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Introduction

The Content Author’'s Cookbook is designed to give content authors the information they
need so that they can use Sitecore CMS to perform their day to day work. This cookbook
is primarily aimed at introducing new content authors with limited computer skills to the
tools that Sitecore contains. However, the procedures described in this document will
also be beneficial for more experienced and technically skilled content authors who are
unfamiliar with the tools that Sitecore contains.

Content authors must be able to update existing content on their corporate website or
intranet as well as create new material. This cookbook explains how to perform both
these tasks with the two editing tools that Sitecore contains — the Page Editor and the
Content Editor — and demonstrates how to edit existing items and create new items with
both of these tools. The cookbook also introduces some of the more advanced features
and functionality that Sitecore contains.

This Content Author’'s Cookbook contains the following chapters:

e Chapter 1 — Introduction
This chapter is a description of the content, aims, and the intended audience of this
manual.

e Chapter 2 — Sitecore
This chapter is an introduction to basic Sitecore functionality including item locking and
formatting.

e Chapter 3— Managing Content in the Page Editor
Step by step instructions for using the Page Editor to create and edit content.

e Chapter 4 — Managing Content in the Content Editor
Step by step instructions for using the Content Editor to create and edit content.

e Chapter 5— The Rich Text Editor
Step by step instructions for editing text and links using the Rich Text Editor.

e Chapter 6 — Item Buckets
Step by step instructions for creating and using Item Buckets.

e Chapter 7 — Searching in Sitecore
Step by step instructions for using the search functionality in Sitecore.

e Chapter 8 — The Media Library
Step by step instructions for using the Media Library.
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e Chapter 9 — RSS Feeds
Step by step instructions for creating RSS feeds.

e Chapter 10 — Workflows for Content Editors
Step by step instructions for creating and using workflows.

e Chapter 11 — Customizing the Interface
Step by step instructions for customizing the Sitecore interface.
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Sitecore

This chapter introduces some of the basic Sitecore functionality. This chapter explains
how to log in, how item locking works, and describes how roles affect the functionality
that is available to you in Sitecore CMS.

This chapter contains the following sections:
e Logging In
e Roles and Functionality
e |tem Locking

e Formatting

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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2.1 Logging In
You must log in to Sitecore before you can edit any of the content on a website.
To log in to Sitecore:

1. Enter Sitecore after the name of your website, for example
http://www.mywebsite.net/sitecore and the Log in page appears.

Q sitecore

License Holder: Sitecore Corporation A/S

welcome to Sitecore License ID: 2011108023919

Sitecore NET 7.1 {rev. 130907}

[[IRemember me

Forgot Your Password Change Password Browser Notes

You are running Internet Explorer 10 in
Options Compatibility View mode.

User Interface: Sitecore does not fully support this
browser. You may experience some

praoblems.
% Desktop a Content Editor Iz Page Editor

=& Launch Pad

User Interface Language:
Default ~

Close Options

Visit www.sitecore.net

2. Select the user interface that you want to use, enter your user name and password, and click Log
in to log in and to start working on the website.

Note
There are no applications available from the Launch Pad until you have manually installed them.
Configuring Sitecore on Internet Explorer

If you have any problems configuring your Sitecore client on Internet Explorer, see the Internet Explorer
Configuration Reference manual.
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2.2 Roles and Functionality

Sitecore contains tools that are suited to both experienced and inexperienced content authors. The
Content Editor is the editing tool for experienced users. However, depending on the roles you have been
assigned, the functionality that is available to you may differ from the functionality described in this guide.

For example, a user who has been assigned one set of roles may see the following ribbon in the Content
Editor.

| @8 About Us Section

3] Contact Section
Insert o

While a user who has been assigned another set of roles may see much more functionality in the
Content Editor ribbon.

Navigate Review Publish

Furthermore, when you log in to the Sitecore Desktop, the set of applications shown in the Sitecore menu
also depends on the roles that have been assigned to you. The following screenshots show the Sitecore
menu for two users with different sets of roles:

Web Site Developer

sitecore pill

i Content Editor Page Editor
Lonnie L s Manage your content. n

sitecoreYonnie Preview
[ Media Library
s @ Page Editor

Maintain media content. ,ﬁ Debug
o & Developer Center |
) Preview Create new functonality. _%g Carousel
= Media Library - .
Bl Maintain media content. ]
s carousel

% Template Manager o recydein

Create new templates.

Content Editor
Manage your content.

gj Recyde Bin G search
B search T workbox
T workbox Control Panel
_ ControlPanel | | E] Development Tools 3
All Applications b \g’ Reporting Tools All Applications b @ Reporting Tools

¥y LogOff i \ Log OFf
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2.3 Item Locking

Sitecore uses item locking to ensure that two different users cannot edit the same item at the same time.
Note

A content administrator might have the authority to edit another user’s locked items. So if it happens that
a content administrator and another user manage to edit the same item simultaneously, only the changes
that are made by the user who clicks Save last will be available. If a user saves changes to an item, and

another user saves changes to the same item afterwards a message box does appear, asking if the user
wants to overwrite previously saved changes to the item.

You lock the item that you are editing to prevent other users from editing this item at the same time. You
unlock it again after you have finished editing the item.
Item locking works differently depending on the tools that you are using:

¢ Inthe Page Editor, you can lock an item before you start to edit it.

¢ Inthe Content Editor, you must lock an item before you can edit it.

2.3.1 Item Locking and Publishing

Be aware that locking an item does not keep it from being published. If you are working on an item and
you want to keep it from being published you need to set the publishing restrictions for the item. This can
only be done from the Content Editor.

To restrict an item from being published:
1. Inthe content tree, navigate to the item you want to restrict from publishing.

2. Click the Publish tab and, in the Restrictions group, click Change to open the publishing
settings for the item.

3. Clear the Publishable check box for the version of the item that you do not want published and
click OK.
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2.4 Formatting

In Sitecore, the formatting of the content that is displayed on a website is generally controlled by the style
sheets that have been defined for the website by the administrators, designers, programmers, and so on.

This means that as a content author, you do not have to worry about how the material you are
responsible for is presented to the reader and can concentrate on the quality of the material.

You can influence the style by making some text bold or italic and so on. Furthermore, if you know how to
write HTML code, you can edit the code and thereby influence the way that the content is presented. In
general, you can concentrate on the material that is presented and ignore the way that it is formatted.
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Managing Content in the Page Editor

This chapter introduces the Page Editor and the functionality it contains. It contains
detailed descriptions of how to edit an existing item including how to edit simple text fields
and rich text fields. There is a description of how to manage images in the Page Editor.
There are also detailed instructions on how to create new items.

This chapter contains the following sections:
e The Page Editor
e Editing an Item in the Page Editor
e Searching in the Page Editor
e Previewing Pages
e Creating a New Item in the Page Editor

e Deleting Content
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3.1 The Page Editor

Content authors are generally focused on the quality and accuracy of the material displayed on the
website rather than on the design, style, and layout of the site. For this reason most content authors
prefer to work in a program that is designed to meet their needs rather than those of the developers and
designers who create the websites.

With this mind, Sitecore CMS allows content authors to edit and create items directly on the web page
with the Page Editor. The Page Editor is the simplest of the editing tools that Sitecore provides. It is
designed for inexperienced content editors who edit and write content items directly on the page. Itis a
WYSIWYG editor (what you see is what you get) that allows you to see the changes that you make
directly on the page. Furthermore it limits the amount of functionality that is presented to the user.

When you log in to the Page Editor, the functionality that is available to you vary, depending on the
security roles that you have been assigned and the customizations that have been carried out on the
website that you are accessing.

When you log in to the Page Editor, the ribbon is displayed at the top of the web page. If you have been
given full access to all functionality in the Page Editor, you have access to all five tabs in the ribbon, each
with its own collection of commands.

E \% ‘ Home Advanced Experience Testing Wiew

=) Delete Page A My Ttems = Close
o ® @ E @

N
2 = = @
Preview + Component InsertPage " MovePage ok € Workbox Publish 4 Log Off
Mode MNew Edit Publish Close

As a minimum, you can expect to see the buttons shown in the following screenshot at the top of the web
page.

E-’_-E'.e _ Insert Page Delete Page H Close ﬂfLog off

'ﬂi, Office Core

Regardless of the ribbon that you use, there is always a Save button in the top-left corner.

When you are editing an item, you can click the Toggle Ribbon button % to temporarily hide the ribbon
to give yourself some more space to work with or to view a less confusing layout. Click the Toggle
Ribbon button «% again to display the ribbon.
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3.2 Locking Items in the Page Editor

Depending on your access rights and the setup of items you have the following options to lock items
before editing the content in the Page Editor.

3.2.1 Locking in the Limited Page Editor

If you have access to the Limited Page Editor, you can edit an item directly on the page without locking it.
When you save the item, Sitecore locks it for you. If the item that you want to edit is already locked, you
cannot edit it, you can only navigate.

You can click Lock to manually lock an item before editing it.

=

) B )
V. Q, ]
e e~ Incert Lock € Workbox 22 Log Off I~ Navigation bar

Mode Edit Close Show

% My Ttems @ Close [T Controls

When you lock an item, it is noted in the My Items button on the ribbon. In the following screenshot, the
user has locked one item:

=]

A
E&f Preview « Insert | Lock | €@ Warkbox A Log Off I Navigation bar

Mode Edit Close Show

3 My Ttems (1) [ Close I Controls

When you have finished editing the item, remember to unlock it so that other users can edit it.

3.2.2 Locking in the Minimal Page Editor

If you only have access to the Minimal Page Editor, you do not have access to the ribbon and therefore
you cannot manually lock an item before you edit it. If the item that you want to edit is already locked, you
cannot edit it, you can only navigate.

E Save | Insert Page x Delete Page E‘ Close ﬁ Log Off

If two editors with the same minimal access rights edit the same item, the editor who saves the item last is
notified that changes have been made to the item and asked if the changes should be overruled.
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3.3 Unlocking Items in the Page Editor

Once you are done editing the content in the Page Editor, you must remember to unlock the items that
you have locked so that other users can edit them.

3.3.1  Unlocking in the Limited Page Editor
To unlock an item via the ribbon, select the item and click Lock.

If you have locked and edited numerous items, and maybe lost track of them all, you can see which items
are locked by you if you click My Items in the Edit group.

a Sitecore -- Webpage Dialog @

m My Items
Views the items that are locked by you.

Drag a column to this area to group by it.

Name Path
Case-Studies Jsitecore fcontent/Home /Case-Studies
Our Rule of Thumb  /sitecare/content/Home /Standard-Items Sidebars/Texts/Our Rule of Thumb

W[ | == ][0 Page 1of 1 (2items)

The My Items dialog box lists all of the items that you have locked.

To unlock one or more items select them and click Unlock. To unlock all the items, click Unlock All.
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34 Editing an Item in the Page Editor
The Page Editor is designed for content authors who want to do their editing directly on the page.

The Page Editor is a WYSIWYG editor that allows you to see the changes that you make directly on the
page. This helps the inexperienced users to control the changes that they make to the content items that
they are responsible for.

In the Page Editor, you can edit:
o Simple text fields — multi-line text fields, date fields and link fields.
¢ Rich text fields — fields that you edit in the Rich Text Editor.
e Word fields — fields that you edit in Microsoft Word.

e Media items — any kind of graphical item or sound file.
In the Page Editor, you can edit not only the fields of the current item, but also the fields of any items
rendered on the page. For instance, if the menu on the page consists of titles of the product items, you
can edit the titles without navigating to the product items themselves.

E % ‘ Home Advanced Experience Testing View

3 a 98 Delete Page 24 My Items (6) @ close
Edit | Preview + Component Insert Page B MovePage ok € Workbox Publish 2 Log OfF
Mode New Edit Publish Close

* Home »  @Go ¥]edt

SERVICES CASE STUDIES

a =] G v | More ¥
Office design services for effective businesses| |

iWe design office interiors. We create award-winning design and fantastically inspiring workplaces.

=

i Inspirational Design ~ Our Clients Our Process

| Every office space is unique. It

Since our founding back in | Our four-step design process | R

3.4.1 Editing a Simple Text Field
To edit a simple text field:

1. Logintothe Page Editor.

2. Navigate to the item that you want to edit.
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3. Inthe item, select a simple text field that you want to edit.

H 4 & Home  Advanced  Experience  Testng  View

B a * S 9 Delete Page @ Bmwiense ° @ close

Edit | Preview Component Insert Page D MovePage Lok & Workbox Publish A& Logoff
Mode New Edit Publish Close

* Home * 6o ¥)edt

i Office Core .
5O G- .- [ ’"':'“WU

g your score card and . . .

ofe aerers .o g OUR GEN

HOME ABOUT US SERVICES CASE STUDIES NEWS

Office design services for effective businesses

?We design office interiors. We create award-winning design and fantastically inspiring workplaces

Edit the text directly on the page. The text field automatically expands to fit the text you enter.

When you are finished editing the text, you can start editing another text block or click Save to
save the changes and exit editing mode. You can also click Close to close the item. If you have
made any changes on the page, you will see the following prompt dialog box:

Windows Internet Explorer
@ Are you sure you want to leave this page?
Message from webpage:
There are unsaved changes.

< Leave this page

= Stay on this page

3.4.2 Editing a Rich Text Field Directly on the Page
A rich text field gives you more control over how the text appears on the web page.

To edit a rich text field:
1. Click arich text field and Sitecore displays your options in a floating menu.

Text

_hfﬂ@ﬂ! ﬁv Maore

Product 1 description goes here... |
Price: $99.99

Note
The options available in the floating toolbar vary depending on which version of Sitecore CMS

you have running and your access rights.
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2. To edit the text in the Rich Text Editor, click the Edit Text button 1. For more information about
the Rich Text Editor, see the section The Rich Text Editor.

3. To edit the text directly on the page, just click the line that you want to edit and start typing.

When you edit a rich text field directly on the page, you can not only edit the text but also format
it. You can make the text bold, italic, and underlined, or insert a link or an image.

Inserting a Link

To insert a link into a rich text field:

1. Select the text that you want to use as a link and click the Insert Link button =

XL
b (IPE O oo

Want to know what we're doing these days? Want to know what the
design press is saying about us? [FEEERGERNEMR RSN

2. IntheInsert a Link dialog box, you can find the item that you want to link to by:
o Navigating through the content tree on the Internal Link tab.

o Navigating through the Media Library on the Media Items tab to link to an image or media
file.

o Searching for the item on the Search tab.

Insert a Link
Select the item or media that you want to create a link to.

Internal Link | Media Ttems | Search |
= [ sitecore
= Content
%)) Home
) Settings
B Layout
5] Media Library
&) System
[E] Templates

For more information about the Sitecore search functionality, see the section Searching in
Sitecore.

3. When you have found the item that you want to link to, click Link.
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Inserting an Image

You can insert various types of media into the item. These could be animations, film clips, sound files,

and so on.
To insert an image into the rich text field that you are editing:
1. Click the Insert Image button(&.

Text

:h i H@@ 0' More *

Say goodbye to stinky fish and wilted lettuce.

The new Cool-o-matic refrigeration device keeps all
vour food stuffs and beverages at the perfect
ftemperature; nice and cocl

The Insert Media Item dialog box opens.

= Insert Media Item
Select or search for the image or media flle that you want to insert,

Media Library | Search |
= |[&]) Media Library
i) Files

i) Images — = —
o Sysfem \]j \lj \D

Files Images System

Name:
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that you want to insert. You can also click the Search tab and search for the item.

@ sitecore

2. Navigate through the content tree on the Media Library tab and choose the image or media item

x
| Insert Media Item
Bl | select or search for the image or media file that you want to insert.
Media Library | Search |
= oo
p Q .
Your search has returned 299 results in 00.0586 szconds under the current item item
Template Q)
- Android Phone )
Template: Image Location: Simulator Backgrounds = (e
Version: 1 Created: 2012-04-04 By: sitecore\admin Language: =n image (127)
— @ Download [@ Lock for Editing B en e|ja-JP ™ de-DE (D da jpeg (126)
_ Android 712 (4) main section {4)
Template: T% Location: ¥Zal-2- Nz
media folder (38)
Version: 1 Created: 2013-03-07 By: sitacors\acmin Languages j=-12
— @ Download [@ Lock for Editing B en |ja-JP M de-DE [Rda pdf (2)
= Android Phone =) @
Template: Bild Location: Simulator-Hinterariinde e Q
Version: 1 Craated: 2013-09-07 By: sitacors\admin Language: ds-DE danish (32) o
Name:
Tpiced

For more information about the Sitecore search functionality, see the section Searching in

Sitecore.
3. Click Insert to insert the image into the rich text field.

Uploading an Image or File

If the media file that you want to use is not available in the Media Library, you must upload it to the Media

Library.
To upload an image or file to the Media Library:
1. Inthe Page Editor, click the Insert Image button [&l.

e

bV udE @~ voe~

ISay goodbye to stinky fish and wilted lettuce.

[The new Cool-o-matic refrigeration device keeps all
lvour food stuffs and beverages at the perfect
ftemperature; nice and cecl
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Sitecore opens the Insert Media Item dialog box.

= Insert Media Item
E‘ Select or search for the image or media file that you want toinsert.

Medis Library | Search

S [55) Media Library
) Files

@ () images =3 — =4
s Qe w o w |

Files Images System

Name:

(Codoad ) [ Eat )

2. Inthe Insert Media Item dialog box, click Upload to open the Upload a File dialog box.

% Upload a File
Select a file
Filename:

3. Inthe Upload a File dialog box, click Browse to locate the file that you want to use. Select the
file and click Open to upload the item to the Media Library.
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4. Sitecore opens the Content Editor, from where you must lock the item before you can edit the
item and save it.

2] Sitecere - Sitecore Content Editor -- Webpage Dialog

- Chrysanthemum -

2, You must lock this item before you can edit it.
“To lock this item, cck Edit on the Home tab,
« Lockand Edit
] Media

Attach - Detad
Media:

File Path:

] 1mage
Alt:

<

5. Exit the Content Editor to return to the Insert Media Item dialog box. Now you can choose the
item that you just uploaded and click Insert to create a link to the new item. If you click Cancel,
the Insert Media Item dialog box closes, but the new item remains available for later use.

2| Sitecore -- Webpage Dialog
= Insert Media Item
Select or search for the image or media file that you want to insert.

B [&] Media Library
) Files
) Images
) system

Chrysanthemum

Alternate text:

Width: 1024

Height: 768
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3.4.3 Editing a Rich Text Field in the Rich Text Editor
You can also edit rich text fields in the Rich Text Editor.
1. Select the rich text field that you want to edit.

b udE

Product 1 description goes here...

More details.

2. Click Edit Text ! to open the text in the Rich Text Editor.

& | Sitecore -- Webpage Dialog @
(B 7 2B 280 5 9-0-4|
Product 1 description goes here...

More details.

/" Design | €3 HTML

3. Inthe Rich Text Editor you can:
o Insert and delete links to other parts of the website and to external websites.
o Insert pictures or other media items.
o Insert symbols into the text.
o Paste text from Microsoft Word into the item.
o Find and replace text in the item.

