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4 Kentico CMS User’s Guide 5.5

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 web site 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 web site.

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

& Corporate Site - Home - Windows Internet Explorer = ]

http://localhost/Kentic v ® 4,‘,\ Q] o |
Corporate Site - Home % v B v = @ v Pagev Safetyv Toolsv @~ 2

| Sign in to CMS Desk }\gn in to CMS Site Manager. The default account is administrator with blank password. z

]:p Shopping cart | My account | My wishlist

CompanylLogo

Search for:

Services  Products  News Blogs Forums Events Images Wi

m

First Name: Your first news
Last Name: This is a sample web site created with Kentico CMS for ASP.NET 1102008
E-mail You can use it as a starter kit for your own web site and to learn Hevs you Gan entec the sUmmaty.of the
Kentico CMS news item. You can use WYSIWYG
editor to format the text, insert links and
Default user name and password images. The summary will be used in

news item nraview

_ You can sign in to CMS Desk (the administration interface) using the
Do you like our product? link at the top of the page or by going to the following address EZEHIEEIITITS

http://localhost/KenticoCMS/CMSDesk (if youre using the default

: Yes, | do. " installation path). Use the following credentials:
1
No. | don't i User name: administrator
‘P d: Leave the blark.
| don’ {E ct.

7| Getting Started
m Price:

Kentico CMS Tutorial will guide you through Kentico CMS. You can also $249.00
get help at http://www kentico.com/Support.aspx

Site map | Disclaimer | Mobile version

Kentico z
€8 Local intranet | Protected Mode: On fa v ®100% v
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3. In the following interface, type in your user name and password and click Log on.

Version: 5.5 Build: 5.5.3772

Congratulations, you’ve just log 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 and
graphical interface that is easy to use and quick to navigate through.

- View mode | | Editing mode e G Switch to Site Current Current
selection GotoLive Site || gitq Manager selection user version

fe Manage:  Site: Corporste wie (=] Wser: Global Admmistrator 46 5 374 Sign Ot

pats - -
e 1 2l [ ye
Now Duie (S e oo | (i D Gk || %o Sign Out
Contert management View mode ther button
# ! Corporate site Page Degn Form Propertes.
Home p—
Document Services | sme 5 sestchecs
) Wb Design = T =t F = 3
actions Wb Devalopmant =] Sonsce | (B & WL BeIB g s ]S | T
Netwesk Admerestration =T R T L7
Broducts ] Snte =] Fomat = Font = Size = - | -
5 [ Cell phones 308 Do
S m - Sy e M, T i e i wilh M e
2 @ pous WYSIWYG
< [ Laptops Glaal Admesstrates (adminsteater) [ "
Nows C i editor
Comnt e et OmpanyLOQO P Shoppeng cart | My account | My wishbst
ll‘eﬁ I Your second news Vs shanpping ol i aevety
2 [ partners Search for
. Compary .
Blogs vents | Images Wik Framples Editable
Forums H
Ewerts * e Dasign Senacas i il
""’f“r — * el Dilopmen
Czech Republic P ——
o HO02628.PG ® Matwork Adrmnistration Uur Seraces
H = HO002601.0PG Wi wde professional seeaces in the folowing a
-F:a,ge in e & provide professional seraces in the folowing areas
edlt'ng mode = MOD1775.0PG
. usa

s content on the nght. You can create hnks Simisr 1o thode SOV Using the

4 G Special pages
< G Images

s J
-
e Kentico

The main sections are:

e Main menu where you can switch between the Content, My Desk, Tools and Administration
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.

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 web site or just see how it looks in a
browser.

e Content tree that displays the structure of your web site 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 a content of your page, editing document fields and product or document
properties. 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 User’s Guide 5.5

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 My profile in the content tree and navigate to

Details tab.
-\l,_ Kentico Switch to Site Manager ~ Site: | Corporate Site[»] User: Global Administrator v5.5.3772 Sign Out
% CMS Desk Content Tm:ls Administration
=
=) My desk a My profile Q
# Recent documents
- » Outdated documents Change password ~ Nofifications  Subscriptions
=

@ Waiting for my approval
-2p Checked out by me

= User name: administrator
al My recycle bin
5 t Full name: Global Administrator
Sy documants
& [My profile Firstname Global
Il My Blogs Lastname Administrator
21 My messages Nick name
- & My friends . -
E-mail: administrator@localhost.local
Preferred content culture: (default) El
Preferred user interface culture: | English El
Messaging nofification e-mail:
Time zone: (none) E|
H Signature:
Gender: @) Male ) Female
Date of birth: B now
Avatar:
Upload:
Select pre-defined avatar
Show splash screen: [}
ok |

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.

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, navigate to My profile in the content tree and choose
Change password tab.
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Editing structured documents 9

_\=;_ Kentico Switch to Site Manager ~ Site:| Corporate Site[w| User: Global Administrator v5.53772 Sign Out
1% CMS Desk Content § Mydesk | Tools  Administration
=
8- My desk & Wy profile 2]

-z Recent documents

© Outdated documents Details Change password Notifications Subscriptions
=

- @ Waiting for my approval

& Checked out by me o
— Your existing password:
- My recycle bin

My documents Mew password:
ﬂ My profile Confirm password:
JUaiss [ Setpasswor |

3 Q My messages
& My friends

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

Your existing password: (sssses

Mew password: TTITITTIIL]
Confirm password: T LI
1 ASS O

That's how you change your password for the access to the CMS Desk.
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3

Getting started

3.1 Creating a new web page

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.

Switch to Site Manager  Site: | Corporate Site User: Global Administrator v5.5.3772 Sign Out
=32 Kentico 5 =] :
4% CMS Desk Content | Mydesk  Tools  Administration
Col T u ]
5 copy ¥ 4  [d =2 |~ ¢
New Delete = Move 3 pown Edit Preview Live site List Search ~
Content management View mode Other —
4 &) Corporate Site Page | Desgn  Form  Properties [ 7
-] Home ‘_‘
(1)-L][Services E Save \é:_"'i-a Spell check
@[ products . - . = : ——
-1 News ;= souee [ [ | & |4 2L Bl #iB I U s x iz iz §
(-] Partners (O @HosigRlolwld
2] Company L [F Suls ~| Fomat - | Fort - Sie T 9w i B
o Blogs Sign in to CMS Desk. Sign in to CMS Site Manager. The default aceount is administrator with blank password
()| Forums
1‘—‘ SEE Global Administrator (administrator) m
#-|| Images ' : L X
-1 wiki om n 0 0 m Shopping cart | My account | My wishlist
& Bl Examples “Your shopping cart is empty
5-L] Mobile® Search for:
(+)-] Spedial pages

& .
\-ﬂ'w Images J Home V Products  MNews Partners Company Blogs Forums Events Images Wiki  Examples

H * YWeb Design Senices
* Web Development

* Network Administration

{We provide professional senices in the following areas

- Web development
- Web design
- Network administration

|This is a simple page with left menu and content on the right. You can create links similar to those above using the
\insert/Edit Link bufton in the editor toolbar.

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.

'* [ copy 1 up

New | Delete [ Move & 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.

b Senices

| New document

Please select new document type:

| Page (menu item
1=

=| Article

) Blog

5 Cell phone

¥ Event

¥ Event (booking system)
[ 2 Jo]

e

& Folder

Image gallery

@ Job opening

& Knowledge base article
¥ Laptop

3 News

&, Office

@eoa

(G Press release

9 Product

| Simple article

%] Link an existing document
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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 a page template and select the template Templates with
editable regions/Header and text with left menu. If you're an administrator, you can also choose
to create a blank page and create it from scratch. Click Save.

