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Introduction 
The allintaCMS is an easy way for you to m aintain and keep your websit e up t o.  I t  
provides num erous features that  m ake it  sim ple and easy to both add and m aintain 
content .   

Prev ious experience with HTML will assist  your  ability  t o edit  t em plates for  the websit e,  
however you can also use t he pre-defined tem plates that  com e wit h your allintaCMS to 
quick ly  build your websit e from  scratch. 

allintaCMS was writ t en in ASP (Act ive Server  Pages) ,  and is designed to run on 
Microsoft -based web servers ( I IS4 or  h igher) . 

The system  com pr ises two part s;   

¥ The front - end system  displays content  to your  websit e v isit ors.    
¥ The back- end or Adm inist rat ion system  allows you or  other adm inist rators 

( referred t o throughout  th is docum ent  as Adm in Users)  to m anage and edit  the 
content  and set t ings of your  web sit e. 

 

The allintaCMS Administration System contains a num ber of key areas:  

¥ Content Manager 
Allows you t o create and m anage your HTML content  

¥ FAQs 
Allows you t o create and m anage your websit e FAQ sect ion 

¥ Calendar 
Allows you t o enter event s for  custom ers t o view on your sit e 

¥ Forms 
Create and m anage personal contact / feedback form s for your  websit e 

¥ Statistics 
View your website stat ist ics 

¥ Security 
Configure your allintaCMS websit e security 

¥ Settings 
Configure your websites m ain set t ings 

¥ Languages 
Configure available languages for your website content  

¥ News 
Allows you t o enter news art icles for  custom ers to view  and create and m anage 
bulk  newslet t er m ail-outs for custom ers 

¥ Allinta Website Wizard 
Allows you t o setup t em plates and sam ple content  

 

I nstallat ion 
Please refer  t o the allintaCMS Installation Guide for  allin taCMS requirem ents.  I f you 
have not  yet  setup your allintaCMS software, p lease refer to t his guide for  detailed 
inst ruct ions. 
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To set  up an allintaCMS based web site 
In order  t o develop your new allintaCMS based web sit e you will need to:  

Install allintaCMS software 

1.  I nstall the allin taCMS software on your web sit e,  including set t ing up required 
opt ions such as the sit e URL,  adm inist rator  log on details,  et c. 
Refer  to t he separate allin taCMS I nstallat ion Guide. 

 Important Note: Please ensure you have your website and CMS Adm in 
 URLÕs set t ings configured pr ior to using the CMS to create, edit  and m anage 
 content . 

Design templates, styles and menus 

2.  Prepare a web design t hat  will be used for your  site (or  m odify  an ex ist ing 
allintaCMS tem plate design)  or  use an allin taCMS tem plate. 

3.  You m ay also design a variety  of sty les for  form at t ing text , tables and form  
elem ents of your  sit e using cascading st yle sheets. 

4.  I nser t  the code for your  design t em plate into t he allin taCMS Adm inist rat ion 
system  ( you can have as m any tem plates as you like) . 

5.  I nser t  m enu code ( used to d isplay your sit es content  m enus to v isit ors)  for  each 
m enu level required int o the allin taCMS.  For exam ple,  you can have level 1,  2 
and 3 m enus that  appear in different  par ts of the t em plate design. 

Add, edit and publish content 

6.  I nser t  web page content  int o the allin taCMS, choosing which t em plate the 
content  w ill be displayed w ith. 

7.  Publish som e or  all of t he content  so that  v isitors to your sit e can see the 
content  you have created. 
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Designing templates for 
allintaCMS 
A tem plate act s as a ÔshellÕ or ÔcontainerÕ to house the HTML page content  you create. 
You can base m ult iple content  pages on a single t em plate,  allow ing you to easily  re-
use exist ing work,  short en your developm ent  t im e,  and m aintain visual consistency 
across all pages on your web site. 

Set t ing up t em plates does assum e som e fam iliarity  with HTML and t he graphic design 
process.   

You can also use our Website Wizard included with in allin taCMS. The Websit e Wizard 
will add one of a num ber of pre-exist ing t em plates to use as a basis of your  websit e.  I t  
can also add som e basic content  pages ready for you to begin edit ing and publishing. 

Using the Website Wizard 
The Websit e Wizard w ill allow you to quickly add predefined t em plates and sam ple 
content  int o allintaCMS, t ypically  when you are set t ing up a new web sit e from  scrat ch. 

The Websit e Wizard can be accessed from  the allin taCMS Adm inist rat ion system  by 
select ing the Website Wizard link  ( far  right )  from  the top hor izontal m enu. 

On t he Website Wizard m ain screen,  you will not ice the ability  t o select a new 
template by click ing one of the corresponding radio but t ons.   You m ay also choose 
not  to select  a tem plate by click ing on the ÔDonÕt  install a t em plateÕ opt ion. 

I n a standard allintaCMS version, you w ill be able to select  from  a num ber of default  
tem plates,  and select  the color  schem e you would like t he tem plate to appear in.  

To select  a part icular t em plate,  click  on the radio but ton corresponding to t he st yle you 
would like.  You can click  on the different  color select ion im ages of the t em plate t o 
select  the color  schem e you would like for  your t em plate. 

Now select  which t em plate you would like t o apply  to your  Home page.   

You m ay select  to use the exist ing t em plate as your hom e page (DonÕt  change) ,  or  
alt ernat ively,  select  a d ifferent  st yle of t em plate to use.  Your Hom e page w ill then 
appear form at t ed in the sty le corresponding t o your select ion. 

You can add some sample content by select ing the content  you would like to add,  as 
well as a t em plate for  t he content .  

Finally,  you can select  whether  you wish to clear  ex ist ing content  or  t em plates/ m enu 
code pr ior to com plet ing this wizard and adding the new pages. 

!!! Important Warning:  You cannot  ret rieve content , t em plates and/ or m enu code 
once you have rem oved it .   I f  you have published any part  of your sit e you should NOT 
select  these opt ions. 

Once you are happy w ith your select ion,  click the Ru n  W i zar d  but t on at  the bot tom  of 
the screen. 



allint aCMS 2.4 Ð User Manual 

 

 

© allinta.com  2005-2007  E&OE 

Locking down  th e Website Wizard 

Once you have run t he w izard t he first  t im e,  you should consider  lock ing the wizard 
down to prevent  furt her  use,  and possibly accidental erasure of your  content .   Follow  
these steps:  

1.  Click  Websit e Wizard on the Main m enu in the allin taCMS adm in system  

2.  Click  Lock Down to enter  the Lockdown Wizard.  

3.  Enter a long password (at  least  6- 8 characters)  to lock down the wizard 

4.  IMPORTANT:  Writ e down the password so you can rem em ber it  lat er 

5.  Confirm  t he long password t o lock down the wizard 

6.  Click  Lock Wizard. 

Anyone now select ing Websit e Wizard from  the m ain m enu will be required to enter  
the password before they can run it .  

Manually creat ing tem plates 
 

I f you are a websit e designer, or  have som e m ore exper ience w ith graphics and HTML,  
it  is possib le to design your own t em plates for  allin taCMS.  While the process is 
som ewhat  beyond the scope of th is m anual,  the broad steps involved are:  

 

1.  Using Adobe Photoshop or  a sim ilar  graphic design applicat ion,  open a new 
docum ent  t o star t  creat ing your tem plate/ design. 

2.  When designing your t em plate/ design pay at t ent ion to the placem ent  of logos, 
im ages and nav igat ion.   You want  your  sit e to be easy for  people to navigate 
through, and visually  at t ract ive. 

3.  Once youÕre happy with your t em plate/ design save this as a standalone im age 
ready for product ion. 

4.  Using your standalone im age,  cut  up your design so it  can be used in HTML.  
This involves sav ing sm all par ts of the large im age into single im ages t hat  can 
be loaded from  the web server and sent  to people browsing your web sit e.   
Program s like Adobe I m ageReady can assist  in cut t ing up and com pressing 
im ages 

5.  Using Macrom edia Dream weaver or  a sim ilar HTML layout  program ,  open a new 
docum ent  and setup tables or  other  form at t ing t o allow  for the placem ent  of 
your  im ages saved above. 

6.  Create and insert  any Cascading St yle Sheet  (CSS)  references required into 
your HTML. 

7.  Once the f inal HTML source code has been prepared, th is will need to be 
inser ted into your allin taCMS Ð Please see t he follow ing sect ion on how to add a 
tem plate using allin taCMS. 
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Manually adding CSS styles 
allintaCMS uses a cascading st yle sheet  (CSS)  f ile to cont rol the form at t ing and layout  
of elem ents such as font s, tables,  form  elem ents and links. 

The CSS file for  allin taCMS is called CMS.CSS and is located in \ www\ inc where you 
installed allintaCMS. 

I f  you plan to add CSS st yles for  t ext  and other  item s to your web sit e,  you should add 
them  in the CMS.CSS file.   Doing so w ill populate the WYSIWYG HTML editor  with 
these st yles, so t hat  content  edit ors are able t o choose t he st yles you have created.  
This helps preserve v isual and form at t ing consistency across your web sit e. 

St yle sheet  (CSS)  edit ing is som ewhat  beyond t he scope of th is m anual,  but  t ools and 
furt her  inform at ion about  CSS edit ing can be found at  
ht tp: / / www.west civ.com / st yle_m aster/  or  by searching on Google. 

Adding a tem plate  
Before adding content  t o your  site you m ust  add a t em plate. 

1.  Log into the allintaCMS Admin system.  
2.  Click  on the Co n t en t  M an ag er  link  on the horizontal m enu bar. 
3.  The Content Manager page will now appear,  present ing you w it h Content  

Managem ent  opt ions. 
4.  Click  on Ad d  Tem p lat e link on the Content  Manager horizontal sub- m enu bar 

in order  to add a new tem plate. 
5.  Enter the t em plate nam e. 
6.  Enter your  tem plate HTML from  the file containing HTML -  copy all of t he HTML 

code from  the HTML file you w ish to base your t em plate from  and paste t his 
into the Tem plate Code t ext  area. 
 
Warning:  Adding body tags into this Tem plate Code will cause any HTML 
before t he opening < body>  tag and aft er  t he closing < / body>  tag t o be 
excluded.  Please rem ove any < body>  tags from  your HTML w it hin t his t ext  
area. 
 
Note: I f your  t em plate includes the use of tables,  you should design t he 
content  area to be valid HTML when viewed without  the t em plate. For  exam ple,  
the content  area should not  begin w ith a < td>  or < t r> ,  it  should start  with 
< table> . 
 

7.  The following t able of Keywords should be used with in t he HTML code you 
specify  as a t em plate. 
 
Adding t hese f ields int o your t em plate HTML code will ensure t hat  t he content  
values you add in allin taCMS w ill be insert ed in place of these fields. 

Required f ields should always be specif ied (or  allintaCMS wonÕt  use t he t em plate 
effect ively) . 

Opt ional fields are not  necessary, but  can be included in a t em plate for  full 
funct ionalit y of allin taCMS. 
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Keyword Required Description 

[ content ]  Yes The locat ion t o insert  the page content  int o 
the tem plate. 

[ t it le]  Yes Where the page t it le is to be insert ed (This is the 
t it le that  appears at  the top of your browser window)  

[ heading]  Yes Where the heading is to be insert ed 

[ m etaKeywords]  Opt ional Where the m eta keywords are to be insert ed 

[ m etaDescript ion]  Opt ional Where the m eta descr ipt ion is to be inser t ed 

[ publishedDate]  Opt ional Autom at ically  insert  t he pages published date 
into your content  

[ subm enu]  Opt ional I nser ts a m enu that  expands allowing t he visitor  
to nav igate your websit e. 

[ subm enu2]  Opt ional I nser ts a m enu beginning at  level 2 it em s that  
expands allow ing t he visitor to navigate your 
websit e. 

