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Please note: In Kentico CMS user Ogsiide, we demonstrate the capabilities of Kentico CMS on the
example of the sample Corporate Site. Your particular website application may vary.

1 Introduction

1.1 Kentico CMS overview

Kentico CMS for ASP.NET is a piece of software that allows a person without any programming
knowledge to create a powerful dynamic website.

By using Kentico CMS, you will be able to manage and edit the content of your website in a quick,
efficient and professional manner.
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1.2 Signing in

1. Open your favorite web browser and go to your website.

2. At the very top of your website, click Sign in to CMS Desk. This link is only available on the
sample Corporate Site. On your own website, you wil need to go to http://<your
website>/cmsdesk i e.g.: http://iwww.mydomain.com/cmsdesk.

| O
a@ 3§ hitp://localhost/KenticoCMSB0/default.aspx £ - & X || % Comporatesite -Home x| {2 453

Signin to ( Desk. 3ign in to ger. The default account is administrator with blank password. [ 7‘ 220

e Vour‘ sh; m‘ ca‘n is em| l;
Q IT Company

Services Products News Community Company Media

art | My

» Home

Discover Unlimited Website Possibilities!

This is a sample website created with Kentico CMS for ASP.NET. The website consists of
multiple sections demonstrating the powerful capabilities of the system. You can use it as a
starter kit for development of your own website and to learn Kentico CMS.

m

Learn more

Latest news

il

@ NEvsIeter Welcome to the sample Corporate Site

If you are new to Kentico CMS, please read the following information before you start exploring the
First Name: website:

Community Website Section
06/29/2011 As a result of our
continuous effort to improve our

Last Name services, we have recently
introduced the Community B
E-mail Default user name and password section of our website_ Itis a

place where you can both recei
You can sign in to the system's administration interface using the links in the header of the page or by

going to the following addresses:

CMS Desk: http://<your domain>/CMSDesk
Site Manager: http://<your domain>/CMSSiteManager

w Featured pmdu‘:t On the logon page that appears, use the following default credentials:
User name: administrator
Password: leave the password blank e Polls
How do you like our new website?
Where to learn more? © Excelient e

If you are new to Kentico CMS or if you are looking for further information about the system, you can refer
Price $599'99 to the following information sources: © Well done
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3. Inthe following interface, type in your user name and password and click Log on.

S S
&= =4
7q% Kcentico

Please log on

User name: administrator
Password:
[“]Remember me

Congratul at i on gedonyoadhe EMEDesk fiosthe first dinge.
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1.3 User interface overview

The user interface of Kentico CMS consists of several sections. You will see that each of these sections
has its specific functionality and its logical relation to the others. As a whole, the sections form a graphical
interface that is easy to use and quick to navigate through.

Content management

#0) Corporate Site* (7 Poge [ Datgm'™ o Propmtes” Amabsies
i Home* f —
[ ‘Services* (o sae 35 Sosnchecx
) Products® |
il Smartphones * | &) Source RARHT¥ o B I Y mx, x| |EE £ " w EEam

1 Laptops and Tablets *
1 Software®
l E-Books® |
U 1T Services® 90 1o (15 [
2 News®
& New Consulting Services* W Shopping cart | My account | A i
& Apple iPad 2 In Stock® O IT Company Your shopping cart is em
&Y Company Growth Exceeds & -
& Community Website Section | JEERRN v Products News Community Company Media
(3 partners®
& Community *
i Company
(3 Media®
& Images®
il tondon Office® Web Desion
il Logos® Web Development
T ‘MM: Network Administration
4 Examples
|3 Mobile* *
R Other®
o Sl pages
S Images®

‘ﬁ Fleagd=0

1. The detault account is administrator with blank password. Global Administrate (administrator) | Log ¢ §

90 n 10 CHS 00 Mara

e Products - > IT services secton

The main sections are:

il

Main menu where you can switch between the Content, My Desk, Tools, Administration, E-
commerce and On-line marketing sections. You will be using only the Content tab most of the
time.

Document actions toolbar where you can create, delete, edit, copy, move or sort documents.

