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How to Log into Site Executive - Content Management System (CMS)

Please contact the CITS Web Department at webdevelopment@umaryland.edu if you need access to the CMS.  The Web Department can also assist you with any questions, design/layout, website development, or training needs you may need for the CMS.

To login to the CMS, go to: http://www.umaryland.edu/se or https://cms.umaryland.edu/

1. Enter a valid username. (myUMB employee ID, student ID or Alias can be used)
2. Enter a valid password.  (Setup your password by going to https://directory.umaryland.edu/)
3. Click the Login icon. 

 
Upon logging in, the user’s default homepage will appear. 




Understanding the Interface
The Administrative Interface is designed with familiar and easy-to-recognize icons. The primary components of the Administrative Interface are illustrated below. 
There are four primary areas in the Administrative Interface: 
Tabs: The tabs provide top-level functions and change to reflect the type of page, folder, or object being accessed. 
Universal Explorer: The SiteExecutive Universal Explorer holds all sites, folders, pages, templates, style sheets, images, and files. It also holds all users/groups and modules. Once an object is created or uploaded to a site or folder, it becomes part of the SiteExecutive system and can be easily renamed, moved, or copied. 
Information Area: The information area changes based on the type of object selected in the tree. In this area, content managers will find tools to available functions. In the information area, content managers will also preview images and work with the text editor. 
Object Information: This area provides information about the sites, folders, pages, templates, style sheets, images, or objects within SiteExecutive Explorer. 



Expanding the SiteExecutive Explorer
To view or expand the contents in SiteExecutive Explorer: 
Click the plus sign located to the left of the object name. 

This will expand SiteExecutive Explorer content and will show all sub-contents. The plus sign will become a minus sign when the selected object is expanded. 
To close or collapse SiteExecutive Explorer: 
Click the minus sign located to the left of the object name. The minus sign will become a plus sign when the selected object is collapsed. 
To select objects in SiteExecutive Explorer: 
Click on the desired object. 


Hiding the SiteExecutive Explorer 
SiteExecutive Explorer may be hidden if more working space is desired. 
To hide SiteExecutive Explorer: 
Click the X on the title bar of SiteExecutive Explorer. 


The information area will expand. 
Clicking the square will restore SiteExecutive Explorer when it is hidden. 




Identifying Tabs
Depending on the object selected in the Explorer area, various tab sets will appear. 

Folder Level Tabs
At the folder level, the tabs available are: Desktop, Image Library, Properties, and Audit Log. 
Desktop Tab: The Desktop tab displays icons for available features or functions. Some of the features in the information area will be inactive (grayed out); this depends on the content manager’s permission level. Content managers may access the Desktop tab to perform various functions, including, but not limited to: creating pages, folders and templates, uploading files, creating forms, and deleting, renaming, copying, and moving folders. 

Image Library Tab: By default, the Image Library tab displays thumbnails of the images in the selected folder, along with properties for the images. The URL for each image is listed and can be copied and pasted into other applications. The URL should be used over the URI when trying to access images. 

Properties Tab: The Properties tab displays information regarding the selected folder. Folder properties are editable by content managers with the appropriate permissions. 


Audit Log Tab: The Audit Log tab tracks all actions performed on the selected root or folder. 




Page Level Tabs 
At the page level, the tabs available are: Desktop, Preview/Edit, Approval, Versions, Properties, and Audit Log. 
Desktop Tab: The Desktop tab displays icons for available features or functions. Some of the features in the information area will be inactive (grayed out) depending on the content manager’s permission level. Content managers may access the Desktop tab to perform various functions, including, but not limited to: purging archives, deleting, renaming, copying, and moving a page. 

Preview/Edit Tab: The Preview/Edit tab displays a preview of the selected page.   During Preview mode, you will be able to view the webpage as it would be seen by visitors to your site.  You can also test links and verify that the content appears as intended.  To edit/update the page, click on “Edit Page” button.

Approval Tab: The Approval tab allows content managers to approve and publish a page.   You can also use this to check who and when previous changes were made to the page.

Versions Tab: The Versions tab shows all versions of the selected page. Users with the appropriate permissions can also archive Active and Editable versions of the page. 


Properties Tab: The Properties tab displays information regarding the selected page. Page properties are editable by content managers with the appropriate permissions. 


Audit Log Tab: The Audit Log tab tracks all actions performed on the selected page. 




Object Level Tabs
At the object level, the tabs are: Desktop, Revisions, Properties, and Audit Log. 
Desktop Tab: The Desktop tab displays icons for available features or functions. Some of the features in the information area will be inactive (grayed out); this depends on the content manager’s permission level. Content managers may access the Desktop tab to perform various functions, including, but not limited to: deleting, replacing, renaming, copying, and moving objects. 


Revisions Tab: The Revisions tab displays the revisions of the object, including the revision number, the user who performed the action, the date the revision occurred, and the message. Users with appropriate permissions can preview and revert back to a previous version. 


Properties Tab: The Properties tab displays a preview of the object, as well as pertinent information for the selected object. 

Audit Log Tab: The Audit Log tab tracks all actions performed on the selected object.   This can be used to view who and what changes were made to the object.


Exiting SiteExecutive 
To exit SiteExecutive: 
Click Logout. 


The user will be logged out and be taken to the login screen. 
Note: In the event your PC crashes or you forget to click Logout before exiting the CMS, your user session will still be active for up to 60 minutes and will prevent you from logging back into the CMS.  If this occurs and you need to continue working in the CMS, send an email to webdevelopment@umaryland.edu with your user ID and letting us know that you need to have your CMS account session killed/reset.



Creating Folders and Pages 
Creating Folders:  Folders usually designate major site sections, departments, products, divisions, or similar organizational structures. 
To create a folder: 
Click on the plus sign to open the root of the site.
2. Select the desired department or section under which the new folder should be created. This is normally a folder-level object. 

3. Select the Desktop tab. 

4. Double-click Create Folder in the information area. 

The Create Folder dialog box will appear. 


