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User	Management	
While	logged	in	as	a	CMS	Editor	or	Admin,	click	on	People	in	the	top	navigation	bar	to	manage	user	
accounts.	
	
Creating	a	New	User	

• Within	the	top	navigation	menu,	select	People.		
• Click	on	the	Add	User	button.	

	

	
• Enter	the	user	email,	name,	and	create	a	temporary	password.	
• If	you	want	the	user	to	receive	an	email	notification	the	account	has	been	created,	select	the	

Notify	User	of	new	account	checkbox.	
• Select	User	Roles	(Editor,	Admin,	etc.)	
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• Scroll	down	and	click	Create	User	Account	button.	

	
	
Managing	User	Rights	
On	the	‘Edit	User’	page,	scroll	down	until	you	see	the	Roles	area.		

• Administrator	users	have	the	ability	to	create	new	accounts	and	manage	the	site.		
• Content	Editors	can	create	and	publish	content.	

Modify	the	user	role	setting	to	add	or	remove	access.	
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Content	Management	
	
Managing	Product	Divisions	
The	current	site	build	will	have	all	existing	product	divisions	already	loaded.	There	should	not	be	a	
need	to	create	a	new	division	at	this	time,	but	we	are	including	the	instructions	here.	
	
Adding	a	Product	Division	

• Within	the	top	navigation	menu,	select	Structure,	then	Taxonomy.		
• Click	on	Add	Term	
• Fill	in	the	Name	and	Description.		
• Create	a	URL	Slug	for	the	division	(consult	tagging	guide	or	use	keywords	with	hyphens)	

	
Add	Featured	Items	

• Featured	Products	–	Begin	typing	in	the	name	of	the	product	you	wish	to	feature.	The	field	
will	present	you	with	a	list	of	matches.	If	you	need	to	add	another	featured	item	click	Add	
Another	Item.	

• Featured	Products	(Large)	–	Begin	typing	in	the	name	of	the	product	you	wish	to	feature.	The	
field	will	present	you	with	a	list	of	matches.	If	you	need	to	add	another	featured	item	click	
Add	Another	Item.	
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• Once	your	data	is	entered,	click	Save	to	complete.	

	
Creating	A	New	Product	
	
Product	Setup	
Within	the	top	navigation	menu,	select	Content,	then	select	Add	Content,	then	select	the	Product	
option.	

• Name	–	Enter	the	branded	name	of	the	product	
• Excerpt	–	This	is	the	product	tagline,	typically	a	short	sentence	

	
Creating	Tabs	

• Tabs	–	Tabs	show	up	on	the	left-hand	column,	under	the	product	title.	There	are	three	
approved	tab	types:	

	
o Overview	–	Contains	the	main	product	copy	information	

§ Title	–	Overview	
§ Body	–	Body	of	the	overview	

o Resources	–	A	list	of	resources	available	to	the	user	
§ Title	–	Resources	
§ Body	–	A	list	of	additional	resources	

o Testimonials	–	Quotes	or	Copy	regarding	the	product	
§ Title	–	Testimonials	
§ Body	–	Add	in	quotes	from	other	users	

• To	create	additional	tabs,	use	the	Add	Text	and	Title	button	and	a	new	set	of	form	fields	will	
appear.	
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Featured	Content	

• Image	–	Sets	the	product	image	displayed	when	showing	up	as	featured	item	
	

	
	

	
	

• Carousel	Image	–	This	sets	the	larger	product	image	that	shows	in	the	larger	feature	area	
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• Slider	Images	–	These	are	the	images	that	are	displayed	on	the	product	detail	page	at	the	top.	