[ m enu1]  Opt ional I nser t  the level 1 m enu it em s at  t his locat ion 

[ m enu2]  Opt ional I nser t  the level 2 m enu it em s at  t his locat ion   

[ m enu3]  Opt ional I nser t  the level 3 m enu it em s at  t his locat ion  

[ m enu4]  Opt ional I nser t  the level 4 m enu it em s at  t his locat ion 

[ m enu5]  Opt ional I nser t  the level 4 m enu it em s at  t his locat ion 

[ dynam icMenu]  Opt ional I nser ts a dynam ic m enu in t he locat ion of the 
keyword.  Note:  A CSS/ Stylesheet  m ust  be linked 
into your t em plate code for  the dynam ic m enu 
to work.  See Adding a Dynam ic Menu for m ore 
inform at ion. 

[ heading1]  Opt ional I nser ts t he selected level 1 m enu nam e 

[ date]  Opt ional I nser ts t he current  date.  Eg. Wednesday, 14 
Septem ber 2005 

[ t im e]  Opt ional I nser ts t he current  t im e.  Eg. 12: 19: 40 PM 

[ year]  Opt ional I nser ts t he current  year . Eg. 2007 

[ random (content ID) ]  Opt ional I nser ts random  page content ,  based from  the 
com m a separated content ID given.  Eg.  I f you 
enter  [ random (1,3,5) ] ,  t he system  will random ly 
display content  with id 1,  3 or  5 each t im e the 
page is loaded. 

[ page(content I D) ]  Opt ional I nser ts page content  corresponding to t he 
content ID given.  Eg.  I f  you enter [ page(1) ]  t he 
system  will insert  content  from  the allin taCMS 
where the database content ID is 1. 

[ newslet t er]  Opt ional I nser ts newslet t er signup funct ionality  at  t he 
point  this keyword tag is used. 

[ search]  Opt ional I nser ts a search form  allowing users to search 
the website. 
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[ news(newsMode, 
newsLim it ) ]  

 

Opt ional I nser ts a list  of news it em s from  the database,  
where newsm ode= 1 generates a list  of HTML 
news,  newsm ode= 2 generates a dynam ic cross 
fading list  of news it em s,  and newslim it  specifies 
the m axim um  num ber of it em s to show in the 
list  eg:  

[ news(1,2) ]  shows m ax 2 it em s in standard 
HTML form at  

[ news(2,10) ]  shows m ax 10 it em s in a dynam ic 
cross fading list  

[ news(2,0) ]  shows all item s in a dynam ic cross 
fading list  

[ newsRSS1]  

[ newsRSS2]  

[ newsRSS3]  

[ newsRSS4]  

Opt ional I nser ts one of the follow ing RSS ( rich sit e 
sum m ary)  graphics Ð see News for  m ore info. 

[ newsRSS1]   (orange/ grey)  

[ newsRSS2]   (blue)  

[ newsRSS2]   (orange)  

[ newsRSS4]   (orange)  

[ newsRSSLink]  Opt ional I nser ts a link tag that  indicates to web browsers 
your page features an RSS feed.  Eg. 

< link rel= "alt ernate"  
type= "applicat ion/ rss+ xm l"  
href= "ht tp: / / www.allinta.com / news_rss.asp"  / >  

[ st yleSheet ]  Opt ional I nser ts t he link to t he current  docum ents CSS 
st yle sheet .  Eg.  css/ wizard/ t 3_5.css 

[ newslet t er]  Opt ional I nser ts a newslet t er  sign up form  
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Keyword Required Description 

[ languageNam e]  Opt ional I nser ts t he current  language nam e 

[ language1]  Opt ional Pop up w indow allow ing the user  t o select  t heir 
language from  a list  

 

[ language2]  Opt ional Pop up w indow allow ing the user  t o select  t heir 
language from  a list  (No Flag im ages)  

 

[ language3]  Opt ional List  allowing t he user  to select  their  language 
from  a list  

 

[ language4]  Opt ional List  allowing t he user  to select  their  language 
from  a list  (No Flag im ages)  

 

[ language5]  Opt ional Pull down m enu allow ing user  t o select  t heir 
language 

 

 

 

8.  To enter WYSIWYG (What  You See I s What  You Get)  m ode when adding new or  
edit ing your ex ist ing tem platesÕ HTML, click  t he W YSI W YG HTML edit or  link  
below the Tem plate Code t ext  area. 
(Please see the WYSIWYG Edit or sect ion of this m anual.)  
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9.  Once you are happy w ith your t em plate,  click  Ad d . Changes are effect ive 
im m ediately. 

10.  To ensure im ages required for  use with th is tem plate are in place,  please use 
your FTP program  to t ransfer  the im ages t o the correct  locat ion of your  web 
server. 

 

 

Sample Template HTML Code 

The following code shows a sam ple t em plate for  use w ith allintaCMS. 

 

 <ht ml > 

 <head> 

  <t i t l e>[ t i t l e] </ t i t l e> 

  <META NAME=Ókeywor dsÓ CONTENT=Ó[ met aKeywor ds ] Ó> 

  <META NAME=Ókeywor dsÓ CONTENT=Ó[ met aDescr i pt i on] Ó>  

 </ head> 

 <body> 

  <h1> [ headi ng]  </ h1> 

  <t abl e> 

  <t r > 

      <t d> 

   <t abl e> 

             <t r > 

      [ subMenu]  

             </ t r > 

   </ t abl e> 

         </ t d> 

     <t d> 

   <p> 

                  [ cont ent ]  

   </ p> 

     </ t d> 

    <t d> 

   <p> 

        [ r andom( 1, 3, 5, 11) ]  

   </ p> 

    </ t d> 

  </ t r > 

  </ t abl e> 

 [ page( 21) ]  

 </ body> 

</ ht ml > 
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Set t ing up m enu code for t em plates 
The Menu Code sect ion allows you to enter  HTML code used to create the navigat ional 
m enus v isitors use t o browse your web sit e.   

A m enu can have an unlim it ed num ber of levels,  although pract ically,  you would not  
norm ally  have m ore than 3 levels of depth.  You can have different  form at t ing for  each 
m enu depth if  you wish. 

A m enu also belongs to a tem plate, so you can have different  st yles of m enu for  each 
designed t em plate.   

You will require m enu code to t he sam e depth as your content .  For  exam ple,  if your  
content  in the content  m anager t ree has 3 levels of depth, you w ill need 3 levels of 
defined m enu code.    

As you add deeper levels of content  in the content  m anager you will be able t o add 
deeper levels of m enu code t o correspond with t he depth of the content . 

To add m enu code 

1.  Log into the allin taCMS Adm in system . 
2.  Click  on the Co n t en t  M an ag er  link  located on t he m ain hor izontal m enu. 
3.  Click  on the Ad d  Men u  Cod e link. 
4.  Select  the Menu Depth required for  t he m enu,  for  exam ple,  a m enu depth of 1 

corresponds t o the top level m enu,  and a m enu depth of 2 corresponds t o a 
sub-m enu. 

 

Example: 

Menu Item A                 ( t his is a m enu it em  of Menu Depth 1)  

-    su b - m en u  i t em  A         ( th is is a m enu it em  of Menu Depth 2)  

-    su b - m en u  i t em  B         ( t his is a m enu it em  of Menu Depth 2)  

  -  sub sub- m enu it em  A    ( th is is a m enu it em  of Menu Depth 3)   

      Menu Item B                          ( this is a m enu it em  of Menu Depth 1)   

 -    su b - m en u  i t em  A            ( t his is a m enu it em  of Menu Depth 2)  

 

The only  way to access a m enu it em  of depth 2 is to select  the depth 1 m enu it em  
and drill down t hrough the m enu st ructure. 

 

5.  Enter your  m enu code into the Menu Code t ext  area. 
You m ay use the following field values when entering t his m enu code:  

 

Keyword Description 

[ m enuLink]  The locat ion/ reference of the page t he m enu will l ink/ direct  
the user  to. 

[ m enuNam e]  The m enu capt ion displayed to t he user  ( the page nam e) . 
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Sample Menu Code: 

The following code shows a sam ple of m enu code that  w ill produce a m enu in 
allintaCMS. 

<a hr ef =Ó[ menuLi nk ] Ó>[ menuName] </ a><br > 

 

6.  You can also use this area to form at  t he look of your  m enu,  for  exam ple,  you can 
add im ages to dist inguish t he m enu item s, or add sty les from  your CSS. 

 

   Sample Menu Code: 
<i mg s r c=Ói mg/ bul l et . gi f Ó><a hr ef =Ó[ menuLi nk ] Ó>[ menuName] </ a><br > 

 

7.  Once you are happy w ith your Menu Code,  please select  each t em plate you would 
like t o apply  t his code t o, then click  Ad d  M en u  Cod e. 

 
 
Adding a dynam ic m enu 
You m ay add a dynam ic m enu t hat  expands and displays sub level navigat ion 
autom at ically w it hout  the need for  the user  to click and reload pages.   This feature is 
included in version 2.4 and higher. 

1.  I nser t  [ dynam icMenu]  where you wish your m enu t o appear.  Typically th is 
would be located som ewhere in your t em plate. 

2.  Add t he follow ing code just  before your t em plates end head (< / head> )  tag.   

<! - - [ i f  I E] > 

<s t y l e t ype=" t ex t / css" > 

body  { behavi or :  ur l ( css/ cssf ocusandhover . ht c ) ; f ont - si ze:  100%; }  

#menu ul  l i  { f l oat :  l ef t ;  wi dt h:  100%; }  

#menu ul  l i  a { hei ght :  1%; }  

#dynami cmenu ul  l i  { f l oat :  l ef t ;  wi dt h:  100%; }  

#dynami cmenu ul  l i  a { hei ght :  1%; }  

</ st yl e> 

<! [ endi f ] - - > 

<l i nk hr ef =" css/ dynami c_menu_H. css"  r el =" s t y l esheet "  t ype=" t ext / css" > 

Linking t o dynam ic_m enu_H.css w ill result  in a m enu that  runs horizontally 
across t he page wit h links expanding downwards.  Link ing to 
dynam ic_m enu_V.css w ill result  in a m enu that  runs down the page with links 
expanding horizontally to the right . 

3.  To adjust  t he look and feel of the m enu edit  t he appropriate CSS st ylesheet  Ð 
either dynam ic_m enu_H.css or  dynam ic_m enu_V.css,  you can find these files in 
/ www/ css/  directory. 
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4.  For  m ore inform at ion about  adjust ing CSS sty le sheet s,  consider using a 
program  like Sty lem aster  (ht tp: / / www.west civ.com / sty le_m aster/ )  (Mac/ PC)  or  
if  you use Firefox t ry  CSSMate or  Sty lish addons 
(ht tps: / / addons.m ozilla.org/ firefox/ 4187/  or 
ht tps: / / addons.m ozilla.org/ firefox/ 2108/ )  
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Creating and managing 
content 
Once t em plates and m enu code have been assem bled, you can begin adding content  to 
your  websit e.   Less expert ise is required t o add and edit  content  than designing 
tem plates and adding m enu code.  I f  you can form at  t ext  in Microsoft  Word,  you can 
build your  websit e w it h allintaCMS. 

Adding a content  page 
1. Log into your allintaCMS Adm in system . 
2.  Click  on the Co n t en t  M an ag er  link  on the m ain hor izontal m enu located near 

the top of your  allintaCMS Adm in system . The Content  Manager sect ion allows 
you t o m anage the pages and files within your websit e. 

3.  Click  on the Ad d  Co n t en t  link to begin adding your page content . 
4.  Enter the nam e of the page in the Page Nam e field.  This nam e w ill also 

correspond to the nam e of t he m enu item  link ing to your new page. 
5.  Select  the Page Type for  your  new page. There are two t ypes t hat  you can 

select  from :  
¥ Link t o exist ing page 

Linking t o an exist ing page w ill allow you to create a page t hat  will re-direct  
you t o an exist ing page already present  in the system ,  or  another external 
site. 

I n order  t o create a page that  w ill link  t o an exist ing page, p lease select  the 
Lin k  t o  ex i st i n g  p ag e  radio opt ion, and then select  t he exist ing page t hat  
you would like your new page to link  to. 

You are also able to specify  another  websit e or page,  external to your  
websit e,  and input  this address into the input  box to the left  of the select  
box,  such as Ôht tp: / / www.allinta.com Õ. 

Note:  I t  is im portant  t o note here that  you m ust  specify  the Òht tp: / / Ó when 
referring t o a link  page external t o your  web server/ web sit e.   

e.g.:  ht tp: / / www.google.com   

¥ New page w ith content  
A new page wit h content  w ill allow you to develop a new page based from  a 
tem plate. Here,  you will be able t o specify  t he t it le, heading, tem plate, 
content  and other features of your  new page. 

