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The following guide will give you instructions on how to use the
Sitefinity Content Management System to create content for the
Near You website. It is assumed that persons using this system
and this guide will be computer literate

To access the Sitefinity Content Management System.

Click http://nearyou.imeche.org/Sitefinity or type this address into the
address bar of a web browser and press the Enter key.

You will be presented with the login screen below:

Login to manage the site

Username

Passworid

Remembert rme on this computer

@ Login

Help: Forgot wour password?
Type your Sitefinity Username and Password into the appropriate fields
TIP: Forgotten your password? Use the password recovery screen.
TIP: Forgotten your username? Contact k manning@imeche.org

Click the Login button
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The Sitefinity dashboard will be displayed:

'— Dashbosrd ¥ = s Help o e Sitefiiy: Login - |

€« C O nearyouimeche.org/sitefinity/Dashboard ¥ X

Sitefinity CMS
Dashboard Frof

E Edit content directly browsing the site

Welcome to Near You Recent Updates

Welcome Contacts

In this section we aim to provide you with details on recent updates, new and future ® Contacts can now be deleted once they have besn removed fram any active Events.
developments and resources for the Mear Vou website. Check regularly for infarmation to ® cond a message / Book now - will show the senders full name properly now.

help you maintain your part of Mear You at a high standard.

Near You Best Practice Guide 2012 Future Deve|0pment3

The Best Practice Guide will provide you with tips for creating wser friendly web pages for

your location, utilising the Institution's brand guidelines. Timeline

N\ Ewent address module - currently being updated and the delete aption has been
temporarily suspended. If you need an address removed please email the details to
Internet Explorer 7 webmaster@imeche.org.

Please click here to download this guide.

We regret to advise you that you cannot use all the editing features of Sitefinity when using
Internet Explorer 7 {IE7) - we recommend that you upgrade your version of IE7 or use an
alternative web browser,

To see a list of the supported web browsers please review the FAQ "Which browsers are
supported?” in the help section.
Need more help?

? click here for fags and reporting options

L3 Video tutorials about...

IS Page layouts Page setup with widgets ﬂ show editing Inline editing
Coenz | Lesrn how to design and modiy layouts of B | Find out how to work with widgets to sefup £:  See how you can edit your content while
s pages your pages nthe  browsing the live website
— | 1
_— Forms Categories |  Categories and tags Revision history (5! L |
e
e Learn how to creste and use forms searencalist | Lsam how to organize the content in your Find out how to kesp al the different wersions of
- website by using categoriss and tags your cortert using the revisin histary
< 0 B Y 2 |
i
o= Web Analytics

Learn how to measure your website
Lerionmance Lo dhe weeh sogldice feotre

The dashboard consists of Video Tutorials, links to the Best Practice
Guide, FAQ’s and updates about the Sitefinity Content Management
System. You also have the option of editing content directly whilst
browsing the Near You website. You can also administer web pages,
upload content such as documentation, create events, contacts etc and
use Google Analytics to track web page visits.
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Pages

The ‘Pages’ section consists of a hierarchical tree folder structure, which
contains the pages that make up the Near You website. You will be only
be able to edit pages that you have editing rights for. These will be
denoted by the page name being Blue. Pages that you cannot edit will be
‘greyed out’. Navigate to the section of the website you are entitled to
edit.

'— Pages T o= st Help x Y mr Stefirity: Login x % Y (=[]

<« C i O nearyouimeche.org/Sitefinity Fages diE N
Dashboard SPagess Content Analytics Telerik
Sitefinity CMS
Pages i | T e
© create apage Delete Mare actions Search.. Sort pages | by Hisrarchy v Manage Pages
STATUS / PAGE ACTIONS DATE / OWNER Rl g
i 0 g Home Wieny Actions ¥ 07 Jun, 2011
Published Richard Leung ages
# 0 ) [T Support Services Actions 18 Jun, 2011 My pages
Group page Kevin Manming Published
| @ Volunteer Opportunities wiew Actions 16 Jun, 2011 Drafts
Published Kevin Manming
. Yyith no Cescriptions
§0 ), ﬁl Near You Actions w 07 Jun, 2011
Group pege Richard! Laung With o Keywords
| @ Contact Us wiew Actions 07 Jun, 2011 by Date modified...
Published! Richard Leung
i 0 @ EventDetail (3 view Actions ¥ 19 Sep, 2011
Published & Shuart Radlett Manage alse
i 0 @ Search view Actions ¥ 12 0ct, 2011
Published Richard Leung Settings for pages
| » ﬁl Help for Site Editors Actions 29 Sep, 2011
Group page Stuart Racllstt % Permissions for all pages
0 @ Imechenetwork best practice guide iew Actions w 02 Apr, 2012
Publishec! Kevin Manming
0 T System Files Actions w 30 Sep, 20011
4 Group page Richard Leung
0O D login e Actions 04 Oct, 2011
Reirscting page Stuart Radlett
20, [ Training actions - 28 Naw, 2011 Learn more with video tutorials
Group page Stuart Raclett How to create page layouts
0 » ﬁl Pending deletion Actions w 02 Feh, 2012 (321 min)
Group page Kevin Manring How to setup pages with
0 @ test Wigw Actions ¥ 03 May, 2012 widgets (340 min)
Draft Richard Leung How to use revision history

(350 miny

Sitefinity 5.0 Documentation

Create a page
Click the checkbox next to the group page of the Region or Area you are
responsible for editing, for example Suffolk and North Essex

Click the ‘Create a child of the selected page’ button

PLEASE NOTE: If the text on this button is ‘Create a page’ you haven't
clicked the checkbox next to your group page! Make sure you do this
before continuing.
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You will be presented with the following page:

Properties and Titles

'— Pages N ste Help Y e skefinity: Login L [N

<« C A  © nearyouimeche.org/Sitefinity/Pages #event=showwindowswinid=ctod_frontendPagesListyiew_ctio0_ctio_jtemsTreeTable_ctin0_cti0_createChidg.autoiax =false i N

Create a page

Name

Cisplayed in navigation. Example: About Us

Put this page...
O Attap level
(@ Under parent page:
[ system-files = fest-area | Change

URL
Ieystem-filestestarear

[#]Show in navigation
[[Use this page only to group other pages
This page doesnt have its own content and redirects to the first subpage
[]This page redirects to another page
This page tloesn't have its own content and redirects to anather page in the website or to an external page

Title for search engines

Displayed in browser tile bar and in search resutts. Make t more descriptive

Do you want this template to be based on another template?
(@ Use template

IME Stanciard

Custom

Select another Template

(O Dont use template (start from scratch)

» Description, Keywords (for search engines only)

» Advanced options (Caching, Multiple URLs, Head tags)

This page contains various fields but only following fields require
mandatory input

Name: type the name of your page here. Each page name must have a
full name - with no abbreviations - to aid with search engine rankings.

Title for search engines: this will be auto filled with the text you have
typed into the Name field; append the following text to the end of the text
" — Institution of Mechanical Engineers”

There are also three checkboxes that you can manipulate. These are:

i Show in navigation

Use this page only to group other pages
This page doesn't have its own content and redirects to the first subpage

This page redirects to another page
This page doesn't have its own content and redirects to another page in the website or to an external page
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The Show in Navigation checkbox This is checked by default. Uncheck
it if you wish the page to hidden in the navbar

Use this page only to group other pages: Click this to create a Group
Page

This page redirects to another page: Click this to redirect the page to
another page on the website or to an external webpage / website. You will
then need to click the set page to redirect to button and specify which
page you wish to redirect to, either internally or externally

J=re

<« C A  © nearyou.imeche.org/Sitefinity/Pages #event=showwindowswinid=ctod_frontendPagesListyiew_ctio0_ctio_jtemsTreeTable_ctin0_ctio0_createChidgautoiax =false w ‘\

Set page to redirect to

Linkto (5 Page fram this site  (O'Wehb address

Select a page
‘ Narrow by beping

Hame
} Support Services
Voluntesr Opportunities
b Hear You
Cortact Us
EventDetal
Search
I Help for Stte Edtors

Imechenetwork best practice guide

© oo ] or ol

Once you have completed the mandatory fields, click the ‘Create and go
to add content’ button

The following page will be displayed:
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Edit page content

Y
'—new page T o= st Help 5w Stefiniby: Login x % Y (=[]

€« C A  © nearyouimeche.org/system-fles/test-area/new-page/action/Edit b di N
new page
@ Publish J Save as Draft J Preview j More actions -J or Backio Pages Title 2 Properiss Revision History ==|content | @O Layout
Institution of Drag widgets
MECH.ANICAL to add content to the page
ENGINEERS 3
+ Content 3
Improving the world through engineering
Content hlock
Home | About us | Events | Knowledge | Learning & development | Mermbership & registration | Near you | News | Services | Students & apprentices
]
w e Image galle
Contact Yolunteer REsource I:l HE LRI
ontacts - Centre
docs I:l Iews
d I:l Blog posts
N I:l video
Infarmation, toalkits,
templates, best
practice, presen tations, I:l “ideo gallery
and event ideas for
Wolunteer Members,
¢ Discover haw ths VRC can » I:' Docurmentiink
Fein you
|:| Daownload list
8]
Contact us | Site map | Site help | Privacy policy & disclaimer l:l .
orm
2011 Institution of Mechanical Engineers. IMechE is a registered charity in England and Wales number 206882
ar
Contacts List
Events List
Event Detail View
1 MY Map
: Auto Page Title
e i L4

This page comprises of the following sections:
The main section where the web page is displayed.

Please note: you cannot edit anything within this section. You can
however edit the content of a widget, such as a Content Block once you
have dragged and dropped one onto the page.

The section on the right hand side contains the Widget Content Groups.
Of the widgets contained here, you will only use the ones contained
within:

e Content
e Scripts and Styles

e Social
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The following widgets are part of the Content widget group
Content block

Use this widget to enter content directly using the text editor and its
features. Learn more.

Image

Use this widget to display a single image on your page. You can choose
an image from the already uploaded or upload a new image. Learn more

Image gallery

Use this widget to display a gallery of image thumbnails, where each
image can be opened individually. You can choose images from the
already uploaded or upload new images. Learn more.

News

Not currently used
Blog posts

Not currently used
Video

Not currently used
Video gallery
Not currently used
Document link

Use this widget to display a link to a single document on your page. You
can choose a document from the already uploaded or upload a new
document. Learn more.

Download list

Use this widget to display a list or table of links to documents, where each
document can be downloaded. You can choose documents from the
already uploaded or upload new documents. Learn more
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Feed
Not currently used
Form

Use this widget to display forms that you have created with the form
builder.

List
Use this widget to display already created lists with list items.
Contacts Lists

Use this widget to display already created contacts. Learn how to create a
contact.

Events Lists

Use this widget to display already created events. Learn how to create an
event.

Events Detail View
Use this widget to display the details of already created events.
NY Map

This widget is used to display the dynamic Google map of the Regions and
Areas on the Near You home page.

