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Introduction

TheContent Authordés Cookbook is designed
they need so that they can use Sitecore CMS to perform their day to day work. This
cookbook is primarily aimed at introducing new content authors with limited computer
skills to the tools that Sitecore contains. However, the procedures described in this
document will also be beneficial for more experienced and technically skilled content
authors who are unfamiliar with the tools that Sitecore contains.

Content authors must be able to update existing content on their corporate Web site
or intranet as well as create new material. This cookbook explains how to perform
both these tasks with the two editing tools that Sitecore contains & the Page Editor
and the Content Editor 8 and demonstrates how to edit existing items and create

t

@ Sitecore

(0]

new items with both of these tools. The cookbook also introduces some of the more

advanced features and functionality that Sitecore contains.

This Content Authordés Cookdaptereek cont ai

e Chapter 18 Introduction

ns t he

This chapter is a description of the content, aims, and the intended audience of this

manual.

e Chapter 29 Sitecore

An introduction to some basic Sitecore functionality including item locking and

formatting.

e Chapter 38 Managing Content in the Page Editor

Step by step instructions for using the Page Editor to create and edit content.

e Chapter 4 8 Managing Content in the Content Editor

Step by step instructions for using the Content Editor to create and edit content.

e Chapter 50 The Rich Text Editor

Step by step instructions for creating several versions of the same item as well as

creating different language versions of the same item.

e Chapter 68 The Media Library
Step by step instructions for using the Media Library.

e Chapter 70 RSS Feeds
Step by step instructions for creating RSS feeds.

e Chapter 83 Workflows for Content Editors
Step by step instructions for creating and using workflows.

e Chapter 98 Customizing the Interface
Step by step instructions for publishing content on your Web site.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
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Sitecore

This chapter introduces some of the basic Sitecore functionality. This chapter
explains how to log in, how item locking works, and describes how roles affect the
functionality that is available to you in Sitecore CMS.
This chapter contains the following section:

e Logging In

¢ Roles and Functionality

e Item Locking

e Formatting

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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2.1 Logging In
You must log in to Sitecore before you can edit any of the content on a Web site.
To log in to Sitecore:

1. Enter Sitecore after the name of your Web site, for example
http://www.mywebsite.net/sitecore and the Log in page appears:

Q sitecore’

Welcome to Sitecore

a

User name: |minnie

Password:

Forgot Your Password?  Change Password

Browser Notes

What do you want to do

You are using Internet Explorer 7.

Please choose an activity... Sitecore supports all user interfaces for this
browser.

G w4l v |8 et ffarm myserver..f

W | @siecore

Edit Web Site Use Content Editor

Advanced Options...

Visit www.sitecore.net

2. Select the task you want to perform, enter your user name, password, and click Log in to log
in and start editing the Web site.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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Alternatively, click Advanced to open the Advanced Log In window.

Q sitecore’

Login Advanced

Welcome to Sitecore

User name: |minnie

Password: |e

Forgot Your Password? ~ Change Password

Browser Notes

Select User Interface

You are using Internet Explorer 7.

Sitecore supports all user interfaces for this

El Desktop w Content Editor browser.
@ Page Editor Eg Preview

-
‘) Workbox 3 Developer Center

Browser Display Mode: | Normal M

Client Language: | Default v

3. Select the User Interface that you want to use, enter your user name, password, and click Log

in to log in and start editing the Web site.

Note

In this manual, we use the Sitecore Training Sample Site as our demonstration site.

Configuring Sitecore on Internet Explorer

If you have any problems configuring your Sitecore client on Internet Explorer, see the Internet

Explorer Configuration Reference at

http://sdn.sitecore.net/reference/Sitecore%206/IE%20Configuration%20Reference.aspx.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
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2.2 Roles and Functionality

Sitecore contains tools that are suited to both experienced and inexperienced content authors. The
Content Editor is the editing tool for experienced users. However, depending on the roles you have
been assigned, the functionality that is available to you may differ from the functionality described in
this guide.

