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"Rebuilding the web”

1. Introduction

Welcome to Dub3, the website management system built by Adido Solutions Ltd.
This document will outline how to use the system, how to maximise the system to its
potential and answer any questions which you may have during its use.

Experience with Internet Explorer and the Windows operating system (Windows
98/2000/XP) is a must as is basic knowledge of Word processing packages such as
Microsoft Word. Knowledge of HTML (HyperText Markup Language) is not necessary
but a definite advantage.

Note: Each Dub3 is individually configured to tailor each user’s profile. Therefore
some of the functionality mentioned may not be available in the version you are

using.
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2. About Content Management

Content Management Systems (CMS) have been around since the early days of the
Internet. They allow anybody to update the content of a website using an Internet
browser (such as Internet Explorer) using a password protected management area.

2.1 Why is content management important?

The ability to for company staff to update their own website has been seen as a
luxury. Many companies who have websites do not have any sort of management
system in place miss out just some of the following benefits:

e Reduced costs - A one time investment in a CMS means a reduction in
website maintenance costs and changes do not have to be paid for.

e Competitive advantage - Content can be put onto the Internet as soon as it is
created, allowing you to be ahead of your competitors.

e Improved search rankings - Search engines like to find new content on
websites and by posting new information online regularly, you should see an
improvement in search engine positions.

Other key benefits to Dub3 use and content management systems in general can be
found at our website, www.dub3.co.uk

2.2 Where do 1 fit in?

The use of a CMS should be made available to all staff in an organisation as website
management is as a team task rather than the responsibility of just one person. Each
member of the team will have their own role to play, be it someone who adds
content or someone who is in charge of reviewing and publishing web pages.

There are different types of user who will have different roles in the lifecycle of a
webpage:

e Content creator
o Responsible for creating new pages and writing content for their area
of the site.
e Content checker
o It will be this person’s job to review the content which is written as
they will understand the topic area in question. They will make the
changes necessary and save them.
e Content publisher
o This person will have the job of publishing the pages created by the
team. They will double check the content created and make any
aesthetic changes deemed appropriate.

It will often be the case that Dub3 users will cover one or more of the roles identified
above (such as creator and checker). However, a publisher should not have any
other role to play except to publish pages as this prevents unchecked content from
being published.
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"Rebuilding the web”

2.3 Site structure

The website built should be constructed in a hierarchical manner. Each of the pages
built will be belong to a folder which allows for web pages to be grouped in a logical
order, not only for website visitors but also for Dub3 users.

Below shows an example of how the Sky.com website could look when built using a
content management system.

Home page
[
I [ [ |
Services Portfolio Products Channels
[
[ | [ [ |
Installation Support Overview Basic Family Movies
| |
About Channels Pricing
Ke :
= : [ 1
1
Website page  =e-------d Channel A Channel B
Folder
——————— Link

Figure 1. — Example site hierarchy.

Through the use of folders, relevant pages can be grouped into categories which
allow information to be easily found and navigated to. Additionally, pages can be
linked together using the functionality in the editor, thus allowing you to take the
user to where you want them to.

For example, the ‘Channels’ page under the Basic folder will list all of the channels
available in that package. To allow the visitor to read more about a specific channel
(such as Program info, times etc), we would link channels offered to the relevant
pages in the ‘Channels’ folder (shown here with a dotted line).

2.4 Page lifecycle

Before any page can be published, there are several stages which generally occur
before it goes live. This is explained in the diagram below.
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Figure 2. — Example page creation lifecycle

As shown, there are typically six stages which a page will go through before it is
shown on the front of the site; from idea and content gathering through to
publishing. We have also illustrated each of the actions that occur in Dub3 and these
are shown in a red dotted box. Each of these action points will be explained as we go
through this document.

The example here illustrates effective use of Dub3 and that is to provide relevant
and useful information to website visitors. If a visitor can not find the information
that they want then the Dub3 team should make every effort to add new information
as soon as they can. If this is done in a timely manner, they will come back again
and see the new information has been added. Regularly adding content keeps your
site fresh and is one of the best ways to bring visitors back and back again. No one
would keep on going into a shop to by the same newspaper everyday would they?

Websites which are kept up to date generally see that search engine spiders come
back more regularly, as they expect new information each time, so improved
rankings will generally occur.
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"Rebuilding the web”

All feedback gathered from the site should also be used to improve the site so that
improvements are seen on a gradual basis, rather than in ‘big bangs’.
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"Rebuilding the web”

3. The System

The Dub3 system is made up of two core parts; the sitemap and the detail screen. It
may help you to think about Dub3 in the same way as Microsoft Windows in that one
part of the screen is used for navigating to the folder you wish, while the other part
is used for particular actions based on the item selected in the sitemap. You should
be familiar with the concept of organising relevant files into folders as this makes
things easier to find and retrieve at a later date.

Dub3 uses the same idea of Windows and applies it to your website. Simple!

Before we look at how Dub3 works, let’s briefly look at how you get to it.

