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| Introduction

Sitecore is a user-friendly web content management system. Although it is complex at the back-end for
developers who are building the tools and structure, users find it intuitive and easy to use.

This manual will explain the basics of editing and managing Sitecore web sites using the Page Editor
and the Content Editor. The manual is a "work in progress" and will be updated.

The Content Editor is the editing tool for experienced users.

The Page Editor is the tool for fast edits. More advanced work requires the Content Editor.

Il Setting Up Your Browser

1. Sitecore Version 6.4 is compatible with Internet Explorer, Firefox, Apple Safari and Google
Chrome. If you have Internet Explorer 10, until Sitecore is upgraded to a new version, use Fire-
fox.

2. Enable browser pop-ups to accept the Sitecore URL. (In IE: Tools, Pop-up Blocker, And Pop-up
Blocker Settings). Add the URL of the Sitecore content management system.

3. Add the Sitecore URL to the Trusted Sites. (In IE: Tools, Internet Options, Security, Trusted Sites,
Sites).

General | Security | Privacy | Content | Connections | Programs | Advanced

Select a zone ko view ar change security settings,

Internet Local intranet  QUECEERE  Restricked
sites

ey
4 This zone conkains websites that vou el

of" trust nok ko damage your computer or
wour files,

Security [evel For this zone

Custom
Cuskom settings.
- To change the settings, click Custom level,
- To use the recommended settings, click Default level.

[ Custam lewvel... H Default level ]

[ Reset all zones ko default level ]

[ QK H Cancel ]
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lll Logging In and Logging Out

> B & http: ffcms-webl.prod. sauder. ube . cafsitecorefloging V| 4[| % |
it Wiew Favorites  Tools  Help links * @Convert - [B) Select
[ | @ sitecore [ | {_}? - B EH‘ b 3

@ sitecore
s

License Holder: Temp CHS Sept 28th 2009

WEICome to Sitecore License ID: 20090707131020

Sitecore.NET 6.1.0 (rev. 090630}

User name: | |

|
Password: ||

[Jremember me

Forgot Your Password Change Password Browser Notes
You are using Internet Explorer 7.
Optiogs

Sitecore supports all user interfaces for
this browser,

User Interface:

%l Desktop @ Page Editor

1. Your Sitecore user name adp3q i EAD (CWL) ID and password owing to the imple-

To login:
User name: ead\CWL username
Password: CWL p

2. Click on Options’if you do not see the Page Editor or Content Edito ttons.

Open Sitecore site in your browser: http://webcontent.sauder.ubc.ca/sitecore

4. Click on Page Editor (for simple inline edits) or Content Editor. Clicking on Desktop will give
you access to both as well as to other items.

5. Enter your User Name and Password.

6. Click on Login button.


http://webcontent.sauder.ubc.ca/sitecore/
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7. Log out when you are finished. Only 20 users are allowed into the system. The 21% user will
not be able to log in and will receive a “too many users” message”. Closing the browser still
leaves a user logged in for a few hours.

Q sitecore
I

There are too many users
using the system at this time.

What do you want to do
% Boost Users

8. How to log out: Content Editor: click on the red circle at the top left and then on Exit. Sitecore
Desktop: click on the Sitecore button on the bottom left. It will open a menu. Click on Log Off.
Page Editor: click on the Log Off button on the toolbar.
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IV Editing: Basic Editing Using the Page Editor

The Page Editor (inline editing) allows simple editing while viewing the web site. The web site that you
can see in the Page Editor looks similar to the live web site except for buttons at the top of the page.
Changes must be published before they go live. This user guide concentrates on the Content Editor
which provides more functionality but the main features of the Page Editor are described below.

= Home  Advanced  Experience  View

) | SAUDER | roscers ec

School of Business GRADUATE SCHOOL

1. Navigate to the web page you would like to edit.

2. Click on the Home button to expand the toolbar to have access to editing options.

E Home Advanced Experience View

(i B % '& My Items (5) B Close
l=
Edit | Preview + Tnsert Lock & Workbox #Z Log Off
Mode Edit Close

Home Careers | Recruiting For Students For MBA Students

ROBERT H. LEE
GRADUATE SCHOOL

| ) | SAUDER

School of Business

3. Click on the Lock icon to lock the page.

4. Boxes will appear around editable objects. To edit text or images, click inside the box. A floating

toolbwill appear near the area that you editing.

Body

‘L_!? / u @iﬁl =]  Morew

|

To have access to more editing options, click
on the page icon on the left side of the

MBA Career Managers are here to help you develc
offer a comprehensive MBA Career Management |
decisions. From providing career assessment tool
Career Options On-Line (COOL) recruitment syste
identify, develop, and achieve your goals. Contact
career coaching appointment with a MBA Career I\

floating toolbar. The Rich Text Editor will
open. More information on the Rich Text
Editor will be covered later in this document
under the Content Editor section. To do
more advanced edits, you will need to click
on the More link which will open the Content
Editor.
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5. Add or revise the content in the selected area.
6. To replace an image:
a. Click onthe image. You will see selection boxes around it.

b. Click on the image icon in the floating toolbar.
Close

nmerce * Sauder Experience * Student Profi

Body
ts w

b / u é@ @ More v jtude

decision to complete a BCom at UBC.

L
The Media Library window will open.

Expand the Images folder by clicking on the plus sign to the left of Images.

Highlight the folder for your unit (example: BCom).

-~ o o 0

Choose an image from the list and click on Insert.

6. To upload a new image:
a. Click on the Upload button in the Media Library pop-up window.
b. Expand the Images folder to see all of the folders.
c. Highlight the folder for your unit. The folder must be highlighted for the image to go into
it.
d. Click on Upload.
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(1) Editing a Web Page That You See on the Live Web

Log into the Page Editor.

Sitecore takes you back to the Home page.

Paste the URL of the page you want to edit into the browser address bar.
You return to the page you want to edit.

PONE

(2) Locking and Unlocking Items

The Page Editor automatically locks items that you The My Items icon, when clicked, shows all the
are editing. However, if you click on the Lock icon  items you have locked and allows you to unlock
in the Page Editor, please unlock it so that other one or more items.

users can edit it.

The My Items dialogue box lists the items you
£t e e el Focire hel dppleoors MebESE Y have locked and allows you to select and unlock
&7 the items that are locked by you.

one ore items.

Find Expert Source Jeitecore fcontent/Home, News/Find Expert Source
Business News Feeds Jsitecore feontent/Home News/Business News Feeds

When you have finished editing an item in the
Page Editor, please remember to unlock it!

I /: » M Page 10f 1 (2items)
Unlock: Unlock all

Ihitp/fcms-webil devl sauder wbe. cafsitecarefshel~/amiisite (@) Internet

(3) Summary Points

Inline Editing using the Page Editor
Inline editing allows you to edit the content in an item while navigating the Web site.

Which Content is Editable?
When you move the mouse across the page, boxes appear around all editable fields.

How do you access the Rich Text Editor?
Click on the icon of a page in the pop-up window (see image below).

In the Page Editor, what is Edit mode?
After you log into the Page Editor, you must click the Edit button before you can enter Edit mode.
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In Edit mode all editable fields have boxes around them to show which content is editable.

>3 2 >y f ﬂ My Items (2) |] Close
2 -
Edit | Preview + Component Insert Lock afp Workbox ﬁf Log Off
Mede New Edit Close
» Home_ * Programs * Bachelor of Commerce » YourCareer  [) Go % Edit

Full-Width Content Block

T AL I A R

b/ udE @+ wMorev pirdyearofthe BCom program, you'll get to shape your own career

KLpath choosing one of these areas of specialization:

= Accou\ting . Transporgtation & Logistics

= MarketiNg + Organizational Behaviour & Human Resources
- Real Estite + General Business Management

7 Finance + Business Technology Management

- Commerce §& Economics = Business & Computer Science”
* International §usiness (*starts in Year 1)

[|:| a

Mee
alun

BCo

Con
Soci

Care

For more advanced editing options, click on the More button to open the Content Editor. The rest of this
guide is about the Content Editor.

“l

Home Advanced Experience View

d‘ * ™ ﬂj A My Items (2) [ Close

| Edit

» Hom

f
y

Preview + Component Insert Lock e Workbox /’i Log Off
Mode New Edit Close OPENS THE CONTENT
e * Programs * Bachelor of Commerce * Your Career EDITOR

Full-Width Content Block

biu@@ Gv Mare v

path by choosing one of these are‘ (b Edit the related item

Facebook u'll get to shay

Twitter

e M iembie e a2 Trammmartatione @ | aciabias



V Editing: More Editing Options using the Content Editor

The Content Editor provides more editing options. It displays a view of the web structure in the left panel
and allows you to edit web site content by editing fields that comprise the web pages. Text Fields are up-
dated in a Microsoft Word-type editor (Rich Text Editor) by clicking on Show Editgr.

The Content Editor consists of a tree structure on the left side that shows the wébsite items.

