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Introduction

Caorda Conten a powerful content management tool that allows you to update your web site
through a standard Internet web browsérhe purpose of this guidetig introduceyou to Caorda
Content and provide you with the necessary informatiorbéable tocreate,manage and update
content on your web site.

The topicsncludedin this guide are:
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1. Login to Caorda Content

1 Visitwww.caorda.com
9 dQickClient Loginin the top right corner of the website.
1 Login to Caorda Content using your email address and password.

2. Caorda Dashboard

Once logged injou can see a list of your tools on tBashboard You carthoose to

Manage youmebsite contentwith Caorda Content

View your web traffithroughwith Caorda Analytics

Manage your ema#ccounts and settings vidgaorda Webmail
Manage yourcustom applications.
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3. Caorda Content

The Caord&ontent home pagés your starting point for all yourditing needs.

1 Click oryour domain nameo open yourlive website in a new window.
9 ClickLogoutto end your session.

y - ‘.-’ere Lopged in as
0@ caorda content
EDIT CONTENT PUBLISH QUEUE TOOLS LOGOUT
Welcome to version 3.2 of Caorda 1-
Content, an intuitive and easy-to-use
browser-based tool that can help you
to manage the content on your web There are no items in the Publish Queue.
site.
= .
[ Edit Pages
— :
[l Edit Callouts
)
¥  Image Manager
Ei
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4. Edit Content

Edit Page$o update the content that appears in the page placeholders.

Edit Calloutsto update the content that appears in the callout placeholders

(Note: your site might not include callouts.)

Edit Footer Texto update the legal texandfooter links that appeapn every page of your site.
Edit SEO Metadatao manage thérowser titles,descriptiors and keyword for your site.

Edit Site Navigationo include,excludeor rearrangepages iryour site navigation bar

Edit Calendar Eventdo create and managkiture events(if enabled)

Edit Polls to create polls and view resulfg enabled)

corcomr I

Edit Pages

Edit Callouts

Edit Footer Text
Edit SEO Metadata
Edit 5ite Mavigation

Edit Calendar Events
Edit Polls

Sample Site Layout:

N

Ol 'Eif‘f —

e

““SITE NAVIGATION BAR
In the heart. ce «r

e -—-——& *\ -4
Book an Appointment

e ]
L a i

PAGE CONTENT CALLOUT

FOOTER TEXT
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5. Publish Queue

ThePublish Queues a centralizedreafor managing pending changes to Pages, Callouts, Footer Text,
Metadata, Site Navigation, Calendar Esarid Pols. Changes to your site must be saved and published
in order for them to take effect on your site.

PUBLISH QUEUE

6. Tools
Image Managerto upload andnanageyour photos.

Document Managerto upload andnanageyour documents.

. . Image Manager
Manage Linksto manage frequently useeixternallinks. i .
Refresh Site Contenif your site is corrupted, you can restore the most s v
recent version of the sit§Refreshes database cantt) - .
o ew My Site
Permissionsto managethe Caorda Content useend groups e ——
resn s1e
Caorda Dashboardo return to yourother Caorda Applications.
Permissions

Configure Siteincludes all settings associated with your site.

Options includes your page width, callout width and general information.
System Requirementdncludes all requeéments associated with Caorda
Content

Caorda Dashboard
Configure Site
Options

System Requirements
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/. Edit Pages

Create New Pagedo create a page from scratch

Clone Pageto create a copy of a page.

Archive Pageto remove the page from the live site, but to keep it in Caorda Content for future use.
Restore Pageto restore a previously archived page.

Delete Pageto permanently delete a page.

View Versionsto view, edit, rollback or delete previous vienss of a page.

[’ Edit Pages
B Create New Page

To edit an existing Page, select the appropriate Page in the tree view below,
and click the Edit Page button. To create a new Page, click the Create Hew
Page link.

D ome (1000}

..... I About (1001)

E]D Procedures (1002)
: D Advanced Skin Analysis (1023)

|

Yiew Wersions

Edit Page Clone Page

J{@orda !
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8. Edit Page Properties

To edit page properties choose throperties tah where ypu can edit:

PageName to add or change page name

Browser Page Titlg¢o add a title that appears in the browser windaep bar.