4. If you prefer editing the text in HTML format, click the HTML button to view and edit the item in
that format.

5. Click Accept to save your changes and close the Rich Text Editor.
For more information about using the Rich Text Editor, see the section The Rich Text Editor.
Note

Your Sitecore system administrator controls the functionality that is available in the Rich Text Editor. If
you need more functionality, ask your administrator to make it available to you.
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3.4.4  Editing a Word Field in the Page Editor

Sitecore also supports using Microsoft Word as a text editor. People who are familiar with Word may
prefer using this tool to edit lengthy pieces of content. These Word fields are defined in the template by
the developer who creates the website. Consequently, you only come across Word fields if a developer
sets them up in the template.

Important
You must have Microsoft Word 2007 or later installed on your computer to edit Word fields in Sitecore.

Sitecore Word fields are only supported on Internet Explorer 7 and later.

Configuring Word Fields

If you are using Internet Explorer 8, the first time you access a Word field in Sitecore, you will receive an
error telling you that your security settings will not let you run ActiveX controls on the page.

Windows Internet Explorer

'} One or more ActiveX controls could not be displayed because either:

1) Your current security settings prohibit running ActiveX controls on this page, or
2) You have blocked a publisher of one of the controls.

As aresult, the page might not display carrectly.

If this is the case, you must configure Internet Explorer to support Word fields in Sitecore.
To configure Internet Explorer to support the Word fields:
1. Ensure that you only have one instance of Internet Explorer open.

2. InlInternet Explorer, click Tools (ALT+T), and then click Internet Options.

Internet Options =

General | Security | privacy | Content | connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & v

Internet Local intranet IS lEs  Restricted
sites

e
7 Thie zone contains websites that you ites

¥ tustnot to damage your computer or
your fles.

Security level for this zone
Allowed levels for this zone: Al
Medium
~Prompts before downloading potentially unsafe

) content
- Unsigned ActiveX controls will not be downloaded

[] Enable Protectsd Mode {requires restarting Internet Explarer)

Custom level... Default level
Reset all zones to defaultlevel

3. Inthe Internet Options dialog box, click the Security tab, and then click Trusted Sites.
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4. Inthe Security level for this zone section, click Custom level, and the Security Settings -
Trusted Sites Zone dialog box appears.

Security Settings - Trusted Sites Zone ==

Settings

| ActiveX controls and plug-ins -
@] Allow ActiveX Fitering
(©) Disable
@ Enable
v previously unused ActiveX controls to run without prom

matic prompting for ActiveX controls
) Disable
Enzble

@] Binary and script behaviors
T Adminictrstar snnraoad
« m v

*Takes effect after you restart Internet Explorer

Reset custom settings

Resetto: | Medium (default) v] I Reset... J

5. Inthe Security Settings - Trusted Sites Zone dialog box, in the Settings section scroll down to
the ActiveX controls and plug-ins node.

In the Automatic prompting for ActiveX controls section, click Enable.
7. Click OK to accept the changes that you made.

Now when you access a Word field in Sitecore, you are prompted to install an ActiveX
component.

Internet Explorer - Security Warning ==

Do you want to install this software?
@ Name: officeviewer.cab
Publisher: Sitecore A/S
E] Mare options Install Don't Install

(@) V¥hie fles from the Internet can be useful, tis fie type can patentilly ham
®7 your computer. Only install software from publishers you trust. What's the risk?

8. Click Install to install the component.

When the component is installed, you can edit the field in Word.

Note
After you have installed this ActiveX component, you should consider undoing these changes and going

back to the original security settings.
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Editing a Word Field
To edit a Word field in the Page Editor:

@ sitecore

1. Inthe Page Editor, move the mouse over a Word field and it displays a small Word icon.

I

If your organization sells products, create a Products Section to showcase them. '

[This demonstration section shows how you can organize your products into Product Categories.

2. Click Edit the word document I to open a new window that displays the content of this field in
Word. You have access to all the functionality that Word contains.

Here's the place to start!

You can also subscribe to our Office Core News RSS feed.

1

a Sitecore -- Webpage Dialog @
= A B
Home Insert Page Layout References Mailings Review View [~] e
= abe
A & SEERL L A n
Sy B I U vabe x, x| & et
Paste P Quick Change ning
O F AW -AA AL A D VIO styles~ styles~ | 7
Clipboard 1 Font Paragraph 3 Styles
DXt 11 2 (30 & 1 5 1.6 1 71 B 1 8110 (A0 121 314 15 1160 117 ]
a

Want to know what we're doing these days? Want to know what the design press is saying about us?

Insertalink | | Insert Media

|
E3
=]
¥
(3

= 4

o Toinsert a Sitecore link to another item on your website, click Insert Link.

o Toinsert an image from the Media Library, click Insert Media.
o Toinsert an image that is not in the Media Library, use Word’s functionality.

o You should upload any images that you want to use regularly to the Media Library.

Click Accept to save the changes you have made, and close the window.

To close the window without saving your changes, click Reject.

In the Page Editor, save your changes and unlock the item.
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Depending on how your website has been configured, you can also edit Word fields directly on the page.
If your website supports inline editing, all of the functionality of Word is available in the inline editing pane.

O+
Hame | Insert | Page Layou | References | Mailings | Review | View | Developer | AbleBits.co | ABBYYTran:| & @
=51 4 Times New Roman ~l1z - = = A, % a
—1,_ B I U -ahe x, x* & e
Paste .o Quick Change | Editing
PR cW e A e A A B 4T Styles - Styles~ |~
Clipboard Font 3 Paragraph 3 Styles
8'1'2'3““5”@
-
If your organization sells products. create a Products Section to showcase %
them.
-
. . . . : S
This demonstration section shows how you can organize your products into -
Product Categories. *
4 »

When you are editing a Word field inline, you see the following additional buttons:
e Display Ribbon @
To display or hide the ribbon in Word, click Display Ribbon.
e InsertLink &
To insert a Sitecore link to another item on your website, click Insert Link.
e Insert Image =
To insert an image from the Media Library, click Insert Image.

For more information about configuring Word fields, see the Presentation Component XSL Reference
manual.

3.4.5 Editing a Media Item

You can also use the Page Editor to edit any media items that are displayed on the website. When you
select an image, you are presented with some additional options. Note that the options that are available
to you vary depending on the installation and your access rights.

EEE£0 G- e~

You can:
e Select the image to be displayed.

o Modify the appearance of the image

¢ Remove the image.
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Editing the Link in an Image
You can only edit links on images placed in Rich Text or Word fields, and only if you open the text editor.
From either the Rich Text Editor or the Word Editor you can:

e Change the link by inserting a new one.

¢ Remove the link.

To change the link in an image:
1. If theimage is alink, click Insert Sitecore Link.

The Insert a Link dialog box opens on the Media Items tab.

Officacorstoge

A {in

2. Click the Search tab to search for the content item you want to link to.

Insert a Link
J Selact the item or media that you want to create a Ik to

Intermal Link | Meda Items | Search

|
i
&

For more information about the Sitecore search functionality, see the section Searching in
Sitecore.

3. If you want to link to a media item, click the Media Items tab and navigate through the media
items tree.

4. If you want to link to a page on your website, click the Internal Link tab, and navigate through the
content tree.

Note
You can only link to another item in this website and not to another website.
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5. Click Link.

Changing the Image

To change the image that is displayed in the image field:

1.

In the Page Editor, select the image field with the image that you want to change.

2. Click the Choose an Image button to open the Select Media dialog box. The Select Media

dialog box opens and displays all the items from the Media Library that is available for the image
field you have chosen.

Select Media

2, Upload media All Image Files
Media

All video files —

Fiters W

1y images

Recently uploaded images [ ()

Recently uploaded videos

)

Android Phane Android Phone_land Android Tablet Angroid Tablet_land audio

L]

2 (]

iPad iPad_landscape iPhone iPhene_landscape Large Android phone

Note

The items are not listed in any particular order in the Select Media dialog box, so use the search
functionality or the pre-defined lists from the menu to find a particular item.

3. Inthe Media menu you can use the links to quickly get a complete list of:

o

o

O

O

O

All image files

All video files

My images — this lists all the image files that have been updated by the current user.
Recently uploaded images

Recently uploaded videos

4. Tofilter the displayed media items according to the images’ metadata, click the Filter drop-down
button and select the appropriate filters. The number in parenthesis indicates how many items are
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available for the filter.

Fitters A

Dimensions Media Type Updated

Huge (5) Audia (2) Today (1)
Large (112) Document (2) Yesterday (0)
Medium (3) Flash (1) Few days ago (0)

Small (15) Image (66) Last manth (0)

If you want to search for a specific item, enter a search word in the Search field.
Click & Upload media to upload a new media item to the library.

If you want to navigate through the content tree to find the image that you want to use, click the
Tree View button = in the upper right corner of the Select Media dialog box. This displays the
Media Library in a content tree. To go back to the list view, click the List view button

Select Media

X, Upload media Media

4 = pedia Library
» O Files
» LJ Images
» LJ System

8. Select the image that you want to use, click Select Media, and the new image is inserted into the
image field.

Uploading an Image

If the image you want to use is not available in the Media Library, you can easily make it available by
uploading it to the Media Library.

To add an image to the Media Library:
1. Inthe Content pane, click Browse to open the Select Media dialog box.
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2. Click & Upload media to upload a new media item to the library.

Upload Media
oo |

Drag and drop files here
or

Browse for media files

@ sitecore

Cancel

0Bytes|Ofiles

3. To add the new media items to the Upload Media dialog box, you can:

o Click Browse for media files to navigate to the image that you want to add to the Media

Library.

o Drag and drop the images directly into the Upload Media dialog box.

4. Add as many media items to the Upload Media dialog box as you need and be sure to enter the
appropriate name, description, and alternate text for each new media item.

5. When all the necessary media items have been added, click Upload media.

6. When the upload is completed, click Back to go back to the Select Media dialog box.
The image is now uploaded to the Media Library and you can use it on your website.

Modifying the Image Appearance

To modify the image appearance:

1. Inthe Page Editor, select the image.

2. Click Modify Image Appearance to open the Image Properties dialog box.

2| Sitecore -- Webpage Dialog
~ Image Properties
Dol | 5et the properties for the image here.

=l

Alternate Text: |

Default Alternate Text: News

Enter the dimensions of the image if the!
will only affect the reference and not the original image.

Width: | Keep Aspect Ratio
Height:

Original Dimensions: 450 x 310
Please provide the desired space to place around the image.
Horizontal Space:

Vertical Space:

y are different than the dimensior

ns of the original. This

3. Inthe Alternate Text field, enter the text to be displayed when you move the mouse over the

image.

4. Inthe Dimensions section, specify the dimensions that the image should be displayed in — if

they differ from the actual size of the image.
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5. Inthe Space section, specify in pixels how much space should be placed around the image.
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3.5 Searching in the Page Editor

In the Page Editor you can use the search functionality to search for a specific item and then redirect the
Page Editor to that item. Also, if you are working on multiple websites, you can use the search
functionality in the Page Editor to quickly move from one site to another.

£ Sitecore -- Webpage Dialog ==

Navigate to Item
Use this dialog to search for content from the content tree and redirect to this item in the browser

¢ Content | 0de95ae441ab4d019eb067441b7c2450 = !
v ® Q
news
Your search has retuned 4 results in 00,0155 s=conds under the current item item E———

news article (2)
news section (1)
rss feed (1)

i

Office-Core-News
Template: RSS Feed Location: RSS-Feeds
Version: 1 Created: 2003-10-13 By:
Language
@ Translate(ja-JP) [@ Translate(da-Dk) @ Translate(de-DE) H§en
english (3)
japanese_japan (1)

World News 2
Template: News Article Location: News

4 | Version: 1 Crested: 2013-02-21 By: st Author
@ Add Version [ Lock for Editing @ Open [ Page Editor @ Preview [ Publish @ Unlock from Editing sitecoreadmin (4)
@ Translate(da-DK) [@ Translate(de-DE) Een (8]ja-IP
Date Range
World News
Template: News Article Location: News (2)  older (2)
@ | version: 1 Crasted: 2013-02-25 By: sitssorsiadmin thismonth (2)

thisweek (1)
thisyear (2)
teday (1)

@ Add version [@ Lock for Editing @ Open [ Page Editor [ Preview [@ Publish [@ Unlock from Editing
@ Translate(da-DK) @ Translate(de-DE) Ben (#lja-1P

+text-news;+location:0de95aed41abdd019eb067441b7c2450;

To redirect the Page Editor to a specific item using search:

1. Inthe Page Editor, click the Search icon in the menu of the Page Editor and the Navigate to
Item dialog box opens.

An automatic search is run for all items across all your Sitecore sites, so the Navigate to Item
dialog box displays a list of all the items that exist on your websites.

Narrow down the search to find the item.

Select the item that you are interested in from the list of search results and click OK.

Note
The search functionality is also available when the Page Editor is in preview mode.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.
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3.6 Previewing Pages

You can preview the website without publishing.

3.6.1 Previewing the Pages in the Page Editor

The Preview application supports the ability to specify a preview date, which allows you to view the site in
the past or future, based on the publishing restrictions as they are currently set. Moreover, in the Preview
mode you can see how the page looks in different language versions and how the page is displayed for
different devices.

1. Inthe Page Editor, in the Mode group, click Preview.

2. Onthe Experience tab, select preview parameters (Date and Language). This tab might not be
available to you if you don’t have enough security permissions.

3. Navigate through your website to preview the pages.

3.6.2  Previewing the Pages in the Device Simulator

The Device Simulator enables you to preview your website in a simulation of several different devices,
such as an iPhone, iPad, Android Phone, and Blackberry.

The device simulator mimics the devices and the preview is not a pixel-perfect rendition of the website as
it appears on each device. However, it gives you a good indication of how the device presents the
website and allows content authors to quickly see how their pages look on mobile devices.

To preview a page in the Device Simulator:
1. Onthe Experience tab, in the Mode group, click Preview.
2. Inthe Simulator group, click the drop-down arrow and select a device.

Home  Advaced  Expenence  View

2B € 15mo2y~y B 8 A& N

Q sttecore , l

o

Hom.
None Androd Phone. Androd Tablet Large Android Phone

Feature Phone HOTV Pad

Welcome to the training sample

e will be using this site a5 an example during traini(

v/
)1
\r

1 | ehone vindons Phoce

Satisfied Customers Compelling Services Innovative Products P

Browse through this site for in

Can you give customers what Can your organization make life Have you built a better
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All the navigation in the simulation remains fully functional.

Default Sareenshots Phne +

Device Simulator

ABOUT US

Home » About Us:

About Us About U

Job Opportunities Founded in 14
Mission and Vision Art, Office Col

Our Values design compal
®Our Process
Core has des|
®Our Partners
o

3. Click Services to go to the Services page.

Default - Screenshots Phone

Device Smulator

11:38 AM

SR Offics Core

SERVICES

Services Our Se

@ Consulting services We pride ourd
®Design specific needd
®Build basic design d

®
Fumish project manag

In the Device Simulator you can:

o Click Rotate to change the orientation of the device.
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o Scroll up and down as well as left and right.
4. Click None to close the simulation and return to the default page preview,

Default Scresnshots

Device P

9

—o

None Android Phone
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3.7 Creating a New Item in the Page Editor

As a content author, you can create new content items and insert them into the web page where you want
them displayed.

The ways in which you can create items in Sitecore can vary depending on the security roles that you
have been assigned and the way your website has been customized.

3.7.1 Inserting Items

To insert a new item onto the page in the Page Editor:
1. Navigate to the page that you want to edit.
2. Click the Edit button at the top of the page.

3. On the ribbon, click Insert Page to open the Insert Page dialog box.

a Sitecore -- Webpage Dialog @

i Insert
Select the item that you want to insert, You must give the item a name.

% #

Product Category Product Description

Item Mame: m

The type of item that you can create varies depending on where you are on the website. If you
are on the front page, you can insert a new section and, depending on the type of section that
you are working with, you can add appropriate items to that section.

Select the type of item that you want to insert. In this example, you insert a new section.
In the Item Name field, enter the name of the section that you want to insert.

Click Insert to create the new section and the section is added to the website and as you can
see, the new section contains no items.
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When you create a new item, it is automatically locked to prevent other users from editing it.

E C% ‘ Home Advanced Experience Testing View

'F 3 * = 98 Delete Page [24 My Ttems (6) ; D [ close
| Edit | : & Workbox Publish & Log Off

Preview Component Insert Page B MovePage  |ock
Publish

Edit

Mode New

.| Case Studies

isince our founding back in 1986, Office Core has provided design |
Gianluca Fashions ! isolutions for over 500 companies in 26 countries. Here are just some'
Republic of Plush ! lof our many success stories. i

Morgan, Price & Trotter

fields above are

Green Garden ! il
B o B e B L B B S S o B K S G B MR SR 4 Provide text for t

7. Now you can edit the item by adding text, images, sidebar text, and so on.

8. When you are finished editing the new item, click Save and then Unlock to make the item
available to other content authors.

For more information about unlocking items, see the section Unlocking Items in the Page Editor.
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3.8 Deleting Content

Content authors also need to delete items and content from time to time. This is a very simple task in the
Sitecore Page Editor.

3.8.1 Deleting an Item
To delete an item from the Page Editor:
1. Navigate to the item that you want to delete.
If you want to delete an item, navigate to that item.

If you want to delete a subitem, navigate to the subitem in question and not just the link to it that
is shown on another item.

2. On the ribbon, click Delete Page to remove the item or section.

Once again, depending on the customizations carried out on your website and the way the Page
Editor has been configured, the Delete Page button may be located on the ribbon or at the top of
the screen.

3. If you try to delete an item that contains subitems, a message appears informing you that that the
section contains subitems and that these items will be deleted along with the section.

Message from webpage (=)

@) “reyou sureyou want to delete "Case-Studies'?

" Thisitem has sub-items which will also be deleted if you delete this
item

4. If you want to save any of the items, click Cancel and then move them to another section.

5. Click OK to delete the item and its subitems.
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Managing Content in the Content Editor

This chapter introduces the Content Editor and the functionality it contains. It contains
detailed descriptions of how to edit existing items. There is also a description of how to
manage images in the Content Editor. There are detailed instructions on how to create
new items and how to delete items.

This chapter contains the following sections:
e The Content Editor
e Editing an Item in the Content Editor
e Creating New Items in the Content Editor
e Deleting Items in the Content Editor
e Archiving
e Cloning Items

e Setting Reminders
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4.1 The Content Editor

The Content Editor has been designed for more experienced content authors who are familiar with
Sitecore and the functionality that it contains.

The Content Editor is a large application but its appearance and the functionality that it contains varies
depending on the roles that have been assigned to the user, the local security settings, and the amount of
customizations that have been carried out on your installation.

The Content Editor gives the user access to an array of functionality that meets the needs of the more
experienced content author.