(S Se g Mavigate  Review  Analyze  Publish  Versions  Configure  Presentaon  View oolbar
l l W [E] standard Content Item [D % Copy To x Iﬁ 4 Cut Rename Ao st
save || Edit~ || ) Insert from Template 2ot (= Dupicate (22 MoVeTo Delate || paste L3 Copy || I Display Name || % Down 3 Lact
Ed Operations Clipboard Rename Sorting ™
‘j-:;:- \k": wcuntent / pv§v|3_v”
El Content -
& Conten Connect =il
= ) Home a
W GoogleSearciReaut /& If you publish now, the selectgd version will not be visible on the Web site because it is not in the final workflow step.
< Jump Menu Links Version 2 il be published instepd
3
# & Quick Menu Links EJpata = IL
) Metadata -
B Resources Browser Title:
¢ Search Results Connect | The/auder School of Business at UBC, Vancouver, Canada
[Z) Student Resources =
1 About Sauder Title: L4
= [E] Programs Connegy
E [Z) Bachelor of Commerce
{(J Highlights Shéw Editor - Suggest Fix * Edit Html
=[] why a UBC BCom? Body:
2] Buld -
[5) Compet= With the world E|
(=] connect =
[] consider - In a world full of opportunities, you need an education that won't stop you at the border. If your goal is a career in
[Z) Diversify international business or to work overseas in your area of expertise, the UBC BCom can open the world for you.
) Engage
) Excel Experience another culture while completing part of your degree overseas through UBC’s student exchange =
Btean |l lomaes o With annartunitias ta sture at 460 univarsitiae in 35 cnon triae tha nraaram i= nna nf tha larmact of ite

Background Information

o Nodes on the Content Tree correspond to items on the web site. The nodes can be expanded or
collapsed and you can use Search to find an item.

e In the Content Editor, you edit the web site content by entering text, links and images directly
into fields.

e Each field corresponds to an editable area of a web page. Fields are defined when the template
for the page is built. Each content item (page) consists of several fields.

' School of Business
THE UNIVERSITY OF BRITISH COLUMBIA
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(1) Editing Text Content

You can edit a single or multiple-line text field directly in their respective fields.

1.

o

Lock the item. You must lock an item before you can edit it. To lock an item, use Lock and Edit
at the top of the page or click on Edit on the Ribbon.
The main content will be found in the Body field if the page was created with the old templates.
Most current pages contain the main content in the Full-Width Content Block component.
To edit the field using the Rich Text Editor, click on Show Editor which is at the top of the text
field. You can write your text in Microsoft Word and paste it into the Rich Text Editor as plain
text. The Rich Text Editor provides several choices when pasting text.
Paste
Paste from Word (includes Word’s formatting)
Paste from Word, strip font
Paste Plain Text

e. Pasteas HTML
The option to use is (d) Paste Plain Text . The Sitecore Sauder style sheets provide the correct
font and size and therefore you should not choose a font or size although the Rich Text Editor
provides that option. You will also receive the same options if you right-click before pasting the
copied text.

oo oo

The Rich Text Editor opens when you click on Show Editor. Float your mouse over the icons to

see their function.

syiew.

5
1Frn
1Hg
1-H

LFrg

fisuig

Nety

15a
11y
15p
115
11 54

=) sitecore o a
EXF % _ - 3 0-0 8- 09|
[Blz u===== == & sbe % AR =% @ |

| Apply C55 Cl... ~| Paragraph 5t... ~| Font Mame - Size~| | Custom Links ~| Zoom v|

As of September 1, all Sauder staff, most faculty, some PhD students and over 1,700 undergrad and
Master's students have enabled their desktops, laptops and CWL accounts to use the new Enterprise Active
Directory service. Migrating the final community of Faculty to these new services is expected to be completed
during September and then LTS will then do final decommissioning of the 16-year-old no-longer-supported

m

MNovell environment.

When you have finished editing, click on the Accept button at the bottom right of the window
to save the changes.

Click on the Review tab and click on Spelling to spell-check your work.

Click on Save.

The item will stay locked and no one else will be able to update it until it is “submitted” and
“approved” (published) — more on that later. .
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(2) Code Snippets in the Rich Text Editor

Introduction
To facilitate content addition, code snippets are provided in the Rich Text Editor.

To access the code snippets:
e click on the downward arrow of the Code Snippet icon
W 4 D % W (T Bf 90 A S8 s BE OO 2y CX”]

B/ UEETEB S5 Fhx x A-b- = i [F[E] - |Imeoe wih caption [ef]
- - - Image with caption [right]

Apphy €55 Cla_ = | Paragraph 5ty— ™| Font Mame *| Size™| | Custom Links <) Zoom - Resd More Link
Tzblz Sample 1
Table Sample 2
Table Sample 3
Table Sample 4
Two Colurmn Block

e A drop-down menu with snippet selections will appear.

e Place your cursor on the page where the snippet should appear and click on one of the snippets.
Most snippets will require some adjustments by the user. For example, the table snippets will
require you to add your own content as well as add and delete rows or columns if necessary.
Each table snippet represents a different Sauder style. Please use one of the four table snippets
for all of your tables.

Image with Caption Snippet,

Consectetur adipisicing elit, sed do
eiusmod tempor incididunt ut labore
et dolore magna aliqua. Ut enim ad
minim veniam, quis nostrud
exercitation ullamco laboris nisi ut
T aliquip ex ea commodo consequat
| BN e Duis aute irure dolor in adipisicing
Excepteur sint occaecat cup idatat elit, sed do eiusmod tempor
e incididunt ut labore et dolore magna
aliqua. Ut enim ad minim veniam
quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo
consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse

Aillsmn Anlnen e Sk malla mrindiae Fanmedacie nind namnonnd acanidadad mae

a. Insert the Image with Caption snippet into your content in the Rich Text Editor.

b. Right click on the image placeholder and choose Properties.
c. Inthe pop-up window's Image Src field scroll to the image in the Media Library.

d. inthe Image Alignment field, choose one of the alignment options.
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e. Inthe Alt Text field, add the alternative text (what you see when mousing over the image
on the website)

Other options exist, such as adding the margin sizes

g. Click on OK to close the pop-up window.
% Sitecore
I G e R e A & = 8
=== A~ -
Apply €55 Cl... ~| Normal - | Ay 1
u| O Properties... ]
X o
G xcepteur sint Width [ 79]px =
occaecat cup idatat non Height [ 34]px

proident, sunt in culpa qui.
EBorder Color | &y ~

Border Width :

Alt Text | alttag |

Leng Description [ ]

Image Alignment | ¥ ~

. Top +| Right -
Mergin Bottom v Left :

CS5Class | Apply Class -

OK | | Cancel

Read More Link

This is the link to further information, added to the right-hand bottom of a block of text. The link changes
colour on “mouse over”.

Global Reach

Sauder has a

distinctly international
perspective on business
demonstrated by our teaching
and research activities around
the globe. the multinational
diversity of our staff and
students, and our international
partnerships

READ MORE

a. Insert the Read More code snippet into your content. Note that its alignment and
appearance will not alter in the Rich Text Editor but you will see the effect when you save
and Preview your work.

b. Right-click on the snippet and choose Properties. A pop-up window will open.

c. To link to a document in the Media Library, click on the icon to the right of the URL field in
the pop-up window and scroll to the document.
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d. To link to another Sitecore page, create a separate temporary Sitecore link elsewhere on
your page and copy that link URL into the URL field of the pop-up window.

e. To change the link display text from "Read More" to something else, change the information
in the Link Text field.

f. Click on OK to close the pop-up window.

b 44| ¥ Ha [ G

BLEF- 9 JEB03 4 HEO- 54 B0
BI[IE===FiEC S5t x A0 [[Ha: =-"% @
readmare ~| Mormal ~ | Helvetica -3 - Customlinks -| Zoom -

[E) Hyperlink Manager a
J Hyperlink \:__ Ancher \.'._ E-mail
URL (= lES
Link Text | Read More |
Target hNone hd
Existing Anchor None v
Tooltip [ Hello
€35 Class | readmore
OK | | Cancel

Two Column Block

a. Insertthe Two Column Block into your content in the Rich Text Editor.

The columns will be designated by a rectangle. Although the rectangles can be viewed in the
Rich Text Editor, they are invisible on the web page.

c. Place your cursor in one of the blocks to begin adding content.

d. Double-click. The curson beam should change to a vertical line to allow you to add content.

Sitecore =] a8
(B4 %25 EBeF |9 -0 - 2E88 35 %3005 06
(B us=s=sEiEEssdwmx x| Ao =8 EEA 556

‘ grid_3 alpha - Mormal - - - | Custom Links ~| Zoom v|

Table Snippets

a. Use one of the four Table Snippets provided because they conform to the Sauder style.
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Insert your cursor in your content where you would like to add the table.
Add one of the tables.

Replace the placeholder table content with your own.