3.1 Login screen

Figure 3. — Dub3 login screen

This is the login screen which you will see when you try to log into Dub3. The login
area can be accessed by going to a special folder on your website:

http://www.yourwebsite.com/cms/

In the first box you will enter the username you have been given and in the second
box, your password. Both of these can be changed at a later date if desired. Be
careful though, if you enter your username and password combination incorrectly
three times in a row your account will be locked and will have to be unlocked by an
administrator!
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"Rebuilding the web”

3.2 Main menu

Tracker Descriptiol

D pagel & Baculs Bin Pages that have besn deleted z
i Faldany
D Seasd & Bublish Bin Fages that are ready to be published =
. #w Pagad that wa know ts have Brekan links o
£ publish Bin
4% proben Links R e rereeeeesseeeers e A ———

Figure 4. — Dub3 main menu

Once you have successfully logged into Dub3 you will see the main menu. The main
menu screen is split into two distinct areas; on the left hand side is the sitemap and
on the right, the detail window (these have been coloured here for clarity). The detail
screen will show different information depending on the page or folder selected in the
sitemap, such as information about a page or a listing of all the pages contained
within a folder.

Other points to note:

e The width of the sitemap and details screens can be changed by clicking and
holding your mouse on the white gap between the windows. When the cursor

changes from a pointer ( [}i'? ) to a drag icon ( ot ), you can move the
window width to suit you.

e If multiple users are logged into Dub3, there is a slight chance that the
sitemap can get out of sync (pages added which do not appear in your

sitemap etc). If you feel this has happened, press the refresh button ( @ ) to
reload the current sitemap.
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3.3 Sitemap

L [d X [0 4% 2 & [7] & w -a—— Sitemap toolbox
--—— Error box

..... @ Faolderl - Sitemap

----- ) Recvcle Bin
..... £ Publish Bin
&2 Broken Links

Figure 5. — Dub3 Sitemap

This is the sitemap. If you have ever used Microsoft Windows, this should look fairly
familiar. The sitemap is made up of ‘nodes’ which either represent pages or folders
on your website or allow you to make up your sitemap, as discussed in section 2.3.

Each of the areas in the sitemap is explained below:

e Sitemap toolbox — These buttons allow you to build your website as you want.
Each of the functions of the buttons is shown in point 3.3.1.

e Error box — Whenever an error occurs during the building of the site, the error
created is shown in this box (e.g. Deleting a folder which has pages inside of
it)

e Sitemap - This tree represents how the website user will navigate there way
through the site.

You will notice during use of the sitemap, that each of the buttons will become active
or inactive depending on the node selected; this reduces the chance of a user
creating an error. For example, if you click on a folder node, you will not be able to
add a new page or folder.

In the example shown in Figure 4, there are two pages, named ‘pagel’ and ‘page2’,
shown with the page icon [ " and a folder named ‘Folder1’ depicted with the folder

icon 2 . The order in which the nodes are shown in the sitemap dictates how the
user will navigate on the live site.

How do these nodes get into the sitemap and how are they managed?
3.3.1 Sitemap toolbox

The buttons shown at the top of the sitemap allow you to control your site and are
explained below with of each of their functions. Clicking on some buttons will add an
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entry to the Publish Bin (adding a new page, for example) as it needs to be
published to the live site. This is shown in the table below.

Icon

Name

Publish
Bin
entry

Functions and notes

)

Add
folder

\/

Folders can be added within the root folder or inside any other
folder in the sitemap, and should be used to organise pages into
relevant categories (E.g. Case Studies, Services etc). Clicking on
this button will launch an input box where you can enter your
Folder name.

£} add Folder — Web Page Dialog =

Please enter the narne of the folder you wish to create in the box belaw:

Due to the nature of the web, some characters are not permitted
to be used and this will be relayed to you should you try and use
them (such as ?, *, & etc)

Add
page

Pages are created in the same way as folders. Pages can only be
added in folders or in the root folder. As with folders, only
alphabetic or numeric characters can be used to create page
names.

Delete

This is the delete button and will delete pages or folders for you.
When you delete anything from the system you will be prompted
for confirmation. Pressing ‘OK’ will delete the selected file or folder
from the sitemap.

Note: Folders can only be deleted once they are empty (contain
no other pages or folders). When a page is deleted, it will be
placed in the Recycle Bin and can be restored to its original place
if need be.

Default
page

When a visitor first visits your website, they need to be taken to a
page. Using Dub3, you can dictate which page this is at any point.
Simply select the page you want to show your visitors in the
sitemap and then press the default button. The same principle
applies to every folder you create, so make sure you set an
appropriate default page, otherwise your visitors might see the
wrong page! The first page added to a folder is automatically set
as default but you can select a different page at any time.

Cut

The Cut button is used with the Paste button to move pages and
folders around the sitemap. Once you have clicked on the page or
folder you want to move, click the Cut button. This will highlight
the selected node. You will then be able to paste this where you
want...
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Paste

\/ The Paste button can only be used once a page or folder has been

cut (see above). Find where you want to paste the selected node
in the map and click on it and press the Paste button. Your node
will appear in the new place! As before, folders can only be added
in relevant places (i.e. Not inside pages!)