5. Enter information in the available fields. 
Note: << indicates that these fields require information. SiteExecutive will not allow content editors to proceed without completing these fields. The fields are defined as follows: 
Name<<: Allows the designation of the folder’s name, as it will appear in the tree. This field will accept upper/lower case letters, hyphens, periods, underscores, numbers, and spaces. This field is limited to 255 characters. The name entered will appear as part of the URL in the Web browser window. 
Title<<: Designates the readable title of the folder (appears in various module outputs, including the Site Map and Site Information). This field will accept any letter, number, or spaces, including special characters. This field is limited to 40 characters. 
Default Language<<: Allows the selection of a language, which determines the default dictionary the system will use when spell checking content. Once defined for the folder, this default dictionary may be changed at the individual page level. 
Note: The language selected at the folder level cascades to the pages created in that folder. At the page level, the language may be changed or additional languages may be selected. 
Template: Allows the assignment of a template for the pages within the folder. Clicking on the Select Link icon opens the Explorer window, from which an existing template may be selected. Templates are normally designed by a selected individual. Template designers, using certain tools, can establish an organization’s layout and color scheme for consistency on the Website. 
Note: The template selected at the folder level cascades to the pages created in that folder. Individual pages within a folder may also be assigned unique templates. 
Error Page: Permits the display of designated custom error page for 404 Object Not Found error condition. Clicking on the Select Link icon opens the Explorer window, from which an existing error page may be selected. 
Summary: Allows the entry of descriptive information for the folder (appears in various sections, including the Properties tab, modules displayed and search results). This field is limited to 255 characters. 
6. Click Save. 
SiteExecutive Explorer will refresh and the created folder will appear selected. 

Once the folder has been created, the properties can be modified. Users with Write permissions may write to a folder’s content without modifying the folder’s properties. 



Creating Pages within Folders 
To create a page: 
Select the desired folder in SiteExecutive Explorer. 

2. Select the Desktop tab. 
3. Double-click Create Page in the information area. 

The Create Page dialog box will appear. 


4. Enter information in the available fields. Note: << indicates that these fields require information. SiteExecutive will not allow content editors to proceed without completing these fields. 
The fields are defined as follows: 
Name<<: Refers to the file name that will appear in the tree. This field is limited to 255 characters. This field will accept upper/lower case letters, hyphens, periods, underscores, numbers, and spaces. Since the CMS is case sensitive when displaying pages, we strongly recommend always using lower case letters to avoid any issues with case.  The name entered will appear as part of the URL for the page. It is also recommended that .htm or .html be used as extensions for pages. 
Note: The customary default page name for most Websites is index.html or default.html. This naming convention allows for SiteExecutive to load a page within a folder by default, even if a particular page is not selected. If this default file does not exist, users will receive an error message. Additional pages can follow any naming convention. 
As a best practice, spaces and special characters should be avoided in the page name to avoid the insertion of additional characters in the URL as it will appear in the Web browser window. 
Title<<: Designates a readable reference to the page (example: Sam’s Home Page). This field appears in various module outputs, including the Site Map and Content Search (Targeted). This field will accept any letter, number, or spaces, including special characters, and is limited to 255 characters. 
Browser Title: Designates a readable reference to the page for the Title bar of the Web browser window. If left blank, the Title field will be displayed as the Browser Title. Note: This field populates the <title> and <meta name="title"> tags within the HTML header. 
Template<<: Allows the selection of a template. By default, the system pre-selects the template selected at the folder level. This can be changed to assign a different template to the page. 
Default Language<<: Allows the selection of a language, which determines the default dictionary the system will use when spell checking content. By default, the system pre-selects the language selected at the folder level. The dictionary may be changed at the page level. Additional dictionaries can be added to the spell-checker using the Editor. 
Publish Date/Time: Used to launch a page on a specific date. The date must be in MM/DD/YYYY format or the calendar may be used. The time must be in HH:MM am/pm format. Entering a date and time will place the page in queue for publication. The page must still be approved and published for the page to be published on the specified date. 
Expire Date/Time: Used to expire a page on a specific date. If this feature is selected, and the page is listed as a dynamic link, the link will be removed on the expiration date, eliminating broken links. The date must be in MM/DD/YYYY format or the calendar may be used. The time must be in HH:MM am/pm format. When expiration takes effect, the Expire Date/Time must be changed before the page can be re-published. Notification of this will appear on the Approval tab. 
SSL Enabled?: Invokes that a page be transmitted via a secure https connection. This is contingent upon an appropriately configured Web server with a security certificate. SSL stands for Secure Sockets Layer. 
Searchable: Allows the page to be searchable. If No is selected, the page will not be included in the search index. 
Cache Interval: Allows a snapshot of the desired page to appear for visitors loading the page within the specified time frame. The use of cache intervals is recommended on pages visited often or that may take several minutes to load. 
Author: Indicates the page author’s name. 

Refresh Interval: Refers to the interval (in seconds) for which the page should refresh. 
Refresh Location: Used for redirecting when a page is refreshed. 
Summary: Allows the entry of descriptive information for the page (appears in various sections, including the Properties tab and search results). The summary is limited to 255 characters. 
     5. Click Save. 
     	SiteExecutive Explorer will refresh and the created page will appear selected. 



Editing and Saving Page Content 
To open a page for edits
Select the desired page in SiteExecutive Explorer. 


Select the Preview/Edit tab. 


The selected page with the assigned template will appear. From the Preview/Edit tab, content editors can edit a template or edit a page. 


3. Click Edit Page. 
The page will appear in edit mode with word processor-like tools available on the Editor Toolbar for editing. 



To enter text on the page: 
1. Click in the page where the text will be entered. 
2. Type desired text. 
Text entered will appear on the page. 

Note: The editor converts text to HTML in the background. When content editors press [Enter], the system creates a blank space between paragraphs. Content editors must press [Shift] + [Enter] to create lines without blank spaces between paragraphs. Soft returns, however, may result in object overlapping. Default spacing can be defined in the style sheet if desired. The use of tables or <div> tags to provide structure is recommended. 
Editor Tools: While in edit mode, word processor-like tools are available on the Editor Toolbar, allowing content editors to format text and perform other functions within a page. 

The tools are defined as follows: 
	TOOLS
	DESCRIPTION

	
	Preview 
Allows object and/or page contents to be viewed within the template, as it will appear when rendered in the Web browser window. This tool will display a preview of most (not all) the objects entered on a page or template. 

	
	Save, Close, Save and Close 
Save commits changes to the database. Close closes the window and prompts users to save editing completed. Save and Close commits changes to the database and closes the editor simultaneously. 