® 2 0o o

Add rows or columns by placing your cursor in one of the cells near where the new row or
column will be added. Right-click and choose Insert Row Above, Insert Row Below or
Insert Column to the Left, Insert Column to the Right from the menu.

f.  Other options for adjusting the table exist on that menu.

g. Table Styles

5] Sitecore o @
BRE LBGBRAF 9 - JE880 5 0005 086
i “.lj}&' ?'wf@‘
|| clearer -| Mormal - aial +[3 - Custom Links «[Zoom -||
Heading A Heading B Heading C
Tues 5:30 - 7:30 Tues 5:30-7:30 Tues 5:30-7 B Ineert Row Abore
& Insert Row Below
Tues 5:30 - 7:30 Tues 5:30 - 7:30 Tues 5:30-7
8 Delete Row
A Insert Column to the Left
Tues 5:30 - 7:30 Tues 5:30-7:30 Tues 5:30-7
Ml Insert Column to the Right
Tues 530 - 7-30 Tues 5:30 - 7:30 Tues 5:30 7] & Delee Column
[ Merge Cells Vertically
] Split Cell
[ Split Cell Horizontally
% Delete Cell
[ Cell Properties
(EEESaa <> HTML 4 Table Properties
[ Accept Reject
Table Sample 1
Sitecore o @

(G iR ABBBEETF 9 ¢ B8 E O 80 0-0 5 00|
Bz u====sEE=E=Faxx A& = B =50
|| Apply €55 Cl... =] Normal -|Hehetica  +|3 ~|[Custom Links | Zoom - ||
Sed ut perspiciatis unde Sed ut perspiciatis unde
LerEmlzEnT omnis iste omnis iste.
Lorem Ipsum EellipE SIS e This is a link.

omnis iste

| /' Design | €% HTML

Table Sample 2
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S sitecore 0o a
s BB RRF |9 -t 2E8 8O-

ERE: ; Eae % x A& = E[EE 5-F @
[ legend ~| Normal «|Helvetice  +[3 +|[CustomLinks +|Zoom +||
Lorem Ipsum Lorem Ipsum

Heading Dolor Sit Amet Consecutar

Dolor Sit Amet Consecutar

|/ Design | ¢» HTML

= =N

Table Sample 3

3 sitecore o @
(B d G REBET 9 ¢ JERLO & RE 00506
ERE: EEE e X x| Ao S0 EEE 556

| Apply €55 Cl.. +| Normal - Hetvetica  +[3 +|[Custom Links +|Zoom ||
e ]

Lorem ipsum dolor sit 4 Lorem ipsum $000.00

Lorem ipsum dolor sit 4 Lorem ipsum $000.00

Lorem ipsum dolor sit 4 Lorem ipsum $000.00

Lorem ipsum dolar sit 4 Lorem ipsum $000.00

Lorem ipsum dolor sit 4 Lorem ipsum $000.00

Lorem ipsum total $000.00

|/ Design | €% HTML

Table Sample 4
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(3) Hyperlinks

There are two Hyperlink icons in the Rich Text Editor. One is for linking to items in Sitecore and one is
for linking to external sites, e-mail links, and anchor text.

Linking to Sitecore Item

1. Click on Show Editor. When the Rich Text Editor opens, highlight the text to be hyperlinked.

November 2, 2006 — UBC |

School at the Sauder School

_
2. Click on the Insert Site Core Link button: :
3. Itopens up an Insert a Link dialogue box.

A Sitecore - Webpage Dialog @
7 Inserta Link

& | http:/fwebcontent, sauder,ubc.ca/sikecore shell/default aspx?=mlcontrol=RichText. Insertlinks

Select the item or media that you want to create a link to.

Internal Link | Media Items
=[] sitecore

= & content
E &) Home

& Jump Menu Links
) Metadsta

¢ Search Results
B g About Sauder
=] D School Overview
() History of the School
() About william L Sauder
[] Robert H Lee Graduate Schodl
D Faculty Advisory Board

() Senior Administration
[2) About Sauder School of Business
1 [0 Ao oo € scdee €l o B Bk Pocles et P
< ba
http:/fwebcontent. sauder .ubc. cafsitecorefshellfdefault. aspxis @ Internet
4. Select the item to be linked to.

5. Click on the Link button.



Sitecore Web Content Management System — User Guide

Linking to a URL Outside of the Sauder Sitecore Site

=

2. The Hyperlink Manager dialogue box opens. It is the same dialogue box covered previously in
the section about the Page Editor. Add the full URL.

2 Hyperlink Manager - Webpage Dialog X o H;,})'e flink Eields:

1. Click on the Hyperlink Manager icon:

Sauder Style Sheet.

I 1
1 1
> ! |
@Hyperlink | [SAnchor 1 E-ma 1 URL: e.g. http://www.ubc.ca !
1 . . . !
Ui o 1 Existing Anchor: can be a link to another part of the !
' o] | page i

Existing Anchor:| None ¥ !
1 Link Text: text to be linked (will automatically be insert- |
Link Text I ed if you highlight the word to be linked |
- I !
ype hty: I8 ! Type: e.g. http for most links '
1
Targel Terggt X i Target: linked pages external to Sauder should open in |
. & i a new window (New Window); pages that are internal to |
| Sauder should open in the same window 1
CSS Class NoClass = | :
i Tooltip: A pop-up that appears when you move your
! mouse over the link. |
1 1
! CSS Class: Leave as it because it defaults to the '
! |
I 1

__________________________________________


http://www.ubc.ca/
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(4) Creating a New Item (Page)

Select an item (e.g. Full-Time MBA). Under the Home tab at the top choose the template. You may
need to click on the downward arrow to the right of the template list to find the template that you require.
The most common template is thgg 3 Column 25-50-25. Another way to insert a new template is to right-
click on the selected item, click on|Insert from Template and choose the template from the Page Lay-
outs folder in the Sauder Online folder.

File Edit View Favorites Tools Help
x

%iconvert v Plselect

Navigate Review Analyze P Slish Versions Configure Presentation Sef

[ 3 Copy To a

Duplicate  [=¢ MOVe TO pajate +

=] 3 Column 25-50-25

=] 3 Column 25-50-25 with image

|_-'e.'- ch " ‘: °C
= :] sitecore
= a Content E
= #3) Home
Q
= Zl Programs °

[# ) Bachelor of Commerce
=] :] Business Families Centre 1
E] j Centre for CEO Leadership

= 3 Diploma in Marketing & Sales Management

m

= :] Diploma in Accounting

# [) Bxecutive Education Cre
=] :] Master of Management - Early Career Masters It
£] :] Master of Management in OR .
= ) mea e
= ) Full-Time MBA @ Til
&) Create the Future Fi
< Link
M) Tha DA MDA Evmarinnen ~

Templates will be described in more detail later in the document.
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(5) Adding the Top Bar, and Menu to a New Item

Menu: To add the menu, go to the Section Nav Parent field under the Nav Menu Data section
of the new item and choose the main item for your area from the pop-up drop-down list on the
right.

Example: To add the Full-Time MBA menu to your new page, highlight the Full Time MBA item

on the fax left, click on the downward arrow on_the right of the Section Nav Parent field and
choose "Rull Time MBA" from the pop-up drop-down i

a U-‘-c"--'-'\

I tegacy Data

[ marv Menw Data

Section Rav Parent:

SRECOTE/CONTENL/ HOMme/ Frograms/ HBAMBA Full Time

2 B oars s
& 3 roe
# ) pemnass FAmias Contra .
Primary Rav Meni Lst:
. vire for Q0 Leadership e e
# soma in M s 1 .
" sphoma in A E = 3 sl
s 2

L]

.
= [2) rusTima vaa, <:
o Croate the Future

oD sk

2. Section Title: The title in the green block is in the Section Title Override Text field of the Nav
Menu Data section. It is inherited by the subpages. The top title bar is shown in the image below.

About Sauder | Directories Careers | Recrutting

l'-l SAUDER | roBerTH.LEE

School of Business | GRADUATE SCHOOL

PROGFAMS STUDENT RESOURCES

FACULTY & RESEARCH

Home Pfograms Bachelor of Commerce

i
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(6) Changing / Adding Menu Items

Menu changes, especially at the first two levels, should be approved by Marketing and Communi-

cations before you make the changes.

1. To add or remove items from a sub-menu, in the Content Editor go to the item (page) under

which the sub-menu items will go (e.g. Bachelor of Commerce)

2. Lock fhe page in the same way that is done when you edit it.

In thg¢ Secondary Nav Menu List field, add or remove the menu items using the arrows between
the lgft and right panes. Move items up\or down the menu list by highlighting them and using the

down arrow to the far right of the Secqndary Nav Menu List field.
4. Publish (Submit and Approve) the page.
B e S S s
i 2] Acaderic Shuderd Servces i [ Pregrams B Adme
() Career Sawvicws A Cop # @ Faculty | Research Student Exchange
# (2 Admissors # (@ Caresrs | Recruiting Sehelarshes & Financial Assistarcy
o (D) e e o @ careers Lnk Coetazt L
) Sehabaeshpe & Francal iesstincs # ) Intematicnal

@ ) Contectitls
8 L3] Surs Facebes Cotin
2] Certre fr CEO Lasdershey

(7) Copying an Item

In the content tree, find the item that you

Nogabkw

W 9 Nows | Events

would like to copy.

On the Home tab, click on Duplicate (or right-click on the item in the left panel).
A dialog box opens that prompts yop to name the new item.

