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Overview

This manual will help you editour website using th€ontent Management Systefnconten management system,
or CMS (pronounced C-M-S), &y software that gives you the ability to update eabdn your website.

Accessing the CMS

To access the CMS, you will needveb browser and an Internet connection. All modeowsers are supported,
including:

* Google Chrome

* Firefox

* Internet Explorer 9+ (for a bettexperience, use Internet Explorer 11 or Edge)
* Microsoft Edge

¢ Opera

* Safari

To access the CMS, navigate to thkkowing website in your browser:

http://edit-content.com/

The login page will appear:
To login, use your email addreasc password. You may have already received yassworc If not, contact your
designer.

Choosing Yout.anguag
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You can set your languageeferenc from the login page and in ti8ettings > Accourgection Your language
preference will be saved incaokie on your computer, so if you use another computetear your cookies, you
will need to set it again.

Resetting YouPasswor

If you forget your password, yawar reset it by selecting the round question mark fiokn the login page. The

Reset Passworpage will appear:

Enter your email address afudthel instructions will be sent to you. If you don’t sdeean email after a few
minutes, please check your jufdtder.
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The first page you will see whewu login will be theSitespage. Since the CMS @apabli of managing multiple
websites, your list will contain atlf the sites you have access to. At any time, yowsetet the Sitestab to come

your-first-website.com
wour-second-website.com

your-third-website.com

back to this list.

To edit a site, select it from the ligthis will take you to théagespage, where a list gfage: you can edit will be
shown.

Favorites

If you have access to more thame site, you may want to “star” the ones you’llwerking with frequently for

Favorites
# vour-first-website.com

your-first-website.com
your-second-website.com

your-third-websi

easier access. Sites in ydravorites list will appear on the left side of ti&itespage:

To remove a site from youravorites, simply unstar it.
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Once you've selected a site fditing you will be taken to thBagessection. Thisectior shows all the pages on

What would you like to do?

+ Create a New Page

Homepage

Services

your site that you are able to edib edit a page, select its label from the list.

Creating Pages

Create a New Page
To create a new page, sel€eatea New Pagdrom the

sidebar. This will bring up th€reate a New Pagelialog.
The following information is1eede: to create a page:

Label — A short, descriptive nanfer the page that will
only be used to referenceiisidethe CMS.

nner Page 4
Filename— The name of the nepage¢ without an
extension. By default, the namdll be generated from
the label you enter.

I media

Template — Your designer hadacludec one or more =

templates that you can use tweatin¢ pages. Select the o i;::ccess

one you want to use for your ngage about.html
basics.php

Folder — The location where thgage will be created.
This will be your home folder bgefault

o Cancel
Managing Files '
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If your designer has enabled tfigmature a link will appear in the sidebar of tRagespage calledManage Files

O B images
# Home i src
4 Uploads O i tuts
File O @ uploads
& Upload C about.html
+ New Folder I basics.php
% Rename O contact.ntml
@ Delete O

0 favicon.ico
 Open

i E index.ntml

2 Refresh

I services.ntm

Close

Selecting this link will bring up thEile Manager.
The File Managergives you direcacces to your web server. You can upload, delatg, rename files. You can
also create new folders.

TheFile Managerfeatureshortcut that link you to the home folder and your uplo&alder. When uploading new
files, use thdJploadsshortcut taavoic cluttering up the home folder.

Before you can link to documentsjages and other files on your site, you needipdoac them to your server. To
upload a file, select thdploadlink. A window will appear allowing you to browse yoecommpute for files. Once
you've selected one or more filébey will begin uploading.

Please allow sufficient time faploadin¢to complete, especially with larger files. Sirites are uploaded to the ‘
CMS first and then to your websithis could take a bit longer than usual. The maximesombined file size for ‘
uploading is 50MB. |
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You can create new folders to helfganiz files on your server. To create a new foldetec theNew Folderink.

