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SiteManager Version 7 — Change Guide

The new version of SiteManager looks quite different at first glance but you'll find that the majority of what
you do on the CMS can be done in exactly the same way as you do it currently. This guide attempts to draw
your attention to the differences that you need to know about and introduce you to some really useful new

features.
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New Look

The first thing you'll notice is the new look. Version 7 uses a
new cleaner, crisper style, with curves and clean white

backgrounds. You still log in in exactly the same way as
normal though. TERMINALFOUR Site Manager

The site structure view has the same basic layout on the left rassword ||
—you can see the branches and sections you have B e

permission to work in. Differences are that hidden sections
(ones which have had “Show in Navigation” unticked, so

d 1999-2010, TERMINALFOUR Solutions Ltd

they won’t appear in department menus) appear with grey

folder icons and visible sections have yellow folder icons.
Over on the right there is a brand new side bar containing lots of useful new features for you.

| 4 TERMINALFOUR Site Manaqer «A A | © Language: English ¥ | Moderator: shastaff Logout
Content Rights & Roles Help
Show site structure
E> Site Structure < @ [x] Search System
Path : Home » www.aber.ac.uk » Home
English & Creative Writing = 3 0 0 ‘ ‘
— T e
& £3 Undergraduate Studies 1 5 1 0 Sections: @ Content: &
w 1 Postgraduate Studies = s 1 0 @
@ C3 Visiting Students @ =2 1 0
w [3 Departmental Research = 2 1 0 Publishes
w F1 Staff @ 2 1 0
- Channel Due
W 03 News ¥ 6 2 0 www .aber.ac.uk Fri 03:20
O columnil @ 2 0 o www.aber.ac.uk Wed 09:40
- www .aber.ac.uk Wed 09:40
U £ column 2 = 2 o 0
U £z column 3 = 1 4] 1] T
U Ea departmental colours @ 1 1] 0
U £2 Introduction = 1 0 o Name Last Modified
ntent 26/1/11 3:09 PM
@ [1 Postgraduate =@ 1 ] 0
. 27/11/09 11:22 AM
U £ Test (= 3 v} 0
@ 03 Conferences @ s o o 16/4/10 2:50 PM
@ £z Old Undergraduate Studies Ej 1 o 0 16/4/10 2:52 PM
0 £3 Visit Us @ 2 1 o
Path : Home » www.aber.ac.uk » Home » Training Area
Shipman, Suzy Clair = 3 o 1] Last Modified Content
U C3 About Me = 3 0 0
o Name Last Modified
My link section % 0 o 0 Test SA4 A me dr.nn.oe A

You can now get back to the Site Structure at any time by clicking on the T4 logo in the top left of the screen.
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The Site Structure Sidebar

SiteManager Version 7 — Change Guide (14/04/11)

The sidebar is made up of several helpful widgets. These can moved around so that you can put your

favourite at the top. They can also be minimised if you don’t need them.

Search System

This widget allows you to search through section or content names to find the
section or piece of content you wish to edit. This is especially useful if you work on a
department with a large number of sections. You can go directly from the search
results to either modify the section or the content.

Publishes

This widget keeps you updated as to when the next scheduled publish will be
running. This allows you to see at a glance when your work will get published and
what time you should aim for if you wish to get it published as soon as possible.

Approval List

This widget allows you to see your approval list (all content that is awaiting approval
in sections you have permission to edit in — not just your content) without having to
visit the main approval page. This gives you a visual reminder to approve content
you’ve worked on and helps to avoid pending content getting forgotten about and
never going live. The main approval page is still available from the Content menu.

Last Modified Content

This widget allows you to see what content has been worked on recently in sections
you have permission to edit in. This can be useful if you are working in a department
where there are several people working in the same area as you will be able to see
which pages have been recently edited.

[+

Search System

Sections: @ Content:

Publishes m
Channel Due
www.aber.ac.uk Tue 12:40

Approval List

Name Last Modified

16/4/10 2:50 PM
27/11/09 11:22 AM

26/1/11 3:09 PM
16/4/10 2:52 PM

[_ "+

Last Modified Content

Name Last Modified

2011-01-26 15:09:28.0
2011-01-26 15:08:02.0
2011-01-26 15:08:00.0

2011-01-26 11:46:55.0

2010-04-29 16:25:49.0
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Menu Changes
There is one less menu on the top right — the Tools menu has now

sAA ! = Language: English ¥ | Moderator: shastaff | Logout

Content ¥ Rights & Roles ¥ Help ¥

gone. The Media Library can now be accessed from the Content
EF Add Content

menu. The rest of the Content menu is the same as normal with

G Modify Content

the exception of the Logout option which has now moved to a ¥ Delete Content

g Site Structure

more sensible location at the top right corner above the menus.