	
	Cut, Copy 
Cuts and copies highlighted text, respectively. 




	TOOLS
	DESCRIPTION

	
	Paste 
Pastes cut or copied text into the editor. 
Note: If pasting non-supported tags, Paste Special dialog box will display automatically. 

	
	Paste as plain text 
Pastes cut or copied content into the Editor as plain text. All formatting will be stripped, and text will be pasted using the <p> or <body> tag style. 

	
	Paste Special 
Paste Special is used to paste external content by removing any HTML tags that are not supported by SiteExecutive. Paste Special dialog box will automatically pop-up if pasting external content that contain non-supported tags. The content will be pasted at the end of the page unless otherwise specified. 
Note: Pasting non-text content (i.e. images) may cause JavaScript errors when pasting. 

	
	Print 
Opens the browser print window to print the edited content. 

	
	Spell Check 
Provides a spell check for page content based on the default dictionary. 
Note: While this tool spell checks against modules, it does not save changes made to spelling in modules. 

	
	Page Dictionary and Spell Check 
Displays multi-language dictionaries available and enables the selection of an alternate dictionary for the selected page. 
Note: Multiple dictionaries must be selected each time the spell check will be performed. 

	
	Undo, Redo 
Undo reverses the last editing action and Redo annuls the last Undo action performed. 
Note: The Undo and Redo tools should be used with caution, especially with tables. The tool will undo or redo individual tags. Users may have to click Undo or Redo several times before it will completely undo or redo the last performed function. 

	
	Find, Replace 
Allows the search and replacement of specified text. 

	
	Bold, Italic, Underline 
Provides formatting options; these attributes may be applied to any text entered on the page. 

	
	Strike Through 
Displays the selected text with a line through. 

	
	Subscript, Superscript 
Superscript will display the selected text smaller and will set it slightly above the normal text. 
Subscript will display the selected text smaller and will set it slightly below the normal text. 

	
	Ordered List, Unordered List 
Creates numbered lists and bulleted lists. 

	
	Decrease Indent, Increase Indent 
Moves selected paragraph approximately ½” to the right or left of the page. 

	TOOLS
	DESCRIPTION

	
	Blockquote 
Defines the start of a long quotation and creates whitespace on both sides of the text. 

	
	Left Justify, Center Justify, Right Justify, Block Justify 
Displays the selected paragraph as aligned to the left, center, or right, or as block justified. 

	
	Insert Special Characters 
Inserts special characters into the page content. 

	
	Insert Horizontal Rule 
Inserts a horizontal rule. The alignment, width, color, size, and shading of the rule may be specified. 
Note: This should be used to separate objects or text. When inserted, the rule will display with space before and after it, therefore it cannot be used to underline text. 

	
	Insert a Link 
Creates HTML links from text or objects to other pages or elements in the SiteExecutive Explorer. Allows the creation of Internal, External, MailTo, and Anchor links. 

	
	Insert an Anchor 
Creates a target location within a page that can be referenced to point to a specific part of a page. Anchors can be used to link to targeted points in other pages. 

	[image: ]
	Insert an Image 
Inserts a graphic on the page from SiteExecutive Explorer. 

	[image: ]
	Insert a Table 
Inserts an HTML-based table. 

	[image: ]
	Insert a Module 
Inserts any SiteExecutive module on a page a user has permission to access. 
Note: To place modules beside each other, the use of tables or <div> tags is recommended. 

	[image: ]
	Style 
Displays a drop-down list of all available style classes and advanced styles with preview. These styles may be applied to any text entered on the page. 

	[image: ]
	Remove Style 
Allows user to delete an assigned style to any text on page. 
Note: This must be used before applying a new style to text that already has a style defined 

	[image: ]
	Format 
Allows users to insert div, formatted, address, and H1 to H6 tags. 

	[image: ]
	Show Blocks 
Displays visual cue between all supported tags: div, pre-formatted, address, and H1 to H6 tags. 



Note1: Anchor properties cannot be accessed in Mozilla Firefox. 
Note2: When entered or pasted, email is not automatically recognized as mailto link. 
Note3: On Mac, Copy/Cut/Paste buttons do NOT work. The user must use hotkeys. 


To edit page content using the formatting tools: 
1. Select the desired text. 
2. Click the desired tool for formatting changes. 
Note: Additional tools or features may be defined at the style sheet level. 
Editor Shortcuts: In edit mode, shortcut keys can be used to perform certain functions. The available shortcut key combinations and their assigned functions are listed below: 
	Function 
	Shortcut key combination 

	Preview 
	CTRL + SHIFT + V 

	Save 
	CTRL + SHIFT + S 

	Close 
	CTRL + SHIFT + C 

	Save and Close 
	CTRL + SHIFT + E 

	Find 
	CTRL + F 

	Select All 
	CTRL + A 

	Cut 
	CTRL + X 

	Copy 
Undo 
Redo 
	CTRL + C 
CTRL + Z 
CTRL + Y 

	Paste 
	CTRL + V 

	Paste 
	SHIFT + INS 

	Spell Check 
	CTRL + SHIFT + D 

	Bold 
	CTRL + B 

	Italic 
	CTRL + I 

	Underline 
	CTRL + U 

	Insert Link 
	CTRL + SHIFT + L 

	Insert Image 
	CTRL + SHIFT + P 

	Insert Module 
	CTRL + SHIFT + M 



Collapsing the Editor Toolbar 
The Editor Toolbar may be hidden if more working space is desired. 
To hide the Editor Toolbar, 
Click on the arrow on the left of the Editor Toolbar. 
[image: ]
The Editor Toolbar will collapse. 
To restore the Editor Toolbar: 
Click on the arrow on the left of the Editor Toolbar. 
[image: ]

Saving and Closing Page Content in Edit Mode 
When a page is edited, revisions are only committed when that page is saved. If no changes are made to a page, content editors may navigate to other areas in SiteExecutive. However, if changes are made to a page, all content must be saved before exiting. 
To save page content: 
While the page is in edit mode, click the Save tool. 
This will save recent changes and leave the page in edit mode for further editing. 
Closing Page Content 
To close page content: 
While the page is in edit mode, click the Close tool. 
This will close the edit session. The page preview will appear. If the page was edited but not saved, the system will prompt the user to save contents or close the page without saving changes. 
[image: ]
Saving and Closing Page Content 
To simultaneously save and close page content: 
While the page is in edit mode, click the Save and Close tool. 
This will save recent changes and will close the edit session/view. The page preview will appear. 
Note: In some instances, a page must be saved for revisions to be visible. 