MNew Folder

The following form will appear:
Enter a name for the folder ardlec Create The new folder will then appear in thde Manager

Good folder names are short addscriptive Try using all lowercase letters and u&she or underscores instead
of spaces.

Renaming Files

Rename

about.htrml ‘

files may cause links to break, sc please use this feature with caution

Cancel Rename

A file can be renamed by checkiiigff in theFile Managerand selectingRenameThefollowing form will appear:
Enter a name for the file and sel&dnam. Be careful to not remove the file extension!

Deleting Files

Files can be deleted by checkittigrr off in the File Managerand selectingpelete Thefollowing confirmation will

Are you sure you want to delete the selected files?

appear:
To delete the selected files, selBetlete.

Be careful when deleting files froypur server—this cannot be undone! If you're sote about deleting a file, as*
your designer first! ‘

Viewing Analytics
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If your designer has enabled tfigmature a link will appear in the sidebar of tRagespage calledView Analytics

iy

1| 2016-07-23 2016-08-22
Overview Visitors Content Traffic Technical

Visitor Overview

1590

B Pageviews [l Visits

Traffic Sources

121,064 89.3%
Visits Bounce Rate Direct Traffic
Referring Sites \ \
143,050 0:00:40 \
Pageviews Average Time on Site :
1.18 83.4% __
Pages per Visit New Visits P SE Erglives

Selecting this link will bring up thAnalytics Dashboard

There are many reports availabldlie Analytics Dashboard

¢ Overview
< Shows an at-a-glance vienf your traffic for the specified date range
* Visitors
¢ Continent— shows traffic byontinent
« Country— shows traffic byountry
 City — shows traffic by city
e Language- shows whallanguage visitors use
« Length of Visit- shows hovlong visitors stay on your site
¢ Depth of Visit- shows hownany pages visitors access while on your site
+ Content
« Top Content by Path show: the path of the most popular pages on your site
< Top Content by Title shows the title of the most popular pages on your site
« Top Landing Pages showswhich pages users come to first on your site

¢ Top Exit Pages- showswhich pages users leave your site from
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« Second Page Visitedshow: the second page that visitors go to on your site
 Traffic

« Keyword— shows whictkeyword: visitors used to find your site

 Traffic Source- showswhere the traffic to your site comes from

» Referring URLs- showsthel sites that referred visitors to your site
e Technical

* Browser— shows whictlbrowser your visitors use

* Browser Versionr- same aBrowse, but organized by versions

¢ Operating System showswhich operating systems your visitors use

» Operating System Versiersam«asOperating Systenbut organized by versions

< Screen Color shows theolor depth of visitors’ devices

* Screen Resolution showshe screen size of visitors’' devices
Page Options

Each page has a dropdown mevith various options. To access the menu, si“ :nexito the appropriate page.

ThePage Optionsnenu willappeat

Page labels are used to idenpfyge insidethe CMS. To change a page label, selecRiabe option and enter a
new label for the page.

This option allows you to createnaw page by duplicating an existing one. To duplieapage, select thBuplicate
option and enter a new page labet filename (se€reating Page$or more details).
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Move

Moving pages allows you torganiz« them in folders. To move a page, selectNtueeoption You will be
prompted to browse for the foldgou want to move the page to.

Be careful when moving pages,this will break any links you have that point to tféectecpage. If you do move‘ a
page, double check that you'spdatecall your links afterwards. ‘

Delete

To permanently remove a pafyjem your server, select tHeeleteoption. The page wilbe removed from the CMS
anddeleted from the server.

Be careful when deleting pageem your site—this cannot be undone! If you're noteaalvout deleting a page, ask
your designer first!