Auto Page Title

Use this widget to display the title of your page.
Blogs list

Not currently used

Forums

Not currently used
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Create Page Content
Let us start by using the Auto Page Title widget
Position your mouse over the Auto Page Title widget.

Drag and drop this widget onto the relevant part of the page
| (e = T=zeres @ oo LA

€« C i  © nearyouimeche.org/system-files/test-areanew-page action/Edit w oA

new page Published at 02:00 i

@ Publish J SavessDratt | Preview | Moreactions v | or Backto Pages Tile & Propertiss () Revision History ==|coment | @O Layout

Institution of Drag widgets
MECH.ANICAL to add content to the page
ENGINEERS /5 -

b -
Improving the world through engineering |:| 6 Rl
Home | sbout us | Events | Knowledge | Learning & development | Mernbership 2 registration | Near you | Mews | Services | Students & apprentices
B
Blog posts
4+ Home Auto Page Title £.Edit.. | Morex
Contact Yolunteer REsource
ontacts new page Centre I:l Wideo
docs
I:l Viden gallery
|:| Daocurment link
D Information, toolkits,
templates, best Download list
practice, preser tations,
and event ideas for
Voluntzer Hembers. |:| Fead
Discover how the YRS can .
ar
Gontastus | Sitemap | Site heln | Pvagy policr. s.disdlaimer s
2011 Institution of Mechanical Engineers. IMechE is a registered charity in England and Wales number 206882 STRE
Event Detail Yiew
Y Ma|
& P
- Auto Page Title
|:| Blogs list
|:| Farums
F Nawvigation

£3

PLEASE NOTE: You cannot edit the Auto Page Title widget. If you would
like to create your own heading for your web page, do the following:

1. Drag and drop the Content Block onto the page,

2. Click 'Edit' on the Content Block

3. Enter the preferred title of your page onto the Text Editor WYSIWYG
4. Click the 'Save' button

PLEASE NOTE: If using a content block to create a page title, format
your text with the <H1> tag. This tag must be used for all page titles
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Text Editor

Use the text editor to create text, which can then be published on the
website.

The following screenshot shows the text editor in advanced mode,
displaying all formatting options:

Edit
B I Q- = = ﬂb‘ % ?j = .ﬂ? Marmal - | Basic options only
=E=== HEE - A-H- OO
“TH-= x*x F- éaa P
I
BN HTRL Select from existing shared content | | Share this content across pages |

[]Enable social share buttons Details

a Save or Cancel Advanced

Section contents

Formatting text

You can enter text directly in the editor and use the editor’s formatting
text functions.
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Formatting paragraphs

Using the text editor you can also format paragraphs.

Copying and pasting

You can insert already created content from another source using editor’s
different pasting functions.

Inserting and removing hyperlinks

You can create hyperlinks to webpages, e-mails, and anchors in the text.

Learn more

Inserting objects

You can insert various objects, such as tables, images, documents,
symbols, and more.

Undoing, redoing, and other shortcut key functions

The text editor also has functions that are not part of the toolbar, such as
undoing and redoing.

Other toolbar functions

You can use additional toolbar and shortcut key functions, such as
spellchecking, printing, finding and replacing, and more.

Use the text editor in HTML mode

You can enter and edit text as HTML code.

The functions in the toolbar are divided in two types of modes - basic
mode and advanced mode. To switch between the two modes, use the
button in the upper-right corner of the text editor.
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Shared content

Use the “Shared content” option when content is duplicated throughout a
website, for example an address.

To share content:
Use a Content Block widget to create content such as an address
Click the “Share this content across pages” button

The following pop-up will appear:

Shared content

Title

@ Share this content J Cancel

Enter the title of your shared content into the “Shared content” field
Click the “Share this content” button
To use existing shared content

Click the “Select from existing shared content” button
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The following page will be displayed:

Select shared content you want to use

Changes in the cortent will affect all pages where the contert is used

Address - European Institute for Industrial Leadership
Mot used on any page

International overview
Used on st least one page

Mews
Mot uzed on any page

Test
Mot uzed on any page

Address - Holiday Inn Basildan

Used on st least one page

RO b Twitter

Used on st least one page

Address - Support Metwark

Used on =t least one page

Address - The Royal Institution of Engineers in the Metherlands
Mot uzed on any page

Map Key

Used on st least one nade

@ Done selecting | or Cancel

Select the shared content you wish to use and click the “Done selecting”
button

TIP: Use the “Search” field to narrow your search

The shared content you have selected will be transferred onto the Content
Block Widget

Click the “Save changes” button
Click the “Publish” button to publish your webpage

PLEASE NOTE: - If you make any changes to the content it will affect all
pages were the shared content is used. If you wish any changes made to
affect the page you are currently editing then click the “Unshare” button
before making your changes.
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Inserting and removing hyperlinks

Use hyperlinks to forward the reader of the text to specific websites,
documents, other places in the text, or an e-mail address. You can also
write tooltips. You use the Hyperlink Manager to set such hyperlinks,
anchors in text, and tooltips.

To create a hyperlink
Open the text editor

Highlight the text you wish to hyperlink

Click Hyperlink Manager or press CTRL+K. The following screen will
appear:

Insert a link

Linkto:  G)Web address () Page from this site () Emiail

Web address
httpcf
Examiple: hittp: (havesther com

Text to display
Fresidential ¥isit

Example: Weather forecast

¢ More options

@ mnsertthe link J or Cancel

On Hyperlink tab, perform the following:

Enter the address of the webpage, which you want to reference into the
the “Web address” field

For example www.imeche.org
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Enter the name of the link as you want it to appear on your webpage into
the “Text to display” field.

By default the word or phrase that you have selected appears in the field.
You can change the word that appears as a hyperlink on your webpage.

In Target dropdown box, select the way you want the linked website to
open when clicked, for example, in a New Window or in the Same
Window.

In Tooltip input field, you can enter a tooltip text that appears as the user
hovers over the hyperlink. For example, “Clicking this link will open a new
window”.

In CSS Class you can change the formatting of the link by applying a
specific CSS.

When finished, click OK.
The system sets the hyperlink and changes its formatting.

PLEASE NOTE: If you do not select a word or phrase, but only place the
cursor where you want to set a hyperlink, the text that appears on the
webpage as a hyperlink is the URL address of the webpage which you are
linking.

If you select a word or phrase, but delete the contents of the Link Text
field, the URL address will appear instead of the selected word or phrase.

Setting a hyperlink to an e-mail address
Select a word or phrase which you want to make a hyperlink.

When the hyperlink is clicked on the website it opens your e-mail client.
Click Hyperlink Manager or press CTRL+K.

A window appears.

On E-mail tab, perform the following:

In Address input field, enter the e-mail address which you want to
reference. For example, EasternPublicity@imechenetwork.org .

Institution of Mechanical Engineers Page 19


mailto:EasternPublicity@imechenetwork.org

In Link Text input field, enter the name of the link as you want it to
appear on your webpage.

PLEASE NOTE: The Link Text input field appears only if you have not
selected any text for the hyperlink. In this case you must enter text that
appears as hyperlink text on your website.

In Subject input field, enter the subject of the e-mail.

In Tooltip input field, you can enter a tooltip text that appears as the user
hovers over the hyperlink.

In CSS Class you can change the formatting of the link by applying a
specific CSS.

When finished, click OK. The system sets the hyperlink and changes its
formatting.

Creating a tooltip

You can create a tooltip for a word or phrase, describing the text you
have hyperlinked. The tooltip appears when the user hovers over the
word or phrase.

Select a word or phrase which you want to make a hyperlink.
Click Hyperlink Manager or press CTRL+K.
A window appears.

On Hyperlink tab, in Tooltip input field, you can enter a tooltip text that
appears as the user hovers over the hyperlink.

When finished, click OK.

PLEASE NOTE: You can also set a tooltip for a hyperlink to a website or a
hyperlink to an anchor in the text. For more information, see the above
procedures.

Editing a hyperlink

To edit a hyperlink, place the cursor on the hyperlink and open the
context menu.

Select Properties...

The Hyperlink Manager opens.
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For more information, see the respective procedure above.
Remove Link (CTRL+SHIFT+K)

To remove a hyperlink to a webpage, a specific anchor in the text, an e-
mail address, or a tooltip, place the cursor on the hyperlinked word or
phrase.

Click Remove Link in the toolbar, select Remove Link from the context
menu of the link, or press CTRL+SHIFT+K.

The system removes the link and the formatting.
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Document link

Use this widget to display a link to a single document on your page. You
can choose a document that has been already uploaded or you can upload
a new document.

Create or edit a page in the usual way.

Drag and drop the Document Link widget onto your page.
Click "Select a document or other file” or Edit

The following screen will appear:

Insert a document or other file

[ From already uploaded

Which document or other file to upload?

Select...

9 Save or Cancel Acdvanced

The default setting enables you to upload a file from your computer

Click the “Select...” button
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The following pop up will appear:

Open
Look: jr:

-1

ie

by Recent
Documents

F
Desktop

)

by Documents

-
5B
ty Computer

.

kel M etworl:,

3 Dowrnloads

¥ pata Protection Act - international Form
dimt-takeaway-voucher-janz012

Iﬂ-ﬂ Engineering Acronyms

IEﬂErﬂ:en:urise YWault Email Archiving FAQsS
¥ Generic Role Description of a Chairman
IEIJ glrmay201 1newsletker

lﬂ_ﬂ graprogeard-inner-11-12-{revl)

k<l IMechE Business Plan Objectives 2011 - 2015

IEBI[‘-’IE::hE YWision and Values,1,2.12
@Imechenetwurk best practice guide
@ImEEhEHEtWDrk best practice guide (1)
IEjimespuelliru;;

1T Policy - Email

W17 Policy - Email (13

@K Manning overpaid bax
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File name:

Filez of twpe:

?IX

v O

- m,

,ﬂ Locationll
@near-yu:uu-tips-and-best-practice-1412
i notes - March 2012

@Regiunal Quarterly Reporting Form 20
II_ﬂIlFLE:;H::nn.EuI Quarketly Reporting Form 20
@Reginnal Cuarterly Feporting Form 20
II_ﬁl)lF'\n3|;|i|:||'|.5'|| Cuarterly FReporting Form 20
II_EIIF‘\E|;|i|:||'|-s'|| Cuarkerly Reporting Form 20
II_ﬂ:lFlEu;nu:urnEuI Quarterly Reporting Form 20
Il_ﬂl:lF‘\E|;|i|:||'|.ful Quarterly Reporting Form 20
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II_ﬁl)lF'\n3|;|i|:||'|.5'|| Cuarterly FReporting Form 20

?

J o=l
3 o=

Navigate to where the documents are stored on your computer

Click the document you wish to upload

Click the “"Open” button

The pop up will close and the document you selected will be transferred to

the “"Which document or other file to upload?” text field

Select an appropriate Document Library from the “Where to store the
uploaded document/file?” dropdown list or Create a new library to
store the document in.

TIP: Search for items in a dropdown list more efficiently by typing the
first letter(s) of the item you are searching for.

