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Adding/updating content: displaying folder content

The content of folders can be displayed in different ways, including:
¢ standard view

€ summary view
¢ tabular view

¢ thumbnail view
or

€ can select an item within the folder as the default view (e.g. page,
content panel, smart folder)
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Adding/updating content: displaying folder content

all

W] RTC's Demo Logo ——

LER
roooper | My Folder | Preferences | Undo | My Links | Log Out [

vou are here: home — images

Mavigation | upload files | | contents | | syndication | | view | | edit | | properties | | sharing | | links |
H translate into = | actions = | display = | add item v| state: public draft «
ome
sSUmmary view S
About th ject . 5 B
CERAIE A S [0 Images tabular view _ = _E
Information and £ B
- L umbnall view
Publications U wrie: eyl '
standard view
Maps & GIS all the Images to be used throughout the site should be ad
contentpanels view
Mews & Events
Links L title size modified select a content item
FeEdbanit fCantaaks ™ | Banalysisipg 1.9 kB 2007-08-1013:55 | Pl ScuantatibAEes
Photos [} [ marine.jpg 2.9 kB 2007-08-10 15:17 Public Draft
RTC contents I | [@ meetingsipg 2.6 kB 2007-08-10 15:29 | Public Draft
A il s ™ | @ presntationsipg 2.6 kB 2007-08-10 15:46 | Public Draft
M lett =
gl ™ | B studiesipg 2.7 kB 2007-08-10 16:08 | Public Draft
WebBoard
_ [} [B sample_map.ipag 8.7 kB 2007-08-13 14:46 | Public Draft
I_ [ docimgl 2.7 kB 2007-08-14 14:46 Public Draft
Our Partners [T | [@docimg2 4.4 kB 2007-08-14 14:46 | Public Draft
|_ B doc ima3 4.0 kB 2007-08-14 14:47 Public Draft
|_ B doc imgd 3.2 kB 2007-08-14 14:47 Public Draft
|_ [@ docimgs 4.7 kB 2007-08-14 14:48 Public Draft 5 \
[T | [@docimag 4.2 kB 2007-08-14 14:49 | Public Draft 4
[T | [@IWLEARN logo 48.0 kB | 2007-11-13 08:15 | Public Draft | 4 SeleCt type Of
r [E LWMEA banner 15:5 kB 2007-11-19 17:25 Public Draft + d u I
[ [@ Large Project Area Map 124.6 kB 2007-11-19.168:18 Public Draft | ISp ay
: cnp',r| . cut| ’ rename| : deletel © change state \ /

UNEP




Adding/updating content: displaying folder content

W] RTC's Demo Logo

all

Undao |

My Folder | Preferences | My Links | Log Out [

rcooper |

you are here: home — images

Navigation

Home

About the project
Information and
Publications
Maps & GIS
Mews & Events
Links

Feedback / Contact us
Photos

RTC contents
PMO Documents
Mewsletters
WebBoard

Our Partners

UNEP

| upload files | | contents || syndication | | view || edit | | properties || sharing | | links |

translate into -

3 Images

« UUp one leve|

all the images to be used throughout the site should be ad

actions « | display =

add item v| state: public draft =

sUmmary view

tabular view

thumbnail wiew
+ standard view

contentpanels view

|_ title size muodified select a content item

™ | Banalysisipg 1.9 kB 2007-08-1013:55 | PiILEESUEaME RS

[ | [@& marinedpg 2.9 kB 2007-08-10 15:17 | PublicDraft | « =

[T | [@ mestingsjpa 2.6 kB 2007-08-10 15:29 | Public Draft | « =

[T | [@ pressntations.jpg 2.6 kB 2007-08-10 15:46 | Public Draft | « =

T | [@ studiesjpg 2.7 kB 2007-08-10 16;08 | Public Draft | « =

|_ [B sample_map:ipa B.7 kB 2007-08-13 14:486 Public Draft -

| @ docimal 2.7 kB 2007-08-1 St d d A
[ [B doc img?2 4.4 kB 2007-08-1 an ar VIeW
|| [§ doc ima3 4.0 kB 2007-08-1

T | [@ docimg4d 3.2 kB 2007-08-14 14:47 | PublicDraft | = =

[3 @ doc imas 4.7 kB 2007-08-14 14:48 | Public Draft P

[T | [@ docimags 4.2 kB 2007-08-14 14:49 | Public Draft | « =

[T | [E IWLEARN logo 48,0 kB 2007-11-13 08:15 | Public Draft | « =

™ | [ LwWMEA banner 19.5 kB | 2007-11-1917:25 | Public Draft | = =

I | [@ Large Project Area Map | 124.6 kB | 2007-11-19 18:18 Public Draft | « =

. cop',.r| . cut| . rename| o delete | © change state




Adding/updating content: displaying folder content

| upload files | | contents | | view | | edit | | properties | | sharing | | links |
| translate into - | actions -r| display = | add item = | state: public draft=

. ﬁ view changed.