Page IDthis is thelD number associated with this page.

Version each time you save a pagenaw version is createfyou can rolllack to previous versions
Page Templateto selectthe template associated with this page.

Parent PagdD: to changethe parentpageassociated with this page.

Manage the callouts associated with the pag® select or change callout(s) associated with this page.
Includethis Page in Site &vigation check the box if you want to include this page in your navigation.
Redirect this Page to this URtheck the box and enter the URL if you wish to redirect this page.
Page Descriptionto enter a description for Search Engine OptimizatiSee(Section 13

Page Keywords to enter keywords for Search Engine Optimizati®@ed Section )3

EDIT CONTENT PUBLISH QUEUE TOOLS LOGOUT

[Ci Edit Pages

To modify the Page About Us, modify the information below, then click the Save E Manage Another Page
Page button.

Preview Page Save & Publish

e
Content

Page Name: |Abuut Us

Browser Page Title: |

Page ID: 1001

Version: 19

Page Template: Default Template v

Parent Page ID: Mo Parent Page SELECT PAREMT
Manage the Callouts associated with this Page MAMAGE CALLOUTS

[l Include this Page in Site Navigation

[JRedirect this Page to this URL:

Page Description (overrides Site Description)

Page Keywords (overrides Site Keywords)

J{@orda 8
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9. Edit Page Content

To edit page content choose tl@ontent taly where you camdd text, images and linkand format
themusing the familiar word editor consalEurthermore you canise the following

Image Manager ]| Insert Table 5| Insert Internal Link LQB
Image Map Editor 7] Show/HideBorder - Insert External Link =)
Document Manager =4 Insert Symbol © Hyperlink Manager ig_ig
Flash Manager & Horizontal Rule = RemoveHyperlink =
Media Manager ® Add YouTube video  #i#

Use he Paragraph Styleiropdown menuo choosefrom Heading styleand other text formats.When
formatting text, useheadings to keep your site consistent: Heading 1 is for the main title, Heading 2 is
for subtitles etc.

] Edit Pages

B Manage Another Page

To modify the Page Home, modify the information below, then click the Save Page
bartton.

Save Page ECHERORGINAINNE  Preview Page Save & Publish

Proparties | Contert

Localized Mame: Home

Browser Title:

EXT AN I - N
E

Parzgraph Stne ~|| B £ U

-Farfweea-@o-= Raem

EE FFEISIE A0

L] ol

Heading 1
Heading 2
Heading 3
MNormal text

Italizied text
Bolded text

Link to another page

# Design | €% HTML
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You can choose to edit your content using:

—
1 Design Mode@
T OrHTML Modgfor more advanced users) found on the bottom left of the editing window.

£¥ HTML |

When you copy and paste content into your pdigem Microsoft Word or other programsve
recommend that yolwPaste as Plain Texand then format it in Caorda Contefito do thigplace your

cursorwhere you would like to insert the texthenright clickand choosdPaste Plain Textom the
dropdown menu.Then proceed to format the text g®u wish.

Properties = Content

BV - BAF®9-c- v/ dEMLPOI-UO-=2EE8 o
Marmal -lB I U|E = = =2 £ i= = | A - & - [7oom -

|

|3 Paste

|53 Paste from Word

|53 Paste Plain Text

Paste Az Html

When editing a page, you edit in tidesign Modeoy default. f you feel comfortable you can also edit in
HTML Modeby choosing the<>HTMLicon in the bottom left of the editing window.

Properties | Content

Localized Mame:  Home

Browser Title:

E R E 9@ &
| B r U
<h1=Welcome to Campus View Site! </hiz
<p=<strong=<img alt=""style="margin-bottom: 10px; float: right; margin-eft: 10px;border: Opx solid;”
src="/uploadimages/home_building_ima.qif” /=Today's Learners, Tomorrow's Leaders, <br /=

< fstrong=<fp>

<h2>Mission Statement </h2>

<p=Campus View, in partnership with its community, is committed to providing a safe, nurturing and respectful environment where each
student aspires to reach hisfher full potential as an educated citizen, </p=

¥
EF-
=

/" Design | | ¢» HTML |
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10. Saving Your Work

When you finiskediting a page you can:

Save Pagesaves the changes, but page is not published yet.
Preview Pageopens a preview window and applies the assoddmplate.
Save & Publishsaves the changes and publishes to the live site.

