summary or attention-grabbing 
synopsis. Good Meta tags help your site ascend in searches. Investing time at the articleõs inception will pay off almost immediately.  For more 
information: SEO. Overview. 

More Article Options  

To add images and other media to articles, see:  Adding Images / Adding Video. 
To create hyperlinks in articles, see:  Hyperlinks. 
 

Meta Title 

Meta Description 
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Creating and Using  Web Pages 

Your web page acts as a template for how items display on your website. LVSYS 
provides custom designed pages that provide a consistent look and feel to your 
website, and encourages you to use them. You may wish to create your own web 

pages, however, to create a page template with different menu and image arrangements, for example, or to host 
items on a category landing page. Within the LVSYS system there are three types of web pages: 

Template Pages - All sites contain a minimum of two to eight template pages. A typical set of pages are home, 
article, form, store, checkout, events, directory, and a few others. Template pages centralize the setup of common web 
page elements such as top menus, headers, logos, side bars and footers, and leave open  the parts where content 
changes most often, such as articles, photos, slideshows, contact forms and other common elements. Typically, 
your website comes with all the properly configured template pages you need and they rarely need to be 
modified. 
Redirected Pages - The most common web page setup. Basically, a redirected page feeds a known article, form, 
or other content directly into an ñopenò spot on a template page, as explained in the above paragraph. A 
redirected page is a light-weight web page that redirects content into a template page, without needing to set up a 
full template page. 
Raw HTML pages - Rarely used, Raw HTML Pages allow you to display custom HTML on your website, without 
going through the templating system. This is sometimes needed when you need an iframe to go fullscreen. 

Creating a New Web Page as a Template  

¶ From the Web Site module pane, click on Web Pages to open the Web Pages list screen.  
¶ Click Add New Web Page and complete the fields below: 

o Page Name ï Enter a short, descriptive name. Page Name is the page URL. Use lowercase 
characters and dashes in place of spaces. 

o Page Params ï If desired, add extra page parameters to pull certain category articles, products, 
directory members, etc. onto the page. In the screenshot below, the entry 
articleCategory=hats  would display all articles tagged with the ñhatsò category on the 
page. For more information: Parameters. 

o Template / Layout ï Choose a template and layout from the Select Template tab. 

Á Template Inputs ï Choose menus, sidebars, and other elements offered by the 
Template/Layout chosen above to display on your web page, as desired. 

¶ Save. 
 
 
 
  

Use the Preview Button to see how your web page template will look before you save. 
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Creating a Redirected Web Page  

You can set up a new web page that is redirected to another page. For example, a winery may have a general web 
page template for purchases called ñshop,ò that is configured for ecommerce. The winery may wish to create 
separate ecommerce pages for their product categories, such as ñglassware-shop,ò ñaccessories-shop,ò etc. The 
winery can create web pages with specific category or product Query Parameters to pass to the general web page, 
which has the general ecommerce structure in place. 

¶ From the Web Site module pane, click on Web Pages to open the Web Pages list screen.  

¶ Click Add New Web Page and complete the fields below: 

o Page Name ï Enter a short, descriptive name. Page Name is the page 
URL. If this page will host a category, use a name similar to the category for consistency. Use 
lowercase characters and dashes in place of spaces. 

o Page Params ï If desired, add extra page parameters to pull certain category articles or certain 
products, for example. Enter page parameters in the following format: 
ñarticleCategory=your category name ,ò where category name is the actual name of 
your category. Do not use quotes. This entry must be exact or it will not work. Be aware that 
Page Parameters can conflict with Query Parameters that will be passed to the destination web 
page. For more information: Parameters. 

 

¶ Select the Redirect radio button to open redirect options. 

o Page ï choose the page template you wish to redirect to. Typically, category landing pages use an 
article or blog template.  

o Query Params ï Enter query parameters in the following format: ñarticleCategory=y our 

category name ,ò where category name is the actual name of your category. Do not use 
quotes. This entry must be exact or it will not work. Be aware that Query Parameters can conflict 
with Page Parameters. For more information: Parameters. 

Page Parameters and Query Parameters can conflict with each other in redirected web pages. Query Parameters are passed to the destination page. 
If the destination page has Page Parameters, those parameters are loaded and will overwrite any similar query parameters. 
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Example - Creating a Web Page to Host a Category  

This example shows how to create a web page to display all articles related to the category ñoutdoor-living.ò The 
page can be a stand-alone hosting page or, if you have an existing web page, such as an article template page, that 
you want to feed this category to, you may redirect your new category page to that.  