Editing

Once you've selected a pageetdit, you will be taken to theive Editor. TheLive Editoris a special version of your
page that lets you edit content astbw: what changes will look like once theypeblished By design, you will

Site ~ Edit~ Cancel
LOREM IPSUM DOLOR

SED UT PERSPICIATIS UNDE OMNIS ISTE

Et magnis dis parturient montes nascetur ridiculus mus. Leo vel  + Tortor pretium viverra suspendisse potenti nullam. Id venenatis
orci porta non pulvinar neque. Enim praesent elementum & condimentum vitae sapien pellentesque habitant. Sollicitudin
facilisis leo. Purus gravida quis blandit turpis. Nunc non blandit . aliguam ultrices sagittis orci a scelerisque purus semper. At
massa enim nec dui nunc mattis. Lectus proin nibh nisl consectetur lorem donec massa. Ornare suspendisse sed nisi
condimentum. Rhoncus aenean vel elit scelerisque. Volutpat + lacus sed viverra tellus in hac. Urna nec tincidunt praesent
blandit aliquam etiam erat velit scelerisque in dictum non.  semper feugiat nibh sed pulvinar proin. Scelerisque eleifend
Scelerisque felis imperdiet proin fermentum leo vel orci porta. donec pretium vulputate sapien nec sagittis aliguam malesuada.
Lectus mauris ultrices eros in cursus turpis massa. Enim lobortis ' Dolor sed viverra ipsum nunc aliquet bibendum. Nec
scelerisque fermentum dui faucibus in. Semper risus in hendrerit ' ullamcorper sit amet risus nullam eget felis. Nullam non nisi est
gravida rutrum quisque. Cursus risus at ultrices mi tempus. 1 sit amet facilisis magna etiam tempor.

not be able to follow links anavigat« away from the page while editing your site in Line Editor.

Editable Regionsre sections dhe page that have been enabled for editing by gesignel They are indicated by
dashed outlines that appear wlysn hover over them.

Editing Content
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To edit a region, simply place yocurso anywhere inside an editable regi@ependinion the region, various
features will be made availabletime Live Editor'stoolbar.

TheParagraphmenu lets yotiormai entire blocks of text into headings, Headiﬂg 1
aragraphs, block quotes, or foemattec text. ;
paragrep | ’ Heading 2
0~ Heading 3

To create a heading, place yaurrso inside arEditable Regiorand selec
The Paragraphmenu will appearSelec the desired heading level and the block Heading 4
your cursor is in will turn into &eading You can also format a paragraph as a

Heading 5
block quote or as pre-formattéskt.
Heading &
To remove a block format, plageur cursor in the desired block and select
Paragraphfrom theParagraphmenu = Paragrapn
@ Preformatted

99 Blockguote

To apply formatting such as boitalic, and underline to text, highlight the desire¢ = Underine

text and selec A ™ . TheextFormatting menu will appear. Select the desired : Shrtethioleh

format and it will be applied to thaghlightec text. X2 Subscript
x* Superscript
To remove a format, select it agdiom theText Formattingnenu. To remove alll s Code

formatting, selecRemoved-ormatting.

. ) _ A Font Styles...
If your designer has enabl&dnt Style:, you can use this option to change the

font, size, color, and backgroundlor of text. .
& Remove Formatting
Similarly, you can us€ustomStyle: to select from a list of predefined styles thatnesigne has configured.

On websites, underlining texttigically reserved for hyperlinks and may be considdradiusability. When you
need to emphasize text, considsing bold or italic instead.
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Use theAlignmentbuttons in thd.ive Editor’s toolbar to align text left, right, center, josstified. You
can also use the alignment buttdo$loat an image left or right.

- —
d— g

Use thelist buttons in théiive Editor’s toolbar to create ordered and unordered lideke nested lists
using thelndentandOutdentbuttons

To insert a link to another pagefde, highlight the o

desired text and select thank button q{} This will
bring up theLink dialog.

v

Enter a URL or browse for a file grour server. If

you'd like the link to open in a newindow, check the Conee
Open in a new windowox. Whenyou're finished,

selectSubmitto create the link.