=] | @ Media Library ) )
lections: @ Content: ©)

& [ Approve Content

[ Search |

Working with Sections 4z
You create sections in the usual way, but if a section already exists and you want to =
modify it, you don’t have to go to the menu and choose modify (you can, but don’t :;J z :‘:::::;:m 2
have to) —instead just click on the name of the section and it will open up for & ® belete section | >
editing. (5 = Move section -

|ZJ &5 puplicate Branch 5
It’s also possible to go directly to the content tab for the section — use the drop 0 & preview section
down menu that appears on the menu button and choose “Modify Content”. @ g :‘:‘::":::nt 2
Choosing “Add Content” will take you directly to the list of content types to choose O porete comtant | 2
from. = . !

If you need to move sections, you can now

drag and drop them. Just click and hold the Path : Home » www.aber.ac.uk » Home » Training Area
Shipman, Suzy Clair

section you wish to move and dragit to a

new location — the section you move it to = = Abou ¥ %Te“'"g Version 7
il l"

will highlight in blue. Let go and the section :
will be placed in the new location and a pop up will ask you to confirm.

When editing your section you’ll notice that the site structure is still available over on the left sidebar so you
can change to another section without going back to the main site structure view. This sidebar is adjustable —
you can make it wider or hide it.

When you finish modifying your section, you can click on Update at either the bottom (where it used to be)
or top (new!) of the page.

t4 TERMINALFOUR Site Manager Y Language: English ¥ | Moderator: shastaff | Logout

Content ¥ Rights & Roles ~ Help ~

Modify Section, Show Details

= site Structure 4| General Content Styles Metadata Contributors Subsections

« »

General information about the section.

Undergraduate Stu *
# £3 Undergraduate Stu Update
@ 3 Postgraduate Studi
£9 Visiting Student Name Undergraduate Studies
(2] Visiting students
© 03 Departmental Rese Output URL undergraduate
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Working with Content

Content can be accessed in the usual way, in the content tab in the relevant section, however you can get
directly to the content tab from the site structure by using the “Modify Content” option in the section menu.
Changes are the addition of an Add or Update button at the top of the page as well as at the bottom of the
content page.

t4 TERMINALFOUR Site Manager sA A | = Language: English ¥ | Moderator: shastaff | Logout

Content Rights & Roles Help

Meodify content, update details.

Section: Home » www.aber.ac.uk » Home » English & Creative Writing » Introduction
4 General Information Content | Placement Channels Options

Content Template: General Content

[ Proview |
Name = Undergraduate Information
Titde i Undergraduate Information
Media Library

The Media Library is now located under the Content menu, and looks quite different. On the left is the usual
category structure which you can open and find the appropriate category for your department (this now
stays at the point in the Media Library that you are viewing rather than jumping back to the top). Along the
top are the Add Media button, Search, Jump to media by ID, Filter and change view buttons. The Add Media
button is now on the left (rather than further over as it used to be). If you wish to view the files differently
you can change between “Detailed Mode” and “Preview Mode” by clicking the buttons on the top right.

t4 TERMINALFOUR Site Manager A A | * Language: English v Moderator: shastaff | Logout
Content Rights & Roles Help
> Media Library Browse
<) » Options Add Media Search for an item |M\ Enter ID [‘J“ﬂ]ﬂ\ter: All Types |z| =) (8

U 31 images

[—— >
U 3 PDE
] Sidn ﬁ e

Steffan camel.JPG Humpback Whale.jpg

Steve H

Page L of 1
tests

&
=}
£a

= 1 Tegid Edward
Ca
3 training
Ca

training rhis

+ (3 VCs Managemet

@ E3 Widening Partici

&

Images

&

PDE Media ‘

1

DOC Media

RTF Media

B &
P ereRR

EPS Z

Copyright © All Rights Reserved 1999-2010, TERMINAI FOUR Solutions Ltd. = A A | Moderator shastaff | Logout
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Search

The new search option allows you to search for a file by typing a word from the file’s name in the search box
— the results will show all items which include that word in their name, keywords or description. For
example, searching for “regulations” gives:

Browse
Add Media Search for an item | Search:l Enter ID [‘J”mP]FiIter: E
All Types |Z|
Name Type Size
en_rules-and-regs-student-2007-8.pdf Adobe PDF Document B2 g
en_rules-and-regs-student- 2008-9.pdf Adobe PDF Document H B2 g
Lab safety regulations Adobe PDF Document {2 g
en_rules-and-regs-student-2009-10.pdf Adobe PDF Document {22 g
Minibus Rules Microsoft Office Document {2 g
Regulations Adobe PDF Document B2 g
Requirements and Regulations Adobe PDF Document B2 g
Financial Regulations Adobe PDF Document H B2 g
Uploading Media

When uploading an item to the media library you’ll find a few extra features.