Images SR ¢

a Upone leveal

all the images to be used throughout the site should be added to this folder

analysis.jpg

Read More..

marine.jpg

Read Maore...

meetings.jpg

Read Maore...

e o e et BT e e s
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Adding/updating content: displaying folder content

| upload files | | contents | | wiew | | edit | | properties | | sharing | | links |

| translate into | actions | display | add itern = | state: public draft=

-ﬂ.ﬁ Vview changed.

Images

& Upone leval

tItIE-

f E analysis 1pg

@ marine. jpg
mestings.jpa

B‘ pressntations. jpg
ﬁ studies. jpg

@ sample_mapipg
@ doc Imgl

E] doc Img2

I} doc Img3

|1“'| doc img 9

author

despajani

despajani
despajani
despajani
de=pajanl
despajan!
de=pajani
despajani
de=pajani
despajant
de=pajani
despaiant

TOCo e

all the images to be used throughout the site should

be added to this folder

| typs

Image
Image
Image
Image
Image
Image
Image
Image
Image
Image
Image
Image

Image

rmiod Ifled

2007-08-1013:

2007-08-10 15:

2007-08-1015:

2007-08-10 15:

2007-08-10 16:;

2007-08-13 14

2007-08-14 14:

2007-08-14 14:

2007-08-14 14:

2007-08-14 14:

2007-08-14 14:

2007-08-14 14:

2007-11-13 08:

55

17

45

og

46

Ea-]

45

47

47

48

49

Tabular view

m GEF/UNEP International Waters Learning
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Adding/updating content: displaying folder content

| upload files | | contents | | wiew | | =dit | | properties | | sharing | | links |

translate into - | actions -r| display « | add item = | state: public draft =

@

view changed.

Images

all the images to be used throughout the site should be added to this folder

marine.jpg

“1

mestings, | pg

| Thumbnail view -
useful for organising images into a
photo gallery.

studles. |pg

sample_map.]pg

2

GEF/UNEP International Waters Learnin.g
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Adding/updating content: displaying folder content

¢ Changing folder view (selecting content item)
@ I X4 H S 2 O ntpinciwiean.orgirz-folder Yy @ VM 30 -

| Contact | Site Setup |

RTC's Demo Logo

& Rcooper | MyFolder | Preferences | Undo | My Links

you are here: home — rtc folder

Navigation | uploadfiles | [ contents | [Wigw ]| | edit | | properties | [ sharing | [ links |
| translate into v| actions v| display = | add itemn v| state: published »
, SUmMmary view - i
About the project RTC folder TR El & =
Information and
Publications

Home

« Upone level thumbnail view

= standard view

Maps & GIS test folder
contentpanels view

MNews & Events . i
it Introduction to Workshop — by rmooper — last medifled 2007-11-13 06: 26 select a content item

Introduction sdefanlt view. ..
Feedback / Contact us SRR E .
Welcome to Project Select an item to be use fault view in this
Website Demo :

Project Area Map T V

Select default page

Flease selact 1tem which will be displayed as the default page of the folder

i™ [5 Introduction to Workshop
Introduction

m GEF/UNEP International Waters Learning ST
— Exchange and Resource Network e S
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Adding/updating content: displaying folder content

TWIRTC's Demo Logo

Log In

you are here: home — rtc folder

Navigation

| et Introduction to Workshop Folder now = =
About the project Introduction displays Contents

Information and

Publications Of SeleCted item

Maps & GIS

Mews & Events
Links
Feedback / Contact us

T template

2. Add text and images ...

Website Demo
3. Choose style - e.g., image on left

Project Area Map
RTC folder

4. Can choose style of editor by visiting Preferences > FCKeditor preferences = select editor skin

CusEartners 5. Copy and paste inte page:

warnarvEIRR

Contact: Dr. Richard Cooper Date: 2"? November 2007
Tel: +66& 2218 9453

Fax: +66 2251 9416

Email: iwsea@yahoo.com

Subject: Invitation to IW:LEARN IT Workshop, Manila, 5-7 December 2007
Dear Colleague,

On behalf of the GEF IW:LEARM Project, it is our pleasure to invite you to participate in the IW:LEARN Information Technology
{(IT) Workshop to be held in Manila, Philippines, Wed 5" - Fri 7*" December zo07.