Dev site

X When this button is pressed, you will see a new window which will
show the site as it is in the current sitemap. This is a good area
for you to test how your site will look to your visitors before you
have published your changes.

Refresh

X This button allows you to refresh the sitemap, should you so
desire.

P &

Move up

\/ When you have selected a page or folder, its position in the

sitemap can be moved using the Up or Down buttons. As before,
click on the node you wish to move and press the Up or Down
buttons accordingly. When a page is moved Up or Down, an entry
is made in the Publish Bin as this will affect the look of the front of
the site. Remember, the sitemap you have here will be shown on
your live site once all publishes have been made, so be sure to
use the sequence buttons to the best effect (such as showing your
best products at the top of a folder).

w

Move
down

\/ See ‘Move up’

3.3.2 Sitemap nodes

Below gives detail of each of the nodes shown in the sitemap and what each

represents.
Icon Name Functions and notes
F Root The root node is the starting point for your site. Think of it as the domain
“ name of your site (e.g. www.yourwebsite.com/) and anything you add after
this point will be added to the site. (E.g. If you added a folder called
‘services’ into root, then the address would be
WWW.yourwebsite.com/services/)
Page This icon shows that the node is a page. When it is clicked the properties of
the page will be shown in the detail screen.
. | Folder The icon shows that the node is a folder. Clicking this will show all of the
- folders and pages contained within it in the detail screen. To the left of the
folder in the sitemap is a ‘+’ button which when clicked will expand to show
all of the pages and folders underneath it. When this button changes to a
'-* clicking it will minimise the folder.
Script Script pages are pages which cannot be edited by Dub3 users as they are
_5 page contain special code which has been pre-written by the Dub3 development
team. However, they can be moved around the sitemap in the same way as
normal pages.
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"Rebuilding the web”

Recycle | Any folders or pages which are deleted in the system will end up here. This
ﬁ Bin works in much the same as Windows; pages and folders can be restored by
clicking on the relevant buttons (see point 3.3.3).

Publish When nodes are created, edited, moved, pasted, deleted or set as default
I;I Bin an entry will be made in the Publish Bin. This is your management area to
make sure everything put onto your live site is as you want it. In the
Publish Bin, you will be able to publish types of pages, individual pages or
set times for pages to be published (Dub3 can publish pages at user defined

times).
s Broken | All links which have been broken during the use of Dub3 (see explanation in
"E__E' links point 3.3.5) are listed here.

3.3.3 Recycle Bin
Dub3 allows files which have been deleted from the sitemap to be restored, in the

same way as Windows. Clicking on this node will open up the recycle bin in the detail
pane as shown below:

| Empty Recycle Bin |

File Name Deleted From Deleted By Deleted On Restore Delete
[ test ; Dubz_sA 12/02/2005 22:03:20 Ly &
[}:pAsES {about_usf Cubz_sA 12/02/2005 22:34:01 ) ]
[ FsC ! Dub3_5A 12/02/2005 22:36:20 K7 &

Figure 6. — Recycle Bin Listing

All of the deleted files are shown, along with who deleted them, where they were
deleted from and when they were deleted. Each file can be restored to its original
place or deleted as dictated by the user. Alternatively all files can be deleted. It is
important to maintain this regularly (every month) so that Dub3 isn’t cluttered with
dead information.

Note: If a file with the same name in the same path exists in the sitemap, it can not
be restored. The file in the sitemap will have to be moved before a restore can occur.
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"Rebuilding the web”

3.3.4 Publish Bin

The Publish Bin is where the majority of the admin carried out by the content
publisher takes place. The Publish Bin is where all pages which have been created in
Dub3 are kept before they are published onto the live site.

[ SetPublishDate |  Publish Selected || Publish Al |
M—

0 @ tews e =

- Q Client Portal N si]
M—

I @ Histary E|

r [& test sl

[l D About Us Home
W—

r a Purpose & e

r Q Identity & izl

r g Energy @

- Q Mation £ iz

O [2 Passion & iz

| @ Creativity @ E|

r [2] Balance £

I @ Openness @

r [3 Closeness & izl

Figure 7. — Publish Bin Listing

Each of the pages created in the sitemap are listed in the Publish Bin, along with the
folders to which they belong. This allows you to easily see which folders and pages
need to be published.
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3.3.4.1 Publish types

There are a variety of publish types, depending on the last action that took place to
make a Publish Bin entry. These are listed below:

o Eﬂ Add page
o A new page has been added into Dub3 and hasn't bee published
before.
[" Edit page
o A page which has already been published has been changed and needs
to be republished to the live site so that the changes are shown.

. B Move page/folder
o A page or folder has been moved from one place in the sitemap to
another using the Cut and Paste tools.

) O Default page
0 A page inside of a folder has been set to default and this new change
needs to be published.

o« % Delete page
o When a page is deleted from the sitemap, it will appear in the Recycle
Bin as needing deletion from the live site.

