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Select type of 
display

Different ways of displaying folder content
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Standard view
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Adding/updating content: folder view

Summary view
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Adding/updating content: folder view

Tabular view
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Adding/updating content: folder view

Thumbnail view
useful for organising photographs 
as Photo Gallery
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Adding/updating content: folder view

 Changing folder view (selecting content item)



International Waters Learning 
Exchange and Resource Network 

8
8 8

Folder view is 
now display of 
page contents

Adding/updating content: folder view
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Adding/updating content: image

 Adding an image
 Prepare image in favourite graphics program 

(e.g., Gimp) as jpg, gif, png
 rescale size for displaying
 check size of file/minimise if necessary

 Upload image to website
 Best to keep all images in one location
 'Images' directory already created at root of 

your instance
 Select image from add item menu
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 Insert title, description and upload file

Adding/updating content: image
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Adding/updating content: image
 Transform image – rotate, flip (clear browser cache - 

ctrl+f5)
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Adding/updating content: link

 Adding link as separate content item
 Can add external or internal link in a 

page (FCKeditor)
 External link appearance with globe-

like icon

 Internal link without icon 

 'Links' directory already created at root of 
instance
 Select link from Add item menu
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 Insert Title, Description and upload file
 Note: added related item – 

 option is available for other content types

Adding/updating content: link & related item

Add related item – helps 
to group relevant material 

together
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 Note: added related item

Adding/updating content: link & related item
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Adding/updating content: event

 Adding Upcoming Events
 Note Upcoming Events viewlet on home page

 Five events displayed by default (can be changed via ZMI 
/portal_skins/cp_viewlets/viewlet_events)

 Best to keep all events items in one location
 'Event Item Folder' already created at root of your 

instance
 Select event  from add item menu 
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 Insert title, description, dates, location, body text

Adding/updating content: event (page top)
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 Insert event URL, contacts details
 Save and publish

Adding/updating content: event (page bottom)
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 Note published state

 Add to calendar (will look at adding calendar later)

Adding/updating content: event (completed)
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Adding/updating content: event

 New Event now visible in 
Upcoming Events viewlet 
on home page

 Click on upcoming 
events to show ALL 
upcoming events

 Note – News and Events 
folder in navigation 
column  with upcoming 
and ALL past events 
(see next slide)
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Adding/updating content: event
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Adding/updating content: news item

 Adding News Item
 Note News viewlet on home page

 Three events displayed by default (can be changed via 
ZMI /portal_skins/toolkit/portlet_news)

 Best to keep all news items in one location
 'News Item Folder' already created at root of your 

instance
 Select news item from add item menu
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Insert title, description, body text
Save and publish

Adding/updating content: news item
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Adding/updating content: news item

 News item now visible in 
News viewlet on home 
page

 Click on more news to 
show list of all news items

 Note – News and Events 
folder in navigation column  
with news items
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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)

Properties tab

exclude content from left 
hand navigation tree

add keywords to 
enhance searching

list of who 
contributed to item
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Adding/updating content: properties tab panel

 The properties tab (continued)

creator of content item

effective and 
expiration dates

language
Copyright 

details

allow 
discussion
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Adding/updating content: folder contents tab panel

Re-order itemts by 
'drag and drop' item 
or use arrow in right 

column

re-order items: 
'drag and drop' item 
or use arrow in right 

column

 Similar operations as in 'File Manager' in Windows

copy, cut 
rename, 
delete, 
change 

state
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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)
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Adding and updating content: changing state

 Changing state
 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. 
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Adding/updating content: folder contents

 Changing state (continued)

Tick to 'include 
folder items' to 
change state of 

all items in folder

VERY USEFUL
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Adding/updating content: folder contents

 Undo
 As a last resort can undo the last action by clicking on undo 

located on the personal bar
 Tick box of action to be undone and click undo button
 Undo action by action, not multiple
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Creating a multilingual site

Two multilingual possibilities:

1. IW:LEARN translation tool
 See http://www.iwlearn.net
 Uses Google
 Set up site in single language and

      tool can convert to several others

http://www.google.com/language_tools
 Chinese, Spanish etc.↔ English
 IW:LEARN can modify tool for your site

2. Plone translation tool
 Good if human translator available
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Creating a multilingual site: Plone translation tool

 Creating translated content
 Example of bilingual site: http://dnipro-gef.net/ (next slide)
 Login as Manager > Preferences >Language Settings 
 Select required language
 Create translated content

 Note: software provides interface/container for translated 
content, it does not translate text from one language to 
another. 

 Translation needs to be done by human translator.
 Machine translation by Google (and others)
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Creating a multilingual site: create translated content

Bilingual 
site 

(Russian -
English)

http://dnipro-gef.net/
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Creating a multilingual site: create translated content

Default 
language

Select language(s) 
to be translated
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Creating a multilingual site: create translated content
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E.g., translate English content to Italian:
Select dropdown menu – translate into > italiano

Creating a multilingual site: create translated content
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Translated text provided by 
human translator, or 
machine translation if only 
available option (e.g., 
Google) 

Creating a multilingual site: create translated content



International Waters Learning 
Exchange and Resource Network 

38
38 38

Machine translation using 
Google – should give readers 
some idea as to the meaning 
of content

Creating a multilingual site: create translated content

http://www.google.com
/translate_t
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 Italian flag now visible for    
translated content

 Can now toggle between 
English and Italian

Creating a multilingual site: create translated content
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Thank you

Richard Cooper
(Project Coordinator)
richard@iwlearn.org

Sean Khan 
(Project Manager)

sean.khan@unep.org

Khristine Custodio
(IT/Communications

Officer)
khristine@iwlearn.org)
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