The functionality that you have access to in the Content Editor can vary greatly. As a minimum you can
expect to see:

If you have been given more extensive access rights, you will probably have access to more commands
and more tabs:

Navigate Review Publish

Configure Presentation Security View Developer

4.1.1 The Page Editor vs. the Content Editor

When you log in to the Content Editor, the items that make up your website are presented to you in a very
different way than they are in the Page Editor. In the Page Editor, you see the items as they are
presented on the website. In the Content Editor, you see the items as objects in the content tree and
when you select an item, it is presented to you as a list of fields that you can edit.
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For example, the Services section of the sample website looks like this in the Page Editor:

H @« & Home  Advanced  Experience  Testng  View Y
I? @ * D $€ Delete Page [%‘3 [4 My Items B Close
Preview = Component Insert Page D MovePage Lok g Workbox Publish A Log OFF

Mode Edit Publish Close

Al Offies Core search this site |

© ctsic € prnt  sitemap D sapancse = engish
LD TTEG | —

New

o 1 b :

ABOUT US SERVICES CASE STUDIES NEWS CONTACT US

Home » Services

Services Our Services Creative-Thinking

We pride ourselves on our ability to match our services to the

Consulting services Creatively driven solutions are our
specific needs of our clients. Therefore, our services range from
Design . . X X passion, but to add real value to our
Lild basic design consultation to full turnkey projects. including local )
A o clients, we deliver buildable solutions,
@ Furnish project management and furnishing.

completed within budget and on time.
We never approach a project with
pre-conceived ideas. Every
Consulling services workplace is different and deserves
its own unigue treatment. So what
you won't get with us is a 'house' style

Often. a business owner already has a good relationship with an across everything we do. Instead,
architect or interior designer. In these instances, Office Core can projects are bespoke and reflective of

You can edit all of the items that appear on the page — text, graphics, logos, links, and so on.

When you open the Services section in the Content Editor, it looks like this:

& Services Category
1) tnsert from Template

Search =] [31=]
= [ sitecore Services )
= & content
& i Home -
& ¢ Standerd @ Quick Info )
® { Abouts ®
2 & services E)
o & consult Banner Slogan:
& Design =
@ & euid
& & Furish
@ (] Case-studies i
® a News
& [ contact-Us
w RSS‘FEEI’S Browse * Properties - Open Media Library - Edit Image - Clear - Refresh
® (J settings Banner Image:
& Blwedatiry /Images/Banners/bannerNewsArchitectureDigest
& ] Templates
. m
Dimensions: 980 x 102
Default Alternate Text: "news”
¥ ®
D menu El
Menu Title:
Services
Menu Tooltip [stzndard vabuels
Content Editor
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As you can see, it is presented as a list of fields that you can edit. Furthermore, the fields that you are
presented with are only those that belong to the Products item itself. The Services item, the Home-
Services item, and so on are all separate items and must be edited independently of each other in the
Content Editor. In the Page Editor, you are presented with the web page as you see it on the website and
you can edit almost every page element even if it does not belong to the current item.

4.1.2 The Content Tree

One of the main features of the Content Editor is the content tree that is used to present all the items that
have been created for the website.

= |_1] sitecore
= 5 Content
= i) Home
+ J,J Standard-Items
£ 4 About-Us
= @ services
+ 5Consult
+ 5Design
# & Build
+ 5Furnlsh
4 | Cazse-Studies
+ W) News
# |3 Contact-Us
4 [ RS5Feeds
+ LJ Settings
# [&] Media Library
+ J Templates

The Sitecore content tree has a similar structure to the one used in Windows Explorer. In Sitecore,
objects and groups are not represented by standard folder and file icons but by many different icons. You
can expand and open every group in the Sitecore content tree just as you can with the folders in Windows
Explorer. When there is a plus ‘+’ beside an icon, it contains subitems and can be expanded. When there
is a minus ‘-’ beside an icon, it has already been expanded and when there is no symbol, the item
contains no subitems.

4.1.3 Searching From the Content Tree

If you want to do a quick and simple search through the Content Tree, you can use the search function
associated with the Sitecore content tree.

To search for an item using the Content Tree search:

1. Inthe content tree, select the object that you want to search from. This is the starting point for
your search.

The Sitecore search engine searches the entire content tree. However, the search results found
after this starting point is listed first.

2. Inthe Search field, enter the keyword that you want to search for. This can be any character,
number, word, and so on.

3. Click Search % or press ENTER to perform the search.
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Adding Search Criteria

If you need to search for more than just one item or keyword, you can do that by entering one or more
criteria to the search.

To add a criterion to your search:

1.

Click the drop-down arrow

L] E—

In the Name field, enter the name of the item you want to search for.

Breadcrumb Titie
Browser Title
Ful

Images

Menu Title

Menu Toaltip
Meta Description
Meta Keywords

Overview Abstract

‘ Overview Image Max Width

Related Items

Sidebar Text

Sidebar Titie

Text

B e

__Archive Version date
__Archive date

n

_ Boost

to open an extra pane.

@ sitecore

If you want to change the field that you search in, click the name of the field and a list appears
displaying the names of all the fields in the current item.

3. To add an extra criterion, enter a name in the Add Criteria field and then click Add Criteria.

Click the name of the criterion to change it to one of the pre-defined criteria.

[ matic 4 -]

T —

= [F) sitecore
= Qcmam
# ) Home
= @ sample
® @) Help
# ) Meta-Data
# ) settings
B @ Layout
= [&&] Media Library
) Files
= ) Images
= Jj Banners
« confused

e crowd

4. Now enter the value for the new criterion and press ENTER. The items found below the selected

item in the content tree are displayed first.
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5. Click a search result to open it in the editing pane.

Removing a criterion

@ sitecore

To remove a criterion again, click the name of the criterion and then click Remove at the very bottom of

the menu that appears.

4.1.4 Locking in the Content Editor

In the Content Editor, you must lock an item before you can edit it. And once you are done editing the

item you must unlock it again to make it available for other content authors to work on.

Locking an ltem

To lock an item:

1. Inthe Content Editor, navigate to the item that you want to edit.

2. Onthe Home tab, click Edit to lock the item.

Navigate Review Publish Versions

When you lock the item, the functions and commands that are available to you are activated in

the Content pane.

ﬁcantent\{\&\ AT
@ Services =2 |E4|EA|E a
© quick Info =
[£) Meta Data =
o Banner

=2

Banner Slogan:

Browse - Properties - Open Media Library - EditImage - Clear - Refresh
Banner Image:

/Images/Banners/bannerNewsArchitectureDigest

Dimensions: 980 x 102
Default Alternate Text: news”

99 Breadcrumb

M menu =}

Menu Title:
Services

To get a quick overview of your locked items you can activate the quick action My Locked Items
in the quick actions bar left of the content tree. Right-click left of the content tree and select My
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Locked Items in the floating menu.

Search % - ”
= & content
= ) Home
) standard-Items
d About-Us

Item Buckets
Cloned Items

My Locked Items
Locked Items
Workflow State
Broken Links
Missing Versions
Publishing Warnings
Validation Rules

Presentation Overriden

@ Refresh

Unlocking an ltem

When you have finished editing the item, you must remember not only to save the changes but also to
unlock the item so that other users can edit it.

To unlock the current item, either click Edit on the Home tab or click Check In in the Workflow group on
the Review tab.

i You have locked this item.|| % CheckIn y
My Items Check this item in.
Proofing Locks orkfl ot
[search 9, ||| @ content
=] Content
& Corten Home-Products
= &) Home

Save || Speling

Unlocking Multiple Items

As a content author, you often have to make extensive changes to many items on the website. This can
mean that you have to lock many items and keep them locked to ensure that your changes are
implemented consistently across all the items.

Sitecore keeps track of all the items that are locked to ensure that nobody else can edit them. It also
keeps track of all the items that have been locked by each individual user.

To unlock the items you have locked:
1. Inthe Content Editor, click the Review tab.

o Home  Navigate [JECICGMM Pubish  Versons My Toobar
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2. Inthe Locks group, click My Items.

2 Sitecore -- Webpage Dialog (3w
My Items
Views the items that are locked by you.

Drag a column to this area to group by it.

Name Path
RSS-Feeds Jsitecore/content/Home (RSSFeeds
Copyright Jsitecore/content/Home /Standard-Ttems/Copyright
Statistics Jsitecore/content/Home /Standard-Ttems/Statistics
Services [sitecore fcontent/Home fServices
L] 1 —_—| } M | Page 1of 1 (4items)

Close

The My Items dialog box lists all of the items you have locked. You may have locked these items
during the current session or during previous sessions.

Select the items that you are finished editing and click Unlock to unlock them, or click Unlock All
to unlock all the items.
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4.2 Editing an Item in the Content Editor

Experienced content authors might feel more at home with the advanced functionality that is available in
the Sitecore Content Editor.

In the Content Editor, you can edit all of the fields that an item contains — rich text fields, Word fields,
image fields, and so on.

In all the procedures and tasks described in this chapter, it is assumed that you have already locked the
item.

4.2.1 Editing a Rich Text Field in the Content Editor
After you have selected an item in the content tree, you can edit it.
To edit a Rich Text field in the Content Editor:

1. Inthe Content Editor, locate the item that you want to edit in the content tree.

:’ Apcut || (T Rensme: Aup Rt
paste L) Cooy || " Display tame: || W Down 8 Last

ks Configwre P

ish  versons _Configure_ pres
Ly oo 3
Duplicate - (ck MOV TO Dalete -

Review
3 Ciient Description
|| [ msert from Template:

2 - ||| Wcomen N8 N Ssexchpmissis. -5 17
2 |2 sitecore " =
= & oot m Case-Studies B
= i rome
# (U standarditems Oouck o
@ @ sboutUs L) meta pata
# @ services of Banner
o rest # breadcrumb.
= @ cace Stcdes Dtem

b Margar-price Trtter
€ Garkuca Fashons
3 republc-of-Plush

12 Poge Titie and Text
Tite:
Chent Case Studies

Show Edtor - SuggestFix * EdtHani
Text:

Since our founding back in 1986, Office Core has provided design solutions for over 500 companies in 26
countries. Here are just some of our many success stories.

o Related Items
Related Ttems:

2. Inthe Content pane, locate the field that you want to edit.
3. Click Show Editor to open the Rich Text Editor.

Sitecore o a
(B8 AR BAEF 9 -0 IABBB D Q-G B IEEIESEEEFFax x SE)RA- %@ [[apycsc.-
Since our founding back in 1986, Office Core has provided design solutions for over 500 companies in 26 countries. Here are just some of our many success stories.

/' Design | <% HTML
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The Rich Text Editor gives you access to more functionality than inline editing. You can:
o Insert and delete links to other parts of the website and to external websites.

o Insert pictures or other media items.

o Insert symbols into the text

o Paste text from Microsoft Word into the item.

If you prefer, you can use Microsoft Word to write the text that you want to use in the item and
paste it into the Rich Text Editor.

o Find and replace text in the item.

Note
The functionality that is available in the Rich Text Editor is controlled by your Sitecore system
administrator. If you need more functionality, ask your administrator to make it available to you.

Furthermore, you can also view the item in HTML format, if you have the necessary expertise and
feel comfortable editing the text in that format.

4. When you are finished editing the item in the Rich Text Editor, click Accept to save the changes
that you have made to the field.

5. To check the spelling, click the Review tab and, in the Proofing group, click Spelling to start the
spell checker. The spell checker runs through all the text fields in the item.

6. When you have finished editing the item, click Save to save the changes you have made to the
item and then click Edit to unlock the item so that other users can edit it if they need to.

Note
The spell checker only checks the current item. If you have edited several items, you must open them
individually and run the spell checker.

For more information about using the Rich Text Editor, see the section The Rich Text Editor.

4.2.2 Editing a Word Field in the Content Editor

You can also edit Word fields in the Content Editor.

Important
You must have Microsoft Word 2007 or later installed on your computer to edit Word fields in Sitecore.

Sitecore Word fields are only supported on Internet Explorer 7 or later.

If you are using Internet Explorer 8, the first time you access a Word field in Sitecore, you will receive an
error telling you that your security settings will not let you run ActiveX controls on the page.

For more information about how to configure Internet Explorer 8 to run this ActiveX control, see the
section, Configuring Word Fields.
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To edit a Word field:

1. Inthe Content Editor, open the item that you want to edit.

@ sitecore

Q, Search j W content Y <R
]
[} News

[£) veta pata
f Banner

99 Breadcrumb
[ Menu

(2] Page Title and Text

Title:
In the News

Show Editor -
Text:

Want to know what were doing these days? Want to know what the design press is saying about us? Here's the place to start!

SuggestFix + Edit Himl

You can also subscribe to our Office Core News RSS feed.

D Related Ttems

= i

“la

I

2. Click Edit to open a new window displaying the content of this field in Word.

a Sitecore -- Webpage Dialog @
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Home Insert Page Layout References Mailings Review View [~ 9
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‘Want to know what we're doing these days? Want to know what the design press is saying about us?
Here’s the place to start!

You can also subscribe to our Office Core News RSS feed.

W 0w A

4

Insertalink | | Insert Media

This window gives you access to all of the functionality in Word.

To insert a Sitecore link to another item on your website, click Insert Link.

To insert an image from the Media Library, click Insert Media.
To insert an image that is not in the Media Library, use the functionality i

You should upload any images that you want to use regularly to the Medi

6. When you are finished editing the Word field, click Accept to save your ¢
window.
To close the window without saving your changes, click Reject.

7. Inthe Content Editor, save your changes and unlock the item.

For more information about Word, see Microsoft’s documentation.

n Word.
alLibrary.

hanges and close the
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4.2.3 Working with Graphics

As a content editor, you may often have to change or edit the media items that are displayed on your
website.

Changing an Image in the Image Field

To change an image in the Image field:

1. Inthe Content Editor, locate the item that you want to edit in the content tree.

@ Content \ f&\ /'.,vgv
@ Services =A | [E ’51

© quicknfo @
(2 Meta Data £
f Banner

Banner Slogan:

Pmperh:s -/ Open Medha Libracy - Editimage -/ Clear - Refresh

BamTer Image:

/Imag /banr hitectureDigest

Dimensions: 980 x 102
Default Alternate Text: news”

2. Inthe Content pane, click Browse to open the Select Media dialog box. The Select Media

dialog box opens and displays all the items from the Media Library that is available for the image
field you have chosen.

Select Media e

A, Upload media All Image Files
Media

Alvideo files

Fies ¥ Enter your search criteria Q

Hyimages

Recently uploaded videos

Android Phone Android Phone_land. Android Tablet Android Tablet_land.. audio

l ]

Blackoerry document Feature Phone file HDTV
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'Il\'lr?éeitems are not listed in any particular order in the Select Media dialog box, so use the search
functionality or the pre-defined lists from the menu to find a particular item.
3. Inthe Media menu you can use the links to quickly get a complete list of:
o Allimage files
o All video files
o My images — this lists all the image files that have been updated by the current user.
o Recently uploaded images
o Recently uploaded videos

4. To filter the displayed media items according to specific metadata of the image, click the Filter
drop-down button and select the required filters. The number in parenthesis indicates how many
items are available for the filter.

Fiters A Q
Dimensions Media Type Updated

Huge (5) Audia (2) Today (1)

Large (112) Document (2) Yesterday (0)

Medium (3) Flash (1) Few days ago (0)

Small (15) Image (66) Last manth (0)

5. If you want to search for a specific item, enter a search word in the Search field.

If you want to navigate through the content tree to find the image that you want to use, click the
Tree View button = in the upper right corner of the Select Media dialog box. This displays the
Media Library in a content tree. To go back to list view click the List view button =

Select Media

.1, Upload media Media

4 &l yedia Library
» O Files
» U Images
4 JJ System

7. Select the image that you want to use, click Select Media, and the new image is inserted into the
image field.
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Uploading an Image

If the image you want to use is not available in the Media Library, you can easily make it available by
uploading it to the Media Library.

To add an image to the Media Library:

1.
2,

5.
6.

In the Content pane, click Browse to open the Select Media dialog box.

Click & Upload media to upload a new media item to the library.

Upload Media

m cancel

Drag and drop files here
or

Browse for media fies OBytes | Ofiles

To add the new media items to the Upload Media dialog box, you can:

o Click Browse for media files to navigate to the image that you want to add to the Media
Library.

o Drag and drop the images directly into the Upload Media dialog box.

Add as many media items to the Upload Media dialog box as you need and be sure to enter the
appropriate name, description, and alternate text for each new media item.

When all the necessary media items have been added, click Upload media.

When the upload is completed, click Back to go back to the Select Media dialog box.

The image is now uploaded to the Media Library and you can use it on your website.

Editing the Properties of an Image

After you have added an image to an item in the Content Editor, you can edit the properties of the image.
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To edit the properties of the image:
1. Inthe Content pane, scroll to the field containing the image.

'Ccnzent\cia\ / =0
@ Services =A | E ’51
O quick 1nfo
[2) Meta pata
«f Banner

& |E

aj

Banner Slogan:

Browse Open Media Library - Editimage '+ Cléar * Refresh
Imay

Banner
/Images/Banners/bannerNewsArchitectureDigest

Dimensions: 980 x 102
Default Alternate Text: "news”

2. Click Properties to open the Image Properties dialog box.

2 Sitecore - Webpage Dialog

= Image Properties
T Set the properties for the image here,

Text

Alternate Text: |

Default Alternate Text: News

Dimensions
Enter the dimensions of the image if they are different than the dimensions of the original. This
will only affect the reference and not the original image.

Width: Keep Aspect Ratio

Height:

Original Dimensions: 450 x 310

Space
Please provide the desired space to place around the image.

Harizontal Space:

Vertical Space:

In the Alternate Text field, enter the text that you want to appear in the tooltip for this image

In the Dimensions section, specify the dimensions that the image should be displayed in — if
they differ from the actual size of the image.

5. Inthe Space section, specify how much space should be placed around the image.

Editing an Image
You can use Sitecore to edit the image if you need to.
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To edit an image:
1. Scrall to the field that contains the image.

W content (B e / -8B~
@ Services =4 | EA | EA | EA @l
O qucknfo @
[2) Meta pata El
«f Banner =

Banner Slogan:

Browse - Properties * Open Media Library {Edit Image ) Clear - Refresh

Banner Image:
/Images/Banners/bannerNewsArchitectureDigest

Dimensions: 980 x 102
Default Alternate Text: "news”

2. Click Edit Image to open the image. If you use Windows XP, Sitecore opens the built-in Image

Editor. In the built-in Image Editor, you can crop, resize, flip, and rotate the image.

i | d o = | bannerNewsArchitectureDigest - Paint == ~
= X cut saral| [E gl NvoO-| & outine- | = EEEEE EEEE
e 284 Il S oK e | = QTTiT\ Sams ﬂ
- LEALY)  |le%eYely e | OO O

Clipboard Shapes Colors

10 980 x 102px Size: 21,1KB

If you use Windows 7 or Windows Vista, Sitecore opens the image using the default image editor

on your computer. You edit and save the image and then close the editor.

3. When you are finished editing the image, click Save and close the Image Editor to return to the

Content Editor.

All the changes that you make are applied to the version of the image that is stored in the Media

Library and not just the copy shown on your web page.
4. Inthe Content Editor, click Refresh to see the changes that you made.

5. If you want to remove the image, click Clear.
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4.3 Creating New Items in the Content Editor
There are several ways to create new items in the Content Editor.
You can:
e Create a new item
e Duplicate an existing item
e Copy an item to another location.
e Create an item based on a template.
In the Content Editor, when you insert a new item, it is generally created as a sub item of the current item.

However, you can also create a new item at the same level as the current item. You cannot create an
item that is at a higher level than the current item.

The following sections describe how to use the Sitecore ribbon to create, copy, move, duplicate, and
delete items. You can also access all of this functionality by right-clicking in the content tree.