Note: Pages will not appear in the Recycle Bin until they have been
published as deleted in the Publish Bin.
o [ Rename page
o The Publish Bin sees this as an edit to the page and so uses the same
icon as the Edit Page action.
~J 123 Sequence change
o0 A sequence change differs from other types of publish as the change of
a sequence affects more than page contained inside a folder.
Therefore, the folder must be republished to reflect these changes.

Note: Folders do not appear in the recycle bin as they do not contain any
information.

Note: When a page has been restored, it will need to be republished onto the main
site. Dub3 sees this as a new page as it has is the first time it has been published
since it was restored.

Note: If a page is edited and then moved, only the last action will show up in the
Publish Bin. It is important to always check the latest revision to ensure all content
is accurate.

3.3.4.2 Publish options

There a number of different options available when publishing pages.
3.3.4.2.1 Publish All

If you are happy to publish all pages shown in the Publish Bin, simply press the
‘Publish All’ button in the top right hand corner of the page.
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"Rebuilding the web”

3.3.4.2.2 Publish Subset

To publish a subset of the pages shown in the Publish Bin, check boxes on the left of
the table and press the ‘Publish Selected’ button.

3.3.4.2.3 Timed publish
Sometimes there maybe occasions when pages need to be published at a certain
time but an editor is not around to make the changes necessary. Instead of clicking

‘Publish Selected’ the editor can press ‘Set Publish Date’ which will allow a time and
date to chosen by clicking on the relevant date and time (see below)

#} http:/ /dub3pro.adido.local =P ._ _'

February 2005

(]
{un]
e
ra
o
s
en
i

(]
[la]
(1]
-
=1
||-
i~
|H
[
T
n

Figure 8. — Timed publish pop-up window
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"Rebuilding the web”

3.3.5 Broken links

There will be occasions when links between pages get broken (i.e. link to pages
which are no longer exist). This can be due to pages getting deleted, renamed or
moved, for example. When this happens changing all affected pages manually can be
very tiresome and prone to error. This is where the broken links folder can really

benefit you.

e —————————————
fwhat we dofwhat we do horme.shtrml fwhat_we_daosbuilding_survevingsbuilding_su
fwhat we dofwhat we do home, shtrml fwhat_we_dos/planning_supervision/planning
fwhat we dofwhat we do home.shiml fwhat_we_dofquantity_surveyving/
fwhat we dofwhat we do home.shiml fwhat_we_dofproject_management/projed_r
fwhat we dofwhat we do home.shiml fwhat_we_dofmech_and_elec_design/home.
fwhat we dofbuilding surveving/conzervation. shtrml fwhat_we_dofbuilding_surveving/
fwhat we dofquantity survevingconstroction, shtonl fwhat_we_dofquantity_surveying/
fwhat we dofquarntity surveyingvaluation. shtml fwhat_we_dofquantity_surveying/

Figure 9. — Broken Links Listing

There are two columns shown in the broken link folder; Broken page and Broken
link. The broken page shows which page is incorrect and the broken link shows which
link is no longer valid.

To fix the broken link, click on the blue link (also shown here in purple as well as it
has been clicked on previously). This will take you to the Properties window and
clicking on the editor tab (see point 3.4.3.2) will show the page which needs to be
edited.

In the example shown above, the third link (listed in Figure 9) will be fixed. The
naming convention used should make it apparent which link needs attention (i.e. The
broken link /what_we_do/quantity_surveying/ corresponds to the link ‘Quantity
Surveying’ as shown).
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Figure 10. — Broken Link to Change

Once the problem has been found, it should be highlighted and the correct link
should be applied using the Hyperlink button. For instruction on how to do this, read
point 3.4.3.2.

3.4 Detail page

The detail page can be in several different modes, depending on the action triggered
in the sitemap:

1. Welcome - This is shown when the user first logs into Dub3. It shows the
latest news from the Dub3 development team (such as new modules
available, updates made etc) and gives a brief summary of state of the
system.

2. Folder list — When a user clicks on a folder in the sitemap, a listing will be
shown in the detail screen of each of the files contained within. From here,
a user can click on one of the files selected to view more information
about it (see ‘Page detail’ below)

3. Page detail - When a user clicks on a page in the sitemap, information
about it will be displayed and from here the user is able to edit the
content contained within it.

Each of the above will be explained below in more detail.
3.4.1 Welcome

The Home page is shown when a user logs into Dub3. The screen is shown below:

_

Tracker Description No. Of Items
# Recyde Bin Pages that have been deleted 1
ﬂ Publish Bin Pages that are ready to be published 1
&5 Brokan Links Pages that we know to have broken links i}

Figure 11. — Dub3 Home page
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It shows three pieces of information to the user:

e Recycle Bin — The amount of pages which have been deleted from the current
sitemap but have yet to be fully removed from Dub3 (see point 3.3.3).

e Publish Bin — The pages which have recently added to Dub3 but have yet to
be published onto the ‘live’ site (see point 3.3.4).

e Broken Links — This shows you the amount of pages which have been recently
moved in Dub3 and have links which have changed because of the move (see

point 3.3.5).

Each of these folders can be accessed by clicking on the blue link text shown in the
table. In an ideal situation, each of these counters will be at 0, as the live and
development site will be at the same point. Whenever there is a number in any of
these columns, some sort of action needs to be taken by the Dub3 admin users.

