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The LVSYS CMS is an easy to use, featlr€ontent Management System that allows you to edit your
websiteds content an yeblbrewser., Thiauide provises yowawitllthefinfoonatiora n y
neeckdto begin managing your websiAdding andeditingcontent; managing forms and images#g tags

and categories; managing log amst applying SEO techniques.

username:

- LVSYS CMS Admin Tools

Admin Panel - Log in

1 Open your website in a browser.

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

In the second address pgpeforward slash and a dd&without quotelafterthe website.

In the LVSYS login panel, enter your user name ass\ord and then clitlogin

You now have two tabs opienne displaying your web site and the other displayiridiinée Panel

Openingtwo windows allows you to make changes in the Admin Panel and viealtthne results in
the live screenAfter savinga changedick Refrestr pres$-5in the live windowio view changes.
T For s e c uheiAdmindaned seqtttirae outafter a period of inactivity and will require you to

=A =4 =4 -4 =

log in again.
¢ LVSYS Admin Panel __ Sar‘;l.p;le_w_eb B
| € C  © wwwsampleweb.com/admin @ www.sampleweb.com/admin
Admin Panel and Live Admin Panel U

'

e Some browsers offer to save yohisgasawon@édtitar computer; click yes, otherwise cligfafl@ Ba

Admin Panel - Overview 2 b

The Admin Pangives you access to the tools you need to keep your websitg.
current and attractive. When you log in, you are presented $i#lius Baat top [
andModule Panes the left. A brief description of each follows. A i:

Modifane |—|

Status Bar

The Status Baallows you toeturn to home, logouview a history of changes, open a support request form, and
view the date and tim&he StatuBarremains available as you workh@ Admin Panel

Admin Tools 1 Rev. Draft 19-2012
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# Banner Designs MOdUle PaneS

m Images ) )

@ Photo Sideshows Module Panakvays displayn the left side of the screen. They allow you to access and
5| Proto Galleres modifyvarioussections of your websitdicking aModule Itepike Image®pens d.ist

%‘ Videos Screewhere you caapenitemsto modify.Grayed ouModule Itenagenot available, but
Youtube can be opened to test the functionalitghanges are not saved

Collapsing / Expanding Module Panes
Module Panean be collapsdd maximize screen space and then expanded ag
To collapse /expandiodule Pane

Multimedia

News Help

A Aricles

Comments

A

9 Click the minussign in the upper right cornés collapse the pane.
91 Click the plus sign to expand the pamel display the items

Opening Module Items
Click aModule Itefink, such ag#\rticlestoopenthei t e mé s a dand editngdobls
Often, clickingamodule itemopens d.ist Scread current items, arranged in a table

A Adicles

Comments

A

List Screen Overview

— Export
A Managing News Help > Articles |1 TG0 (1T 1 Export ¢ Reload show delete all
Total ltem(s): 21 Sort | Search | Filter | Archive | Co\umnsj 50/1, SeafCh &
Active Name URL Page Published Private Headline Category E?g Created Modified Gallery
oue Copy creates cop)
Yes.  home home . home  10/13(2011 £ ACME - Here 10M3M11 43012 & A - o 4H=— ; N
9 foryou . 1655 1128 opens in edit moa
Yes o A misgion - home  10M3(2011 4 L Mission 10M3M1 5212 2 o e O
0 16:55 03:47
4 4 4 0418201 4 A 41812 5012 4 o Edip opens e
Yes programs 18i2012 Acme : fa > p
Programs 1650 1250 edit mode

Quick Editlick pencil t
directly in list view.

The List Scredatisplays differentem attributes so you cadentify itemsat aglance. From theist Screen

1 Sort, SearahdFilterto quickly find items.
1 Create and delete items.
1 QuickEditkey attributeslirectlyin list vieweliminating the waior the edit page to loaBor more

information: Quick Edit.