AN

! display | add item =

Adding/updating content: image B article
{ Jcalendarx
# Adding an image 5
® Prepare image in favourite graphics program i event
(e.g., Gimp) as jpg, gif, png 3 ile
# rescale size for displaying g::’:"ma”ﬂ_

® check size of file/minimise if necessary Chore
¢ Upload image to website r ol
® Best to keep all images in one location
¢ 'Images' directory already created at root of | @ link

your instance in Toolkit Rt b
® Select image from add item menu &) multipage article
= news item
475 newsletterthemie
S2n Ij it

i partner profile
4l poll

& smart folder

3 tabbed subpages
i_-_?‘.:;h wehlog

GEF/UNEP International Waters Learning ﬂ iE

Exchange and Resource Network
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Adding/updating content: image

|@ Image HHI.:II“I'I.'EI;'—M.

Edit Image

by roooper — last modifled Z007-11-13 07 .57

An image, which @n be referenced In documents or displayed Inan album

Title

IWLEARN logo

Description

& short summary of the content

Logo for IW:LEARN project. Dimensions: 332wide x 389 height pixels.

Image =

i

b d

homercooperRC_START/SEARLC  Browse...

Related Item(s)

]

. remove selected Itams !

- - 1
i Ewe” ¥ GI‘II:\Ell

¢ Insert title, description and upload file
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Adding/updating content: image

¢ Transform j e — rotate, flip (clear browser cache — Ctrl + f5)

| view | | edit | | properti | | transform sharing | | links |
|trans-|.3te into | actions

[ view | [ edit | [ properties | [Ptransterm | [ sharing | [ i

v

IWLEARN logo
IWLEARN logo

r E ¥ & A

L & R N

Logo for IW:LEARN project. Dimensions: 332wide x 389 height pixels. Logo for IW:LEARN project. Dimensions: 332wide x 389 height p

original size: 81.7 kB Transform Cle el L B L

j. * exerute | i Flip around vertical axis ;[ S ERELIE

| Select method

EFIip around vertical axis

: Select method

Flip around vertical axis

M Flip around verical axis

Flip around horizontal axis Flip around horizontal axis

Rotate 90 counterclockwise
Rotate 180
|Rotate 90 clockwise

Rotate 90 counterclockwise
Rotate 180
| Rotate 90 clockwise




Adding/updating content: link

® Adding link as separate content item

® Select link from Add item menu

€ Can add external or internal link in a
page (FCKeditor)

# External link appearance with globe-
like icon

1. D Select template

@ Internal link without icon

GEF/UNEP International Waters Learning
Exchange and Resource Network

LEARN

13

| display - add itern - | state.
E,I article

'?T bookmark folder

[ calendarx

@ content importer

@ contentpanels

IE] dynamicpage

g event

g event

f__&feed folder

[ file

{3 folder

{@ form mailer

gigoodle video

&P help center

[ 1 iwproject

image

g inthe spotlight

= rmailina —— —




Adding/updating content: related item

lllll

Jj Link has bean created .

Edit Link B & &
by pooper — last modified 2007-11-13 0836

A link toan Internal or external resource

Tiee

Plone Official Site

Description

A short summary of the content

Official site of Plone open source content management system

In this example, a related
- related item is added to a
Bt 1o e S | link — helps _to group
Ee———— relevant material togethy

Insert title, description and add related item

Note: rgjlated items can be added to other content types

Browse... remove selected tems

| ismvei | & @ncel |




!

content: related item
J LUYU [ ——
og 10| (] W w m

you are here: home — links — plone official site

Home

Plone Official Site E

About the project Official site of Plone open source content management system

Information and The link address is: & http://plone.org/
Fublications

Maps-& GIS

e BuenL [@ presentations.jpg

Links

Plone Official Site
Feedback / Contact us

Welcome to Project
Website Demo

Project Area Map
RTC folder

i Our Partners

® Note: added related item

15

Southeast Asia
BN V) e
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Addinjgﬁ[ﬁu&pdating content: related item