Approving and Publishing Page Content 
Approving and publishing a page makes the page available for general Web access. 
Note: Content must be saved before approving a page. 
Approving and Publishing a Page 
To approve and publish a page: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Approval tab. 
[image: ]
3. Click Publish Document. 
[image: ]

Note: If a page has a workflow policy established, the Publish Document tool will not be available. A Begin Approval tool will be available instead. 
The Publish Document dialog box will appear. 
[image: ]
       4.  Click OK to publish the page. 
The Approval tab will display the Approval Workflow History, which presents the date and time of publication, as well as the username of the person who published the page. 
[image: ]



Editing Page Properties 
While each page’s properties are defined when the page is created, the properties may be modified at any time. 
To edit page properties: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Properties tab. 
[image: ]
The Page Properties will appear in the information area. 
[image: ]

3. Click Edit. 
The page’s properties will appear. All properties can be edited except for the page name. 
[image: ]

4. Click Save. 
Note: The page must be re-published for modifications to become effective. 
Viewing Different Versions of a Page 
Pages become available to the general public when they are approved and published. When a page is published, the previous version of that page is archived. Archived versions of a page may be accessed via the Versions tab. 
To view all available versions of a page: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Preview/Edit tab. 
3. Click on the Version: drop-down list to see available versions. 
[image: ]
Viewing the Published Page 
To view a page once it is published: 
Click the page name to link to that page. The page link will appear directly below the tabs on every tab. 
[image: ]
The page, as it will appear on the Website to the general public, will appear. 


Inserting Links and Page Anchors 
Understanding Links In almost all Web pages, navigation is accomplished through links. Links lead to other pages, images, files, movies, music, media, and many other forms of information. 
With SiteExecutive, content editors may create links that will update dynamically as pages are approved, moved, or deleted. If the object to which a link is pointing to is deleted, the properties for the link may be accessed. The properties will appear blank, though modifications will be allowed. 
Note: Underlining of text most often identifies text links, which makes it hard for users to distinguish between links and text that has been formatted to appear underlined. At the style sheet level, designers may determine how links should appear to visitors. 
Inserting Internal Links 
SiteExecutive allows for content editors to insert internal links, enabling visitors to navigate to other pages created in SiteExecutive. 
To insert an internal link: 
1. Select the desired page in SiteExecutive Explorer. 
[image: ]

2. Select the Preview/Edit tab. 
3. Click Edit Page. 
	The page will appear in edit mode. 
4. Select the desired text or image for the link. 
[image: ]
5. Click the Insert/Edit Link tool. 

The Insert Link dialog box will appear. 
[image: ]
	6. From the Type: drop-down list, select Internal Link. 
7. Enter information in the available fields. The fields are defined as follows: 
Link: Allows the selection of the page to be linked. Clicking on the Select Link tool will allow users to access pages in the SiteExecutive Explorer. All pages in SiteExecutive Explorer will be available. If an un-published page is selected, the text will not appear as a link until that page is published. 
ID: Allows users to define an ID for the inserted link. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the link. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Class: Allows the selection of a font type, which was created via a style sheet and placed on the template assigned to the page. 
Title: Displays the name of the link when the mouse pointer is placed on the link. This field is limited to 80 characters. 
Open link in a new window: Forces the linked Website to open in a new browser window. When this option is selected, additional window options become available. Users have the ability to define the width and height in pixels of the new window. If width and height values are not entered, the new window will open in the Web browser’s default size. Users may also choose to display a toolbar for the new window. 
[image: ]

8. Click Save. 
The selected text in the page will appear as a link. Clicking on the text or image will take visitors to the designated link. 
Note: The page must be saved for the link to appear. 

Inserting External Links 
SiteExecutive allows for content editors to insert external links, enabling visitors to access sites outside of SiteExecutive. External links can be inserted using a qualified URL. 
To insert an external link: 
1. Select the desired page in SiteExecutive Explorer. 
[image: ]
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
	The page will appear in edit mode. 
4. Select the desired text or image for the link. 
[image: ]
5. Click the Insert/Edit Link tool. 



The Insert Link dialog box will appear. 
[image: ]
      6. From the Type: drop-down list, select External Link. 
	When External is selected, the Select Link icon will disappear. 
[image: ]
7. Enter information in the available fields. The fields are defined as follows: 
Link: Allows a qualified URL to be entered. 
ID: Allows users to define an ID for the inserted link. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the link. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Class: Allows the selection of a font type, which was created via a style sheet and placed on the template assigned to the page. 
Title: Displays the name of the link when the mouse pointer is placed on the link. This field is limited to 80 characters. 
Open link in a new window: Forces the linked Website to open in a new browser window. When this option is selected, additional window options become available. Users have the ability to define the width and height in pixels of the new window. If width and height values are not entered, the new window will open in the Web browser’s default size. Users may also choose to display a toolbar for the new window. 
[image: ]
8. Click Save. 
The selected text in the page will appear as a link. Clicking on the text or image will take visitors to the designated link. 
Creating MailTo Links 
SiteExecutive enables content editors to create links that will generate mail using the MailTo Link feature. 
To create a MailTo link: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Select the desired text or image for the link. 
5. Click the Insert/Edit Link tool. 

The Insert Link dialog box will appear. 
[image: ]
6. Select MailTo Link from the Type: drop-down list. 
	Email options will become available. 
[image: ]
     7. Enter information in the available fields. The fields are defined as follows: 
ID: Allows users to define an ID for the inserted link. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the link. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Class: Allows the selection of a font type, which was created via a style sheet and placed on the template assigned to the page. 
Title: Displays a name when the mouse pointer is placed on the link. This field is limited to 80 characters. 
To: Refers to the complete email address of the person to whom the message will be sent. Multiple addresses can be separated using a semi-colon or comma. 
CC: Requires the email addresses of the users who will receive a carbon copy of the message. Multiple addresses can be separated using a semi-colon or comma. 
BCC: Requires the email addresses of the users who will receive a blind carbon copy of the message. Multiple addresses can be separated using a semi-colon or comma. 
Subject: Allows the entry of a topic for the email message. This field is limited to 128 characters. 
8. Click Save. 
The selected text in the page will appear as a link. Clicking on the text or image will invoke the visitor’s default email program and create a new blank email message. This assumes the client has a working email program. For critical information, the use of a form is recommended. 