Open individual items foediting

Copy items (where appropriatedr more informationShortcuts / Copying an Item
Make an item the defaukthere appropriate, like Web Pages

Export list items, including their attributasdaparameters, to a spreadshiketExcel.

=A =4 =4 =4

! Quick Edit should NOT be used on hyperilinked items, such as headlines that display encalantuiigpdipsChangin

Admin Tools 2 Rev. Draft 19-2012
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Creating and Managing User Logins

=~ \" Create and manage user access to the Admin PaneMy thecontmodule pane.
User Logi . A
= | User Logims! | ows you to manage usersd |l evel a

Creating User Logins

From theUser Logitlist screen, clickdd New User Logimd complete the following field&avevhen finished.

1 Enabledi SelecEnabletb activatahe user login.
f FulNamei Enter the wuserods full name, using title ce
1 Login-Enter a usernam@he username should be composed of alphanumeric characters only and
contain no spaces.
Password Enter a password. Us@laknumeric characters only. Do not use spaces.
Pin Numberi Enter aPin Numbef the user will update the website via email bridge. This functionality
is available through Ivsys.com.
M Access LevelChoose fronGuest, Editand Administratdevels.
o Guetscan view, but cannot modify anything on the website.
o Editorgan modify content, but cannot perform administrative tasks, such as adding users,
changing global settings, etc.
0 Administratohave full permissions to modify and perform administrative.task
1 Grant Access TeChoose what website sections the user can access. If you do not make a selection, the
user has access to all sections. To select sections, clickremtivecceBsld to open the selection list.
9 Desktop Login Select to allow theser to login with th&VSYS Live Desktfuw credit card
processing).
Desktop View OrdersSelect to allow the user to login with INESYS Live Desktopiew orders.
Chat Queue$ If live chat is available on the website, these are the chat qutlks tiser can be
logged into.

= =4

=a =4

Enabled
Full Name
Login
This is the username for logging into the admin panel
Password
This is the password used for logging in to the admin panel
Pin Number
This pin number is used for remote access to the CMS, either via email or via the desktop app
Access Level Guest E|
Controls the permissions of this user. Guests cannot modify anything.
Editors can modify all content they are allowed to access but cannot perform adminstrative tasks. Admins have all the rights.
Grant Access To

Sections that this login is allowed to access. No selection means the user can access all sections by default
Desktop Login Indicates whether user can login with the LVSYS Live Desktop
Deskiop View Orders Indicates whether user can view the orders from the LVSYS Live Desktop

Chat Queues + | = Add New

You can arrange the priority of this agent into each ofits chat queues from the ‘Chat Queues’ section

User Logins 3 Rev. Draft 19-2012
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Modifying a User Login

To reset a password or modify permissions for a user:
T Click on t he Userkogilissscreea tmepen thisertLbgields.
1 Make desired modifications.
1 Alternately, click a pendton to us&Quick Ediin the List Screea modify theEnabled-ull Namend
Logirfields directly from theist Screen

1 Click Save
Enabled Full Name Login Access Level 0
Yes . Geena Smith - -;s@ Editor £ o @O
Click link opens usealito, Quick Edit Select to de

Deleting a User Login

Todelete &JserLogin sel ect the wuser 6s rDeletefeted Delete Selected’ TSN

User Logins 4 Rev. Draft 19-2012
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New Articles

_ v Creating a new article is easy in the LVSYS CMS, but requires some planning about
A Articles . . . . . .

how the article will be displayed and accessed, what media will be included, and how to
add meta tager SearctEngine Optimization (SEQOn simple termsan article is a piece of camt¢hat is used
by templates. Articles amemmonly referretl 0 paas t & ,, 60 @atnar isognet i mes i ncorrec
articleusually openis the defaultArticleeemplate, but can be forced to open intheotemplate that contains
an article layout component.