To edit an existing link, place yoourso on it and seledhsert > Link

. . .. Image
To insert an image, place yoturso inside an

al

v

Editable Regiorand select themage button.
This will bring up thdmagedialog

Enter a URL or browse for a file giour server. After th a
URL has been entered, a previefwour image will

appear on the right side of tb&log

Providing aDescriptionis recommende! as this will

aide users who have imaggisabled users with text-
based browsers, and users vdibabilities that prevent

them from seeing images.
g g Cancel

Once you've entered a URL andlescription selectSubmitto insert the image into yopage.

To edit an existing image, plageur cursor on it and select th@magebutton or doubleslick on it.
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If desired, you can crop an imalgg dragging a selection over the preview in timagedialog When an image is
cropped, the original file is lefntaci and a new one is created.

By default, images will bphysically resized when a smaller width or height is enteféik optimizes them so they
load faster, but the option can tieablet by unchecking th&esize image for smalléfe sizebox.

To embed content from a thighrty provider such as ="

YouTube, Vimeo, Twitter, Googl&laps etc., place
your cursor inside akditableRegior and select the

Embedbutton. i; This willbring up theEmbed
dialog. : P

Paste the embed code into the hox selectSubmit.
The media will be embedded irtfoe editor. Cancel

To edit an embedded object, plaaair cursor on it and select tlsmbedbutton againor simply double-click on
the object.

_ . : Anch
Anchors let you deep-link intospecific section of e

your page. To create an anchalace your cursor in
front of the heading you want timk to, go to

-

, and selecAnchor. Thiswill bring up the —
Anchordialog.

Enter a name for your anch@&ince anchors must follow a special naming conventiba CMS will automatically
convert the value you enter int@campatibli name.

Anchors are normally not visibn webpages, so once an anchor has been insertegbintpage it will appear as a

[-] symbol. This allows you tmlentify and edit anchors, but the symbol will not appmathe live site.

To edit an existing anchor, plageur cursor on it and seletitsert > Anchoror doubleelick on it.

Insert Table
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To insert a table into your pagdace your cursor inside aBditable Regiongo to

This will bring up thdnsert Tabledialog

AR -

and selecinsert Table

Enter the number of columns aralvs for your new table.

If you want your table to haveleeade that spans across the first row of your tablect theHeader on togbox. If
you want your table to haveh@ade that spans across the first column of your tadiiect theHeader on lefbox.

To add a caption to your tablkhecl the Captionbox.

Once you've configured the talbdptions selectinsert Table to insert the table intgour page.

You can edit existing tables usititge Tablemenu. To open it, go 1

ke and select dippropriate option. You

can add and remove rows acmlumns merge and split cells, or delete the table ewtirel

Your designer may configuiRepeatabl Regionson
one or more of your pages. These useful for many
things, as they allow you to adé&move and reorder
blocks of content very easily.

Repeatable Regioree indicatedby a thin, dashed
border. When your cursor is insid&kepeatable

Region the L~ button willbbecom: available in
theLive Editor'stoolbar. Selectinghis button will

FIRST REPEATABLE REGION

April 4th
Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque
laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi
architecto beatae vitae dicta sunt explicabo.

SECOND REPEATABLE REGION

April 20th

Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia
conseguuntur magni dolores eos qui ratione voluptatem sequi nesciunt.

THIRD REPEATABLE REGION

April 30t

Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet, consectetur, adipisci
velit, sed quia non numguam eius modi tempora incidunt ut labore et dolore magnam
aliguam guaerat voluptatem.

bring up theRepeatable Regiomsent which has options to add, remove, and reobdterks of content.

If your site has a photo gallerypur designer may
have set it up to be editable in tB#S. To edit a
photo gallery, select it by clickingr tapping on it.
This will bring up theGallery dialog

You can add photos by selectitigg Add to Gallery
link.

To highlight a thumbnail, click diag on it. To select
more than one thumbnail at a tinpees: CMD or

CTRL while clicking or tappingYou can also select a

range of images by holding dov@HIFT.

