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4 Kentico CMS 6.0 User’s Guide

Please note: In Kentico CMS user’s guide, 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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Editing structured documents 5

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 — 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

Congratulations, you've just logged on to the CMS Desk for the first time.
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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:

e 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.

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

e 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.

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

e 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.

e 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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8 Kentico CMS 6.0 User’s Guide

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.

Content Tools Administration

2 0 B )
Recent Outdated Pending Checked out My docs

E-commerce  On-line marketing ! Enterprise Marketing Solution

®  signout

Live Site  Site Manager  |CorporateiSite A Global Administrator v V6.0.4246

Blogs  Friends Me;},ages Projects Bin

My dashboard
Dashboards Documents My Data —
Q My profile ?
T et IR or e el o It ok s R e e
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
Upload -

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’s how you change your e-mail address and your 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
Y Y 3 > - - = —
[ 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 password. (Leave blank if you don’t have to
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’s how you change your password for the access to the CMS Desk.
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3

3.1 Creating a new web page

Getting started

Let’s start from the beginning, 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.

New

entico Live Site  Site Manager  [CorporatelSitelEd A Global Administrator v v6.0.4246 @  Sign Out
U 1l
CMS Desk Mydesk  Tools  Administration  E-commerce  On-line marketing Enterprise Marketing Solution
B Oow tw [ A @
Delete S Move b Down Edit Praview  Live site List Search
Content management View mode Other p—
Corporate Site Page | Design Form  Properties E‘
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
a _ BLP | EED=0| Do 8E
|l community
= 1y - - " -~ Size v -~ A~ &
] Company Styles Format Font Size v A | )
[ Media — - . . . .
D Examples Sign k. Signinto C lanager. The default account is administrator with blank password. Global Administrator (administrator)
[] Mobile* W Shopping cart | count | ishlist
] other O |T (ompa ny Your shopping cart is empty
&) Special Pages Text size s m W
Images o _
9 g Home Se Products News Community Company Media

» Services

Web Design

Web Development

Network Administration

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

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

Click on the existing document. The new page will be appended to the document you'’ve just clicked
on. Click the New button in the document action toolbar.

i Up
& Down

[ Copy
Delete < Move

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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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.

Live Site  Site Manager Corporate Site B 2 Global Administrator v ¥6.0.4246 Sign OQut.

Kentico .
MS Desk [ W Mydesk Tools Administraion  E-commerce  On-line marketing Enterprise Marketing Solution
) B Fow Tuw 4| [ E 7
New Delete | Move . Down Edit Preview Live site List Search =
Content management View mode Other —
) Corporate Site E Save F Save and create another @ Spell check 2
3 Home
|| Services
a . ETERET TR System integration
|| Web Design

- Use existing page template

] web Development
[] network Administration

{1 Products

a News

a Partners

] Community

3 Company

[ Media

[ Examples

] Mobile*

a Other

i) Special Pages

-
&) Images

@9

() Use parent page template () Create a blank page with layout () Create a blank page

Template name:

) Al page templates W
Ly Articles

;ﬂ Blank

<y _Elog
(o)
-commerce
Events

FAQs

Forums

Corporate Site -
Shopping cart

Corporate Site -
Simple text

Corporate Site - Text
and placeholder with
left menu

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

Home pages

Images

Job openings

Knowledge base

Master templates
Membership and security
News

Newsletter

Offices

Press releases

Products

Templates with editable region
Wiki

Corporate Site -
Video gallery

Corporate Site - Web
Part (sample)

Corporate Site - Web
Parts

Corporate Site - Wiki

LOPBOOLOLLOBOELOBE

Corporate Site - Simple text

i ]

Now you can see your System integration page added to the content tree under the already existing
page.

f-_"l Corporate Site
[ Home

:] System integration )

Web Design
[] web Development
[1] Network Administration

[ products

D News

[] Partners

[1 community

a Company

[ Media

Congratulations, you’ve just created your first web page. In the next chapter, we will add some content to

it.
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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
— 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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14 Kentico CMS 6.0 User’s Guide

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

You've just entered your first content to your web page.
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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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16 Kentico CMS 6.0 User’s Guide

4.2 Text formatting

Now let’s take a look at how you can change formatting 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.

That’s 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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18 Kentico CMS 6.0 User’s Guide

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. If you don’t

need to change anything for now, just click Insert.

2 Insert image or media - Windows Internet Explorer

(g Newtocer [ Newsie = =i [25) Thumonats
Site: Corporate Site -l e —
URL aspowidmn=
) Corporate site Aemale text
Home widh 00
Services as
i Heignt 25
Products Border vign
News
Border color
3 Partners s g
zontal s
D Gomnty orizontal space
D Gy Verbcal space ]
PRE Angn none) -
Examples
Mobile®

Other

& Images
W/ CorporateSiteLogo'
& Default product image
] Default gallery image
B CorporateSiteLogoPrint
B arrow_apiexamples
B arrow_devnet
B arrow_documentation
B/ arrow_examples
= Koala.jpg

ofnare nis) ac 060, Integer eget metus. Sed portitor. Aliguam erat volutpat

B insert image or media
Atochments | Cortent | Mediafbranes  Web x

Lorem ipsum dolor 5 amet, consectetur adipi
‘ Pellentesque turpis lacus, convalis Gignissim, consectetur vel, rulrum non, risus. Integer non risus ef diam ulrices
&y Special Pages. solicitudin. Alquam fBucibus Imperdiet massa. Vivamus eros. Cras ey dolor. Duss 1scnia purus at mass:

T o

B

|
!

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

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.

m

1

E)e. r  EEEEol o 8@

Styles ~ MNormal - Font v Sze v | A AT | L

E] Source | A | g 8 @ | B I U == X x| =

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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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.

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.

i

3 Copy Up 2 = E
, ® o GENE | P 2
New  Delete & Move g Down Edt  Prevew | Lieste | st Search :
Content management View mode Other -
&) Corporate Site’ View | Validate ?
X 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
i
13 products ¥ Shopping cart | My account | My wishiist
B (News IT Company Your shopping cart is empty
3 My first news Textsize: = m W
5 Mew Consulting Services | ERTIEY Services Products News Community Company Media

(39 Apple Pad 2 In Stock
@ company Growth Exceed!
3 Community Website Sect]
7 Fartners
[ community
13 Company
3 Media
[ Examples
3 Mobile*
1 other:
% Special Pages’
< Images

ype. They ca
published on a s
blished

News List (5]

News title. Search

Brad Summers | 6292011 12,00 00 AM

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

© 2011 Kentico Software



Editing structured documents

23

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.
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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.
- | x [ Copy i Up
New | Delete J/cp Move b 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.

v6.0.4246 @  Signout

Live Site  Site Manacer  |Corporateiitelb & Global Administrator ¥

E-commerce I Enterprise Marketing Solution

MS De
=] = Copy Up
&5 & i

New  Delete [= Move . Down Preview  Live site List Search lz‘
Content management View mode: Other —
) Corporate Site Page | Design Form Properties [7]
D Home
[ Services = R Spall check
D Products "
] News [] Source | B G o oA | Ha& @ | B I U= X x2 = = S woug | = = = = =
Inviestnens aapP EHEEEOC DowBE
(& New Consulting Services
[ Apple iPad 2 In Stock Styles ~ Format ~ Font v Size v | A A- | B
(7 Company Growth Exceeds §
\,_-‘_‘_7 Community Website Sectio Sign in to <. Signinto C \ianager. The default account is administrator with blank password. Global Administrator (administrator)
D Partners - ing cart | My account | M
& communiy Q IT Company
] Company
[ Media H ~ a g
- ome Services Products News Community Company Media
|| Examples
[ Mobile® » News
1 other
) Special Pages
) Images ;
iThis 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 |
{puslished in this section. News are standard Kentico CMS documents of the News document type. They can be added to this section by content |
teditors 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 title
« 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.