6.  Enter your  content  details into the t ext  areas provided,  start ing with your Page 
Title.  This w ill allow  you t o g ive your page a t it le,  which is displayed in t he 
Tit lebar of t he web browser v iewing t he page.   
 

7.  Enter in a Page Heading,  which will correspond to t he placem ent  of the 
[ heading]  field in your t em plate.  The Page Heading is t he m ain heading above 
the content  in your page. 

8.  Select  the Template that  you would like to base th is new page from .  
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9.  Now enter  t he content  for  your page in the Content t ext  area by t yping or 
past ing in your  HTML or t ext . The content  t hat  will be displayed in your final 
page w ill correspond to t he HTML or  t ext  you enter  into t his Content t ext  area. 
Note: Your HTML content  should be valid HTML code when v iewed w ithout  the 
tem plate, otherwise,  the WYSIWYG editor  m ay t ry  t o ÔfixÕ the invalid HTML, 
possibly  breaking the Ôlook and feelÕ of the page.  
Thus your content should start with <table> HTML code, rather than 
<tr> or <td> which is invalid without the preceeding <table> code. 

10.   Aft er entering your HTML content ,  you can v iew  the form at t ed content  in t he 
WYSIWYG HTML Editor by clicking t he WYSIWYG link. The WYSIWYG editor  will 
also provide you with a w ide variet y  of addit ional HTML tools,  and give you the 
ability  t o add addit ional HTML elem ents. 
(Please see the WYSIWYG Edit or sect ion of this m anual.)  

11.   Once you are happy with t he content  you are prepar ing to add,  you will t hen 
be able to select  the Visibility of the page it self.  There are four  opt ions t hat  
can selected:  
¥ Online 

Select ing Online will ensure t hat  your page is available to users v ia a 
browser. I f  t his opt ion is not  selected,  users or  custom ers of your  sit e will be 
unable to see t his page.Linked From  Menu 
Select ing Linked From Menu w ill ensure t hat  t he pages you are creat ing 
will appear in your sit e m enu, allowing people t o access t he page by 
select ing a link. 

Of course,  you do not  always have to link  pages in via a m enu, as you can 
refer/ link to a page from  within the content  of a page.  This occurs when you 
add < a href>  tags in t he actual content  of the page it self,  and will allow  
users t o journey to t he page upon select ing the link. 

 

¥ Linked From  Sit e Map 
Select ing Linked From Site Map w ill ensure that  t he pages you are 
creat ing w ill appear in your  sit e m ap when viewed by your custom ers/ users.  
Any pages you w ish to not  include in the sit e m ap, leave this box 
unchecked. 

 

¥ Visible With in Search Result s 
Select ing Visible Within Search Results will ensure that  the pages you 
are creat ing w ill appear in t he Search Result s when viewed by your users.  I f  
you wish your page to rem ain hidden,  please ensure th is opt ion is 
unchecked.  I f you w ish to h ide a cer tain page,  such as a ÔspecialsÕ or  a 
developm ent  page, check this opt ion. 

 

Note:  I f  you have not  selected t he Online opt ion, the page w ill not  appear 
in a browser and w ill not  be linked from  the m enu, regardless of hav ing 
selected the opt ion or  not .  A page m ust  be Online in order for  you to Link it  
from  the m enu. 

 

12.  I n order  t o determ ine where you would like your page t o appear,  t he you need 
to select  a Content Location.   
For  exam ple,  if you select  Websit e as your Content  Locat ion (Websit e is at  the 
very top of the directory  st ructure displayed in t he Content  Locat ion sect ion) ,  
this will place your new content  page at  the root  level of your  web sit e.  
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I f  you select  a pre-exist ing page as the locat ion,  then your users w ill need to 
select  th is pre-exist ing page from  their  browser window prior  to being able to 
access the new page.   

13.  The f inal st ep to author ing your new web page is to select  and enter  your  Meta 
Tags.  

14.  Meta tags are key words or  descript ions used to give reference and m eaning to 
your sit e.  For  exam ple,  if your  websit e is dedicated t o autom ot ives par t  and 
inform at ion, you w ill need t o ensure t hat  your key words and phrases reflect  
the autom ot ive part s and inform at ion t hat  your site contains.  When users enter 
in words using a search engine,  the search engine will exam ine websites for  
m atching keywords, and then rank the sit es in order  of popular it y,  based on a 
cer tain percentages of t he keywords found with in t he sit e, etc. 
There are two t ypes of m eta tags available for  your  pages indexed by search 
engines, and while t he inclusion of m eta tags is opt ional,  it  is recom m ended as 
it  will give you m ore cont rol over  what  is d isplayed on search engine list ings 

 

¥ Keywords 
You can enter your m eta keywords int o the Keywords t ext  area in the Meta 
Tags sect ion.  

Your keywords can be a sim ple,  com m a-seperated series of words used t o 
ident ify the m ain concepts, product s and/ or  inform at ion available on your 
websit e. 

For  exam ple,  your autom ot ive part s websit e would contain a list  of keywords 
relat ing t o the m ain topics of int erest  the websit e focuses on,  such as:  

     JoeÕs Autom ot ive, engine refurbishm ent , engine rebuilds 

  

¥ Descript ion 
You can enter your m eta descript ion int o the Description t ext  area in the 
Meta Tags sect ion. 

Your descript ion can be a sim ple overview  of the page content , and should 
address any key point s or  inform at ion contained within the page or  websit e. 

For  exam ple,  your autom ot ive part s websit e would contain a descr ipt ion 
sim ilar  t o:  

Autom ot ive specialist s offer ing cheap,  yet  h igh quality  autom ot ive part s for  
purchase. 

 

15.   Click  Ad d  to create your new web page.  The next  st ep to f inalizing your web 
page is to publish the content  (please refer to t he Publishing Content sect ion 
in th is m anual) .  
Alt ernat ively,  you m ay click  Can cel  to t erm inate the creat ion of your new web 
page content . 

Edit ing content  
1.  To edit  t he content  of one of your  web pages,  log into your allin taCMS Adm in 

system . 
2.  Click  on the Co n t en t  M an ag er  link  on the m ain hor izontal m enu located near 

the top of the page.   
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3.  On t he left  of th is page you will not ice the content  pages of your  websit e laid 
out  in ver t ical file form at , th is is your  websit e hierarchy t ree. The ÒWebsiteÓ 
folder  you will not ice at  the top of the t ree is t he root  level of your web sit e.  The 
content  pages located under the Websit e folder are represented as descr ibed in 
the Icon Key sect ion located on this page. 
Select  the web page you wish to edit  by click ing on t he corresponding icon in 
the t ree. 

4.  Click  on the Ed i t  Sel ect ed .  You will not ice th is but ton enable it self once you 
have selected one of your web pages located in the t ree. 

5.  You m ay now begin alt ering the content  of your  websit e.  At  th is stage it  m ay be 
useful t o refer  t o st eps 4 to 14 of t he Adding a content  page sect ion of th is 
m anual located above. 

6.  Once you are happy w ith your new content ,  click Up d at e  to update your web 
page.  Alt ernat ively,  you m ay click Can cel  to t erm inate the alt erat ion of your 
web page content ,  and leave your web page as it  was. 

Previewing content  
1.  At  any t im e you m ay preview  the content  you are generat ing in your HTML web 

pages. 
To preview  one of your web pages click on the Content Manager link on the 
m ain hor izontal m enu. 

2.  Select  the web page you wish to prev iew by clicking on the icon in the websit e 
t ree. 

3.  Click  on the Preview Selected but ton.  You w ill not ice th is but t on enable itself 
once you have selected one of your  web pages located in the websit e hierarchy 
t ree. 
You should not ice your webpage appear in a Òpop-upÓ browser w indow. 

Note: Please ensure you have enabled Òpop- upÓ windows to appear in your  web 
browser. Many t ypes of 3rd par ty  browser software can disable t hese addit ional 
windows from  appearing in your  web browser, or you m ay have secur it y 
set t ings also stopping them  from  appear ing.  Please consult  docum entat ion 
relat ing t o your  web browser,  securit y set t ings or any possib le 3rd par ty  
program s running in correlat ion w it h your web browser to determ ine how to 
enable pop- up w indows.   

4.  Once you have v iewed the content  of your  web page,  you m ay close t he 
prev iew w indow and select  to furt her  edit  t he content , or  publish your web page 
-  saving all changes and publishing your new/ edit ed web page live on the 
I nternet . 

Order m enu item s 
1. At  any t im e you m ay order  the m enu it em  content  generated in your HTML web 

pages. 
To m odify  t he m enu order  click  on t he Content Manager link on t he m ain 
hor izontal m enu. 

2.  Click  on the Order menu items but ton. 
3.  The m enu order screen w ill appear contain ing the m enu it em s list ed in a text  

area.  
Select  the m enu it em  you w ish to order  and click Mov e Up  and/ or  M ov e Do w n  
to the order  you would like the m enu it em  to appear on your website.  
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Moving a page to t he top of t his list  w ill result  in the page appearing at  the top 
of the m enu. 

4.  Once you are happy w ith your select ion,  click Sav e M en u  Or d er . 

Publishing content  
1.  The Content Manager screen w ill d isplay the num ber of unpublished web 

pages.  By clicking Vi ew , a list  of unpublished web pages will be displayed.   
2.  You will now not ice a list  of t he web pages and a sm all Search form , allowing 

you t o search for  a specific web page via two query t ypes:  
¥ Page Nam e 

You m ay search for web pages whose t it le contains the value entered into 
this Page Nam e text  input  area.  Enter in a search value,  such as ÔMy PageÕ 
and click  Sear ch . 

¥ Content  
You m ay search for web pages t hat  contain content  m atching the value 
entered into t he Content  t ext  input  area.  Enter in a search value,  such as 
ÔThis is som e of m y page contentÕ and click Sear ch . 

3.  You m ay Edit ,  Rem ove or  Publish the web page by click ing the corresponding 
but ton. 
You m ay also not ice two other values relat ing to your web page here:  

¥ Online 
I f  your  page is online, it  will be available for  users to v iew  via t heir I nternet  
browser, once t he web page is published.  This set t ing is configured in the 
Visibility  set t ings when your web page was created or  edit ed ( see Creat ing 
your content ,  st ep 12)  and can be alt ered at  any t im e by select ing edit .  

¥ Published 
I f your  page is published and set  t o Online, it  will be available for  
users t o view  via t heir I nternet  browser.   

4.  Once you are happy w ith your web page,  click Pu b l i sh . 
Your page w ill now be live on the I nternet . 

Note: At  anyt im e,  you m ay disable a published page by edit ing the page and 
updat ing it  with no changes.  Even if  no changes are m ade, your  page will no 
longer be published. You m ay publish a page again at  any t im e by repeat ing the 
steps in th is sect ion,  and further  disable the page by following th is note. 

Rem oving content  
1.  Click  Con t en t  M an ag er  on the m ain horizontal m enu. 
2.  Select  the page you wish to rem ove from  the t ree and click  on the Rem ov e 

Se lect ed  but t on.  Click  OK to confirm  you wish t o rem ove the content . 
3.  You will now not ice t he t ree has updated it self and no longer contains the 

webpage you have rem oved. 
IMPORTANT:  Once rem oved, there w ill be no way to access your content  
again. 

Restoring/ Republishing content  versions 
allintaCMS includes a content  versioning system  to allow  you t o t rack and m anage 
docum ent  versions. 
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1.  To v iew the hist ory  of a cer tain docum ent , you will need to Edit t he part icular  
page,  as out lined in Steps 1 to 4 of Edit ing content . 

2.  Scrolling to t he bot tom  of the screen w ill bring you to the Document History 
sect ion.  Note: I f  no prev ious changes have been m ade t o th is webpage, you 
will not  see t his sect ion (as a docum ent  that  has not  been changed has no 
history) . 