Click the “Upload” button; the link to the document will be inserted into

your webpage

Click the “Publish” button
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Download List

If you have several documents to insert into a web page, use the
Download List Widget. This removes the need to manually insert
documents into your web pages. Just upload your documents to a specific
folder and they will automatically appear on a web page courtesy of the
Download List!

How to create a Download List

Edit your page or create your page in the usual way

Drag and drop the Download List widget onto the page

Please Note: - The Download List widget’s default setting will initially
display ALL documents that have been uploaded to Sitefinity. You will
need to select the appropriate document library for your Area by the
following actions:

1. Click edit on the Download List widget; you will be presented with
the following pop-up
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Download list

[ Settings

Which documents and files to display?
(& Al published docurments and files
(3 From selected librang..

Oy Upload new...

- Narrow selection by category, tag, date)

: Sort decumemts and files

Last published on top W
@ save | or Cancel Advaniced

Change the "Which documents and files to display” setting from “All
published documents and files” to either:

e From selected library

If you select this option, you will need to select a Document Library that
has already been created. You can narrow your search by typing the
name of the Document Library you wish to use into the Search Box. Click
the Document Library you wish to use and click the “"Done selecting”
button and click the “Save” button.

e Upload new...

Select this option to upload new documents onto the system. You can
upload new documents into an existing Document Library, or create a
brand new Document Library to upload your documents into.

To upload a new document:

Click the ‘Upload’ button
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The following screen will appear:

The "Upload documents or other files” page appears.

— I
ome: | == Documents itefiniy Documentation - Upl:
(D H D £ Sitefinity D tation - Ul F=

€« C M | © nearyouimeche org/Sitefinity /Content/Documents #event=showWindowswinld=ctod_documentsBackendlist_cH00_cton_itemsaricd_cto0_ctno_uploadsautoMax =false ﬁ A,

Upload documents or other files

Select documents or o

pultiple documents or other files tan be up

ther ﬂles_

i at & time
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Click the Select documents or other files link.

The following pop up will appear:

Open
Look: jr:

-1

L9

by Recent
Documents

¥
Desktop

)

by Documents

-
5B
ty Computer

.

by M etworl:,

3 Dowrnloads

¥ pata Protection Act - international Form
dimt-takeaway-voucher-janz012

IE_I_)I Engineering Acronyms

@Enterprise YWault Email Archiving FAQsS
] Generic Role Description of a Chairman
Iﬂ_ﬂ alrmay201 1newsletker

lﬂ_ﬂ graprogeard-inner-11-12-{revl)

k<l IMechE Business Plan Objectives 2011 - 2015

IEBI[‘-’IE::hE YWision and Values,1,2.12
@Imechenetwurk best practice guide
@ImEEhEHEtWDrk best practice guide (1)
IEjimespuelliru;;

1T Policy - Email

W17 Policy - Email (13

@K Manning overpaid bax

£

File name:

Files of lwpe:

?IX

v OQF

-] m,

,ﬂ Locationll
@near-w:uu-tips-and-best-practice-1412
Bl notes - March 2012

@Regiunal Quarterly Reporting Form 20
II_ﬁIII:'\|3|;|i|:||'|.zul Quarterly Reporting Form 20
II_ﬂIlFLE:;H::nn.EuI Cuarkerly Feporting Form 20
II_ﬁl)lF'\n3|;|i|:||'|.5'|| Cuarterly FReporting Form 20
II_EIIF‘\E|;|i|:||'|-s'|| Cuarkerly Reporting Form 20
II_ﬂ:lFlEu;nu:urnEuI Quarterly Reporting Form 20
Il_ﬂl:lF‘\E|;|i|:||'|.ful Quarterly Reporting Form 20
II_ﬂ:lFlEu;Hu:urnEuI Quarterly Reporting Form 20
II_ﬁIII:'\|3|;|i|:||'|.zul Quarterly Reporting Form 20
II_ﬂIlFLE:;H::nn.EuI Quarketly Reporting Form 20
@Reginnal Cuarterly Feporting Form 20
II_ﬁl)lF'\n3|;|i|:||'|.5'|| Cuarterly FReporting Form 20

¥

J o=l
o)

Navigate to where the documents are stored on your computer

Click the document you wish to upload

TIP: - You can select multiple documents by holding down the
<Ctrl> key and clicking the documents you wish to upload

Click the “"Open” button

The pop up will close and the documents you selected will be transferred
to the Upload Images page (example below):
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! () Home Y = Documents Y‘.&Siteﬁnity Documentation - Upl- < W [l

<« C M | © nearyouimeche org/Sitefinity /Content/Documents #event=showWindowswinld=ctod_documentsBackendlist_cH00_cton_itemsaricd_cto0_ctno_uploadsautoMax =false diE N

# Back ns

Upload documents or cther files

Imechenetwork best praclice guide docx 3456 KB

Regionsl Quarterly Reporting Form 2012 (4): 1662 K8

IMechE Business Plan Objectives 2011 - 201 M23IT KB

Add more

‘Where to store the uploaded documents or other files?

- Select a library - ~ | or Create a new library

P Categories and tags

@ Upload and Publish J @ Upload and Save as Draft J or Go hack Preview

TIP: You can remove any documents you may have erroneously uploaded
by clicking the X’ icon next to that document.

TIP: You can add more documents to the ones you may have already
uploaded by clicking the “"Add more” link and repeating the above
procedure.

Select whether you would like to upload your documents to an existing
Document Library or to a new Document Library

To store documents in an existing Document Library

Select an appropriate Document Library from the “Where to store the
uploaded documents or other files?” dropdown list

TIP: Search for items in a dropdown list more efficiently by typing the
first letter(s) of the item you are searching for.

Click the “Upload and Publish” button
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A message telling you that your documents have been successfully
uploaded should appear (below)

! () Home %) = Cocuments @ sitefity Docmentation - Upl < &} P=lE |
€ C' A © nearyouimeche.org/Sitefinity/Content/Documents #event=show\Windowawinld=cto4_documentsBackendList_cHOO_cHOO_itemsarid_ctoo_ctoo_uploadRautoMax=fase oA

# Backto alliterns

Upload documents or cther files

Imechenetwork best practice guide docx 2456 KB
Regional Quarierly Reperiing Form 2012 (4). 16.62 KB
IMechE Business Plan Objectfives 2011 - 201 11337 KB

3 document or other files have been successfully uploaded

View all items or Uplaad mare documents ar other files

To store documents in a new Document Library
Click the “Create a new library” link

The following pop up will be displayed:

Create a library

Library name

Example: Summer vacation

@ Create this library J Cancel
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Type the name of your library into the “Library name” field and click the
“Create this library” button

TIP: - For ease of navigation, the user must adhere to the following

naming convention; If they are a member of the Eastern Young Members
Panel, then all new libraries should have the naming convention of:
Eastern Young Members Panel (followed by a space dash space) -
(followed by the name of the library). For example: - Eastern Young
Members Panel - newsletters. Please note: - Sitefinity does not allow you
to nest folders , hence the importance of proper naming conventions.

Select your newly created Document Library from the “Where to store
the uploaded documents or other files?” dropdown list

Click the “Upload and Publish” button

A message telling you that your documents have been successfully
uploaded should appear (below):

Mear You visits - April 2012 pdf 6943 KB

1 document or other file has been successfully uploaded

Back to edit page J or Upload more docurments or other files

Click the “Back to edit page” button to return to the Download list page or
choose to upload more documents or other files
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TIP: You can classify your documents and files using “Categories and

tags”.
To choose a setting for your Download List
Click the “Settings” link

The following screen will appear:

Download list

Documents & Files

Select type Fine tune the selected type
= @ List
= (%) Use paging
Divide the thumbnail list an pages up to
=| O Tahle 50
- () Use limit

Show anly limited numbetr of items:
) List + Detail page

= Dovenlozd link is on the Detail page. ( No limit and paging
Show all published items at once

) Table + Detail page

B Davwerload links are bath on the Detsil Display icons
and the Table page 3 {E)Elig RETE |
o o Emallicons
Mo icons
Edit Thumbnail list template |
@ save | or Cancel Addvanced

Select one of the following list types:

List

Selecting this option will give you a bullet point list of documents, with
the file type and size being displayed underneath the document link.
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Example:

Institution of
MECHANICAL
ENGINEERS

Improving the world through engineering

Home | About us | Events | Knowledge | Learning & development | Membership & registration | Mear you | News | Services | Students & apprentices

# Home Documentation
. Yolunteer Resource
4 Exarnple Website I
Events e Mear You visits - April 2012 first 500
Twitter PDF, 291.96 KB
o N Tips

i ril 2012
WML, 201,72 KB ¥

e Imechenetwork best practice guide (1) Infu;matiun, toolkits,
DoCK, 34.56 KB templates, best

* IMechE Business Plan Objectives 2011 - 2015 practice, presentations, and
PPTX, 113 .37 KB event ideas for Volunteer

s Regional Quarterly Reporting Form 2012 (43 Members.

®LS=x, 16.63 KB
e Imechenetwork best practice quide
Dok, 34.56 KB
b
THT, 1 KB
o d
THT, 1 KB
¢
THT, 1 KB
)
THT, 1 KB

how the WRC can

2011 Institution of Mechanical Engineers, IMechE is a registered charity in England and Wales number 206852

You can “fine tune” your list by selecting the amount of documents you
wish to be displayed per page and whether you would like icons to be
displayed.

Table
The documents and files are displayed in a table, containing file names,
file types, file sizes, date of upload of files, and a Download link.

Select the checkbox, if you want to display document and file icons in the
table next to the Download link.
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Example:

Institution of
MEC C
ENGINEERS
Improving the world through engineering

Home | About us | Events | Knowledge | Learning 2 developrment | Membership & registration | Mear you | Mews | Services | Students & apprentices

+ Home Documentation

. Yolunteer Resource
4+ Example wWebsite

Centre
[EEmiis FILE TYPE SIZE UPLOADED ON DOWNLOAD
Twitter Mear You visits - April 2012 first 500 FDF 291896 KB 31 May, 2012 Eﬁ:_\_rnload
Mear You Top Tips DoOc 2860 KB 31 May, 2012

Mear You Hits April 2012 ML 20172 KB 3 May, 2012 Diaknioad

Imechenetwaork best practice guide (1) DOCH 3486 KB 28 May, 2012

IMechE Business Plan Ohjectives 2011 - 2014 PPTH 113.37 KB 258 May, 2012 b - i’
Regional Quarterly Reporting Form 2012 (4) ¥LSK 1B.63KB 25 May, 2012 Information, toolkits,
Irriechenetwork best practice guide DOCK 34.56 KB 25 Way, 2012 templates, best

b T 1KB 14 (et 2011 practice, presentations, and
d T 1 KB 14 0et, 2011 event ideas for Yolunteer

¢ T 1KB  140ct 2011 Members.