[ r v ®  Soaout
*.t. Kentico 3
CMS Desk : cce  Onine marketin Marketing Solution
3 Qa =l
= 2 5 @ 3 a4 0 & a [y
My dashboard Recent Outdated Pending Checkedout My docs. Myprofile  Blogs Frends Messages Projects] Bin |
Dashboards Documents wy Data .
4] Recycle bin 3
Documents | Objects
User Global Administrator (adminsrator) ]

Documentname: | LIKE
Document name path: LIKE

EEE

Document type: UKE

~ Actions  Document name
A onI  Mysecond news

Document name path  Document type  Deleted ~
MNewsMy second news  News 8187201130345 P
Hems per page: 25 [v]

Sokcted documents [+ Restore ol ok |

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

~ 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.

Congratulations, you've just learned how to delete and restore a document.
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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. You’'ll see that your page 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, it's important to realize that the Up and Down buttons in the document action toolbar 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 i Up

X o=
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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6.4 Copying a document

Now you will learn how to copy a document from one place to another.

1. Click on the document you want to copy (e.g. the News page) in the content tree and click the Copy
button in the document action toolbar.

K N —t
New  Delete = Move {} Down

Content management

2. In the Copy document dialog click on the location where you want to copy your document (e.g. the
Company section). If you want to copy all child documents under, please check the Copy also child
documents option. Then click the Copy button at the bottom.

(@ Copy document - Windows Internet Explorer e

- Copy document
Content

(g New folder ‘ 2

Site: Corporate Site [ Name: W

) Corporate Site Actions  Name Type Size | Modified

B Home > [ careers Page (menu item) 61222011 9:47.45 PM
[ services

[ Products
] News ltems per page: 10 [+]
[1] Partners

T Careers
[ offices
[ Media
[ Examples
|| Mobile*
[2) Other
) Spedial Pages

> 1 offices Page (menu item) 61202011 9:33:13 P

& Images

Target location: /Company

gopy also all child documents

T copy document permicsions

Documents to copy:

INews

You have just learned how to copy a document.
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7 Translating documents

You might want to have your website in multiple languages so that your website would be useful for many
visitors with different cultural backgrounds.

Please note: For this part of the guide, your website has to be configured for multiple language versions.
You should see the language option drop-down menu or the flag selector in the language toolbar (when
there are more than 5 cultures, you'll see rather drop-down list). If you cannot see it, please contact your
administrator to configure multilingual support for you.

Live Site  Site Manager [Corporstelsite bl & Global Administrator » v6.0.4246 E Sign Out

Kentico .
CMS Desk Mydesk Tools Administration  E-commerce  On-line marketing Enterprise Marketing Solution
Col u [
) G Oow tw BEN @ @ B u @]e &
New Delete | Move & Down Edit Preview Live site List French Compare Search
Content ment View mode Language | other —
&) Corporate Site Page | Design Form Masterpage Properties E
[] Home .
[ services | Spell check
[} Products . . . . .
a News Signinto C Desk Sign in to CMS Site Manager. The default account is administrator with blank password. Global Administrator (administrator)
[ Partners W Shopping cart | My acco
] Community " select $Clear
[0 company w I \.U"Ipany
|] Media £= English "W French
|] Examples Home Services Products News Community Company Media
| Mobile*
& . I ©-
] other
) Special Pages
) Images:

l

1. Make sure you are in the editing mode and choose from the Language drop-down menu (flag
selector) the language to which you want to translate your documents.

2. In the content tree, click one of documents with a little cross next to it. The cross icon indicates the
document hasn’t been translated yet.

\:_’! Corporate Site X
[] Homex
[ Servicesx
D Products*
[ Newsx
|1 Partnersx
D Community ¥
D Company ¥
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3. You will be displayed with dialog for creating a translated version of the document. In the following
option, choose the Copy content from another language option and select from which language
version you want your document to be copied. Then click the Create document button.

‘| New culture version (fr-FR)

The document does not exist in the current culture. You can create a new culture version of the document.

(~) Create empty document

@ Copy content frem ancther language

English - United Staies

4. Inthe Document name field enter the translated title of your page. Click Save.

lE Save' % Spell check

Teaser image: Tq. Upload file

Menu group: (none) |Z|
Publish from: E@NOW
Publish to: B Now

5.  Now you can switch to the Page editing mode and start translating the content of your page. Please
note, you will need to translate the master page (Root document) the same way to see whole content

of the page.

Congratulations, you have just learned how to translate a document to another language.
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8 Workflow and versioning

Please note: for the Workflow tutorial, we assume that your website has been configured for workflow.
For more information please contact your administrator or consult the Kentico CMS Developer’s guide.

8.1 Publishing a document

Please note: for this part of the user’s guide, we use an example with three default workflow steps — edit,
publish, archive. Your website might use different workflow steps. However, the procedure will be the
same.

1. In the content tree on the left side, choose the document you want to edit. At the top of the
editing/viewing space, there is a bar indicating your current Workflow step: Edit.

Live Site  Site Manager  [CorporatelSite B & Global Administrator v v6.0.4248BETA @ Sign Out

Content s  Administration  E-commerce  On-line marketing ! Enterprise Marketing Solution
) 3 Copy i Up
 Dow ¥ Q@ =L -
New Delete = Move & Down Preview Live site List Search
Content management View mode Other —
i_,'l Corporate Site Page Design | Form | Properties ?
|| Home —
B Services [ Seve o Pubisn  [EZ] spel chec
|| Products =
[ Mews [] Source | B G e A | B @ | B I U = x x2 = = E O == == i
[T My first news -
o S BaPF WEEEO Do B
(Zf Mew Consulting Services
— tyles ~  Font - Size w e v - =
I Apple iPad 2 In Stock o ‘ = A | & &
({E Company Growth Exceeds Ej ¢
(IF Community Website Section \
|1 Partners
] Community The changes were saved.
[} Company News Title My first news
] Media Release Date:  8/19/2011 5 Now
] Examples
Mobile®
& My first news edited summary
[] other ) E
3 Special Pages
&) Images

News Summary:

My first news edited text

2. Edit the content of your page and click Save.
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3. Now switch to the Preview viewing mode. You can see your page updated. However, you won't see
your changes in the Live site viewing mode so far because your updated page has not been
published yet and it’s still in the Edit workflow step.