Stand Alone Web Page 

¶ Add a new Web Page. 
¶ Enter a name in the Page Name field. 
¶ Enter Page Params:  articleCategory=out door - living .  

¶ Select a Template / Layout and configure the Template Inputs as desired. 
¶ Save. 

View your web page on your website, using the Page Name you entered above. 

Redirected Web  Page 

¶ Add a new Web Page. 
¶ Enter a name in the Page Name field. 
¶ Select the Redirect to Page radio button. 
¶ Choose the page you wish to redirect to (in this example, redirect to the web page named ñarticle.ò 
¶ In Query Params, enter articleCategory=outdoor - living .  

¶ View your web page on your website, using the Page Name you entered above. 
 

Query Parameters are passed to the redirect web page. If the redirect web page has conflicting Page Parameters they will overwrite the Query 
Parameters.  For more information:  Parameters. 

Remember to create a menu item or hyperlink so your users can navigate to your web page. For more information: Menus, Hyperlinks. 
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Menus 

A menu is usually a top level horizontal strip that provides links to different sections of 
a website. Menus can be placed in the footer of a website or in a sidebar as a vertical 

list of links. The Menu Editor is in the Site Menu of the Web Site module pane. The Menu 
Editor allows you to add, delete and rename menu entries; change menu item order; and create dropdowns. 

Adding  Articles and Pages to a Menu   

Stand-alone articles, Article Redirects and Web pages can be added directly to menus.  

¶ If the article has a dedicated URL, copy the URL of the article.  

¶ From the Web Site module pane, open Site Menu. 

¶ Right click the menu to which you wish to add the item and click Create. 

¶ Name the new menu item by typing over the text ñNew folderò. 
 

¶ Direct the system to the article in the Menu Item Properties window. 
o Stand-alone article - Paste the articleôs URL. 

You can also type the URL, but it must be exact or it will not work. 
o Article Redirect - Choose web page from the menu. 
o Web Page - Choose web page from the menu. 

¶ Click Apply and Save. 

 

Linking to Outside Websites from Menus  

Menu items can be linked to external sites. External sites should open in a new window. 

¶ Copy the URL of the external website. 

¶ Create and name a New Folder as explained above in ñAdding Articles and Pages.ò 

¶ Paste the websiteôs URL in the URL field. 

¶ Change Target field to New Window so the site opens in a new window.  

¶ Click Apply and Save. 

Moving Menu Items  

To change the order of a menu item, click and drag its folder up or down in the directory. 

¶ A blue placement bar displays while dragging, indicating folder placement when the mouse is released. 

¶ Drop Down Menus - If you wish to make a sub (child) menu item, drag the folder onto the ñparentò 
item. The blue placement bar is replaced by a small blue plus sign to the left of the base menu item. 

 
 
 
 
 
 

Enter URL 

Choose Web Page 

Create menu item 

Target 
 

Moving menu item Blue placement bar Child folder icon 
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 Understanding and Us ing Categories  

A category helps to organize a list of category-based articles, products, directory 
members, or events under a headline. Categories apply exclusively to the item they 
are created for, such as products. Article categories are typically used for ónewsô and 
óblogô types of templates to organize articles into sections that are logical and 

engaging, such as food, culture, or history sections.  Create Categories on the fly via Quick Setup or create 
categories in the appropriate Categories module item. 

Creating Categories  

When you create categories from the Category Editor of an item, you can set all category attributes. If you need to 
make a quick category, you can use the Quick Setup tool within the article, product or other item editor. Quick 
Setup creates a limited feature, but functional- category whose fields can be completed later. 

 

To create a category from the Category Editor of an event, article or other editor: 

¶ In the Manage Items toolbar, click Add New Category.   

¶ In the Category Editor, complete the following Content Tab fields. 

o Active - Select to make the category active across the website. 

o Name ï Create a brief, but descriptive name. Use lower case characters and dashes in place of 
spaces. Required field. 

o Title - The title displays on the public website. Should be similar to the name. Required field. 
o Summary ï Optional text that displays below the title. 

¶ In the Media tab, add image(s) to show on the Category Page, if desired. Images appear above the Title. 

¶ Save. 

To create a category using Quick Setup from the Article Editor: 

¶ Click the Add New button next to the Category field. 

¶ In the Add New Category-Quick Setup dialog box, enter a Name and Title (see entry instructions above). 

¶ Click OK.  

The Category is created and applied to the item (article, product, business directory member, etc.). 
 
 

Category Editor 

Quick Setup 
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Using Categories  

Items can be assigned to several categories and display in multiple category sections. By default, category section 
items display in order of newest to oldest, but the order can be changed manually. 