212 Kentico
1% CMS Desk Content | Mydesk  Tooks  Administration
3 co i u
—— o [ =
New Delete = Move & pown Edit Preview Live site List
Content management View mode
(7] Corporate Site b Senices

-] Home
[#)-|] |Services
(41| Products
=/ News
[4)-1] Partners
[#)-|| Company
(41| Blogs
=) | Forums
[4-l] Events
[#-l-] Images
[1-l] Wik
[#-1.] Examples

Switch to Site Manager

}‘)
Search
Other

E‘ Save and create another

=)
= Spell check

Page namq System integration

All page templates

J Articles

5y Blank pages for widgets
J Blogs

';\] E-commerce

(-] Mobile® Events
(x)-"3) Special pages A FAQs
5] Images - Forums
) General
B - Home pages
4 2 Images

J Job openings

';\] Knowledge base

J Master templates

';\] Membership and security
J Maobile device pages

';\] News

J Press releases

5 _products
-} Templates with editable regio

@ Use page template | Inheritfrom parentpage () Create a blank page

Template name:

V553772 Sign Out

Site:| Corporate Site[w| User: Global Administrator

Q

=~

=

Search

Header and text

Simple text Simpl

;\l WikI

L b

12

Header and text with left

Header and text with
left menu

Header, text region Left menu, right text

m

Simple text with left
menu {personalised)

Simple text, page
placeholder and left
menu

e text with left
menu

menu

Displays header and text region with menu on the left.

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

page.

=4 co

rporate Site

-] Web Development

o
58
aB
28
w-B

‘[ ] Network Administration

Products
News
Partners
Company
Blogs

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.

Switch to Site Manager Site: Corporate Site User: Global Administrator v5.53772 Sign Out
212 Kentico Switch to Site Manag = =

“1%  CMS Desk Contsnt | Mydesk  Took  Administration

[ copy T up » E E] )3

New Delete =k Move & pown Edit Preview Live site List Search
Content management View mode Other
[=l% ) Corporate Site Design Form Properties
-] Home
[=)-|2] services E Save é:_"'fa Spell check

_, System integration

] web Design i =] souce | [& | | &1 |84 25| E £iB 7 U | % P12 IS &

]
®
&

_, Web Development HE iz} Q&SiER ol 8
“| ] Network Administration L |E Style ~ Fomat - | Font = S -E T -t &,

o) ©

[4-L] Products

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password.

[#-l] News

'ﬂ LJ e Global Administrator (administrator) m

[#-1] Company C L

[ Blogs Om pany 0 0 ﬁjﬂ Shopping cart | Iy account | My wishlist
9 Your shopping cart is empty

-] Forums

[z)-LL] Events Search for:

[#-l-] Images

RS v Products News Partners Company Blogs Forums  Events Images Wiki  Examples

41| Examples
[z)-L] Mobile®
g j = | Senices > System integration
)3 Special pages N .

e
(+)-<3) Images
* Web Development

* Network Administration

1. Place the cursor into the first text box and type in System integration.

m
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2. Then enter We provide system integration services in the Editable region box.

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password

Com panyLogo Global Administrator (administrator) m

t)] Shopping cart | My account | My wishlist
‘Your shopping cart is empty

Search for:

Products  News Partners Company Blogs Forums Events Images Wiki  Examples

* System integration Senices > System integration
O DESIgN e
® Web Development fSyslem integration

® Metwork Administration

|We provide system integration services ~|

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 L [ E

Edit Preview Live site List

View mode

You've just entered your first content to your web page.

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.
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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.

Switch to Site Manager ~ Site:| Corporate Site User: Global Administrator v5.53772 Sign Out
22 Kentico = =
1% CMS Desk Content | Mydesk  Took  Administration
] B copy i wp (A4 [ 2 | f | (2)
New Delete = Move & pown Edit Preview Live site List Search
Content management View mode Other
=
=) Corporate Site Design  Form  Properties (2]
-] Home -
-] services E Save @ Spell check
_| System integration - = = - = = o
[ web Design i =] source | [& § | & |#h 25 |E £EB 7 U w|x < &
_| Web Development T x| Q&SiEAlolxE
“| ] Network Administration L |E Style ~ Fomat - | Font = S -E T - E &
e Bucts Sign in to CMS Desk. Sign in to CMS Site Manager. The default t is admini with blank password. -
[#-|] News

(4 || Partners

L= Global Administrator (administrator) m
e Companyl.ogo

[4-.| Blogs Tr Shopping cart | My account | My wishlist
-1 Forums Your shopping cart is empty
-1 Events Search for:

#-|] Images

= L] wiki Products News Partners Company Blogs Forums  Events Images Wiki BExamples

4| | Examples

[+)-] Mobile®

o G spedalpages ] ST RS
3% Images

* Web Development

m

* Network Administration

{We provide system integration services.

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).

ESystem integration

2. Now click on Bold sign in the WYSIWYG editor. The highlighted text should change.
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3. Then highlight another part of the text and change its size by clicking the Size drop-down menu and

click the Medium.

(s |21Y BB @B S0
MO =0 &S 02 0lw|8

.; Shyle + | Format + | Font

IMf:‘..Ela?z U | x 2 I |
-[E= e &-: B

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 web site. 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.

ESource|j,§‘X; @|§§n
FRo=os=igialolx s

o Style - Format - | Fort v | Size

|84 2L ([ FiB 7 U s x £ 1E 2]

i TE- -0 MR

2. After clicking the icon, the following dialog will be displayed.

5 Default product image
i services_webdevelop
& senvices_webdesign

3. File properties and preview

£ tnsert image or media — Webpage Disleg ===
%3 Insertimage or media
\I Attachments | Content | Meda loraries  Web ILFI-m |
2 owtocer [ 3 tewtie [: st e (2] Thumonass ] 2. View modes ()
Site: [ Corporate Site =] || name [ searcn |
2 &) Corporate Site Actions Name Type  Sue  Modied
Home sas B - -
 Default proguctimage (ng_image of) o 86 612010 3
s i Services a7 it 86KB  46201034320PM
Products 2 4/ = senices wendeveion pg  109KB  724200810:1123AM
2 i News > 4/ = senices webgesion g 40KB  4IBI201034415PM
Party >
e ? 4/ = senices network P9 62K 7R4/2008 10:-11:22 AM
&) |2 Company 2
) 1 Blogs > 4/ % compantone (Compantioce mxan of  35KB 7242008 10.11.22AM
Forums R/ Epscastomusnis by 3TKB 71242008 101122AM
5 3 Events o o
Images ==
5 3 wiki
) | Examples
o) Mobile®
- & Special pages
</ Images

= Services_network
S CompanyLogo
i people

Gorers | Uik Advenced  Behawior
URL: /KenticoCMSS5/Images{1)/Servces_webdevelop aspx
Atemate text

Width 400

P
Heignt 265

P—

Sorger coor ]

Horizontal space:
Vertical space.

Abgn:

=

MSS5/CMSFormC

& Local intranet | Protected Mode: On

3. Choose Content tab, click the Images folder within the

see the images already uploaded on the server.

content tree. On the right side, you should
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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.