4, Click the Publish icon.

m Live Site  Site Manager |CorporateiSitelbd A Global Administrator v V6.04248BETA @  signout
et L q
#1%  CMS Desk My desk E-commerce  On-fine marketing Enterprise Marketing Solution
&l > Coj U E Y —
2 g Bow Tw G p )
New  Delete | Move {} Down Edit Preview | Live site List Search
Content management View mode Other —
6_‘:3 Corporate Site View | Validate E‘
D Home
[ services
D Products » » »
™ Manager. The default account is administrator with blank password.
L] News
([ My first news ¥ Shopping cart | My account |

(T New Consulting Services Your shopping c:

(T Apple iPad 2 In Stock Ueiiens oL [
(3 Company Growth Exceeds Ef
(I Community Website Section
[ Partners » News B My first news _ (e N
D Community
| Company
[ Media H
D beamles My first news
[ Mobile*
D Other
&) Special Pages
i) Images

Home Services Products \ Community Company Media

m

My first news edited summary
Daily Moy

H L ,:
My first news edited text

5. Now switch to the Live site. Your edited page has been published and is now visible on your real
website.

That’s how you get your document through the workflow steps to be published.

8.2 Archiving a document

You can use the Kentico CMS to archive a document from your website. It won’t be visible to visitors but it
will be stored in a database ready to be posted again any time you need.

1. In the content tree, click on the document you want to archive and choose the Edit viewing mode.
Click the Properties tab.
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2. Inthe vertical menu on the left, switch to the Workflow tab.

Live Site  Site Manager  |CorporateiSiteled L Global Administrator v V6.04248BETA | @ Sign Out

e Kentico
"

N CMS Desk. Content My desk  Tools Administration E-commerce On-line marketing 'En!emﬁse Marketing Solution
Coj U
B comy 4 e (4 E 7
New Delete | Move . Down Edit Preview Live site List Search =
Content management View mode Other —
&) Corporate Site Page  Design Fonnl Properties “ ?
a Home - s
|1 services ?
g Products oy
] News
&My fistnews URLs This document is currently using workflow Default workflow.
— . . Approve: ‘Workflow steps
(I New Consulting Services
- Template Comment:
(T Apple iPad 2 In Stock - - Order  Step name
by Metadata
-._J Cumpany- Gruwth_Ex:eedf} E @ 1 Edit
I Community Website Section Categories
3 Partners 2 Published
[ Community Menu - 3 Archived
g Company Workflow 3> md e
] Media
[ mobile® Related docs
[ Other Workflow history:
3 Special Pages Einked e =  Time Step name  User Comment Action
= Ll
Y Images o Security 8/19/2011 10:14:14 AM  Published  Global Administrator (administrator) Published
I Attachments 8/19/2011 10:13:13 AM  Published Global Administrator (administrator) Published
Iltems per page: 25 E
F] m ’

3. Now click the Archive button.

This document iz currently using workflow Default workflow.
Approve:

Comment: %

Send e-

mail:

e

That’s how your document is withdrawn from the website and stored in the archive.

8.3 Versioning and rollback

Please note: Versioning and rollback work only for documents that use workflow.

You may want to list through previous versions of your document and choose one of the older versions to
be published on the website. For that you can use Kentico CMS versioning and rollback.
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1. Inthe content tree, click on the document you want to change. Make sure you are in the Edit viewing
mode and go to the Properties -> Versions.

2. Onthe right side, you can see the list of versions of the document.

Live Site  Site Manager  |CorporateiSitelEdl & Global Administrator v V6.0.4243BETA @  SignOut

Content Tools  Administration ~ E-commerce  On-line marketing ! Enterprise Marketing Solution
Dom T g =
?
New Delete = Move {} Down Preview Live site List Search -
Content management View mode Other —
() Corporate Site Page Design Form I Properties ’I ?
J Home
(] Services ?
j Products o
News
— Document history:
(Z My first news URLs RS i
{3 New Consulting Services ~ Actions  Modified when / by Ver. Comment Publish from  Publish to Publish  Published from
= 9 Template
(& Apple iPad 2 In Stock 219/2011 10:14:51 AM
L‘:-f Company Growth Exceeds Metadata Q o x Global Administrator (administrator) 40 8/1912011 10:25.08 AM
=5 o i : 8/19/2011 10:13:36 AM . -
(& Community Website Section | 0010 AR Giobal Adminisirator (administiator) >0 8M9/2011 10:25:06 AM 8/19/2011 10:14:14 AM
|| Partners
B 8/19/2011 10:13:12 AM
B community Menu AR Looal Adminsiator {administrator)  2° 8/19/2011 10:14:14 AW 811912011 10:13:13 AM
;__I Company Workflow Its
] Media
J Examples Versions b3
[ Mobile Related docs
|] Other
&) Special Pages Einkad e
€ Images | Security
|| ttachments

3. Choose the version you want to publish and click the Rollback version button.

~ Actions Modified when / by Ver.

- 8/19/2011 10:54:22 AM 10
= Global Administrator (administrator) :

4. Click OK to return to the selected version of the document.

5. Now switch to the Workflow tab in the vertical menu. You will see that the restored version of the
document is in the workflow step Edit. You need to publish it again to be visible on the live site.

Workflow steps

Order Step name

= Edit
2 Published
3 Archived

6. Switch to the Page editing mode and click Publish.
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Live Site  Site Mansger  |CorporatelSiteled A Global Administrator v V6.04248BETA @ Sign Out

My de: Tools  Administration  E-commerce marketing ! Enterprise Marketing Solution

=) =) Copy up
B = 2 - (@] P @
New  Delete |5 Move {b Down Preview  Live site List Search
Content management View mode Other p—
ﬂ_’) Corporate Site l Page 'Dsign Form  Properties @
D Home —
3 Services = Savel o Eublish l Spell check
& products Workow step: Edit. -
[ News . S— . . . " .
P e it e Sign in to Signinto ager. The default account is administrator with blank password. Global Administrator (administrator)
(I New Consulting Services W Shopping cart | My account i
(7 Apple iPad 2 In Stock O IT (:Ompa ny Your shopping cart is empty
37 Company Growth Exceeds Textsize:n m W
[I7 Community Website Sectio . )
@ v Home Services Products \ Community Company Media
D Partners
[ Community » News b My first news _ Q)
[ Company
[ Media
D Examples =
3 bobile® My first news
[ other =
& Special Pages )
H = My first news summary
& Images d Dail,r
News
b2 |
i My first news text
A
bl m v -

7. Now switch to the Live site viewing mode.

Congratulations, you have successfully rolled back to the older version of your document and you have
published it on your website.
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9 Security

9.1 Granting permission to edit a document

Please note: For this part of the tutorial, you have to be a user with the access rights for granting
permissions to other users.

For more information about security in Kentico CMS please consult the Developer’s Guide.
1. Inthe content tree, choose the document to change its security settings.