Creating Page Anchors and Anchor Links 
Page anchors allow content editors to target a specific location within a page when linking. Anchors created as target points can be accessed via anchor links. An anchor may be created in a specific location on a page and an anchor link may be created in a different location to refer users back to the anchor that was created. Anchors may also link to other pages. 
To create an anchor: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click in the page where the anchor will be inserted. 
5. Click the Insert/Edit Anchor tool. 

The Anchor Properties dialog box will appear. 
[image: ]


6. Enter a name in the Anchor Name: field. This field is limited to 40 characters. 
NOTE: The Anchor Name should be alphanumeric, and cannot contain spaces or special characters. Any spaces or special characters entered by the user will be converted to underscores by the system. 
7. Click Save. 
	An anchor will appear in the selected location on the page. The anchor will only appear when the page is in edit mode. 
	To create a Local Anchor link to target the anchor on the page: 
		1. Select the desired text or image for the link. 
		2. Click the Insert/Edit Link tool. 
			The Insert Link dialog box will appear. 
		3. Select Local Anchor from the Type: drop-down list. 

[image: ]
4. Enter information in the available fields. 
The fields are defined as follows: 
Anchor: Allows the selection of an anchor that was already created. 
ID: Allows users to define an ID for the inserted link. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the link. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Title: Displays a name when the mouse pointer is placed on the link. This field is limited to 80 characters. 
Open link in a new window: Forces the targeted point of the page to open in a new browser window. When this option is selected, additional window options become available. Users have the ability to define the width and height in pixels of the new window. If width and height values are not entered, the new window will open in the Web browser’s default size. Users may also choose to display a toolbar for the new window. 
5. Click Save. 
Note: If an anchor from an external page is desired, an internal link to that page must be created. When the page is selected for the internal link, all anchors on that page will appear and may be selected. 


Modifying Link Properties 
To modify link properties: 
	1. Select the desired link while the page is in edit mode. 
	2. Right-click on the link. 
	3. Select Edit Link. 
[image: ]

The Link Properties dialog box will appear. 
[image: ]

Alternately, selecting the link in the Editor and clicking on Insert/Edit Link tool in the Editor Toolbar will launch the Link Properties dialog box. 
4. Make necessary modifications. 
5. Click Save. 


Modifying Anchor Properties 
To modify anchor properties: 
1. Select the desired anchor while the page is in edit mode. 
2. Right-click on the anchor. 
3. Select Anchor Properties. 
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The Anchor Properties dialog box will appear. 
Alternately, selecting the anchor in the Editor and clicking on Insert/Edit Anchor tool in the Editor Toolbar will launch the Anchor Properties dialog box. 
[image: ]

4. Make necessary modifications. 
5. Click Save. 

Removing a Link 
To remove an existing link: 
1. Select the desired link while the page is in edit mode. 
2. Right-click on the link. 
3. Select Edit Link. 


The link will be removed from selected text or image. 
Inserting Images 
To insert an image on a page: 
Select the desired page in SiteExecutive Explorer. 
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2. Select the Preview/Edit tab. 


3. Click Edit Page. 
4. Click in the page where the image will be inserted. 
5. Click the Insert/Edit Image tool. 
[image: ]
The Insert Image dialog box will appear. 


6. Click Select Image to search for the desired image. 
The Image Selector dialog box will appear. 

7. Search for the desired image by opening SiteExecutive Explorer and the desired folders until the image is located. 
8. Select the desired image. 
A preview of the selected image will appear. 

9. Click Select. 


The Image Selector dialog box will close. The Insert Image dialog box will remain open and will show the image name in the Image: field. 


10. Enter information in the available fields. The fields are defined as follows: 
Note: All size measurements in the dialog boxes are in pixels or points (the two are synonymous). One inch equals 72 points. 
Alt Text: Generates an alternative text tag that is visible when the pointer is placed over an image. This assists with Section 508 compliance for vision-impaired access. This field is limited to 50 characters. 
ID: Allows users to define an ID for the inserted image. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the image. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Class: Allows the selection of a font type, which was created via a style sheet and assigned to the template, which is in turn assigned to the page. 
Align: Refers to the position of the image on the page relative to surrounding objects or text. By default, the image will be inserted without any alignment. When images are inserted on a page with no alignment or center alignment, they will appear in div tags. This avoids text and objects wrapping around the images. 
Border: Places a border around the image. 
Horizontal Spacing/Vertical Spacing: Creates space around the image to offset text and objects. 
Width/Height: Refers to the size of an image. Images have a default height and width, which are determined by the actual pixel size of the image when it was created and uploaded. 
Scale: Refers to the scale percentage of the image as compared to the original image. Allows proportional resizing of an image. When a percentage is entered, the width and height of the image will automatically calculate to avoid distortion. Recommended: Users should use Image Manipulation under image properties to resize the image. 
Reset: Reverts image back to the original size. 
Enable: Enables users to link two images together. When the pointer is placed on an image, the system will display a second image. This is used primarily for buttons and other navigation features. It is important that both the images (primary and rollover) be approximately the same size to avoid distortion. When Enable is selected, another image may be selected. 

The Insert Image dialog box will display the selected rollover image’s dimensions and size. 
11. Click Save. 
The image will appear on the page. 


Modifying Image Properties 
To modify image properties: 
1. Select the desired image while the page is in edit mode. 
2. Right-click on the image. 
3. Select Image Properties. 


The Image Properties dialog box will appear. 
Alternately, selecting the image in the Editor and clicking on Insert/Edit Image tool in the Editor Toolbar will launch the Image Properties dialog box. 


4. Make necessary modifications. 
5. Click Save. 



Uploading Files and Images 
SiteExecutive makes it easy to add files and images to SiteExecutive Explorer. Content editors may download personal files from external locations and upload them into the CMS for use on CMS pages. 
To upload a file to SiteExecutive Explorer: 
1. Select the desired folder in SiteExecutive Explorer. 
2. Select the Desktop tab. 
3. Double-click Upload File in the information area. 

The Upload File dialog box will appear. 