£ Inert image or media - Webpage Dislog

%3 Insertimage or media

| Attadwents | Content | Medalbrares ieb

Sie:Corporate Ste <] [ croose i to Upiona ===}
ek « Users » ondreiv ictures e[ e
3 &) Corporate Ste G [ « v » o » Wy i e 2 S e
Home = = I
ganice = New folder =~ 3 @ - o
4 ) Services Qi 66kB 4652010 34320 PM
3l Products 1 Favorites 9 10948 712412008 10:11:23 AM
) (4 News B Desktop —_—— $9 40K 46201034815PM
4 @ Partne wnioa
(B S e wRy PG 62KB 72412008 10:1122AM
O} Company ¥, Recent Places. E
2 Blogs oif 35KB 72472008 10:11:22 AM
2 @ Forums i Desert Hydrangess Chrysanthemum Sellyfish B9 B TRA2008101122AM
5 @ Events Bl
g 4 Documents _ I . tems per page: 10 ]
5 3 e e iz e
<) L wiki > 3
Examples I Pictres .
=@
o] Mobile® B videos
® Koala Lighthouse Penguins Tulps
- & Special pages « =
| <3 Images Computer
54 Default product image
i Services_webdevelop G Network
= Services_webdesign —=
= Services_network T TP — j
B CompanyLogo Filename: Kosls - |ANFiles ) -
= People == ®
Height 265
Border wian
Border color &
Horzontal space
Verscal space
Align (none) [~
[ msert - -Cascel” -}
e/ MSSS/CMSFormCe - On

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.

o e e T ==

%59 Insertimage or media

g e —— |

| g Newoider [ g Newfile = ust [ Tues [2Z] hombnaiis ol
site:| Corporate Site [f] | cees |k Adanced  setavior ‘

URL KenticoCl 1)Koala aspx ight=150 L )
Anemate text:

5 %) Corporate Site
Home.
2 2 services Wy 200

= (3 Products Hoignt 150
J News Border width
4 [2 partners
< Border color ¥
3 2 company
Blogs Horzontal space.

o

Lorem ipsum dolor sit amet, consectetur adipiscing elit Pellentesque hurpis
lacus. convallis Gignissim, consectetur vel, UM non, isus. Integer non risus et diam ulrices sollichudin

= (@ Events Aign (none) = Aliquam faucibus imperdiet massa. Vivamus eros. Cras eu dolor. Duis 130mia purus at massa. Praesent omare
21 1mages nisi ac 00, Integer aget m 'S

5 3 wiki

2 3 Examples

j 3 Mobile®

Special pages .

Images

5 Default product image

= Koala

& services_webdevelop

= Services_webdesion

&= services_network

5 CompanyLogo

&= People

2 Forums Vertical space:

I

=

MSS5/CMSF 2 2 S Local intranet On

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.
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18 Kentico CMS User’s Guide 5.5

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.

We provide professional senices in the following areas:

= Web development
= Web design

- Metwork administration

:

|Insert/Edit Link button in the editor toolbar.

iThr's is a simple page with left menu and content on the right. You can create links similar fo those above using the

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

iEsuce QI Y DBRB®H G- « [ME LB 7 U s x <]
MO =0 &S5 03 0lwl8

A Style = | Format - | Font

-] ske AR

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.

] Insert link - Webpage Dislog

%] Insertlink

|| atamens | conion | vedatrms e cr £t

[ Crowisnr [gnowss — Sun =] s (5] Thumonais

il Corporate Site =] W o |t bt

| Profocol URL

) Corporate Site (omen [=] [KenticoCMS55/Senvices/Systemv-integration aspx
Home

[ web Development
Network Administration
Products
News.
Partners
Company
[ slogs
Forums
Events
Images
Wiki
Examples
5 Mobile *
+) G Spedial pages
2 6 Images

MSSS/CMSFormC

3 % Local intranat | Protected Mode: On

=2

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.
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4.5 Inserting a table

Now you will learn how to add a table to your web site.

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

iElsuce [[Qi % DB BE( &Gio ~ [WILEFIB I U= SISE[EEISS=ESI00L &
im WE)= © @ =t OB
o|F Stye ~ | Format ~ Font ~ | Size ~E g Iy~ [,

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
Rows: 3 Width: 200 pixels -
Columns: 2 Height: pixels
Headers:  None -

Cell spacing: 1
Border size: 1 pacing

Alignment:  <MNot set>

Caption:  Mytable

Summary:

Cell padding: 1

oK Cancel

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

'_] Copy ‘I:r Up

New | Delete & Move & pown

Content management

2. Choose the News document type.

> News

| New document

Please select new document type:
|| Page (menu item

=] Article
‘0] Blog
5 Cellphone
1P Event
'i# Event (booking system
@ o
il
) Folder
Image gallery
& Job opening
&y Knowledge base article
& Lapton
%, Office
& oa
(@ Press release
&9 Broduct
Simple article

%] Link an existing document

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.

» News

E save E‘ Save and create another %}'—; Spell check

Source | [ § &io B 0L E FEIB I U sme| % 2 1S S| = SRR
I HOD =0 G20l ey B

: Styie ~ | Fomat ~ | Font - | Size - Ty -t P,

News Title: My first news

Release Date:  5/4/2010 5 now

My first news summary

News Summary.

My first news text

News Text
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4. Now click Save and create another.

E‘ Save and create another

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.

_;:4_ Kentico

15 CMSDesk Content | Mydesk

[ copy
New Delete | Move

Content management

&) Corporate Site
] Home

(-1 services

-1 Products

& DNews
& My first news
~4T My second news
@ our first news
{3 vour second news

@[ partners

(@[] company

-1 Blogs

@[ Forums

(- Events

(-] Images

@] wiki

(&)- ] Examples

(#-11 Mobile®

(+)"9) Spedial pages

(2 G Images

T e
4 Down

Switch to Site Manager ~ Site:|Corporate Site [w] User: Global Administrator V553772 Sign Out

Tools  Administration
Edit  Preview Livesite  List Search
View mode other |

Sign in to CIIS Desk. $ign in to CMS Site Manager. The default account is administrator with blank passwrord

Global Administrator (administrator) m
Companyl.ogo 8 Shessing | My szt |y s

Vour shopping esrt is empty

Search for:

Home  Services Products Partners Company Blogs  Forums  Events Images Wiki  Examples

This page contains a list of news with a header and introductory text. The news can be displayed in multiple ways depending on chosen transformation and web
part

My first news | 5/4/2010

My first news summary

My second news | 5/4/2010

My second news summary

Your second news | 1/15/2008

Here you can enter the summary of the news item. You can use WYSIWYG editor to format the text, insert links and images. The summary will be used in
news item preview.

Your first news | 1/10/2008

Here you can enter the summary of the news item. You can use WYSIWYG editor to format the text, insert links and images. The summary will be used in
news item preview.

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

(2]

==

]
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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 Properties
5 Soell check

: =] Souce | [& 2 &G M ElFiB 7 U |
D=9 a5 O

‘E Style - | Format - | Font * | Size et Ty~
Mews Title: My first news
Relsase Dats:  [5/4/2010 B now

My first news updated summary

News Summary:

My first news updated text

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.

A copy T Up

New [Delete] = move & pown

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.)

» Mews » My second news

5‘ Delete document "My second news"”

Are you sure you want to delete the selected document?