El T<T  1KB 14 Qct, 2011 Discover how the WRC can

Contact us | Site map | Site help | Privacy policy & disclaimer

2011 Institution of Mechanical Engineers, IMechE is a registered charity in England and Wales number 206882

List+Detail page
Selecting this option will give you a bullet point list of documents.
You can “fine tune” your list by selecting the amount of documents you

wish to be displayed per page and you would like the position of the
download link to appear on the detail page.
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Example

Institution of
MECHANICAL
ENGINEERS

Improving the world through engineering

Horme | About us | Events | Knowledge | Learning & development | Membership & registration | Mear yvou | Mews | Services | Students & apprentices

# Homne Documentation
. Yolunteer Resource
# Example Website Centre

Events

rou wisits - April 2012 first 500
T :

Twitter -

e Imechenetwork best practice quide (1)

¢ IMechE Business Plan Cbjectives 2011 - 2015
e Regional Quarterly Reporting Form 2012 (4%
e Imechenetwork best practice guide

Info;’rnationJ toolkits,

« b ternplates, best

e d practice, presentations, and
¢ C event ideas for Yolunteer

¢ 3 Mernbers.

Discover how the WRC can

2011 Institution of Mechanical Engineers. IMechE is a registered charity in England and Wales number 206852

Clicking the document link will display a details page containing the name
of the file, the link for downloading the file, the file type and file.
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Example

Institution of
MECHANICAL
ENGINEERS

Improving the world through engineering

Home | about us | Events | Knowledge | Learning 2 development | Membership & registration | Mear you | Mews | Services | Students & apprentices

~ Home Documentation
+ E le Wehsit Yolunteer Resource
xample ebsite centre
Frents Near You visits - April 2012 first 500
Twitter
Bamrjoad

FDF, 291.96 KB
First 500 page visits for the Near You website - April 2012

Information, toolkits,
temnplates, best

practice, presentations, and
event ideas for Volunteer
Mernbers,

Discover how the WRC can

Contact us | Site map | Site help | Privacy policy & disclaimer

2011 Institution of Mechanical Engineers. IMechE is a registered charity in England and Wales number 206882

Table+Detail page

The documents and files are displayed in a table, containing hyperlinked
file names, file types, file sizes, date of upload of files, and a Download
link.
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Example

Institution of
MECHANICAL
ENGINEERS

Improving the world through engineering

Home | About us | Events | Knowledge | Learning & developrment | Membership & registration | Mear you | Mews | Services | Students & apprentices

+ Home Documentation

4 Example website

Yolunteer Resource
Centre

[Eereniis FILE TYPE SIZE UPLOADED ON DOWNLOAD
Twitter POF  291.96 KB 21 May, 2012
DOC 2550KB 31 May, 2012
AWML 20172 KB 31 May, 2012

Irmechenetwork hest practice guide £1) DOCKH 3456 KB 25 May, 2012

IMechE Business Plan Objectives 2011 - 2015 PPTH 11337 KB 25 May, 2012 x

Regional Quarterly Reporting Form 2012 {43 HLEX 1663 KB 25 May, 2012 Infof'mation, toolkits,
Imechenetwark best practice guide DOCH 3486 KB 25 May, 2012 templates, best

] THT 1KB 14 Oct, 2011 practice, presentations, and
d TAT 1KB 14 Oct, 2011 event ideas for Yolunteer

C THT 1 KB 14 Qct, 2011 Members.

a THT 1 KB 14 Oct, 2011

Discover how the WRC can

Contact us | Site map | Site help | Privacy policy & disclaimer

2011 Institution of Mechanical Engineers, IMechE is a registered charity in England and Wales number 206552

Select the checkbox, if you want to display document and file icons in the
table next to the Download link.

You can “fine tune” your list by selecting the amount of documents you
wish to be displayed per page and you would like the position of the
download link to appear on the detail page.

TIP: You can filter and sort the documents and files by using the Sort
documents and files drop down.

TIP: If you have added description of the document or file, it is displayed
as tooltip text when you hover over the name of the document or file.
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TIP: Click the “Preview” button to view your web page as it would appear
in a web browser, without publishing it to the Near You website.

Once you are happy with your selection, click the “Publish” button.
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How to embed a Social Media page

FACEBOOK
Create a page in the usual way naming it “"Facebook”

Drag and drop an Auto Page Widget onto the page to give your page a
title

Next drag and drop a JavaScript widget onto the page. This can be found
under “Scripts and Styles”.

Click Edit

The following screen will be displayed:

Java Script

[ Write JawaScript

IRL

Select..
Where to include in HTML?
(& Inthe head tag

'Where the widget is dropped
() Before the closing body tag

@ save | or Cancel

Click the “Write JavaScript" option

The following screen will be displayed:
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Java Script

Linkto a JavaScript file (js) Write JavaScript

1 Tips

Do not add <script> tag, it
will be added automatically .
Start weriting your Javascript
directly.

Example:
var sk = "Helle
Wopdd! "

Where to include in HTML?

(& Inthe head tag

(Where the widget is dropped
() Before the closing hody tag

& save | or Cancel

Copy and paste the following JavaScript into the text field
(function(d, s, id) {
var js, fjs = d.getElementsByTagName(s)[0];
if (d.getElementByld(id)) return;
js = d.createElement(s); js.id = id;
js.src = "//connect.facebook.net/en_GB/all.js#xfbmIl=1";
fis.parentNode.insertBefore(js, fjs);

¥(document, 'script', 'facebook-jssdk'));
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Make sure that the “Before the closing body tag” option is selected

Click the Save button

Drag and drop a content block widget onto the page
Click Edit
Click HTML

Paste the following HTML into the text field

data-href="http://en-
gb.facebook.com/IMechE.GLR?v=info"

TIP: The data-href link must be the web address of your Facebook page.
Click the Save button
Click the Preview button to check that the page is working correctly

Once you are happy with it, click the Publish Page button
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TWITTER
Create a page in the usual way naming it “Twitter”

Drag and drop an Auto Page Widget onto the page to give your page a
title

Next drag and drop a Twitter feed widget onto the page. This can be
found under Social

Click Edit

The following screen will be displayed:

Twitter feed

Appearance

Display tweets from a...

(syFrofile (O Search  (OFavorites  ()List

Username

Sitefinity
Cnly twweets of this user will be dizplayed

Timing
(&) Load new teeets automatically
(3 Check for new tveets eveny

Number of displayed tweets
4

Incluie... |
[ Timestamp !
[[]Awatars :
[JHash tags

@ Save of Cancel Advanced
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Insert your Twitter username into the Username field.
Click the Save button
Click the Publish Page button

PLEASE NOTE: The Preview option currently doesn’t work correctly with
this widget.

Other available options are:

Favorites

Displays the favorite feeds from a particular user.
List

Displays the Twitter list of a particular user.

In Title and Subtitle input fields, enter the title and the caption of the
Twitter feed window.

Choose how often to refresh the Twitter feed, by selecting one of the
following:

Load new tweets automatically - Refresh the Twitter feed every time
when a new feed in published.

Check for new tweets every - Select the time interval on which to
refresh the Twitter feed.

Choose how many tweets to display in the feed, by entering the number
in Number of displayed tweets input field.

Choose what to display with the feeds, by selecting one or more of the
following checkboxes:

e Timestamp
e Avatars
e Hash tags
Appearance
On this tab, choose how the tweets will look like.

Choose the size of the feed, by selecting one of the following:
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Auto - The feed window is automatically sized.

Fixed -Enter the size of the feed window in pixels and choose whether
the scrollbar is included in these sizes or not.

Choose the colour scheme of the twitter feed by selecting one of the
following:

Default - The feed is displayed in its default Twitter colours.

Custom - For each element of the feed widow, choose the color from the
colour pickers.
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Editing pages directly from the website

To edit pages directly from the Near You website click the “Live site”
button which is situated at the top right of the page.

=D Elﬁgfinity{ims

Help & Resources Profile | Logot

lisrarchy w Manage Pages

&TE / DWHER .
Filter pages

naT e 044

Your page will appear as normal but with the addition of a tools icon
which is situated on the RHS of the page (below)

o

Tools

Navigate to page you wish to edit and click the tools icon - to edit the
page directly

PLEASE NOTE: You will only be able to edit pages that you have editing
rights for.

TIP: Access your pages more efficiently by bookmarking them and then
opening them once you have logged into Sitefinity.
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Image

How to insert an Image onto a page

Edit your page or create your page in the usual way.
Drag and drop the Image widget onto the page.

Click edit on the Image widget or click Select an image ; you will be
presented with the following pop-up:

Insert an image

[ From already uploaded

Which image to upload?

Select..

or Cancel Advanced |

The default option allows you to select an image from your computer
Click the “Select...” button

The following pop up will appear:

Institution of Mechanical Engineers Page 45



Open E
Laak, in; |lf} D ownloads v| S F £ G-

3 E:ILDn:atin:-nll
iE

by Recent
Documents

=
[
Deszktop
by Documents

by Computer

- File narme: || w | [ Open ]

by Mebwork. | Files of bype: | Image Files [*.gif." jpg;" jpeg;” png:*.bmp) “ | [ Cancel ]

Navigate to where the images are stored on your computer
Click the image you wish to upload
Click the “"Open” button

PLEASE NOTE: It is important that you name your images descriptively.
For example, fred_bloggs.jpg and not img123456.jpg.

The pop up will close and the image you selected will be transferred to
the “"Which image to upload?” text field.

Select an appropriate Image Library from the “Where to store the
updated image?” dropdown list or Create a new library to store the
image in.

TIP: Search for items in a dropdown list more efficiently by typing the
first letter(s) of the item you are searching for.

Click the “Upload” button
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The following screen will appear:

Insert an image

Twpe: jpg
EF Y File size: 1 B
Uploaded on: Wednesday, May 30, 2012

Change Image | | CropResizeRotate... |

Title
Regional-newsletter-draft-April-2012

Alternative text

Image Size

Original size W

[] Clicking the resized image opens the image in its original size |

& save | or Cancel Advanced

You can amend the properties of the image on this screen. For example,
you can change the title of the image, add alternative text or change the
image size from a list of preset dimensions or choose your own custom
size. You can also choose to expand the image to its original size by
selecting the “Clicking the resized image..” checkbox.

Click the “Save” button and the image will be inserted onto your webpage

Click the “Publish” button
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Image Gallery

If you have several images to insert into a web page, use the Image
Gallery widget. For best results, use the Thumbnail strip + Image on
the same page option.

How to create an Image Gallery

Edit your page or create your page in the usual way

Drag and drop the Image Gallery widget onto the page

Please Note: - The Image Gallery widget’s default setting will initially
display ALL images that have been uploaded to Sitefinity. You will need to
select the appropriate image album for your Area by the following
actions:

2. Click edit on the Image gallery widget; you will be presented with
the following pop-up

Image Gallery

[ Settings

Which images to display?

@Al published images

(yFrom selected image library.. i
(yUpload new images..

¢ MNarrow selection (by category, tag, date)

Sort images

Last published on top i
@ save | or Cancel Lhvanced
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Change the “"Which images to display” setting from “All published
images” to either:

From selected image library

If you select this option, you will need to select an Image Library that has
already been created. You can narrow your search by typing the name of
the Image Library you wish to use into the Search Box. Click the Image
Library you wish to use and click the “"Done selecting” button.