Click £
ER
<}

GContent
=] Q sitecore Job-Oppc
= & Content m
= &) Home © Quick 1nf
) standard-Items (LILSI0
& = @ Abo
@ @ Insert /@& About Us Description |~
@am @, search @ Process Section
L ET €3 Partner Section .
@ ol copy [ 1nsert from Template |
f»’o D paste Created From: [unkr
N “ P iy, [ Ttem Owner:  giacy
& Servil
] case 38 Delete [Z) Meta Data
v ] & % News [T1] Rename Browser Title:
e Copyira  *©¥| Job opportunit;
=M — , fard
ortin
& 5 “ rtal T —
@ Al Ii,b Refresh escription
We’ve always

4.3.1 Creating a New Item

You can easily create a new item as a subitem of the current item.

Inserting a Subitem
To insert a new subitem:

1. Inthe Content Editor, locate the item for which you want to create a new subitem.
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2. Inthe Insert group, click one of the item types that is displayed, enter the name of the new item,

and click OK.
O = - ]
H ? &3 About Us Description {1 of 4) &
Save || Edit = &gprocess Section (2efd) =
Search 9| W conten
& [2] sitecare
_1 Al
= & Content
= ) Home 0 ouc
) standard-Items s
& =@ About-Us Tt
&3 Job-Opportunities —_—
8 Mission-and-Vision o]
83 Our-Values "
& our-Process Temp
2 Qur-partners Created F
8 Press-Lounge T

3. If the item type you want to insert is not displayed, click the scroll arrows in the Insert group to
find the type of item you want.

Alternatively, in the Insert group, click the drop-down arrow = and select the subitem from the
list that appears.

Navigate  Review  Analyze  Pub)

Insert a New Subitem.
& About Us Description
@ Process Section
&2 Partner Section

Insert a New Sibling.
i@ site Section

1 nsert from Template ;

N
L

4. Inthis drop down list, you can select a subitem or a sibling. A sibling is an item on the same level
as the current item.
To insert an item at the same level as the current item, in the Insert a New Sibling section, click
Site Section.

In this example, we add a new product category to the list. This new category is a subitem of an
item and can contain its own subitems.

5. Select the type of subitem that you want to create and a dialog box appears prompting you to
name the new item.

2| Sitecore -- Webpage Dialog ==

Enter the name of the new item:

Partner Program|
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6. Enter a name for the new item.

4.3.2

The new item is now added to your website.

Home: Navigate Review Anal

l I ’:’f D Partner Description

Save || Edit~ 0 Insert from Template
L

= \J sitecore
= a Content
= ) Home
= lj Standard-Items
& = @ AboutUs
82 Job-Opportunities
84 Mission-and-Vision
€2 Partner Program
83 our-Values
! xE" Qur-Process
# € Our-Partners
I | Press-Lounge

As you can see, the new item has been created as a subitem and has been automatically locked.

Every new item that you create is automatically locked and opened for you. You must unlock
them before other users are allowed to edit them.

Edit the new item. Scroll down through the fields and add an image, text, and so on.

When you have finished editing the item, you can add a new subitem to it.

Duplicating an Existing ltem

Sitecore lets you duplicate existing items.

To duplicate an existing item:

1.
2.

In the content tree, locate the item that you want to duplicate.

On the Home tab, in the Operations group, click Duplicate and a dialog box appears prompting
you to hame the new item.

Enter a name for the new item and it is added to the content tree.
The duplicated item is added at the same level as the original item. It also contains all of the
same text, images, and so on as the original item.

Edit the new item and enter the text, images, and so on that you want to be displayed in this item.
When you have finished editing the item, you can move it to another location if necessary.

Moving an Item

To move an item:

1.

In the content tree, locate the item that you want to move.
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2. Onthe Home tab, in the Operations group, click Move To.

2 Sitecore -- Webpage Dialog (=l
., Move Item To
) select the location where you want to move the item to,

Browse | Search
=} \j sitecore e
= & Content
= ) Home
i lJ Standard-Items
= & About-Us
83 10b-Opportunities
8 Mission-and-Vision
42 Partner Program
83 our-values
# (& Our-Process
# 4 Our-Partners
® &% press-Lounge
® @ Services
# 8 case-Studies
H ) News
# 3 Contact-Us
# [ Rss-Feeds
£ lJ Settings

+ % Layout

Name: /sitecore/content/Home/About-Us/Partner Program

Move Cancel

m

3. Inthe Move Item To dialog box, select the location that you want to move the item to. You can
navigate to the location in the content tree on the Browse tab or search for the location on the
Search tab.

4. Click Move to move the item to the new location.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.

4.3.3 Copying an Item to another Location

You can also create a hew item by copying an existing item to the location where you want the new item
to belong.

To copy an item to another location:

1. Inthe content tree, locate the item that you want to copy.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
this document are the property of Sitecore. Copyright © 2001-2013 Sitecore. All rights reserved.

Page 61 of 188



Sitecore CMS 7.1 Content Author's Reference and Cookbook @ S|teC0 re

2. Onthe Home tab, in the Operations group, click Copy To.

2| Sitecore -- Webpage Dialog (=3
j}‘ Copy Item To
_J Select the location where you want to copy the item to.

Browse | Search
=[] sitecore -
= a Content
= &) Home
£ LJStandard—Items
= @ Aboutds
83 1ob-Opportunities
83 Mission-and-Vision
42 partner Program
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& (2 Our-Process
= 4} Our-Partners
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# ] Case-Studies
g News
% Contact-Us o

m

Mame: /sitecore/content/Home/About-Us/Partner Program

Copy Cancel

3. Inthe Copy Item To dialog box, select the location that you want to copy the item to. You can
navigate to the location in the content tree on the Browse tab or search for the location on the
Search tab.

4. Click Copy and the item is copied to the specified location.

To rename the new item click Rename on the Home tab, in the Rename group.

2| Sitecare -- Webpage Dialog [==3a]
Enter a new name for the item:
oK Cancel

6. Enter the new name of the item and click OK.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.

Copying Multiple Items to another Location

If you want to copy multiple items to a specific place at the same time, you can use the search operations
in the Sitecore search engine.

For more information on how to use the search operations, see section Searching in Sitecore.

4.3.4 Creating an Item Based on a Template

If you have been given sufficient access rights, you can also create an item based on a template. You can
create a new item based on any template.

To create an item based on a template:
1. Inthe content tree, locate the item that you want to create a subitem for.
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2. Onthe Home tab, in the Insert group click the scroll arrow - and select Insert from Template.

The Insert From Template dialog box opens. The Search tab already contains a list of all the
available templates.

2] Sitecore -- Webpage Dialog =
Insert from Template
Select or search for the template you want to use. In the Item Name field, enter a name for the new item.

& Templates| 3c1715fe6a134fcf845fde308ba9741d

@

Your search has returned 48 results in 00.0552 seconds under the current item item

)

ermany (12)

Template: /Sample/Sample ftem

ttem Name: New Sample tem

You can either search for the template you want to base the item on, or click the Browse tab and
navigate to the item in the content tree.

For more information on how to optimize your search, see the section Searching in Sitecore.

3. IntheInsert from Template dialog box, select the template that you want to use to create the
new item.

In the ltem Name field, enter a name for the new item.
Click Insert, and the item is added to the content tree.

6. Now edit the item and save your changes.

Previewing Your Changes

When you have finished editing all the new items that you have created you might like to see how these
new items will look on your website.

To see a preview of your changes:
1. Click the Publish tab.
2. Inthe Publish group, click Preview to see how the item looks.

A new browser window opens displaying the current item. You can then browse the website to see all the
changes that have been made.

When you are satisfied with all the changes that you have made, unlock all the items that were locked to
make them available to other users.
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4.4 Deleting Items in the Content Editor

Content authors must inevitably delete content items from time to time. When you delete a content item,
you can delete the entire item including every version of the item and all of its subitems or just some
individual versions of the item.

4.4.1 Deleting an ltem

To delete an item from the website:
1. Inthe content tree, locate the item that you want to delete.
2. Onthe Home tab, in the Operations group, click Delete.

Alternatively, you can right-click the item in the content tree and click Delete in the shortcut menu
that appears.

The entire item is deleted from the website — every version of the item in every language is
deleted.

If you try to delete an item that contains subitems, a message appears informing you that the
section contains subitems and that these items will be deleted along with the main item.

Message from webpage (=)

2 Are you sure you want to delete "Case-Studies"?

"~ Thisitem has sub-items which will also be deleted if you delete this
item

If you want to save any of the subitems, click Cancel and then move the subitems to another part
of the website before you delete the parent item.

3. Click OK to delete the item and its subitems.

4.4.2 Deleting a Version of an Item

If you have created several different version of the same item, you can delete individual versions of the
item without deleting the entire item or any of its subitems.
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To delete a version of an item:

1. Inthe content tree, locate the item that has a version that you want to delete.
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2. In the right-hand pane, on the Content tab, click the language button =~ and select the language
version that you want to delete.

Click the Versions button 2 and select the version in this language that you want to delete.

On the Versions tab, in the Versions group, click Remove and this version is deleted from the
website and placed in the Recycle Bin.

4.4.3 Deleting Multiple Items

If you want to delete multiple items from Sitecore, it is recommended that you use the Sitecore search
interface. On the Search tab, you can search for the items that you would like to delete.

To search for and delete multiple items:
1. Inthe Search field, enter your search keyword.

Use the necessary facets or filters to narrow down your search to list only the items that you want
to delete.
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2. On the left of the search field, click the drop down button.

a !ﬂil @ b 4 Q
%5 My Recent Searches - List of your recent searches.
=¥ Recently Modified - List of recently modified items.
[y Recently Created - List of recently created items.
€ Recent Tabs - List of tabs you have opened recently.
“¥ Search Filters - List of available search filters.

8’. Search Operations - List of operations that you can perform on the results.

@ Add Tag & Copy to Datasource Query
ﬁ Search And Replace & Apply Security Rule
% Clone Results To % Copy Results To
g Delete Results %2 Move Results To
a Publish Items 2 Serialize Items

# Apply Campaigns Goals Events To Allitems & Apply Profile Score To All Items

=| Apply Presentation To All Items

3. Click Search Operations and then click Delete Results.

Warning
Once you click Delete Results, the result items are deleted without warning or confirmation.

For more information about using the Sitecore search functionality and the search operations, see the
section Searching in Sitecore.

4.4.4 Removing Items from the Recycle Bin

When you delete a content item from the content tree, it is moved to the Sitecore Recycle Bin. In the
Recycle Bin, you can permanently delete individual items or empty the bin completely.

To delete an item permanently, open the Recycle Bin, and in the Operations group, click Empty.

To delete individual content items, open the Recycle Bin, select the item that you want to delete and in
the Operations group, click Delete.

44,5 Restoring a Version of an Item

After you have deleted an item, you can also restore the entire item or some individual versions of the
item.
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To restore a version of an item:

@ sitecore

1. Inthe Content Editor, click the Sitecore start button in the lower left corner and then click

Recycle Bin.

T Recyde Bin

Restore || Delet=  Empt
Items || Operations

Drag

Name Original Location
Our Ambitions Jsitecore/content/Home/About-Us/Our Ambitions 04-09-2012 13:44:49 sitecore\admin
Cur History Jsitecore/content/Home/About-Us/Cur History 04-09-2012 13:44:43 sitecore\admin

2. Inthe Recycle Bin, in the Options group, select the Show Versions check box and the Recycle

Bin lists all the deleted versions of the current item.

@ Recyde Bin

b I3
Restore || Delete  Emp
Ttems || Operaf

D olumr

Name Griginal Location Date By

Our Ambitions. Jsitecore content/Home fAbout-Us/Our Ambitions 04-09-2012 13:44:48 sitecore\admin

Our History Jsitecore content/Home fAbout-Us/Our History 04-03-2012 13:44:43 sitecore\admin
L] |————[ [ n] Page 1of 1 2items)
Language Version Date By

en 1 04-09-2012 13:4443  sitecore'admin

en 2 04-09-2012 13:44:43  sitecore'admin

ja-P 1 0409-2012 13:4%48  sitecore'admin

ptER 1 0409-2012 13:4448  sitecore\admin

ptER 2 04-03-2012 13:44:43  sitecore'admin

zh-CN 1 0409-2012 13:4%4¢  sitecore'admin

3. Select the version of the item that you want to restore and then in the Items group, click Restore

and the item is restored in the content tree.
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4.5 Archiving

Sitecore also allows you to archive content that you do not want to display on your website. When you
archive an item, it is not deleted but instead, it is stored outside the content tree and can be restored at
any time.

The Sitecore archive functionality allows you to:
e Archive an entire content item — including its sub items.
e Archive individual versions of a content item.

e Specify a date and time when a content item or individual versions of a content item should be
archived automatically.

e Restore content items from the Archive.
e Restore individual versions of content items from the Archive.
When you archive a content item, it is removed from the content tree, but it remains on the published

website. Therefore you must republish the website to ensure that these changes are replicated on the
website.

45.1 Archiving and Restoring a Content Item
In Sitecore, you can archive a content item and then restore it again when you need it.
To archive a content item:

1. Inthe content tree, navigate to the item that you want to archive.

o Home  Navigate [ETNCRJl Analyze  Publish  Versions  Configure

N i X Edi
T o i T
Save || Speling Markup Validation Subscribe ~ || My Items Reminder = Archive ~

2 -]

Seaurity  View My Toobar

Archive

| Search ﬁ Content Mo archive date has been set. J% -
5 Btmaore 83 Our Ambitions i) archive rtem Now =2 EZ|E @‘] “a
=]
& covent g | Archive Version Mow - ]
= i) Home © quick 1 ° o
&
) standard-Ttems Quick Info Set Archive Date
= @ Abouts [ Meta Data
&3 Job-Opportunities ¢ Breadcrumb
33 Mission-and-Vision J Menu
@2 our Ambitions @ overview =
& our History )
- Overview Abstract:
@2 our-values

¥
m

@Our-PrDcass Office Core designs and constructs physical business environments that improve
workflow, reduce clutter, improve productivity, and actively contribute to a positive
2 Our-Partners company image and foster employes satisfaction.
& Press-Lounge
& services
] case-studies

2. Onthe Review tab, in the Schedule group, click Archive and then click Archive Item Now.

The content item is moved to the Archive.
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To restore a content item from the Archive:
1. Inthe Sitecore Desktop, click the Sitecore start button and then click All Applications, Archive.

F2 Archive

Restore || Delete  Empty || Refresh

Drag a column to this area to group by it.

Name Original Location Date By
Our History Jsitecore/content/Home /About-Us/Our Histary 04-09-2012 15:23:34 sitecore\admin
QOur Ambitions /sitecore/content/Home/About-Us/Our Ambitions 04-09-2012 15:18:59 sitecore\admin

Page 1of 1(2items)

2. Inthe Archive, select the content item that you want to restore.
3. Inthe Iltems group, click Restore and the content item is restored in the content tree.

You can only restore one item at a time.

45.2 Archiving and Restoring a Version of a Content Item
In Sitecore, you can archive and restore individual versions of content items.
To archive a version of a content item:

1. Inthe content tree, navigate to the item that you want to archive.

2. In the right hand pane, on the Content tab, click the Language button =~ if you want to archive
a version in a particular language.
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3. Click the Version button 2 and select the version that you want to archive.

(¢]

H Review ublist v Configure Presentation Security e M

Versions ay
'?7 @ by 3 Click Edit tolock and edit this item. | 2] Edit @ @
Speling Markup Validation Subscribe ~ Reminder ~  Archive =
Proofing Workflo chedu e
Q -

Mo archive date has been set.

v
4
i}
4

& [2] sitecore m Our Ambitions ) | Archive Item Now =4 | =4 | = 'al nl
= ?;nmt @ | Archive Version Now = o

rgms;nda,d_lm @ quick Info i@ | set Archive Date

= @ aboutus [ Meta Data
&3 Job-Opportunities 9 Breadcrumb
&2 mission-and-Vision ) Menu
&3 Our Ambitions D overview =
&2 Our History P
& our-Values

B
m

@Duri’m(ass Qffice Core designs and constructs physical business environments that improve
workflow, reduce clutter, improve productivity, and actively contribute to a pasitive
&2 Our-Partners company image and foster emplovee satisfaction.
&2 press-Lounge
@ services
£ Case-Studies

4. On the Review tab, in the Schedule group, click Archive and then click Archive Version Now
and this version of the current item is moved to the Archive.

To restore a version from the Archive:
1. Inthe Sitecore Desktop, click the Sitecore start button and then click All Applications, Archive.
2. Inthe Archive, in the Options group, select the Show Versions check box.

3. Select the content item that contains the version that you want to restore and all the archived
versions of this content item are displayed in the lower pane.

"2 Archive

Name Original Location Date By
Our History Jsitecore fcontent/Home /About-Us/Our History 04-09-2012 15:23:34 sitecore\admin
Our Ambitions. Jsitecore/content/Home fAbout-Us/Our Ambitions. 04-09-2012 15:18:59 sitecore\admin
s | ————— [t 1] Poge 1071 21teme)
Language Version Date By
en 1 04092012 15:18:58 sitecoreladmin
en H 04-09-2012 15:18:58 sitecoreladmin

1 0409-201215:18:58  sitecoreladmin

1 04-09-2012 15:18:58 sitecoreladmin

2 0409-201215:18:58  sitecoreladmin

1 04-09-2012 15:18:58 sitecoreladmin

4. Select the version that you want to restore and in the Items group, click Restore and this version
of the content item is restored in the content tree.

You can select and restore as many versions of the same item as you want. However, you can
only select one item and restore versions of that one item at a time.
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45.3 Automatically Archiving a Content Item

@ sitecore

You can also specify a date and time for when a content item should be archived automatically.

To specify when a content item should be archived:

1. Open the Content Editor, and in the Content Tree, locate the item that you want to archive.

2. Onthe Review tab, in the Schedule group, click Archive and then click Set Archive Date.

2| Sitecare -- Webpage Dialog
s Archive Date and Time.
:ix.g

Archive Item
Date and time
v

Archive Version
Language Version Date
en 1
en
en
ja-IP
pt-BR
pt-BR
zh-n

zh-CN

N L T T I X1

zh-CN

Clear all

B EH E EEE R E

2 B EEE R R EE

=)

v} Select the date and time when the current item will be archived.

oK Cancel

3. Inthe Archive Date and Time dialog box, in the Archive Item section, you specify the date and

time when you want to archive the entire item.

4. Inthe Archive Version section, you specify when you want to archive individual versions of the

current item.

The content item or the versions you select are archived on the date and time that you specify.

When you set a date and time, it is important to remember that:
o If you only specify a date, the item is archived at 12:00 midnight on that date.

o If you only specify a time, the item is archived at that time on the current date.

o If you specify a date or a time that is in the past, the item is archived the next time that

Sitecore checks if there are any items that should be archived.
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4.6 Cloning Items

Sitecore lets you create clones of items and branches of items. Clones are not just copies of the original
item. The fields in clone items are updated when the corresponding fields in the original item are updated.

Cloning items is as a way of centralizing content items. It is a very useful way to place your items
throughout the content tree, and then have the content controlled from one central location in the content
tree. For example, when you have multiple sites in Sitecore — each for a different country, you can create
a master site that contains the common content items for all the sites. Then for every country site, you
create a clone of the master site, which means that when you update an item in the master site it is then
automatically updated in all the country sites as well.