3.  Once you are at  the Document History sect ion, you will not ice a list  of the 
changes,  including:  
¥ Change Date  -   date change was m ade,  
¥ Changed By  -  the Adm in User who m ade t he change,   
¥ Published  -  t rue or  false flag out lining page publicat ion status,  
¥ Published Date  -   date of publicat ion,  
¥ Published By  -   nam e of Adm in User who published t he webpage. 

4.  Next  to t he specific change details,  you will also not ice three com m and links,  
t it led View,  Restore,  and Publish.  These funct ions are out lined as follows:  

View content  version 

1.  You can v iew a prev ious content  version at  any t im e by select ing t he Vi ew  link 
corresponding t o the page version you wish t o v iew. 

2.  This will result  in a pop- up w indow appearing containing t he content  for  you to 
rev iew, as it  was in that  version. 

Restore conte nt version 

1.  You can at  any t im e restore t he content  of your  one of the previous content  
versions of your  webpages by clicking the Rest o r e  link.  

2.  Restoring a page will m ake that  version of the content  editable again. 
Note:  Restoring the content  w ill in  essence replace your current  editable copy 
with t his previous content  copy.  I f you restore a previous page,  your  content  
will revert  back t o that  selected earlier version. .  

3.  Changes will take effect  im m ediately. 
Note: Restor ing a content  version does not  publish the docum ent .  You m ust  
choose t o publish t he docum ent  before it  will be visib le on your website again. 

Publish content version 

1.  To publish a prev ious content  version,  click Pu b l ish  corresponding to t he 
content  version you require. 

2.  Publishing a content  version w ill in  effect  m ake t hat  version of the content  
visib le. 
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WYSIWYG Editor 
At  certain point s throughout  t he allintaCMS software,  you will be able to access an 
internal WYSIWYG (What  You See I s What  You Get)  editor,  allowing you to create,  
m odify  and form at  your HTML webpages from  within the allin taCMS Adm in System  as 
they look in your web browser. 

 
To access t he WYSIWYG edit or , click  t he W YSI W YG HTML Ed i t o r  link  available during 
the update and creat ion of content ,  t em plates and m enu code. 
You m ay also access the WYSI WYG editor from  the m ain Content  Manager screen.  
Select  the content  page you would like preview  and click the W YSI W YG sel ect ed  
but ton to instant ly view  a WYSI WYG version of t he page. 

1.  Click  t he W YSI W YG HTML Ed i t o r  link.  You will not ice a pop-up w indow load 
that  will allow  you to use the edit or. 

2.  You should see your exist ing HTML content  load into the m ain fram e of the 
WYSIWYG edit or.  This content  will load in Ôprev iewÕ form at , so t he way you see 
this t ext  and im age layout  will correspond exact ly to how your websit e v isit ors 
will see t he content . 

3.  You can direct ly add t ext  int o the m ain fram e by clicking on the content  area 
and t yping in addit ional t ext .  This will t hen autom at ically be form at t ed int o valid 
HTML content  without  you needing to specifically add in the HTML tags. 

4.  Alt ernat ively,  you can click  t he HTML but ton,  located on t he far right  of the 
second horizontal m enu ( t he m iddle m enu row)  in th is page.  This w ill execute a 
sm all pop-up window contain ing your content  in pure HTML form at ,  including all 
HTML tags,  et c. 
You can edit  t his HTML code direct ly,  add in addit ional HTML into th is screen 
and click  Up d at e  to update the m ain content  window w it h the new code. 

5.  You can add,  edit or  remove any of the HTML content  using the m enuÕs 
provided in t he WYSIWYG edit or . For  a descript ion of t he applicable but tons in 
the horizontal m enus of the editor,  located towards the bot t om  of the screen. 
Note:  Please see below for  a reference table t he available but tons. 

 

¥ Menu Level/Row One 

 Bold text  st yle. 

 I t alic text  st yle. 

 Underline text  st y le. 

 St r iket hrough t ext  st y le. 

 Align left . 

 Align center . 

 Align r ight . 

 Align full. 
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The styles drop down box contains a list  of all CSS (Cascading 
Style Sheet )  Styles def ined.  Select  some  text  or an it em and 
choose a style to apply .  This box  will change the sty les shown 
depending on the tem plat e that  is loaded. 

 
 

The font  drop down box allows you t o specify  t he font  for 
any selected t ext . 

 

 

The font  size drop down box changes the size of t ext .   
Select  som e text  and select  a font  size from  the drop 
down. 

 

¥ Menu Level/Row Two 

 Unordered list / bullet  list . 

 Ordered list / numb ered list  

 Outdent / decrease indentat ion. 

 I ndent / incread indentat ion. 

 Undo t he last  operat ion. 

 Redo the last  operat ion. 

 I nsert  a new link  Ð please see the Insert a link sect ion. 

 Unlinks t he current  select ion/ rem oves all selected links. 

 I nsert  a new anchor -  please see the Insert an anchor sect ion. 

 I nsert  a new ima ge -  please see t he Insert an image sect ion. 

 Cleanup code/ Rem oves unwanted forma t ing.  

 Shows this help window. 

 Opens HTML source code editor .  

 

¥ Menu Level/Row Three 

 I nsert s a new 2x2 table at  the current  locat ion.  

 Adds a row above the current  one.  

 Adds a row under the current  one.  

 Rem oves the row.  

 Adds a column  before the current  one. 
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 Adds a column  after t he current  one. 

 Rem oves the current  colum n. 

 I nsert s a new hor izont al ruler  

 Rem oves form at t ing from t he select ion.  

 Makes t he select ion t o be subscr ipt .   

 Makes t he select ion t o be superscr ipt ed.  

  

I nsert  a link 
You can insert  links int o your HTML content  at  anyt im e using the allin taCMS WYSIWYG 
Editor. 

1.  Highlight  the t ext  to use a t he link t ext  with your m ouse and you will not ice the 
link sym bol/ icon ( resem bling a chain link)  enable it self in t he second hor izontal 
m enu. 

2.  Click  t his Li n k  I co n  in order  t o open the link creat ion w indow. 
3.  Manually  enter  your  link  URL,  or alt ernat ively, click Sel ect  a l l i n t aCM S p ag eÉ  

or  Sel ect  Fi l eÉ  in order  t o locate and select  t he f ile or page you require. 
4.  Next ,  choose you target window,  where you would like the link to open. 

I f  you select  ÔOpen link in t he sam e windowÕ, when a user  clicks t he link,  t hey 
will be directed t o the corresponding page. Alt ernat ively,  you can set  t he target  
to ÔOpen link in a new windowÕ, in which a pop-up window containing the page 
content  w ill appear when the user  clicks the link. 

5.  Finally,  enter  in the link title.  This t it le corresponds to t he value the user  will 
see when they leave their  m ouse on the link ( sim ilar  t o a t ool t ext  t ip) . 

6.  Once you are happy w ith t his link, click  Up d at e .  Alt ernat ively , you m ay click  
Can cel  at  any t im e t o term inate the addit ion of a link. 

7.  After  clicking Up d at e, you will ret urn to t he m ain WYSIWYG Editor screen. Click 
Up d at e at  the bot tom  of the screen in order to update your new content . 

 

I nsert  an anchor 
You can insert  anchors into your HTML content .  An anchor acts sim ilar  to a link,  and 
can allow  users to j um p from  one sect ion of a single page to another  by clicking the 
designated anchor text . 

1.  You can add an anchor to your  content  by entering t he necessary t ext  you 
require,  t hat  is the t ext  a user  will click in order  to anchor them selves to 
another  certain sect ion.  
Once you have done so,  highlight  t his t ext  wit h your  m ouse.  

2.  Click  t he An ch o r  I con  in order  to open the sm all anchor creat ion w indow. 
3.  Enter your  anchor nam e into t he t ext  input  field.    

Note:  Your anchor nam es will need to be unique wit hin the sam e webpage. 

4.  Click  I n ser t  in order to add the anchor into your content .   
5.  Alt ernat ively,  you m ay Can cel  at  any t im e. 
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6.  After  clicking Up d at e, you will ret urn to t he m ain WYSIWYG Editor screen. Click 
Up d at e at  the bot tom  of the WYSIWYG Editor screen in order  t o update your 
new content . 

I nsert  an im age 
You can also insert  im ages into your HTML content .   

1.  You can add an im age to your content  by select ing t he place where you would 
like t o inser t  your im age by clicking the cursor  on t his locat ion of t he content . 

2.  Click  t he Li n k  I con  in order  to open the link creat ion w indow. 
3.  Select , or enter  t he URL locat ion of the im age you w ish to add. 

Note:  The im age you wish t o add m ust  be present  on your web- server prior  to 
using th is editor.  Please use the File Manager t o upload any im ages you 
require pr ior to at tem pt ing t his st ep. 

4.  I nser t  a descript ion for  your  im age.  This will appear as alternat ive t ext  on the 
browser in the case that  th is im age cannot  load and is a good idea in case a sit e 
visitor is using older  software. 

5.  Select  the Alignm ent  of your im age.  This will allow you t o form at  the 
appearance of the im age. 

6.  Enter the necessary dim ensions from  which you would like your im age t o 
appear in the browser.  This will allow  you t o ensure the im age is proport ionate 
in regard to other  site content .  

7.  I nser t  a num eric border  value.  This border  will surround the im age on your 
screen. 
You can insert  a value of 0 ( zero)  for  no border, a value of 1 ( one)  for  a very 
thin border and a value of 10 ( ten)  for  a th ick line around the im age. 

8.  Enter in t he VSpace and HSpace values as required. 
The VSpace value refers to t he vert ical space buffer  surrounding the im age, and 
the HSpace refers to the hor izontal space buffer . 

9.  When you are happy w ith your im age select ions, click I n se r t  to insert  t he 
im age into your HTML content  page.   
Alt ernat ively,  you m ay Can cel  at  any t im e. 

10.  After  clicking Up d at e, you will ret urn to t he m ain WYSIWYG Editor screen. Click 
Up d at e at  the bot tom  of the WYSIWYG Editor screen in order  t o update your 
new content . 
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Uploading and managing 
files 

1.  You can m anage t he content  of your  websit e through the allintaCMS File 
Manager.   
Click  on the Co n t en t  M an ag er  link  on the m ain hor izontal m enu located near 
the top of the page while logged into your allin t aCMS Adm in system .  

From  w ith in t he Content Manager,  click  t he Fi l e M an ag er  m enu it em  from  
the horizontal sub m enu. 

2.  You should now not ice t he File Manager screen. To begin the File Manager,  
click  on t he Lau n ch  f i l e  m an ag er  link. 

3.  Once you have executed t he link,  you should not ice a pop-up window appear Ð 
this is your  allintaCMS File Manager.   
From  w ith in t his screen, you are able to m anage, upload and v iew  all of your  
web content  f iles and im ages. 

4.  You can ex it  the File Manager screen at  anyt im e by clicking on the Cl ose 
W i n d ow  but ton located to t he bot tom  r ight  of t he screen. 

Navigat ing the file m anager 
1.  You can v iew the content  stored on your web- server  by scrolling through t he 

file list  located on the left  hand side of t he File Manager screen.   
This list  will out line all f iles and folders located on your server.   Click  on one of 
the folders to proceed t hrough t he t ree.   Clicking on one folder  will open the 
folder  and display the content s, including files,  folders and im ages.   You m ay 
cont inue down through t he file t ree unt il you com e to a folder  contain ing no 
furt her  sub-content ,  or  have reached your specif ied dest inat ion.   

2.  I n order  t o return back up through the f ile hierarchy, click  t he sm al l  f o ld er  
i co n , co n t ai n i n g  an  ar r ow  f acin g  u p w ar d s.   
This folder icon is located t o the left  of t he ÔFile Nam e: Õ label in t he file list .  

3.  You m ay also click on a file icon displayed in t he f ile list  and a sm all preview  of 
this f ile will appear in the inform at ion sect ion of the screen, located to t he right  
of the f ile list ,  and in t he top r ight - hand side of t his screen. 
I f  t he file icon you have selected happens t o be an im age,  you will see a 
prev iew of t he im age appear in t his window,  as well as t he file size and the 
dim ensions of t he im age. 

 

I f  t he file selected is not  an im age, then only the f ile size inform at ion w ill 
appear. 

Creating directories 

1.  You can create new folders/ director ies on your web-server  using the allin taCMS 
File Manager. 
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Navigate through the directory  st ructure unt il you com e to the place you would 
like t o create a new folder. 