Upload new images

Select this option to upload new images onto the system. You can upload
new images into an existing Image Library, or create a brand new Image
Library to upload your images into.

Narrow selection

Use Categories or Tags to select images that are stored in a single
document library. You will need to give your images a Category or Tag to
use this option.

To upload an image:
Click the ‘Upload’ button

The following screen will appear:
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" T [
! () Home: o = e pags \— Site Help @ Sitefinity Documentation - Add | == Conicact the Northern Territor < W\ (=S

€« C i  © nearyouimeche.org/system-files/test-areanew-page action/Edit w oA

& Backto edit page

Upload Images

Select images
pultiple images can be upl

[ Sheright.ee

69410 B, Interrupted ¥ show all dowrlnads.., X

Click “Select images”

The following pop up will appear:
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Open @
Lok, jf: |lf} D owrloads V| € ¥ = -

Y E’]Lacatinnll
iE

by Recent
Documents

¥
[

Deszktop

9

by Documents

o

by Computer

F_ File name: || w | [ Open ]

by Mebwork. | Files of bype: | Image Files [*.gif." jpg;" jpeg;” png:*.bmp) “ | [ Cancel ]

Navigate to where the images are stored on your computer
Click the image you wish to upload

TIP: - You can select multiple images by holding down the <Ctrl> key
and clicking the images you wish to upload

Click the “"Open” button

PLEASE NOTE: It is important to name your contact images
descriptively. For example, fred-bloggs.jpg and not img12345.jpg.

The pop up will close and the images you selected will be transferred to
the Upload Images screen (example below):
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content-popup.png 5.10 KB

create_a_contact_button.png 1.259 KB
image-gallery-popup. png 1293 KB
Add more

Where to store the uploaded images?

-- select an image library - ~
ar Create a new likrany

P Categories and tags

@ upload and Publish J @ upload and Save as Draft J or Go back Preview

TIP: You can remove any images you may have erroneously uploaded by
clicking the X" icon next to that image.

TIP: You can add more images to the ones you may have already
uploaded by clicking the “"Add more” link and repeating the above
procedure.

Select whether you would like to upload your images to an existing Image
Library or a new Image Library

To store images in an existing Image Library

Select an appropriate Image Library from the "Where to store the
updated images?” dropdown list

TIP: Search for items in a dropdown list more efficiently by typing the
first letter(s) of the item you are searching for.
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Click the “Upload and Publish” button

A message telling you that your images have been successfully uploaded
should appear (below)

content-popup.png 510 KB
create_a_contact_button.png 1.39 KB
image-gallery-popgup. png 12.93 KB

3 images have been successfully uploaded

Back to edit page J ar Upload moare images

To store images in a new Image Library
Click the “Create a new library” link

The following pop up will be displayed:

Create a library

Library name

Example: Summer vacation

@ Create this library J Cancel
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Type the name of your library into the “Library name” field and click the
“Create this library” button

TIP: - For ease of navigation, the user must adhere to the following
naming convention; If they are a member of the Eastern Young Members
Panel, then all new photo albums should have the naming convention of:
Eastern Young Members Panel (followed by a space dash space) -
(followed by the name of the event). For example: - Eastern Young
Members Panel - Kingsnorth Power Station Visit. Please note: -
Sitefinity does not allow you to nest folders, hence the importance of
proper haming conventions.

Select your newly created Image Library from the "Where to store the
updated images?” dropdown list

Click the “Upload and Publish” button

A message telling you that your images have been successfully uploaded
should appear (below)

content-popup.png 3. 10 KB
create_a_contact_bution.png 1.38 KB
image-gallery-popup. png 12.93 KB

3 images have been successfully uploaded

Back to edit page J or Upload more images

Click the “Back to edit page” button to return to Image Gallery popup or
choose to upload more images
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To choose a setting for your Image Gallery

Click the “Settings” link

The following screen will appear:

Image Gallery
Images

Select image gallery type

=== - (&) Thumbnails + Detail page

HEN =

] |

=== . :'i () Thumbnails + Overlay (lighthox)
Sl =

) Thumbnail strip + Image on the
SaMme page

L 3

() Bimple list

e

@ save | or Cancel Advanced
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9 Fine tune the selected type

(=) Use paging
Divide the thumbnail list on pages up to

) Use limit

Show anly limited number of items: I:I

) No limit and paging
Show all puhlished items at once

[]Show links to the previous and the next
image as...

Edlit Thumbinail list template |
Ediit Detail page template |

[[JEnahble social share huttons Details



You can select one from the following Image Gallery types:

Thumbnails + Detail page

This Image Gallery displays the images as thumbnails. The description of
the images is displayed in tooltip text. When clicked, the image is
displayed in a bigger size in the same page together with image title, the
user that has uploaded the image, the date of upload, and the
description.

2 X Y Y 6 Y =
' () Home « | == new page Y = new page Yo site Help = Search B Sitefinity Documen! » ' = Contact the Northe *Phowcanidoascrs « | WS e
2> C A © nearyouimeche.org/system-files/test-areajnew-page RN
~
lﬁsi“culionoll
the world
Home | About us | Events | Knowledge | Learning & development | Membership & registration | Near you | News | Services | Students & apprentices a
Tools
~ Home new page
Yolunteer Resource
docs. Centre
‘Your page content to go here entre

Contacts

Information, toolkits,
templates, best
practice, presentations, and
event ideas for Volunteer
Members.

Discover how the YRC can
help.yey

You can “fine tune” your list by selecting the number of images you wish
to be displayed per page and whether you would like links to the previous
and next image to be displayed. You can also enable “Social Share”
buttons.
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Thumbnails + Overlay (lightbox)

The image gallery displays the images as thumbnails. The description of
the images is displayed in tooltip text. When clicked, the image is
displayed in a bigger size as an overlay of the page together with its
description.

'— new page T == rew page Y= site telo Y @ sitefinty Documentation - Cor. * | = Contact the Northern Territor
C M © nearyouimeche.org/system-files/test-area/new n/Pre
a
Institution of
MECHANICAL
ENGINEERS
the world

Home | About us | Events | Knowledge | Learning & development | Membership & registration | Near you | News | Services | Students & apprentices

4 Home new page
docs. Volunteer Resource
Your page content to go here Centre
Contacts

Information, toolkits,
templates, best

practice, presentations, and
event ideas for Volunteer
Members.

help. you

You can “fine tune” your list by selecting the number of images you wish
to be displayed per page. You can also enable “Social Share” buttons.
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Thumbnail strip + Image on the same page

The image gallery displays a horizontal strip of image thumbnails. When
you click an image from the strip, a preview of the image is displayed
above the thumbnail strip.

"— new page T == rew page Y= site telo Y @ sitefinty Documentation - Cor. * | = Contact the Northern Territor
C A © nearyou.imeche.org/system-fies/test-area/new-page/Action/Preview
a
ﬁsﬁi&xﬂon olI

the world

Home | About us | Events | Knowledge | Learning & development | Membership & registration | Near you | News | Services | Students & apprentices

# Home new page
e Yolunteer Resource
o Your page content to go here Centre
Contacts

Information, toolkits,
templates, best
practice, presentations, and
event ideas for Volunteer
Members.

Discover how the VRC can
help you

Contact us | Site map | Site help | Privacy policy & disclaimer

© 2011 Institution of Mechanical Engineers. IMechE is a registered charity in England and Wale

You can “fine tune” your list by selecting the number of images you wish
to be displayed per page and whether you would like links to the previous
and next image to be displayed. You can also enable “Social Share”
buttons.
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Simple list

All images are displayed in a large size. The description of the images is
displayed in tooltip text.

I " — s AT e e ——— -7 * |
C M O nearyouimeche.org/system-fles/test-arear je/Action/Preview WA
~
iRt
the world g
Home | About us | Events | Knowledge | Learning & development | Membership & registration | Near you | News | Services | Students & apprentices
 Home new page
Yolunteer Resource
docs Cont
Your page content to go here entre
Contacts
Info;rnation, toolkits,
temnplates, best
practice, presentations, and
event ideas for Volunteer
Members.
Discover how the YRC can
help you
v

You can “fine tune” your list by selecting the number of images you wish
to be displayed per page. You can also enable “Social Share” buttons.

TIP: - Use the alt tag to get a description of each image on the
slideshow.

TIP: Click the “Preview” button to view your web page as it would appear
in @ web browser, without publishing it to the Near You website.

Once you are happy with your selection, click the “Publish” button
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Edit an Existing Page

Navigate to the section of the website you are entitled to edit.
Click the checkbox next to the page you wish to edit.
Click ‘Actions’

The following pop up will appear

Delete
v Fublish
Cuplicate

or Setas Homepage

Create a child page

Edit...
Content

Title & Properties
Fermissions

Revizion History

Change
Template

Chiener

Move...
LI

Droveeny
This comprises of the following options:

Delete - Click this option to delete a page. Once clicked, you will be
presented with a further pop-up asking you to confirm your selection.
Press the ‘Yes, Delete this item’ button or press cancel.

Publish - Click this option to publish a page to the Near You website.

Duplicate - Click this option to duplicate a page. Once you have chosen
this option you will be presented with the Create a page screen (below).
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= v =
! () Home: rY-Pagas Y‘.MU61154-kev‘mar\ning@gma\\ () ViewTrall - View Vaur Booking L 3 =it |

<« C M | © nearyouimeche org/Sitefinity /P ages #event=showwindowgwinld=ctod_frontendPagesListview_ctin0_cto0_jtemsTreeTable_cto0_ct00_duplcategautoiax=fase diE N

Create a page

Name
new page
Displayed in navigation. Example: About Us

Put this page...
O Attap level
(@ Under parent page:
system-files = test-area | Change

URL
new-page  Change

[#]Show in navigation
[[Use this page only to group other pages
This page doesn't have its own content and redirects to the first subpace

[]This page redirects to another page
This page tioesn't have its own content and redirects to anather page in the website or to an external page

Title for search engines
new page
Displayed in browser tile bar and in search results. Make t more descriptive

Do you want this template to be based on another template?
(@ Use template

IME Stanciard

Custom

Select ancther Template
(O Dontuse template (start from scratch)

» Description, Keywords (for search engines only)

¥ Advanced options

Change the name of the page and create the page as you would normally

Set as Homepage - This option can only be used by Sitefinity
Administrators

Create a child page - Click this option to create a child page (nested
page) of a Group Page. If doing this make sure that you have selected
this option against a Group page and not a standard page

Content - Click this option to edit the content of a page

Title & Properties - Click this option to edit the title and properties of a
page

Permissions - This option can only be used by Sitefinity Administrators

Revision History - Click this option to change the revision history of a
page. The Revision History page appears, containing a list of all versions
of the page:
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= Y Y
'rvw Home: = Pages = nsw page Y - pages Y @ sttefinity Docmentation - Mow < | ElEES

€« C A | © nearyouimeche.org/Sitefinity Pages #event=show\WindowEminld=cti0d_fontendPagesListview_ctno_ct00_itemsTreeTable_cto0_cto0_istorygridgautomax =false b

Revision History of new page

Delete

O wersion LAST EDITED BY HOTES

O g.1ﬂ 23May, 2012, 0141 PM Test User
i

0O @:

.0
Currently Published

Wiits note:

23May, 2012, 11:58 8M  Test User
Wits note:

O 1.0 23 May, 2012 1111 &M Test User

Previously Published Whitite note:

0.1 18 May, 2012 0521 PM Test User
Inital Draft \White note

In case the page has been published, the system indicates which version of
the page is published, by displaying @ next to this version.