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

Switch to Site Manager Site:  Corporate Site User: Global Administrator v5 53772 Sign Out
22 Kentico Switch to Site Mansg 5 =]

“1% CMS Desk Content Tuols Administration
| [ Oew ¥w | 3 [g =R

New Delete = Move & Down Edit Preview Live site List Search @
Content management View mode Other .
(=) Corporate Site Page | Desan  Form  Propertes (2)
-] Home -
2 Services [ 522 @ Spell chack
[4)-l] Products = = = = =
o i [ Esouce | & [@lc (M %(E @i 7 0= | &
L My first news ol b M1 Q&SRB o w8
- Your first news L |E Shyle ~ | Format ~ | Font - Size B R AN
(@ Your second news Sign in to CMS Desk. Sign in to CMS Site Manager. The default tis with blank password. -

(4| Partners
4| Company

Global Administrator (administrator)
2 oo Companylogo e
ﬁﬁ Shopping cart | My account | My wishlist

(-] Forums
= Your shopping cart is smpty
[#]-|] Events
(-l Images Search for:
-] wiki
[z)-L] Examples Home Services Products Partners” Company Blogs  Forums Events Images Wiki  Examples =
(©-] Mobile®
(45 Special pages (R
4
(25 Images U iNews
] -]
{This page contains a list of news with a header and introductory text. The news can be displayed in multiple ways depending on chosen transformation and
‘web part.
| Add news

My first news | 5/4/2010

My first news updated summary

4. In the content tree on the left side, find My recycle bin. Click it and you will see all the deleted
documents on the right side.

-‘!‘- Kel’lthO Switch to Site Manager  Site: | Corporate SIteEI User: Global Administrator v5.5.3772 Sign OQut
#1N  CMS Desk Cttll] vy desk |insiii A sk
=
(=)~ My desk "E Recycle bin (2]
# Recent documents
- Outdated documents
@ Waiting for my approval
o hecked out by me
-1 My documents
& My profile —
-l My blogs
2 My messages [] | Actions Document name path ~ Last modified

@ Restore all @ Restore selected ’-;T Empty recycle bin
o

Document name path: | LIKE [=]

MNews/My second news 50472010 3:00:28 PM
&4 My friends B qm

Items per page: |25 E

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

[ Actions Document name path =
0 g b MMews/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.

= Copy ﬁ“ Up

x :
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 web site 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.

’_] Copy ‘ﬁ‘ Up

® -
New Delete & pown

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.

—

) Wore docamert — Webpegs Doy

« Mavs document

e s CHESE C0F v, et sk Do g s e, Cpanme S Lo Prsatad M

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.

=) v e

New Delete = Move & Down

Content management

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 —- Webpage Dialog [t

"1 Copy document

Content

(gl Newfolder @

Site:| Corporate Site [=] | name @ Parent document

(=) Corporate Site Actions | Name Type Size  Modified

[ Home 5
-1 Products =8 Ucames Page (menu item) 412112008 3:00:11 P

(2 services B [llomes Page (menuitem) 11262008 5:36:31 PH
News Ktems per page: |10 [=]

= 1] Carniers

& [ Offices
(-1 Blogs
(- Forums

(-1 Events
() 1] Images
@0 wiki

(-1 Examples
()1 Mobile®
()5 Special pages
(5) Images

Targetlocation: ICompany

uuv also all child documents

Documents to copy:

MNews

MS55/CMSFormC / t site=CorporateSi €M Local intranet | Protected Mode: On

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

232 Kentico

1% CMS Desk Content | My desk
gl Copy T w

New Delete [& Move & Down

Content management

[=)-# | Corporate Site
w|] Home
(-] Products
[#)-1.] Services
(2)-L] News
[+l Partners
)] Company
()| Blogs
()| Forums
[#-1.] Events
()] Images
(- 1] Wiki
&) -] Examples
[ Mabile®
(=5 Special pages
(- Images

Make sure you are

multilingual support for you.

Switch to Site Manager ~ Site:| Corporate Site[»] User: Global Administrator 1553772 Sign Out
Tools  Administration
2 = | | £ o
Edit Preview Live site List | nglish  French ‘ Search =
View mede | Language | Other
Page | Design  Form  Masterpage  Properties (2]
E Save ;—"é Spell check
£ = Sowce | (& £ & #h A E 2IB I U sk 2= = +
w0 = @ & 5iE 7] #
: Style ~ | Format | Font | Size ~ETE i &

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password.

5 English Ll French

Global Administrator (administrator) [0 0]

t;} Shopping cart | My account | My wishlist

Your shopping cart is empty

Search for:

Home  Products  Services News —Pariners Forums  Events Images Wiki =~ Examples

Company

Blogs

m

in the editing mode and choose from the Language drop-down menu (flag

selector) the language to which you want to translate your documents.

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®

_| Home ®
&[] Products*
_| [ ] services®
_|_, News #

_| [ ] Partners#®
_| _, 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

l @ Copy content from another language I
English - United States

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

E Save Efa Spell check

Document name |Nouvelles

Teaser image: q. Upload file
Publish from: @Now
Publish to: B pow

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 document

Please note: for this part of the user’s guide, we use an example with three default workflow steps — edit,
publish, archive. Your web site 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.

212 Kentico

A% CMS Desk Content | My desk
2 copy T up

New Delete = Move & Down

Content management

|4 ) Corporate Site
|| Home

(41| Products

-l Services

[=)-|] News
L My first news
My second news
: L& our first news

{7 Your second news
[-|| Partners

-] Company

4 || Blogs

(-] Forums

(4[] Events

=] Images

-l Wiki

@ || Examples
-] Mobile®
(+)-%3) Special pages
=-5) Images

Switch to Site Manager ~ Site:| Corporate Site[w] User: Global Administrator v5.5 3772 Sign Out
Tools Administration

W= /O

[d] = = U O

Edit Preview Live site List English  French Search =
View mode Language Other

=

Page | Design  Form  Properties @

[l s2e o Buniisn

% Spell check

Workflow step: Edit. i

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password.

= English L French

Global Administrator (administrator) m

Eﬂ Shopping cart | My account | My wishlist
Your shopping cart is empty

Companylogo

Search for:

Home Products — Services Partners Forums  Events Wiki | Examples

Company

Blogs Images

News > My second news

| Add news

m

51412010
My second news summary
My second news text

#Edit 3¢ Delete
RSS

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.

: Switch to Site Manager  Site: | Corporate Site User: Global Administrator v5.5.3772 Sign Out
22 Kentico » L]
“1% CMSDesk Content | Mydesk  Tools  Administration

P ocopy T wp E [@) = = il /Q

New Delete & Move & pown Edit Preview Live site List English  French Search O
Content management View mode Language Other —
(=4 - Corporate Site » News » Mysecond news
(41| Products
[)-|] Services Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password -

-] News
© G My first news =5 English Ll French

{EH|My second news Com panyLogo Global Administrator (administrator) m

F ézuur first HEWS ﬁ,ﬂ Shopping cart | My account | My wishlist
{3 Your second news

()~ Partners

-] Company Search for:
-L| Blogs
&[] Forums Home Products = Services Partners Company Blogs  Forums  Events  Images Wiki Examples
[#-l] Events
-1
&-=
-1
&-=

Your shopping cart is empty

Images News > My second news
Wiki

Examples

Mobile* i
(1)-'3) Special pages
=-5) Images

i 5/412010

m

My second news summary

My second news text

RSS

Site map | Disclaimer | Mobi 0

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

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 web site. 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.

212 Kentico
#§% CMS Desk

Content | Mydesk  Tools
[ copy T up 3
New Delete |[& Move & Down Edit

Content management

|zl ) Corporate Site Page
= :‘“Zect General

3 roducts

= . URLs

[#)-l=] Services

g ._| News Template

g My first news Metadata

My second news Categories
Your first news Menu
Your second news

(-] Partners

i Versions

=1 Company

o[ Blogs Related docs

=

B Forums Linked docs

= __, Events Security

(2)-[] Images Attachments

(-] wiki Languages

[#)-] Examples

-/ Mobile® |.

(+)-3) Special pages

[+)-%5) Images

Praview Live site List

View mode

Design

Switch to Site Manager

Administration

B = | = 1| R

English  French Search

Language Other

This document is currently using workflow Default workflow.