For example, a user who has been assigned one set of roles may see the following ribbon in the
Content Editor:

Whereas a user who has been assigned another set of roles may see much more functionality in the
Content Editor ribbon:

Navigate Review Publish Versions Ce Presentation 1 Developer

&3 About Us Section

3] Contact Section { 1 % Down @ Last
Insert T

Furthermore, when you log in to the Sitecore Desktop, the set of applications shown in the Sitecore
menu also depends on the roles that have been assigned to you. The following images show the
Sitecore menu for two users who have been assigned a different set of roles:

Wehb Site Developer

sitecore pill

Content Editor Page Editor
Manage your content. 5
==| Media Library
Maintain media content. m Debug
Developer Center
Create new functionality. 4‘; Carousel
ﬁ Template Manager g] Recyde Bin

Create new templates.

Lonnie L

sitecoreYjormie

a Content Editor @ Page Editor

Manage your content.
Preview
= | Media Library

Bl Maintain media content. ]
s carousel

gi Recyde Bin G search

% Search @ Waorkbox

T Workbox Control Panel

ContrlPanel B | \E] Development Tools »
Alapplcations [ [P reporsng Toos anappications [ [P eporsng Tosk

¥\ LogOff i\ LogOFf

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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2.3 Item Locking

Sitecore uses item

ocKki

ng

t o

@ Sitecore

ensur e

t hat t wo

time. If two or more users somehow managed to edit the same item simultaneously, only the changes
that were made by the user who clicked Save last will be available. All the other changes will be lost.

Item locking is a system whereby you lock the item you are editing and prevent other users from
editing this item until you unlock it again after you have finished editing the item.

Item locking works differently depending on the tools that you are using.

¢ Inthe Page Editor, you can lock an item before you start to edit it.

¢ Inthe Content Editor, you must lock an item before you can edit it.

2.3.1 Item Locking in the Page Editor

In the Page Editor, the way that item locking works depends on the access rights that you have been

assigned.

Minimal Page Editor

If you only have access to the Minimal Page Editor, you do not have access to the ribbon and cannot

manually lock an item before you edit it.

In this case, Sitecore checks whether an item is locked or not when you save it. If the item is not
locked your changes are saved. If the item has already been locked by another user, you receive a
message informing you that the item has been locked by another user and your changes cannot be

implemented.

Limited or Full Page Editor

If you have access to the Limited Page Editor or the Full Page Editor, you can edit an item directly on
the page without locking it. When you save the item, Sitecore locks it for you. If the item has already
been locked by another user, you receive a message informing you that the item has been locked by

another user.

Alternatively, you can click Lock or Edit to manually lock the current item before editing it.

Save Save & Close Close Ribbon

Page Editor Praww

L] o8

Insert Delete Lock My Items (0) Workbox

Log Off

» Home » People ¢ | & Go (B Edit

When an item has been locked by you, it is noted in the My Items command.

Save Save & Close Close Ribbon

T

Page Editor | Preview

B 4% FERES

Insert Delete | Lock | My Items (2) | Workbox

®

Log Off

In the previous image, the user has locked two items.

I
b Home b People » | & Go [ Edit

When you have finished editing the item, you must remember to unlock it so that other users can edit
it if they need to.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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Unlocking Items

You must remember to unlock items that you have locked.

To unlock an item, select the item and click Edit or Lock

If you have locked and edited humerous items, you can easily lose track of them all.

To see which items are still locked by you, in the Edit group, click My ltems:

A sitecore -- Webpage Dialog, @

m My Items
Views the items that are locked by you.

Name
Home fsitecorecontent/Home
Middle-Teaser fsitecore/content/Home /Standard-ItemsTeasers/Middle-Teaser

Page 1 of 1 (2items)

Unlock All

Close

The My Items dialog box lists all of the items that you have locked.

To unlock one or more items select them and click Unlock. To unlock all the items, click Unlock All.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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2.4 Formatting

In Sitecore, the formatting of the content that is displayed on a Web site is generally controlled by the
style sheets that have been defined for the Web site by the administrators, designers, programmers,
and so on.

This means that as a content author you do not have to worry about how the material you are
responsible for is presented to the reader and can concentrate on the quality of the material.