You can view a previous version of the page by clicking the version.

A preview of the page opens. You can revert to a previous version of the
page by clicking “Revert to this version” button in the upper-left corner of
the page.

The system makes the selected version of the page the current one.

You can delete versions of the page, by selecting them and clicking
“Delete”..

Please note: You cannot delete the version that is currently
published.

You can add note to each version, by clicking the “Write note” link of
the respective version. An input field appears where you enter and
save the note.

The note is displayed in the “Revision History” page. You can edit and
delete the note.
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Template -Click this option to change the template of a page. Please
note: This action should only be performed by experienced Website
Officers.

Owner - This option can only be used by Sitefinity Administrators

Move Up - Changes the order the page is displayed in the website
navigation. Click to move the page up one position

Move Down - Changes the order the page is displayed in the website
navigation. Click to move the page down one position
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Content

The content modules are located under the content tab. Use the Content
tab to create reusable content. Once you create an event, or other
content item, it is stored on the Sitefinity Content Management System
and other users can view, use, and edit this content. The content items
are displayed on one or more pages of your website using widgets. Each
content item has a widget that is used to display only that specific content
item. For example, the events are displayed on the website using the
Events List widget.

The content tab has the following dropdown menu

Types of Content

Images
Documents & Files

| Forms
Lists
Content blocks
Mearyou Events
Mearyou Addresses

MHear vou Contacts

Classification of Content
Tags
Categories

All classifications

which comprises of the following modules:
TYPES OF CONTENT

Images - Click this option to upload and organise images, which you can
then display on pages of the website individually or in galleries. You can
also insert uploaded images in the text editor.

Learn more

Documents & Files - Click this option to upload and organize
documents, links to which you can then display on pages of the website.
You can also insert links to uploaded documents in the text editor.

Learn more
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Forms - Use this content type to create custom web forms to be
displayed on the Near You website.

Learn more

Lists - Use this content type to create lists and list items. You can use
lists for various purposes. For example, you can create a list for your FAQ
section.

Learn more

Content blocks - Use this content type to create content blocks when
you need to display various kinds of nonspecific information (all
information different than the predefined content types, such as news or
event announcements). Content blocks are very useful when you need to
create text that will be used on many pages of your website. For example,
a company address.

You create content blocks using the text editor.
Learn more

Near You Events - Use this content type to create events to be
announced on the website.

Learn more

Near You Addresses - Use this content type to create addresses for
Near You Events

Learn more

Near You Contacts - Use this content type to create contacts for your
particular Region or Area.

Learn more
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CLASSIFICATION OF CONTENT

The Classifications widgets group contains widgets that you use to display
lists of categories and tags on your website. You use the categories and
the tags to filter the content of the pages.

Tags and Categories: - Use the these widgets to filter images or
documents when using a Download List or an Image Gallery.

All classifications - This lists all classifications
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Near You Contacts

Click the ‘Content’ link at the top of the page

Select ‘Near You Contacts’ from the ‘Types of Content’ dropdown list
You will be presented with the following screen, which will contain a list
of Contacts for your specific Area(s)

3 Il
! () Home * ? = [ear You Contacks \— Site Help * Y B Sitefinity Documentation - Clas < &\ =
« C M © nearyouimeche,org/Sitefinity /Conteant/earouContacts i N

Dashboard  Pages |[SCoRteRt=™ Analytics

Sitefinity CMS

Near You Contacts Profie] Logout
© create acontact Display list

SURNAME FORENAME USED IM EVENTS LAST UFDATE

Edit as Contact? Mot Appearing a 03 May, 2012 15:57 Delete
Edit Manning Kevin 2 03 May, 2012 15:51 Delete
Edit Paranoid Marvin a 01 Dec, 2011 1618 Delete

Sitefinity 5.0 Dacumentation

This screen comprises of the following items:

Create a contact button - Use this to create a new contact for the Near
You website or for a Near You event

Display list — Use this to filter the contacts for the Areas you have
editing rights for.

List of contacts for a particular Area - Displays the Surname,
Forename, of individual contacts, the number of times they have been
used in events and the date and time their information was last updated.
Each record can be edited or deleted

TIP: You can sort the columns by clicking on their heading
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Create a Contact

Contacts can be created for Near You Events, a point of contact for your
particular Area or Region or both.

Click the ‘Create a Contact’ button, & Createacontact |

The following page will be displayed:

! O Horne: o - Create Contact ‘— Site Help x Y & Sitefinity Documentation - Clas <« W\ [EAENEE
€« C i © nearyouimeche.org/Sitefinity /ContentMear ouContacts /Craate diE N

Dashboard  Pages  Content Analytics

Sitefinity CMS

Contact Details B AR T

Please note: The contact image is ideally 100px fwidth) x 130px theight)

Chonse apicture | or resetthe picture

Forename

Surname

AddressLine 1

Address Line 2

AddressLine 3

TowniCity

PostZip Code

Country

|-- Please choose -- V‘

Telephone

Fax
| l 7

Complete the relevant fields, making sure you select which Areas that
you wish the contact to appear under

Click the ‘Save Contact’ button
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Near You addresses
Click the ‘Content’ link at the top of the page
Select ‘Near You Addresses’ from the ‘Types of Content’ dropdown list.

You will be presented with the following screen, which will contain a list
of Addresses for your specific Area(s)

Near You Address Book

'— new page K— new page x Y = Site Help x Y B sitefinity Documentation - Cor Y mwr Contact the Northern Territor, = %\ (=N
&« C A © nearyouimeche.org/system-files/test-areanew-pagesaction/Edt Ad S
Dashboard  Pages [ Content ™| Analylics Telerik
Sitefinity CMS
Near You Address Book Frofi Lo
° Create an address Display list
NAME ADDRESSLINET ADDRESSLINEZ ADDRESSLINEY TOWN/CITY POST/ZIP CODE COUNTRY USED IN EVENTS LAST UPDATE

Mo records o display.

nearyou imeche, orgfSitefinity/ContentiNsarVouAddresses Documentation

This screen comprises of the following items:

Create a address button - Use this to create a new address for a Near
You event

Learn more

Display list — Use this to filter the Addresses for the Areas you have
editing rights for.
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List of Addresses for a particular Area - Displays the Name,
Addresslinel, Addressline2, Addressline3, Town/City, Post/ZIP Code and
Country of individual addresses, the number of times they have been
used in events and the date and time their information was last updated.
Each record can be edited or deleted

TIP: You can sort the columns by clicking on their heading

Create an Address

Click the ‘Create an address’ button, @ Create anaddress |

You will be presented with the following screen:

0
'— Create Address ‘— new pags o e sie Help @ Sitefinity Dacumentation - Cor | == Cantact the Northern Territor: o | F=
€« C i © nearyouimeche.org/Sitefinity /Content/Mear fousddresses Create Ixdi N

Content

Address Details

Address Name:
\ |
Address Line 1
\ |
Address Line 2
\ |
Address Line 3

Town/City

Post Code
\ |

Country

‘-- Please choose - -

Select the NearYou area that you wish to show this address under:

[] TestArea

Save Address | or cancel and go backto Addresses

Documentation

nearyou.imeche. ity Content flearvouAddresses

Complete the relevant fields, making sure you select which Areas that
you wish the Address to appear under

Click the ‘Save Address’ button
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TIP: Make sure that you enter the full address of the premises where the
events are taking place, including postcode.

TIP: Enter a meaningful Address Name such as “Isaacs on the Quay -
Ipswich”.

TIP: Google the address of the premises to ensure that you get the
correct or full address.
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Near You Events

The 'Events' and 'Past Events' pages already have a 'widget' placed in
them, which will display events you create automatically (and remove
them at the appropriate time).

TIP: Before creating an Event, check that the contact and address you
are planning to use for your Event exists on system.

How to create an Event

Click the ‘Content’ link at the top of the page
Select ‘Near You Events’ from the ‘Types of Content’ dropdown list
You will be presented with the following screen, which will contain a list

of Events for your specific Area(s)

'— Hear Vou Events K— new page ¥ e e Help ¥ @ Siefinity Documentation - Cor | = Contact the Northern Terrtor © o § =S|

WA

« C M O nearyouimeche.org/Sitefinity /Content/ear voLE veris

Daghboard  Pages [Caltets Analytics o Telerik
W= Sitefinity CMS
Near You Events Pt Logo
© Create an Event Display list
EWVENT MAME START DATE/TIME END DATE/TIME EVENT TYFE LAST UFDATE
Edit Testing Description and Summary fields 30 Apr, 2012 18:00 30 Apr, 2012 21:00 Social Event 03 Apr, 2012 09:54 Delete
Edit Eventin May 29 May, 2012 00:00 29 Maw, 2012 23:00 Annual Dinner 02 May, 2012 14:54 Delete

Documentation

Sitefinity 5.0
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This screen comprises of the following items:

Create an Event button - Use this to create a new event for the Near
You website

Learn more

Display list — Use this to filter the Events for the Areas you have editing
rights for.

List of Events for a particular Area - Displays the Event Name, Start
Date/Time of the Event, End Date/Time of the Event, Event Type and the
date and time their information was last updated. Each record can be
edited or deleted

TIP: You can sort the columns by clicking on their heading

Create an Event

Click the ‘Create an Event’ button. © Create an Event J

You will be presented with the following screen:
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" " T I
'— Creats Evart ‘— new page | mr Site Help @ Sitefinity Documentation - Cor | == Conicact the Northern Territor, < (=S

€« C i © nearyouimeche.org/Sitefinity Content/Mear voLEvents/Create diE N

Sitefinity CMS

Event Details i e

Event Name

Start Date & Time
dd/mm/yyyy hh:mm jo}

End Date & Time

dd/mmyyyyy hh:mm lc]

Status

Tip: & "Draft” evert is never shown 1o the public

Information on Speaker(s)

Maimum 300 characlers

Description

B - == 598E ;Li‘ MNomnal - More farmatting options
4

(oo T VR

nearyou imeche, orgfSitefinity/Content NearVouE vents

Complete the relevant fields, making sure you select which Areas that
you wish the Event to appear under

Click the ‘Save Event’ button

Please note: Events that have the status of “"Draft” will not be displayed
on the Near You website. You will have to select a status of “Active” for it
to be viewed.
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Documents & Files

Click the ‘Content’ link at the top of the page.