3.4.2 Folder list

The folder list is used to give detail of the pages contained within a folder and this
area also allows you to change the name of a folder.

_

Folder Mame: |f0|de,—1 I Save I
Name Show In Menu
D page A Yes
D page B NCH
D page C es

Figure 12. — Dub3 Folder list

As before with the Welcome screen, clicking on the blue link text will show take you
directly to the information, in this case the page to edit.
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3.4.3 Page detalil

The page detail screen is split down into three different areas and these are
discussed below.

3.4.3.1 Properties

This page gives a set of details about the page which you are viewing.

S —————————— e T
e

Page Name: [About Us Home

Search Engine Opimasation Module
Tithe: anut e Homie

Keymords: [company, my campany, my servicsl, My &

i5 page is about what my mn‘llulg_* ﬂ
u fu—
st

Dascraption: |does and how rmy services can ben

your business|

Created By Dub3 System Administrator
Created On: 124022008 20:4%:00
Lact Editad By: Dub3 System Administrator
Last Edited On: 15/02/2005 14:14:43

Ternplate: |nhn-ut1.ls '-'l Bravisw

Show In Menu: [T

ﬁ
Tou are here Dub3 System Adminsstrator

1203 2008 220 24 not encugh space Dubd System Adminastrabor

12022005 23:50:52 Srnall text pleass Dub3 System Adminstrator

13/02/2005 18:25:39 dasds Diibd Systemn Administrator

L3M0E005 18:30: 30 Copy fram site Test Monkey

Figure 13. — Dub3 page properties
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Name

Description

Page Name

The name of the page selected. This can be changed
by entering text into the input box and pressing
‘Save’ this will update the page and sitemap to reflect
the new name

Title

The text which appear in the top of the browser. This
should be used to inform the visitor of the page
content and should also be used for good search
engine rankings.

Going back to the Sky.com example (section 2.3), if
the information on page created covers a movie
channel, then a good heading would be:

‘Sky.com - Movie channels & movie blockbusters’
As this tells the visitor and the search engine about

the page content. The more keywords used here, the
better.

Keywords

This box should be used to tell the search engine
which keywords are used on the page. Although
useful, this has little bearing on search engine results
and should be used to give an overview of the page.

Example:
‘sky, movies, films, channels, sky.com, sky movies,
pay per view, subscription, digital, interactive TV’

Description

The description field should be used to give users an
overview about the page content. It can also be used
as the ‘snippet’ which is shown when your page is
displayed in a search engine results page.

Example:
‘Sky.com delivers classic, cult and all the latest
blockbuster movies to subscribers all over England’

Created By

This tells you which user created the page

Created On

When the user created the page

Last Edited By

The user who last made a saved change to the page

Last Edited On

When the user made the last change

Template

Dub3 allows multiple pre-defined templates to be
used. This means your pages can have different looks
whilst retaining an overall theme. By selecting from
this drop down box, the template of the page can be
changed and pressing ‘Preview’ will show you the
selected one

Show In Menu

The box dictates if the page is shown in the menu on
the live site or not

History

Admin users are able to view the history of the page
selected. This will be information about when the
page was created and a change history including page
edits, cuts and pastes and deletes.
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You will also notice that at the bottom of the page is a table of revisions. Dub3 stores
up to five revisions of each page, along with who made the changes and when they
were made. Each revision can be viewed by clicking on the blue link text which will
then open that revision in the editor (see below).

12/02/2005 23:21:54 Tau are here Dub3 System Administrator
1202008 a2 dd naot enough space Oubd System Adminstrator
120342005 23:30:52 Srrall text plesds Db Systedn Ademinaatrator
13M02/2005 18:25:39 dasda Dub3 System Administrator
130272005 18:30:30 Copy fram site Biubd System Administrater

Figure 14. — Revision list
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3.4.3.2 Editor

The editor window allows you to add or edit the content for the page (or revision)
you have selected. If this is a new page then the editor window will be empty
otherwise it will contain the last saved information. Hopefully, if you have ever used
Microsoft Word, this screen should look familiar.

N i optfons

Oldest Previous Revision Comment {5 of 5) Next Current
£ = Copy fram site —————— Revisions
Il D% | +2Bw BDUeEE88=TEE -4—— Toolbox

| B (§ — == () ‘E@“

You are here: b )

About Our Company

- Editor
From our offices across the UK we operate on projects all window

around the globe.

Team Company stands for a more inclusive and embracing
partnership, Everyone who works with Company at

whatever level is a valued member of the team. It's a
philosophy we extend to everyone connected with =

Comnanul bo it o cliget tnnliore ar colloamnos in tho

| Submit to Publisher |

Figure 15. — Dub3 Editor window

The buttons here need little explanation as they are fairly standard in desktop
publishing programs such as Microsoft Word and now even in programs like Adobe
Photoshop. Below explains some of the buttons which you may or may not be
familiar with, what they do and how they work (working from left to right).
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Icon

Name

Description

Mone

B‘ [Faragraph Styles]
Sub-heading
[ [Free Test Styles]
Superscript
Subszeript
Small Text

| H

Styles

Styles are crucial to the successful development of pages.
They allow you to format text so that it is consistent with the
rest of the site, whilst allowing emphasis to be placed on
certain words and phrases.