Media Library

4% General | Categories

General Media Information

m [Cancel]

Name i
Description i

4
Keywords i

“
Type
Media i Choose File | Ng file chosen
Thumbnail (1] § Choose File | o file chosen
Media Language Fully Independent
Dependence i Y " E
Categorisation Categorised @

[1]1f you do not upload a thumbnail, the system will attempt to create one from the uploaded

Media.
m |:Cance|:\
e  When you browse to your item from the Choose File Type Adobe POF Document
button, the file type will be set intelligently — if you pick Media i History of ...wg 1991.pdf
Choncg Filg | pio o) L

a PDF document, the type will be automatically set to Thuabail 1]
Adobe PDF Document — if you pick an image, you will be given a choice of types that can apply to
images.

e There’s a new (optional) box to add keywords for the file — these can be used when searching for
files.
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e Media Language Dependence — this allows you to choose
between “Fully Independent”, “Independent Media File” and
“Fully Dependent”. The meanings are:

Media Language Fully Independent =]
Dependence i

Fully Independent
Categorisation Independent Media File

Fully Dependent

o Fully Independent — the file, it’s name and description, are the same for English and Welsh

(this type is unlikely to be used in future, but exists for old media as these options didn’t

previously exist)

o Independent Media File — there will only be one file, but it's name and description need to
be different depending on the language (this is useful if you have a bilingual document that

you need to access from Welsh and English pages)

o Fully Dependent — there will be 2 files — one for each language, each with their own name
and description (this is useful if there is a separate document for each language- they can be
stored together, but have different names and information)

Modifying Media

To modify an item in the media library, in preview mode in you now move your mouse E

over it —when it highlights you can click on the Advanced button which takes you to
the editing screen. If in detailed mode, just click on the name of the media item. From
here you can modify the file (change its name, other information or reupload the file),

create a new variant (if it is an image) or look at the file history.

Desert Landscape

Variations History

© Original Version

Type: Image

Desert Landscape
Type: Image

| Advanced |

|:AddVarianﬂ \\Deietej \DownloadJ | Cancel |

Variants

Images in the media library can now be edited to create different variants at difference sizes or crops — for

example if the image you uploaded is too big for your page, you can now resize it (tick ‘keep aspect ratio’

first, then change either width or height) or crop it within the CMS, or you could create 2 versions of an

image for different situations.

However, this is still not perfect — you can’t combine resizing and cropping which you might need to do to

get a rectangular image to be a square of set size (eg for a special menu). Use with care!
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Inserting Media
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When inserting media into a page, you will use a “pop-up” version of the Media Library as previously, but

now this pop-up is fully functioning — if you realise at this point you haven’t uploaded the item yet, you can

upload it from here. You can also make changes to a media item from here if, for example, you realise that a

PDF file hasn’t yet got a description.

Once you have found your media file you can simply click on Select under the thumbnail

(in preview mode) or click on the name of the file (in detailed mode) to insert it into your -
content. For an image file, clicking the Advanced button instead will allow you to choose =

from any variants the image might have. You will get a similar window to the one you get

narrow boat sunset

when editing an image, but now there is a Select button to click when you have picked TyPs: Imeas

the appropriate variant.

Departmental News

I:Advanced]

Datereleased & 5009/01/03 16-12

Users who use the news system will find that they can now pick I |

dates from a pop up calendar for their news items. Click into the

date box and the date picker will appear.

Welsh Language

4/ 5| 6 7| 8| 9| 10

I
11| 12| 13 14| 15| 16| 17|
18| 19| 20| 21| 22| 23| 24
25| 26| 27| 28| 29| 30| 31 I.i‘
(]

Abstract * i 0 January 2009 ] 16:12 &

Su Mo Tu We Th Fr Sa Hour Minute | §

ch
aal

The language change button has moved up to the top of the screen, above the menus. Sections and content

that do not yet have a Welsh version now display as “Not translated” instead of “Not set”, but you can still

put your mouse over the words and see the name of the section or piece of content in English.

There is now a Welsh Interface available. This is accessible by clicking on your user id at the top of the page —
this takes you to the “Show User Details” screen where you can change the “TERMINALFOUR Site Manager
User Interface Language” to “Welsh — Generic (cy)” in the drop down menu.

t4 TERMINALFOUR Site Manager

aAA | Iaith: Cymraeg ¥ Cymedrolwr: shastaff Allgofnodi

= Strwythur y Safle
Path : Home » www.aber.ac.uk » Adref
Saesneg ac Ysgrifennu Creadigol

= £3 Astudiaethau Israddedig

&
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2
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