2.  Once you have reached t he appropriate directory locat ion,  click  the Cr eat e 
Di r ect o r y  link, located below  the File I nform at ion sect ion,  t o the bot t om  right -
hand side of the current  screen. 

3.  This will cause a Create Directory pop-up window to appear in your  browser.  
You m ay enter  the nam e of your  new directory  into th is w indow and click  
Cr eat e Di r ect o r y  in order  to create the new directory. 
Again,  you m ay cancel th is act ion at  anyt im e by clicking Can cel  on t he pop- up 
window. 

4.  You will now not ice t he new directory  appear ing with in t he file list .  

Uploading files 

To upload a file,  nav igate through the directory st ructure in the File List  unt il 
you com e to the place you would like to create a new folder . 

1.  To upload a file,  click  the Up l oad  Fi l e  link located below  the File I nform at ion 
sect ion,  to t he bot tom  r ight -hand side of t he current  screen. 

2.  This will result  in an Upload File pop-up window appear ing,  allow ing you to 
enter  t he source of t he file located on your local com puter,  for  exam ple 
Ôc: \ im age1.jpgÕ. 
Alt ernat ively,  you can click  Br o w se,  which w ill present  a file locater d ialog,  
allow ing you to locate and select  a f ile on your local m achine. 

3.  Once you have m ade your select ion, click  Up l oad  to proceed w ith t he file 
upload. 
You m ay Can cel  the upload at  any t im e. 

4.  You will not ice your new file appear in t he File List  im m ediately after  you click 
Up l o ad . 

Removing and renaming files 

1.  You can remove and rename files on your web-server  at  anyt im e w ith in t he 
allintaCMS File Manager. 
Navigate to the required file/ directory  in the File List . 

2.  You will not ice to t he right  of the corresponding row  in the File List , two sm all 
icons relat ing t o the selected file,  one represent ing a docum ent  with an ÔXÕ on it ,  
and another  docum ent  icon w ith the let t er  ÔRÕ. 

3.  To remove a specific file/ folder, click  on the ÔXÕ docum ent  icon,  corresponding 
to the target  f ile in order to rem ove the f ile from  your system .   You will be 
presented w it h a sm all confirm at ion window,  and can rem ove your f ile by 
acknow ledging the confirm at ion. 

4.  To rename a specif ic file/ folder,  click  on t he ÔRÕ docum ent  icon  corresponding 
to the f ile you wish to renam e.  
You will be presented with a sm all pop- up w indow, contain ing t he exist ing 
filenam e and can edit  th is in order  t o update the f ilenam e. 

Once you are happy, click  Up d at e  t o update the f ilenam e and return to t he File 
Manager,  or  Can ce l  to leave t he file as it  was. 
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Website FAQ’s 
allintaCMS includes FAQ m anagem ent  funct ionalit y that  allows you to add an FAQ 
sect ion into your website. 

1.  To access your FAQ manager,  log into your allintaCMS Adm in system . 
2.  Click  on the FAQ link on t he m ain hor izontal m enu located near the top of the 

page. 
3.  You will now not ice t he FAQ sect ion appear on- screen, w it h a select ion of four  

links in the hor izontal Calendar m enu. 
 

FAQ Topics 
1.  The FAQ Topics sect ion allows you to add and update your FAQ Topics. 
2.  FAQ Topics are ordered in a hierarchical sense, with Root  Topics being the  

m ain t opics opt ions, and sub- topics appearing under corresponding root  t opics. 
 
For  exam ple:  
Purchasing FAQ (Root  t opic)  
  -  Placing online orders (Sub topic)  
  -  Purchasing direct ly ( Sub topic)  
 

3.  You are able t o assign up to three levels of FAQ Topics to your websit e. 
4.  Once you are happy w ith t he Topics available, you w ill be able to begin  

adding in your FAQ ent ries relat ing to each Topic. 

Add FAQ Topic 
1.  You can add a FAQ Topic by clicking on the Ad d  FAQ To p ic  link on t he 

hor izontal sub-m enu located near the top left  of the page. 
2.  Then,  from  with in the Add FAQ Topic screen you w ill be able to select  the 

Topics preceding your new ent ry, or  if  your new Topic will be a root  level ent ry  
in it self,  leave t his select ion blank. 

3.  Once you are happy w ith any preceding Topic select ions,  you will be able to 
nom inate a nam e for your  FAQ topic and click  Ad d  FAQ Top ic . 

FAQ 
1. The FAQ is the default  page of your FAQ sect ion. 

I f  t here are no exist ing FAQÕs,  th is page will appear b lank. 

Exist ing FAQÕs will appear here,  ordered by Topic,  and allow you to update or  
rem ove a specif ic ent ry  by click ing the corresponding Ed i t  or Rem ov e but t on to 
the right  of the screen m atching t he FAQ ent ry.  

2.  Ent ries that  w ill appear v isible on your websit e will be m arked as approved. 
This can be updated by edit ing a required FAQ quest ion and m arking it  as 
approved. 
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Add FAQ 
1. You can add a FAQ Topic by clicking on the Ad d  FAQ To p ic  link on t he  

hor izontal sub-m enu located near the top left  of the page 
2.  From  w ith in t he Add FAQ screen you w ill be able to select  the FAQ Topic  

st ructure where th is FAQ ent ry  you are adding will sit .  
 

For  exam ple,  if the new FAQ ent ry  relates to Purchasing direct ly  from  the 
websit e,  you m ay choose for  t he FAQ to rest  under the m ain topic of 
Purchasing,  and direct ly under the sub- topic of Purchasing Online.  

 
3.  After  select ing your Topic st ructure,  you will be able t o enter  t he FAQ detail into 

the system . 
 
The FAQ Approved checkbox allows you to choose whether  or not  the FAQ w ill 
appear to users of your  websit e. 
 
I f  you do not  w ish to have certain ent ries appear on the live websit e,  sim ply 
leave th is unchecked. You are free to update t his at  any t im e. 
 

4.  Next ,  enter  you FAQ Quest ion into the t ext  area provided. 
When select ing a FAQ Topic t it le, custom ers w ill be presented with a list  of FAQ 
Quest ions relat ing to t he Topic selected. 
 

5.  Enter your  FAQ Answer into t he text  area prov ided below  the FAQ Quest ion. 
Custom ers who select  to v iew an FAQ Quest ion will be presented with the 
corresponding answer. 
 

6.  Finally,  you m ay m anually enter a pre-determ ined v iew  count .  Each t im e a user  
views a cer tain FAQ, this v iew count  w ill dynam ically  increm ent  to give you an 
idea of what  users of the sit e m ay be enquiring in relat ion to. 

7.  Once you are happy w ith your FAQ ent ry, click  Ad d  FAQ to add your FAQ into 
the system . 
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Calendar events 
allintaCMS includes Calender funct ionality  t hat  allows a list  of upcom ing events to be 
displayed. 

1.  To access your Calendar,  log into your allintaCMS Adm in system . 
2.  Click  on the Ca len d ar  link  on the m ain horizontal m enu located near the t op of 

the page. 
3.  You will now not ice t he Calendar sect ion appear on-screen,  wit h a select ion of 

two links in the horizontal Calendar m enu. 

Calendar 
1.  The Calendar is the default  page of your  Calendar sect ion.  Alt ernat ively , you 

can access t his page by click ing on t he Cal en d ar  link  on the m ain horizontal 
m enu located near the t op of t he page. 
You will not ice a large calendar located at  t he center  of the screen,  t he m onth 
and year at  t he top of this calendar and the days m arked below  in a standard 
calendar- st yle gr id form at . 

The current  day should be highlighted in th is sect ion. 

2.  You m ay m aneuver t hrough t he various past ,  current  and future m onths by 
select ing the appropr iate arrow ( sim ilar  t o Ò < <  Ò and Ò > >  Ò)  towards the left  
( cycle backwards)  or  right  ( cycle forwards)  of t he year and m onth row  at  t he 
top of t he calendar. 
Alt ernat ively,  you can scroll to the bot tom  of t he page and select  an appropr iate 
m onth and year from  the search f ields and click  Vi ew  to v iew the 
corresponding calendar m onth. 

Click ing the Vi ew  cu r r en t  m on t h  link at  the bot tom  of t he screen will return 
you t o the present  calendar m onth. 

Add Calendar Event  
1.  You can add a Calendar Event by either cycling through t he Calendar and click  

on the num ber corresponding t o the day you wish t o add an event  to, or  by 
clicking on the Ad d  Cal en d ar  Ev en t  link on the m ain horizontal m enu located 
near the t op of t he page. 

2.  Then,  from  with in the Add Calendar Event screen you will be able t o select  
the sm all Calendar icon located at  t he top of t his page, the Event Date,  in  
order to select  the date of t he event  from  the sm all pop- up calendar window. 

3.  Once you are in t he Add Calendar Event screen you m ay select  the Start 
Time of your event , the par t icular  t im e your event  star ts,  if  any.  select  the 
Start Time radio but ton ( sm all circular but ton on t he form  allow ing you to 
highlight  a cer tain choice)  which will enable t he hour and m inute select ion.  
Select  the appropr iate start ing hour ( in 24 hour form at)  and m inute from  the 
com bo boxes ( sm all text  boxes w ith an arrow  to the right  side)  t o the left  of t he 
Start  Tim e radio but ton. 

4.  Alt ernat ively,  you enable the No Start Time radio but t on if your event  does not  
have a star t ing t im e. 
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5.  I f  your  event  has a certain t im e- fram e,  you can enter  t his in m inute form at  in 
the Event Duration t ext  input  field aft er  having selected a Star t  Tim e. 
Enter the Event Name in  the corresponding input  box.  This will appear on the 
calendar corresponding to the event  date selected at  Step 1 or  2. 

6.  Finally,  you m ay enter  a descr ipt ion of your event  in t he Event Description 
text  area.  
Your descript ion should be som e m eaningful t ext  describ ing t he event .  To 
finalize your Calendar Event  and add it  t o the system , click  Ad d  Cal en d ar  
Ev en t  located at  the bot tom  of t he screen. 

Alt ernat ively you m ay cancel t he addit ion of your Calendar Event  at  any t im e by 
clicking Can cel . 

7.  You m ay now click  Cal en d ar  to return to the m ain Calendar screen and view  
your new Calendar Event . 

8.  You should not ice your event  on t he corresponding day on the calendar -  it s 
nam e appearing as a link below  the num er ic date. 
Click  t he link Ð t he Event  Nam e Ð corresponding to your event  and you w ill 
not ice a pop-up window appear on- screen containing inform at ion referring t o 
your  selected event ,  including the descript ion, event  durat ion ( if  any) , star t  
t im e ( if any) , et c. 

9.  From  w ith in t his pop-up screen,  you m ay also add addit ional event s, and edit 
or  delete the current  event . 

10.  Click  Cl o se  W in d o w  to close the Calendar Event pop-up w indow and return 
to the Calendar. 
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Forms 
Website Forms allow you to keep dynam ically create your own type of fu lly  funct ional 
web form s, that  w ill record any t ype of custom er feedback or response subm it t ed 
through the store, and em ail t his to a nom inated em ail address as well as store t he 
data separately in t he websit e database. 
allintaCMS includes Form  m anagem ent  funct ionalit y  that  allows you t o add any num ber 
of form s to your website. 

1.  To access your Form manager,  log into your allin taCMS Adm in system . 
2.  Click  on the Fo r m s icon on t he m ain horizontal m enu located near the t op of  

the page. 
3.  You will now not ice t he FAQ sect ion appear on- screen, w it h a select ion of  

four  links in the horizontal Calendar m enu. 

Form s 
1. The Form s sect ion allows you to add and update your web form s. 
2.  Form s are ordered in a hierarchical sense and out line the num ber of t im e the 

form  has been viewed,  as well as t he num ber of t im es the par t icular  form  has 
actually  been subm it t ed.   

  
3.  Form s can be Edit ed or rem oved from  this screen by select ing t he but t on  

corresponding t o the par t icular form . 
 
 The Entries but ton on th is page also allows you to view  all of t he subm ission 

ent r ies or  replies to your form s. 
  