In this example, there are six styles to choose from. If no
text is highlighted, the selected style will be applied to a
whole paragraph but if text IS highlighted it will only be
applied to the selection. To remove a style, highlight the text
and click on the 'None’ style.

New

Pressing this button will set the editor window back to empty
and will allow you to build all content again from fresh.

]
=

Save

Pressing this button will save the current revision of the
page. On pressing this button a box will appear which allow
you to enter a revision comment to say what has changed
between the previous revision and this one:

2} revisionComment -- Web Page Dialog j x|

Please enter a comment explaining the changes you have made in the box below:

This is my revision commment ;I

[~

Characters Left: 228

The save box also shows how many characters are left in the
revision comment.

£

Spellcheck

Before you save any content on a page, it is a good idea to
double check the content with the spellcheck tool. To do this,
press the ‘Spellcheck’ button and if corrections are needed a
new window will appear:

speling

Mat Ih Dictionan [E—
Ian:r-:us
Replace With Ignore Al
Ian:rn:uss o

: arige
Suggestion(s) d
acrogs "
acres ﬂ I:I"IEII"IQE .":"."
acre's
Macras j Add
Dictiohary Language

Cancel
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Pressing ‘Change’ will correct the spelling with the suggestion
shown in the ‘Replace With’ box while pressing Ignore will
skip the word.

Note: The default dictionary is US English. You will need to
select ‘English (GB)' for correct spelling (as shown).

If you've ever used MS Word, then chances are you will have
used this tool. It allows you to cut content from the page so
that it can be used elsewhere (e.g. moving text around on a
page). To cut text it must be selected and when used with
the Paste button (see below), pages can easily be changed.

Note: This operation can be performed using the keyboard
shortcut CTRL + X or by right clicking the mouse and
selecting 'Cut’.

This button allows you to take an exact copy of the content
which you have selected. This content can then be re added
using the Paste button.

Note: This operation can be performed using the keyboard
shortcut CTRL + C or by right clicking the mouse and
selecting ‘Copy’.

Once content has been cut or copied, it can be added to the
page by clicking in the editor where you want the paste the
content, and then clicking on this button.

Note: This operation can be performed using the keyboard
shortcut CTRL + C or by right clicking the mouse and
selecting ‘Copy’.

If you make a mistake during the editing of your content, you
can undo the last change made using this button (e.g.
pasting content in the wrong place).

Note: This operation can be performed using the keyboard
shortcut CTRL + Z.

This button is used to emphasise importance of text by
making it easy to read (or bold). Once text has been
highlighted, pressing this button will make it bold.

Note: This operation can be performed using the keyboard
shortcut CTRL + B.

As with the bold button (see above), pressing this on
highlighted text will alter its appearance, in this case italic.

Note: This operation can be performed using the keyboard
shortcut CTRL + I.

Cut
g~
Copy
E Paste
q Undo
Bold
II' Italic
= Underline
L

As with bold and italic, this button allows you to emphasise
text. Pressing this button will draw a line under the selected
text. Underline, bold and italic can be applied together or
individually.

Note: This operation can be performed using the keyboard
shortcut CTRL + U.
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— Align left Clicking this button, once text has been selected, will shift all

= text so that it starts from the left (default setting).

— Align centre | Clicking this button, once text has been selected, will shift all

= text so that it starts from the middle of the page.

— Align right Clicking this button, once text has been selected, will shift all

= text so that it starts from the right of the page.

— Align justify | Clicking this button, once text has been selected, will shift all

=] text so that it stretches across the page.

= Indent This button allows text to be indented from the side of the

¢"_= page. This can be clicked even if text hasn't been selected
and clicking inside of a paragraph will indent the whole thing.
Clicking this again will remove the indent.

{ m— Numbered Sometimes it is better to be concise with content so that it

§= list doesn’t lose a readers interest. This can be achieved by
clicking the numbered list button which allows you to make
your points in a relevant order. Simply click where the list is
to start and enter information. To start another point, press
Enter and to stop adding more points, press Enter twice.

o Bullet point | This is the same as the numbered list (see above) but uses

== list bullet points instead of numbers. This is sometimes referred

to as an unordered list.
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Icon Name Description

Layout Tables can be either used to present data to users or to position

table data on a page. The use of a layout table means that content can
be positioned on the page as the editor sees fit. When the button
is pressed the following window will appear:

General | .f-‘«d\i'ancedl Cuigtom I
Attribute | Value |

Rz 2

Columns 2

Cell Padding |1

Cell Spacing 2

Width 100%

Border . 1]

Surnmary

Ok I Cancel I

All of the fields are self explanatory and can be edited by clicking
in the box and changing the information. Once everything is set,
pressing OK will show the table in the editor.
Note: Table properties can be changed at anytime by right
clicking the mouse over the table and selecting Properties.