The item isfadded to the content trep at the same level as the item you copied.
Edit the it¢gm and then move it to thg correct place.

@.-— o v |g, htlf:,l',l’cms—wehl.devl.sauder.ubc.ca,l'sitecore,l'shell,l'.ﬂ plications/Content® 20editor. aspx

o

File Edit ‘“ew /Favorites Tools Help inks

%Convert - @Select

i:? & [88{ (& sauder School of Business | ... ‘ @ Sitecare - 3

Publish

lersions

Mavigate Review

[£] standard Content Ttem

D Inzert from Template
‘Operations

tecore Conte.., l l

@ Copy To
Duplicate @' Move To  pelete -

Configure

T Display Mame

Rename

Paste L) Copy
Clipboard

W Down ¥ Last
Sorting =

W Content
= &) Home
[:] Jump Menu Links
) Metadata
D Search Results
= iy About Sauder
= D School Overview
[E] History of the School
D About William L Sauder
F [21 Rahart H 1 ee Gradiate Srhanl

(8) Moving an Item

0 Content\

D About William L Sauder

o Quick Info
E] pata

Section Title:
About Sauder



Sitecore Web Content Management System — User Guide

To move an item, locate the item to be moved.

On the Home tab, click on Move To.

In the dialogue box that opens, choose where you want to move the item to.
Click Move.

el

(9) Changing an Image

1. Inthe Content Editor, locate the item in the tree (left-hand pane).
2. Inthe Content Pane, click Browse to open the Media Browser.
3. Locate the image, select it and click OK.

(10) Uploading an Image to the Media Library

1. Before you upload the image, ensure that it is optimized for the web (correct dimensions, file
size, in RGB mode). Although you can change the image dimensions for the copy on your page,
the original dimensions remain on the server. Very large files should not be stored on the serv-
er.

2. Inthe Content Pane, click Browse to open the Media Browser. Expand the Image folder until
you find the folder for your section.

3. Highlight the folder for your section and click Upload.

4. In the dialogue box, click Browse and find the image on your computer that you want to add to
the Media Library.

5. When the image is uploaded, click on Lock and Edit on the image page, to add the Alt field in-
formation. This is the information that we see on the web site when the mouse hovers over an
image.

6. Save the image by clicking on the Save button.

7. Click on the Review tab and on the My Items button. Highlight the image line in the My Items
pop-up window and click on the Unlock to unlock that image.

8. After the image is uploaded, minor edits to its properties can be made.

(11) Editing the Image Properties

1. Inthe Content Pane, find the field containing the image and right-click on the image.

2. Click on Properties and fill in the fields in the dialogue box that opens. Only very minor edits to
the image dimensions should be done here because the image should be optimized for the web
before it is uploaded. (See section above on Uploading an Image to the Media Library.)

3. Inthe Space field, indicate how much space should be placed around the image.

(12) Uploading a File to Sitecore

1. Click on the Media Library on the footer area.
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= e
MR-
# [ Acosersied Lesdersho Program

/ Q vlj)_’Tch Folder\'{:oﬁbaﬁt\\

= [&&] Media Librar Create a New Ttem.

sLl:IBCom_ | @ \L@ ifj

Upload Files Upload Files Mew Folder
|| 2009-2010 Catalogue (Advanced)

Media

_of_Facilitation
tOfFacilitation_Brochure
ttracting_People
ttractingPeople_Brochure
etterCustRelns_Brochure
BFA Brochure
Bldg_strat_Rel_Public_Sector

Click on Upload File (for one file) or on Upload Files for more than one File and follow the instructions.

In the Content Editor, in the Rich Text Editor, highlight the words that should hyperlink to the file and
click on the Insert Sitecore link button. In the pop-up window, choose the Media Items tab and scroll to
your file. Click on the Link button to link to the file and close the window. The uploading and linking
process can be done through the Content Editor as an alternative.

(13) Publishing

Mavigate Review Analyze Version

Publish - @ Preview
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Publishing is done through the Sitecore Workbox using Sitecore's Workflow procedure described below
or by using the Review tab of the page. If you are using the Review tab, click on the Submit link and
then on the Approve link if you have approval rights.

VI Workflow (Publishing)

1. Editing/Creating Content

Locking an item will trigger the creation of a new version and the item will be in Draft state.

2. Properties of Draft Items
e The most recent version will not be published.

e Other users will not be able to edit locked items.
¢ It will remain in Draft state, even if it is checked in, until it is submitted for approval.

3. Viewing Draft items

e Inthe Content Edi-
tor, click on Workbox
to view the Workbox.

X [T
-',. = 'ﬁHnm

L Vou caneot et the e brcame you 80 mot heve st scoew o

o) s
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% Content Review

ﬂ Draft - (4 items)

e Under the Draft head-
ing, you can see a list
of items in Draft state.

:.:I Academic Student Services - (Englsh, version 3)
adbayieafl changed from ? to Draft on Tuesday, December 22, 2009, More =
B preview (3] Cpen o O sibmt

D Conlact Us - (Engish, version I}
= adibayieaf] changed from 7 to Draft on Wednesday, December 23, 2009, More =

Note: You can only see
items that you or other in
your group can edit, i.e.

e That are within
your area of re-
sponsibility

e That you have
locked

e That have been
checked in but
not submitted for
approval

[Z Preview [l Open Y Deff i) Submit

il u testd - [Englsh, version 1)
wige: adibayieafl changed from 7 to Dralft on Monday, December 71, 2009. More =

Errevew [dooen QO ) Submit

D workflow testl - Englsh, version 1)
adbayieafl changed from 7 to Draft on Tuesday, December 22, 2009, More =

[Bypreview (B cpen THoe D) submit

& Submt (selected) ) Submit (of)

4. Submitting Content for Approval
When you have completed making your changes, you will need to submit content for approval be-
fore it can be published. Submitting content will change the item’s state from Draft to Awaiting
Approval and will automatically send an email to any relevant approvers, unless the unit has re-
gquested that the automatic e-mailed be disabled. If you are approving your own document, you
will not receive the automatic e-mail.

In the Workbox, click
Submit

Content Review

ﬂ Draft - {4 items)

:j Academic Student Services - (Engish, vesen 3)

adbayleafl changed Som ity Draft on Tuesday, December 22, 3009, More
SR

-or- I I_’-l Contact Us - [Engish, verson 2)
o adibayleafll changed fom 7 to Drafft on Wednesday, December 23, 2009, More =

[Erreview (S open Pyoeff D) submit
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Or, in the Content Edi-
tor, click Submit under
the Review tab.

‘ — m"‘ '| '. f."""““’ﬁ‘g

. a_;r; j Academic Student Services
|

6 o ey e Uiy Xy You peust lock this tem before you can edit 8.

=) e Tk them e, ook iR o he Havse tab.

) et # Lock andEdit
# o Cuick Marsy Links |
1 -u—;u-:n 1y you publish now, the selected version will not be visibde on the Web site
# ) Metats iz 2wl e bt resnad
a ;hwm 13“

= [ ) Bachelor of Commesce [LTRe—p——,

# 2] why & UBC Booes?

¥ [2) Smucle Dperence
=) danca tewt
|2 dornca morkficm st
o Praske Faide

i 3] Program Overview

5. Properties of “Awaiting Approval” Items
e The most recent version will not be published.

e Users with approval rights will be able to lock and edit items.
e Users without approval rights will not be able to edit items.

6. Viewing “Awaiting Approval” Items (only for users with approval rights)

1. Inthe Con-
tent Editor,
click on
Workbox

£ Vou caneot edit this e brcaie you o nok lave sritr srews b i
s

W b Sl UBC Deoarmoad 51
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2. Under the _ .
Awaiting @ Content Review
Approval :
heading, you L) Draft - (none)

can see a list
of items that
require your

ﬂ Awaiting Approval - Execkd - (1 item)

g Custom Programs - (Engish, vemsen 7)

approval. = v changed from Draft to Awaiting Approval - Exectd on Tuesday, December 12, 2009, More =
You have the ;

option of ap- Dyprevien (3] Open DN D dporave D) Reject

proving or | ) Approve (selected) ) Approve (al) (D) Reject (selected) () Reject (af)

rejecting the ' B '

item.

7. Approving Items (only for users with approval rights)
When you have reviewed content that is Awaiting Approval and you are satisfied with the
changes, you can approve the item. Approving an item will automatically publish the latest
version. After an item has been approved and published, other users (with the appropriate per-
missions) will once again be able to edit the item, creating a new version and placing it in Draft
state.