Save & Publish

- Products (1008)
If you savd apage, dock iconappears beside the page name in the page teeandicate w7 News (1011)
QKFG &a2YS2yS Aa 62Nl Ay3 2y A Youdayslleditk | 4 | ALk hodyy Q

regardless of the locif you have the correct permissions) | . 1] contact (1009)

j -

hyOS @2dz Llzof A &K ( KefresDtke byomsSravindowoltitzMve Site t se@tfe (i 2
changes.

3 — ==
@.\__/. = |g| |nvent|ngeu:|en.ca V| b +| I

11. Inserting Links

Properties = Content

8 Y o - BB v EAENPOD - WO - E(BE 8

Links can be applied to text as well as to imagesndert a link, select the text or image and choose:
Insert Internal Link to insert a link to an existing pag@é your site

Insert External Linkto insert a link to an external webpagas{ng an existin{ist that yousetup in Tools
> Manage LinRs

Hyperlink Managerto insert anexternal link,email

' Hvpedink M -

address or tepecify how you want to linin area of a | @ typerink \/ [& Anchor \/ LdkE-mail |
page(Anchor Link) URL: Inttp igoogle.ca | ———
Exizting Anchl:lr: Cancel

For external links & recommend that you selette link
to open in a new window(thereby keeping your user on| ik Text |Google fink |

your site while the new page opens in another window) Typs: htp:  |»
Target: |_blﬂnk | Target b
l.e.Selectthe targetto New Window — I:Tﬁf et
. Parent Window
LSS Class: Mo Class = Same Window
Browser Window
Search Pane
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12. Inserting Images & Documents

To organizeyiewand insertyour images choose thenage Managefrom thetoolbar.
To insert images use tHarowse Imagesab, select your image and clitksert Image

Properties | Content
sog s onaeo-c-vlElateoon-se- =588 5]
—

" image Mana x|
Image Manager
Upload Images
@ FRefresh | J Create Folder ¢ Delete Folder [ 3 @
ER e pmages) || Bliss-Brochure-INSIDE . jpg
. [ Photo Gallery Li.ﬂ Bliss-Brochure-OUTSIDE. jpg
ij Book-Mow.jpg
To upload new images choose thipload Imagedab, and clickAdd Files
X

Image Manager
N

Browse Images \ Upload Images
Upload one or more files by clicking the Add Files button, selecting the file(s), then clicking the Upload
Files button.

Upload Path: fupload/images

] Overwrite Files (if files already exist)

Add Files

Mo files selected

12
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To organizeyiewand insertyour documentschoose theDocument Managefrom the toolbar.
To insert documents use tHgrowseDocumentstab, select your document and clibksert Document

To upload newdocumentschoose theUpload Documentstab, and clickAdd Files

Properties | Content
AN 0 0-=HE8
 —

EXA= B @9 - -

(Alternatively, you can access thrmageand Document Managefrom the Toolsmenu).

{8aorda
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13. SEO Metadata

Search engine optimizati®EQ is the process of improvirthe volume or quality of traffic to a web
site from search engines via search results. At a minimum, adding SEO metadata involves the following:

ﬂ Addlng a tltle to yOUpage GOLJSI.e |mybliss | [ CEmeh ] ,;\dvanced Search
. B . references

9 Adding a short description to your page Search: ® the web O pages from Canada

ﬂ Addmg keywords to yOLﬂaQe Web Show options.

f Adding custom metadata Bliss
of Cadboro Bay village, our unique boutique day spa will give you a haliday from your daily life.
With our aromatic scents and luxurious treatments you will ...

You can add SEO Metadata: www.mybliss ca/ - Cached - Similar

A. To your sitgglobally
B. To individual pages

Note that theDescription and Keyworddefined for a Page take precedence awerDescription and Keyworddefined for a
Site. Note that théBrowser Page Titléakes precedence overRage Name.

A. Toedit SEO Metadata for your website

ChooseEdit SEO Metadat&rom the Edit Contentmenu.
Add site description and keywords, and th®aveyour changes
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