This section describes how to use the item cloning functionality. In this document, the item that is being
cloned is called the original item.

4.6.1 Creating a Clone of an Iltem

This section describes how to create a clone of an item.

To create a clone of an item:
1. Inthe content tree, select the item that you want to clone.
2. Onthe Configure tab, in the Clones group, click Clone.

o Home  Navigate  Review  Analyze  Publish  Versons [T e
{3 1con - =] Editors TR, Contextual Tab ) || =4 Assin [Z] change

@ Hep 4§ TreeNode Style [l ContextMenu . __ = || &) Resst |24 Edit
ppearanc: L emplats

reate a clone of this item.

3. Inthe Clone Item dialog box, select the location where you want to store the clone. You can
navigate to the location in the content tree on the Browse tab or search for the location on the
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Search tab.

2 Sitecore -- Webpage Dialog (=3l
ﬁl Clone Ttem
12/ select the location where you want to store the done.

Browse | Search
= [ sitecore
=l aContent
= ¥ Home
® {J Standard-Ttems
# @ About-Us
© € Services
# [ Case-Studies
® W) News
® 3 Contact-Us
® [ Rss-Feeds
# ] Settings
B Layout
(] Media Library
0 system
E] Templates

Name: /sitecore/content/Home/About-Us

Clone Cancel

4. Click Clone.
Sitecore creates a clone item that is exactly the same as the original item.

If you select the clone item, you notice that the field titles have the [original value] text added.
This means that these values match the corresponding values in the original item.

[ @, ~ ]| @ content
= [ sitecore O ouick Info
g Sgnlent 3 Breadcrumb
= € Home
@ ) Standard-Ttems Drren =
B @ products [5) Page Title and Text
= & Original Products TR'@
'@ Red Laptop Red Laptop
= & Cloned Products
@ Red Laptop show Editor_+ Suggest Fix * Edit Html
@ o Home-Products T

@ o Office-Products A very cool 1 top.

If you select the original item and edit the Title field, Sitecore changes the same field in the clone item
accordingly. You can create multiple clones of the same item.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.

Cloning multiple items

With the Sitecore search functionality, you are able to clone multiple items at the same time and place the
clones in a specific location in the content tree. This can be done using the search operations in Sitecore
search.

To clone multiple items using the search operations:
1. Click anitem in the content tree from where you want to search for the items you want to clone.

2. In the editing pane click the Search tab.
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3. Inthe Search field, enter your search keyword and press ENTER. Use the necessary facets or
filters to narrow down your search to list only the items you want to clone.

Click the drop-down arrow to the left of the search field.

Click Search Operations and then click Clone Results To.

a !:LJI © x Q ‘
<% My Recent Searches - List of your recent searches.
=¥ Recently Modified - List of recently modified items.
[ Recently Created - List of recently created items.
€ Recent Tabs - List of tabs you have opened recently.
¥ Search Filters - List of available search filters.
& Search Operations - List of operations that you can perform on the results.
@ Add Tag @ Copy to Datasource Query
&% Search And Replace & Apply Security Rule
¥ Clone Results To % Copy Results To
) Delete Results s Move Results To
@ publish Items s Serialize Items
5 Apply Campaigns Goals Events To Allltems & Apply Profile Score To All Ttems
=| Apply Presentation To All Items

6. The Clone Item dialog box opens, asking you to select the location in the content tree where you
would like to clone all the search result items to.

2| Sitecore -- Webpage Dialog ==
\ Clone Item
L_J Select the location where you want to store the done.

Browse | Search

&[] sitecore
= & Content
= ) Home
) standard-Ttems
{ Abouts
& Services
1 case-studies
o) News
] Contact-Us
[ ResFeeds
i) Settings
B Layout
(&) Media Library
2 system
[E] Templates

ame: /sitecore/content/Home/About-Us

Clone Cancel

7. To select the location, on the Browse tab, navigate through the content tree or on the Search tab
to search for it.

For more information about using the Sitecore search functionality and how to clone multiple items, see
the section Searching in Sitecore.
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4.6.2 How Clones and Original Items Interact

@ sitecore

When you create a clone, Sitecore establishes a connection between the clone and the original item.
When you edit the fields of the original item, Sitecore updates the corresponding fields in its clones. If you
edit a field in a clone item, and then edit the same field in the original item, a conflict occurs and Sitecore

asks you how you want to resolve this conflict.

This section describes some common use cases that demonstrate how clones and original items interact.

In these examples, we will work with an original item called Laptop and its clone. In this screenshot, the

clone is selected.

[Search @, ~] = |[ Wcontent

Now let’s see how cloning works.
1. Edit afield in the original item and save it.

B[] sitecore &) Quick Info
= & Content 39 Breadcrumb
B ) Home = ||| ED Menu
J standard-items [E) Page Title and Text
& @ products | :
=" % Original Products B I't Et
@ Laptop aptop
& &) Cloned Products
3 Laptop Show Editor * Suggest Fix * Edit Html
% Home-Products UZE e e
A very cool laptop.

& Office-Products
& Vacation-Products

‘:'i} ch Q ‘l_: GCuntEnt
& [ sitecore & Quick Info
= & Content @ Breadcrumb
= G Hone || D mem
J standard-Ttems (5] Page Title and Text
= @ products
= & Original Products =
.\@ Laptop - Green Laptop
= & Cloned Products
@ Laptop Show Editor * SuggestFix * Edit Html
& Home-Products JLExE]
2, Office Products A very cool laptop.
& vacation-Products

Sitecore updates this field in all the clones of this item.

3 Laptop

= Cloned Products
£ Home Products
& Office-Products
& vacation-Products

[search @, ~] ~|[ Wcontent
B[] sitecore &) Quick Info
B & Content 9 Breadcrumb
= ) Home = [ Menu
() Standard Ttems [Z) Page Title and Text
& @ products
5 & Original Products Eclan el
Green Laptop

Show Editor * Suggest Fix - Edit Html
Text [original value]z
A very cool laptop.

Notice the [original value] text on the right side of the field title.
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2. Edit afield in the clone and save it. The [original value] text disappears from the title.
[Search 2, ~] ~|[ Wcontent

B [ sitecare ) Quick Info
S & Content 3 Breadcrumb
& ) Home = ||| O Menu
) Standard-ttems ) Page Title and Text

= @ Products
Title:
& & original Products R s Lapt
@ Laptop uper Laptop
= ) Cloned Products

3 Laptop Show Editor - Suggest Fix * Edt Himl

&) Home-Products Tesct [original value]:
&) Office-Products A very cool laptop.

& Vacation-Products

The original item has not changed.

3. Edit the same field in the original item.

‘;f_: ch Q v|; ﬁcanhent
=[] sitecore & Quick Info
= F) Content 39 Breadcrumb
= ) Home (|| D menu

) standard-Ttems [£) Page Title and Text

= &8 Products
5 ) Original Products e
= loned Products

@ Laptop Show Editor * Suggest Fix - Edit Html

& Home-Products Text:
B office-Products Avery cool laptop.
& Vacation-Products

4. Select the clone. In the Content tab, Sitecore displays a message telling you that a field in the
original item has been changed and gives you a humber of options.

(search @~ ]~ [ contert 7 B 1
= [ sitecore T o
Lapto A
S & content (@ Lantor g
& € Home /i Afield in the original item has been changed.
) Standerd-Ttems ‘The Title field in the original Laptop item has been changed. Do you want.
= 138 Products = to accept the change?
= & original Products * Review the original item.
L apta * Accept the change.
* Reject the change.
= 8 Cloned Products
@ Laptop 0 Quick Info
& el
& Office-Froducts D ttenu
& vacation Prodicts (2] Page Title and Text 2
8 services
'@ References Title:
& News Super Laptop
] People - =

You can:
o Review the original item

Sitecore selects the original item and you can review the changes.
o Accept the change

Sitecore copies the values from the fields in the original item to the corresponding fields in the
clone item. The [original value] text appears next to the field titles.

o Reject the change
Sitecore keeps the existing field value in the clone item and hides the message.
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4.6.3 Cloning and Child Items

If you create child items under the original item, Sitecore helps you decide whether or not you want to
create clones of these subitems.

To see how it works, let’s consider the following scenario:

1. Select the original item and create a child item.

| -]
= D sitecore
= & Content
= ¥ Home
= '-lj Standard-Items
= @ Products
= & original Products
= {3 Laptop
[5] Child Ttem
= & Cloned Products
@ Laptop
# $ Home-Products

i

2. Select the clone item.

| @ | + || @ content
= D sitecore L.
apto
= & Content :@ ptop
= € riome /&, Anew subitem has been created.

# () standard-Items A new subitem has been created under the original item.
= @ Products Would you like to:

= & Original Products o Review the new subitem.

5 @ Lapto L * Create a done of the new subitem.
ptop 3 # Do not create a done of the new subitem,
[5]) chid tem
N
=% Cloned Producs [ @ Quick Info
@ Laptop @9 Breadcrumb
& 8y Home-Products M tenu
®
& Offce Products [£) Page Title and Text

= 5 Vacation-Products
# f services Title
# @ References Red Laptop

In the Content tab, Sitecore displays a message telling you that a new subitem has been created
under the original item.

The options are:
o Review the new subitem
If you click this option, Sitecore selects the new subitem and you can review it.
o Create a clone of the new subitem
If you click this option, Sitecore creates a clone of the new subitem.
o Do not create a clone of the new subitem

If you click this option, Sitecore does not create a clone of the new subitem and it hides the
message.

4.6.4 Cloning and Versioning

When you create a clone of an item that has multiple versions, only the latest version is copied to the
clone. For example, if you clone an item that has three versions, the clone will have one version
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@ sitecore

corresponding to version 3 of the original item. If you select the original item and edit version 2, the clone
will not reflect those changes because it is connected to version 3.

If you select the clone and add a new version, the new version is connected to the same version of the
original item as the previous version of the clone.

The following examples provide more details on how cloning works.

Adding a New Version to the Original ltem

This section describes what happens when you add a new version to the original item.

1. Add a new version to the original item.

2. Select the clone item. Sitecore displays a message telling you that a new version of the original
item has been created.

Q,

=[5 sitecore
= &Content
= ) Home
# ) Standard-Items
= ﬁPruducrs
= & original Products
= filamnn
[ Child Ttem
= & Cloned Products
# @ Laptop

= 5 Home-Products

The options are:

o

W Content [S3d-=Rd
{i Laptop
/1 Anew version of the original item has been created.
A new version (4) of the original item has been created. Do you want to update this done to the new version?

# Review the new version.

» Update to new version,

« Do notupdate to the new version.
0 Quick Info |

_ ||| 92 Breadcrumb o

[ Menu +
o — P—

Review the new version

If you click this option, Sitecore selects the original item.

Update to new version

2~
la

m

If you click this option, Sitecore copies the new version of the original item and adds it to the

clone.

Do not update to the new version

If you click this option, Sitecore does not copy the new version and hides the message.

Removing a Version of the Original Item

This section describes what happens if you remove the version of the original item that is connected to

the clones.

1. Select the original item.

2. Select the version that is connected to clones.

3. Onthe Versions tab, in the Versions group, click Remove.
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Sitecore displays the message telling you that this version of the item has a clone.

Message from webpage ==

@) This version of the item has a clone.
- master:/sitecore/content/Home/Products/Cloned Products/Laptop
(language: en; version 3}
¥ you remove this version, the cloned version is not changed.

Do you want to remove this version?

If you click OK, Sitecore removes this version from the original item and unclones all the clone
versions that were connected to this version of the original item.

Viewing Clones in the Search Results

In the search results, a clone is represented with an indent and it is displayed at the end of the search
results. Furthermore, the item has the Go To Item Source quick action assigned to it by default. This is a
shortcut to the original item.

Alliance-with-Sheldon-Designs
Template: News Article Location: News

-
V Version: 1 Created: 2009-06-15 By: sitecore\admin Language: en

@ Translate(ja-IP) en

office-Core-in-Top-5
Template: News Article Location: Home

0 Version: 1 Created: 2013-03-15 By: sitecore\admin Language: n

@ Go To Item Source [B Translate(ja-JP) en

4.6.5 Uncloning an Item

If you no longer want to have a connection between the original item and the clone, you can unclone the
clone item.

To unclone a clone item:

1. Select the clone.
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2. Onthe Configure tab, in the Clones group, click Unclone.

o Home  Navigate Analyze  Publish Cnnﬁgur

{3 1con -~ Z] Editors. R Contextual Tab @ &
@) Help 44 TreeNode Style B ContextMenu || clone | Undane
Apoara Clone

Ses Q@ ~ | ~ || G content
&[5 sitecore "
Lapto
= & Content @ ptop
= € Home © quick Info
i) standard Items 99 Brend =
= @ Products reaccrum
= ) original Products MMenu
@ Laptop (] Page Title and Text
{3 Phone Title alue]:
= & Cloned Products Red Laptop v3
'@ Laptop E
= Fome Froducts Show Editor + Suggest Fix + Edit Himl
# & Office-Products Text oo i

Sitecore leaves all the fields in the clone as they are and removes the connection between the
clone and the original item. The clone becomes a normal item.

4.6.6 Deleting an Original Item

If you try to delete an item that has clones, Sitecore displays a message.

Message from webpage @

‘-"_"I The item you are deleting has 2 clones.
- master./sitecore/content/Home/Products/Cloned Products/Laptop
(language: en; version 1)
- master:/sitecore/content/Home/Products/Cloned
Products/Laptop/Child Item (language: en; version 1)

If you delete this item, the clones become real items.

Do you want to delete this item?

OK ] [ Cancel

In the message, Sitecore lists all the clones of the current item and the clones of its child items. If you
click OK and delete the item, the clones keep their current field values and become normal items.

When you delete an original item, all its clones are uncloned.

4.6.7 Cloning and Workflows

If you clone an item that is in a workflow, the workflow and the Workflow state properties are copied to the
clone item. After the workflow fields are copied, the workflow properties of the clone and the workflow
properties of the original items are not connected any more. If you change the workflow state of the
original item, the workflow state of the clone is not changed.
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4.6.8 The _Source Field

Each version of a clone is connected to a version of the original item. This is defined in the Advanced
section inthe __Source field.

e

=[] sitecore
& & Content
= &) Home

i) Standard-Ttems
= @ products
= & Original Products
= @ Laptop

= & Cloned Products
@ Laptop
& Home-Products
& Office-Products
& vacation-Products
3 services
‘@ References

[ child ttem

1

@ Content [ %4 -k |£[

@ Advanced =

__Source:
sitecore://master/{7ECB1FC2-911C-47C2-B439-81B81509DF2D}?lang=en&ver=3 ]

__ Standard values [shared, original valuel:

Profiles - Goals - Attributes
Tracking [shared]:

Sitecore Analytics is not enabled,

To view this section, in the View tab, select the Standard Fields check box.

@ sitecore
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4.7 Setting Reminders

@ sitecore

In Sitecore, you can send e-mail notifications to multiple users at a specified point in time in the future.
This feature is particularly useful if you have time sensitive content on your website. For example, if your
website contains a special offer that runs out on a certain time and date, you can use the Sitecore
reminder feature to send yourself or others a reminder to remove the offer from the website at the

appropriate time.

To set a reminder:

1. In Sitecore Content Editor, on the Review tab, in the Schedule group, click Reminder. In the list

of options that opens, select Set Reminder.

Configure  Presentation

@~ |[| W content \§

Securty  View My Toolbar

u Versons
- 1
| Cick Edt to lock and edt ths tem. |\ EdR R @ ‘
Reminder ~ Archive ~ |

Workfiow v I

——

&) Cear Reminder

The Set Reminder Wizard opens.

| Sitecore - Webpage Dialog 53 |

Welcome to the Set Reminder
Wizard.

This wizard heips you:

© Enter atext for the reminder.
@ Select a date and time for the reminder.
® Specfy who should receive the reminder.

Awiays skp the first page of wezards

Next> || cance

) Home @ _seromnia )
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2. Inthe Set Reminder Wizard, on the Welcome to the Set Reminder Wizard page, click Next,
and the Reminder Text dialog box opens.

@ Sitecore -- Webpage Dialog &3
Reminder Text.
Enter the text for the reminder. Clck Next to contiue.
Reminder text:
= Back Next > Cancel

3. Inthe Reminder Text dialog box, in the Reminder text field, enter the text that you want to be
sent to recipients as a reminder, and then click Next. The Date and Recipients dialog box

opens.

@ Sitecore -- Webpage Dialog &3

Date and Recipients.
Select the date and tme when the reminder vl be sent. Enter the e-mal addresses of the ‘
recients. Clck Next to set the reminder.

Date: 11/22/2012 ¥ B:00PM

REOPeNtS:  personl@cempany . com
person2@company . con

You can seperate recipients vith a semicoion, e.g.
person] @company.com; person2@company.com

4. Inthe Date and Recipients dialog box, in the Date fields, enter the date and time when the
reminder e-mail must be sent. In the Recipients field, enter e-mail addresses of the recipients,

and then click Set.

5. On the last page of the Set Reminder Wizard, click Finish and the reminder is configured.
You can verify when the reminder that you created is going to be sent to recipients. To do this, on the
Review tab, in the Schedule group, click Reminder. The reminder details are displayed above the Set
Reminder option.

B

Reminder - Archive - ‘
Reminder

@mmﬁ wil be sent Thursday, November 22, 2012 8:00 PM

B Set Reminder
1] Clear Reminder
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To clear the reminder you configured, on the Review tab, in the Schedule group, click Reminder, and
then click Clear Reminder.

Note
Currently, you can only configure one reminder. If you already have one reminder, and want to set
another reminder, you overwrite the earlier reminder.
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The Rich Text Editor

The Rich Text Editor is the word processing tool that Sitecore uses. This chapter explains
some of the functionality that it contains. The topics described in this chapter include
inserting, removing, and managing links.

This chapter contains the following section:

e Using the Rich Text Editor
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5.1 Using the Rich Text Editor

When you are editing a rich text field in the Page Editor or Content Editor, you use the Rich Text Editor.
This is a standard word processing tool, but in Sitecore, we have removed most of the formatting
functionality because the format of the items that content authors create and edit is determined by the
style sheets and templates that have been implemented for your website.

5.1.1 Editing Text

To open the Rich Text Editor, place the cursor in a rich text field and Sitecore opens a floating menu, from

where you click the Edit Text icon ='. The Rich Text Editor opens displaying the text from the field you
clicked.

s
[bu 4| &% Ca S ‘0 2E88 3 - %E 005 08
FEae % x A-- = HEER 5T 0
Apply €55 Cl.. | Paragraph St.. - FontNeme - size~| Custom Links -|Zoom -

seating must be comfortable and attractive.

Smart Chairs

ith intuitive adjustments, a slim silhouette and broad color and finish palette, choice sets the standard fi
ergonomics and innovative design. The advanced control automatically adjusts to the weight of the body,
providing personalized and effortless ergonomic support.
Sustainable

At Office Core we use equipment rated Sustainable Silver or higher under the SMART Consensus Sustain:
Product Standard, this exemplifies our steadfast commitment to the environment.