In the Workbox, click
Approve

@ Content Review

j.:l Draft - (nona)

ﬂ Awaiting Approval - Execkd - (1 item)

g Custom Programs - Engish, v 1)
o= o changed from Draftio Awaiting Approval - ExecEd on Tuesday, December 12, 2009, More =

A Previen () Open 'ﬁmﬂ

-or- [ ) Approve (selected) i) Approve (al) i) Rieject {selected) () Rejext (af)
Or,_ in the_Content &
Editor, click Ap- Wik B v P — = A a Yerl i
prove under the Eow || Sokeg. Martap Yaldedon SED Adiie e et =
Review tab. SR e o
| 7 ] o
= ?J;m Ij Custom Programs
B ol demo e Lk 4, You must lock Ehis ibem before you.can et it.
2 et T boeck this ihem, chok B3 ory thee viome tab
P Ao
5 -nq-:um o, 1 yom pablish now, the webected version will not be vible on the Web site b
= 'u“""-d"l' Wermor §oral b i eritead
5 [ rroprama D bats

# [ J) Conbre for CEO Leadershey
2B O Abhersnal P o e 5
¥ [£] Doplovma i Accousring Heglsbghvt Terxct
# ) Emty Coree Hantes
= J&mm!dum
#0 Den Env oleresit Pristr s
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8. Rejecting items (only for users with approval rights)

When you have reviewed content that is Awaiting Approval and you are not satisfied with the
changes, you can reject the item. Rejecting an item will place it back in Draft state. Other users
within your area of responsibility can then edit the content and re-submit it for approval.

In the Workbox, click
Reject

a Content Review

1} Draft - (nona)

ﬂ Awalting Approval - ExecEd - (1 item)

j Custom Programs - [Engish, vemson I)
oo changed from Draft to nifingdpproval - ExedEd on Tuesday, December 22, 2006, More

-or- Dprevien [d)open o ) icod

o) Approeve (selected]) i) Approve (al) (D) Rject (sslected) () Reject (o)

Or, in the Content
Editor, click Reject
under the Review

tab.
& ) conte :l Custom Programs
= WG e J
o dm Mg Lk 4., You must lock this ibem before you.can edit it.
2t T hosck: B i, chck Eci% o Bhe g Aab
D # Lock and Eda
B ol Quick Weru Lrks
" -n.r-:u-un. o, 1 yom pablish now, the welected version will not be vible on the Web site b
# () betsdatn W bl b pudsied eritrad
5 [ rroprama D bats
o[ Badhlor of Commencs
T e e ]
|3 Cenire for CED Leadershe
2 O Abersieal P i et

5 |2 Dophama i Actowrvirg
# ) Emty Coree Manters
= JEMEM
# {21 Coen Enolment Proorass

VIl  Deleting a draft version from the Workbox

Although you can publish each page (Submit and Approve) under the Review tab, the Workbox should
be cleared of draft versions because they slow down the system. Each time you lock a page for editing, it
creates a new version in the Workbox. The draft will remain in the Workbox unless it is published (ap-
proved).

To remove a version:

e Click on the Open link in the Workbox for that item. It will take you to that version in the Content
Editor.

e If you are discarding that version, click on Remove which is found under the Versions tab. To
see all of the versions, click on the downward arrow to the top right of the page or on the Ver-
sions downward arrow under the Versions tab.



Sitecore Web Content Management System — User Guide

VIl Templates
Most of the pages use the following three templates:
e Three column 25-50-25
e Three column 25-50-25 with image

e Two column 25-75

Some pages (usually landing pages) use the following templates:
e Two column 25-75 with content switcher

e Three column 25-50-25 with wider content switcher

News pages use the following template:

. News 3 column 25-50-25

3-column 25-50-25: This template has a right column referred to as a "right rail" for adding content into
components along the right side. The right column extends from the top to the bottom. The top image is
optional and should be a maximum of 475 px wide. It is inserted into the Image field of the Core Data
section. The green box on the image is called a Tagline and is optional. To add content to the Tagline
field, fill in the information. The Tagline field is located under the Image field in the Core Data section.

I.-l SAUDER | roBerTH.LEE

School of Business | GRADUATE SCHOOL

STUDENTS Ay C ALUMNI

Home > Programs > Our MBA Programs > Full-time MBA

PROGRAM NEWS & HIGHLIGHTS

Now accepting UBC MBA Full-
time applications for August

Why Sauder? 2011 Entry
How We Teach

MBA House is now open
Curriculum e PO CRAN e
Your Career N

LEARN ABOUT THE SAUDER MBA

Student Experience
Student Perspectives Download Brochure
NEWS

. Aftend an Information Session
beesitbRan-aq Sauder MBA student featured inlive

Globe and Mail web discussion Contact Us

Admissions
Full time Sauder MBA student Maryanne
Mathias was featured in a live Globe and

Mail online discussion on Tuesdav. Julv 13

FAQ's

IMPORTANT DATES

2-column 25-75: This template has no right column. Although the Sitecore page contains fields for
components that are normally inserted into the right rail, the components will not display. This template
should be used only for pages with very wide content.
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About Sauder | Directories * | Careers & Recruiting | News & Events | Resources at Sauder Search Q

I'-l SAUDER | roBerTH.LEE

School of Business | GRADUATE SCHOOL

PROGRAMS STUDENT RESOURCES FACULTY & RESEARCH GLOBAL REACH ALUMNI

Home > AboutSauder > ContactUs

Contact Us
At a Glance Tel: +1 604-822-8500 (To contact an office directly, please consult
the Staff by Office directory ) Fax: +1 604-822-8468
Place Office hours: Monday to Friday 8:30am to 4:30pm PST
Leadership Directions:
Support Sauder From:
To: 2053 Main Mall, Vancouver, Canada ¥ |Go

Social Media at Sauder

Gasgets powerzd by Google

A campus map with parking information is also available on the UBC

Working at Sauder website.

Contact Us

Mailing Address:
Sauder School of Business

3-column 25-50-25 with image: This template is similar to the 3-column 25-50-25 template except that
the main image extends to the right of the page and the right rail begins below the main image. The im-
age should be a maximum of 726 px wide.

e o
About Sauder | Directories | Careers & Recruiting | News & Events | Resources at Sauder M-%

||' SAUDER | rostrrr. ee

School of Business GRADUATE SCHOOL

DENT RESOUR! FACULTY & RESEARCH GLOBAL REACH ALUMMI

Home > About Sauder > Ata Glance

At a Glance

Facts and Figures

History

Place

Leadership

Support Sauder

Social Media at Sauder

DID YOU KNOW?

Ata Glance
Working at Sauder
Degree Programs Sauder has more than 30,000
Contact Us Sauder’s diverse portfolio of academic programs combines theory with alumni in over 70 countries
practical application, emphasizing business fundamentals and critical = Read more facts and figures
thinking. We offer undergraduaie, graduate, doctorate, executive
FOLLOW SAUDER ON education, ceriificate and diploma programs designed to help graduates

s . i 5 RANKINGS
and business orofessionals excel in fodav's business climate

The green box on the image is called the Program News Highlights component. To turn it on after add-
ing your content, check the box called Show Highlights.

The other templates are more specialized and are only used in specific places.

IX What Does A Sitecore Page Look Like?

A Sitecore page using one of the new templates has more sections and fields for entering content than it
did before. The extra fields are optional and most pertain to content for the right rail. Below is an image of
how the page looks before you expand the sections.
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* B Sauder School ...

- Fl| Sitecore

Y v B ~ & ™ v Page~ Safety ™ Toolks~ @

A RFt
Last

lock this item hefore you can edit it
m, cheh Bl on e Horme tab

& Lotk and Edit

B About Sauder
Drregans | 2y 1 you pots . B It . ot e Ehe: il ekl skepn,
B Fonty | ——cy ™ o other varson vl e publshed
: z:: ‘:N"w | ) cove Data
2 bl Reach | L) Program news nighbghits
S hews BEvents | £ tmgacy ata
2 Foculty B Restarch | E] mav Menu Data
&[5 Peogle | @03 Calumn Cantent Block
- j o m-“ﬁc | W Annoumcements
Dearts e

# (3 Resesrch

| ] Apoly How tutton .

| B8] e registration Links
| ) reatured news story

S |2 Research Certres.
(2] Dures for Reseanch an Apoheatons of [T
# [ Duresu of Asset Management

| 8 mnteresting racts
| Bl Latest Tweets
| ) Hessage Bock 1

i (] About Cperstions Research B Analyics

Expand the sections by clicking on the plus sign to the right of the section.

If the page is a new page, enter data in the Core Data section (at the top of the list), the Full-width Con-
tent Block section (11th from the top) and the Nav Menu Data section (4th from the top).

If the page is one which has been converted from the old template, the content will be in the Legacy Data
section in the Body field.

(1) Core Data Section
Complete the Title field.
Insert your image here if you have one.
Add the Tagline if the template you chose has that field.

Add the Browser Title. The format for browser title is: page title | Sauder School of Business at UBC,
Vancouver Canada. All you need to add is the page title and the rest will be added automatically.

The Meta Keywords and Meta Description fields content will be provided by Marketing and Communi-
cations.

(2) Full-Width Content Block Section
Enter your content in the Full-Width Content Block (replaces Body field of old template).

(3) Nav Menu Data Section

Section Nav Parent: To add the menu for your site, click on the downward arrow to the right of the Sec-
tion Nav Parent field and scroll to find the home page of your unit. Click on it and the path to that page
will be inserted into the field.