This section guidgyou through creating a new article and progitame tips to help you best plan for your
articleds inclusion on your website.
Creating a New Article

To create a new article frohetist Screen
9 Click Articlesn the News Helmodule pane.
1 Inthe Manage Itenmolbar, click theAdd Nevérticlebutton.
9 The article opens in th&rticleEditor
1 Completethe fields relevant to your layout and access requirerBestirticle Fields table below

4= Save & Retun 1o list | | ‘ ‘ j Save Op[/

Active Contrals whether this article should be displayed on website

Name
Internal name of this article. This is not the title - do not use spaces
URL

Cumen:STEhjl;I::;g; I\;\setdla rOﬁulck Fal:t; hDallesF Map Options Scripts Motes j Edlt/ng Ta CIICk a tab tO Open addltlonal ed”
The current tab is highlighted iny

Set the main content of this article.
Published

Formst
Hide Date
Private

Featured

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 aldi type below are presented later in the guide.

1 Standalone-A standalone article has its own URL and opens in the default article template. It can be
accessed from a menu item and hyperlink. A stimmeé article can be assigned to categories arat appe
in category sections. News

9 Category sectiopAn article can be assigned to categories and appear only,in’
category sections, such as f@APro
headline and list of articles with hyperlinked titles. Articles can kedclic
and opened in their current page layout.

billo inventore veritatis et quasi architecto beatae vitae dicta sunt

1 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 Category Sec
default article template. A redirected article can have aabRbe assigned to categories.

! The LVSYS CMS includes a powerful website search feature, which helps Visitans &8 Geéckly gﬂ@fm(@@ﬂ gno’ text
within articles. Users type a search term in the search field and then click on a riteria.

Store Hours
Search this site: [ERRIEIES % New Summer Hours
Search B e
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| Styles - || Paragraph ~||FontFamily | = Font Size
& B S| BA -2
=] | —cdE|aata ||

— e e B ] Text Editir A familiar array of tools offers r
4 e ST LI =P Toolbar  for formatting your body text.
BodyxT 9YGUSNI I NIiAOt SQa ¢
Edlitor
Article Ed

Article Editor Fields

Review the following article fields. Texbaabtereeriimids below are commonly used to create

Tab |Fields [Entry Instructions Use for:  |Require
Conten’ content
Active Selechecklioxdispiarticle to the public; or deselect to hide. All article typ
URL Enter a oO0shorto URL i f you wi Stardone
Not needed If you do not wish to link directly to the article. Redirect

Use lowercase chiacantdrsnter spaces betwessevdasises instead.
Important for SEE@te short, descriptive URLS that contain keyworc
article URbefragraroeeandissmore beneficialdmoducts

Headline | Title that appears on the website. All articletyp  YES

Body This is the written body content of your article. Primary formattingAllarticle type YES
websitebds styl e sheet siextbdior o

Category|Sel ect <categories (if avail ab|Allarticletyp
category. For more infGatediones
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Meta Tal Meta Tags Web Design and Development - McMinnville . Newbera. Salem .4—— Mefa Title
Ivsys.com/
LVSYS is a full service web design and development company located in

McMinnville, Oregon. We offer a state of the art website platform that caters to all = Mel'a Descr/pf/bﬂ
+ Show map of 251 Mortheast Ford Street, McMinnville, OR 97128

Metdtle | Very important foiGgie@le searcheseviticieta titles enable your artAll article typ
found more effectively in sea
Meta Tafeould briefly describe what the artapetis Aboufelter chare

Meta Important option fori##&a Descnpawites additional article level itAll article typ
Descriptig your article can be found in searches; it corresponds to the tex th
blue link. Describe what the article is about in about 2 sentences

Media Media
Media Add images and videos to enhance your article. All article typ
For more infornididing Images
thlonf Opﬂgng

Open in p| Choose a web page template you wish the &rficle forepeéats onRedirect
Redlrects