Data table A data table should be used when tabular information needs to
be displayed (for example, currency conversions, weather
forecasts etc). When a data table is created the editor must
enter a summary of the information presented and also add
column headings (this is done in the actual table) to describe the
data displayed.

Image This button allows images to be added to the page. Clicking this

::t button will present the following window:
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Select An Image _)_g[
uRL | Display |
Hame [
T Imaze Library
& My Compurter

From here, two options are available.

The first is to link to an image which is already online (such as a
company logo). This can be achieved by entering the URL (or
web address) of the image into the URL box. To view the image,
press the Display button and once you are happy to enter it onto
the page, press OK.

The second option is to navigate to an image already (Image
Library) on your website or on the computer you are using (My
Computer). To get to a file in your C drive, double click the My
Computer icon and navigate to the image you wish to upload.
Once you have found it, as before, press Display to view it or OK
to upload it. If you are uploading images from your machine, it
may take sometime to upload depending on the size of it. Doing
this will also make it available for future use in other pages
(using the Image Library).

Once you have uploaded the image, you will be asked to enter
Alternative text for the image. This is used to describe to
Internet users who can not see images, what the image is trying
to convey (e.g. ‘This is map of our head office’, ‘company logo’
etc). This is shown below:
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Image Properties ,ﬁ[

General | Advanced I Custom I

Attribute | Yalue |
Decorative Image Mo
Alterriate Tewt My company loga
Description
Image LIRL | .n"cmsx’sitex’imagesfaddFileDrFu:uIder.i;|
Width T
Height 34
Congtrain Proportions ez
Long Description URL
Align

ak | Cancel |

The advanced and Custom tabs are for experienced web
developers and do not need to be used.

Note: Only files ending in JPEG, JPG, GIF and PNG can be

uploaded.
Horizontal This button allows you to add a rule across your page to break
| rule up content or to simply add a finishing touch.

Hyperlink The hyperlink button is used to link content to another resource
=) (be it web page, image, PDF or anything else). To add a link,
some part of the editor must be selected (e.g. text). When it is,
the Hyperlink button will turn gold and pressing it will pop up a
window:

i Hyperlink Properties “_Xf

General I Advanced I Cuztam I

Aftribute | Yalue |
URL [ |
Is]
Description
Access Key
Character Set
Coordinates

Language Code

Fielationzhip [Maone]
Reverze Relationzhip [Mone]
Shape [Mane]
T abbing Sequence

Content Type

Ok I Cancel
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You can either link to an external or internal web page or to a
resource, such as a PDF. To do this, click on the URL button
shown by ... This will open a new window:

Select An Attachment ;X[

URL |

Hame |
U2 Library OF Images & A ttachments

(& Intermal Links

2 My Compnter

(¥ | Cancel I

As with the Image chooser, to select the resource to link to
navigate to it by double clicking on the folder shown and clicking
OK once selected. This will enter the path into the URL field of
the previous window and pressing OK will add that link to the
selected resource.

[DJ Attachment | The attachment button is used to link specific resources to text

or images. For example, if you have a PDF document of
information about your product or map of how to get to your
office, you would link to it using this button.

As with the Hyperlink button (see above), simply highlight the
text which needs to link to the resource and click the button to
navigate to it. Easy!
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However, some pages will need to be styled to fit in with the
general theme of the site. Templates allow you to do this quickly
and easily. Click on the button to launch the template selector:

brecory

:EE Template When a new page is created, the page will be completely empty.

ecial Characters & Syrmbols

Templates

0k I Cancel

By default there will be two default folders, one for adding
special characters (such as currency or mathematical symbols)
and the other for adding inner templates. As before, double
clicking on the folder, selecting the template/symbol wanted and
pressing OK will add the selected item.

Note: Adding a template when content is already in the editor
will cause serious formatting errors.

Other points to note about the editor window:

e As mentioned previously, Dub3 allows for up to five revisions of each page
to be stored. Every time ‘Save’ is pressed on the page, the oldest version of
the page is saved. These revisions can be seen on the properties page or by
clicking on the arrows above the editor window (see beginning of point
3.4.3.2).

e Pressing the Return key in the editor will automatically insert two lines into
the editor window. There will be occasions when this is not what you want,
so to move down one line only, hold down the Shift key and press Return.

e From time to time you will see the following image displayed in the

editor e . This is known as a place holder and is used to tell Dub3 where to
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put information into the page when it is published. Deleting it from the
editor will result in information being displayed incorrectly on the live site
and is therefore not recommended. Should the placeholder be deleted,
simply press Undo, revert back to a previous revision or press the Editor tab
again to reload the page.

3.4.3.3 Preview

Once your content has been entered into the editor window, it can be previewed so
you can double check how your page will look before it is saved.

About Us

Hormepage About Us

You are here: / CITIS ,.-"QI'EViEW / about us home

About Our Company

From our offices across the UK we operate on projects all around
the globe.

a3

L

3

_.‘.