View mode selection that allows you to choose between editing, preview, live view and list view
depending on whether you want to edit content of your website or just see how it looks in a
browser.

Content tree that displays the structure of your website and allows you to organize
documents/pages in it.

Page editing mode where you can choose the way you want to edit the content of the page. You
can choose from editing of the content of your page, editing document fields, product or
document properties and viewing page analytics. If you're an administrator, you can also design
the page template.

Editing/viewing space where the page chosen in the content tree is displayed in the mode that
has been selected in the view and page editing toolbar.
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2 Managing my profile

2.1 Changing my e-mail and preferred language

Now you will learn how to change your e-mail and preferred language.

1. In the main menu, switch to the My Desk tab, choose Account in the ribbon menu and navigate to
the Details tab.

sl¢ Kentico Live Site  Site Manager  [Corporate/Site A Global Administrator ¥ v6.04246 @  Sign Out
== KEI )
4% CMS Desk Content Tools  Administration  E-commerce  On-fine marketing Enterprise Marketing Solution

2 0 B =
My dashboard Recent Outdated Pending Checked out My docs Bloge  Friends Messages Projects Bin

Dashboards My Data —

& wy profile [2]
| Details I Change password ~ Notifications  Subscriptions ~ Categories
=

Documents

User name administrator
Full name: Global Adminisirator
First name: Global
Last name: Administrator
Nick name:
E-mail administrator@localhost local
Preferred content culture: {default) E
Preferred user interface culture:  English E
Messaging notification e-mail
Time zone: {none)
Signature: =
Gender. @ Male @ Female
Date of birth: B Now
Phone number:
Skype account:
IM:
Avatar: w
®
Uplead -

2. Place the cursor into the E-mail text box and type in your e-mail address. Then click the Preferred
content culture drop-down list and choose the preferred culture.

That 6s how y o umaidddresgand ypw preferred language.
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2.2 Changing my password

Now you will learn how to change your password for logging in to the CMS Desk.

1. In the main menu, switch to the My Desk tab, select to Account in the ribbon menu and choose the
Change password tab.

Live Site  Site Manager  |CorporateiSitelkd & Global Administrator v ¥6.0.4245 @ Signout

¢ Kentico

#IN CMS Desk Content Tools  Administration  E-commerce  On-line marketing ! Enterprise Marketing Solution
N ~ N = = = = —
[ s o (@ 8 a |l & o § 9
My dashboard Recent Quidated Pending Checkedout My docs My profile | § Blogs  Friends Messages Projects Bin
Dashboards Documents My Data —
Q My profile ?
Detals | Change password | Notifications  subscriptions _ Categories i}

Your existing password

New password:
Password strength:

Confirm password:

Setpassword |

2. Into the Your existing password textbox, enter your old pas s wo r d . (Leave blank i f yo
use password for signing in to the CMS Desk). Then type in your new password to the New
password textbox and re-type it again to the Confirm password textbox. Click OK.

Details | Change password | Motifications  Subscriptions  Categories

Your existing password. ssees

New password: LTI
Password sfrength: Strong

Confirm password: SENENRBRRIRIRIRRRRES

[~ Setpassword |

That 6s how you c¢hangeaccessiothe @ViBPDeswwor d f or t he
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3 Getting started

3.1 Creating a new web page

L et 6 sfrom theabedinning, therefore, with creating a new webpage.

1. Firstly you have to choose in the Content tree where you want your new page to be located in the
structure of your website.

v6.04246 @  Signout

Live Site  Site Manager  [CorporatelSitelEd - Global Administrator ¥

entico ;
Enterprise Marketing Solution

CMS Desk Mydesk Tools Administration  E-commerce  On-line marketing
B R Col U = =
B & o tw Cd P B
New  Delele = Move - Down Edit Preview  Live site List Search
| Content management View mode Other —
&) Corporate Site Page | Design Form  Properties 2]
C] Home
D Services E Save Spell check
] Products =
L news & source | ol Wl A WE @ | B I U X x| EE = ww | E= =B T
[] Partners o
= _ BaP | MEDE0| ok BE
|l community _
] Company Styles + Format = Font - Sze v | A A- | )
Cl Media
D Examples Signin esk. Signinto nager. The default account is administrator with blank password. Global Administrator (administrator)
[] Mobile* W Shopping cart | My account | st
] other O |T (ompa ny Your shopping cart is empty
Special Pages extsize:« m W
Gl Text si
Images o _
9 g Home Se Products News Community Company Media