'

e Enhance BBH: /S Y'S provides a Meta Title andd¥ithta CestmeipsiBrel, but there aretimargpportusiti#sas
the Artittrys abdoenaximizazngl 80 u n i n g v ake advan&ge arfthest appoitolidiey & Meta tile and
description for every postedactiokeywords relevant (o th@artmsiasss in an executive summgeaglonattention

synopsis. Good Meta tags help your s edaelfoarmocee nd [ n
informat®B0. Overview

More Article Options

To add images and other media to articles,Asgéing Images Adding Video
To create hyperlinks in articles, selgperlinks

Articles 7 Rev. Draft 19-2012



351 NEFord McMinnville, OR7128
Support Phone: (503) 468 4890

Creating and Using Web Pages

\l' Your web page acts as a template for how items display on your website. LVSYS
U Web Pages 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, hower,to create a page template with different menu and image arrangements, for example, or to host
items on a category landing pal/@ghin the LVSYS system there are three types of web pages:

Template PagesAll sites contain a minimum of two to eightnij@ate pages. A typical set of pagesamng

articleform storecheckougventslirectonyand a few others. Template pages centralize the setup of common web
page elements such as top menus, headers, logos, side bars and foetvrs, @retthe parts where content

changes most often, such as articles, photos, slideshows, contact forms and other common elements. Typically,
your websiteomeswith all theproperly configuretemplate pages you nesatt theyrarelyneed to be

modfied.

RedirectedPages The most common web page setup. Basically, a redirected page feeds a known article, form,
or other content directly into an Aopend spot on a
redirected page @slightweight web page thadiectsontent into a template page, withoeteding to set ug

full template page.

Raw HTML pagesRarely usedRaw HTML Pageslow you to display custom HTML on your website, without

going through the templating system. This is sometimes needed wherd/an iframe to go fullscreen.

Creating a New Web Page as a Template

1 From theWeb Sitodule pane, click oweb Pagesopen theNeb Paghst screen.
f Click Add New Weage and complete the fielddow:

o Page Namé Enter ashort, descriptive namage Naniethe page URL. Use lowercase
characters and dashes in place of spaces.

o Page Paranislf desired, add extigage 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 taggec
pageFor more informationParameters

0 Template / Layout Choose a template and layout from Sedect Templtb.

A Template Inputsi Choose menus, sidebars, and other elements offered by the
Template/Layoahosen above to display on your web page, as desired.
1 Save

Page Name “[sun-hats

Page Params

& Page Options.
& Chat Options.

Default Page for Plugin

Hitps

Whether this page is sent over a secured connection via HTTPS (appropriate for shc
@ Select Template Redirect To Page Select From Library Custom HTML

Use a template to display your page with, then input data in the custom fields.
You can click on preview to view the result

Template sample-special
Layout article '
e et il i 1 vl 2 You ty ut ot tampme e Use the Preview Button to see how your web page template

Top Menu Form Viewer Side Bar Bottom Text

Clear | | Change | Site Menu/Top Menu

« Home

e Our Mission

« Programs
Entry 1
Entry 2
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S

Creating a Redirected Web Page

You can set up a new web page that is redirected to another page. For exampyenayhave a general web

page template for purchases called Ashop, 0 that is
separate ecommerce pages for +$hepr 0 pisahdoope, §0s ceatice.g olrh
winery carcreate web pages with specific category or p@Qdany Parastesto pass to the general web page,

which has the general ecommerce structure in place.

1 From theWeb Sitmodule pane, click oweb Pagesopen theNeb Paghst screen.

f Click Add New WxPage and complete the fietdsow:

o Page Namé Enter ashort, descriptive nameage Nanethe page
URL. If this page will host a category, use a name similar to the category for cotdsgtency.
lowercase characters and dashes in place of spaces.

o Pag Param$§ If desired, add extigage parameters to pull certain category articles or certain
products, for exampl&nter page parameters in the following format:
flarticleCategory=your category name , 0 where category name i s
your categgr Do not use quoted his entry must be exact or it will not wdsk. aware that
Page Parametens conflict witltQuery Parametifiet will be passed to the destination web
pageFor more informationParameters

1 Select te Redirectdio button to open redirect options.

o0 Pagé choose the page template you wish to redirect to. Typiasdigory landpagesise an
article or blog template.