‘\I}. q:‘, I l
e \“ o

NoOB

Team Company stands for a more inclusive and embracing
partnership. Everyone who works with Company at whatever
level is a valued member of the team. It's a philosophy we extend
to everyone connected with Company, be it our clients, suppliers
or colleagues in the industry, We do everything we can to make
all stake holders part of our team.

o @ ¢

!

]

attributes and aspirations

Our history

Figure 16. — Preview window

When previewing any page the breadcrumb trial shown will not be correctly, as Dub3
doesn’t know where the page will actually be published. To give an idea of how it will
look, a temporary trail is used.
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4. Examples
Below provides a couple of example actions which are generally carried out by users
of Dub3.

4.1  Adding a page or folder

1. Login in to Dub3 (www.yourwebsite.com/cms)

2. Select the folder you wish to create a page or folder in

Eﬁ Root

D Pagel
E\Ei Producks

----- ) our Products

3. Press the Add Page button ( Eﬁ ) in the sitemap and enter the name of page
or folder you wish to create and press Add

5 Add Page -- Web Page Dialog

Flease enter the name of the page vou wish to create in the box below:

INew Products
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4. The page or folder you have added will be shown in the sitemap (in this
example a page called ‘New products’ has been added)

1o
EE Producks
E«Eﬁ Cur Producks

------ D Mew Praducts

4.2 Submitting content for publishing

1. Log in to Dub3
2. Find the page you want to add content to in the sitemap and click on it

J Hroduck=s
]Ei Dur producks

------ D Mew Produc

3. Click on the ‘Editor’ tab in the detail screen

4. Enter the text you wish into the Editor

/] FlOUEY PR B WY EEEE
JEHE—@J Eﬁm

Lorem Ipsum is simply durnmy text of the printing and typesetting industry. Lorem Ipsum has
been the industry's standard dummy text ever since the 1500s, when an unknown printer took a
galley of type and scrambled it to make a type specimen book, It has survived not only five

e e o o e e e e T e e e BT s

I
11
el
1]

|

5. Press the Save button ( &= ) and enter the revision comment in the pop up
box

6. Next, enter a revision comment to say what changes were made in this
revision and press OK
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=} Revision Comment -- Web Page Dialog

Please enter a comment explaining the changes you have made in the box below:

This is an example comment ;l

| -|
Characters Left: 229

Once this has been done, an email will be sent to all of the admin users to say that a
new page has been added and an entry will be placed into the Publish Bin so that the
next time a Publisher logs in, they will see which page needs publishing.

4.3 Cut and Paste a Page

1. Log in to Dub3
2. Find the page you want to cut in the sitemap and click on it. Then click on the

cut icon ( ® ). The node will be highlighted to indicate it is cut.

P FILILILILLS

EIE; Qgr producks

------ D Mew Producks

Note: When cutting a default page, the following warning will be displayed “Item
cut: New Products - A new default page will be automatically selected where
possible”. As, in this example, there are no pages contained in the folder, the folder
will be removed from the site. If pages were contained in the folder, the next page in
the list would be selected.

3. Next, click the folder you wish to paste the page into and press the Paste
button ( ).

=1 Products

{Eﬂ ok producks

------ D Mew Products
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4. If there are links contained within the page which has been cut, an entry will
be made into the broken links folder. This can be viewed by clicking on the
Broken Links folder (in this example, the second one in the list).

Broken Page Broken Link

fsite zearch.shtrml fnews, html
fproductsinew producks. shtrnl feontact usfaxford, shtml

Should there be links pointing at the page which has been cut, a new screen
will appear which will ask the user if the pages are linking to the cut page
need to be updated. This is easily addressed by pressing ‘Fix’.
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5. Conclusion

We hope that you enjoy using Dub3 and that it can significantly improve your
business in many ways. To allow Dub3 to reach its potential, it should be used
regularly, so that your website is maintained and kept up to date. Through the use of
the editor, this can simply be a matter of copying and pasting information from files,
which can take a matter of minutes!

To find out more about Dub3 and the latest product information, Vvisit
www.dub3.co.uk

Best of luck!
The Adido Solutions Team.
W: www.adido-solutions.com

E: enquiries@adido-solutions.com
T: (+44) 1202 853610
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6. Glossary

CMS Content Management System. A tool used to update websites
which usually sits on the back of a website and is accessible
24/7 from anywhere in the world.

Detail screen The window in Dub3 where more information can be retrieved
about a node shown in the sitemap.

Folder A place where multiple pages can be kept and organised.

HTML HyperText Markup Language. The mostly commonly used
language for building websites.

Microsoft The computer operating system which runs the majority of the

Windows computers in use today.

Node An individual block of the sitemap. A node can represent a

page, folder or the root of the site. A description of each of the
nodes is shown in section 3.3.2.

Page A file which contains text and images which will be viewable to
visitors to your site.

Resource Any electronic file which can be linked to or can be placed onto
the site (such as a PDF, DOC, JPG, MP3 etc).

Revision A snapshot taken at a certain time which takes all of the
information from a page including all content, date and editor
who made changes.

Sitemap A tree representation of the website which has been built by
the Dub3 users shown on the left hand side of Dub3.
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