B 6 ) s i |@! hitp:ifwewew iwlearn.netiold_events/unep-iw-learn-regional-itworkshop-europe - | o " &) ﬁ- S E os0% -
i3 Toolkit Version #.. ' FUNEPIW.LEAR.. x| [

3
::rr::i::: i"ll &z;sfjjlflia.gl'
\'Ifaather forecast for Athens; / \
Another example

Workshop IW:LEARN Presentations

FPlease note that to reduce file size the following presentations have been split into related Content On
::I:iu_c::?tj Plone and IW ! LEARN Toolkit Athens WorkShOp
Advanced features of IW:LEARN Toolkit t

Part 1/ Part2 /'Part 3 (Web5I5) even page

S

To know more aboutthe IW:LEARM Toolkit, visit http:/fwww.iwlearn.net/websitatoalkit,

Online Warkshop Evaluation for Participants: http://www.iwlearn.net/websitetonlkit/s orkshop-survey

lated content \

Athens Warkshop Agenda

Selectad Plone add-on products
Plane installation file for Windows
Installing Plone on Vista (UAC feature)

Plane 2.5 User Guide

Toolkit Guideline Cards
Definitive Guide ta Plane
Examples of Plone sites around the world

learnplane.org help for Plane users

Plone user guides fram the University of LeicesteyfiK

N~ -~

|Qm|earshelterhnuse - | Completed request to www.iwlearn.net (4] |§| =% B0% . |

Workspace Alpha < »|s] ' ' & &= 4, UNEPH | T e Sun 21 Sep 1:51
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Adding/updating content: event

€ Adding Upcoming Events
@ Best to keep all events items in one location

® Event Item Folder already created at root of Toolkit
instance

@ Select event from add item menu

display = la-:lu:l item = _state: public drafi =

E @ o

restrict. .

GEF/UNEP International Waters Learning
Exchange and Resource Network

17




Adding/updating content: event (page top)
Navigation view edit | | properties | | sharing | | links |

Home
About the project

Information and
HnmlimaEapss SR | R g e

| translate into = | actions = | add to folder = | state: public draft =

| ) Event has been created. |

i B & o [y El
Maps & GIS Edit Event 't Ly Ly
News & Events by rocooper — last modified Z007-11-13 10:24
Links Information about an upooming event, which @n be displayed in the @lendar
Feedback / Contact us Title =
Welcome to Project =
IW:LEARN IT Workshop

Website Demo

Project Area Map Description

RTC folder A short summary of the montent
Eventiterms Folders Asia Regional Workshop held in

Sample Event 1
Sample Event 2

Sample Event 3

Sample Event 4

Event Starts s

i ! [ H
Our Partners 2007 - December 5 > 10 =] |26 =

Event Ends =

12007 v|/|november v|/|7 <] B |10 v| |25 -

Event Location

Beijing, China |
Event body text
Text Fnrmnt| HTML LI
Elouwe 2| HABEB: 2BRBBBI &V ivo Mt ELIB 7 U @)% &

RAdi@AO=4=0

v|antI |v|5me| i

L i Te- -0 |
0Insert tltle descrlptlon dates, location, body text

LW :LEARN aims to strengthen Lnternational Waters Kesource Management by facilitating structured learning and Iinformation
sharing among stakeholders. In pursuit of this objective, IW:LEARN has organised a workshop that aims to build the capacity

W
e
unn
i
ke —

Style |

In The Spotlight

3



hitp:/iric.iwlearn.ong ntitems-foldersievent.2 1 2B589/edit L4 ¥ —~ _’1

-Aiddlln'/u daﬁun xcont@nt event ( @aqe bottom)

¢ |nsert event URL, contacts details
¢ Save and publish

b

Event URL
Web address with more info about the event. Add hitp:// for external links.

|h1:tp Shewwiwlearn.net |

Contact Name
IRichard Cooper |

Contact E-mail

|iw5&a@'.rahoc.cc:m |

Contact Phone
+66 2218 9463 |

Related Item(s)
i
[er - [ state: public dratt ~
rnE]kE IC:Ir'J"ifEIf'E.'
puklish
3 submit
orovmn... | e =3 Sdvanced . |Publish