4. Click Browse to search for the desired file or image. 
The Choose file dialog box will appear. 

5. Select the desired folder location or drive location using the drop-down arrow in the Look in: field. 
6. Double-click the desired folder. 
7. Select the desired file or image. 

8. Click Open. 
The Choose file dialog box will close. The path and name of the selected file will appear in the File: field in the Upload File dialog box. 

9. Enter information in the available fields. The fields are defined as follows: 
New Filename: Renames the file. This field is limited to 212 characters. 
Note: If a new filename is entered in the New Filename: field, the correct file extension must be included. 
Searchable: Allows the object to be searchable. If deselected, the item will not be included in the search index. 
Description: Refers to a summary of the file. This field is limited to 500 characters. 
10. Click Upload. 
SiteExecutive Explorer will refresh and the uploaded file will appear selected. 
Compressed files and files in .PDF format may be uploaded into SiteExecutive as single files and used as such within SiteExecutive. For example, a .zip file may be uploaded as a single file, using the Upload File tool. Links may be created to allow users to open these files. Images indicating the file types may also be uploaded into SiteExecutive and inserted beside the file name. This allows users to determine the file type. 
Uploading Multiple Files 
SiteExecutive also allows multiple files to be uploaded via a zip file. This feature will allow content editors to unzip a zip file that contains several files and import them into SiteExecutive as individual files. Content editors have the option to maintain path information and/or upload the compressed file along with the individual files. 
To zip or compress numerous files in the Windows environment: 
1. Select the desired files. Multiple files may be selected by simultaneously holding the [Ctrl] key and selecting each desired file. 
2. Right-click on the files. 
3. Select Send To or WinZip. The option may vary depending on the zip program and system being used. 
4. Select Compressed (zipped) Folder or Add to Zip file… to create a new zip file containing the selected files. 

All compressed files will appear as a zip file. 
To upload the zipped files into SiteExecutive: 
1. Select the desired folder in SiteExecutive Explorer. 
2. Select the Desktop tab. 
3. Double-click Upload Multiple Files in the information area. 



The Upload Multiple Files dialog box will appear. 

4. Click Browse in the Select Compressed File: field. 
The Choose file dialog box will appear. 

5. Select the desired folder location or drive location using the drop-down arrow in the Look in: field. 
6. Double-click the desired folder. 
7. Select the desired compressed file. 
8. Click Open. 
The Choose file dialog box will close. The path and name of the selected file will appear in the Select Compressed File: field in the Upload Multiple Files dialog box. 
9. Select the available fields if desired. The fields are defined as follows: 
Searchable: Allows the individual files to be searchable. If deselected, the files will not be included in the search index. Binaries with text, such as PDFs or office documents, may be made searchable. However, files, such as images, cannot be made searchable. This is a global option, and will apply to all files in the archive. 
Maintain Path Info: Recreates any file structure that has been pulled into the compressed file. 
Save Compressed File: Copies the zip file itself to the primary folder along with each individual file. 
Description: Refers to a summary of the file. This field is limited to 500 characters, and is activated only if the Save Compressed File is selected. 
10. Click Upload. 
SiteExecutive Explorer will refresh and the zip file will be uploaded and unzipped in the selected folder. The files may be located in a newly created folder, which retains the path information. 
Note: This process may take several minutes depending on the number and size of the files. 
Once uploaded to SiteExecutive Explorer, these files become available to be placed on pages and templates in SiteExecutive. 


Inserting Tables 
Tables can be used for tabular presentation (numbers, lists), for design (to organize pictures and ideas), or for page structure. SiteExecutive allows the use of the standard features of HTML tables. In addition, SiteExecutive allows tables created in Microsoft Word to be pasted into a page, while preserving the content within the cells. 
Before using tables, some crucial points to consider include: 
Inserting a table: By default, a new table will have no alignment. This will add an extra line under the table. If only one table is being inserted, the extra space may not be visible, although it is there. However, if inserting a table into a table cell (embedded table), the space will be visible. The space is generated by the editor itself. This is logically correct. Because a table is a block level tag, users should not be able to add text right after the table. If the table is set to left alignment, the space will be removed. The table will become a floating object since the block tag rule is broken. 
Aligning items in a table cell: In previous versions of SiteExecutive (prior to the introduction of cascading style sheets functionality), the alignment in a cell was controlled by three levels of settings. They are indent/outdent buttons (adding blockquote tag), alignment buttons (adding align attribute to p tag) and cell’s alignment property (setting align attribute in td tag). Indent/outdent buttons are the most influential, followed by the alignment buttons, then followed by a cell’s alignment property. 
All levels of control on a cell would be applied as follows: 
<td align=”right”> 
<blockquote> 
<p align=”left”>text</p> 
</blockquote> 
</td> 
On the browser, the text will appear aligned to the left with one block indent (the “right” property for td will have no effect). 
In addition, a new p tag will have no align attribute (add a new table, and a new p tag will appear). In this case, a cell’s alignment property will take effect (if not indented), but once an alignment option is selected on the editor, the p tag’s align attribute will get set and can no longer be removed. The cell alignment property will not take effect either. The whole paragraph and the hidden blank p tag must be removed. 
A style can be applied to a cell and to the text in the cell, which means there are now five levels of control over alignment. The order from most influential to least influential is indent/outdent buttons (adding blockquote tag), alignment buttons (adding align attribute to p tag), cell’s style (setting class attribute in td tag with the text-align property in the corresponding style sheet set), cell’s alignment property (setting align attribute in td tag) and the text’s style in the cell with the text-align property in the corresponding style sheet set). 
Applying a style to the text in a table cell: A style can be applied to either a cell or text in the cell. The text in the cell will vary in style depending on the properties defined for each style. For example: style 1 is applied to a cell and style 2 is applied to the text in the cell as follows: 
<td class=”style1”> 
<span class=”style2”>text</span> 
</td> 
The result will depend on how the style sheet is defined. In general, if there are any properties defined in style1 but not defined in style2, the text will inherit style1’s property, otherwise, style2 will be effective. 
To insert a table into a page: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click in the page where the table will be inserted. 
5. Click the Insert/Edit Table tool. 
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The Insert Table dialog box will appear. 