When a thumbnail is selected, thek and

Gallery

B H

images/galleries/homepage/Ashland Butte | &

¥ Move Down

Ashland Butterfly
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Descriptionfields will becomeavailable You can use these fields to customize wheare photo links to (usually
the full-size version of themselvead the description that visitors will see for epbbto

To reorder photos, highlight one miore thumbnails and selediove Upor Move Down(You can also drag and
drop on desktop devices.)

To delete photos from the gallehighlight one or more thumbnails and selBeetefrom Gallery. Note that this
will not delete any files from yowgerver

When you're done editing yograllery selectSubmitto save your changes.

Editing Pagdropertie

L X Lo Edit Page Properties
Page Propertiesnclude theTitle, Descriptior, and

Keywordsthat are used to tedkearcl engines te
information about each page.yibur designer has this About
feature enabled, you can charbest values for each
of your pages by going t&dit > Edit Page Properties
This will bring up theEdit PagePropertie« dialog.

This is a description about this page.

About
This is a description about this page.

Title — This is usually the first thg people see when
viewing your site in a sear@ngine so make it
interesting but not too long.

Description— This typicallyappear under theTitle in fancel

a search engine’s results. Kebpir short but relevant.

Remember that you are limited to@ying number of characters depending orsthercl engine a potential visitor
may be using.

Keywords- A list of commaseparate words and phrases that relate to the contepbwfpage. You may add as
many keywords as you like, btltree to five are usually sufficient.

Search Engine Preview This will show you what your page will look like in mostajoi search engines. The
maximum lengths for titles ardkescription will vary, but this will give you a good idezf how potential visitors
will see your page when browsiadist of search results.

Publishing Pages

When you're finished editing page you'll need to publish your changes before tappea on the live version of

your site. To publish a page, go and selecPublish When you see trv symbo appear in the center
of your screen, your page has beeblishecand you will be redirect back to tReagessection

Auto-publish
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You can tell the CMS to publisfour changes at a specific date and time Alitopublist a page, go t(
and selecAuto-publish This will bring up theAuto-publishdialog.

Enter the date and time that yaant your changes to be published and sefetb-publist.

v

When you see th
publishing.

symbappea in the center of your screen, your changes lhaee scheduled for

If you want to save your changest don’t want to publish them to the live site yaipyar save &Draft. To save a

draft, go tc and sele&av« Draft. When you see tr‘, symbol appeathiecenter of your screen,
your draft has been saved and yaw safely exit the editor.

The next time you open the page editing, you'll be asked if you want to resueditinc the draft. You can also
access it by going thdit > ViewRevision.

. . . L View Revisions
Every time a page is saved in {G¥S, aRevisionis

created. You can view all threvision: of a page by
going toEdit > View RevisionsThis will bring up the

History Katie Clark Delete

History Joey Johnson
View Revisionslialog. _ ,
History Katie Clark
To open a revision for editingimply select it from the
I|St Close

You can also delete revisions ynalonger need. Just remember that once a revisideléed there’s absolutely
no way to get it back!
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Updating YourPersone Info

Account

Name B
Options

Katie Clark
Change Password

Change

katie@exarmple.com

Language

English

Update Cancel

You can manage your accolggtting: by selectingSettingsrom the main menu.

To make changes, simply updgt®ur name, email and/or language and sdlgmiate You can also change your
password by selecting tlihangebuttor on the right side of the page.

Your language preference will Isavecin a cookie on your computer, so if you asethe computer or clear youd

cookies, you will need to setigjain
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Submitting a Helgreques

TheHelp section is designed &xpedit« help requests to your designer. To submit a tedpest, seledtelp from

4

General Questions

Submit Cancel

the main menu.

When submitting a request, pleasdec the appropriate reason for the request anaffieete site. Remember to
provide as much information aessiblito help troubleshoot your problem. If necessarglude details such as
your operating system (e dlindows or Mac), your browser, browser version, and step: they should take to
reproduce the problem.

If you'd like to receive a copy ofour request via email, check tis&nd a copy of thigques to your emaibox.

In most cases, your designer wiksponito you via email. Feel free to write them bdgkreplying directly from
your email client.
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