Select ‘Documents & Files’ from the ‘Types of Content’ dropdown list
You will be presented with the following page, which will contain a list of

ALL Documents and Files held on Sitefinity, together with actions you can
perform on them.

Use this page to upload, edit, and manage documents or files.

'— Documents N o e page o o site ey @ Sitefinty Documertation - - | = Conktact the Northern Teprito | () London Riverside Pub, Thame 1\ Lt o] e
€« C fi O nearyouimeche.org/Sitefinity /Content/Documerts diE N

Dashboard  Pages  Content Analytics

Documents & Files
© Upload documents or other files | creste alrary | el More actions Search... S Manag

D TITLE / §TATUS ACTIONS FILE / DIM. ¢/ SIZE LIBRARY / CATEGORIES / TAGS OWNER LAST MODIFIED
O WAC Prize 2012 Abstract - Bianchi - Embed link to this fils PDF LibransWestern Aerospace Pauli Markkanan 24 May, 2012
Auxetic Foams - Bristol Uni - Rolls-Royce Actions = 64 KB Certre 2238
@ Pusisred Categories:
Tags
] WAC Prize 2012 Report Embed link to this file PDF Librany: Western Rerospace Pauli Markkanen 24 May, 2012
@ Fubiistied Actions v 196 KB certre 042110
Categaries
Tags:
O Chairman's Report to NWR AGM for 2011 Embed link to this file DocC Liprery: Marth ¥est Region Ian Fielding 23 Way, 2012
2012 Bctions 0K Categaries: 12548
@ Fubished Tags.
O GIE Day Poster A3 HQ Embec link to this fils FDF Librany \West Cumbria Young Matt Clesver 21 May, 2012
@ Fubished actions ¥ 2507 KB Memiger Panel 05:50:32
Categories:
Tags
O GiE Day Poster A4 LQ Embec link to this file FOF LibraryWest Cumbria Young Matt Cleaver 21 May, 2012
@ rusished actions 173 KD Memiger Panel 05:45:33
Categories:
Tags
0 Composites Centre map Embed link to this file PDF Library: Merseyside & Norlh Wales  Nikki Barker 21 May, 2012
@ Fubiistied Actions + 250 KB Categaries: 045801
Tags
O Composites Lecture Poster 19 June Embed link to this file PDF Libran: Merseyside & North Wales  Mikki Barker 21 May, 2012
@ Fubiistied setiors - 470KE Categaries: 04:56:36
Tags: 10 mor
O QLD Panel AGM Meeting Minutes 01 02 Embed link to this file FOF Librang: GLD Panel Siman Clatkin 21 May, 2012 P
2012 sctions ¥ 25 KB Categories 08:10:39 LS
@ pubiished Tags:
] QLD Panel Committee Meeting Minutes 01 Embed link to this file PDF Librany: GLD Panel Simon Clarkin 21 May, 2012
02 2012 Aclions v 27 KB Categaries: 08:06:52
@ Fubiished Tags.
O uclan-2d-map-2007 Embed link to this fils POF Librany Morth Wisstern ¥h Panel  icki Ball 21 May, 2012 it
@ Fubiished setiors ¥ 452 KB Categories 051944 () oy
Tags: by
— [ % A ama L At _amA - ——

Oeriv
>

On this page you can do the following:

Upload documents and files

Edit properties of documents and files

Sort, filter, and search for documents and files
Manage document and file libraries
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Upload documents and files

1. Click the "Upload documents or other files” button -
lﬂ Upload documents or other files

"l

The "Upload documents or other files” page appears.

() Home %) == Documents @8 sitefiity Docmentation - Upl < 1§ F=lE |
€« C M  © nearyouimeache orgySitefinity /Content/Documents #event=showWindowgwinld=ct04_documentsBackendlist_cH00_cHOD_itemsGrid_cton_ctoo_uploadiautoMax =false 5’} X,

® Backtn all items

Upload documents or cther files

Select documents or other files

Aultiple documents or ofher files can be uploaded at a time

Click the Select documents or other files link.
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The following pop up will appear:

Open
Look: jr:

-1

L9

by Recent
Documents

¥
Desktop

)

by Documents

il
e
ty Computer
.
)

by M etworl:,

3 Dowrnloads

¥ pata Protection Act - international Form
dimt-takeaway-voucher-janz012

IE_I_)I Engineering Acronyms

@Enterprise YWault Email Archiving FAQsS
] Generic Role Description of a Chairman
Iﬂ_ﬂ alrmay201 1newsletker

lﬂ_ﬂ graprogeard-inner-11-12-{revl)

k<l IMechE Business Plan Objectives 2011 - 2015

IEBI[‘-’IE::hE YWision and Values,1,2.12
@Imechenetwurk best practice guide
@ImEEhEHEtWDrk best practice guide (1)
IEJimespualliru;;

1T Policy - Email

W17 Policy - Email (13

@K Manning overpaid bax

£

File name:

Files of lwpe:

?IX]
vy o

.’l_‘.] Locationll
@near-w:uu-tips-and-best-practice-1412
Bl notes - March 2012

@Regiunal Quarterly Reporting Form 20
II_ﬁIII:'\|3|;|i|:||'|.zul Quarterly Reporting Form 20
II_ﬂIlFLE:;H::nn.EuI Cuarkerly Feporting Form 20
II_ﬁl)lF'\n3|;|i|:||'|.5'|| Cuarterly FReporting Form 20
II_EIIF‘\E|;|i|:||'|-s'|| Cuarkerly Reporting Form 20
II_ﬂ:lFlEu;nu:urnEuI Quarterly Reporting Form 20
Il_ﬂl:lF‘\E|;|i|:||'|.ful Quarterly Reporting Form 20
II_ﬂ:lFlEu;Hu:urnEuI Quarterly Reporting Form 20
II_ﬁIII:'\|3|;|i|:||'|.zul Quarterly Reporting Form 20
II_ﬂIlFLE:;H::nn.EuI Quarketly Reporting Form 20
@Reginnal Cuarterly Feporting Form 20
II_ﬁl)lF'\n3|;|i|:||'|.5'|| Cuarterly FReporting Form 20

¥

J o=l
o)

- m,

Navigate to where the documents are stored on your computer

Click the document you wish to upload

TIP: - You can select multiple documents by holding down the <Ctrl> key

and clicking the documents you wish to upload.

Click the “"Open” button

The pop up will close and the documents you selected will be transferred
to the Upload Images page (example below):
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! () Home Y = Documents Y‘.&Siteﬁnity Documentation - Upl- < W [l

<« C M | © nearyouimeche org/Sitefinity /Content/Documents #event=showWindowswinld=ctod_documentsBackendlist_cH00_cton_itemsaricd_cto0_ctno_uploadsautoMax =false diE N

# Back ns

Upload documents or cther files

Imechenetwork best praclice guide docx 3456 KB

Regionsl Quarterly Reporting Form 2012 (4): 1662 K8

IMechE Business Plan Objectives 2011 - 201 M23IT KB

Add more

‘Where to store the uploaded documents or other files?

- Select a library - ~ | or Create a new library

P Categories and tags

@ Upload and Publish J @ Upload and Save as Draft J or Go hack Preview

TIP: You can remove any documents you may have erroneously uploaded
by clicking the X’ icon next to that document.

TIP: You can add more documents to the ones you may have already
uploaded by clicking the “"Add more” link and repeating the above
procedure .

Select whether you would like to upload your documents to an existing
Document Library or to a new Document Library

To store documents in an existing Document Library

Select an appropriate Document Library from the “"Where to store the
uploaded documents or other files?” dropdown list

TIP: Search for items in a dropdown list more efficiently by typing the
first letter(s) of the item you are searching for.

Click the “Upload and Publish” button
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A message telling you that your documents have been successfully
uploaded should appear (below)

! () Home %) = Cocuments @ sitefity Docmentation - Upl < &} P=lE |
€ C' A © nearyouimeche.org/Sitefinity/Content/Documents #event=show\Windowawinld=cto4_documentsBackendList_cHOO_cHOO_itemsarid_ctoo_ctoo_uploadRautoMax=fase oA

# Backto alliterns

Upload documents or cther files

Imechenetwork best practice guide docx 2456 KB
Regional Quarierly Reperiing Form 2012 (4). 16.62 KB
IMechE Business Plan Objectfives 2011 - 201 11337 KB

3 document or other files have been successfully uploaded

View all items or Uplaad mare documents ar other files

To store documents in a new Document Library
Click the “Create a new library” link

The following pop up will be displayed:

Create a library

Library name

Example: Summer vacation

@ Create this library J Cancel
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Type the name of your library into the “Library name” field and click the
“Create this library” button

TIP: - For ease of navigation, the user must adhere to the following

naming convention; If they are a member of the Eastern Young Members
Panel, then all new libraries should have the naming convention of:
Eastern Young Members Panel (followed by a space dash space) -
(followed by the name of the library). For example: - Eastern Young
Members Panel - newsletters. Please note: - Sitefinity does not allow
you to nest folders , hence the importance of proper naming conventions.

Select your newly created Document Library from the “Where to store
the uploaded documents or other files?” dropdown list

Click the “Upload and Publish” button

A message telling you that your documents have been successfully
uploaded should appear (below)

How to insert & new piciure for a Contact.doc 230 KB

1 document or other file has been successfully uploaded

View all items J or Upload mare documents ar ather files

Click the “View all items” button to return to the Documents & Files page
or choose to upload more documents or other files
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TIP: You can also use the Tags or Categories Widget to filter images.
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Forms

Use this option to create web forms such as a Feedback form. To create a
web form:

Click “Content” and “Forms”

A list of already created forms will be displayed (below):
F G rome 5 = Forns \CYT e e =@ x|

&« C M O nearyouimeche.org/Sitefinity /ContentForms 9% X

Dashboard ~ Pages  Content

Sitefinity CMS

Forms cellProiei
© Create aform Delste: Mare actions: Search. .. Manage Forms

O e OWNER LAST MODIFIED Filter forms

] |B Tyne-Tees AD Event Registration igw 3 responses Actions v Aok Nagachandran Krishnan 08 May, 2012 12,4349

Locked by Alok Nagachandran Krishnan | Published My Farms

] @ PDI\LhH:nkmgFurm Wigw 0responses Actions ¥ JuliaWillams 05 bay, 2012 11:51:07 Published
ublishe:
TT\ Drafts
] @ Site Help - Editor FAQs Wiew 1 responses Actions v Stuart Radlett 05 May, 2012 11:16:48 5
Published
O |3 Questionnaire Wiew 0responses Actions v KevinManning 105 May, 2012111322 Forms Settings
Draft
3 Permissions for farms
O @ Site Help - Report a Problem Wiew 4 responses actions v Stuart Radlett 30 bar, 201 2 06:19:59
Published
O @ Test Form Wiew 0 responses Actions v Alex Man 20 Mar, 2012 10:15.27
Published
O @ Design Wiew Orespanses Actions w  Arinze Mnacii 31 Jan, 2012 08:00:21
Fublished
i 7
O @ g::‘e‘;sih(e:gmhna Area attendance Vignw 0 responses Actions v Lioyd Meale 22 Jan, 2012 0B:31:46 Learn mere with video tutorials

How to setup forms
(5:23 min)

Sitefinity 5.0

Click the “Create a form” button

The following page will be displayed:
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+ Backto Forms

Create a form

Title

Example: Register

Hame used in code (for developers)

Change

@ Create and go to add content J Create and retun to Forms | Backto Forms

Enter the title of your form into the “"Create a form” text field, for example
Feedback Form and click the “Create and go to add content” button.
Alternatively, click the “Create and return to Forms” button to save as a

draft version.
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= "
! () Home: x-Y—nearynuJmachamgﬁitehmty Y‘&www‘s\tafimty.cnm;‘dncument. o mmr bt the East Midlands region < W\ [EAENEE

€« C' M O nearyouimeche.org/Sitefinity fForms/st_feedbackform A N
@ Publish J saveDraft || Preview | or Backto Forms Status: Draft More sctions = == Content | [ Lavout | ¢ Settings

Drag form widgets
1o add content to the form

|:| Texthox
|:| Multiple choice

Checkboxes

Paragraph tesd hox
|:| Dropdown list
Section header

Instructional texd

|:| Submit button

Adding form widgets to your form
Use the following widgets to create your form

Textbox - A single line textbox used for entering information such as a
person’s name, email address etc.