Section Title Override Text: This is the name that appears in the green box at the top of your menu. It

is inherited by sub pages.
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Home > Programs > MBA

Ful-Time MBA

MBA Programs

Part-Time MBA
International MBA

EMBA in Health Care

New menu items are inserted in the Secondary Nav Menu List and are explained in previous pages of
this publication.

X Template Components

Many components are available for adding content. Most components are used in the right rail (right col-
umn). The Social Media component is used on the left side under the menu. To add content to a
component, search for the component heading on the page, expand it and fill in the fields with your con-
tent. Most components for the right and left rails are inheritable which means that you do not need
to add the content to the sub-pages unless the content differs from the inherited content.

3 Column Content 2 Column 25- Insert into Arranges content in three http://www.sauder.ubc.ca/About
Block 75 Layout content (i.e., columns
Full-Width
Content Block)
Announcements All with a right | Right rall Links to internal or external
rail sites. ANNOUNCEMENT TITLE
Announcement introduction
Announcement Date
Apply Now Button All with a right | Right rall Stylized link that changes
rail colour on mouse over.
Button Text
Button Link >
Button Text
Button Link >
Blue Registration All with a right | Right rall Stylized list of up to ten links
Links rail with customizable text, loca-
tion, and colour.
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Featured News Story | All Content (Full- | A highlighted news story
width content | featuring an image, a head-
block) line, text and a link.
Image should be small (ap-
prox 168 pixels w x 157 1)
Video can be added by com-
pleting the Video Type and
Video ID links. The content
of the news story can have a
separate link.
Featured Video All Right rail usu- | Video with title, description, AR ViDED
ally but can date and a placeholder im-
also be added | age. The image should be
to the content. | no wider than 222 px.
Supports YouTube and
Vimeo.
Teck CEO to talk on surviving
the global recession
Full-Width Content All Content Enter content here using the Rich Text Editor. Replaces the Body field
Block of the old templates. Converted pages will still have content in the Body
field. In new pages, place content in the Full-Width Content Block. (In-
cludes an image field although image can be placed in the Rich Text
Editor as well.)
Full-width Content All Content Same as Full-Width Content Block. Use when a second content block
Block 2 is required after another component
General Link List All with a right | Content Displays a set of up to 10 .
rail links, either internal or Ry sTeTm s e
external.
GENERAL LINK LIST TITLE
Link 1 Description
Link 2 Description
MORE LINK TEXT
Home Page News All with a right | Right rall Displays and is updated SAUDERNEWS
on Side Rail rail with the same news stories
that are on the homepage. MBA grads profiled in FT for
product invented at Sauder
September 12, 2011
Funding to kick-start new joint
initiatives announced by
Sauder School of Business
and Copenhagen Business
School
September 09, 2011
Inaugural MBA regatta a
success
August 29, 2011
Important Dates AI! with a right | Right rail D!splay_s up to five dates IMPORTANT DATES TITLE
rail with a link to each

September 30, 2011
Important Date 1 Mame

October 12, 2011
Important Date 2 Mame
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Interesting Facts All with a right | Right rall Displays a headline and a
rail Ionger_mess_age. There is INTERESTING FACTS TITLE
an optional link. The whole
message is clickable and
has a hover effect. (similar Interesting Fact Headline 1
to the Message compo- Interesting Fact Body
nent).
Interesting Fact Headline 2
Interesting Fact Body 2
Latest Tweets AI! with a right | Right rail Displays a configure_lble SAUDER'S LATEST TWEETS
rail number of tweets with a
configurable Twitter ac-
count name. Account name Sauder's Prof. Tom Davidoff
field should contain only on @CKNW today at 3:30pm
the account name, talking about the bumpy ride
e.g."ubcsauderschool”. on the stock market. Listen
i i here www.cknw.com
To display tweets, you will Sep23
require an ID to enter into
Sltecor_e. Contact Sau_der Sauder MBA rates high in
Marketing & Communica- inbrrmndinmal ranbinn fanssend
tions to create an ID for
you.
Message Blocks All with a right | Right rall Displays a longer message VESSAGE BLOCK 1 TITLE
rail with a headline. Includes 5
message blocks with dif-
ferent headlines and Message Block 1 Headline 1
bodies. Each message Message Block 1 Body 1 content
(body and headline) is
clickable and has a hover Message Block 1 Headline 2
effect. Message Block 1 Body 2 content
MESSAGE BLOCK 2 TITLE
Message Block 2 Headine 1
Message Block 2 Body 1 content
News Page Compo- All with a right | Centre column | Displays a News block, See section on Using the News Module
nent rail based on a News item, with
optional thumbnail photo.
News Feed Compo- | All with a right | Right rail Displays a News summary | See section on Using the News Module..
nent rail and thumbnail photo based
on a News item.
News By Topic All with a right | Right rail Generates a list of news FIND NEWS BY TORIC
rail topics and a link to view all

news tagged for that topic.

m
T
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News By Year All with a right | Right rail Generates a list of years NEWS ARTICLES BY YEAR
rail from the current year and
going back 10 years. Pro- i
vides a link to see all news
stories created within that 201e
year. 2008
Program List AI! with a right | Right rail L_Jp to 9 programs can be PROGRAM LIST TITLE
rail listed, including title, de-
scription and an link.
There is also an option for Program 1 Title
more programs.
Program 1 Description
Program 2 Title
Program 2 Description
READ MORE
Sidebar Profiles All with a right | Right rall Includes a Name, Descrip-
rail tion and Image field for IN'THIS ARTICLE
each person. Image must
not exceed 55 px in width. Andrew Riley
f' Manager, Public and
L‘ Media Relations
Lorem Ipsum
dolor sit amet
Social Media Links All Left sidebar | Each link has a description,
under the | a URL and one of one of FOLLOW SAUDER ON
menu several types (Facebook,
Twitter, You Tube, etc.) 3 Twitter
§ Facebook
M Linkedin
I3 YouTube
Tabbed Content All Content Up to five tabs that are http://www.sauder.ubc.ca/About/Place
associated with a Rich Text
area for adding content.
Use short words for titles.
Upcoming Events All with right Right rail Enter events which will be
rail displayed as a list. Enter EVENT TITLE
up to and including 6
events.
Event Description
Event Date
Upcoming Events All with a right | Right rall Displays tagged events. TBA
Feed rail Events must be located

and tagged in the News
and Events section.
Choice of displaying the
Event Title, Short Introduc-
tion, Display Count and/or
the Event Venue
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Adding Google Analytics Tracking Code

Tracking code may be added to the links in the Rich Text Editor (e.g. Full-Width Content Block content) or
to specific fields where the code can be added to right-rail button components, such as the Apply Now
Button and the Blue Registration Links. You will receive this code from Marketing and Communications.

(1) Adding Code to Links within the Content.

Example: RSVP links on MBA Events and Information Sessions page

In the Content Editor find the content with the RSVP links.

Click on Edit HTML link above the content. A pop-up window will open.
Show Editor * Suggest Fix - Edit Html

Tab Content 1:

MBA Information Sessions

Find the RSVP link in the content and add the Google Analytics code to the link.
(Hint: Links start with <a href=" and end with </a>).

Sample link without the GA code:
<a ="~/link.aspx?_id=B140B5CBF5694691A63BBF07A87F3B0D&amp;_z=2" target="_blank">Link</a>

Sample link with the GA code shown in yellow:
<a onclick="ga('send’, 'event’, 'Link Tracking', 'Click', 'Download Brochure');" target="_blank"
href="~/link.aspx?_id=B140B5CBF5694691A63BBF07A87F3B0D&amp;_z=z">Link</a>

Make sure that you have copied all of the quotation marks, commas, brackets, from the code.
Click on the Accept button to close the pop-up window.
Save, Submit and Approve the page.

(2) Adding Code to Code Tracking Fields of Components

The Apply Now Button and the Blue Registration Links components have special tracking fields
where you can insert the Google Analytics code to track the clicking of those buttons.

ga('send', 'event’, 'Link Tracking', 'Click', 'Apply Online')

Note: Because there is a field for this code in Sitecore, you do not need to add the quotation marks
at the beginning and at the end.
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Ei Apply Now Button

Button Text:
Rolling registration: Apply before August 31, 2012 for current session

Button Link Text:
Apply online

Insert Link * Insert Media Link - Insert External Link - Insert Anchor * Insert Email * Insert JavaScript - Follow - Clear
Button Link Location:

http://m360.smei.org/admin/forms/ViewForm.aspx?id=30681

Tracking Code:
_gaq.push(['_trackEvent', 'Outbound link', 'Click', '"Apply Online']}; return custom_redirect(this.href,this.target,true);

Ei Blue Registration Links

Reg Link 1 Text:
Download a brochure for full course information

Insert Link * Insert Media Link * Insert External Link * Insert Anchor * Insert Email * Insert JavaScript * Follow - Clear

Reg Link 1 Location:
[Files/Sales Marketing Diploma/2012-2013 SMEI Brochure

Reg Tracking Code 1:
_gaq.push(['_trackEvent', 'Downloads', 'PDF', 'Download Brochure for Full Course Info']);

XI Content Switcher

When the site was first developed, only the home page had a content switcher. This feature was later
expanded to the Executive Education and ISIS landing pages.
Switcher to your section if you use either of the two Content-Switcher templates described previously (3

-column 25-50-25 with content switcher or 2-column 25-75 with content switcher.)