/" Design | <% HTML
Accept Reject

You can now edit the text and use the functionality that is available.

Pasting Content from Word

As a content author, you might feel more comfortable writing your content in Microsoft Word. When you
have written the text, you can paste it from Word and into the Rich Text Editor. Note that all the
information about fonts, sizes, formatting, and so on, is removed once the text is pasted into the Rich Text
Editor.

To paste content from Microsoft Word:

1. Select and copy all the text in Microsoft Word that you want to paste into a rich text field in
Sitecore.

2. In Sitecore, place your cursor in the rich text field item that you want to edit and click Edit Text
to open the Rich Text Editor.

3. Click the Paste Word button “ and the text is pasted into the Rich Text Editor.

5.1.2 Inserting an Internal Link
An internal link is a link to another item on your website.
To add an internal link:

1. Inthe Rich Text Editor, select the image or text that you want to make into a link.
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2. Click the Insert Sitecore Link button <2.

Insert a Link
Select the item or media that you want to create a link to.

Internal Link | Media Items || Search
5 [ stecore
= & content
= &) Home
® J Standard-Items
& @ About-us
@ services
) Case-Studies
8 News
7] Contact-Us
# [ RrssFeeds
() Settings
Btayout
58] Media Library
B syst=m
E] remplates

3. IntheInsert a Link dialog box, you can select the item that you want to create a link to:
o By navigating the content tree on the Internal Link tab.
o By navigating the content tree on the Media Items tab if the item is a media item.

o By searching for the item on the Search tab. This can be useful if for example the item is a
hidden item in an item bucket. For more information on item buckets, see the section Iltem
Buckets.

4. Click Link to create the link.

5.1.3 Inserting an External Link
An external link is a link to another website.
To insert an external link:
1. Inthe Rich Text Editor, select the image or text that you want to be a link.

2. Click the Insert Link button .

Hyperlink Manager a

ST SEr T SR
J Hyperlink ' Anchor \ E-mail

URL [http:// | =9

Link Text |‘WDr|(p|E(E5
Target | Nane
Existing Ancher | None |z|

Tooltip |

C55 Class | Apply Class  ~
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3. Inthe Hyperlink Manager dialog box, enter the information about the website that you want to

link to.
Field Value
URL Enter the URL of the website.

Document Manager ﬂ

Opens the Document Manager dialog box from
where you can choose the media item to link to.

Link Text

Enter or edit the link text.

Target

Specify the window in which the link should open.

Existing Anchor

Select an existing anchor. For more information on
anchors see the following sections

5.1.4

Tooltip Enter a tool tip that is displayed when you move the
mouse over the link.
CSS Class Specify the style sheet that the link should use.

Managing Hyperlinks

You can also use the Hyperlink Manager dialog box to edit existing links, create anchors, and create e-
mail links.

Creating an Anchor

An anchor is an HTML code that is used to create a link to another page or to a particular section within a

page.

To create an anchor:

1. Inthe Rich Text Editor, select the image or text that you want to be an anchor.
2. Click the Insert Link button®.
3. Inthe Hyperlink Manager dialog box, click the Anchor tab.
[=] Hyperlink Manager
Hyperlink Anchor \ E-mail
Mame | My Ancher
oK Cancel
4. Inthe Name field, enter the name of the anchor.
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5. You can now create a link to this anchor by selecting it in the Hyperlink Manager dialog box.

Hyperlink Manager (]

J Hyperlink ' Ancher N Eemail

URL [ #My Anchor || 2§

Link Text [ Provide ]

Target INDHE j
Existing Ancher |[v1y Anchor j
Teoltip [ ]

C55 Class | Apply Class

OK | | Cancel

Creating e-mail links

You can also use the Hyperlink Manager to create e-mail links. An e-mail link opens a new mail in the
program that you use to send e-mail, for example, Microsoft Outlook. The e-mail will be sent to the e-mail
address specified in the e-mail link.

To create an e-mail link:
1. Inthe Rich Text Editor, select the image or text that you want to be the link.
2. Click the Insert Link button .
3. Inthe Hyperlink Manager dialog box, click the E-mail tab.

Hyperlink Manager a

Hyperlink A Anchor E-mail

Address | mail@sitecore.net )

Link Text | Contact us ]

Subject [ ]

85 Class | Apply Class ~

oK | | Cancel

4. Inthe Address field, enter the e-mail address that the mail should be sent to.

5. Inthe Subject field, enter the text that you want to appear in the subject field in the e-mail.

5.1.5 Removing aLink

To remove a link, in the Rich Text Editor, select the link and click the Unlink button &. The link is
removed and the text becomes ordinary text.

Note
You can use the Hyperlink Manager to edit any links that exist on your website.
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ltem Buckets

In the Sitecore Content Editor, you can see that all of your content items are stored in the
content tree. As your website grows and you create more items, the size of the content
tree grows. If you have a website that markets or sells innumerable products or uses an
ever increasing number of media files, the content tree will grow continually. As the
content tree grows, it gets more difficult to locate individual content items and
performance can decrease.

Item buckets is a system that lets you store an unlimited amount of content items in one
container that you can then search in to find specific content items. Item buckets is
primarily targeted at storing content that does not need to be stored in a hierarchy.

This chapter contains the following sections:

e Fundamental Concepts

o Working with Item Buckets
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6.1 Fundamental Concepts

This section explains some of the basic concepts used in item buckets.

6.1.1 Item Bucket

An item bucket is a repository in the content tree that can store other content items. The difference
between an item bucket and a regular container in the content tree is that an item bucket can store a
theoretically unlimited amount of items without displaying them in the content tree.

The items in an item bucket are hidden in the content tree by default, which is why you cannot use the
content tree to navigate and select these items. Instead, you can search for and open items that are
stored in an item bucket via the Sitecore search engine.

The parent to child relationship between the content items in an item bucket is completely removed and
the items are automatically organized in a folder structure. By default, the items are organized according
to the date and time when they were created. However, you can configure your Sitecore solution to
organize the bucketed items differently, for example by their globally unique identifier (GUID).

To get an overview of the containers that are item buckets in the Content Editor, you can right-click the
Quick Action Bar to the left of the content tree and select Item Buckets. An icon is now displayed beside
each item bucket in the content tree. Additionally, if you expand an item bucket in the content tree you will
also see a visible cue, that the container is an item bucket. If the items in an item bucket are hidden, a
small naotification tells you that there are hidden items in the container.

= |_1'| sitecore
=l SCnment
= ) Home
= lJStandard-Ihems
= d About-Us
* € Services
I test
[ test
# 4 case-Studies
= 8 MNews
1% There are hidden items in this container,
= 3 contact-Us
H By RSSFeeds

When you need to work with a specific item placed in an item bucket, you need to search for it and open it
from the list of search results. The advanced Sitecore search functionality allows you to search among all
items in Sitecore using, for example, free text, search filters, or facets that makes it easier for you to find
exactly what you need.

For more information about using the search functionality, see the section Searching in Sitecore.

Why Use a Bucket?

An item bucket addresses the problem of managing large numbers of items within the content tree,
retrieving them, and working with them in a speedy and efficient manner.

Using item bucket has many advantages, including:

o All the content items are automatically organized in an item bucket in a logical format, so that the
performance of the search engine increases.
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e A single item bucket can contain millions of content items without slowing down the Ul or
congesting the content tree.

e You can have as many buckets as you want. This is useful if you want to split up your buckets
into logical containers for example one for products and one for articles.

To decide if you should turn an item into an item bucket, and in-turn, hide all its descendants, you must
ask yourself if you care about the structure of the data that is stored in the item bucket.

For example, if you have items within the content tree that contains a large number of sub items such as
products, media, or tags, it may be an advantage to turn these items into item buckets and thereby
remove the need for hierarchically managing the content. Note that a connection between two or more
items does not necessarily need to be hierarchically.

6.1.2 ltems in an Item Bucket
An item bucket can contain both normal content items and bucketable content items.

e Normal content items stored in item buckets are visible in the content tree and maintain their
parent child relationship. A normal content item is based on a template that doesn’t support item
buckets.

e Bucketable items are hidden in the content tree and do not maintain their parent child
relationship. A bucketable item is based on a template that supports item buckets.

Note
In an item bucket, we do not recommend using both non-bucketable and bucketable items. This can
introduce unnecessary complexities for the developers.

Viewing Hidden Items

If you need to view the bucketable items that are hidden in the item bucket, in the Content Editor, on the
View tab, in the View group, select the Buckets check box.

However, we recommend that you clear the Buckets check box when working with item buckets. This will
prevent the system from unnecessarily loading all the items in the content tree and slowing down
performance. Remember that you can still work with the hidden content items by searching for them on
the Search tab that is available for every item bucket.

6.1.3  Searching in Item Buckets

Once you start using item buckets, you will soon have buckets that contain hundreds if not thousands of
hidden content items. This underlines the need for a search functionality that can help you to find specific
content items that you need to edit. To this end, Sitecore has implemented a new search interface.
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When you convert a content item into an item bucket, the item opens on the Search tab in the editing
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On the Search tab you can search through all the items in an item bucket, whether they are hidden items
or normal content items. Sitecore offers a wide range of search filters, search operations, and facets that

can help you to quickly find the content item you are looking for.

For more information about the search functionality, see the section Searching in Sitecore.
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6.2 Working with Item Buckets

This section describes how to work with item buckets. You can create an item bucket from any item,
whether it is a new content item or an existing content item that you convert into an item bucket.

Content items that are stored in item buckets are just like any other content items — you can create, edit,
and delete them.

When you convert a content item that already exists into an item bucket, the item bucket organizes and
hides all its descendants if they are based on templates that are bucketable or if the item itself is set as
bucketable. Depending on how many items it contains, it can take a considerable amount of time to
organize the items after converting the item into an item bucket. A progress bar appears displaying a
running tally of the items being processed. During the bucketing process it is possible to cancel the
construction of the item bucket, in case you regret before the organizing of the items are complete.

Note
On a standard desktop PC we estimate that organizing 1000 items into an item bucket takes
approximately 5-10 minutes.

6.2.1 Creating an Item Bucket
You can create an item bucket from a new content item or convert an existing item into an item bucket.
To create an item bucket:

1. Inthe Content Editor, in the content tree, create a content item, for example a folder, and give it
a suitable name.

Alternatively, select an existing content item.
In the content tree, select the content item and then on the Home tab, click Edit to lock the item.

Click the Configure tab and then in the Buckets group, click Bucket to convert the item into an
item bucket.

o Home Mavigate Review Analyze Publish Version

A 1con - £ Editors ER Contextual Tab ﬁL:\:‘ ::,J :;1

&) Help lﬁ Tree Node Style Bk Context Menu
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When you convert a content item into an item bucket, a new Search tab appears in the editing pane.
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You use this tab to search for the content items that are otherwise hidden in the item bucket.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.

Enabling the Item bucket Icon in the Quick Actions Bar

In the Quick Action Bar, you can enable an item buckets icon, to indicate which content items in the
content tree are item buckets.

To display the item buckets icon, right-click the quick action bar left of the content tree, and select Item
Buckets.

6.2.2 Making a Template Bucketable

If you have a large number of similar content items that you want to hide in an item bucket, we
recommend making the template, that they are based on, bucketable.

To make a template bucketable:

1. Inthe Content Editor, on the View tab, in the View group, select the Standard Fields check
box.

Select one of the content items that you want to make bucketable.
In the editing pane, on the Content tab, expand the Quick Info section.

Click the template link and the template that this content item is based on opens in the Template
Manager.

5. Inthe Template Manager, in the content tree, expand the template in question and select the
_Standard Values item.

6. In the editing pane, click the Content tab.
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7. Scroll down and expand the Item Buckets section.
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Select the Bucketable check box.
Save your changes.

After you have made the template bucketable, you must synchronize every item bucket that
contains content items that are based on this template. This updates their structure and hides the
bucketable items in the content tree.

10. In the Content Editor, select an item bucket that contains items based on this template.
11. On the Configure tab, in the Buckets group, click Sync.

If you create any content items based on this template in another folder that is not an item bucket, these
items are treated like normal content items and are displayed in the content tree.

Changing a Bucketable Template to a Non-Bucketable Template

If you want to make a template non-bucketable again, you can clear the Bucketable check box. This
however, does not make the items based on that template visible in the item bucket only by synchronizing
the item bucket. To make the items that are based on the non-bucketable template visible again in the
item bucket, you need to also revert the item bucket to a normal container and then make it bucketable
again.

For more information about reverting an item bucket, see the section Reverting an Iltem Bucket to a
Normal Container.

6.2.2. Synchronizing an Item Bucket

Whenever you make changes to the items in an item bucket you need to synchronize the item bucket to
make sure all the items are organized correctly.

You should synchronize an item bucket when:
e Making the items in the item bucket bucketable.
e Making the items in the item bucket unbucketable.
e Updating the item bucket’s template to be bucketable.

e Deleting an item from the item bucket.
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e If the process of making an item bucketable fails during processing you can synchronize the item

bucket after the process failed, and it will pick up from where it left off.
To synchronize an item bucket:

1. Inthe content tree, select the item bucket whose structure you want to update.

2. Onthe Configure tab, in the Buckets group, click Sync.
The structure of the contents in the item bucket is now updated:
o The bucketable items are organized and hidden.
o All the content items that are based on bucketable templates are organized and hidden.
o The normal content items remain visible.

You can use the Sitecore search engine to search for all the content items in the item bucket. For more
information about searching in Sitecore, see the section Searching in Sitecore.

6.2.3 Creating a Content Item in an Item Bucket

You create a content item in an item bucket in exactly the same way as you would create an ordinary
structured content item.

To create a content item in an item bucket:

1. Inthe Content Editor, in the content tree, select the item bucket that you want to create an item
in.

On the Home tab, in the Insert group, click the type of item that you want to create.

In the dialog box that opens, enter the name of new you want to create. Click OK and the content
item is created in the item bucket and available in the search results of the item bucket.

4. The content pane of the new item opens from where you can further edit the item. As an example
you can add tags to the new item, which is a great way to categorize your items and a quick way
to search for the potentially millions of items in an item bucket.

5. Save your changes.

If the template that the item is based on is bucketable or if the item itself is bucketable, the item is hidden
in the item bucket and you cannot see it. If the item or the item’s template is not bucketable, the item is
visible in the item bucket.

Consequently, you can have an item bucket that is a hybrid of structured and unstructured content items.

For more information about making a content item bucketable, see the section Making a Template
Bucketable.

Tagging items

Tagging items is a great way to categorize the potentially millions of items in an item bucket. If you tag
your items, you get a quick way to search for specific categories of items in an item bucket.

The tags that are available to you are defined by your administrator, and you can add them in the tagging
section on the Content tab of the item.
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To add a tag to an item:
1. Onthe Content pane of the item, find and expand the Tagging section.

@ Tagging
Selectall * Deselect all
Semantics:
Al Selected

o Contemporary (Taqg - TagRepository)
Q@ EcoDesign (Tag - TagRepository)

Type here to search 4 prev | next » refresh % go to item =

(<L)

2. Inthe left field you can either search for a specific tag in the search field or manually select the
tag that you want to add to the item. You can use SHIFT or CTRL to select multiple tags.

3. When you have selected the necessary tags, click the arrow © to move the selected tags to the
Selected field to the right.

Use the arrow @ if you need to remove selected tags from the selected field or double-click a
single tag to move it from one field to the other.

4. Click Save. Now you can insert and benefit from the search filter Search by Tag when searching
for items in an item bucket. For more information on using search filters, see section Search
Filters.

6.2.4  Deleting a Content Item from an Item Bucket
As you work with your website, you may need to delete a content item from an item bucket.
To delete a content item from an item bucket:

1. Inthe Content Editor, in the content tree, select the item bucket that contains the item that you
want to delete.

2. Onthe Search tab, in the search field, enter a search key word that will help identify the content
item you want to delete.
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3. Inthe search results, click the content item that you want to delete and it is displayed in a new

tab.
S View
H ContentTree | | |Hiddenltems | |Raw Values
save || [Z]EntreTres Standard Fields
[ sexrch @, ~ |||/ S search N @content Y () my News aride x
&[5 sitecore
= & Content () g ! -
ERTY =
um;;"dardimms H hd M (] 1nsert from Template (1of 1) I:D [ Copy To. x Rename A st
4 Aboutus Save SavefClose || Edit+ ~|| Duplicate = (¥ Move To pelete || ‘I Display Name || % Down 3 Last || Close
@ Services Operations Rename
8 case-studies W Content
@ ) News .
) ContactUs & My News Article
EJRss-Feeds
) settings 9 quidk nfo
&) Media Library @ Breadcrumb
[ Menu
News

4. On the tab that displays the content item, on the Home tab, in the Operations group, click Delete
and the item is deleted.

5. Sync the item bucket.

6.2.5 Restoring a Deleted Item to an Item Bucket

If you regret deleting an item from an item bucket, you can restore the item from the Sitecore Recycle Bin.
Remember to also rebuild the search indexes to ensure that the restored items appear in the search
results.

To restore a deleted item:
1. Inthe Sitecore Desktop, click Sitecore, Recycle Bin.

- ] Recycle Bin

S

it

p
Name Original Location
News Articles are Bucketable Jsitecore/content/Home News/2012-10-17-10-56/News Artides are Bucketable

2. Inthe Recycle Bin, select the content item that you want to restore.

3. Click Restore, and the item is restored in the content tree in the item bucket from where you
deleted it.
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To rebuild search indexes:
1. Inthe Sitecore Desktop, click Sitecore, Control Panel.

2. Inthe Control Panel, click Indexing, Indexing Manager and the Rebuild Search Index Wizard
opens.

This wizard guides you through the process of rebuilding the search indexes. There are three
search indexes — one for each database in Sitecore:

o sitecore_core_index
o sitecore_master_index
o sitecore_web_index
3. When the wizard is finished, you can see the restored item in the search results for the
appropriate item bucket.

Note

We recommend rebuilding indexes when you have made significant changes in Sitecore, such as adding
or deleting thousands or millions of items. The purpose of rebuilding indexes for searching is to optimize
the performance of the search.

For more information about rebuilding the search indexes, see the manual Sitecore Search and Indexing.

6.2.6  Deleting an Item Bucket

If you delete an item bucket, all the items in the bucket, whether they are hidden or visible, are deleted as
well.

When you delete items in Sitecore, you need to decide what to do with the links that will break when you
the delete the content item.

You can choose to:
e Remove the links that will break
e Link to another item

e Leave the links and manage them via the broken links report

a Sitecore -- Webpage Dialog @

Breaking Links
Other items link to this item or subitems. The links should be
updated to avoid broken links.

Action
(@ Remove Links
Link to Another Item
Leave Links - the Links Will Appear in the Broken Links Report

Edit Links

Continue Cancel
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6.2.7 Restoring a Bucket and the Content Iltems

You can restore a deleted item bucket and the content items that it contains to the original location in the
content tree. This can be done from the Sitecore Recycle Bin. Only by restoring the item bucket can you
restore its sub items.

To restore an item bucket:
1. Inthe Sitecore Desktop, click the Sitecore start button and then click Recycle Bin..