2. Make sure you are in the Edit viewing mode and go to Properties -> Security.

Live Site  Site Manager |CorporateiSitelld L Global Administrator v v6.0.4248BETA @ | Signout

e Kentico
"

% CMS Desk [WIENS  Mydesk Tools  Administration  E-commerce  On-line marketing 'En!evpri;eMarketmg Solution
[A Copy 4t Up
?
New Delete = Move b Down Preview Live site List Search =
Content n b View mode Other —
&) Corporate Site Page Design Form| Properties ‘] ?
D Home -~ 4
| services ?
g Products cay
] Mews Permissions
P URLs
5 My first news This document inherits permissions from the parent document.
[ New Consulting Services
— ) Template Chanae permission inheritance...
(] Apple iPad 2 In Stock
(& company Growth Exceeds E | Metadata Users and Roles: Access rights:
& Community Website Sectio Categories
D Partners tLo Deny
[ community Menu Full control
|9 Company Workflow Read
] Media =
= i odi
[ Examples Versions
1] Mobile® Related docs Create
|1 other Delete
= N Linked docs
1) Special Pages Destroy
&) Images Security >
Browse tree
achments Modity
permissions
Access
Requires authentication: Requires SSL:
© Yes @ Yes
@ No 7 No
@ Inherits @ Inherits
< m v
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3. Click Add roles button.

4,

Permissions

This document inherits permissions from the parent document.

Chanae permission inheritance...

Users and Roles:

Add users

Access rights:

Allow Deny
Full control
Read
Modify
Create
Delete
Destroy
Browse tree

Modify
permissions

In the Select roles dialog choose CMS Editor. Then, click OK.

2] Select roles -- Webpage Dialog

Role name or its part:

Select all Deselect all

Role name
Authenticated users

CMS Basic users

CMS Designers
CMS Desk Adminisirators

CMS Readers
Everyone
Eacebook users

Gold Pariners

K M2 ¥

CMS Communily adminisiraiors

(o]

.7 select roles

]

ltems per page: 10 [~ |

e
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5. The role CMS Editors has been added to the list. Now click the Allow checkboxes in the Read,

Modify and Create line. Then click OK.

Access rights:

Allow Deny
Full control |

" Read

" Modify

" Create

Delete
Destroy
Browse tree

Modify
permissions

]

e

Hl

Congratulations, you've just granted editing rights to the CMS editors role for the given document.

Please note that you can also set permissions just for particular users this way.
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10 Newsletters

You might want to send your customers e-mail newsletters to inform them about your new products. In
Kentico CMS, you can create your e-mail newsletters in a manner of minutes.

10.1 Creating a newsletter issue

1. At the main menu, switch to the Tools tab, choose Newsletters in the ribbon menu, switch to
Newsletters tab and click Edit next to the existing newsletter (e.g. Corporate Newsletter).

Live Site  Site Manager  |CofporstelSitelbd =~ & Global Administrator * v6.04243BETA @  Signout

Content My desk |REWM Administration ~ E-commerce  On-line marketing ! Enterprise Marketing Solution

N ~ - ——
E] @ Pols [} Custom tables 84 Forums [5] Message boards |"§::! i é ‘ % [&] Reporting
Forms ~ Media 3 Staging ([ File import Blogs  fla Groups e Abuse report Projects  Events Newsletters |G Web analytics
Content Community Collaboration 3l ng & Reports r—
[& Newsletters (2]
Newsletters || Subscribers  Templates  Newsletter quewe  Import subscribers  Export subscribers
e New ne\vséﬁ_ar

~ Actions MNewsletter « Subscribers Last issue

D - Corporate Newsletier 1] 6/20/2011 3:.40:13 PM
st Items per page: 25 |Z|
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2.
through the process of creating the new issue.

In the Issues tab, click Create new issue. A new issue wizard appears. It will guide you step by step

@ Newsletters

Newsletters | Subscribers  Templates  Mewsletter queue  Import subscribers  Export subscribers

» Newsletiers » Corporate Newsletter

Issues | Configuration  Subscribers

‘[3 Create new issue !

~ Actions

SR~

Issue subject

MNew Consulting Services

Send on

6/20/2011 3:40:13 PM

Sent e-mails

1

Opened e-mails

0

Unsubscribed
0
Items per page: 25 El

In the first step of the wizard, enter My newsletter issue into the Subject textbox. Check the Show in

newsletter archive checkbox and enter The content of my newsletter issue into the Content textbox
(Please note that for editing the content of the issue, you can use the WYSIWYG editor). Then click
Save button at the bottom. You might need to scroll down a little bit to see it.

(@ New newsletter issue - Windows Interet Explorer

Step 1 | Edit the content

subject{ My newsletter issue

B®®m | s & @ | BIU=xx
| @& P EHaEQ

Q [T Company

[ Source |

Show newsiatier issue in archi

content

The content of my newsletter issue

body p

Insert field:

Insert macro.

1T you wish to add attachments, please click Save first

:uEI*]

I New newsletter issue

e

4. The issue has been saved. Now click the Next button at the bottom next to the Save button.

5. Inthe step 2, click Next again.

6.

Your new newsletter issue has been send to the subscribers.

In the step 3, make sure the Send now option is chosen and click Finish at the bottom.
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O IT Company

The content of my newsletter issue

Company, address, state All rights reserved. You can unsubsoribe here: Unsubsoribe

Please note that sending of e-mails with a new newsletter issue may take some time. Switch to the
Newsletter queue tab to check the status of your e-mails.

@ Newsletters

MNewsletters  Subscribers Templahesﬁ Mewsletter queus IImport subscribers  Ewxport subscribers

r‘=9 ﬁ % Refresh

The following list contains e-mails that are waiting for being sent or whose sending failed.
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11 Forms

11.1 Creating and publishing a new on-line form

1. Goto Tools -> Forms. Click on New form.

T Live Site  Site Manager  [CorporatelSitelE A Global Administrator v v6.04245BETA @  Sign Out

CMS Desk Content My desk Administration ~ E-commerce  On-line marketing ! Enterprise Marketing Solution
|§] @ Polls  [[f Custom tables &4 Forums Message boards [gq [&] Reporting
Forms | Media ®§ Staging ([ File import Blogs fly Groups g Abuse report Projects  Events Newsletters (5] Web analylics
Content Community Collaboration Marketing & Reports

Forms 2]
ﬂ'g'* New form!

~ Actions  Form name » Entries

F® ~ | Contactus 0

Hems per page 25 [7]
2. Enter:

- Form display name: Send us a message

- Form code name: SendMessage

- Table name: Form_CorporateSite_Messages

Then click OK.

@ New Form

» Forms » MNew Form

Form display name: Send us a message

Form code name:  SendMessage

Table name: Form_CorporateSite_ Message
— ok
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3. Switch to the Fields tab and click New attribute.