Introduction:

There are two main steps to creating a Content Switcher:

Create a Content Switcher Item for each image that will be displayed in the Content Switcher.

Create a new page to hold the Content Switcher by using one of the two Content Switcher

templates.

Create links to the Content Switcher items within the new page by using the Content Switcher

Stories field within that page.

Steps:

1. The Content Switcher item section will need to be created for you if it does not exist yet under

your section by highlighting the landing page of your section.

a. Right-click and select Insert from Template.

b. Choose the Item Section template and name it Content Switcher in the Item Name

field of the pop-up window.

It is now possible to add a Content
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i | Sitecore == We.Eg '

| E Trsert from ©

Note: This step is only
required if there is no
Content Switcher
. section in your part of
f the website You will
need to ask to have

) chad serting

sl = this section created
8 o vt e for you so that you
2 G can add the Content
R Switcher items un-
e derneath it.
W apnn
Templote: .'S,;I;m‘he;gennm
mem Mame:  Cortent Switched
M. fﬁlﬂi

2. Create the new Content Switcher items underneath within the Content Switcher item section.
Each item will hold one of the images of the Content Switcher. (e.g. if you have three images,
you need to create three Content Switcher items.)

a. Highlight the main Content Switcher item.
b. Click on Content Switcher Item under the Home tab.

Rt tent.sauder.ubcca/s

f_]|; Ed‘il }.[in;r_ Favorites  Tools Help

CConvert v ect
l‘ Riview Fublish  Versions  Configwre Presentation

)
gjﬂ e Cywiimimel e

220 |l nunieata. ielr MOV TS peigte - || Paste
Content Switcher Item
® | Alumni w
# | About Seuder

# () B .
= [ nows & Bvente
# 2] Media Room
) Seuder 260
1) Find n Expert/Source
2] Events
2l All Topics
) Al Vears bl

) sauder RSS e |
1] Fublications
= [ Content Swatcher
rt Thirsk seeks out Sauder to take off in new career in management

Graduste Takes Web Startup Global
i)l Being porancid about office poltics can make you o target

Name the item and insert content into the fields.
Content Switcher Image: Browse and use the same method as used when inserting an
image in a web page.

e. To add the Content Switcher items to a page, create a new page that will display the.
Content Switcher images. Highlight your landing page and insert either the 3-Column-
25-50-25 with Wider Content Switcher template or the 2-Column 25-75 with Content
Switcher. Both of these templates have a new field called Content Switcher Stories.

f. Display the Content Switcher images and stories by selecting the individual items that
you created before and moving them to the right-hand panel under "Selected".
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Home Page Content Switcher (for Marketing and Communications)

The home page Content Switcher can now display video if the Video Type and Video ID fields are
filled in.
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Xl Sitecore News Templates and Functionality (for Marketing
and Communications) - Draft

The instructions assume that the user has been using Sitecore previously.

(1) Using the News Module

The news items must be created in the News section in a year folder, e.g. 2013.

**(The News item can be added later as a block to the centre column of any 25-50-25 page on the web-
site after it is created. (Presentation - Details - add News Page Component) or as a right-rail
component. (Presentation - Details - add News Feed Component). Content for both will go into the
News Feed section of the page. (for later)).

new News 2
June7,2012 | Tagged: In The Media, MBA,
LTS,

new News 2 short introduction new
News 2 short introduction new News 2
short introduction new News 2 short

introduction

First, create the news item by going to the News section and highlighting the 2014 item. Click on Insert
from template. Choose the Sauder Online folder, then the Page Layouts folder. Highlight News 3
Column 25-50-25.

2| Sitecore -- Webpage Dialog o

=] Insert from Template
= Select a template and enter a name for the new Eem

= [F] remputes
£ i Branches
# J common
€ 1LJ Forms
# () sample
= ) SauderCnine
= {J page Layouts
T 2 Coumn 25-75
=] Mews 3 Column 25-50-25
=1 2 Column 50-50 with tabs
] 3 column 25-50-25
£l Execed Home Page
=] Real Estate Home Page
=] 3 Colmn 25-50-25 with image
] 2 column 25-50-25 with vertical sections
| # () components
=] Footer Components
] Legacy Complance
B () Metadata
£ Footer

# ) sse

Name the item and click on the OK button.
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Lock the page to edit it.
Add the title, tags, summary, date, and thumbnail image (thumbnail is optional).
Add the full content to the Full Width Content Block.

To add the News Page Component to any page as a news block (title, date, summary, tag and optional
thumbnail), add the News Page Component to that page. For example to add it to a 25-50-25 page on
the Alumni site, add the News Page Component (Presentation tab - Details - Renderings - News
Page Component) to that page to display the content from the news item that you previously created.
Add CentreColumn to the Placeholder field.

RPW——— X
| [ Device Editor N
Set the byouts, controks and phcehokders for this device.

-
Layout .lmﬂmnrmnr = Add
Controk 3 Column 25-50-25 Layout [ em

Placehoider Settings e

Featurad News Story Component | Change
CentreColumn r

Tabbed Content Component
CentreColumn

Move Uip
Full-width Content Dlock =
CentreColumn & | Move Down

E News By Tople Component
ughtsidebar |

E News By Year Component
RighitSicdebar

E News Page Component
Secondary Nav Menu
secondarynavmentu
Sodal Links Component
Leftsidebar
Announcements Component
Rightsidebar

Apply Now Bulton Component W
RightSidebar

Blue Reqistration Links Component
Rightsidebar

=1 Franirad Viden Camnanent

new News 2

June7,2012 | Tagged: In The Media, MBA,
LTS,

new News 2 short introduction new
News 2 short introduction new News 2
short introduction new News 2 short

introduction

Add your content in the News Feed section of the Sitecore page:
-News Feed Title
-News Feed Display Content (how many news feeds to display)

-Tags (what tagged items you would like to display)
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News Feed Component vs News Page Component

If you add the News Feed Component to the page instead of the News Page Component, the infor-
mation will display in the Right Rail

Content for both of the above goes into the News Feed section of the Sitecore page.
For the News Feed (right rail only):
Check the box on whether to show the Title in the News Feed

Check the box on whether to show the Short Introduction in the News Feed

Note that the content for either choice goes into the News Feed section of the Sitecore item that
you are working on.

News Result Page (hard-coded) shows all news: Can select which tags to show in the right rail by se-
lecting the News Feeds Tags.

(2) News by Topic Component and News by Year Component

Added to Right Rail from Presentation - Details - Renderings - SauderOnline - News By Topic Com-
ponent. Also repeat for News By Year Component. Add to the Placeholder called RightSidebar.

£ Sitecore - Webpage Dialog ﬁ

Select a Rendering
Select the rendering that you want to use. Click Select to continue.

Display Home Events 4
Display Home News
s ‘J Sample
Search Results
Sitemap [ |
= ) system L
View Course Alphabeticaly
View Course By Category
\ﬂew News Archive (|
[E5] view News Archive Links ® W
® Jump Menu —=
+ ‘) Modules 4
@ Quick Links T (]
= J SauderOnline
News Feed Component
News Page Component
Home Page News on Siderail
News By Topic Component
News By Year Component
Program Important Dates
4 ﬂ Sublayouts -

News By Year Component

Add to Placeholder: RightSidebar|

[7] open the Properties dialog box immediately. I
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(3) Updating the Content Blocks on the Sauder Home Page (previously called
Feature Stories) (for Marketing and Communications only)

Images: Optimize and upload image to the Media Library (306 pixels wide). See section on images for
more on images. Make sure that the image is unlocked after you save it. (Review tab, My Items, Un-
lock).

Creating a New Item

a. Highlight the repository (currently called Home Page Content Blocks) for the home page
block items in the content tree (under New and Events)

b. Right click and choose the Feature Stories template from the insert options (see earlier sec-
tion on inserting a new item).

Complete the following fields. Save, submit and approve the item when you are finished.:
Browser Title: e.g "Full-Time MBA"

Short Intro: text in box below image

-~ o a0

Image: 306 px wide x 161 px high (upload to Media Library, must be optimized, unlocked )

Title: Title below the Feature Story image on Home page "The re-imagined UBC MBA pro-
gram" below

h. Body:
i. Section: Title on top of Feature Story image on Home page: "Full-Time MBA"

Q

j.  Override Link: link to Feature Story when you click on the story introduction or story title or
link to the page on the site (e.g. MBA Programs)

k. Section Override Link: Link of section field - "Full-Time MBA" link to MBA landing page.
Sometimes both are the same.

|.  Section Nav Parent: sitecore/content/Home/News

Go to Home page and in the Stories box select the item. Publish the Home page.

Executive Education Full-Time MBA

—
IVIaK

e a lasting Impact

Select from over 100 open enroiment and The re-imagined 16-month UBC MBA will

customized corporate programs for equip you with the knowledge and

executives delivered by world-class faculty conficence to generate innovative solutions

and top industry practitioners. to the world’'s most complex business
problems.
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(4) Home Page News (for Marketing and Communications only)

News information displayed on the home page is based on the Home Page News tag. This feature has
replaced the "left to right" panels in Sitecore where items were selected to display on the home page. The
Home Page News tag does not display on the right rail with the other tags when the News by Topic
component is added..

