A quick guide to what everything means (in the CMS)

Creating/Editing a page
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Green tabs along the top of a page when you are editing. If you are creating a page you will only see the first tab until you have saved it after first entering the:

Page Settings tab

Navigation Title: this is the name that will be shown in your left hand (LH) navigation column for this page

Page Title: This is what will be in large black text across the top of your page (it is also the title that will be displayed in a browser's title bar, prefaced by “WWF - ”

In the example below the browser title bar shows

“WWF – Mediterranean Programme News – Mozilla Firefox”

The page title is “Mediterranean Programme News”
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The “Show or...” “Hide in Navigation” means you can choose whether this page will be displayed in the LH navigation. If you choose to hide the page, you cannot put any sub-pages beneath it. (ie choose to let the page be viewed in the navigation makes it act like a folder on your computer. Choosing not to show it makes it act like a single file)

Section: if you have th rights to choose you should only ever choose “Main”. If you put anything the footer without knowing what you are doing, you may break your page template right across your site.

Header Image: If you have the rights you can choose a new header image for your pages and sections. A page will always inherit its parent's header image unless you change its status here and choose a new one. (NOTE: you can add new header images underneath the “Add Pictures” orange navigation on the left inside the CMS... in this way you can categorize the image as a header, and this will help you in the future.

Live ASAP: This should be automatically ticked for you and means what it says (ie when you press “Publish” at the top of a page it will be put into the workflow for publishing as soon as possible. If after pressing “Publish” you see the green “approve” button, you can then put it straight into the queue for publishing. The difference between the 2 is  that if it is in the workflow someone with higher publishing rights will need to approve the page before it goes live. If a page goes into the queue then no-one needs to approve it as your rights allow to directly publish.)

Publish, Approve  & Deny buttons (top right): You should always see the yellow Publish button. This is what you press when you are ready to publish a page. You then see 2 more buttons depending on your rights. The right hand red Deny button will allow you to withdraw a page from the publishing process (and will also let you edit the page again). If you see the green Approve button then you can make your page live the next time the CMS publishes to your live site.

NOTE: The CMS will publish new and edited pages to the live site every half hour. You will often see the time next to the Deny button when the page is set to go live.

Start Date & End Date: You can set a page to go live a ta future date and to make it automatically expire again at a future date.

NOTE: No changes you do to a page inside the CMS will show on the live site until that page is published.

Search Engine Visibility: If you have the ability to see this, be careful. What this would do if you chose “hide” is prevent the search engines from indexing the page. For 99.9% of pages you would never want this to happen.

Page Template: when you are creating a page you have a choice between 3 layouts of the page between 1, 2 and 3 columns. If you are editing a  page the page template will have already been chosen. 

You can change a page's template at any point by deleting all the content that already exists on a page – you will then see the choice between the 3 content templates again.

Depending on which template you choose, and then which column you are in, you get a differing set of “containers” that you can place on your page (more on “containers” later).

Re-start navigation: By ticking this you can make the LH navigation start again. What this means is that the page you are on would be the top heading for the LH nav, and any pages beneath it would appear under the heading that is this page.

For example, go to www.panda.org/species – the Spcies Programme main page that you see had had its navigation restarted so that it has the appearance of its own mini-site or section.

NOTE: if you choose a page to restart navigation, pages beneath it will be automatically collapsed in its parent page menu. 

For example, you went to www.panda.org/about_wwf/what_we_do/ you will see that in the LH menu nothing appears beneath “Species” - this is because Species has had its navigation “restart”. If we were to untick the species navigation restart, underneath Species on this “What We Do” you would see the sub level menu items for species appear.

Confused? Just play around with it – explaining it is more complex than seeing it.

Classification tab

By classifying your page (you can add new classifications under Administration > Classifications) you can make use of a container called “Related Links” whereby you can make pages automatically link to each other if they classifications in common. It will also help you to better organize your site over time.

Content tab

This where you put the actual words and pictures on your page. 

The use of this page is best explained in another document called Panda_quick_start_CMS_v1.pdf.

This can be downloaded from here: http://assets.panda.org/downloads/panda_quick_start_cms_v1.pdf
(571KB)

Content “Containers”

What isn't in the guide above is how the dynamic containers that you can place on your page work. For the sake of clarity, all of the possible containers that you can use are explained here.

NOTE: please remember that depending on which page template you picked for your page, and which column you want to add a container in, you will get different container options.

Just to be clear:
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The “ + new content” is how you add a new container for your page. A container can contain words and/or pictures or dynamic information that can come form the news/publications database (nPUT), Connect Projects, Connect People & Places, or RSS feeds from other web sites.

So here is what each of those container elements do according to their icons:
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The black lines represent text and the gray square a picture. For this one a picture would appear across the entire width of the column.

NOTE when you search for a picture to appear in your content container, the CMS will only show you pictures that are big enough to fit the width of the picture space you want. 