Approve:

Comment

Send e-mail:

Workflow history:
Time Step name User
5/5/2010 11:32:56 AM  Published

5/5/2010 11:32:55 AM  Edit

3. Now click the Archive button.

Global Administrator (administrator)

Global Administrator (administrator)

31

Site:| Corporate Site[«] User: Global Administrator v5.5.3772 Sign Out
@
—=
(2]
)
Workflow steps
- Order Step name
1 Edit
= 2 Published
P 3 Archived
Comment Action
Approved
Approved

Items per page: 25 |z|

This document is currently using workflow Default workflow.

Approve:

Comment:

Send e-mail:

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

8.3 Versioning and rollback

Please note: Versioning and rollback work only for documents that use workflow.
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You may want to list through previous versions of your document and choose one of the older versions to
be published on the web site. For that you can use Kentico CMS versioning and rollback.

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.

-‘!,- Kentico Switch to Site Manager ~ Site:| Corporate Site[»| User: Global Administrator v5.5.3772 Sign Out
#4% CMS Desk Comtent | Mydesk  Tools  Admimistration
3 Ty [ =
L ” 4 B E = |k Q
New Delete = Move & pown Edit Preview Live site List English  French Search =
Content management View mode Language Other
=14 ] Corporate Site Page  Desgn  Form @
i BLEIrs General P
(&[] Products @
Y 5 URL:
[@-l=] Services 3
_‘4 News Template
{3 My first news Metadata Document history: Destroy history
W Rlsccondnows Cateacess Actions Modified when | by Ver. = Comment | Publishfrom = Publishto | Publish | Published from Published
- Your first news Menu
i = 5/5/2010 11:32:55 AM 35
.‘...,'Your second news Workflow q x Glohal Administrator (administrator) 1.0 5/5/2010 11:32:56 AM
j J-. Z::;:r:y Items per page: 25
= Related docs
[#)-l-] Blogs
=[] Forums Linked docs
[ | | Events Security
[+J-|] Images Attachments
= 4 Wiki Languages
[+)-|.] Examples
|1 Mobile® 1

(+)-"5) Spedial pages

[=)-75] Images

< I 3

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

Actions Modified when / by Ver.
> 5/5/2010 11:32:558 AM
.". Global Administrator (administrator) 10

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
= 1 Edit
2 Published
3 Archived
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6. Switch to the Page editing mode and click Publish.

" Switch to Site Manager ~ Site:| Corporate Site User: Global Administrator v5.53772 Sign Out
22 Kentico = =
1% CMS Desk Content | Mydesk  Tooks  Administration
A c i u
el V. = E u o 2
New Delete = Move & pown Edit Preview Live site List English  French Search ~
Content management View mode Language Other
=
[=)% ) Corporate Site Design Form Properties @
-] Home
@-|] Products E Save Spell check
[4)-l] Services
= Workflow step: Edit. B

=] News

My first news

My second news
Your first news
I Your second news
|| Partners

- Company

|| Blogs

-] Forums

- Events

-] Images

-] Wiki

|| Examples

-[] Mobile®
(x)-'3] Special pages
3% Images

BEEEEEEEE

Sign in to CMS Desk_ Sign in to CMS Site Manager. The default account is administrator with blank password

= English L French

Com panyLogo Global Admiristrator (administrator) [0

]}ﬂ Shopping cart | My account | My wishlist

Your shopping cart is empty

Search for:

Home Products — Services Partners Company Blogs  Forums Events  Images Wiki

News > My second news

Il Add news

m

5/412010

My second news summary

My second news text

#Edit 3¢ Delete
{1RS

%]

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 web site.
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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.

(] " Switch to Site Manager ~ Site:| Corporate Site User: Global Administrator v5.53772 Sign Out
== Kentico =]
4% CMSDesk Content | Mydesk  Tools  Administraton
2 copy T up = D
@ @ B | = 1| £ -
New Delete = Move & Dpown Edit Preview Live site List English  French Search =
Content management view mode Language Other
=
|4 ) Corporate Site Page Design Form @
3 ome = ‘ .
& roducts &
£ URLs o
[#)-|-] Services |
50 News Template |
L. {3 My first news Metadata | Permissions
5 My second news Categories | This document inherits permissions from the parent document.
{& Your first news Menu | Change permission inheritance...
I Your second news Workflow ‘
|| Partners
s Versions | Users and Roles: Access rights:
-] Company
Y Related docs
4[] Blogs | Allow Deny
Linked docs |

[#-l] Forums

Full control

(-] Images Attachments ‘ Read

-1 Wiki Languages ‘ Wodify

[&-1] Examples Create

(-] Mobile® I

& i Delete

(- Special pages il

=-5) Images Destroy
Browse tree
Modify
permissions

Add roles ] Remave [ o]

Access

Requires authentication: Requires SSL.
) Yes @ Yes
@ No © No
@ Inherits @ Inherits

) Never [ ok |
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3. Click Add roles button.

Permissions
This document inherits permissions from the parent document.

Change permission inheritance...

Users and Roles: Access rights:

Allow Deny
Full control
Read
Modify
Create
Delete
Destroy
Browse tree

Modify
permissions

Add users Add roles Remove | oK ]

4. Inthe Select roles dialog choose CMS Editor. Then, click OK.

| Select roles -- Webpage Dialog [

84 selectroles

Role name or its part: W

Selectall Deselectall

Role name

Authenticated users

CMS Basic users

CMS Community Administrators

CMS Designers

oOoooooo

CMS Desk Administrators
CMS Editors
1 CMSReaders

]  Everyone
] Facebogk users
[]  GoldPartners

12 M items per page: |10 [+

httpi//localhost/KenticoCMSS5/CMSAdr € Local intranet | Protected Mode: On

35

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.
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Access rights:

Full control

Allow Deny

a

Read
| modify

=]

Create

Delete
Destroy
Browse tree

Modify
permissions

O OO0 oj=g=
O ooomomE@

|

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

Please note that you can set permissions just for particular user this way as well.
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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 content tree, switch to
Newsletters tab, click Edit next to the existing newsletter (e.g. Corporate Newsletter).

22 Kentico

#Q% CMS Desk Content My desk Administration

=) Tools a Newsletters
@ Abuse report

- [E] BizForms Newsletters | Subsaribers  Templates

Blogs

-4 Booking system 3 New newsletter
"’Q Content staging

- {i} Custom tables

Switch to Site Manager ~ Site:| Corporate Site[w| User: Global Administrator v5.5.3772 Sign Out
=
Newsletter queue  Import subscribers  Export subscribers
=
2
=

ﬁ’q E-commerce Actions Newsletter Subscribers Lastissue
: 11'-] File import x | Corporate Newsletter 0 11/6/2008 5:12:46 PM
&4 Forums
Items per page: 25
- &a Groups per pag [=]

|5_1| Media libraries

-[] Message boards
(D Newsletters
- & Polls

fh?] Reporting
- s web analytics
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2.
through the process of creating the new issue.