2. Select the item bucket from the list of deleted items and click Restore.

Original Location

Date By

Hews feitecore contentjHome News 06-02-2013 14:42:42 sitecore admin

Page 10f 1(1items)

3. To view the restored item bucket in the content tree refresh the node in which the bucket is
located.

4. Rebuild the search indexes from the control panel, to make the restored items available for
search again.

For more information about rebuilding indexes, see the section Restoring a Deleted Item to an
Item Bucket.

6.2.8  Showing and Hiding Bucketable Items

By default, every content item that is based on a bucketable template is hidden in the content tree.
However, you can make these content items visible if you need to see them.

To view bucketable items in the content tree:
1. Inthe Content Editor, click the View tab.

2. Inthe View group, select the Buckets check box.

Navigate ~ Review  Analyze  Publsh  Versions  Configure  Presentaton  Security

ContentTree | [/|HiddenItems [ |Raw Values
Entire Tree Standard Fields  [/]Buckets

Wi
‘55_,.:. Q | {Q}Saarm\{QConbent\{\a
= [ sitecore
@Yy Client
= & Content v w
= ) Home
1) Standard-Items
W About-Us
& Services
] Case-Studies
=] ) News
7] Contact-Us
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Now, when you expand an item bucket, all of the items that it contains are displayed in the
content tree in a folder structure based on the date and time for when the item was created.

3. To hide the items again, clear the Buckets check box.

Note
We recommend that you hide the content items that are stored in the item buckets. This improves
performance and ensures that your content tree is more manageable.

6.2.9 Reverting an Item Bucket to a Normal Container

After you have implemented an item bucket and stored some bucketable items in it, you may decide that
this is not the correct structure for these items and turn the item bucket back into a normal content item.

To revert an item bucket to a normal container:
1. Inthe Content Editor, navigate to the item bucket that you want to revert to a normal container.
2. Onthe Configure tab, in the Buckets group, click Revert.

The item bucket reverts back to being a normal container and all of the sub-items are displayed
as structured items.

If you have lots of items stored in one bucket this may take some time.
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Searching in Sitecore

With the Sitecore search engine you are able to quickly search for items in Sitecore using
advanced search functionality such as search filters and facets.

This chapter contains the following sections:
e Overview
e Basic Searching
e Pre-defined Search Options
e Using Item Quick Actions
e Using Special Characters in the Search Query
e Filtering Search Results Using Facets
e Search Filters
e Performing Operations on Search Results

e Saved Searches
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7.1 Overview

The Sitecore search engine can be accessed from every item in the content tree in the Content Editor or
from the ribbon in the Page Editor. In the Content Editor, item buckets open directly on the search tab,
because you need the search functionality to find and open the items that are hidden in an item bucket.

Note
The administrator sets up the search engine and determines, for example, which search views and facets
are available to you and whether or not you are able to see media items in the search results.

7.1.1  Searching in the Content Editor

In the Content Editor a search tab (#'\ is displayed next to the content tab of every item. When you click
the search tab a new search tab opens displaying the time of the search. This gives you a nice reference
to a specific search in case you open multiple search tabs or if you want to save a specific search. The
search runs through the selected item only.

After you run a search, the Search tab displays the following elements:

’thnmnt\' =] \{ T Search 10:58:58

Search Field View types

More search/' @ news ‘1’ x Q !

options Facets

Searchiults /

Your search has returned 4 results in 00.0270 seconds under the Home item Template Q)

news article (2)
news section (1)
rss feed (1)
Office-Core-News
1 S Feed Location: RSS-Feeds

@ Translate(ja-JP) [@ Translate(da-DK) @ Translate(de-DE) B en english (3) Number of
japanese_japan (1) languages that
News the item is
._‘l ‘Ilenlplate: rle»:sfe:nt:;nnl:::t:n: Home Author ey available in
J  version: 1 Created: 10 By sitecoreadmin (3)
@ Translate(ja-JP) [@ Translate(da-DK) [@ Translate(de-DE) [@ Insert News Article [ Insert Saved Search B en sitecoreanonymou. ..
. World News (2) ““ate Range E
Item qmck/m.whm News Article Location: News 3
actions &P Version: 1 Created: 2013-02-21 Bys sitecoretadmin t"::r:‘:t)h .
@ Add version @ Lock for Editing @ Open [@ Page Editor @ Preview [ Publish @ Unlock from Editing thi K (1)
isweel
@ Translate(da-DK) @ Translate(de-DE) B en o] ja-P
thisyear (2)
today (1)

In the search field, you enter the search query for your search. You can either enter free text or use pre-
defined search filters, or a combination of both. You can access the search options from the drop-down
menu.

Search Results

When you run a search, the results are listed below the search field. The search results contain basic
information about the items returned, such as title, template, and version to give you a quick overview.
From the list of search results you can click an item to open it in a new tab in the editing pane.
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View Types

There are several ways to view the search results and these views are available to the right of the search
field. Note that if you change view types, the search is run again based only on the text and filters in the

search field. The default views are List view, Grid view, and Image view =oo |f necessary, your
administrator can activate several other views such as Tag view or Table view.

Item Quick Actions

There are a number of item quick actions available for each search result. These are shortcuts to the
most common actions. For example, there is an item quick action that lets you publish an item directly
from the list of search results. The Item Quick Actions are only available from a search you do from the
Content Editor.

Facets

A facet is a way of categorizing the items returned by a search. The items can be classified by for
example author, language, or when they were created. Once you have a list of search results you can
use the facets to filter the results further.

More Search Options

If you click the down-down arrow to the left of the search field, you open a list of pre-defined search
options that you can use to optimize and quicken your search. You can for example open an item from a
list of the most recently modified or opened items, select one of the pre-defined search filters, or apply
one of the search operations to all the items returned by the search. These options are all described in
detail in the following sections.

7.1.2  Searching in the Page Editor

In the Page Editor, click the search icon “* in the ribbon to open a search window. When the Navigate to
Item dialog box opens, the search interface displays a list of all the content items.

The Page Editor’s search interface is almost identical to the one in the Content Editor. The only difference
is that, after you have searched for and found the item you would like to work on, you must select the item
and then click OK to navigate to the item in the Page Editor.

) Stetore - Webpage Dileg =

_E) Navigate to Item
Use this dialog to search for content from the content tree and redirect to this tem in the browser

& Content|0de95ae441ab4d019eb067441b7c2450 L}

news

Your search has returned 4 results in 00.0155 seconds under the current item item

Language
english (3)
japanese_japan (1)

)]

iew @ Publish @ Unlock from Editing sitecoreadmin (4)

iew M@ Publish @ Unlock from Editing

+text:news: +location:0de95ae441ab4d019eb06744 167c2450;
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7.2 Basic Searching
To run a basic search:

1. Inthe Content Editor, navigate to the item in the content tree from where you would like to run
your search.

2. For item buckets the Search tab opens by default.

If you choose a different item, in the editing pane, click the Add a Search tab tab R to open a
search tab.

Note

You can also launch a new search tab by right-clicking an item in the content tree and then
clicking Search.

3. Inthe Search field, enter the keyword you want to search for.
Tip
Enter * in the Search field and the search returns all the items within the item you have selected.

4. Press Enter or click the search button [2]and the search results are listed on the page.

If you want to change the view of the search results, click one of the view icons to the right of the Search

field. If you change the view, it launches the search again, based only on the keywords and filters in the
Search field.

7.2.1  Opening Items from the Search Results

To open an item that appears in the search results, simply click the title of the search result and it opens
in a new tab in the Content Editor.

15 Configure View My Toobar
Ly oeen i

Duplicate ~ [ MoveTo el

& [ sitecore:
= & content Versions  Configure. ftabion  Seaurity  View My Toolbar
& & Home [B 5 copy To R[5 p cut. ||| [0 Rename A R Fist
& {J standard tems (2 MoveTo pelete copy || T Display Name || % Down 8 Last
@ boutus = 2ena Sorting ™
= @ services
& consuit
& % Desion B y N = = =
= est-Eco-Friendly-Design = = =
2 uid <& ¥ g
& Fumsn @ quick Info 3
@ [ Case-studies 99 Breadcrumb
a !.iNEws Breadcruml
3 contactus Dmenu
[l RrssFeeds News:
J settings @ overview
B Layout [ Page Title and Text
5
&) Media Library —
B system Office Core hailed as UK's most eco-friendly design firm
E] remplates v desig
Show Editor - Suggest Fix - Edit Html
Text:
Office Core has been rated the best eco-friendly interior design firm in the United Kingdom by Interior Design Weekly. Interior
Design Weekly rates the design firms they feature once every six months based on their recent projects, innovative envirenmentall
friendly technology, and the opinions of past clientele.
| m ] »
Media Library  Workbox
T
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You can also use the item quick actions in each search result to, for example, open the item in a specific
language, in the Page Editor, or to lock it for editing.

P Content N GR Y (5] Search 14:16:31 x ‘
v & studyl x Q| =
Your search has returned 3 results in 00,0158 seconds under the Home ftem
about us descrip... (1)
client descripti... (1)
service deseript... (1) L
Brochure-Downloads EE——————"
Template: About Us Description Location: Press-Lounge
@ Translate(ja-JP) [@ Translate(da-DK) @ Translate(de-DE) B en english (3)
— J
Remubiic-of-Plush
Template: Client Description Location: Case-Studies
sitecoreadmin (3)
Version: 1 Created: 2003-06-14 By: )
[@ Translate(ja-JP) [@ Translate(da-Dk) @ Translate(de-DE) B en
older (3)
Ergonomics (2) )
— Template: Service Description Location: Consult —
ﬂf WVersion: 1 Created: 2005-06-10 By: W
@ Translate(ja-JP) @ Translate(da-DK) 5 en ™ de-DE

The options that are available in the item quick action bar are determined by the administrator. For more
information about using the item quick actions, see the section Using Item Quick Actions

Working with Multiple Tabs

When you click an item in the list of search results, it opens on a new tab. This allows, you to work on one
content item while having as many other tabs or items open in the editing pane as you need. For
example, if you are working on several content items at the same time, you can now have them all open
in the same editing pane. All the open tabs persist, even if you select a different item in the Content Tree.

Sitecore also supports multiple search tabs, which means that you can open multiple content items from a
search tab in the same editing pane, while keeping the first search results available.

To open another Search tab, in the editing pane, click the Add a Search Tab R tab.

Mavigate  Review  Analyze  Publsh  Versions  Configure  Presentation curit

? ¥ News Article I:D % Copy To x ﬁ Jp cut
03 tnsert fiom Template picate - [ MoveTo Delete - || paste L1 Copy
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Managing Multiple Tabs

When you are working with many tabs at the same time, Sitecore offers a quick way to close tabs,
bookmark them, or refresh the content on a tab. Note that this functionality is only available on the search
tabs that you open manually and are specified with a time stamp. You cannot use this functionality on the
permanent Search tab that is displayed with an item bucket or the Content tab.

To manage multiple tabs:

1. Right-click a new search tab and a menu appeatrs.

GCcntent \3 ‘ﬁ Eisaarch

Close All —
Close All But This
v Close Tabs To Right
Boakmark Al

Refresh

2. The menu contains the following options:

o Close All — closes all the extra search tabs. It does not close the Content tab or the
permanent Search tab.

o Close All But This — closes all the extra search tabs except from the current tab.
o Close Tabs to Right — close all the extra search tabs to the right of the current tab.

o Bookmark All — saves all open tabs in the Recent Tabs drop-down menu on the Search
tab.

o Refresh — refreshes the item in the tab. This is useful when an item has been modified, but
the tab has not yet been updated. Use refresh if you, for example, add a new tag to the tag
repository and you would like to use the new tag right away.
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7.3 Pre-defined Search Options

To ease the everyday work in Sitecore, the search functionality collects information on your recent search
activity and which items have been created or modified recently. With these pre-defined search options

you can quickly get to the items that you regularly work on regardless of which content item is selected in
the content tree.

@, search \_ W Content {2 \
- Q |

& My Recent Searches - List of your recent searches.

]
B

= Recently Modified - List of recently modified items.
(™ Recently Created - List of recently created items.

€ Recent Tabs - List of tabs you have opened recently.

¥ Search Filters - List of available search filters.

&, Search Operations - List of operations that you can perform on the results.

The pre-defined search options include:
e Your recent searches.
e Recently modified items.
o Recently created items.

e Your recently opened tabs.

To open items from a pre-defined search option:
1. Click the drop-down arrow on the left side of the Search field.

2. Expand one of the search options to see a detailed list of the content items that are listed for that
specific search option.

, search \ W Content ¥ R

Aﬂ'l XQ‘

<8 My Recent Searches - List of your recent searches

=9 Recently Modified - List of recently modified items
Author -

About Us Desc ™ MW @ corporate News

News Article/! g
ome

#) Corporate News
News Section/

< Latest News
Template
About Us Desc 1) Recently Created - List of recently created items

News Article (o .
( %) Recent Tabs - List of tabs you have opened recently
News Section |

“¥ Search Filters - List of available search filters

Language . 3 .
&3 Search Operations - List of operations to perform on the result/s

T o=

3. Click the link to a content item to open it in a new tab in the editing pane.

However, if you click a search query under My Recent Searches the query is inserted in the
search field, so that you can run the search again by clicking the search icon. You can enter more
than one search query from My Recent Searches.
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Note
The default options that are available in the drop-down menu can be customized by your administrator.
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7.4 Using Item Quick Actions

When you have made a search, the list view displays the items with a number of item quick actions.
These item quick actions are shortcuts to common tasks that you can perform when working with the
items.

Note
The quick actions are only available in the Content Editor.

In the following screenshot, you can for example lock or unlock the item for editing, create a new version,
preview the item, or publish the item directly from the search tab.

World News )
Template: News Article Location: News

L g Version : 1 Created: 2013-02-21 By: sitecore\admin

@ Add Version [ Lock for Editing [@ Open [ Page Editor [@ Preview [@ Publish
@ unlock from Editing [@ Translate(zh-SG) [ Translate(de-DE) B en 8] ja-1P

Note
The administrator determines which item quick actions are available. The item quick actions are set up on
the item itself or on the template that the item is based on.

7.4.1 Manual and Dynamic Item Quick Actions

An item can have item quick actions that are set manually by your administrator on for example the item’s
template, or dynamic item quick actions that appear because of the nature or status of the item — a
context aware item quick action.

For example, in the following screenshot, the Sample Item has the Configure Standard Values item
quick action.

Sample Item (4)
— Template: Template Location: Sample

Version: 1 Created: 2008-03-28 By: sitecoreladmin

@ Configure Standard Values [@ Insert Template section BES en ]ja-JP ™y de-DE @ da

This item quick action is only relevant for template items. Another example is items that are part of a
workflow for which there are item quick actions that you can use to push the items through the workflow.
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7.5 Using Special Characters in the Search Query

An item bucket can contain thousands of items, and it is therefore important for content authors to know
how to make accurate searches and limit the search results to the most relevant items.

As well as using quotation marks — “text” — to search for an exact word or phrase, Sitecore supports
wildcards, replacements, and range searches.

7.5.1 Wildcards and Replacements

To help you search in Sitecore, you can use wildcards and replacements. The following symbols are
supported by Sitecore and can be used in a basic search or within a pre-defined search filter as needed.

e The * symbol is used to find every form of a word. You can use the symbol inside a word, at the
beginning or end of the word, or a combination thereof. For example:

o Searching for econom* will find "economy", "economics", “economical”, and so on.
o Searching for *graph* will find “paragraph”, “paragraphing”, “graphic”, and so on.
o Using * by itself brings up all items within the item you have selected.

e The ? symbol is used to replace any single character, either inside the word or at the beginning or
end of the word. For example:

o Searching for "t?re" will find "tire", "tyre", "tore", and so on.

7.5.2  Searching within a Range
If you need to search within a range, Sitecore supports both numerical and text range searches.
For example:
e price:[400 TO 500]
o title:[algeria TO bahrain]
Note

A developer can add a slide control with a pre-defined range, which makes it easier for you to see and
search within the accepted range.
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7.6 Filtering Search Results Using Facets

If your search gives too many results, you can quickly refine the search by using the facets that are
available on the right of the search pane.

Wcontent ¥ R ¥ )search 13:3105. % Y ) Search 133807 % | 1 Search 13:43:37

v & news x Q

tumed 6 results in 00.0196 seconds under the Home item FEE

@

A facet is a way of categorizing the items that are returned by a search. The items can be classified by for
example author, language, or when it was created. There are several pre-defined facets and these can be
applied directly to a content item, an item template, or to an item bucket by an administrator.

When you run a search, a search on the facets is also performed. All the facets that have been applied to
the items returned by the search are listed on the right of the Search page.

Example:

In the previous screenshot, the facets show that for the six results returned by the search, three are
based on the news article template, four are in English, and all are created by the user sitecoreadmin.

To sort the search results according to a facet, click a filter in the facet and the search results are filtered
according to that facet. When you select a facet, it is marked in red and listed under Current Filters.

In the following screenshot, the english and news article facets have been selected, and only two items
match that filter.

[content (R Y Esearcn 33105

v @ news xO“

Il
B

Your search has returned 2 results in 00.0089 seconds under the Home item Current Filters

english (x)
news article (x)
World News 1oy I —
Template: News Article Location: News
= Template
V ‘Version: 1 Creatad: 2013-02-21 By: sitecors\zdmin
news article (2)

@ Add Version [ Lock for Editing [ Open [@ Page Editor @ Preview [ Publish

@ unlock from Editing @ Translate(zh-56) @ Translate(de-DE) Een elja-P

Language
News of the World english (2)
Template: News Article Location: News

P | Version: 1 Createds 2013-02-26 By sitacoratadmin
@ Add Version [@ Lock for Editing [ Open [ Page Editor [ Preview [@ Publish Author
@ Unlock from Editing @ Translate(zh-56) @ Translate(ja-JP) @ Translate(de-DE) B en

sitecoreadmin (2)

L
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To clear a facet and remove the filter from the search results, in the Current Filter facet, click the facet
you want to remove.
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7.7

Search Filters

@ sitecore

To limit the search results, you can insert one or more pre-defined search filters into the search field.

Q, search

a Content \-& "_3] Corporate News

45 My Recent Searches - List of your recent searches
'_'9: Recently Modified - List of recently modified items
[# Recently Created - List of recently created items

% Recent Tabs - List of tabs you have opened recently

f “¥ Search Filters - List of available search filters

83 search by Author

3% Log Search (1 is on)

&| Filter by Extension

L= Search by Lanuage

0 Search by Site

[T Return Results starting Date

£| search by Template

(ﬁ Search by Version

Q
W\
¥, Search by a Field Value
2 Return Results up to Date
@ Search by ID (Max 1 Result)
D Set Search Start Point (ID)
¥ Sort by Field
8 search by Tag
*¢ Search by Raw Text
J

& Search Operations - List of operations to perform on the result/s

To use search filters:

1. Click the drop-down arrow on the left of the Search field.

2. Expand the Search Filters option and select the required filter.

The following search filters are available:

Search Filters

Description

Search by Author

Search for the items created by a specific author.

Log Search (1 is on)

Turn on logging for a single search query. This is only meant to
be used by developers and administrators.

Filter by Extension

Search for items with a specific extension. This is useful when
searching in the Media Library.

Search by Language

Search for items in a specific language.

Search by Site

Search for items on a specific site. Useful when you have
multiple sites on the same Sitecore installation.

Return Results Starting
Date

Search for items that were created on or after a specific date.