 For  exam ple,  if custom ers have subm it ted feedback t o your website using a 

feedback form  you have created,  you can v iew all of the subm issions by click ing 
on the En t r ies but ton relat ing t o the form  in quest ion. 

 
The Entries screen out lines all subm it t ed form  values,  and displays them  based 
on the date of ent ry  subm ission. 
 
You are able t o view  full details for each ent ry  by click ing V iew . 

 
 
You can create a new form  in one of two ways Ð by select ing to m anually  enter  form  
inform at ion and elem ents by clicking Ad d  For m , or  through the use of t he Form 
Wizard.  
 

Add Form  
1. After  clicking Ad d  For m s,  you will be able to begin building your form  elem ents 

and assigning values as required. 
2.  To add a new HTML form  elem ent  into your contact  form ,  select  the Ad d  I t em  

link at  the t op of t he Form Items sect ion of the Add Form  screen. 
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3.  The Field Type select  box should now becom e enabled, and allow you to select  
the type of field you w ish to add to your new form . 

 For  m ore inform at ion relat ing to HTML form  field t ypes and selectable opt ions,  
please refer  t o Òhttp://www.w3.org/TR/html4/Ó 
 

4.  After  select ing t he Field Type, you w ill not ice the Field Nam e,  Field Value and 
Field Required t ext / check boxes enable, allowing you to specify the form  values. 

 Som e HTML form  values offer  t he abilit y to assign m ult ip le select ions or  nam es 
and values to a certain form  elem ent .  For exam ple,  radio but t ons can be 
contained w ith in a group,  and select ing one radio but ton w ill d isable the 
select ion of the subsequent  ones. 

 I n th is case, you w ill be able to assign the m ult iple f ield values to each radio 
but ton instance in the group by entering the Field Values int o the input  f ield 
separate by two pipe ( | | )  sym bols. 

 
 For  exam ple,  assigning three values to a Radio But ton Group to display sizes is 

as sim ple as enter ing t he t ext  Large||Medium||Small into t he field value 
area. 

 
 I f  you wish t o m ake t he field required,  i.e.  the user  must select  an opt ion or  

enter  a value pr ior to subm it t ing t he form ,  sim ply check the Field Required 
checkbox. 

 
5.  Once you are happy w ith your I t em  select ion,  click  Ad d  I t em  to add t he Form  

I t em  to the list .  
 
 The list  w ill d isplay all of t he it em s available in your  form .  They are ordered as 

they will appear to the user . The order  can be updated by highlight ing one of 
the elem ents and select ing Mov e i t em  Up  or  M ov e i t em  Do w n . 

 
6.  The current  st ate of t he form  at  anyt im e w ill appear in the far  right  Form 

Preview sect ion and w ill g ive you a dynam ic idea of exact ly what  your  form  will 
look like to users of your  site. 

 
7.  Once you are happy w ith t he form  elem ents,  you m ay assign inform at ion 

relat ing t o the form , such as Form  Nam e, Page Tit le,  Page Heading,  et c. 
  
 The Form  Descript ion w ill appear at  the top of the form , wit h the Thank you 

m essage appearing to the user  aft er the form  has been subm it t ed. 
 
 You m ay also assign Error Text  values to the Field Types that  w ill appear,  

alert ing t he custom er if  any required fields have not  had values added.  
I n order  t o include an ident ifier  relat ing to t he specific field type,  you can add 
TAGNAME tag into your error m essages t o aler t  the visitor  to t he precise 
problem at ic field. 
 
For  exam ple,  you can assign Error  Text  t o a t ext  f ield,  such as:  
ÒPlease f ill in  the required TAGNAME field.Ó 
 
I f  you a v isitor  forgets t o fill in their  first  nam e into a required first  nam e text  
field,  they w ill be presented with the error  m essage:  
ÒPlease f ill in  the required First  Nam e f ield.Ó 

 
7.  Finally,  by entering in a nom inated em ail address,  you can ensure that  any user  

subm issions are sent  t o the nom inated em ail address as well as being stored in 
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the system . 
This gives you t he abilit y to v iew subm issions t o your em ail address rem otely, 
as well as m aintain a historic collect ion of all website and content  subm ission 
detail.   

8.  I f  you have set  up an SSL (Secure Sockets Layer)  cert if icate on your web sit e,  
you m ay check Secure Form  ( SSL) :  t o ensure t hat  t his form  can only  be 
accessed via SSL.   This is great  if you want  t o protect  private data being 
t ransferred to your sit e,  for exam ple custom er nam es and addresses or  credit  
card num bers. 

9.  Once you are happy w ith your new Form ,  click  Sav e Fo r m . 
 

Form s Wizard 
The Form s Wizard allows you t o autom at ically  setup a form  for  use on your websit e,  
and sim ply apply  m odificat ion and changes without  the need to create a form  from  
scratch. 

1.  After  clicking For m s W i zar d ,  from  with in the Forms screen, you w ill be 
presented w it h a pop-up window displaying three selectable form - type opt ions. 

 
 You can choose from  three possib le form - types,  including:  

¥ Contact  Form  
 A Contact  Form  allows you to create a form  users can use to contact   
 you via your websit e.  
 
¥ Enquiry  Form  
 An Enquiry  Form  allows you to create a form  users can use to enquire  
 about  your product s and serv ices.   

  
¥ Feedback Form  
 A Feedback Form  allows you to create a form  users can use to  
 supply  you with feedback regarding your sit e,  products and/ or   
 services.  

  
 Click ing Ad d  Fo r m  w ill add t he form  to the system  and set  the default   
 propert ies on all it em s. 
 
2.  You are now free to begin m odify ing the form  elem ents and assigning any 
 addit ional fields or propert ies as required.   
  
 The Add Form m anual sect ion located im m ediately  before t his sect ion   
 provides detail in relat ion to m aking these changes as well as out lining what  
 the different  opt ions are. 
 
 Please refer  t o th is sect ion, located on t he prev ious page. 
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Statistics 
1.  Website Statistics allows you to keep up t o date with your  websit e t raffic by 

viewing organized reports out lin ing sit e act ivity .  
Your m ost  recent  stat ist ics will be updated as soon as you login to t he 
allintaCMS Adm in system . 

2.  To v iew the lat est  or  previous stat ist ics,  select  t he t im e per iod corresponding to 
your query by click ing a shortcut  link to the right  of the screen.   
These shortcut  links,  once selected w ill alt er the Start Date and End Date to 
the left  of t he screen corresponding t o the link selected. 

3.  You m ay also not ice the sm all calendar icons located next  to the nom inated 
Start Date and End Date.  Clicking on one of t he icons will result  in a pop-up 
window contain ing a sm all calendar allow ing you to m anually select  a beginning 
or  ending report ing date for  your  sit e stat ist ics.  

4.  Once you are happy w ith t he report ing date range you have selected, click  
Vi ew  Rep or t  t o see the corresponding stat ist ical inform at ion. 

5.  The websit e stat ist ics report  will now appear out lin ing inform at ion including:  
¥ The Date range of the report  inform at ion 
¥ Visitor information,  including the total and average num ber of visitors for 

the specified period, the total and average num ber of pages viewed w it hin 
the t im e period,  et c. 

¥ The Most active times of your websit e, including m ost  act ive hour of the 
day and m ost  act ive day of the week. 

¥ A ser ies of graphs out lin ing the stat ist ical inform at ion in graphic form at ,  
allow ing you to easily  com pare and review  the latest  inform at ion. 

Note:  Top referrer stat ist ics exclude any internal referrer  clicks. The stat ist ics 
will only increm ent  when a user  external to t he system  v isit s the sit e. 

6.  You m ay return t o the date select ion screen t o generate a new report  by click  
Gen er at e a n ew  r ep or t  at  t he t op of t he page.  
Note:  I t  is im portant  t o rem em ber t o keep your stat ist ics up t o date to ensure 
you are view ing the lat est  inform at ion.  Ensure you click  Up d at e  st at i st i cs n o w  
from  the bot tom  of the m ain stat ist ics screen before select ing a date range to 
view  your report  t o ensure t he report  contains up to date details. 

WARNING:  Perform ing m aintenance tasks (please see the Maintenance 
sect ion of t his m anual)  will affect  som e stat ist ics. Clearing out  t he Visitors table 
will result  in the m ost  popular  visitors stat ist ics t hat  are IP based essent ially  
being erased,  so please rem em ber to be careful.  
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Security 
This sect ion allows you to setup st rict  ru les on who can access the allin taCMS 
Adm inist rat ion System ,  including Adm inist rator  accounts, as well as IP-based 
rest r ict ions. 

I P Rest r ict ions 
This screen allows you to configure your allintaCMS system  securit y based on IP 
Addresses.  An IP address ident if ies a users com puter  and appears sim ilar  t o:  
255.255.255.255.   

You can use IP address rest rict ions to help m ake access to your allintaCMS 
Adm inist rat ion sit e m ore secure.   

 

1.  Select  the rule you would like to apply to your Adm inist rat ion system .  The rule 
you select  determ ines whether  t he IP Addresses you add to the list  w ill be 
blocked from  accessing your Adm inist rat ion system  ( Deny all com puters 
access) , or  w ill be granted access (Grant  all com puters access) . 
By grant ing all com puters access,  anyone w ith a valid usernam e and password 
m ay log int o the allin taCMS Adm inist rat ion System .  By select ing deny all 
com puters access,  no one m ay log int o the eCart  Adm inist rat ion System  apart  
from  users who have a valid usernam e and password and com e from  an IP 
address added into t he IP address list  

2.  Click  update once you have m ade the appropr iate rule select ions. 
3.  You m ay now add IP Addresses to your grant / b lock list  by enter ing t he 

corresponding IP Address into the Add more computers input  f ield located on 
the bot t om  of the IP Rest rict ions page.  Enter the IP Address in and click  Ad d  I P 
Ad d r ess t o add t he IP to t he Except computers listed below t ext  area. 
Wild cards m ay be added t o an IP address by adding a * .  

A w ild card allows you to cover m ult iple IP addresses w it h a single ent ry . Eg. 
255.255.255.*  would approve 255.255.255.1 ,  255.255.255.2 and so on. 

To rem ove an IP address from  the list  h ighlight  t he selected IP address and 
click  Rem ove. 

4.  The Except computers listed below t ext  area contains a list  of all com puters 
( IP Addresses)  that  are eit her  blocked,  or allowed to access your Adm inist rat ion 
system ,  depending on the rule selected in correlat ion to the IPÕs list ed. 
For  exam ple:   

To allow  only  an Adm inist rator using your PC to access the Adm in.  system ,  
select  the Deny all com puters access ru le, and t hen add your IP address to t he 
list .  This will ensure as per  your setup, that  only  IPÕs list ed w ill be able to access 
your Adm inist rat ion system . 

Note:  I f  you are connect ing t o the I nternet  v ia a dialup m odem , where you 
have a different  IP address each t im e,  IP address rest rict ions will be less useful.  
I f  your  IP address is stat ic,  for  exam ple you have your own IP address at  the 
end of a DSL connect ion or  other  router,  t hen you can use IP address 
rest r ict ions m ore easily. 
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WARNING:  I f  you select  Deny All Com puters access, and do not  add an IP address 
where access is allowed from , ALL access to your adm in system  will be prevented,  
including you.   I f this happens,  please contact  for fur ther support  (Please note you 
m ay be required to purchase a Support  Plan for  this assistance) . 

Adm in Users 
allintaCMS adm inist rat ion users m ay have indiv idual security  set t ings allowing one user 
access to all sect ions of t he allintaCMS Adm inist rat ion System  and another  user access 
to one or m ore sect ions only.   

Add User 

1.  To add a new adm inist rator,  click Ad d  User  from  the m ain Admin Users 
screen. 

2.  Enter a username of up to 15 characters in length,  enter a password of up t o 
15 characters in length and ver ify  the password.  

3.  Now select  t he sect ions you would like your new Adm inist rator  User to have 
access to.  By select ing a checkbox corresponding to t he necessary sect ion 
nam e the adm in.  user  requires access to,  they will see t he selected sect ions 
when they log into the allintaCMS Adm inist rat ion system .  There are 7 sect ions 
with in t he allintaCMS Adm inist rat ion system  accessible v ia the m enus,  users 
that  don't  have access to a sect ion will not  see a link in the m enu for  t he 
sect ion. 