@ Newsletters

Newsletters | Subscrbers  Templates  Newsletterqueus  Importsubscribers  Export subscribers

Newsletters » Corporate Newsletter

Issues | Configuration

G w

Subscribers

Actions Issue subject

Z W Newrelease

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

(";H

Send on Sente-mails | Unsubscribed

11/6/2008 51246 PM 1 0

Items per page: 25 Izl

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 - Webpage Dialog =
("3l New newsletter issue
Step 1 Edit the content
Subject] My newsletter issue Show newsletter issue in archw
£ =1 5ource | [ £ Gia M E LB 7 U s x =1 GiWO=0Q &5
u|i Sie ~ | Format ~| Font ~| Size - T -
content
The content of my newsletter issue I =
Insert field Macro type: ftem:
E-mail B[ nsert | Contextvalue [=] (general contexty [] ppiication patn [=] T
Attachments
Ifyou wish to add atiachments, please click Save first.
i/ /| MSS5/C T Issue_New_Edit 1 € Local intranet | Protected Mode: On

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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Companylogo

The content of my newsletter issue

Company, sddress, state All rights reserved. You can unsubscribe 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 Templates MNewsletter qgueus Import subscribers Export subscribers

P 9 R R @ Refresh

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

11.1 Creating and publishing a new on-line form

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

i i q ite: i v5.5.3772 Sign Out
-\!,- Kentlco Switch to Site Manager  Site: | Corporate S\teE User: Global Administrator v 2 ig
1% CMS Desk Content My desk Administration
=
5 Tools & BizForms 2

@ Abuse report
BizForms
4l Blogs

--|'¥ Booking system
;.';a Content staging Actions Form name = Entries
-fil custom tables F RID  contactUs 0
ﬁ,i! E-commerce
--[fq File import
&4 Forums
85 Groups
-- Media libraries
Message boards
_fﬁ Newsletters
& polls
Fﬁ—] Reporting
&l Web analytics

Items per page: 2% E
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2. Enter:

- Form display name: Send us a message
- Form code name: SendMessage
- Table name: Messages

Then click OK.

%}, New BizForm

BizForms » Mew BizForm

Form display name: |Send us a message

Form code name:  |SendMessage

Table name: Messaies

3. Switch to the Fields tab and click New attribute.

BizForm Properties

BizForms » Sendus a message

Data General Farm Notification e-mail Autoresponder Security Alternative forms

SendMessagelD

Mew aftribute Column name:
Forminserted
FormUpdated Show on public form:

ﬁ Field caption:

Field type:

Q Allow empty value:

Default value:

Switch to advanced mode

Textbox [=]

Maximum length:

]

41
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4,

5.

6.

Enter following information:

- Column name: FirstName

- Field caption: Enter your first name
- Maximum length: 15

Click OK.

Column name: FirstName

Show on public form:

v
Field caption: Enter your first name

Field type: Text box |Z|

Maximum length:

Allow empty value:

Default value:

Switch to advanced mode

Click new attribute and enter:

- Column name: LastName

- Field caption: Enter your last name
- Maximum length: 20

Then click OK.

Now click New attribute again to add another column. Enter:
- Column name: Email

- Field caption: Enter your e-mail address

- Maximum length: 40

Click OK.
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7. Click New attribute again to add the last column. Enter:
- Column name: Text
- Field caption: Enter your message
- Maximum length: 1000

Click OK.

8. Your form is ready to be published on your website. At 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
BizForm button in the WYSIWYG editor.

Esowce [ BRBRBEIGi- «[@UN[ELIB 7 Uasx cIZE|CEISE=EEIQL I
MEOD=0 s ={0)aox 8
‘E Stple = | Farmat - | Font | Size 'ET:-' OE-'E "G,

10. In the web dialog, click the newly created Send us a message form.

Insert BizForm

Form name ~
ContactUs

Send us a message
ltems per page: |10 [~

m
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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 CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password.

S5 English I French
Companyl.ogo

Global Administrator (administrator) m

tp Shopping cart | My account | My wishlist
Your shopping cart is empty

Search for:

Home  Products ! News  Partners

Company Blogs Forums Events Images Wik

Examples

@ System integration
* Web Design

* Web Development

Senices > System integration

* Network Administration

We provide system integration services

Enter your first name:
Enter your last name:
Enter your e-mail address:

Enter your message:

oK)

Site map | Disclaimer | Mobile 0

Kentico

e
s

After the form is submitted, you can find the form data at CMS Desk -> Tools -> BizForms -> Edit

(Your_Form) -> Data. You can set e-mail notification as well at CMS Desk -> Tools -> BizForms -> Edit
(Your_Form) -> Notification e-mail.

Congratulations, you've just got 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. Inthe content tree, choose Products -> PDAs and click New in the document action toolbar.
2. Select the PDA document type.

» Products » PDAs

| New document

Please select new document type:

|1 Page (menu item)

=| Article

) Blog

B Cell phone

| Event

I Event (booking system)
[2 J=21e]

HEile

) Folder

Image gallery

& Job opening

& Knowledge base article
¥ Laptop

([ News

i, Office

(g Press release

59 Product

Simple article

£ Link an existing document

45
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3. Inthe Form tab, enter:
- Name: New PDA
- Battery : Li-lon
- Display type: Color
- Resolution : 240 x 320
- RAM (MB): 64

- Processor (MHz): 400

Operating System: MS Windows Mobile 5

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

¥ Products » PDAs

MName: MNew PDA
Battery: Li-lon
Display type: Caolor
Resolution: 240 = 320
RAM (MB): 64

Processor (MHz): 400
Operating system: |MS Windows Maobile &

Create a new product
Price: 900

Productimage: | Upload: C:\Users\ondrej\Downloa: | Browse...

A— o—

Description: _ B 7 |i= :i=

F— a—

Department: PDA & Pocket PC 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  Desgn  Form | Product | Properties

Documentis a product

General | Taxdasses | Volumediscounts  Options  Documents

£ Select tax class -- Webpage Dialo
The changes were saved. | = )

The following taxes apply| | %4, Selecttax class
No tax clsses selected.

Add fax classes |

Tax class name orits part

Selectall Deselectall

[[] | Taxclass name

Salestax

[, —

ltems per page: |10 [~]

| |http://localhost/KenticoCMS55/CMSAdr 9!_1 Local intranet | Protected Mode: On

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

Documentis a product

General Tax classes I Volume discounts l Options Documents

| @ New volume discount I

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.

r N
& | New volume discount -- Webpage Dialog @
{7}l New volume discount (2]

Minimum amount: |10
Discountvalue: @ Relative discount ) Absolute discount
5
—
http://localhost/K €M Local intranet | Protected Mode: On

added to your e-commerce website.

Congratulations, you’ve just learned how to create a new product.

In the content tree, choose the PDAs page. You can see your new product has been successfully
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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 site and choose Products in the main
menu.

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is inistrator with blank p. d.

= English Ll French

Com pany Logo Global Administrator (administrator)

T2 Shopping cart | My account | My wishlist
Your shopping cart is empty

Search for:

Services News = Partners Company Blogs Forums Events Images Wiki Examples

* Cell phones Products
* PDAs
* Laptops
= e (E @Eﬁ
Samsung SGH E250 HP iPAQ 114 Nokia N73 Asus A639
Our price:  $249.00 Our price:  $389.00 Our price:  $399.00 Our price:  $470.00

T3 Add to shopping cart TS Add to shopping cart T3 Add to shopping cart T3 Add to shopping cart

Acer Aspire 3105WLMi New PDA Asus F3U AP059C

Our price: ~ $490.00 Our price:  $900.00 Our price: ~ $999.00

TR Add to shopping cart TS Add to shopping cart TR Add to shopping cart

Site map | Disclaimer | Mobile version

b
-,:\- Kentico
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2. Click the Add to shopping cart button below Nokia N73.

3.