Web Design

Web Development {
{This is a sample static website section consisting of this title page and three sub-pages._ lis purpose is to

Network Administration \display static information about the services that the company provides

{All pages in this section are created using the Page (menu item) document type and are stored as standard :
{documents in Kentico CMS content tree. The sub-pages are accessible by clicking the links in the left :
{navigation, which is a part of the page template used by this page. If you have a section like this on your 4
website, Kentico CMS allows you fo offer the listed services to be purchased directly via the integrated web |
ishop. as demonstrated in the Products - > IT services section 3

2. Click on the existing document. The new page will be appended to the documenty o u 6 v elickpdu s t
on. Click the New button in the document action toolbar.

[ Copy 1 Up
Delete | Move b Down

Content management
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On the right side in the editing/viewing space, you should see the types of documents you are
allowed to create in the chosen location.

New document

Please select new document type:

Document type name * | LIKE [=]

| | Bage {menu item

= Article

] Blog

B Cell phone

E-book

P Event

|F# Event {booking system
[ 2 ]

=[N

) Folder

Image gallery

1T Service

& Job opening

& Knowledge base article
& Laptop

(3 News

i, Office

&roa

(3 Press release

& Product

Product - Cell phene
¥ Product - Laptop

Simple article
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3. Click the Page (menu item) option. In the following step, please enter the name of your new web
page: System integration. Choose to Use an existing page template and select the Corporate
site/Corporate Site - Simple text template. If you're an administrator, you can also choose to create
a blank page and create it from scratch. Click Save.

Content
[ Copy i Up
New  Delele | Move Jb Down

Content management

Mydesk Tools  Administration  E-commerce
(4 E
Edit Preview Live site List

View mode

Live Site  Site Manager

On-line marketing

Search ‘
Other

Corporatesitelkd & Global Administrator v v6.0.4246 @

Sign Out

! Enterprise Marketing Solution

!‘-_,'l Corporate Site

3 Home

|| Services
a Web Design
] web Development
[] network Administration

{1 Products

a News

a Partners

] Community

3 Company

[ Media

[ Examples

] Mobile*

a Other

&) Special Pages

& Images

|E Save' E‘ Save and create another

Spell check

() Use pi

) Al page templates
Ly Articles
;ﬂ Blank

<y _Elog

(o)

-commerce

Events

FAQs

Forums

General

Home pages

Images

Job openings

Knowledge base

Master templates
Membership and security
News

Newsletter

Offices

Press releases

Products

Templates with editable region
Wiki

LOPBOOLOLLOBOELOBE

arent page template

Template name:

Corporate Site -
Shopping cart

Corporate Site -
Video gallery

Corporate Site - Simple text

() Create a blank page with layout

Corporate Site -
Simple text

Corporate Site - Web
Part (sample)

() Create a blank page

ETERET TR System integration

- Use existing page template

Corporate Site - Text
and placeholder with
left menu

Corporate Site - Web
Parts

Corporate Site - Text
and placeholder with
left menu
(personalised)

Corporate Site - Wiki

Now you can see your System

page.

Congratul ati ons,

it.

youobve

f-_"l Corporate Site
[ Home

:] System integration )

|| Web Design
[] web Development
[1] Network Administration

[ products

D News

[] Partners

[1 community

a Company

[ Media

just

created

integration page added to the content tree under the already existing

your first

E 2011 Kentico Software

we b

pa



Editing structured documents 13

3.2 Editing page content

Now we will edit the content of the newly created page.

Click on the System integration page in the content tree on the left side. On the right side in the
Editing/viewing space, you can see its content. As we have used the template with two editable regions
T header text and content text, we are now able to enter some information into these regions.

Please make sure that the Page tab in the page editing mode toolbar is selected. Only then, you will be
able to edit content in the editable regions of your page.