4.  When you have entered all your  details, click  on Ad d  User  t o add t he new 
adm in.  user.  To cancel adding an Adm in.  User, click  Can cel  but ton or  leave the 
page by clicking on any of the m enu links. 

Edit an Admin User 

1.  To edit an Adm in User,  select  the appropr iate user  account ,  as list ed on the 
Admin Users screen and click Ed i t  User  from  the m ain Admin Users screen,  
corresponding t o the account  you w ish to edit .  

2.  From  the Edit User screen,  you m ay now adj ust  the Adm in User details, in a 
way sim ilar to set t ing up the accounts t hem selves. Modify  t he username and 
password as required. 

3.  Now m odify the sect ions you would like your Adm inist rator  to have access t o by 
select ing or  deselect ing t he checkbox corresponding to the necessary sect ion 
nam e the adm in.  user  requires access to. 

4.  When you are happy w ith the select ions you have m ade,  click Up d at e User  to 
update the new details.  To cancel m aking any changes t o the Adm in.  User 
account ,  click Can cel  but ton or  leave the page by click ing on any of the m enu 
links. 

Remove an Admin User 

1.  To edit an Adm in User,  select  the appropr iate user  account ,  as list ed on the 
Admin Users screen and click Ed i t  User  from  the m ain Admin Users screen,  
corresponding t o the account  you w ish to edit .  

2.  I f  no users have been entered you will not  see an adm in user list .  
3.  A rem oval confirm at ion screen w ill appear, click  Rem ov e to rem ove the 

selected adm in user. 
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4.  To cancel rem oving a user  click the Can ce l  but t on or  leave the page by click ing 
on a link. 

Languages 
1.  Languages allow  you to ensure your sit e content  is available in as m any  
 different  languages as possib le. 
  
 The ent ire system  is language based,  ensuring eff icient  ability  to prov ide  
 m ult ilingual content ,  w ith t he user cont rolling exact ly  what  language t he  
 site is presented in at  the click of a but ton. 
 
 Click  on the Languages m enu it em  in t he m ain m enu in order to enter  the  
 Language m anagem ent  screen. 
2.  A list  of all available languages will appear,  with the abilit y to update current   
 set t ings as well as rem ove any languages no longer used on t he website. 
 
 

Add Language 
1. After  clicking Ad d  Lan g u ag e , you w ill be able t o begin adding addit ional 

language availability  int o the system .   
 
 The Auto Language select ion box allows you to populate im age,  language 

nam e,  character  set  and code page at t ributes pr ior  to you entering in Select  
Text  and other default s. 

 
 You are free t o also m anually  specify these elem ents if  you do not  w ish to use 

the default s provided. 
 
2.  After  having selected a Auto-Language default ,  enter  t he Select  Text  as 

required,  that  will display allowing t he user  to specify  t he language they wish t o 
switch to. 

3.  Click  Ad d  Lan g u ag e  to add the language into t he system . 
4.  Any language m arked as Online w ill appear available from  the select ion 

window on the sit e. 
5.  You will now not ice when creat ing content  pages that  you are able to select  

which language the content  being entered is classif ied under. 
 This gives you t he abilit y to offer a full range of content  m atching the language 

the custom er prefers at  the click  of a select ion box. 
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News 
Beginning in version 2.4,  allintaCMS now supports News and RSS funct ionality. 

News 
News it em s can be added by t he Adm inist rator t hrough t he News sect ion of the CMS 
adm in.   I n order  to see news on your CMS based websit e you need t o inser t  the 
[ news(newsMode,newsLim it ) ]  keyword in your  content  or  t em plate.  See creat ing 
tem plates for  m ore inform at ion. 

To add a news item: 

1.  Click  Add News Art icle in the News m enu 

2.  Set  the News Date ( t he date t he news occurred)  

3.  Set  the Online ( Start  Date)  for the news Ð th is is the 
date t he news will be available from  

4.  Set  the Expiry  Date for the news, after  t his date, t he 
news it em  will no longer appear on the sit e 

5.  Set  the News Tit le for  t he news story 

6.  Set  the Author  ( if  required)  

7.  Provide a short  descript ion of the news story,  this is 
used to advert ise t he news story 

8.  Specify the content  for  t he news art icle Ð this is the fu ll 
content  of the story. 

9.  Opt ionally specify  an im age for  t he news. 

10.  I f  you want  the news it em  available in your  RSS feed,  
check t he checkbox. 

11.  Note:  if  t he archived checkbox is selected,  the news it em  
will not  appear online, regardless of the dates entered. 

12.  Click  Add News to add the news it em . 

 

To edit a news item: 

1.  From  the News screen click Edit  t o edit  a news it em . 

2.  Make changes t o the news story. 

3.  Click  Update News. 

4.  Note:  if  t he archived checkbox is selected,  the news it em  
will not  appear online, regardless of the dates entered. 
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To add/edit news in a different language (to the default 
language): 

1.  From  the News screen click Edit  t o edit  a news it em . 

2.  From  the language drop down list ,  select  another 
language. 

3.  Make changes t o the news story  for  t he selected language. 

4.  Click  Update News. 

RSS 
RSS ( r ich sit e sum m ary)  funct ionalit y  is included in allintaCMS sit es by default .   RSS 
allows an RSS com pliant  web browser (or other program )  t o view  a sum m ary of all t he 
news it em s from  the news feed supplied by the CMS. 

To m ake the RSS feature available t o your  websit e visitors,  sim ply  include the key tag 
[ NewsRSS1]  in your  t em plate or  content  pages.   

Also m ake sure that  you have at  least  one news it em  wit h the RSS checkbox checked 
on. 

Newslet ter 
1.  The Newsletter feature allows you t o send a bulk  newslet t er m ail-out  to all of  

your  sit e v isit ors who have signed up to receive your newslet t er  via em ail.  
 
 The newslet ter  signup screen w ill appear at  any point  you have added t he  
 [ newslet t er]  tag to your sit e content  or  t em plate. 
  
 Click  on the Newsletter m enu it em  in the m ain m enu in order  t o enter the  
 Newslet t er  m anagem ent  screen. 
 
2.  A list  of all available set t ings will appear,  allow ing you to prepare Newslet ter  
 content  and perform  a bulk  m ailout  to subscribers. 
 
 To begin,  select  how the em ail should be sent . Sending one copy can cause 
 problem s in relat ion to som e spam / em ail filt ers,  so sending out  em ails in 
 m ult ip les that  will be sent  t o the BCC list  can assist  in ensur ing t he em ail 
 does get  through to t he recipient . 
 
 I f  custom ers experience issues receiv ing your em ail,  ensur ing the m ails are  
 BCCÕd to custom ers will assist . 
 
3.  Next ,  select  how the newslet t er em ail should be sent .  You can choose  
 from  a HTML-based em ail or t ext -based. 
 I f  you have selected HTML,  any HTML tags added to t he content  w ill form at   
 the look of the newslet t er. 
 
4.  Select  who you would like the em ail to appear from .  This is generally  a m ain  
 contact  address for your website. 
 
5.  Enter the subj ect ,  for  exam ple January 2006 Newslet t er  Mail-out . 
6.  Enter the m essage you wish t o send t o your custom ers in the Message area.   
 Please note, both t he subject  and m essage areas contain the ability  t o use  
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 Mail Merge tags,  as out lined. 
  
 For  exam ple,  entering in ÒHello [ f irstNam e] Ó as t he subj ect  will result  in the  
 [ firstNam e]  field being replaced w it h each custom er f irst  nam e stored in  
 your  database relat ing to those who have signed up to t he newslet t er. 
 
7.  To preview  your Newslet t er  m ail-out ,  prior  to perform ing a bulk  m ail-out  to  
 your  custom er base, sim ply  enter your own em ail address int o the Send t est   
 em ail t o field and click  Sen d  Test  
  
 When you are happy w ith the result  of your  t est , you m ay click Per fo r m   
 Ma i lo u t  to send the newslet t er  t o your  subscr ibers. 
 
8.  To v iew a list  of all of your  current  Newslet t er  subscr ibers,  sim ply  select   
 Su b scr ib e r s from  the horizontal sub-m enu. From  this screen,  you are able  
 to update and/ or rem ove subscr iber  details. 
 
 



allint aCMS 2.4 Ð User Manual 

 

 

© allinta.com  2005-2007  E&OE 

Settings 
The following set t ings are norm ally  configured when installing the allin taCMS.  You 
would not  norm ally  need to change these unless m odif icat ions have been m ade. 

Encrypt ion 

Hash passwords 

This per form s a one-way hash (encrypt ion)  on your allintaCMS Adm inist rat ion 
passwords,  ensuring they are secure Ð however once t he password is hashed t here is 
unfor tunately  no m ethod of recover ing the orig inal passwords.  

Once act ivated all adm in passwords will need to be reset  if th is is deact ivated.   

Note:  This opt ion requires the installat ion of t he PolarCrypto DLL on the web server Ð 
you m ay need to contact  your  ISP t o determ ine if  t hey will allow  th is DLL to be 
installed.   I nst ruct ions for  installat ion of this com ponent  can be found in the 
allintaCMS/ com ponents/  directory. 

This opt ion m ay only be selected if  t he DLL is installed. 

I t  is recom m ended to use th is opt ion if  possib le.  

Website Set t ings 

Website URL 

Enter the URL of your website to the exact  locat ion where t he allintaCMS is installed. 

For example:   ht tp: / / www.m yWebsit e.com / allintaCMS/  

 

allintaCMS Admin URL 

Enter the URL where your allintaCMS Adm inist rat ion System  is located.   

For example:   ht tp: / / www.m yWebsit e.com / allintaCMS/ cm sAdm in/  

SSL Sett ings (Secure Sockets Layer)  

SSL allows all t raff ic between your web browser and t he website where the allintaCMS 
is running t o be encrypted prior  t o being sent  across the I nternet .   This w ill prevent  
anyone being able to see the data whilst  in t ransit ,  and is a good idea if  the 
inform at ion is of a sensit ive nature.   The drawback is t hat  SSL creates a slight ly  h igher 
overhead both on the server  and your web browser client ,  as each page request  and 
response m ust  be encrypted before t ransit  and decrypted upon receipt . 

I t  is recom m ended to use the SSL opt ion if  possible. 
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Enable SSL during allintaCMS Admin 

Swit ches the allintaCMS Adm inist rat ion to use SSL whilst  you are using t he adm in 
system . 

Use SSL for all of allintaCMS Administration system 

Ensures all com m unicat ion is in SSL ( Secure)  m ode throughout  t he whole of the 
allintaCMS Adm inist rat ion system . This opt ion only  applies if  Enable SSL dur ing 
allintaCMS Adm in login is selected. 

Use SSL for login only 

SSL is used for logging in only -  all fur ther com m unicat ion is done via norm al 
unencrypted m eans.  This opt ion only  applies if Enable SSL dur ing allin taCMS Adm in is 
selected. 

Admin SSL URL 

Enter the SSL dom ain nam e where the Adm inist rat ion sect ion m ay load pages securely  
e.g.  ht tps: / / www.m yWebsit e.com / allintaCMS/ cm sAdm in/  

 

Other Set t ings 

Administration system timeout 

Entering a num eric value into th is field w ill allow  you to alt er  t he system  t im eout .  This 
will ensure a secure system  and can be m odif ied to suit  adm inist rator requirem ents. 

Front end menu 

Select ing t his will keep your front  end m enu open allow ing the user to select  any page 
on your site. When disabled the user  m ust  v isit  t he sect ion to see the selected sect ions 
sub levels. 

Default Page Title 

This is the default  page t it le when adding new docum ents t o your  sit e.  This will display 
on the t it le bar  of your web browser. 

Default Meta Keywords 

These are the default  m eta-keywords used when adding new docum ents t o your  site. 
They w ill be included in your web pages in order  to m ake indexing of your  pages v ia 
search engines m ore eff icient . 
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Default Meta Description 

This is the default  m eta-descript ion used when adding new docum ents t o your  site. 
This will be used alongside the m eta- keywords in order for  search engines to rank your 
pages.    