Form Properties

» Forms » Send us a message

Data  General || Fields |} Form  MNotification e-mail  Autoresponder  Security  Alternative forms  On-line marketing
—

SendMessagelD* ﬁ E Save field
New atiribute
Forminserted®
FormUpdated® @ -

. Simple mode

Column name:

.
X

Show on public form:
Field caption:

Field type:

Allow empty value:

Default value:

Field settings

Columns:

Rows:

Size:

Show 'Insert image' button:
Show 'Insert link’ button:
Show 'Insert quote’ button:
Show 'Insert code’ button:
Show 'Bold' button:

Show "ltalics' button:

Show "Underline’ button:
Show "Strikethrough’ button:
Show "Color' button:

Use prompt dialog:

Media dialog configuration:

BBcode editor
O

() No @ Simple dialog
) No @ Simple dialog

EEREEEEEE

[l
(=]
=]
=
=
H

lqure

(7) Advanced dialog
() Advanced dialog
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4. Enter the following information:

- Column name: FirstName

- Field caption: Enter your first name

- Field type: Text box

- Maximum length: 15

Click Save field.

5. Click New attribute again and enter:

Simple mode

Column name:

Show on public form:

Field caption:
Field type:
Maximum length:
Allow empty value:

Default value:

- Column name: LastName

FirstName

v

Enter your first name
Text box

15

- Field caption: Enter your last name

- Field type: Text box

- Maximum length: 20

Then click Save field.

6. Now click New attribute again to add another column. Enter:

- Column name: Email

- Field type: E-mail

- Maximum length: 40

Click Save field.

Field caption: Enter your e-mail address

43
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7. Click New attribute again to add the last column. Enter:

- Column name: Text

Field caption: Enter your message

Field type: Text area
- Maximum length: 1000
Click Save field.

8. Your form is ready to be published on your website. On the main menu, switch to the Content tab
and choose the System integration page in the content tree.

9. In the Page editing mode, place the cursor inside the second Editable region and click the Insert
Form button in the WYSIWYG editor.

El Source | E @Y E | e e @ | B I U= x x| =i Ew®u | E = = =
a F:l|:w:-;g:|—n| e Y
Styles = MNormal - Font v Sze v | A A | i
[4]

10. In the displayed web dialog, click Select next to the Form name field and choose the Send us a
message form. Then click OK.

(2 Widget properties (On-line form) - Windows Internet Explorer |ﬂ|

@' Widget properties (On-line form) @m

BizForm settings

Form name®:

Widget container

Widget container: (none) [=] Edit ﬁ

Container fitle:

i ™
a Select forms -- Webpage Dialog ﬂ

Select forms

Form name or its part: W

Form name

Contact Us

| Send us a message

Items per page: 10 |Z|
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11. Now, click Save and switch to the Preview mode. You can see that your form has been added to the
System Integration page.

Sign in to <. Signin to i ager. The default account is administrator with blank password. Global Administrator (administrator)

W Shopping cart | My account | N
O IT (:O'mpa ny Your shopping cart is empty

Textsize:n m W

Home 5 5 Products News Community Company Media
» Services » System integration _ O\
System integrations
Web Design

We provide system integration services.

Web Development

" N Enter your first name:
Network Administration

Enter your last name:

Enter your e-mail address:

Enter your message:

After the form is submitted, you can find the form data in CMS Desk -> Tools -> Forms -> Edit
(Your_Form) -> Data. You can set an e-mail notification as well at CMS Desk -> Tools -> Forms -> Edit
(Your_Form) -> Notification e-mail.

Congratulations, you’ve just gone through the process of creating a brand new form for your website.
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12 E-commerce

12.1 Creating a new product

Now you will learn how to create a new product for your e-commerce.

1. In the content tree, choose Products -> Smartphones and click New in the document action
toolbar.

2. Select the Smartphone document type.

| New document

Please select new document type:

Document type name : LIKE |Z|

|| Page {(menu item

= Article

] Blog

] Bundle

5 Cell phone

I E-book

P Event

| Event (booking system
@ a0

(=]

[l] Image gallery
) IT Service

& Job opening
& Knowledge base article
¥ Laptop
(T News
i, Office
| | PaidMembership
& roa
(3 Press release
59 Product
| Simple article
| | Smartphone

[ Software
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3.

In the Form tab, enter:

Name: HTC Evo 3D

Operating system: Android 2.3 Gingerbread

Dimensions: 127 x 66 x 11.3
Weight: 170 g

Display type: Super-LCD
Display size: 4.3"

Display resolution: 960x540

mm

CPU: Qualcomm Snapdragon Dual-Core 1.2 GHz

RAM: 1 GB
Internal storage: 4 GB

Removable storage: 8 GB Micro-SDHC (expandable up to 32 GB)

Battery type: Li-ion 1730 mAh

Camera: Dual 5 MP
GPS: YES

a7

Then check the Create a new product check box and enter 900 as Price. You can upload Product
image if you want to. Choose Smartphones within the Department drop-down list. Click Save at the
top. Your new product has been created.

E Save F Save and create another ;;—Z—:) Spell check

SmartphonelD:
Name:

Operating system
Dimensions:
‘Weight:

Display type:
Display size
Display resolution:
CPLU:

RAM:

Internal storage:
Removable storage
Battery type
Camera

GPS:

HTC Evo 3D

Android 2.3 Gingerbread

127 x 66 x 11.3 mm

170 g

Super-LCD

43"

960x540

Qualcomm Snapdragon Dual-Core 1.2 GHz
1GB

4GB

8 GB Micro-SDHC {expandable up to 32 GB)
Li-ion 1730 mAh

Dual 5 MP

v

V| Create a new product

Price:
Image

Description:

Department:

900 (UsD)
Upload: C:\Users\davidba\Deskto | Browse.

Smartphones E|
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4. Now go to Product -> Tax classes. Here you can apply the chosen tax to the new product. Click
Add tax classes button, choose the Sales tax and click OK to save the changes again.

Page Design Form | Product | Properties

Document is & praduct

General | Taxclasses | Volume discounts  Options  Documents

==

-
2] Select tax class -- Webpage Dialog
The following taxes apply 5.
Select tax class
No tax classes selected. a

P —— Tax class name or its part:
. Selectall Deselectall
[]  Taxclass name

( Sales tax

O] TaxClass

items per page: 10 [~

(.

5. Switch to the Volume discounts tab and click New volume discount.

Document is a product

General  Tax dasses‘ WVolume discounts l)pﬁons Documents

6. Enter 10 in the Minimum amount textbox. Choose the Relative discount radio button and enter 5
in the Discount value textbox (this will add the 5% discount to the product price.). Click OK and

close the dialog.

7.

= [ 5 ) |

pu
@ Mew volume discount - Windows Internet Explorer

93 New volume discount

Minimum amount: 10

Discount value :
5

@ Relative discount ) Absolute discount

(%)

———

In the content tree, choose the Smartphones page. You can see your new product has been

successfully added to your e-commerce website.

Congratulations, you've just learned how to create a new product.
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12.2 Changing order status

Now you will learn how to change the status of your order.
Firstly you have to make an order to be able to change its status.