Adding/updating content: event (completed)
wiew | [<di | [ properties | [ sharing | [ links |

| | translate into = | actions «| add to folder « | Xate: published =
Home

About the project

Information and J Your content's status has been modified.
Publications -

: = S i [, [
Maps & GIS IW:LEARN IT Workshop piki S
MNews & Events by mooper — fast modifled 2007-11-13 10 40 [ History
Links Asia Regional Workshop held in

Feedback / Contact us The IW:LEARN Information Technology (IT) Workshop to be held in Manila, Philippines,

WEIC?mE Ll wed 5 - Fri 7" December 2007, what
Website Demao e 2007-12-05 102510
Project Area Map
RTC folder IW:LEAEN aims to strengthen International Waters Resource Management by facilitating E
RS Ei structured learning and information sharing among stakeholders. In pursuit of this IR | Belling, China
BT RREY objective, IW:LEARN has organised a workshop that aims to build the capacity of projects onfact name Richard Cooper
f : to utilise information and communication technology (ICT) tools available through the |
Sample Event 2 contact emall Ediws=a@yahoo com
IW:LEARN programme. !
Sample Event 3 contact phone +66 2218 0463
Sample Event 4 In particular, the objective of this workshop is to assist projects in creating and managing -
e e ] ) : } : N add event to [y, veal
IW:LEARN IT a project website using the freely available IW:LEARN Toolkit. In addition, related ICT i [, ical
Workshop subjects such as GIS and content syndication will be discussed.
The workshop will focus on how to use the IW:LEARN Website Toolkit to enable any GEF project to have a powerful and easy to
o Ny, manage wehsite.
&
‘-L,.q.éy Target Audience
U N EP The target audience is anticipated to be information specialists, IT managers and/or project officers or staff members who are

responsible for developing and/or maintaining a project website.
Outcome

® Participants will gain a comprehensive overview of the Toolkit capabilities and functions including freely available resources on
the internet. Participants will also gain hands-on knowledge regarding how to create, manage and maintain the website with
little or no IT knowledge.

® Participants will be introduced to WebGIS using the Toolkit's PrimaGIS module including how it can be used to access data

¢ Note published state
PSRN ¢ Add to calendar (will look at adding calendar later)

In The Spotlight
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Adding/updating content: event

¢ Events can be I

displayed in: [§ Sample Event 1
city, country,
¢ Events content panel 2007-08-13
¢ Note Upcom/ng [d Sample Event 2 _
Events viewlet on _"_'__I"""” E
;I]'coolkcljt holme dpe;)ge ST
Ive displaye y e Sample Event 3
defaultz This uses city, courttry,
content panels 2007-08-13
ﬁ]rggg\c/:;r(]cégzcnbed [ Sample Event 4 t : I
. ST, COUnIry,
features section) 0070813
¢ Calendar Z7TW :LEARN IT Workshop

Beijing, China,
2007-12-05

Upcoming events..

GEF/UNEP International Waters Learning
Exchange and Resource Network

LEARN



Adding/updating content: event

-
s

yvou are here: home — news & events

Translate English To:
| Arabic |
Translate_l

Mawigation

Home

About the project

Information and

b L

Maps & GIS

(News & Events
News
Events

Link®

Photos/Videos

E-News|etter

Online Forums
Instant Messaaging
Feedback/Contact us

Our Partners

contents | | wview || edit | | properties |

dall

| search

Unda |

Richard Cooper My Folder | Preferences | Log Out |

| translate into v| actions v| display v| add to folder = | state: published «

News and Events

by Richard Cooper — last modified 15-May-Z008 07

All project news and events

139 PM History

MNews

« Up one level

MNews Events

{Example) How to write a news story

A quick primer from MIT
Fead More...

{Example) News Item 2
Insert news item introduction here,

Fead Maore...

(Example) News Item 1
Insert news item introduction here.

Read Mare...