Calendar, Search and Site Map Page Template 

The t em plate selected here w ill be used for  the calendar,  sit e m ap and search page 
corresponding t o the input  f ield selected. 

Calendar, Search and Site Map Page Title 

This is the page t it le for  t he calendar,  sit e m ap and search page corresponding to t he 
input  field selected. 

Calendar, Search and Site Map Page Heading 

This is the page heading for the calendar, sit e m ap and search page corresponding t o 
the input  field selected. 

Em ail 

Email System 

Email System 

Your can select  t he em ail com ponent  installed on your server  for sending em ails from  
the Em ail System  set t ings screen. I f  you are not  using CDONTS, please specify your  
SMTP m ail server address for sending m ail.   

Your host s will be able to prov ide you with details in relat ion t o the m ail com ponents 
and services they can offer  you,  as well as your set t ings. 

I f  you are using CDOSYS LOCAL, you can specify the pickup directory  -  if  nothing is 
entered then c: \ I netpub\ m ailroot \ p ickup is used (usually correct ) . I f using CDOSYS 
SMTP you can specify the sm art  SMTP server  t o forward m ail to e.g. m ail.m yhost .com  
-  default  port  is 25, however if  you need to specify another  use a com m a and t he por t  
num ber e.g. m ail.m yhost .com ,9922 

Mail Server 

Specify the address of your m ail server  here. Again your host s w ill be able to assist  
you with t his address. This w ill appear sim ilar to m ai l se r v e r .d o m ai n .co m . 

Email From Address 

You can also specify your  Em ail From  Address globally,  ensuring t hat  all em ails sent  
from  your sit e will appear t o com e from  this m ain address Ð generally  that  of t he sit e 
Adm inist rator or  owner. 



allint aCMS 2.4 Ð User Manual 

 

 

© allinta.com  2005-2007  E&OE 

Newslett er Signup 

You can configure all of your Newslet t er  Signup set t ings here,  including the specif ic 
required elem ents. 

Required Fields/Confirmation 

Required f ields ensure a user  m ust  enter/ subm it  certain inform at ion such as their  First  
Nam e or  Surnam e before t hey can sign-up t o your Newslet ter. 

You can also configure t he whether or  not  a user m ust  confirm  their  subscr ipt ion pr ior  
to receiving em ail by check ing the Require Confirm at ion checkbox. 

Welcome Email 

Select ing t he Welcom e Em ail checkbox w ill result  in custom ers receiving a Welcom e 
em ail m essage t hat  you can configure (please see next  page in relat ion to set t ing up 
this Welcom e Em ail) .  

Confirmati on Email (Newslet te r Signup)  

The Confirm at ion Em ail is what  users will receive when t hey signup t o your Newslet t er, 
provided you have selected the Require Confirm at ion set t ing.  This em ail can be used to 
confirm  a subscr ipt ion,  and prevent  unwarranted em ails being sent  from  your sit e. 

Confirmation Email Format 

Use the radio but tons to select  whether you w ish your em ail to appear in t ext  or HTML 
form at . 

Confirmation Subject 

The Confirm at ion Subj ect  relates to the t ext  that  w ill appear in t he em ail subj ect  of the 
Confirm at ion Em ail Ð for exam ple, this could be ÒAllinta Newslet t er Signup 
Confirm at ionÓ. 

Confirmation Body 

The Confirm at ion Body is the m essage t hat  will appear to the custom er in the em ail 
body. 

You can also include the list ed Merge Tags in th is Confirm at ion Body as out lined.  These 
will be dynam ically subst it ut ed wit h the real- t im e inform at ion pr ior  to t he em ail being 
sent . 

For  exam ple,  if som eone signs up to your Newslet ter  nam ed Paul Sm ith,  and you have 
the FirstNam e Merge Tag in the Confirm at ion Body such as:  

Hello [ FirstNam e] , click  [ confirm Link]  to confirm  your signup. 

This will appear as:  

Hello Paul,  click  here to confirm  your signup. 

 

Welcom e Email (News lett er Signup)  

The Welcom e Em ail is what  users will receive when they signup to your Newslet t er.   
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Set t ings w it hin t his sect ion are the sam e as those wit h the Newslet ter  Confirm at ion 
Em ail,  out lined on the previous page. 

Ut ilit y Languages 
The Utility Languages sect ion allows you to specify  t he language set t ings for  your 
allintaCMS Ut ilit y features including the Newslet t er, Sit em ap,  FAQ and Calendar 
features of your  websit e. 

By select ing the corresponding language, you are able to configure all of t he page 
details for  your  select ion, and ensure t hat  you have access to alter  t he language for  all 
elem ents of your  websit e,  including the page t it les, headings,  et c. of t he standard, 
non- content  pages. 

Most  of t hese it em s are sim ply  gener ic text  statem ents, such as the word ÒGoÓ on the 
Search But ton.  You can specifically configure these elem ents for  each language t o 
ensure a consistent  look and feel to your  websit e. 

Select  Language 

By select ing the language set t ing you wish t o configure t he Ut ilit y text  for,  you will be 
able t o enter  corresponding values into t he ent ry fields by click ing the tab 
corresponding t o your desired sect ion,  such as Calendar, Search, Sit em ap,  et c. 

You can also select  the ÒOn u p d at e,  apply these values to all languagesÓ opt ion,  and 
any changes you m ake t o each sect ion w ill be applied globally  t o the Ut ilit y  Pages your 
site users w ill nav igate. 

 

Once you have selected t he language you wish t o begin configuring t he t ext  for,  sim ply  
select  the tab corresponding t o the page you wish to alt er, i.e.  the Calendar tab,  and 
begin enter ing t he t ext  values for  t he Calendar Page Tit le,  Calendar Page Heading, etc.  
as per  your selected language. 

For  exam ple,  select ing t he Germ an language opt ion, and then enter ing ÒKalendar” in  
the Calendar Page Tit le w ill ensure your Germ an sit e v isit ors will have no problem s 
navigat ing and understanding your site. 

 

As soon as a user select s a language other than the default  language of the sit e,  all 
content  changes will apply, as well as these new text  changes.  

 

Database Maintenance 
The Utility Languages sect ion allows you to specify  t he language set t ings for  your 
allintaCMS Ut ilit y features including the Newslet t er, Sit em ap,  FAQ and Calendar 
features of your  websit e. 

By select ing the corresponding language, you are able to configure all of t he page 
details for  your  select ion, and ensure t hat  you have access to alter  t he language for  all 
elem ents of your  websit e,  including the page t it les, headings,  et c. of t he standard, 
non- content  pages. 
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Most  of t hese it em s are sim ply  gener ic text  statem ents, such as the word ÒGoÓ on the 
Search But ton.  You can specifically configure these elem ents for  each language t o 
ensure a consistent  look and feel to your  websit e. 
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Maintenance 
As with available updates, adm inist rat ion and database m aintenance t asks can be 
perform ed from  the main screen of the allint aCMS Adm in system . This allows you to 
stay on top of the inform at ion stored in your  database relat ing t o your  st ore v isit ors 
and t heir details.  This ensures t hat  your  database does not  contain any unnecessary,  
redundant  or out  of date inform at ion,  and t herefore will always operate as it s highest  
available level of per form ance. 

To per form  your database m aintenance tasks,  select  t he d at ab ase ad m in ist r at i on  
t ask s link from  the m ain Adm in screen. 

You will t hen be able t o select  t he tables from  your database that  you would like to 
perform  m aintenance on. 
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Developer/ASP code 
integration 
Developers who understand Act ive Server  Pages (ASP)  are able to build ASP pages, 
and link these into allin taCMS, ensuring a uniform  look and feel t o a sit e,  but  provid ing 
addit ional funct ionality . 

With version 2.4,  you now have the abilit y  to insert  asp code direct ly int o t em plates, 
m enus and content ,  as well as create addit ional ASP files. 

Creat ing addit ional ASP files for use with 
allintaCMS 
To begin creat ing a new ASP page,  create a copy of t he Ôblank_dev.aspÕ from  the root  
level of the allin taCMS installat ion.  

You should also be able t o find th is on the server where your FTP files have been 
t ransferred to, or  in the www folder  where you installed allin taCMS. 

With in t his file there variables which m ust  be used and m odif ied to m ake the new ASP 
page funct ion with the rest  of allin taCMS. 

 

TemplateID assigns a t em plate to your  page.  

You can use an exist ing t em plate to ensure your websit e adheres to a uniform  look and 
feel.  Make sure t hat  t he t em p l at eI D  var iable m atches the required t em plateID.  

 

MetaKeywords and MetaDescription can be used to add m eta tags,  being keywords 
and descript ions to your pages.  Assign a com m a separated list  of keywords or a 
descript ion to t he appropriate m et aKey w o r d  or  m et aDescr ip t i on  var iables. 

 

ContentTitle and ContentHeading assigns both a t it le and heading to t he page. 

 

ContentBody is used to assign the page content . Copy all of your  HTML content  into 
the contentBody variable. 

 

For  exam ple:  

<%   

ÔSt ar t  ASP code 

t empl at eI D = 25 

met aKeywor ds  = Òal l i nt aCMS,  Cont ent  Manager ,  Cont ent  Management Ó 

met aDescr i pt i on = ÒEasy t o use cont ent  management  sof t war eÓ 

cont ent Ti t l e = Òal l i nt aCMS Ti t l e PageÓ 
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cont ent Headi ng = ÒWel come t o your  new al l i nt aCMSÓ 

cont ent Body = Ò<t abl e><t r ><t d>Thi s  i s some cont ent </ t d></ t r ></ t abl e>Ó 

 

Ôend ASP code 

%> 

Em bedding ASP code within 
content / m enus/ tem plates 
 

I t  is possib le w it h version 2.4 and higher t o em bed ASP tags stored in content ,  m enus 
and t em plates,  with a few  caveat s. 

For  exam ple,  the follow ing ASP code insert ed int o a content  page inser ts t he current  
date and t im e:  

<% = Now( )  %> 

Restrictions on embedded ASP 

Please note the following im portant  rest r ict ions if you em bed ASP code into 
content / m enus/ t em plates:  

-  Due t o the num ber of request s received Allinta will not prov ide 
technical support  where ASP code has been em bedded into a content  
page/ m enu/ t em plate.   We recom m end th is pract ice only if  you are 
prepared to debug your own code.  Problem s w it h em bedded ASP m ay 
bring down your ent ire websit e!  

-  There are som e lim itat ions on what  can be executed:  

i.  Code is executed in d iscrete chunks, so donÕt  split  par ts of the 
sam e execut ion sequence into m ult iple < %  É  % >  code blocks.   
For  exam ple use:  

<% di m i  

f or  i  = 1 t o 10 

 r esponse. wr i t e i  

next  

%> 

rather  t han:  

<% di m i  %> 

<% f or  i  = 1 t o 10 %> 

<% r esponse. wr i t e i  %> 

<% next  %> 
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ii.  Use response.wr it e whenever you want  to send content  int o the 
page.   Do not  expect  output  from  htm l code not  explicit ly  wr it t en 
with response.wr it e;  for  exam ple t he follow ing code block w ill not 
work:  

<% I f  condi t i on=t r ue %> 

<t abl e><t r ><t d>Thi s  i s  HTML</ t d</ t r ></ t abl e> 

<% end i f  %> 

iii.  You will not  be able t o declare (d im )  var iables which are already 
in use by the CMS applicat ion it self.   Tam per ing with t hese 
var iables already in use will break the applicat ion, and as stated 
prev iously,  Allinta w ill not  provide support  if ASP has been 
em bedded into the content . 

 

 

 

Updates 
Over t im e allin taCMS releases newer versions of the software. 

You should check with allin ta.com  per iodically to see if there are newer versions 
available,  and m ake sure you are signed up to t he allintaCMS newslet t er. 

When updates are released contain ing database changes,  you will need to upgrade 
your database in order  for your  content  t o work with t he new code base. 

I f  you are using Microsoft  Access, Allinta prov ide a database upgrade program  which 
will autom at ically m ake t he changes for you.   

I f  you are using MySQL or  SQL Server, then you will be able t o run ut ilit y scr ipt s to 
m ake the required changes. 

For  m ore inform at ion about  database changes,  consult  the DBUpgrade folder in your 
upgrade installer  package. 

 

 