Live Site  Site Manager  |CorporateiSitelEd A Global Administrator v v6.0.4245 @ | Sign Out

Kentico

CMS Desk Mydesk Tools Administration ~ E-commerce  On-line marketing ! Enterprise Marketing Solution

[Ef Copy i Up
New  Delete [ Move b Down Edit Preview  Live site List Search |z|
Content t View mode Other S
;‘J Corporate Site h Page |Dgn Form  Properties IE‘
D Home
[ Services [ s2e Spell check
D System integration ,
[ web Design [] Source | FERF R S @ | B I U e X x? == = e ud == == —
g Web Davelop@?nt ] @ [ ‘ |§| L'@ BAE o0 ‘ B © % & =
|| Metwork Administration
D products Styies ~ Format ~ Font - Size v | A A~ | B
D News
D Partners Sign in Sign into CMS :anager. The default account is administrator with blank password.

¥ Shopping cart | My account |

Bc it
D C:::‘aun"lfI 4 O IT cOmpa ny Your shopping cai »
Se

] Media

5 f,,xi::pfs Home ices Products News. Community Company Media
obile

[ Other » Services B System integration

) Specdial Pages
) Images

1 System integration

Web Design

Web Development

Network Administration

1. Place the cursor into the first text box and type in System integration.
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2. Then enter We provide system integration services in the Editable region box.

Sign in to k. Sign in k Vianager. The default account is administrator with blank password. Global Administrator (administrator)

W Shopping cart | My account
O IT COmpa ny Your shopping cart is empty

Textsize:n m W

Home es Products News Community Company Media

» Services » System integration

I O

System integration

Web Design

{We provide system integration services.

Web Development

Network Administration

3. Click the Save at the top-left and switch to the Live site mode in the page editing mode toolbar. You
should see the System integration page with updated content.

(4 [d [ [e]" B

Edit Preview Live site List

View mode

Youbve just ennentteyurwebpage.f i rst co
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4 Using the editor

4.1 Using What You See Is What You Get editor

In Kentico CMS, you can use the WYSIWYG (What You See Is What You Get) editor to create web
content without HTML knowledge. Its functions are similar to Microsoft Word.

Open your System integration page and choose the Edit mode and click the Page tab so that you could
enter content into the editable regions. The WYSIWYG editor toolbar should be visible.

Live Site  Site Manager  |CorporatelSitelEd L Global Administrator v v6.0.4246 @ Sign Out

e Kentico .
#1% CMS Desk Administration  E-commerce  On-line marketing Enterprise Marketing Solution
Dow & 4
New Delele [ Move b Down Freview  Live site List Search (2]
Content View mode Other N
f\_‘;) Corporate Site m Page [I'ngn Form  Properties E
D Home >
D Services E Save Spell check
D System integration m
|| web Design ] Source | e | e B @ | B I U =X x| i=E E e | E 2 == F
|1 web Development - - o]
o pent” BAP WEEEO0|DoxBE
|| Network Administration
D Products Styies ~ Normal ~ Font v Size v | A AT | i}
a News
D Partners Sign in Desk. Sign in fo CMS Site Manager. The default account is administrator with blank password. Global Adminisirator (administrator) | Log off
] Community W Shopping cart | My account | My wishlist
D Company O IT company Your shopping cart is empty
] Media Textsize:» m W
5 zxab'?:plfs Home S Products News Community Company Media
jobile
[} Other » Services & Sy gration =

) Special Pages
) Images

System integration

Web Design

{We provide system integration services.
Web Development i

Network Administration

body p
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4.2 Text formatting

Now | et 6s athawyducan change kormatting of your text content.

1. Highlight the part of your text you want to change (i.e. System integration).

________________________________________________

iwe provide services.

2. Now click on Bold sign in the WYSIWYG editor. The highlighted text should change.

3. Then highlight another part of the text and change its size by clicking the Size drop-down menu and
click the Medium.

El Source | o4 Eg B A | & oot 2 |1 U = X, X2 | = = R LT
& I?I-Ja-;,:l—nll ;

Styles ~ Mormal - Font -

e A | @ @

4. Now click the Save button at the top.
5. Switch to the Live site viewing mode. You should see your text with changed formatting.