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

Our price:  $399.00

53 Add to shopping cart

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

Shopping cart

] Mokia N73

Empty

- -
[f'-ﬁ + B - D

399.00

If you have a coupon code, please enter it here:

10.00 2 409.00

Total shipping:  $0.00
Total price:  $409.00

Update

Continue shopping
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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

6‘?: » 3 3 &J s lﬁé

() Sign in using your existing account

User registration

@ Create a new account
First name: John
Last name: Smith
E-mail (user name): johnsmith@localhost. local
Company account: []
Password: ITTYITTIY)

Confirm password: esssssss

) Continue as anonymous customer

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

i;_;;sbasb&___JsblT 3

Billing address

Billing address: (new) |Z|

Name (company or personal): Software Development

Address lines: 1020 Blueberry Ln.

City: Tucson

ZIP: 85474

Country: UsA |Z|
Alaska |Z|

Phone number:

Shipping address
[CIny shipping address is different from the billing address.

Back Next

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

Step 4 of 6 - Select payment and shipping methods

Shipping and payment methods

Shipping: DHL ($8.00) [~]

]

Payment: Cash on delivery

Back Mext
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7. Inthe Step 5, click Order now.

Step 5 of 6 - Order preview

éw&a&ﬂjal:- » _ ¢§

Order preview

Billing address

Shipping address
Software Development Software Development
1020 Blueberry Ln. 1020 Blueberry Ln.
Tucson Tucson
85474 85474
USA, Alaska USA, Alaska

Payment method: Cash on delivery Shipping option: DHL

Nokia N73

1 399.00 10.00 409.00

Shipping:  $8.00
Total price: $417.00

Sales tax 10.00
Order note:
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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 Tools ->E-commerce -> Orders.

Switch to Site Manager  Site:| Corporate Site User: Global Administrator 653772 Sign Out
232 Kentico P [=]
#§% CMS Desk Content My desk Administration
— |
- Tools t}: E-commerce
- @ Abuse report
BizForms Customers  Products  Productoptions  Manufscturers  Supplers  Discountcoupons  Discountlevels  Reports  Configuration
- Blogs =
4 Baoking system T new order @=

3 Ba Content staging
[ Custom tables

{4 File import Customer last name:
- &4 Forums Customer first name
& Groups Status: (ally E
- Media libraries st E
ites:

Message boards Corporate Site
- Gl Newsleters T

@ Palls
. F.] Reporting Actions ID  Customer name Company = Customer e-mail

8l Web analytics F R &= 1 Johnsmitn johnsmith@localhost local

9. Click Edit next to the newly created order.

Actions D Customer name

ﬁ [=]=] 1 John Smith

Order date ~ Total price Status
5i6i2010 5:02:44 P $417.00 New
Items per page: 25

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

Orders » 1

Shipping Billing Items Invoice History
Order ID: 1
Date: 8/6/2010 5:02:44 PM @ Now

Invoice number: 1

Status: [ FPayment received

Customer: John Smith

Company address: | (none)

Order note:

(E)

The status of your order has been changed successfully.

[~] T TR
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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.

- s a ite: : V5.5.3772 Sign Out
-:!:- g\eagg-lcko Switch to Site Manager  Site: Corporate S\teE User: Global Administrator v 2 ig
(] es| Content My desk m Administration
=2 _ )

- Taols g File import 2]

@ Abuse report

= BizForms

el Select files to be imported from c:\Inetpub\wwwroot\KenticoCMS55\cmsimportfilesy:

ogs

a ’ré Booking system ] Hame Result
"a Content staging
__J Custom tables G Chrysanihemum.jpg

E8 E-commerce [7]  Desertjpg

({4 File import [l Hydrangeas.iog

T

£ AT [E]  Jeliyfishjpg
85 Groups
[ Media libraries [l Koalajpg

[F] Message boards [Tl  Lighthouse jpg
_f-ﬁ Newsletters = Penguins o

& polls
/8] Reporting [ Tulips.jpg

&l Web analytics Items per page: 25 E

Total: 8 Selected: 0

| Targetalias path ﬁ
Culture: English - United States [=]
Delete imported files from disk: [[]
Include file extension in name: []

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:\Inetpub\wwwroot\KenticoCMSS5\ crsimportfilesh:
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3. Check the Select checkbox next to the file you want to import and click Select.
(&g File import

Select files to be imported from c:\Inetpub\wwwroot\KenticoCMS55\ crnsimportfiles):

Name Result
Chrysanthemum.jpg
Desert.jpg

Hydrangeas.jpg

Jellyfizsh jpg

Koalajpg

Lighthouse.jpg
Penguins.jpg

]
]
]
]
]

Total: 8 Selected: 1

Target alias path:

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

Tulips.jpg

4. Choose Examples and click the Select button.

| Select path -- Webpage Dialog ﬁ
% | Select path

Content

o
Site:| Comporate Site ] Mame @ Parent doqument
=4 Corporate Site Actions | Name Type Size | Modified
{2 Home )
-1 Products » 8 L) webpars Page (menu item) 1/9/2009 12:32:46 PN
(=1 Services » =8 L myhome page Page (menu item) 12/2/2009 4:33:19 PN
(1] News ltems per page: |10 [~ ]

(-1 Partners

(-] Company

-1 Blogs

([ Forums

(-] Events

(-1 Images

-1 wiki

e
=)L Webparts

[3) My home page

()-[] Mabile®

(-G Special pages

(-G Images

General

Selected path: /Examples

http://localhost/KenticoCMS55/CMSFormControls/Sel -OrMedia/Default. |_hide=18&amp i‘; Local intranet | Protected Mode: On
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5. Click Start import.

&3 File import

Select files to be imported from c:\Inetpubwwwroot\KenticoCMS55\ crmsimportfiles):

Name Result

]

Chrysanthemum.jpg
Desertjpg
Hydrangeas jpg
Jellyfish jpg
Koalajpg
Lighthouse jpg
Penguins jpg

OooOoOo=EOO

Tulips.jpg

Total: 8 Selected: 1

Target alias path: /Examples ﬁ
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.

22 Kentico

#§% CMSDesk Content My desk Administration

=) Tools & Polls
@ Abuse report
-[E] BizForms @ New poll
Blogs

--|'% Booking system
"'Q Content staging
i} Custom tables 7R
15,0 E-commerce
-[gg File import
&4 Forums
& Groups
|5_1| Media libraries
E] Message boards

Newsletters
%] Reporting

sl web analytics

Actions

2. Click New poll. @ bewool

Total votes

37

Switch to Site Manager  Site: | Corporate Site[+] User: Global Administrator V5

Items per page: 25 E
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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.

@ New poll

Polls » Mew 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, % lew answer

5. Enter Yes as Text and click OK.

Answers » Mew answer

s New answer

Text

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. At 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.

Bz |[Qi4 DRBBG G- ~ WY (E LB 7 U s <
imMEE=0 & S5i8|E -

oy

A Shyle + | Format + | Faont v | Size - E Ti' %'E

11
11
-.'*'-

i

e

10. In the webpage dialog, click the Shopping poll.

Insert Poll

Poll name ~

Product Survey

ltems per page: |25 [~
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11. Click Save and switch to the Preview mode to make sure that your poll displays correctly.

Sign in to CM S Desk. Sign in to CMS Site Manager. The default account is inistrator with blank p: d.

=5 English L French

Com pany Logo Global Administrator (administrator) m

tp Shopping cart | My account | My wishlist
Total: $409.00

Search for:
Home  Products v News  Pariners  Company  Blogs Forums  Evenis | Images  Wiki  Examples
# System integration Senices > System integration
* Web Design

* \Web Development

* Network Administration

We provide system integration services.

Have you ever bought anything from our website?

— Yes

! No
[

"voter|

Site map | Disclaimer | Mobile io

N2 ‘
-’i\- Kentico

That’s how you create a poll and publish it on your web site.
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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 web
site and it's published. We also assumed that the users have the right to create forums.