Multiple choice - A list of radio buttons representing one of a set of
options, only one of which can be selected at any time.

Checkboxes - A list of checkboxes that permits a user to make multiple
selections from a number of options.
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Paragraph text box - A multi line textbox used for entering several lines
of information, such as comments.

Dropdown list - Allows a user to choose one value from a list. When a
drop-down list is inactive, it displays a single value.

Section header - Used to label a particular section of a form. For
example, personal details.

Instructional text - Used to instruct a user how to use the form or part
of the form

Submit button - Used to submit the form. The amount of responses
denotes how many times your form has been completed by a user. These
can be found next to the form on the Forms page.

TIP: Use the Edit option to determine the look and feel of the form
widgets. For example, to make them mandatory input, amend the size of
a text field or to add additional choices to a multiple choice widget such
as a Dropdown list.
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Example of a completed Form

'O Home o\ mr Forms x] == nearyou.imeche orgiSitefinity, Kﬂ Sitefinity Documentation - Wid « W P=HlE

C M  © nearyouimeache org/Sitefinity Forms/sf_feedback form Preview W A

Feedback Form

Your Name:

Select a choice
(@ First Choice
(> Second Choice
(O Third Choice

Select choices
[¥] First Choice
[I8econd Choice
[ Third Chaice

Comments:

Select a choice

First Choice v

Once you have completed the farm, click the submit buttan
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Lists
Use this option to create collapsible lists such as FAQ's

Click “"Content” and select “Lists

The following page will appear:

= Y I
! () Home ) it KQ sitefinity Documentation - List: = | @ Sitefinity Documentation - Cre. = P=lE

€ C' Mt O nearyouimeche.org/sitfinity /CortentiLists A

Content Email C ns Ecommerce Design Administration

Sitefinity CMS

Profile | Logout

© Create alist Delete Search.. Manage Lists

O mite ACTIONS LAST MODOIFIED Filter lists
[1 Southampton Area Member Event and Ecii list 29 Apr, 2012 01:14:30 =
Visit Reviews sctions My lists
Tiems
Adel newy list frem Settings for lists
[0 Site Help - How to Edlt list 13 Apr, 2012 03:35:04 # Parmissions
11 tems Actions w % Setiings

Add newy list ftem

[0 Welcome to Near You Ecit list 20 Mar, 2012 024544

4items Actions W
Add new list ftem

[0 West Cumbria Young Members Awards & Edit list 26 Feb, 2012 12:30:47
Recognition Actions W o
2items Learn more with video

Addd e list tem tutorials

How o use revision

[1 West Cumbria Young Members Event Eciit list 19 Feb, 2012 09:04:07 history (3:50 min]
Reviews Actions w
1 tems

Add new list tem

[0 Southampton Documents Edit list 17 Feh, 2012 05:37:47

2items Actions w
Add new list tem

[1 Site Help - FAQ Ecii list 23 Jan, 2012 091311

5 items. Actions w
Add new list tem

[1 Future Developments Ecii list 05 Jan, 2012 07.21:54 B

1 tems, Actions w
Addd e list tem

[1 Site Help - Analytics Ecit list 05 Dec, 2011 07.36:09
4items Actions w
Al ey list tem
[0 GetlInvolved! - Beds & Cambs Area Ect list 04 Dec, 2001 033006
9items Actiors ¥
Al ey list tem
[0 RecentUpdates Ecit list 01 Dec, 2011 01:28:10
2items Actiors ¥
Al ey list tem
[0 Demeo for Lists Ecit list 30 Maw, 2011 070529 w

Click the “Create a list” button

The following screen will appear:
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—~ Y I
Home o Lists Sitefinity Documentation - List: = Sitefinity Documentation - Cre. = = ‘ oY | &
Ao

€« C M @ rearyouimache orgySitefinity /Content/Lists #event=show\WindowRwinld=ctiod_listsBackendList_cto0_cHO0_itemsGrid_cHOO_cHOn_createRautoMax=false 9% X

-

Create a list

Example: Frequently asked questions

List URL
Change

& Create this list or Backlo lists

Enter a title for your list into the "Title” text field.

Click the “Create a list” button

The following page will appear:
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! () Home: T Lt Ttems \0 Sitefity Docmentation - List: | B Sitefinity Documentation - Cre. < W\ = lan e

&« C M O nearyouimeche orgsSitefinity /Content Lists Listitems /test/Pprovider = 9% X

Caontent Email gns Ecommerce Design Administration

Mo listiterns have been created yet

Create a list item

Sitefinity 5.0

Click the “Create a list item” link

The following page will appear:
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Y I
! () Home T Lt Ttems \0 Sitefinity Documentation - List: » | @ Sitefinity Documentation - Cre. « %\ = lan e

€« C' M  © rearyouimeache orgySitefinity /Content/Lists ListTtems test/Pprovider = #evert=show\WindowRwinld=ctiod_itemsBackendlist_cto_ctoo | itermsTreeTable_cto0_cHOO_createlter Ty | W

Create a list item

@& Publish J SeveasDraft | | More actions = | 07 Back o al list itsms Preview
Title
[ |
B0~ =2 G5 aed ] noma - WMare formatting options
4

» Categories and tags

@ Publish J SaveasDrat | | More actions - | or Backlo alllist items Freview

L

Enter a title in the “Title” text field (this will appear as a sub-heading).
Enter text in the text body and click the “"Publish” button.
Click the “Create a list” button to create additional sub-headings.

To use your list on a web page, drag a list widget onto the page and

“Select which list to display”
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Analytics

Use Sitefinity Analytics to track your website traffic and marketing
effectiveness. The module consists from various reports and indicators
that give you statistics for the visits and the visitors of your website, the
way they reach it and use it, and more.

To open Analytics, in the main menu in the upper part of the screen, click
Analytics. The following page will be displayed:

! () Home: T = anabytics Dverview X B Sitefinity Documentation - Site < & F=lE |

€« C M O nearyouimeache org/Sitefinity /Analytics 9% A

B Sitefinity CMS

Analytics Poiie)Logat

Main overview -|| = May 07, 2012 - June 06, 2012 ~
Dashboard
Visit I o -
bR VETS Daily Visits = Group by: /E E” E‘ Views /E LL‘ &# Map ‘ 3
» Traffic sources 200 - -
7
» [ Content
600
Customizations 500
“® Setlings
400 i — 4
% Permissions D A . h
% Administrators 300
200 \
100 -
o 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
May 7 May 14 May 21 May 28 Jun 4
Site usage
Visits Bounce rate
4 & P P S _——
Do o 9869 50.05 %
Pageviews Average time on site 1
T = e an o _gb A -02-
Lo A .y 34,639 [ D e 00:02:11
e ma aih__aba. 4 Average pages per visit e i . Newvisits rate
3.51 61.62 %
Visitors overview
600 Legend
Direct Traffic
400
o (W] Search Engine
200 Referring Site

Sitefinity 5.0

PLEASE NOTE: The statistics displayed here are for the entire Near You
website. To filter the data to something more specific to your Area, type
the URL of your web pages after the URL displayed in the address bar

(http://nearyou.imeche.org/Sitefinity/Analytics#/Content/Top content)

For example:

http://nearyou.imeche.org/Sitefinity/Analytics#/Content/Top content//ne
ar-vou/UK/North-Western/West-Cumbria-Area
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http://nearyou.imeche.org/Sitefinity/Analytics#/Content/Top_content
http://nearyou.imeche.org/Sitefinity/Analytics#/Content/Top_content//near-you/UK/North-Western/West-Cumbria-Area
http://nearyou.imeche.org/Sitefinity/Analytics#/Content/Top_content//near-you/UK/North-Western/West-Cumbria-Area

http://nearyou.imeche.orqg/Sitefinity/Analytics#/Content/Top content//ne
ar-vou/UK/North-Western/West-Cumbria-Area/events

http://nearyou.imeche.org/Sitefinity/Analytics#/Content/Top content//ne
ar-vou/UK/North-Western/West-Cumbria-Area/past-events

Filtering, displaying, and grouping data

Use this section to learn how to set different time intervals, how to group
data, what types of charts are available to you, and how to navigate
between different reports.

Using the Analytics map

The Analytics map is a geographic map of the world that depicts your
website visits and other indicators, such as use of mobile devices to
access your website. The data is displayed per countries, per regions, and
per cities.

Understanding the Dashboard

The Dashboard is the entry point to the Analytics module. You use it to
view the most important indicators for your website traffic, together with
overviews of the main reports.

Information about website visitors

Use this section to view various statistics for the visitors of your website,
such as number of visitors, time they spent on your website, pages they
visited, and more.

Technical information about the visitors

Use this section to view various statistics about the browsers and
networks your visitors use, their screen resolutions, operating systems,
and more.

Information about website traffic sources

Use this section to view various statistics about the sources of traffic to
your website, such as direct traffic, referring traffic, or search engine
traffic, and details about what generates the different types of traffic.

Information about the visited content
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Use this section to view various statistics about what content do visitors
of your website view, like the most visited pages, the most frequent
starting pages, and more.

Information about the website internal search

Use this section to view various statistics about your internal site search
(the search box on your website), how often the search functionality is
used, which are the most commonly used search terms, and more.

Index of reports

Use this section as a reference. It contains a complete list of all reports in
Sitefinity Analytics and links to information about each report.

Exporting data

You can exports all the data gathered for your website to backup it and
further analyze it. The Analytics module exports data in an Excel XML file.
You can export data from every table that is in the reports. To export
data from a table, perform the following:

Click the Export button in the upper-right corner of the table.
Select a name for the file and choose a location where to save it.
Click Save.

The system saves the file with extension .xml.
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