Thatds how you change formatting of your text.

4.3 Inserting images

Very often, you will want to have some pictures on your website. Even for this task, you can use the
WYSIWYG editor.

1. Choose the page to which you want to insert a picture. Switch in the editing mode and click the
Insert/Edit Image or media icon in the WYSIWYG editor.

i source | B W&o BIUmyx| EE -E»w| ===
aar ERo=0c noxss
Styles -  Format ~  Font v Size v | Hr AT | @1
[<]
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2. After clicking the icon, the following dialog will be displayed.

BT Insert image or media

actachments | Coetent | Media loranes

2 Insert image or media - Windows Internet Explorer

weo ) 1. File sources

g Nowiolder [ 4, Newie

Site: Corporate Site =

&) Corporate Site’
Home
) services
products
News
Partners
Community
Company
Media
Examples
! Mobile®
] Other
Special Pages
Images
B Corporatesitelogo
5 Default product image
B Default gallery image
B/ CorporateSiteLogoPrint

IR WEE

&&

=[]

‘ [=] Ties

Thumbnais ] 2. View mode !

name
Actions. Name Type  Size Madilied

&/ M comonestelon g 31K 322201135200 FM
® A/ % Default oroduct image (ne imageai) gl BB SMDRUITSIITIEM
¥ a# ™ Dotaun oaliery mage (yaliery detautong) g 193K8  SM1201121422PM
?d# ™ copormestelogormn PG ATKE  SM72011 64520 PM
¥»la/ Banow apwamples Bhg  3KE  EZNZ0N16ITIIPM
a7 Wanow geunat B9 3TKB 6RIZNITEIISAFM
? @/ ™arow documentaion g 4248 6277201163406 PM
P A/ Marow esampies prg 26K 27201163413PM

3. File properities and preview

Items per page: 10 [7]

B arvow_
B arrow_devnet

B arrow_documentation
B arrow_examples

Genersl | Urk  Advaneed  Behavier

URL: KenticoCMS50VImagesigallery_detault
Atiernate text:

i 2
Height 131
Border wigh

Border conr: r']
Herzontal space

Vertical space.

Align {none) [=]

3

aspx L]
Loem ipsum dokor 51 ML, ConSeCTelur aIpiScing el Pellsntesqus lurpis
15CUS, CONvalls QIgAISSINY, CONSECIBNUT Vi, FUITU O, 1ISUS. INIBQET 1N ML o1 Q1AM UTCEs: SOICALAIN. AIGUSM

fBUCIDUS IMpardiet massa, VIVAMAS Sos. Cras eu doAr. DUS 18CINIE PUME 3t Massa. Prassent omare il ac oo,
integer eget metus. Sed poriftor. Allquam erat voutpet

[ msert | Cancar ]

17

3. Choose Content tab, click the Images folder within the content tree. On the right side, you should
see the images already uploaded on the server.

4. You can choose to use one of these or you can upload another picture from your computer. Click
New file at the top to upload a new image on the server to the Content tree.