More	than	one	image	will	engage	a	slider.	Each	should	include	
o Image	–	The	slider	image	
o Alternate	text	–	the	text	shown	when	the	image	does	not	display	
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Buttons	and	Links	

• Brand	Logo	–	Upload	the	brand	logo	image.	Transparent	or	white	background	only	

	
• Brand	Link	–	Enter	in	the	URL	of	the	Brand	Microsite,	if	it	exists.	Link	text	will	be	included	for	

SEO	but	will	be	replaced	by	the	brand	logo	
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• Buttons	–	Enter	in	the	URL	and	Link	Text.	To	add	another	button,	click	Add	Another	Item	

	
	

• Links	–	Used	for	additional	documents	and	information	

	
Add	the	URL	and	link	text.	To	add	additional	links,	click	Add	another	item.	
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• Downloads	–	Stores	and	links	to	downloadable	files.	Open	file	browser	to	select	the	files	for	
upload.	

	
	

• Related	Products	–	Select	related	products	to	be	shown	below	the	product	detail.	Begin	
typing	the	name	of	the	product	in	the	field	and	available	products	that	match	will	be	shown.	
Select	it	to	set	the	product.	To	add	another	product,	click	the	Add	another	item	button.	

	
	

• Saving	-	Once	the	product	has	been	configured,	you	can	click	Preview	to	view	the	page	
without	publishing,	or	click	Save	and	Publish	to	deploy	to	the	site.	
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Changing	the	Navigation	Menu	
	
While	logged	in	as	an	Admin	user,	click	on	Structures,	then	Menus,	then	Main	Navigation	

	
	

• Click	Add	Menu	Link	
• Add	Link	Title	–	this	will	be	the	link	text	in	the	menu	
• Add	Link	–	URL	where	the	navigation	item	is	pointing	
• Enabled	–	Should	be	checked	unless	you	want	the	item	hidden	
• Link	Description	–	Shown	when	hovering	over	the	link,	also	used	in	SEO	
• Parent	Link	–	If	the	menu	item	should	appear	when	another	item	is	selected.	For	example,	if	

you	are	creating	a	navigation	item	for	‘Job	Listings’	and	you	want	‘Job	Listings’	to	appear	as	a	
sub	menu	of	‘Careers’,	the	Parent	Link	would	be	‘Careers’.	
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Homepage		
	
Managing	the	Carousel	

• Click	on	Content	in	the	navigation	menu.	
• Scroll	through	the	list	or	use	the	search	field	to	select	type	Home	Page	
• Click	Filter	to	show	the	homepage	

	
• Click	Edit	on	the	right-hand	sight	to	view	the	Home	Page	edit	screen	
• Click	Add	Banner	Image	
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• Enter	the	information	for	the	banner	

	
	

• Upload	Image	–	Click	this	button	to	select	an	image	from	your	device	
• Heading	–	This	is	the	large	header	text	
• Body	–	This	is	the	sub-head	text	
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• Link	–	Add	the	link	the	user	will	click		
• Alternative	Text	–	This	is	the	text	that	will	show	up	if	images	are	turned	off.	Also	used	in	SEO.		
• Link	Text	–	The	user	call-to-action	in	the	button	(e.g.	Get	Started)	
• Label	–	This	is	the	label	for	the	carousel	slide	that	will	be	shown	in	the	lower	right	pager	area	

	

	
	

• Once	your	edits	have	been	made,	click	Save	and	Keep	Published	at	the	bottom	to	update	the	
live	site.	

	
Adding	a	Video	to	the	Top	Banner	
It	is	not	recommended	to	mix	video	and	regular	banners.	Either	show	multiple	static	slides,	or	one	
video	slide.	
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• From	the	Edit	menu	on	the	Home	Page	screen,	click	Add	Banner	Video	
• Video	-	Enter	the	URL	of	the	video	
• Heading	–	The	heading	text	to	be	overlaid	
• Image	–	This	is	the	thumbnail	of	the	video	that	will	be	shown	until	the	user	clicks	to	play.	The	

‘play’	button	is	overlaid	automatically,	it	does	not	need	to	be	included	in	the	thumbnail	image.	

	
	

• Label	-	This	is	the	label	for	the	slide	that	will	be	shown	in	the	lower	right	area.	
	
Managing	Featured	Items	
Adding	a	featured	item	is	similar	to	how	they	are	selected	on	the	Create	Product	page.	

	
	

• You	can	also	feature	an	Article	using	the	same	process.	

	