You can of course influence the style by making some text bold or italic and so on. Furthermore if you
know how to write HTML, you can edit the code and thereby influence the way that the content is
presented. In general you can concentrate on the material that is presented and ignore the way that it
is formatted.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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Managing Content in the Page Editor

This chapter introduces the Page Editor and the functionality it contains. It contains
detailed descriptions of how to edit an existing item including how to edit simple text
fields and rich text fields. There is a description of how to manage images in the Page
Editor. There are also detailed instructions on how to create new items.
This chapter contains the following sections:

e The Page Editor

e Editing an Item in the Page Editor

e Creating a New Item in the Page Editor

e Deleting Content

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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3.1 The Page Editor

Content authors are generally focused on the quality and accuracy of the material displayed on the
Web site and not on the design, style, and layout of the site. For this reason most content authors
prefer to work in a program that is designed to meet their needs and not those of the developers and
designers who create the Web sites.

With this mind, Sitecore CMS allows content authors to edit and create items directly on the Web
page with the Page Editor. The Page Editor is the simplest of the editing tools that Sitecore contains.
It is designed for inexperienced content editors who edit and write content items directly on the page.
Itis a WYSIWYG editor (what you see is what you get) and limits the amount of functionality that is
presented to the user.

When you log in to the Page Editor, the functionality that is available to you can vary depending on
the security roles that you have been assigned and the customizations that have been carried out on
Web site you are accessing.

When you log in to the Page Editor, two buttons are displayed at the top of the Web page:

Edit Log Off

YourSite.net

You can then navigate to the page that you want to edit and click Edit to open the Page Editor in edit
mode.

The functionality that you have access to in the Page Editor can vary greatly. As a minimum you can
expect to see some buttons at the top of the Web page:

Save Save &Close Clase Insert Delete

F?_

YourSite.net

If you have been given more access rights, you might be able to use a ribbon of commands. The
ribbon you are presented with could look something like this:

Save Save & Close Close Ribbon

B B

Page Editor | Preview || Insert Delete Lock My Items (0) Workbox || Log Off

» Home b | © Go [ Edit

This ribbon contains all the functionality available in the previous screenshot plus a little more.

When you are editing an item, you can click Ribbon to temporarily hide the ribbon and give yourself
some more space to work with or have a less confusing layout. Click Ribbon again to display the
ribbon.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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If you have been given full access to the all the functionality contained in the Page Editor, you will be
able to use all the commands in this ribbon:

Save Save & Close Close Ribbon
Page Editor Home Publish Versions Presentation View
Page Editor | Preview Debug || Insert Delete Lock My Items(0) Workbox || Log OFf
Browser Views Log OFF

» Home ¢ | &% Go [ Edit

This ribbon consists of six tabs each with its own collection of commands.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
contents of this document are the property of Sitecore. Copyright © 2001-2009 Sitecore. All rights reserved.
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3.2 Editing an Item in the Page Editor

As mentioned earlier, the Page Editor is the simplest of the editing tools that Sitecore contains and
has been designed for content editors who want to do their editing directly on the page.

The Page Editor is a WYSIWYG editor that allows you to see the changes that you make directly on
the page. This makes it easier for inexperienced users to control the changes that they make to the
content items they are responsible for.

In the Page Editor, you can edit:

e Simple text fields, date fields, and so on ¢ fields that you edit on the page and have no extra
functionality associated with them.

e Richtextfields & fields that you edit in the Rich Text Editor.

e Word fields & fields that you edit in Microsoft Word.

e Mediaitems 8 any kind of graphical item or sound file.
Note

In all of the procedures described in this manual, we use the Sitecore Training Sample Site as the
demonstration Web site.

3.2.1  Editing a Simple Text Field
To edit a simple text field:
1. Log on to the Page Editor.

2. it displays two buttons:

YourSite.net

Navigate to the item that you want to edit.
4. Click Edit to start editing the item.

In the item, select a simple text field that you want to edit.

6. Edit the text directly on the page. The text field automatically expands to fit the text you enter.

7. When you are finished editing the text, you can start editing another text block or click Save to
save the changes, Save & Close to save the changes and exit editing mode, or Close to close
the item and exit editing mode without saving the changes.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The
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