Adding/updating content: calendar

To display event items in a
calendar:

€ Add calendarx content item
from add item menu

¢ Add title, description and save g |

® Publish calendarx item to
display calendar in navigation

tree

( Go to Home > contents tab >
tick calendar item > change
State > select publish option >

save )

m GEF/UNEP International Waters Learning
— Exchange and Resource Network

LEARN
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008 for Athens Workshop

maodified

1g-2008 08:17 AM
| Published

1ig-2008 12:18 PM
1g-2008 12:18 PM

1ig-2008 12:18 PM

state

Published

Published

| Published

im calendarx

S contentpanels

| dynamicpage

@ event

103 file

{ Ty folder

@ form mailer

i google video
'ﬁf»iwpruject database




yvou are here: home — calendar

Translate English To:

Arabic had
Translate
Home

About the project
Information and
Publications

Maps & GIS

Mews B Events
Links
Fhotos/\ideos
COnline Forums
Instant Messaging
Feedback /Contact us
Calendar

3 months

manth

H :u_=|+-=r;|c~||-=s [ View all |" ] :ullc-sh.:up = x.u:-nfm-.—n = | [ F'||_'|Jn-'- tr'r1-=-=t||'u;| Refresh

content: calendar

& Richard Cooper My Faolder

week by day

Preferences

weelk by hour day

i Regional
IW:LEARN IT
Waorkshop
{Athens)
Seplt - -San
26

N

AN

=< previous manth September 2008 next month ==

|2008 +]|sep 7]|4 =]| Jump
31 1 2 5 6
7 8 9 12 13

IW:LEARN can help projects modify
14 15 16 Categories.
(modified via ZMI:
/custom/CX_props_calendar).

21 22 23

And, appropriate category name
needs to be added to properties tab

of event item K
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Adding/updating content: news item

¢ Adding News item

® Best to keep all news items in one location

® News Item Folder already created at root of Toolkit

instance

@ Select news item from add item menu

GEF/UNEP International Waters Learning
Exchange and Resource Network

25

75 news item

restrict...

GEF



Adding/updating content: news item
= RIC's Demo Logo

& FRcooper | My .F-:-I-:I==-_|' | i Undo | My Links Log Out

you are here: home — newsitem folder — [---]

Navigation view edit | | properties | | sharing | | links |
| translate into = | actions v| add to folder = | state: public draft =
Home
About the project
Information and | ) News Item has been created.
Publications _
Maps & GIS Edit News Item =
MNews & Events by roooper — last modifled 2007-11-16 0735 folder = | Istate: public draft-
Links An-announcement that will show up on the news portlet and In the news listing make private
Feedback / Contact us Title =
Welcome to Project
Website Demo
Project Area Map Description advanced..
RTC folder A short summary of the ontent
Mewsltem Folder
LIMNEP I'W: LEARN
laucnhes website toolkit
to help GEF IW projects
greate a 5taﬁdard
based, content rich and
easily managable Body Text
websites, Text Fnrmat| HTML LI
Sample News 1
Sample News 2 . .
SIampleNew53 (=] souree [ Bﬁﬁ&lﬁl%\?f ﬁ‘lﬁ =] B I UABG|X x

i "-‘.!{

— Y=k @:@rﬂ@zlwrrg@_@ ------
5|

iFormati IviFw:unti |v-5|ae| =

W
e
[
amn
I
([
il
e —
[
[T
! im
[T
4
4
i

0Complete news |tem fields

®|nsert title, description, body text
®Save and publish
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Adding/updating content: news item

 Edit

[ News from Beijing Workshop

® News can be displayed in -

News content panel 5y o or——
. 2006-11-03
€ See Toolkit homepage . r
& Sample News 2 | Newsitem |
s TR EER A 11-i
L. [Eg Sample News 1
2006-11-03
More news..,

m GEF/UNEP International Waters Learning
— Exchange and Resource Network

LEARN
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Adding/updating content: properties tab panel

® The properties tab of content items

® Set basic properties and metadata (data about data) for the content
| item (optional fields)
.

Home

[ view | [ edit | [Fare pertles | | sharing | | links |

|_L:t|-:|n5 » [ add to folder = | state: published = i

About the project
Information and
Publications
Maps & GIS
Mews & Events
Links
Feedback / Co
Welcome to Project
Website Demo

ntact us

Project Area Map

RTC folder

MNewsltem Folder
UMEP TW: LEARN
laucnhes website toolkit
to help GEF IW projects
create a standard
based, content rich and
easily managable
websites:
Sample News 1
Samiple News 2
Sample Mews 3

‘News from u-mng
‘Warkshop

Edit News Item

This information, also referme

and keywoaords

[T Exclude from navigation
this iterm will not appear in the nawvigation i

If =zlectad
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Adding/updating content: properties tab panel