0 Query Param$ Enter query parameters in the following forrmaticleCategory=y our
categoryname , 0 wher e category name iDondtdse act ual
guotes This entry must be exact or it will not wdsk. aware thaDuenpParametezan conflict
with Pag®arameterSor more informationParameters

, Page Parameters and Query Parameters can confiict with each other in redirected web plestealioepagarameter
® /fthe destination page has Page Parameters, those parameters aseiviadenianapaihovetevsite any

R .
Page Name store-accessories
Page Params

Extra query params to pass to this page, ex: aicleCategory=mycategory

+ Page Options Override your global website settings for this page only:
Default Page for Plugin E
Hitps E

Whether this page is sent over a secured connection via HTTPS (appropriate for shopping carts, register form,
Select Template @ Redirect To Page Select From Library Custom HTML

Redirect this page to another page, with optional dynamic parameters:
Page store-landing E & Edit

This is the page to which this page will be redirected.

You can have multiple level redirections, like "a' links to "b" which links to 'c’,
and the system will not allow circular references,

such as "a'links to "o’ which links back to "a’ (will cause an error message)

Query Params: | productCategory=accessories

Optional additional query params, example: "artticleName=properties
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Example - Creating a Web Page to Host a Category

This example shows how to create a web pPpagengoodilh
page can be a staadne hosting page or, if you have artiegisveb page, such as an article template page, that
you want to feed this category to, you may redirect your hew category page to that.

Stand Alone Web Page

1 Add anew Web Page.
1 Enter a name in thBage Nanfield.

1 EnterPage ParanssticleCategory=out door - living
1 Select &emplate / Layoand configure th@emplate Inpws desired.
1 Save

View your web page on your website, usin§dlge Nanyeu entered above.
Redirected Web Page

Add a new Web Page.

Enter a name in thBage Nanfield.

Select the &direct to Page radio button.

Choose the page you wish to redirect to (in thi
In Query Paramsenter articleCategory=outdoor - living

View your web page on your website, usinBadlge Nanyeu entered alve.

= =2 4 -8 -9 9

! Query Parameters are passed to the redirect web page. If the redirect web page has eortéichagIPaege Parameter
Parametés; more inform@aioameters

'

®

Remember to create a oramypielink so your users can navigate Eoyoowneebipaétiont/perlinks
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Menus Home Our Mission Programs Employment News About Us

— S h:tnu A menu is usually a top level horizontal strip that provides links to different sefctions
a website. Menus can be placed in the footer of a website or in a sidebar as a vertical
list of links.The Menu Editdsin the Site Menaf theWeb Sitsodule paneThe Menu
Editorallows you t@add, delete and rename menu entries; change menuriem and create dropdown

Adding Articles and Pages to a Menu

Standalone articles, Article Redirects and Web pegyebe added directly to menus.
9 If the article has a dedicated URL, copy the URL of the article.

3 About Us

1 From theWeb Sitmodule pane, opegite Menu -
1 Right click the menu to which you wish to add the item andClieate. & Empoyment oo
9 Name the new menu item by typi o oam Dele | @ x t
New folde
Create ment

9 Direct the system to the article in tdenu Item Propertigésdow.

o Standalonearticle-Paste the arice 6 s URL . fem  New folder

You can also type the URL, butritist be exact or it will not work | Tite Choosé Wag

0 Article Redirect-Choosewebpage from the menu. R e l

0 Web PageChoosewebpage from the menu. Page [=]
q Click ApplyandSave rarams

ppia
URL my-short-url +— E/?[&'/’ Ulc
Linking to Outside Websites from Menus Target

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

1 Copy the URL of the external website.

Create and name a New Folder as explained above
Paste the welJRlfielkds URL in th € et New Window e ot
ChangeTargetield to New Vihdowso the site opens in a new window. Same Window 9

CIICk Applwndsave I IVIGTTIRACT S ATITY

= =4 =4 =

Moving Menu Items

To change the order of a menu item, click and drag its folder up or down in the directory.
1 A blue placement bar displays while dragging, indicating folder placement wheungtés released.