Events tag: News items tagged as Events display on the Sauder Home page under Events.

Tags are created by Marketing and Communications in the Metadata section (Metadata, News Topics).
The Home Page News tag is invisible in the list of tags that can be added to the right rail. To turn other
tags on or off, the tags are checked as invisible or visible.

(5) News Results Page

This page is hardcoded. The title displays the tag selected plus "News". For example, if the Faculty tag
is selected (clicked) in the right rail, the News Results page title will be "Faculty News".

The All News tag displays all of the news on the News Results page.

me > News & Evenis > News Results

. LATEST NEWS
Alumni News ‘

Event: MBA Snowcase

edia Room
March 8, 2013
auder 260 MBA grad grows a sustainable future in
urban rooftop farmmg Event: "Miss Representation'
nd an Expert/Source January 2, 2013 | Tagged: Rewrite the Rules, Alumni - Film Screening & Panel
Entrepreneurship, MBA Discussion
vents January 17, 2013
UBC MBA grad, Donovan Woollard is a driving force
behind Alterrus Systems Inc’s pioneering urban farming venture that In the News: Prof comments
LOW SAUDER ON launched recently with the enthusiastic support of Vancouver's Mayor on new carbon cap-and trade
Gregor Robertson. regulations
¥ Twitter January 7, 2013
READ MORE
FaCBhOOK
LinkedIn FIND NEWS BY TOPIC
I YouTube UBC Alumni Achievement Awards

m W w =
< ¢ Vi

celebrate Sauder faculty and alumni @ 4
October 24, 2012 | Tagged: Alumni, Awards, Faculty, BCom
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Xl Creating an Anchor Point

1. Inthe content editor, place your mouse cursor at the beginning of the text that you are
jumping to. Usually this text is further down the page.

2. Click on the Hyperlink Manager.

=] sitecore a
GRA FLAGGBHEF 90 2P T - RE Q-0 % 09

B/ UEEEEE ZZEFdxx A-O = u[@EA % %o

Apply CSS Cl... =| Paragraph St... =| Font Name ~ ~| Size~| Custom Links ~|Zoom *|

Catch-up on all the news and stories from our full-time, part-time and international MBA programs, and read about the latest
business research and thought leadership from Sauder faculty.

3. The Hyperlink Manager window will pop up showing three tabs. Click on the Anchor

tab.
FWD @lu SLWNSS VI YUl IUI-UHIE, Palt-uiiie aliu nHsiiguviig viDA proygiaiis,
d thouglai-l Aarchin from Candar £ il
(=] Hyperlink Manager
Hyperlink Anchor E-mail
Name |
oK | | Cancel

4. Name an anchor point (use one short word — no hyphen, no apostrophe, no characters).
An example is “Postdoc”.

5. Click on the “OK” button to close the window.

Creating the Link to the Anchor Point

1. Go to the top of the page and highlight the words that you want to link to the anchor
point. (e.g. Post-Doctoral Fellows)

2. Open the Hyperlink Manager again and in the pop-up window choose the first tab
called Hyperlink. This is normally the tab that appears when the window opens.
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3. Click on the downward arrow to the right of the “Existing Anchor” field and choose the
anchor name that you just created.
4. Click on OK.

1€ MEWS dlu SL0Nes 1morm our idi-ume, pdil-ume ana ernauornd wibA praogiairs, ana redau
:h and thought Ie?rdﬁn-hin Fromn Oanidar fannilhg

Hyperlink Manager
J Hyperlink " Anchor E-mail
URL #postdoc | ﬁ?

Link Text |Post-Doctorate Fellows |

Target None v

Existing Anchor postdoc m

OOCOKXXKXXXXXXXXX Tooltip None KXXXXXXXXX
postdoc

CSS Class | Apply Class =

oK Cancel

You have just created an anchor.

Where To Use Anchors

Anchors are normally used when you have a long page with a list of links at the top to content that is fur-
ther down the page. An example is the People page of each division (e.g.
http://www.sauder.ubc.ca/Faculty/Divisions/Accounting/People).


http://www.sauder.ubc.ca/Faculty/Divisions/Accounting/People
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Summary: Important Points

Versions Clutter — Clean your Workbox: To edit a page, click on Lock and Edit near the top of the
page or on the Edit button on the toolbar. When you lock a page, you are creating a new unpublished
version of that page in the Workbox. The page will disappear from the Workbox after it is published
(submitted and approved) To remove the unpublished version from the Workbox, delete that version by
following the steps outlined in this document.

Display Name and Rename: Under the Home tab of the toolbar, these two icons can be used to rename
an item’'s URL name and the item’s display name. For example, the Display Name of the "News &
Events" section is entered here. However, the name in the URL is the name that is entered in the Re-
name field when you click on the Rename button. For the "News & Events" section. the item is "news".
This is what appears in the URL which is: http://www.sauder.ubc.ca/news. It is important to note that
renaming an item will change the URL. The display name can have the symbol "&" in it but the URL
name instead of using "&" will require the word "and".

No folders please except in the Media Library! (because of breadcrumbs): Pages placed in folders will
break links in the breadcrumbs because folders are not recognized by the breadcrumbs.

Images: Optimize your images (correct dimensions, file size, RGB mode and file type before uploading
the images to the Media Library.

Media Library (images and files): Highlight the folder for your area where the images or files should go
before uploading them.

Clean Content: Do not specify font styles, sizes, or colours when using the Rich Text Editor. The glob-
al style sheets will determine how fonts are displayed. For headings see the section on Titles below.

Pasting from Microsoft Word or Outlook: Global style sheets provide the content styles in Sitecore
(e.g. correct font, font size, colour, heading size, When pasting content after copying it from a Word doc-
ument, right-click and choose the paste plain text option. Do not alter the font type and other
characteristics.

Titles in your content:: You may choose from a set of pre-defined styles in the Sitecore editor for your

|§| Sitecore
EE ey
B 7 US== E S abe X: x* | A~ M-
| Apply C55 Cl... ~| Normal -3 = |Customlinks -|Zoom -
"

Heading 3

Heading 4

Heading 5

Heading &

Address

Menu

Formatted —

Definition Term

Tmane-| eft i

subtitles:

URL Hygiene: If you are using an external editor to create your content, please ensure that none of the
links in your content contain "%7E". It should be replaced with a "~". For procedures, please see the
section called Appendix 1: URL Hygiene. To create Sitecore links to other Sitecore items, always use the
“Insert Sitecore Link” function. The Hyperlink Manager is for external links.
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Logging out when you are finished: Please log out according to the instructions at the beginning of the
manual. Closing a browser window does not log you out. Only 20 users are currently permitted access
at the same time. The 21% user receives a message about too many users.

XIV  Appendix 1: URL Hygiene (or how to have clean URLSs!)

Google reports showed that many of the Sauder site web links contained non-standard URLs. Most of
the problem links were inadvertently produced by users when editing or creating content. These irregulari-
ties are easy to correct and to avoid in the future.

Tips
1. Use the Sitecore internal linker. To ensure clean URLs and to ensure that the internal links
work correctly, always use the Sitecore internal link option ("Insert Sitecore Link") to create a

link to an internal (within Sitecore) item. Do not use the Hyperlink Manager except for exter-
nal links.

2. Avoid adding .aspx to internal links (e.g. www.sauder.ubc.ca/News/View_all_News.aspx).

3. Avoid coding spaces into URLs because browsers add %20 in place of the spaces, For exam-
ple, http://www.sauder.ubc.ca/programs/bachelor of commerce will be converted to
http://www.sauder.ubc.ca/programs/bachelor%200f%20commerce. If you are linking to that page
using the Sitecore internal linker ("Insert Sitecore Link"), you will avoid this problem.

4. %T7E problem: Know how to correct %7E inserted into your content when using an external edi-
tor. If you are copying and pasting content from an external web editor into Sitecore, the external
web editors replace the "~" part of the Sitecore link with "%7E". Please use the following proce-
dures to clean up links that contain %7E. You may use Microsoft Word or a text editor with a

search and replace function to search for "%7E" and replace it with "~".
Correcting the %7E problem:

0 Open the HTML content editor in Sitecore to edit your content. The content is found
either within the Body field in the Legacy section or in the Full Width Content
Block field for content in new templates.

o Copy the HTML code by highlighting the text, right-clicking on the text and selecting
"Copy" or by pressing CTRL + C on the keyboard.

o Paste the HTML code into a new Microsoft Word document by right-clicking and se-
lecting "Paste" or by pressing CTRL +V on the keyboard.

o In the Word document find the "search and replace" function and search for "%7E".
Replace it with "~". Replace all instances.

o Copy the code from Microsoft Word back into Sitecore.

0 Save the changes, submit and publish.

Questions or Suggestions: Please contact Shirley Irvine.


mailto:shirley.irvine@sauder.ubc.ca
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