1. Open your favorite internet browser, go to the Corporate
Smartphones in the main menu.

site and choose Products ->

Manager. The default account is administrator with blank password. Global Administrator (administrator)

W Shopping cart | My account | My w
Total price: $879.99
Text size: = m

O IT Company

Home Services Prod News Community Company Media

» Products » Smartphones

nartphones Smartphones
Lapiops-and Tabiets are the most popular hardware products these days. Started by iPhone a few years ago, most manufacturers create this type
S of cell phones at present. The rapid development i this field is getting their capabilites still closer to traditional computers, all of it in a size
- that fits in your pocktet. We offer the finest selection of top-of-the-range smartphones, none of which will be a bad choice for you. Now you
E-Books only need to decide which one appeals to you the most!
IT Services
_ Memberships Product List
Name. Manufacturer: | (all) [=]E Onlyin stock [ Fitter
Apple iPhone 3GS Apple iPhone 4 BlackBerry Torch 9800 HTC Sensation
$424.99 K3 smsees Ed | s K3 sreese [ w |
Motorola Atrix 4G Samsung Google Nexus S
$529.98 K3 sssee [w |
Partners Examples Mobile Other Powered by
Silver Partners My Home Page Home Site Map -
Gold Partners Development Models News Disclaimer Kentico
Web Parts Articles
APl About Us
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2. Click the Add to shopping cart button below HTC Sensation

3.

HTC Sensation

soss ()

In the Step 1 of the check out process, click the Check out button at the bottom.

Step 1 of 6 - Add some products to the shopping cart

[ 3 g —
S h ‘
Currency-  US. Dollar [=]
Remove  Product name Units Unit price Tax Subtotal
(] HTC Sensation 1 79999 80.00 879.99
Total shipping $0.00
Total price: $879.99
Empty Update
Continue shopping [ Check out ]
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4. Inthe Step 2, choose Create a new account and enter following information:
- First name: John
- Last name: Smith
- E-mail (user name): johnsmith@Ilocalhost.local
- Password/ Confirm password: johnsmithl

Then click Next.

Step 2 of 6 - Registration check

2
3 oo :,:L" 1

Sign in using your existing account

@ Create a new account
First name: John
Last name: Smith
E-mail (user name): johnsmith@localhost local

Company account:

Password: Password strength: Acceptable

Confirm password: ssesssssss

51

Back

Next
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5. Inthe Step 3, enter following information:
- Name (company or personal): Software Development
- Address lines: 1020 Blueberry Ln.
- City: Tucson
- ZIP: 85474

Then click Next.

Step 3 of 6 - Select billing and shipping address

Billing address: (new) [=]

Name (company or personal): Software Development

Address lines: 1020 Blueberry Ln.

City: Tucson
ZIP: 85474

USA [=]
Country:

Alaska Iz‘

Phone number:

[IMy shipping address is different from the billing address

Back

6. Inthe Step 4, do not change anything and click Next.

Step 4 of 6 - Select payment and shipping methods

Shipping: DHL ($8.00) =

Payment: Cash on delivery |Z|

Back

o =

C v )

Next J
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7. Inthe Step 5, click Order now.
Step 5 of 6 - Order preview
L_F
i) N |
Billing address Shipping address
Software Development Software Development
1020 Blueberry Ln 1020 Blueberry Ln.
Tucson Tucsen
85474 85474
USA, Alaska USA, Alaska
Payment method: Cash on delivery Shipping option: DHL
Product name Units Unit price  Tax Subtotal
HTC Sensation 1 799.99 80.00 879.99
Shipping: $5.00
Total price: $887.99

Product tax name

Sales tax

Order note:

Back

Tax summary

80.00

Order now
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8. You should see the order confirmation text now. Your order has been received. Now sign in to the
CMS Desk and go to E-commerce -> Orders.

¥ Live Site  Site Manager  |CorporaieSitelbd A Global Administrator v V6.0.4243BETA @  SignOut
M2 Kentico

1% CMS Desk Content  Mydesk Toos  Administration [[REY  On-ine marketing

' Enterprise Marketing Selution
[ New order & New customer % 53 New product 45 Discount coupons
rd &) Reports Customers Products 55§ Productoptions | ¢ Discount levels Manufaciurers  Suppliers  Configuration
Orders Customers Products Discounts Configuration

Q Orders

[ new order

Order 1D
Customer last name:

Customer first name:

Order status: (all) [=]

Order i paid: al) =]

Site: Corporate Site |z|
Actions. ID  Customername Company Customer e-mail Order date ~ Total price Status  Is paid
f x &= 1 John Smith johnsmith@localhostlocal  8/22/2011 %:32:53 AM  $887.99 New No

Items per page: 25 E
9. Click Edit next to the newly created order.

Actions 1D Customer name

@ &@mEr 1 John Smith

10. In the General tab, choose Payment received from the Status the drop down menu and click OK.

» Orders » 1

l General IShipping Biling  Items Inwoice  History

Order |D: 1

Date: 82212011 93253 AM | 5 Now
Invoice number: ]

Status: Payment received =]}

Customer: John Smith

Company address: (none) [~] Edit: m

Crder note:

The status of your order has been changed successfully.
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13 File import

13.1 Bulk import of files

Now you will learn how to import files and documents to your website.

1. Goto Tools -> File import.

Al Kentic

#1%  CMS Desk My desk nistration  E-commerce  C

55

Live Site  Site Manager |GoiporateSitelld & Global Administrator ¥ v6.042483BETA @ | SignoOut

/ Enterprise Marketing Solution

g RS . &4 Forums Messagebuards
roms vedo 9 senf{lEFiemoor ) B0 & Groms 5 Avuse oo

Content Community

[&] Reporting
Newsletters (] web analylics
Marketing & Reports

E W
Projects  Events

Collaboration

Select files to be imported from c:\Inetpublwwwroot\KenticoCMS60_1\cmsimportfilesy:
Name: | LIKE [=]

Name Result

Chrysanthemum jpg

Desert jpg

desktop.ini

Hydrangeas jpg

Jellyfish_jpg

Koala.jpg

Lighthouse jpg

Penguins.jpg

[ R R R

Tulips jpg

Total: 9 Selected: 0

Target alias path:

Culture: English - United States El
Delete imported files from disk: [7]
Include file extension in name: [7]

Iltems per page: 25 E

2. On the right side, you should see the files from the folder designated as the source for the file import.
If you can’t see any that means there are no files in your file import folder. Please check the path to

the file import folder at the top and place the files you want to upload to that folder.

Select files to be imported from c\Inetpubiwwwroot\KenticoCMS60_1\cmsimportfiles):
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3. Check the Select checkbox next to the file you want to import and click Select.