1 Drop Down Menuws-If you wish to make a sub (child) menu iteénag the foldeonta he fipar ent o
item. The blue placement bar is replaced by a small blue plus sign to the left of the base menu item.

Moving menu . Blue placemer Child folder ik
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Understanding and Us ing Categories

A category helps to organize a list of catbgegd articles, products, directory
membersor eventsinder a headline. Categories apply exclusively to the item they
are created for, such as products. Article categories are typicatlyrusedfn e ws 6
6bl ogb types of templates to organize
engaging, such as food, culture, or history sections. Cegagories the fly vidQuick Setupr create
categoriem the appropriat€ategori@esodule iem.

ij Categories

Creating Categories

When you create categories from@aegory Editran item, you can set all category attributes. If you need to
make a quick category, you can us@&thiek Setupol within the article, product or other iterditor. Quick
Setp creates a limited feature, but functieeategory whose fields can be completed later.

To create a category from tbategory Editafran event, article or other editor:

1 In the Manage Iterteolbar, clickAdd New Categdl Ntk
1 Inthe Category Editoomplete the followinGontent Tatelds
0 Active-Select to make the category active across the website.

o Namei Create a brief, but descriptive natdse lower case characters and dashes in place of
spacesRequired field.

o Title -The title displays oré public website. Shoub& similar to the nam&equired field.

o Summaryi Optional text that displays below the title.
1 Inthe Mediatab, add image(s) to show on @eegory Pagdalesired. Images appear abovdithe.
1 Save

Active:  [¥] Controls whether this category should be visible on the website

Name: * oy products-purchasing

Universal (and internal) reference to this category, which can be useq
MOTE: this is NOT the title of the category, and is never displayed on

Some webpages or a menus might be linking to this category, theref Cafegory Ea

Content RSS Sync Social Media Articles Media

Set the main content of this category.

Title " [New Products and Purchasing Information

To create a categoryngsQuick Setupom theArticle Editor

9 Click theAdd Nevbutton next to theCategoifield.
1 Inthe Add New CategQuyick Setugialog box, enterldamendTitle(see entry instructions above).
1 Click OK.

The Categolig created and applied to the itéanticle, product, business directory member, etc.).

Name
hats-sun-visors

that new concepts need nurturing, Univi I (an ce to this category, which can be usel

ernal) refe
— U/C ot ano yper is NOT the title of the category, and i
Category: I O kS ] ome webpages or a menus mi
hats =+ Add New unless you know where itis being used
g

Title
Stylish [Bun Visors
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Using Categories

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

Assigning Categories to an ltem

1 Intheltem Editaojsuch afroduct®pen theCategoreld.
9 Select one or multiple categories to apply to the article an&dven

Category: |nEw—pmnunts—pumhasmg news |v]

Cevents of
Tag Cloud: |[hats

new-products-purchasing S Y.
Kicker: news

["] programs

Ya

Assigning Items to a Category

Use theCategory Editorquickly aggn multipleproductsartides, etc. to a category from a list.

From theCategory List Scregen the category you wish to edit.
In the Category Editopenthd t eah.b s

Click Add Mor¢o add articles to the category.

Select desired items.

= =4 =4 =

Content = RSS Sync = Social Media | Articles
Re-arrange the articles assigned to this category Products” | pgq more...

Articles: | agd more...
— refresh « prev next = | « first last » Page 1 of 1 -filter by:

refresh « prevnext = | « first 1astAdd More
Tl 1 Active 5 - Trucker Hats
[ 1 Active 9 - News Sample 3

[l 2 Active 1-Men's Embroidered Black Hoodie
[l 2 Active 8 - News Sample 2

Article category | Product category

Changing Article Position in a Category Section

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

1 Inthe ltemtabof the Category Editbgver over the item you wish to move.
1 When you see the fodreadednoveursorclick and drag the item to its desired position ade.