For example, if you uploaded a picture that is 200pixels wide, and you want to put it in a  container that is 380px wide, the CMS will not show you the picture for you to add it... because it is too small for the container you have chosen.
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So for this one you can have text running around a picture that si ranged to the left.

Other content containers will let you add a picture that is to the right, eg:
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Some text/picture containers are available that will let you add the text/picture on a green background. They look like this:
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This can be useful for differentiating text blocks on a page.

Depending on the column/page layout, you may also be able to use this container:
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Which will allow you to produce a quoted piece on the page, which will look something like this:
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All the text/photo containers allow you to add headlines, intro texts, body copy and photos.

How to add a photo is explained in the guide that can be downloaded from here

http://assets.panda.org/downloads/panda_quick_start_cms_v1.pdf
(571KB)

Dynamic & Special containers
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Allows you to search the  the web site's own library of downloads to add to the page. The advantage being that any changes or updates to a download made in the central repository will be then reflected in all linked places to it throughout the site.

How it works
After saving it asks you to enter a headline for the Download box, eg “Key Downloads”. On the next tab you can search for documents that have already been uploaded to the CMS or you can upload new ones. 
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This allows you insert a text container which can then have other containers inserted inside it (ie the float as represented in the icon could be a picture, some media releases, a contact link etc).

How it works
After saving, you simply presented with a text entry options, because the “float” is added separately like an individual container (picture, media release etc)
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A container which allows to you to add a list of links cleanly to a page. This does not yet add any links to or consult a central library of links.

How it works

After saving, you add a title such “Key Links” then on the next tab add each link.

NOTE: For links to other pages on panda.org or for pages that are not yet published (but exist), you should use the uXNavID number. This the number that you see in the URL when you edit or preview a page inside the CMS. You can just add the number in the http:// field of the links container and even when published live, your link will work.  

Eg the URL says

https://pad.panda.org/content/nav_content.cfm?uNC=56852411&uXNavID=25220

You ake the “25220” as the link and enter that. 

The beauty of this is that should any pages inisde panda.org later move to a new location, your links will never break.
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This is the container that will list items from the nPUT (media Centre) section of the CMS. Basically nPUT allows people to upload a news or publication article just the once, but then have it shown in many different places on the site. How you set up this container determines what types of article are pulled according to what subject (subject = site placement... more on nPUT News & Publications later.)

How it works

This is the most complex container to understand.

What you do is, after saving, add a title such as “Latest News & Publications”

You then go to the settings type which allows you to decide which types of articles you want to appear in your listing.
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Depending on what you tick will determine what is listed on the page.

NOTE: “Successes” (at least in panda.org) is used when a news story that is about a success is duplicated and then coded as a “success story” inside nPUT. Usually “Successes” is not ticked if anything else is ticked otherwise you can duplicate items in your news listing. But this will depend on how you use nPUT as to whether this is a factor or not.

Depending on where you chose to place the media release container (in the 2nd  or 3rd column or as the “float” item”) you will get different options as to how many articles you can place. 

Only in the wide 2 column template will you get the ability to choose to show “all” media release based on your settings. The “all” will then provide page navigation at the bottom as more and more articles are added. The 2 column template is is also the only place where you will also b allowed to choose to set your settings for Media Releases as an RSS feed. 
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So the settings above (in the wide – 480px – container for a Media Release) will give you at the bottom of your published page, something like this:

[image: image16.png]Relsted Links

(e}




So once you have picked the types of news or publications that you want to show (or any combination of) under the Settings tab, you can then choose what themes/or subjects the news or publications should be about under Site Placement.

Under here you choose what themes you want the list to display, so for example on the global website there are currently around 120 themes, eg
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NOTE: the themes and category types for the Media Releases in nPUT are determined (added to, edited, deleted, arranged) under Administration > Categories in the CMS.
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This offers you a direct link to the WWF organisation's internal staff directory. You should use this to add contact information for a programme or project or to list an office address or all people working for a particular office. Email addresses are hidden from spam-bots, plus if a WWF staff updates their details in the WWF Intranet (Connect) or leaves the organisation, the web site is automatically updated, or, if they leave, their reference on the site auto disappears. 

How it works

depending on which column yu are using the P&P container, you again have different option.

For Column 3: After you have selected it and saved, you can add a title such as “Key Contacts” or “Office Address”. On the next tab settings you decide what you want to show.

You can either show one or a number of office addresses by selecting the Show an office address, or you can select a number of people to show. 

So for example, to show people you would select Show people name and then click the  + add LDAP user (LDAP stands for Lightweight Directory Access Protocol which is what P&P is based on)

[image: image19.png]Peopl & Plces

(e}




You then get another pop-up screen, that looks like this and where you can search for WWF Staff or consultants and all their information will be supplied and filled in for you, eg:
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To add a person from your search results you click the 
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...by the side of their name. You can add as many people as you want. Then click “save” on the green pop-up box.