® The properties tab (continued)
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Adding/updating content: folder contents tab panel

¢ Similar to hierarchical directory structure and functions in the 'File

S
w | | edit | [ sharing | [ links |

Manager' of M
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Mews & Events

Links

Feedback / Contact us
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¢

copy, cu
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delete,
change

| Llplnadfilesﬂ| contents | [ W
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Adding/updating content: folder contents tab panel

® Renaming content

¢ Tick box and click rename
® E.g., renaming RTC folder

® Re-type title and enter short name
(in small case letters with no

blanks, use dash)

r ﬁ'r:.- ma Editor

l_ [ workgmoup Teal

!- Eﬂ”"" himl-an

I‘-"_ |:|PT-:' ontents A
opy [ CdEIE‘IE change state

2007

GEF/UNEP International Waters Learning
Exchange and Resource Network

Rename item

Each item has a Short Name and a Title, which you can cF

RTC folder (rtc-folder)
New Short Name
Short name is the part that shows up in the URL of the item
rtv:-fc;-lu.:ler
New Title
RTC folder

. L}
rename all = cancel |

Rename item

Each item has a Short Name VE, which you can cl
r— RTC folder {rc-folder)

sart that shows up in the URL of the it=m.

rtn: contents
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RTC contents

.
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Adding and updating content: changing state

¢ Changing state

@ Ensure your content is EITHER private or published (best

not to leave as public draft)

¢ in one action to change the state of a folder and all of its
contents; no need to individually change state of content in

folder.
!- @ Project Area Map 1 kB
-
[ Bllinde ¥ _htmil-2n 1 KE
[« {JRTC contents 1 kB
cOpY cut 3 rename | I:IE.‘lEt

GEF/UNEP International Waters Learning
Exchange and Resource Network

2007-11-16 10:01

2007-11:36 1317

Published

Private
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Adding/updating content: folder contents

¢ Changing state (continued)

LEARN

| upload files | | contents | [ wiew | | edit | [ sharing | | links |
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display | add item =

Publishing process

An item's status (also called its review state) determines who can see it. A private item can only be viewed by its Owner and by

" Tick to ‘include. |~

the site management. Only published items are available
published, it has to be reviewed by one of the site's Revie
review.

Another way to control the visibility of an item is with its
date, even if its status is published. This will prevent the
queries), although the item will still be available if access

Publishing Details

before its effective
Emplates fed by catalog

folder items' to
change state of

Affected content

[ ] title slze

[ | Cortc ontents | 1 kB

all items in folder

rmiod ifled

Include folder items

. VERY USEFUL
\. _/

If checkad, this will atternpt to modify the status of all content Ny T T T

3

Effective Date

The date when the itern will be available (of course it needs o be published o), I no date is ssleced the item will be effective
immediately

(2008 |/ august  v|/|24 ~| B |10 ~]|i|a5 ~]

Expiration Date

The date when the iterm expires. This will automatically make the iterm invisible for others at the given date. If no date is chosen, it will

never expire.
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Adding/updating content: how to 'undo’ last action

| | My Links | Log Qut | | | 1 |

i display i add item -

¢ As a last resort you can undo the last action by clickingon =s=
undo located on the personal bar

¢ Tick box of action to be undone and click undo button
¢ Undo one action at a time if multiple undo actions give error

Undo actions

Rcooper | My Falder | Preferences

| | wiew | | edit | | sharing | | links |

This applications transactional feature allows you to easily undo changes made to the applications settings or data. You can
revert the application to a "snapshot" of its state at a previous point in time.

Select one or more transactions below and then click on the "Undo" button to undo the transactions. Note that even though a
transaction is shown below, vou will not be able to undo it if later transactions modified objects that were modified by the
transaction.

[1] 2 next 5 items #
undo action performed affected Itam performed date and time
by
2007/11 16
fsites/ricflogin_form ﬁrf 11:31:01.702
ag GMT+3
thesfric 2007/11/16
r Renamed <bullt-in method keys of dict object at Oxaal 3879c> fsites rtc/folder_rename_form 5 11:00:40.964
noooper
GMT+3
2007/11/16
fsltes rc/selectviewTemplate i 10:30:00932
GEF/UNEF reoopar
GOMT+ =
Excha 2007/11/16

shtes/mc
LEa RN r faites/rr/sslactview Templats 10:26:15.446
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