[F] 1 Active 9 -News Sample 3

[Tl & Antivia @ - Mewe Camnla 9

O 3 Active 7 -Necﬁq%ymple1 Move Artic

[F] 4 Active 16 - Office Training
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Modifying and Deleting Categories

Categories can be deleted and modified by returning tOategory Editor

! ltems, such as webpages and menus, may be linked tpaetegdyasadificaiicrs iand deletions. Ensure you know w
are linked to a category before changing.
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Using the Tag Cloud

o o The Tag Cloudnhances the levelioterest based navigatigrou can offer your
website visitors. Tags work similariZ#egoriebut are more comprehensive.

Categories are limited to the scope of their modarkicle 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 balindaries of
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, youeate the possibility of displaying highly related itantisles, products or eventgext to
articles, ordered by relevancy.

Create tags on the fly \@ick Setuphile working on an item likeéventsyr e
create tags in th-mg Clouthodule item. + Oregon's Music Festivals are a Summer Highlight
¢ 72 Hours in Mi. Hood Territory
« Dinghies in the Gorge
« Steens Wild Horses

Creating Tags in Quick Setup
To useQuick Setujpom an Event, Article or Product editor:

« Harvest Fair & Micro-Brew Festival
* Fresh Hops Brew Fests
* Melon Festival

Tag Cloud o= Add Hew » Oktober Fest

b » Hood River Hops Fest

1 Click theAdd Nevibutton next to theTag Cloutield.

1 Inthe Add NewagQuick Setugialog box, enter BagName Choose a nhame that is short, but
descriptive.

9 Click OK to save the Tag.
A tag created iQuick Setup activated automatically.

Creating Tags in the Tag Cloud Module

Active: [#
Tag: *

9 Click Add New Tag Cloadd complete the following fields

0 Activei Select to activate the tag.

0 Tagi Enter a name for the tag. Choose a adinat is short, but descriptive.
1 Save.
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Forms

Use forms for contact or data collection purpddebmit brm data tanultiple email
addresss,downloadable Excel dataksesed/or postto third party systemif you submit
via email, we stronglgaommend that you also submit to a database as backup.

Creating New Forms

To create a new form:
OpenFormérom theWeb Sitmodule pane.
Click Add New Form.

Design the form by adding form fields.
Thetable belovdescribesome of the fields needed to create a successful form.

1
1
T

T

Savend

Form Fields

test the fornwvhen finished.

Review the following form fields. Teihtaidedsanields below are commonly used to success

Fields

Entrydtructions

Requi

Name

Enter a unigue name for theMamie 08wzl internally by the system. Use lowercase
dashes in place of spaces.

YES

Display
Option

Display

Title

Theit/displays at the top of the form on the website.

YB

Instructio

Enter text to explain how the form is used or how toesimoledefiafave. the form.

YES

Thank Y

Thank Yext is displayed on the website after the user successfully submits.

YES

Captcha

Select to sh@afaiehalleng&Epiafkeguires the user to make an entry before submitt
prevent malicious auto s@lapissmesommended.

!Us/ng a Captcha field significantly reduces your exposure to spam.

Delive
Option

Submit A

@oosEend to Em&knd fo Databdsegermine where user data goes when submitte
conjunction witRahen #iéld below.

YES

Param #]

Send to Enléiémail is chosen in Subenitérotiorail address fobessimulMultiple ema
addresses should be sepattietdpiseammas. INPE2R PEXAM #2 for email subjec

Send to DatalbSend o DatebasenSwbmit Actoter the database name.

Param #7

Send to Emaibernid Emés/choserSmbmit Acgorer email subject line here.

Y Fielashere thd nc 6 ¢ h e ¢ k blo te sibgect ne, énabling yod o bettet
e emaihiyour inbox.

Forms
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