28 Insert image or media - Windows Internet Explorer =}
] Insert image or media
atachments wes
,ermm' (e tie i (= ?
Ste: Corporate Site 5] | @ oeen i)
QQ [1 s Libraries » Pictures » Sample Pictures « |49 | Search sampie Picture: o
) Corporate Site*® Type  Size  Modified
Home' Organize v New folder S~ [ @ P 31KB  322201135209PM
Services * | : .
Products® < Favorites Pictures library of  B6KB  5102011513:11PM
3 News B Desktop B “Stmple Pictures prg  183KB  5M11201121422PM
| Partners® & Downloads — PRy 47KB  SHT201164520PM
ity® 4 Recent Pl
13 Community W PR R phg  3KB  62772011527.39PM
(3 company*
PR 5 Libraries prg 3148 BR701163354PM
B Examples® ¥ Documents Desert Hydrangess Chryssnthemum Jellyfish phg  42KB 5277201163406 PM
\d Mobile® * o Music BN L &% &l = g 26k8 82772011 63413 PM.
Other* ! Pictures » —
. = fems perpage: 10 v
& Special Pages® B videos ot !
“Vimos, Koala Lighthouse Penguins Tulips
W/ CorporateSiteLogo® M Computer
% Default product image
B Default gallery image W Network
B CorporateSiteLogoPrint 1 2A01-PC
B arrow_apiexamples® - mmnn jé
B arrow_devnet File name: Koala v [ Alowed fles -
B arrow_documentation = ®
B arron_examples -
o
Height 131 \
‘Border width g
Border color- ¥
Horzontal space
Lorem psum dolor s2 amet. consectetur adipiscing elit Pellentesque turpis
Vertical space. 1acus, convallis dignissim, consectetur vel, rutrum non, risus. INeger non risus et diam ultrices SolCLIn. Aliguam
Algn one) =1 faucibus imperdiet massa. Vivamus eros. Cras eu doior. Duis 1aciia purus at massa. Praesent omare nisi ac odio
1= Integer eget metus. Sed portitor. Aliguam erat voktpat
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5. You will see a preview of the uploaded image. In the Image properties dialog, you can choose the
width and height of the picture, its border, vertical and horizontal spacing and alignment. | f y o u

need to change anything for now, just click Insert.

2 Insert image or media - Windows Internet Explorer

B insert image or media
Atachments | Content | Meda lbraves Web -

=

W/ CorporateSiteLogo'

& Default product image
] Default gallery image
B CorporateSiteLogoPrint
B arrow_apiexamples
B arrow_devnet

B arrow_documentation
B/ arrow_examples

= Koala.jpg *

Qg rewioser [ newne EE = (5] Tumirats 7|
Stte: Corporate Site 1| Rl ‘
| URL asprowicn= ®
) Corporate Site Aernate text
Home widh )
Services am
3 sen Heiont 25
Products Border wien
News
Border color
2 Partners e ¥
"
i orizontal space
D Gy Verscal space ]
0 Media Abgn (nons) -
Examples
Mobile®
Other Lorem ipsum dolor 54 amet, conseclstur
! Pesentesque furpi 1acus, convalis Ggnissim, consecletur vel, M Non, s Integer Non fisus
&Y Special Pages soliciudin. Alquam fBucibus Imperdiet massa. Vivamus eros. Cras eu dolor. Duss lscnia purus at
) Images omare i ac oo, Integer egel metus. Sed gortitor. Allquam erat volutpal

6. You should see the picture being pasted in the text. Click Save. Click the Live site button to see the

result of your efforts.

In a similar manner, you can upload flash movies to your website.

4.4 Creating links

Now you will learn how to add links to your web content.

1. Inthe Page editing mode, highlight the text you want to link to some part of your website.

display static information about the services that the company p_rcvides:

L System integratio

- Web Design

r

« Web Development

« Network Administration

m

EAII pages in this section are created using the Page (menu item) document type and are stored as -

2. Click the Insert/Edit Link button in the WYSIWYG editor toolbar.

E] Source | oA | g g & @ | B I U == % x| iE =
@) r EEDE0l Do BE
Styles ~ MNormal - Font v Sze v | A AT | L

LI
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3. A new Insert Link dialog opens. All you have to do now is to choose the target page and click Insert.
Please note you can choose what target the link should point at. Possible choices are Attachments,
Content, Media Libraries, Web, Anchor, E-mail.

25 Tnsert lnk - Windows Intemet Explorer = =

sttachments | Content | Med lbranes  Web  Anchar  E-mal
g Newtoder [ g, Newni st [=] raes [22) Tumbnais ?
T " Geersi | Torget  Advanced
Promool URL:

&) Corporate Site {othan) [=] iKenticoCHS0rSancesiSystom-nisgration aspx

Home

Services

System integration

Wieh Design

) wieb Development
1 Network Administration
Products
News
! Partners
] Community
! Company
] Media
! Examples
] Mobile®
Other
i Special Pages
Y Images’

| ‘ = o

4. Click Save on the document and switch to the Live Site mode. Click the newly created link. You
should be redirected to the page chosen in the previous step.