6. Enter information in the available fields. The fields are defined as follows: 
Columns/Rows: Determines the number of horizontal and vertical cells desired. These are expressed as whole numbers. 
ID: Allows users to define an ID for the inserted table. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the table. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Class: Allows the selection of a font type, which was created via a style sheet and placed on the template assigned to the page. 
Width/Height: Determines the size of the table. These values can be expressed in pixels or points and in percentages. One inch equals 72 points (For example, 288 points would result in a 4 inch width). These values can also be expressed as percentages of the enclosing area (use the % character). A row will expand to the largest height specified for any of the cells in that column. A column will expand to the largest width specified for any of the cells in that column. 
Cell Spacing: Controls the space between cells in a table. This value is expressed in pixels. 
Cell Padding: Controls the space between the inside of a cell and any enclosing information. This value is expressed in pixels. 
Align: Relates to the surrounding text or objects in a page. If no alignment is selected or center alignment is selected, text or objects in the page will be automatically placed underneath the table. The table will be inserted in a div tag to prevent text and objects from wrapping around the table. 
Note: Alignment attributes assigned to the table affect how the table will interact with elements around the outside of the table. Alignment applied to individual cells affect solely what is contained within the cell. Furthermore, the alignment of a table may not be reflected in the editor alignment tool. The table or cell alignment should be used over the editor alignment tool. 
Background Color: Determines the color of the table. The background color is expressed in six character sets made up of three hexadecimal numbers. SiteExecutive provides a standard spectrum of colors through the interface. Colors can also be entered in RGB values (Red/Green/Blue), which are provided through the image editors built into Windows. RGB values are converted into hexadecimal codes automatically if entered. If no color is selected and no table background color is defined in the style sheet, the table will be transparent, therefore displaying cells in the background color of the template. If no color is selected and a table background color is defined in the style sheet, the table will retain the background color defined in the style sheet. 

Summary: Refers to a description for the table. The table summary is used for Section 508 compliance and can be interpreted by non-visual media. The summary content is searchable and is limited to 255 characters. 
Type: Refers to the border and creates a rim around the table. When a border is selected, the options to select a border style, border color and border width become available. 
Text: Refers to the caption properties. Displays a title above the table. This field is limited to 255 characters. The caption is not visible while the page is in edit mode. 
Class: Allows the selection of a font type, which was created via a style sheet and placed on the template assigned to the page. 
Align: Refers to the position of the caption relative to the table. 
	7. Click Save. 
		The table will appear on the page. 
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	8. Enter desired information in the table cells. 


Accessing Table and Cell Modifying Features 

Table and cell properties are available to editors while the page is in edit mode. Depending on where the cursor is placed, table and cell property menus may vary. 
The following two menus may appear depending on the action performed. If the table is selected (the cursor is placed on the table border), a condensed menu will appear. 
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If a cell is selected, the extended table menu will appear. 
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To access the complete table and cell modifying features: 
1. Select the desired page in the site tree. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click inside the desired table or cell. 
5. Right-click on the cell. 

The table and cell modifying features will appear. 
The available features in the extended table menu include: 
Cell: Provides additional cell specific features. 
Row: Provides additional row specific features. 
Column: Provides additional column specific features. 
Table Properties: Allows the modification of the entire table’s properties. 
Delete Table: Removes the selected table. 
Tag Properties: Allows users to assign a style ID, selector, or class to the table row (<tr> tag).

Accessing and Modifying Column Properties 

Column properties allow users to configure multiple cells appearing in the same column. 
To access the column modifying features: 
1. Select the desired page in the site tree. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click inside the first cell in the desired column. 
5. Right-click on the cell. 
The extended table and cell modifying features will appear. 
6. Hover your mouse over Column. 
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Additional column modifying features will appear. 
The available features are: 
Add Column Left: Inserts a column to the left of the column selected. 
Add Column Right: Inserts a column to the right of the column selected. 
Delete Column: Removes the column selected. 
Column Properties: Allows updates to an entire column starting with the selected cell. 
7. To modify the properties of the column, select Column Properties from the sub menu. 
	The Column Properties dialog box will appear. 
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        8. Enter information in the available fields. The fields are defined as follows:

Selected Cells: Allows user to define the cells, within the column, that the properties will be applied to. 
Class: Allows the selection of a style class, which was created via a style sheet and placed on the template assigned to the page. 
Alignment: Refers to the horizontal position of the text or object within a cell in the selected column. 

Vertical Alignment: Refers to the vertical position of the text or object in the selected column. 
Width: Refers to the size of the column. This is expressed as either a fixed number in pixels or a percentage of the overall table size. 
Background Color: Determines the color of cells and overrides background color selected in table properties. 
9. Click Save. 
The column will appear with the changes. 
Note: Additional tools or features may be defined at the style sheet level. For example, border colors may be established in a style sheet. Such properties will become available to editors if defined on the style sheet that is applied to the body content at the template level. 
Accessing and Modifying Row Properties 

Row properties allow users to configure multiple cells appearing in the same row. 
To access the row modifying features: 
1. Select the desired page in the site tree. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click inside the first cell in the desired row. 
5. Right-click on the cell. 
The extended table and cell modifying features will appear. 
6. Hover your mouse over Row. 


Additional row modifying features will appear. 
The available features are: 
Add Row Above: Inserts a row above the row selected. 
Add Row Below: Inserts a row below the row selected. 
Delete Row: Deletes the selected row. 
Row Properties: Allows updates to an entire row starting with the selected cell. 
	7. To modify the properties of the row, select Row Properties from the sub menu. 
The Row Properties dialog box will appear. 


8. Enter information in the available fields. The fields are defined as follows: 
Selected Cells: Allows user to define the cells, within the row, that the properties will be applied to. 
Class: Allows the selection of a style class, which was created via a style sheet and placed on the template assigned to the page. 
Alignment: Refers to the horizontal position of the text or object within a cell in the selected row. 
Vertical Alignment: Refers to the vertical position of the text or object in the selected row. 
Background Color: Determines the color of cells and overrides background color selected in table properties. 
	9. Click Save. 
The row will appear with the changes. 
Note: Additional tools or features may be defined at the style sheet level. For example, border colors may be established in a style sheet. Such properties will become available to editors if defined on the style sheet that is applied to the body content at the template level. 


Accessing and Modifying Cell Properties 
Cell properties allow users to configure individual cells. 
To access the cell modifying features: 
1. Select the desired page in the site tree. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click inside the desired cell. 
5. Right-click on the cell. 
The extended table and cell modifying features will appear. 