Select files to be imported from c:\Inetpubywwwroot\KenticoCMS60_1\cmsimportfiles):
Name: LIKE [~]

] Name Result

] Chrysanthemum.jpg

| Desertipg

| desktop.ini
Hydrangeas.jpg
Jellyfish.jpg
Koala.jpg

Lighthouse. jpg
Penguins.jpg

O
]
O
]
]

Total: 9 Selected: 1

Tulips.jpg

Target alias path:
Culture: English - United States

Delete imported files from disk: [

Include file extension in name: []

4. Choose Examples and click the Select button.

@ Select path - Windows Internet Explorer [E=NEE

| B
Site: Corporate Site E| Name: W

{9 Corporate Site Actions  Name Type Size  Modified

B Home > [ v Home Page Page (menu item) 712172011 €:34:51 AW

[ Services =
g L1 pevelopment Models Page (menu item) 8/16/2011 7:21:47 PM
L] products

] News > 1] web parts Page (menu item) 72172011 9:35:18 AW
[ Partners 9 [ ap1 Page (menu item) 711272011 10:24:27 AM

[ community ltems per page: | 10 [+ ]
3 company

|| Media
(0 sampies” )
| My Home Page

[ Development Models
[ web Parts
[ aer 4
[] Mobile® H
[] other
) Special Pages
& Images _—

‘General

Selected path: /Examples
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5. Click Start import.

Select files to be imported from c:\Inetpub\wwwroot'\KenticoCMS60_1\cmsimportfiles):

Name:

1 = i Y

LIKE [~]

Name Result
Chryzanthemum.jpg

Desert jpg

deskiop.ini

Hydrangeas.jpg

Jellyfish.jpg

Koala.jpg

Lighthouse jpg

Penguins.jpg

Tulips. jpg

Total: 9 Selected: 1

Target alias path: /Examples
Culture: English - United States
Delete imported files from disk: [

Include file extension in name: [

Congratulations, you’ve just imported selected file to your website.
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14 Polls

14.1 Creating and publishing a new poll

1. Goto Tools -> Polls.

Live Site  Site Manager  |[COMPOISIGSIEE L Global Administrator v V6.04243BETA | @ | Sign Out

CMS Desk Content My desk [RCEIM Administration  E-commerce  On-line marketing ! Enterprise Marketing Solution

g | Custom tables 84 Forums Message boards ’_ﬁ ] [&] Reporting
Forms  Media [y File import Blogs fla Groups |¢ Abuse report Projects  Events Mewsletters  Gf Web analytics
Content Community Collaboration Marketing & Reports —
& Polls [2]
Site: Corporate Site |z|
@i New poll

~ Actions Display name = Total votes Open from Open to

F W~ MNewwebsite Poll 46

Items per page: 25 |Z|

2. Click New poll. @& New poll

3. The Display name, Code name and Title textboxes fill with Shopping. Into the Question textbox,
enter the poll question: Have you ever bought anything from our website? and click OK.

ﬁ New poll

» Bolis » MNew poll

Display name: Shopping
Code name:  Shopping
Title: Shopping

Have you ever bought anything -
from our website?

Question

4. Next, switch to the Answers tab and click New answer. 4 New answer

5. Enter Yes as Text and click OK.

» Answers » New answer

T New answer
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6. Then click New Answer again. Enter No into the Text textbox and click OK.
7. Now switch to the View tab to make sure that your poll looks the way you want it to.

8. Your poll is ready, all you have to do is to publish it on your website. On the main menu, switch to the
Content tab and choose the System Integration page in the content tree.

9. Place the cursor into the Second Editable region and click the Insert poll button in the editor panel.

[E] Source | A A | e & @ | B I U = X x| E = E MY uw | E E £ E |
BLEP | HMEBEE 0| @k & B
Styles - Mormal - Font v Size v | Br A~ | m
[l
10. In the displayed web dialog, click Select next to the Poll name field and choose the Shopping poll.
Then click OK.
f (=) Widget properties (Poll) - Windows Internet Explorer @Mﬁ
@' Widget properties (Poll) @w
Poll settings
Poll name*:
Show graph:
Count type*: MNone |Z|
Show results after vote:
Check if user voted:
[ a Select item -- Webpage Dialog MW
Web part container = )
<= Select item
Widget container:
Site: (global and this site) |Z|
Widget container title: Name or its part W
Container CSS class:
Item name

New Website Poll

Items per page: 10 |Z|
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11. Click Save and switch to the Preview mode to make sure that your poll is displayed correctly.

Signinto C Sign in to ¢ Ilanager. The default account is administrator with blank password.

Global Administrator (administrator)

Q IT Company "

Text size: =« m W
Home S 5 Products News Community Company Media

» Senices m integration

I .

System integrations

Web Design

We provide system integration services
Web Development

Have you ever bought anything from our website?
Network Administration

@i ves

©no

That’s how you create a poll and publish it on your website.
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15 Forums

15.1 Creating a new forum

Please note: for this part of the guide, we assume that the forum group is already created for your
website and it's published. We also assumed that the users have the right to create forums.

1. Goto Tools -> Forums.

Live Site  Site Manager  |Corporate/Sitelbdl L Global Administrator ¥ v6.04243BETA B Sign Out

CMS Desk Content (L3 Tools Administration E-commerce 0On-line marketing J Enterprise Marketing Solution
= Folls Custom tables = Forums| Message boards Reportin
FEE B0 Forumg ) s ER 8 Foporng
Forms ~ Media ®§ Staging [f3 File import Blogs $a Groups |@| Abuse report Projects  Events Newsletters (5] Web analytics
Content Community Collaboration Marketing & Reports —

&.i Forum groups

&4 New forum group

+ Actions Group name

F® U4 § ~  AdHoc forum group

FRE I~ Site forums
ltems per page: 25 [~ |

2. Click Edit next to the existing forum group.

~ Actions Group name
7T T~ AdHoc forum group

I T+ &~ Site forums

3. Now click the Add forum button. & 4dd forum
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4. Into the Forum display name and Forum code name textboxes, enter My new forum and
MyNewForum respectively. Click OK.

» Forums » New forum

Forum display name: i_.
Forum code name: L MyNewForum )

Description:

Forum base URL: Inherit from forum group

Forum unsubscription URL: Inherit from forum group

Require e-mail addresses: [} [ Inherit from forum aroup
Display e-mail addresses: (=] [= Inherit from forum aroup
Enable WYSIWYG editor: = [ Inherit from forum aroup
Use security code (CAPTCHA): [T [ Inherit from forum aroup
Forum is open:
Forum is locked: =

)

Forum is moderated:

5. You've just created your new forum. Now you’ll learn how to post a new thread. Click Sign out at the
top-right.

Live Site  Site Manager |CorporateSitelbd & Global Administrator v V6.04243BETA @  Sign Out

¢ Kentico

1% CMS Desk Content My desk Administration  E-commerce  On-fine marketing ! Enterprise Marketing Solution

> @ Pols [ Customtables 8J Forums| [5 Message boards s ) [&] Reporting
\ R
Forms  Media 3 Staging (g3 File import Blogs £ Groups e Abuse report Projects  Evenis Newsletters 5] Web analytics
Content Community Collaberation Marketing & Reports —
84 Forum group properties [2]

» Forum groups » Site forums

Forums | General  View
=

» Forums » My new forum IE‘
Posts | General ~ Subscriptions  Moderators  Security  View
e
My new forum \aa New thread
@ wWelcome
User name: administrator
E-mail: administrator@localhost.|
Subject:
Post: -
Signature:

Subscribe to post: []
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6. You are redirected to the Home page of the Corporate site. Click Community -> Forums at the

main menu.