4.5 Inserting a table

Now you will learn how to add a table to your website.

1. Click the Insert/edit table icon in the WYSIWYG editor.

Bl Source | o B L SRS Bk @ | B I U-=xx2|iZEEE®W|EESEEE
saar WaE)F ol Do s
Styles » Normal - Font v Size v | A A~ | &
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2. Inthe Table properties dialog, change the number rows to 4 and the number of columns to 5. Then
enter My table into the Caption field and click OK.

Table Properties x

Table Properfies  Advanced

Width
500

Height

Headers

None [+]
Border size Cell spacing
1 1
Alignment Cell padding
<not set> [=] [1

‘Caption |
My table
Summary
e —
@ A

Your table has been added to the web content.

5 Editing structured documents

Unlike pages with editable regions, structured documents have specific fields that you need to fill in. For
example, the news have fields like News title, Release date, News summary and News text. These fields
can be edited on the Form tab rather than on the Page tab.

5.1 Creating a news item

Now you will learn how to create a news item and add it to the news section.

Please note: Your news item must be added to the section that can show them. In the sample Corporate
Site, it is the News page but it may be some other page on your site. Please contact your administrator.

1. Inthe content tree, click the News page and click the New button in the document action toolbar.

S x o Copy 4 Up
New | Delete | Move b Down

- Content management
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2. Choose the News document type.

| New document

Please select new document type:

Document type name - LIKE E

[ Page (menu item

= Article

] Blog

2 Cell phone

[ E-book

P Event

[} Event (booking system
[2 ]2

=8

5 Eolder

Image gallery
1T Service

& lob opening

& Knowledge base article

& Laptop

T, Ofice

Froa

() Press release

= Product

Product - Cell phone

& Product - Laptop
Simple article

21

3. Now enter the title of your news: My first news. Then click the Now button to fill in the Release date

value. In the News summary enter: My first news summary. In the News text enter: My first news

text and skip the remaining fields.

Bl Source | of By By @ @ % %¥- | « W@ | BT U= xx

Ao EgEEo0l Qo @ E

Styles «  MNormal ~ Font v Sze v | fe AT | R
News Title: My first news
Release Date:  8/18/2011 5 Now

My first news summary

News Summary:

My first news text

News Text:

== S

. . Save and create another
4. Now click Save and create another. =
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5. Enter the title of your news: My second news. Then click the Now button to fill in the Release date
value. In the News summary enter: My second news summary. In the News text enter: My second
news text and skip the remaining fields. Click Save.

6. Now click on the News page in the content tree and switch to the Live Site mode. You can see your
two news items added to the news page.

.}Eé Kentico
CMS Desk
Y T copy up 3 | E
) * D QAEEE | P :
New Delele & Move § Down Edt  Prevew | Lweste | st Search !
Content management View mode Other -
&) Corporate Site View | Validate ?
2 2::;3 Sign in 0 C11S Dok Sign into CHS Sile Manager. The defaull account is adminisirator with biank password Global Administiator (adminisirator) | Log off | o
L
13 products ¥ Shopping cart | My account | My wishiist
[y IT company Your shopping cart is empty
3 My first news Textsize: = m W
AR Home  Services  Products News Community ~ Company  Media

(39 Apple Pad 2 In Stock
@ company Growth Exceed!
3 Community Website Sect]
7 Fartners
[ community
[ Company
3 Media
[ Examples o i doo f y
3 Mabile* g ni C d published on a s
[ other can also sef val pi a b & published
iy Special Pages'
< Images

News List (5]

News title. Search

Congratulations, you have just learned how to add a news item.
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5.2 Editing a news item

Now you will learn how to edit the content of the news item you have just created.

1. Click My First news in the content tree and choose the Form tab.

2. Change the News Summary text to My first news updated summary. Then change the News Text
to My first news updated text and click Save.

Page Design' Form iPmperties
! 2

' E Savel % Spell check

] Source |

() Pl EE@E0| BOS 8B

Mews Title:

Release Date:

Mews Summary:

& o | e

Normal ~ Font ~ Size ~ |

My first news
8182011 [ Now

Wy first news updated summary

Iy first news text

W& @ | B I U

et AT | @ R

3. Switch to the Live site to see your updated news.

E 2010 Kentico Software



24 Kenti co CMG&idddEer 6s

6 Deleting, moving and sorting documents

6.1 Deleting and restoring a document

Now you will learn how to delete a document and how to restore it later on.