1. Goto Tools -> Forums.

' % Switch to Site Manager Site: Corporate Site User: Global Administrator v5.5
23 Kentico Swsst 3 Ste Manzner [=]

#4% CMS Desk Content My desk Administration
]

ERCLE &4 Forum groups 2]
- @ Abuse report
-2/ BizForms &4 New forum group
Blogs
--|'¥ Booking system
pa Content staging Actions Group name
-l custom tables F® o & AdHocorum group

PR E-commerce FR T & siefoums

[ File import
ltems per page: 25 E
= Groups

- Media libraries
Message boards
_(a Newsletters
& polls
Fﬁ—] Reporting
&l Web analytics

2. Click Edit next to the existing forum group.

Actions Group name
R T 8 Addocforum group

T & Site forums

3. Now click the Add forum button, &# Add 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 » Mew forum

Forum display name: Iy new forum

—
Forum code name MyMNewForum
Description

Forum base URL:

Forum unsubscription URL:

Require e-mail addresses:  [Z] [Z]inherit from forum group
Display e-mail addresses: [Z1 [E) inherit fram forum group
Enable WYSIWYG editar: [T1 [E inherit from forum group

Use security code (CAPTCHAY [Z] [T nherit from forum group

Forum is open:
Forum is locked: [}
Forum is moderated: =

)

Inherit from forum group

Inherit from forum group

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.

212 Kentico Switch to Site Manager  Site:|Corporate Site[=] User: Global Administrator v5.5.3772 -m
#@% CMS Desk Content  Mydesk  Tooks | Administration

=

=) Tools && Forum group properties @

-.@| Abuse report
BizForms Forum groups » Site forums
-- Blogs
Fé Booking system
¥ Content staging Forums » My new forum
,ﬁﬁ Custom tables
- E-commerce Fosts | General  Subscriptions  Moderators  Security  View
{3 File import
- &4|Forums
& Groups
ol Media libraries User name: administrator
o ﬁ Message boards
Qj Newsletters
@ Polls Subject:

Forums General View

My new forum % New thread

) Reporting SEEE BDYNE

sl web analytics

|
Post:

Signature:

Subscribe to post: [

E-mail: administrator@localhost.local

o]

i
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6. You are redirected to the Home page of the Corporate site. Click Forums at the main menu.

Sign in to CMS Desk. Sign in to CMS Site Manager. The default account is administrator with blank password

3 English Ll French

Com pany Logo T Shopping cart | My account | My wishlist

Your shopping cart is empty

Search for: 3

Services News Events  Imag Wiki~ Examples

First Name: My second news
Last Name: This is a sample web site created with Kentico CMS for ASP.NET. 5/412010

g You can use it as a starter kit for your own web site and to leamn |My second news summary
Eai Kentico CMS

Default user name and password

E==
_ You can sign in to CMS Desk (the administration interface) using the
Do you like our product? link at the top of the page or by going to the following address

http://localhost/KenticoCMS/CMSDesk (if youre using the default

Yes, | do. = I path). Use the following credentials: A
]
No, | don't. i User name: administrator
‘e d: Leave the p blank.

1 don't know your product.
phSnc S -

Getting Started
m Price:

Kentico CMS Tutorial will guide you through Kentico CMS. You can also $389.00
get help at http://www kentico.com/Support.aspx.

Site map | D imer | Mobile

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

Forums

You can set up any number of forum groups and each forum group may have multiple forums on particular topic. 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 some particular document (article, product, etc.).

Search forums: -

Advanced search

o ene P | e |

Site forums

:__’]) 0 0 (1/1/0001 12:00:00 AN)
ﬂ Announcements P 6 Frank Stevens

S Product announcements come here. (11/16/2008 1:08:41 PM)
.=, Technical support 3 4 David Fishman

S Sample forum for technical support questions. (11/16/2008 1:37:45 PM)
Username
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8. Click the new thread button.

My new forum

New thread

| Subscribe to forum | Site forums = My new forum

9. Enter following information:
- User name: Administrator
- E-mail: admin@gmail.com
- Subject: Welcome
- Post: Welcome to our new forum.

Click OK.

My new forum

New thread
User name: Administrator
E-mail: admin@localhost.local
Subject: Welcome
JEEEBDYEE
Welcome to our new forum. o
Post:

Subscribe to post:  []

| OK I Cancel Preview

Congratulations, you've just created a new forum and posted the very first thread.
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S English Ll French

COm panyLogo T Shopping cart | My account | My wishlist

Your shopping cart is empty

Search for:

Home  Products  Services  News Partners  Company Blogs oru Events  Images Wik Examples

Forums

You can set up any number of forum groups and each forum group may have multiple forums on particular topic. 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 some particular document (article, product, etc.).

Search forums:

Advanced search

My new forum

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

e e e T e

(=) | Welcome Administrator 0 Administrator
(6/7/2010 2:16:07 PM)

1

Username Log on

Site map | D imer | Mobile io

Vs .
-,=\- Kentico

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.

su Forum group properties
Forum groups » Site forums
Forums General View

Forums » MNew forum

Forum display name: | My moderated forum [
Forum code name: l IMytoderatedForum l

Description:

Forum base URL: Inherit from forum group
Forum unsubscription URL: Inherit from forum group
Require e-mail addresses [T1 [l inherit from forum group

Display e-mail addresses [T1 [l inherit from forum group

Enable WYSIWYG editor [T1 [l inherit from forum group

Use security code (CAPTCHAY  [C] [Tl inherit from forum group

Forum is open

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 moderated. It needs to be reviewed by forum moderator before it's published.

User name: Administrator

E-mail: admin@localhost local

I EEINEMEE]

I Come try our new moderated forum. I -

Post:

Subscribe to post:  [[]

I OK I Cancel Preview
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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:

_\l,_ Kentico Switch to Site Manager ~ Site: | Corporate Site[w] User: Global Administrator v5.5.3772 Sign Out
“1%  CMS Desk Content  Mydesk | Took | Administration
==
(=) Tools 84 Forum groups (2]

i@ Abuse report

&g New forum aroup

S ;—Q Booking system

iy Content staging Actions Group name

il Custom tables AR T §  AdHocforum group
E-L%]E-‘cnmme:e AR T § siteforums

- [fg File impo

.. 84/Forums ltems per page: 295 E

g & Groups
y Media libraries # Posts waiting for my approval
Message boards
Newsletters

Polls

q Administrator: Welcome

i F.] Reporting ' My moderated farum Come try our new moderated forum.
“.fafl web analytics

Actions | Forum name Post content

ftems per page: 25 [ ]

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

.‘:’_ Kentico Switch to Site Manager ~ Site: | Corporate Site [w] User: Global Administrator v5.5.3772 Sign Out
“1%  CMS Desk Content  Mydesk | Tools | Administration
= |
- Toals & Forum group properties Q
- @ Abuse report
. BizForms Forum groups » Site forums
Blogs i
= F G Vi
P8 Booking system orums | General  View
¥ Content staging Eorums * My moderated forum Q
n;'ﬁ Custom tables
T E commerce Posts | General  Subscripons  Moderators  Seaity  View
- =
File import —
LE s = My:ﬂuderated forum @ Forum post
-~ (=) [Welcome
% SR [AEdt 9§ Delete (® Reply (& Stickthread (&) Lockthread porove | of Approve subtree (3 Move
-1y Media libraries

Message boards
fﬁ Newsletters

@& polls Administrator (5/7/2010 2:45:03 PM)
-[&] Reporting Welcome
s Web analytics Come try our new moderated forum.
Guest
B :
1 &6‘ Post attachments

= (Broves.. | INTTENE
.

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