6. Hover your mouse over Cell and select Cell Properties from the sub menu. 


Additional cell modifying features will appear. 
The available features are: 
Merge Cell Horizontally: Allows cells to join horizontally and displays the number of cells that are available for the merge. 
Merge Cell Vertically: Allows cells to join vertically and displays the number of cells that are available for the merge. 
Split Cell Horizontally: Splits the selected cell horizontally. 
Split Cell Vertically: Splits the selected cell vertically. 
Align Top: Positions contents to the top of the selected cell. 
Align Middle: Positions contents to the vertical center of the selected cell. 
Align Bottom: Positions contents to the bottom of the selected cell. 
Cell Properties: Allows the modification of individual cells. 
	7. To modify the properties of the cell, select Cell Properties from the sub menu. 
The Cell Properties dialog box will appear. 


8. Enter information in the available fields. The fields are defined as follows: 
ID: Allows users to define an ID for the selected cell. If entered as an ID, the desired ID can be entered as text. If the Selector check box is checked, this field will display a list of available style selectors from the assigned style sheet. Note: If entered as an ID, the style attributes for the ID should be defined in the style sheet. 
Selector: Allows users to assign a selector to the cell. If checked, the ID field becomes a drop-down list, providing a list of available style selectors from the assigned style sheet. The Selector check box is checked by default. Unchecking the Selector check box allows users to enter a new ID, which later can be defined in the style sheet. 
Class: Allows the selection of a font type, which was created via a style sheet and placed on the template assigned to the page. 
Width/Height: Refers to the size of the cell. If there are two or more cells in a row or column, this is expressed as either a fixed number in pixels or a percentage of the overall table size. 
Alignment: Refers to the horizontal position of the text or object within a cell. 
Vertical Alignment: Refers to the vertical position of the text or object within a cell. 
No Wrap: Keeps text or objects from wrapping in the cell. It is used frequently to keep images in line within a cell. 
Background Color: Determines the color of cells and overrides background color selected in table properties. 
Select Image: Allows the selection of an image uploaded into SiteExecutive as a background. 
Deselect Image: Removes background image selected. 
	9. Click Save. 
The cell will appear with the changes. 
Note: Additional tools or features may be defined at the style sheet level. For example, border colors may be established in a style sheet. Such properties will become available to editors if defined on the style sheet that is applied to the body content at the template level. 

Deleting a Table

To access the cell modifying features: 

1. Select the desired page in the site tree. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click inside a cell within the desired table. 
5. Right-click on the cell. 
The extended table and cell modifying features will appear. 


6. Select Delete Table. 
The selected table will be removed. 


Inserting a Module 
SiteExecutive modules are plug-in components that let non-technical users add dynamic functionality to Web pages or templates. 
Note: Users will only have access to those modules for which they have been granted permission. 
Modules fall into two broad categories: 
General Content Management and Add-On modules: These include modules that display site outlines, paths to pages, time and date, drop-down menus, linking tools, etc. These modules are written by Systems Alliance, Inc. 
Custom modules: These modules assist in automating tasks that typically require the use of and/or understanding of significant amount of code and server configurations and are specific to each client’s needs. These modules are written by Systems Alliance, Inc. and clients. 
To insert modules on a page: 
1. Select the desired page in SiteExecutive Explorer. 
2. Select the Preview/Edit tab. 
3. Click Edit Page. 
4. Click in the page where the module will be inserted. 
5. Click the Insert a Module tool. 
[image: ]

The Insert Module dialog box will appear. 


6. Select the desired module in the Module: drop-down list. 
7. Click Insert. 

Note: Modules may appear with extra spaces around in different Web browsers. Placing modules in <div> tags and table cells will allow modules to co-exist in a controlled manner. When modules are inserted on pages, they should be previewed in other browsers to ensure that desired spacing is established. 


Managing Dynamic Content for Folders
To display dynamic content at the folder level: 
1. Select the folder that contains the pages which will display the dynamic content. 
2. Select the Dynamic Content tab. 
The Manage Dynamic Content tab will appear. 


3. Select a Template. The Template select field refers to the templates that contain the dynamic object. 
The Manage Dynamic Content tab will load all dynamic Object Inclusion modules inserted on the template and order alphabetically. Each module will be wrapped individually in their own fieldsets. The title of the field set will be Module: <dynamic object inclusion name>. 
Note: Users can expand and collapse individual dyanmic object inclusion modules by toggling the arrow. 

      
       4. Enter information in the available fields: 
Visible: Allows for the dynamic object to appear at the folder and subfolder level. This box should be unchecked if the appearance of the dynamic object is not desired. 
Object<<: Allows the selection of an object to be displayed on the pages within the folder. 
Wrap Content With: Displays the HTML tag that will wrap the object inclusion. This field is only editable at the template level. 

Note: Depending on the object selected, other fields may become available. Object refers to the dynamic object that will appear on the pages in the folder. The object will vary for each folder depending on the dynamic components that are desired for display. For example, if an image is selected the fields that become available include: Link To, which allows the image to be linked and Alt Text, which displays text when the mouse pointer is placed on the image. 

[image: ]

5. Click Save. 
If Dynamic is not selected, the Object Inclusion module can still be inserted on a template to embed objects at the template level. These objects will appear on all the pages using the template. Changes to the object selected as the placeholder may affect dynamic content modified by authors at the folder level. Designers must be careful when making changes to dynamic objects on the template. Specifically the following modifications will reset the object at the individual folder level: 
• Changing the object type selected for dynamic inclusion at the main template level. 
• Deleting the dynamic object at the main template level. This occurs even if the object is re-inserted on the template with the same object name before saving. 
• Deleting the dynamic object at the main template level. 

Page 1 of 58

image89.emf

image90.emf

image91.emf

image92.emf

image93.emf

image95.emf

image113.emf

image114.emf

image115.emf

image116.emf

image117.emf

image126.emf

image63.emf

image64.emf

image65.emf

image66.emf

image67.emf

image68.emf

image69.emf

image70.emf

image71.emf

image72.emf

image73.emf

image74.emf

image75.emf

image76.emf

image77.emf

image78.emf

image79.emf

image80.emf

image81.emf

image82.emf

image83.emf

image84.emf

image85.emf

image86.emf

image87.emf

image88.emf