1. Click the My second news item in the content tree. Click the Delete button in the document action

toolbar.
- | j* () Copy ¥ Up
New | Delete J o Move L Down

Content management

2. Make sure that the Destroy document and its history checkbox is NOT checked and click Yes.
(You may not see the Destroy document option if you do not have sufficient permissions.)

5" Delete document "My second news"

Are you sure you want to delete the selected document?

@estrny document and its history (document cannot be restored)
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3. Now click the My desk tab at the main menu.

Live Site  Site Manacer  |CorporateiSitelld & Global Administrator v v6.0.4246 @ | Sign Out

ommerce I Enterprise Marketing Solution

=2 :x [ Copy 1 Up
New Delste |5 Move [l Down Preview  Live sile List Search [2]
Content management View mode: Other —
) Corporate Site Page | Design Form  Properties 7]
D Home
|] services E Save Spell check
D Products "
[ News [ source | Pl W R S Had @ | BI Ua=x x| =i Ewu | = = == B
@ My first =
Gy frstnews® aapP EEEEOC|  How8E
(& New Consulting Services
- tyl - - Fon v Size - Sr AT &
[ Apple iPad 2 In Stock Styles Format Font Size v AT | B
(7 Company Growth Exceeds §
\,_-‘_‘_7 Community Website Sectio K M Manager. The default account is administrator with blank password. Global Administrator (adminis
[] partners ing cart | My ishlis
1 Community Q IT m n i
[] company CG pa y Textsize: s m W
£ media Home Services Products Ne Community Company Media
|| Examples
1 other
) Special Pages
) Images B
{This is a sample section for publishing of news on the website Various types of news related to the topic of the website or the website itself can be |
ipuslished in this section. News are standard Kentico CMS documents of the News document type. They can be added to this section by content
‘editors via CMS Desk (the administration interface). Created news can be scheduled to be published on a specified future date and time and you |
ican also set up a news approval process that news need to go through before they are published. !
News List B
News it
« I r -

4. In the documents section of the ribbon menu at the top, find Bin. Click it and you will see all the
deleted documents on the right side.

My dashboard Recent Outdated Pending Checkedout My docs. Myprofile  Blogs Frends Messages Projects] |

Dashboards Documents My Data

4] Recycle bin 3

Documents | Objects

User Global Administrator (adminsrator) -
Documentname: | LIKE
Document name path LIKE

EEE

Document type: UKE
~ Actions  Document name Document name path ~ Document type  Deleted ~
AN My second news MNewsMy sacond news  News 2187201130345 PM
Hems per page: 25 [v]
Solected documents ] |Restors g ox |

5. Find the one you have just deleted and click Restore.

1 ~ Actions  Document name

B My second news

6. Now you can switch back to the Content tab and you will see the restored My second news added
back to the default location.

Congratul at i on s edhgwdadéletecand rastere a doamentn
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6.2 Changing document order

Now you will learn how to change the order of a document in the content tree.

1. Click the page you want to relocate (e.g. the Services page in the Corporate Site) in the content tree
and click the Down button in the document action toolbar. Yo u 6 | | goerepageé has been
moved.

3 Copy i Up

%
New Delete | < Move

Content management

2. Now switch to the Live site view mode and you will see that your page has been moved in the main
menu as well.

6.3 Moving documents to another section

Now, itds i mpor t anlp andoDownebatioris né¢he dobumént actioretoolbar can be used
only to move documents in a one level of the content tree. To move documents to any location in the
structure of website you can use the Move button.

1. Click the page you want to move in the content tree (e.g. the Services page). Then click the Move
button in the document action toolbar.

3 Copy it Up

X =
New Delete & Down

Content management

2. In the Move document dialog, click on the document where you want to move your page (e.g. the
Company section) and then click Move button at the bottom.

Your page has been moved to the chosen location.
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