The 
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...means that if you select “yes” web site visitors can click on the person's name and they get a pop-up window with more contact details (if the selected person has entered those details in P&P). Just to re-assure once more: email addresses cannot be seen or found by spam bots.

So if you select “No” to People detail the web site will just show a person's  name. Job title, office name and their name can be clicked on in order for the website visitor to send them an email message.

NOTE: the database for the staff directory is synched once every 24 hours, so changes in the internal (Connect) People & Places database are not immediately reflected on the live site.
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This allows you to put in automatic and dynamic links to the latest WWF campaigns (by theme or region) run on the Passport Campaigning tool with its 78,000 activists. It's pretty straightforward to use.
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This allows you to link directly to Projects and lists of Projects that have been entered in WWF's global Project Database inside Connect. Projects can be listed according to classification (number – an xls sheet is available) or by office, or by specific named projects.

How it Works

First download the classifications file here:

http://assets.panda.org/downloads/classifications.xls
Then after saving, add a title such as “New or Updated Projects” (the list that is produced on the site  is sorted by date that a project was entered or was last updated).

Under the Settings you see
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For the first 2 fields you need the XLS sheet to make it work. In there you see a list of all the classifications used in the Project Database in Connect. Besides each classification is a number. 

You find the classifications which correspond to the types of projects you want to list and then add the corresponding numbers, separated by , marks.

So, hypothetically
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Will pull all projects that have been classified as having the classifications “Tiger” (1234) and “Snow Leopard” (3456) but will filter out projects that also have “India” in them (5678).

The Managing Location will allow you to pull all projects managed by a particular office. Please not this is not the same as showing all projects funded by a particular office.

You can choose to show projects that are still active, or have a page which acts as a historical archive on what WWF has worked on in the past (closed projects).

You can, fi you wish, have a static list of projects simply by listing the project code of each project (which you get from the Project DB in Connect. These should be separated by , marks again, eg
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Will make the Western Terai Landscape Building Project (NP0900) & the Kanchenjunga Conservation Area (NP0894) projects show on the page listing.
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This is a container that will automatically list links to other pages on your web site if that other page that has the  same page classification that you specify after selecting this container. For this to work well you have to make sure your web pages are correctly and constantly classified using the the tab at the top of the page:
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Allows you to import external RSS feeds onto the web page. You just add the URL of the feed you want to import and specify how many items you want to show.

[image: image31.png]Page settings | i gl | Content





This container allows you insert a promotional graphic (for example) and avoids having it sit inside either a green box or having a picture frame around it.

[image: image32.png]® active




This container allows a developer to upload files directly into the CMS to make pages do unique or bespoke actions. For example, you can use this to upload XML files. For detailed information on using this and getting other bespoke modules built by your Developers and plugged into the CMS, a separate document is being produced.

Summary of containers per page template

If you choose this template for your page (3 column template)
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In the first column (underneath the navigation you have the following choices:
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In the 2nd column you have:
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In the 3rd column you have:
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If you choose this page template (2 column)
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In the first column (underneath the navigation you have the following choices:
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In the 2nd column you have:
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In the float container which is available only in the 2 column page template, you have the option to insert the following containers (inside the float container):
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NOTE: this makes the float container in the 2 column page template layout possibly your most flexible friend when building pages.

If you choose this template for your page (1 column template – ie no navigation appears to the left)
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Then you will only have the following container options available to you:
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Permissions

The permissions tab in the Content area allows you add people who you would like to have rights to edit the page you are creating. People who already have rights are grayed out.

[image: image43.png]Page settings | Classification

Future version:
Live version:
Archived version:

Content

From

26.01.2006 14
23.01.2006 15
11.01.2006 16
11.01.2006 13
11.01.2006 10
05.01.2006 12
04.01.2006 10:

Permi

35
35
05
35
34
04
04

28.01.2006 14:35
23.01.2006 15:35
11.01.2006 16:05
11.01.2006 13:35
11.01.2006 10:34
05.01.2006 12:04





Version

Every time you publish a new version of a page (ie you have made changes and published it to the live site), the old version is archived and still viewable:
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Deleting pages

...can only be done if the page has not yet gone live.

Pages that are not live can be see by their green status
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Also even a page that is not yet live but has sub-pages cannot be deleted until its subpages have first been deleted.
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So, to get a page off your site that has already been published, you have to archive it.

To archive a page you go to edit that page and then to go to its Version tab
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You then click n the pencil icon which is next to the current version which is live:
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Clicking on the pencil brings up a pop-up box and you tick the mis-named Live ASAP (because what it actually means is “make it go away as quick as possible”) and “save”


And that's it. When the CMS next updates your site (every 30 minutes) this page will disappear.

NOTE: If a page you want to archive has subpages, it will not disappear until you archive all its subpages as well. We agree this is not very efficient and will look to improve on this.