Assigning Categories to an Item  

¶ In the Item Editor (such as Products) open the Category field. 

¶ Select one or multiple categories to apply to the article and then Save. 

Assigning Items to a Category  

Use the Category Editor to quickly assign multiple products, articles, etc. to a category from a list. 

¶ From the Category List Screen, open the category you wish to edit. 

¶ In the Category Editor, open the Itemôs tab. 

¶ Click Add More to add articles to the category. 

¶ Select desired items. 

 

 

Changing Article Position in a Category Section  

Newly added items are positioned on top in a category, but that can be changed manually. 

¶ In the Item tab of the Category Editor, hover over the item you wish to move. 

¶ When you see the four--headed move cursor, click and drag the item to its desired position and Save.  
 

 

 

 

 

Move Articles 

Add More  

Article category editor Product category editor 
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Modifying and Deleting Categories  

Categories can be deleted and modified by returning to the Category Editor. 

Items, such as webpages and menus, may be linked to categories and will be impacted by modifications and deletions. Ensure you know which items 
are linked to a category before changing. 

 



351 NE Ford - McMinnville, OR 97128 
Support Phone: (503) 468 4890 

Tag Cloud 15 Rev. Draft 15-9-2012 

 

Using the Tag Cloud  

The Tag Cloud enhances the level of interest based navigation you can offer your 
website visitors. Tags work similarly to Categories, but are more comprehensive. 

Categories are limited to the scope of their module - article categories are available only to articles, but not to 
products, for example. Tags, on the other hand, have a system wide scope, and cross the boundaries of all 
modules. A product, event, business listing, and article can all share the same tag, allowing the website to display 
related articles, events, products, or business directory members next to these items. By creating and applying 
tags to content, you create the possibility of displaying highly related items - articles, products or events - next to 
articles, ordered by relevancy. 

Create tags on the fly via Quick Setup while working on an item like Events, or 
create tags in the Tag Cloud module item. 

Crea ting Tags in Quick Setup  

To use Quick Setup from an Event, Article or Product editor: 

¶ Click the Add New button next to the Tag Cloud field. 

¶ In the Add New Tag-Quick Setup dialog box, enter a Tag Name. Choose a name that is short, but 
descriptive. 

¶ Click OK to save the Tag.  

A tag created in Quick Setup is activated automatically. 

Creating Tags in the Tag Cloud Module  

 
¶ Click Add New Tag Cloud and complete the following fields: 

o Active ï Select to activate the tag. 
o Tag ï Enter a name for the tag. Choose a name that is short, but descriptive. 

¶ Save. 
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 Forms  

Use forms for contact or data collection purposes. Submit form data to multiple email 
addresses, downloadable Excel databases and/or post to third party systems. If you submit 
via email, we strongly recommend that you also submit to a database as backup. 

Creating New Forms  

To create a new form: 

¶ Open Forms from the Web Site module pane. 

¶ Click Add New Form.  

¶ Design the form by adding form fields.  
The table below describes some of the fields needed to create a successful form. 

¶ Save and test the form when finished. 

Form Fields   

Review the following form fields. This table is not exhaustive - the fields below are commonly used to successfully create a form.  

 Fields Entry Instructions Required 

 Name Enter a unique name for the form. The Name is used internally by the system. Use lowercase characters and use 
dashes in place of spaces. 

YES 

Display 

Options 
 

 

 Title The Title displays at the top of the form on the website. YES 

 Instructions Enter text to explain how the form is used or how to complete the form. Instructions display above the form. YES 

 Thank You Thank You text is displayed on the website after the user successfully submits. YES 

 Captcha Select to show a Captcha challenge. Captcha requires the user to make an entry before submitting, helping to 
prevent malicious auto submissions. Captcha is recommended. 

Using a Captcha field significantly reduces your exposure to spam. 

 

Delivery 

Options 
 

 

 Submit Action Choose Send to Email or Send to Database to determine where user data goes when submitted. This field works in 
conjunction with the Param #1 field below. 

YES 

 Param #1 Send to Email - If email is chosen in Submit Action, enter email address form should be sent to. Multiple email 
addresses should be separated by semi-colons or commas. IMPORTANT ð See Param #2 for email subject option. 

Send to Database - If Send to Database chosen in Submit Action, enter the database name.  

 

 Param #2 Send to Email - If Send to Email is chosen in Submit Action, enter email subject line here.  

  Fields where the ôIncõ checkbox is selected will be added to the subject line, enabling you to better organize  
  email in your inbox. 

 

 




















































































