The default account is administrator with blank password.

Services Products Community Company Media

» Home Forums
Blogs
Events

Discover Unlimited Website wii es!

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

@ Newsitier 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:

Last Name:
o Default user name and password

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 product On the logon page that appears, use the following default credentials:

User name: administrator
Password: leave the password blank

Where to learn more?

Price: $1 59699

If you are new to Kentico CMS or if you are looking for further information about the system, you can refer
to the following information sources

7. Inthe Site forums section, click My new forum.

Your shopping cart is empty
Textsize: s m W

I

Latest news

Company Growth Exceeds
Expectations

06/17/2011 Our company growth
has reached astonishing 256% in
the last financial year. It is not
only thanks to the excellent and
devoted work of our employees,
but mainly thanks to you, our
faithful customer..

g Polls

How do you like our new website?

© Excellent
23

© well done

- Forums Blogs | Events [—] Wiki
9 -

Forums

This section represents sample discussion forums created using the Forums module. You can set up any number of forum groups and each forum group may contain multiple
forums on particular topics. The forums are organized into threads. You can also use the Forums module for article comments if you use so called "ad-hoc” forums that are
bound to a particular document (article, product, etc.). For more information on the Forums module, please refer to Kentico CMS Developer's Guide -> Modules -> Forums.

Forum Threads

Site forums

Site forums
[ reworum) 0
Website forums 2

This is a forum group for sample forums on the sample Corporate Site

Search forums:

Advanced search

Posts Last post

(1/1/0001 12:00:00 AM)

Susanne Paige
(6/2172011 8:18:39 PM)
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8. Click the

new thread button.

My new forum

Subscribe to forum | Site forums = My new forum

9. Enter the following information:

- User name: Administrator

- E-mail: admin@gmail.com

- Subject: Welcome

- Post:

Click OK.

Welcome to our new forum.

My new forum

New thread
User name:
E-mail:

Subject:

Post:

Subscribe to post:

Administrator

admin@gmail.com

Welcome

Welcome to our new forum.

]
l OK I Cancel Preview
—>

Congratulations, you've just created a new forum and posted the very first thread.
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aqer. The default account is administrator with blank password.

cart is empty

Textsize:s m W

Home Services Products News N Company Media

I

» Community » Forums

—.- Forums (| Blogs Events s Wiki

Forums

This section represents sample discussion forums created using the Forums module. You can set up any number of forum groups and each forum group may contain multiple
forums on particular topics. The forums are organized into threads. You can also use the Forums module for article comments if you use so called "ad-hoc" forums that are
bound to a particular document (article, product, etc.). For more information on the Forums module, please refer to Kentico CMS Developer's Guide -> Modules -= Forums.

Search forums:

My new forum

New thread | Subscribe to forum | Site forums = My new forum

Thread Created by Posts Views Last post
. Administrator
(B Administrater ! 0 (82202011 11:42:22 AM)
1

Partners : Examples Mobile : Other : Powered by

Silver Partners My Home Page Home Site Map g e .

Gold Pariners : Development Models : News Disclaimer : -'i‘- Kentico
Web Parts g Articles
AP| g About Us

15.2 Moderating forum posts

Now you will learn how to create a moderate forum so that every post has to be approved before being
published.

1. Goto Tools -> Forums.
2. Click Edit next to the existing forum group.

3. Now click the Add forum button.
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4. Into the Forum display name, enter My moderated forum. Into the Forum code name, enter
MyModeratedForum. Check the Forum is moderated checkbox. Then click OK.

& Forum group properties

» Forum groups » Site forums

Forums | General  View

» Forums » Mew forum

Forum display name: My moderated forum
Forum code name: MyModeratedForum
m
Description:
Forum base URL: Inherit from forum group
Forum unsubscription URL: Inherit from forum group

Reguire e-mail addresses: [T Inherit from forum group
Display e-mail addresses:
Enable WYSIWYG editor:

Use security code (CAPTCHA):

[T Inherit from forum group
[T Inherit from forum group

[T Inherit from forum group
Forum is open:

OoEODOoOOO

Forum is locked:

Forum is moderated:

|

5. As a global administrator, it's not necessary to approve your own posts as they are being approved
automatically. Therefore, to try out the approve functionality, please sign out from CMS Desk, go to
the Forums section -> My moderated forum -> New thread and enter your user name and your e-
mail address to the User name and the E-mail checkboxes. Next, enter Welcome as the Subject
and to the Post textbox enter Come try our new moderated forum. Click OK.

My moderated forum

New thread
This forum is mederated. It needs to be reviewed by forum moderator before it's published.
User name: Adminislratur
E-mail: " admin@localhost local
(;Lme Try our new moderated Eorum.) m
Post:

Subscribe to post:

OK Cancel Preview

o
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6. The thread has been posted, however, to be visible in the forum, it has to be approved by the
designated moderator.

Now, sign in back to the CMS Desk and navigate to: Tools -> Forums.

There are two ways how to approve the forum post. You can do that either on following screen by
clicking Approve button:

Live Site  Site Manager |Gorporateisitelbd A Global Administrator v v6.0.4243BETA @ = SignoOut

Sl i
oy entico

CMS Desk Content My desk Administration ~ E-commerce  On-line marketing ! Enterprise Marketing Solution

= Polls Custom tables Forums| [5] Message boards i+ 1] [&) Reporting

W e @ 5 P !

Forms  Media ®§ Staging ({3 File import Blogs fa Groups @ Abusereport Projects  Events Newsletters 5 Web analytics
Content Community Collaboration Marketing & Reports

M Forum groups E‘

84 New forum group

~ Actions Group name
AR& L~ | AdHocforum group
R8T Y - sieoums

ltems per page: 25 [~

« Posts waiting for my approval

~ Actions  Forum name Post content
Administrator: Welcoms
@ My moderated forum Come fry our new moderated forum.

Iltems per page. 25 E

Or you can find particular forum post in the forum structure and approve it:

Live Site  Site Manager  |CorporatelSitelbd L Global Administrator v V6.04248BETA | @ | Sign Out

Al i
¢ entico

1% CMS Desk Content My desk Administration ~ E-commerce  On-line marketing ! Enterprise Marketing Solution
= Polls Custom tables Forums| [5] Message boards e ) Reportin
W e @ wos | ] 9 e
Forms  Media g Staging [[3 File import Blogs  fla Groups g Abuse report Projects  Events Newisletters (5] Web analytics
Content Community Collaboration Marketing & Reports E—
& Forum group properties [z]
» Forum groups » Site forums
Forums | General  View
—=—
» Forums » My moderated forum lz‘
Posts | General Subscriptions  Moderators  Security  View
—=
My moderated forum @ Forum post
& Welcome =

[ Edit 3€ Delete > Reply (& Stickthread (5 Lockthread | «f Approve l( Approve sub-tree () Move

Administrator (3/22/2011 1:07:29 PM)
Welcome

Come try our new moderated forum.

Guest

g Post attachments

Congratulations, you’ve just approved your new thread and it’s visible on your website.
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