Search by Template

Search for items based on a specific template.

Search by Version

Search for items with a specific version number.
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Search Filters Description

Search by a Field Value | Search for items with a specific value in a specific field. For
example, to search for all the items that have the word design
in the Title field, enter custom:title|design.

Return Results up to Search for items that were created on or before a specific date.
Date

Search by ID (Max 1 Search for an item with a specific Item ID. You must enter the
Result) whole ID.

Set Search Start Point Search for items from a specific location. Enter the specific
(ID) content item 1D where you want to start the search.

Sort by Field Sorts the items based on the text in the field specified after the

colon. For example, to sort the search results by item name
you enter sort:_name. Click the sorting icon to revert the

sorting.
Search by Tag Search for items that have a specific tag.
Search by Raw Text Search for items that contain a specific word.

3. Thefilter is then inserted into the Search field followed by a colon. After the colon, enter the
search keyword for the filter. Sitecore auto-suggests the text or prompts you to enter a date. You
must enter 1-3 characters before Sitecore makes any suggestions.

) fcon~ 2] Editors 7 Contextual Tab || & P nleE 5} Change || [2) tiide ttem
JoaQ <
Save || Drelp M TreeNodestyle E} ContextMenu || 5t Revert Sync || Glome Liconc || & Reset A edt [ protect 1tem
s & ~ [ Qscarch \ MBontent R
5 [ sitecor
2 & Content )
= G rime  @jj template:| x Q| =coo@
# () standard-item:
® @ Aboutus
@ services
o test
[E) test
# (0] Case-Studh
] ® | New
® ) Contact-Us

4. Press ENTER or click the Search button (2],

Note

Once you get familiar with the syntax for the different searches, you can type the search filter directly into
the Search field, for example author:, template:, or start:. Sitecore still auto-suggests the text or prompts
you to enter a date.

7.7.1  Combining Multiple Search Filters

You can combine multiple search filters to limit the search results even further and you can enter as many
search filters as you need.

When you enter more than one search filter the search uses or logic by default. This means that the
search returns items based on either the first filter or items based on one or more of the remaining search
filters.
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For example, in the following screenshot, a filter for version 2 and a filter for the Japanese language are
inserted in the search query.

@, scarch A Content Y%

L L2 2 =) japanese_japan = 0
v o x Q
Your search has returned 2 results in 00.0122 seconds under the News item Pl
sitecoreadmin (2)
Office-Core-in-Top-5
Template: News Article Location: News Template
=
on: 4 2013-03-06 Bys \
V WVersion: 2 Created: 2013-03-06 By: sitecore\admin news article (2)
B Lock for Editing @ Add Version M Preview [ Translate(ja-JP) [ Translate(de-DE) M Translate(da)
Hen
Languags
Jansson-Chooses-Office-Core @ english (1)
Template: News Article Location: News japanese_japan (1)
0 WVersion: 1 Created: 2013-03-07 By: sitecore\admin
@ Lock for Editing [ Add Version [ Preview [@ Translate(de-DE) [@ Translate(da) B en ja-P Date Range

This returns two items — one item that has a version 2 and one item in Japanese. Neither of the search
results matches both search filters.

If the query gets too big, the filters collapse but it still gives you with an overview of the search filters.

v & x Q '

R
El
R
Ml

Combining And and Not in a Search Query

To Perform complex searches for items that, for example, must contain or must exclude specific words,
you must use and, or, and not to combine the search filters in the query.

When you enter a filter in the search field, you can click the icon for the search filter and toggle between
must contain<® and must not containi.

e If you select &, the items that the search returns must contain the value in the search filter.
e If you choose &, the items that the search returns must not contain the filter value.

¢ If you choose to add neither & or & to a search filter in a query with filters that are marked with
either & or &, the search filter with no marking determines which items are listed at the top of the
search results.

3 sitecoreadmin ® english
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In the previous example, the search results must have the text new in the content, the results cannot be
in the English language, and the items written by the sitecoreadmin user are listed at the top of the search
results.
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7.8 Performing Operations on Search Results

Search operations is a powerful feature that lets you run any operation on the search results. When you
click Search Operations, a drop-down menu appears with several operations that you can perform on
the results of the current search query.

The operations listed in this screenshot are the default search operations in Sitecore, but your
administrator can create and add customized search operations.

@, search \r Conbent\r \%\
Y Q

<55 My Recent Searches - List of your recent searches.

Il
B

= Recently Modified - List of recently modified items.

[ Recently Created - List of recently created items.
¥ Recent Tabs - List of tabs you have opened recently.

“F Search Filters - List of available search filters.

f‘é’, Search Operations - List of operations that you can perform on the results.

@ Add Tag i} Copy to Datascurce Query
@ Search And Replace & Apply Security Rule
¥ Clone Results To #2 Copy Results To
g} Delete Results &2 Move Results To
@ Publish Items s Serialize Items
# Apply Campaigns Goals Events To Allltems & Apply Profile Score To All Ttems
=] Apply Presentation To All Items

- J

To apply search operation to the search results:

1. After you have generated a list of search results, click the drop-down arrow to the left of the
Search field.

2. Expand Search Operations and select the operation that you want to apply to the search results.

Depending on your access right, only some of the following operations are available. For a user
with full access rights, the following search operations are available:

Search Description
Operation
Add Tag Tag all the items in the search results with the same tag.

To add tags to the items in the search result, click Add Tag and the
Item browser dialog box opens. Find the tag you want to add to items
in the search result, either from the Items option, where you can
navigate to the tag in the content tree or from the Search option, where
you can use the search interface to find the tag.
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@ sitecore

Search Description

Operation

Search And | Replace a specific word in all the search result items with another word.

Replace When you click Search and Replace a dialog box appears. Enter the
word you would like to replace, then enter a pipe ‘|’ followed by the
word you want to insert instead. For example to replace the words
‘Office Core’ with ‘Sitecore’, enter: Office Core|Sitecore in the text field.
Note
The search and replace functionality is case-sensitive. If you need to
replace multiple words like ‘Office Core’, they are not replaced when
they are joined by for example a hyphen — Office-Core.

Clone Clone all the items in the search results to a specific location in the

Results To content tree. When you click Clone Results To, the Clone Item dialog
box opens. Here you specify the location for the new clones. You can
either browse to the location through the content tree on the Browse
tab or click the Search tab to search for the location.

Delete Delete the items that appear in the search result. When you click

Results Delete Results, the items are instantly deleted from Sitecore and a
message appears telling you that the items have been deleted.
Warning
You are not presented with a warning or asked to confirm your choice
before the items are deleted. Once you click Delete Results, all the
search results are deleted from Sitecore completely and you are not
able to restore them from the Recycle Bin.

Publish Publish all the items in the search result at the same time. When the

Items publishing job is finished, a message appears telling you that the items
have been published.

Apply Apply campaigns, events, or failure actions to the items in the search

Campaigns | result. When you click Apply Campaigns Goals Events To the

Goals Attributes window opens from where you can specify the campaigns,

Events to All | events, failure actions, and settings for all the items in the search result.

Items For more information about Sitecore campaigns, see the manual
Marketing Operations Cookbook.

Apply When you click Apply Presentation To All Items the Layout Details

Presentation | window opens. From here you can assign the same layout, controls,

To All Items | and placeholders to all the items in the search result.

Copy to Create a text string that you can then paste into a “data source” field, so

Datasource | that the data source returns the items that match this search result.

Query This operation is only relevant for developers and administrators.

Apply This operation should only be performed by security administrators. It

Security allows them to change the security settings for the content items listed

Rule in the search results. When you click Apply Security Rules the
Security Settings windows opens from where you can assign access
rights to all the items in the search result for either a specific user or a
specific role.
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@ sitecore

Search Description

Operation

Copy Copy all the items in the search result to another folder. When you click

Results To Copy Results To, the Copy Item To dialog box opens, from where you
can browse to or search for the folder that you want to copy the items
to.

Move Move all the items in the search result to another folder. When you click

Results To Move Results To, the Move Item To dialog box opens, from where
you can browse to or search for the folder that you want to move the
items to.

Serialize Serialize all the items in the search results to files in the standard

Items serialized files folder. When serializing an item, it is converted into a
format that can be written into a file and imported again later into this or
another Sitecore installation. When the operation is finished, a
message appears telling you that the items have been serialized.

Apply Profile | Assign a profile card or a custom profile score to the items listed in the

Score To All | search result. When you click Apply Profile Score To All Items the

Items Profile cards window opens from where you can select a profile card
or set a customized profile score for the items in the search result.
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7.9 Saved Searches

If you have a search query that you run regularly from the same item bucket, you might consider creating
a saved search. A saved search allows you to save and run a specific search query within an item bucket
without having to enter the filters every time.

Note
Although content authors do have the necessary access rights to set up saved searches that are unique
to themselves, we recommend that an administrator sets up the saved searches. The administrator can
choose whether the saved searches should be unique to each user or not.
To create a saved search:

1. Inthe content tree, navigate to the item bucket that you want to search in.

2. Onthe Home tab, in the Insert group, click Saved Search.

3. Give the saved search a suitable name and it is added to the content tree as a sub item of the
item bucket.

4. Select the saved search item and on the Content tab scroll down to the Item Buckets section.

5 teon — 2] Editors. Contextual Tab || %2

@ Hep 44 Tree Node Style [ Context Menu

Q, Search Y W Content N8 |5} Search 12:04:51. =R \.
& D stecore A, My Saved Search ’5] L)
= & Content wg g @
5 G Home i\ Unbucketable Ttem stored in an Ttem Bucket
{J standard-Ttems ‘This item is stored in an item bucket. However, itis not hidden because its template is not bucketable. If you want to hide this item in an item bucket, you must make the template that s based on bucketable.
@ aboutus @ quick info
# & services
@ [ case-Studies ¢ ot
) S o News %l Appearance
% My Saved Search DHelp
3 Contact-Us & Indexing
[ Rss-Feeds & Insert Options
(J settings %D Item Buckets =
B Layout
(B Media Library Bucket Parent Reference - Reserved for system use. Do not set manually
9 System bl
E] Templates
Is Bucket - Reserved for system use. Do not set manually

Bucketable - Can be stored as an unstructured item in an item bucket

Lock Child Relationship - Maintains the hierarchical relationship between this item and its children when this item is stored in an item bucket

Build Query * Paste Query * Clear
Default Bucket Query
text:*

Build Query * Paste Query * Clear
Persistent Bucket Filter
location: {AE7F45D0-CF57-417A-B4BA-36DA1479EBE6 ) & template: {98EC37BF -BCAG- 40C6-A772- 5C52190EF 205}

Select all - Deselect al
Enabled Views
Al Selected

You can build:

o A Default bucket query — a query that appears in the search field every time you open the
search tab, and you have the option to delete it from the search box if necessary. The default
query is ‘text:*’, which brings back everything.

o A Persistent bucket filter — a query that appears in the search field every time you open it,
but you cannot delete it from the search field. The default query consists of the ‘location:{ID of
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the parent item} which states the location from where the search should be run and the *-
template:{ID of the saved search template} which states that items based on the saved
search template should not be displayed.

5. Click the Build Query button to build the query from the search interface and click OK.

As an example, the search query in the screenshot below consists of the persistent bucket filters
for location and template, but you can enter as many filters as you need.

2 Sitecore -- Webpage Dialog ==
9 Build a Search Query
2,

A, Use different fiters to search for several content items and use their data sources as the basis for

= [ {98EC37BF-BCA6-40C6-A772-5C52190EF205} Q

m
B

I

& {AE7F45D0-CF57-417A-B4BA-36DA1479E8E6}

Your search has returned 13 results in 00.0433 seconds under the current item item Author

sitecoreadmin (12)

sitecoreaudrey (1)

@ » | version: 1 Creatad: 2009-05-15 By: sitacors\admin Template

@ Lock for Editing [@ Add Version @ Preview [ Translate(ja-JP) [@ Translate(de-DE) [@ Translate(da) B en

@ Lock for Editing [@ Add Version @ Preview [ Translate(ja-JP) [@ Translate(de-DE) [@ Translate(da) B en

6. Toremove any queries from the Default Bucket Query or the Persistent Bucket Filter fields,
click the Clear button.

7. Click Save in the Content Editor ribbon to save your changes.

7.9.1 Run a Saved Search
Once you have saved a search, you can run it by clicking it in the content tree.
To run a saved search:

1. Inthe content tree, navigate to the saved search.
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2. Click the saved search and it opens on the Search tab with the result of the pre-defined search

criteria.
@, search Y @ Content. Y. -8\
M a* B4 {98EC37BF-BCA6-40C6-A772-5C52190EF205} Q § L)
A
¥ & {AE7F45D0-CF57-417A-B4BA-36DA1479E8E6}
Your search has returned 13 results in 00.0488 seconds under the My Saved Search item Pl
sitecoreadmin (1)
Redesign-of-NY-Offices
Template: News Article Location: News Template
\’) arsion: 1 Creatad: 2009-06-15 By: sitacors\admin

saved search (1)
@ Lock for Editing @ Add Version [@ Preview [@ Translate(ja-JP) @ Translate(de-DE)
@ Translate(da) B en
Language
NY-Office-Redesign-Complete english (1)
Template: News Article Location: News
0 Version: 1 Created: 2005-06-15 By: sitecore\admin

Date Range
@ Lock for Editing @ Add Version [ Preview [@ Translate(ja-JP) @ Translate(de-DE)
@ Translate(da) B en thismonth (1)
thisweek (1)
thisyear (1)
Modern-Design-Co-Award

Template: News Article Location: News today (1)

Version: 1 Created: 2009-06-15 By: sitecoreladmin

The search field in the previous screenshot contains the following pre-defined search filters as
described in section 7.9:

o The first filter returns everything from the item bucket. Because the filter is part of the default
bucket query you can click the X and remove the filter from the query.

o The icon & in the second filter tells the search not to bring back any items based on the
specific template ID. Furthermore, you cannot remove the filter from the query because it is
part of the persistent bucket filter.

o The third filter specifies the location ID from where the search should begin. This filter is also
part of the persistent bucket query, which is why you are not able to remove it from the
search query.
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The Media Library

This chapter describes the Sitecore Media Library and the functionality that it includes. It
describes how you can use the Media Library to upload and edit different types of media
items such as images, audio, and video. It also covers other more advanced options such
as versioning.

This chapter contains the following sections:
e Overview
e The Media Library User Interface
e Uploading Media Files
e Editing Media Items
e Media Items and Versioning

e Media Library and Searching
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8.1 Overview

You use the Media Library to store all the media files that you want to use on your website. You can
embed media files, such as images, in a web page or make them available for download by visitors to
your website.

The Media Library can contain:
e Images — .jpg, .gif, .png and other formats.
e Word documents — .doc and .docx files.
e PDF documents
e Videos — .MPEG, .WMV and other formats.

e Audio files — .MP3 and other audio formats.

Sitecore has an Image Editor that you can use to edit images.
The Media Library allows you to:

o Keep all your media files in one place and organize them in a folder structure similar to the
content tree.

o Navigate the content tree or use Sitecore’s search functionality to quickly find media items. For
more information on Sitecore’s search functionality, see the section Searching in Sitecore.

e Upload media files to the Media Library. You can use the upload buttons to browse your
computer for images or simple use the drag and drop dialog box to add media files.

e Make every media content item and media file versionable. For more information about media
items and versioning, see the section Media Items and Versioning.

8.1.1 Opening the Media Library

There are a number of ways to open the Media Library:

Content Editor
1. Log in to the Sitecore Desktop.
2. Click the Sitecore menu, and then click Content Editor.
3. Inthe Content Editor content tree, click the Media Library node.

Alternatively, in the bar at the bottom of the Content Editor, click Media Library.

Content Editor I Media Library UGS

O sitecore’ <+ Content Editor

Sitecore Menu
1. Log in to Sitecore as admin and select Desktop.

2. Click the Sitecore menu, and then click Media Library.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
this document are the property of Sitecore. Copyright © 2001-2013 Sitecore. All rights reserved.

Page 127 of 188



Sitecore CMS 7.1 Content Author's Reference and Cookbook @ S|teco re

8.2 The Media Library User Interface

The Media Library opens by default on the Search tab, with a search already run for all items in the
Media Library.

O =3 o o hnape P = ® =l
) Media folder mmaw_[b_ opyTo. 53 .. &up ;N F
Save ® Upload File @913) o[ Duplcate ~ e Move T0  pelete~ || Paste 1) Cop¥ |[ " Display tame || < Down 3 Last
Edit || Insert Operations Gipboard [ Sorting
Isearch @, ~ |[[| @ search X L] Folder R Contant ¥ SR
& (5] Meia Library -
) Files = oo ! m
= IS

) Images * oo =

O syetem v e x Q

) Upload

Your search has returned 303 results in 00,2659 seconds under the media library item
Language Q
Media Library (@) danish (30)
Template: Main section Location: sitecore
Version: 1 Created: 2008-03-12 By: sitecors'admin Languages en english (165)
@ Insert Media folder [ Insert Upload File M en @ ja-JP ™ deDE IRda german_germany (23)
japanese_japan (85)
2FAF 4T3 @ J
Template: 442 €232 Location: sitecore
Version: ' 1 Creatad: 2013-09-07 By: sitecors\admin Language: ja-J0 Template 2
@ Insert Media folder [ Insert Upload File B en o] ja-J7 M de-DE i da flash (2)
image (127)
Medien-Bibliothek (@
Template: Hauptbereich Location: sitecore ipeg (136)
Version: 1 Created: 2013-05-07 By: sitecors\admin Language: de-DE Ao (2] v
Media Library
Q =

The Media Library Folder tab consists of the following elements:
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The Ribbon

In the Media Library, you get the same set of options in the ribbon as you do in the Content Editor,
although the Insert group allows you to create new media folders and upload media files.

If you select a media item in the content tree, the Media tab is displayed, which gives you two further
groups of actions:

e Write — Save changes
e Media — View, Edit, Download, Drag & Drop
Note
The functionality in the ribbon depends on the user rights you have been assigned by the website
administrator.
The Content Tree

Use the content tree or the search box to find media items. Expand nodes in the content tree to see all
sub-folders and close nodes to hide sub-folders.

You can view the Media Library content tree from the Content Editor or the Media Library.

Search

When you open the Media Library it opens by default on the Search tab with an already run search for all
items in the Media Library. The Search tab offers an elaborate search functionality that can help you find
very specific items among maybe thousands of items in the Media Library.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.

Folders
The Folder tab displays the options and media contents for a selected folder in the Media Library.
You should store all your media items in folders and give folders meaningful names.

An easy way to organize your Media Library folder structure is to mirror the structure of your website. For
example, if your site has four main sections; Home, Products, Jobs and Contact Us you could create four
folders with the same names to store all your images and other media. This will make it easier to locate
media items as your site grows and you need to update media items.

8.2.1 Creating New Folders in the Media Library

You can create new folders in the Media Library content tree and you can add further sub-folders if you
wish to keep your folder structure as simple and uncluttered as possible.

To create a new folder:

1. Select the Media Library item in the content tree or another item under which you would like to
create a sub-item.

On the Folder tab in the Options pane, click New Folder.
Give the new folder a name and click OK.

Select the new folder and you can see the Options section displayed in the Folder tab. The new
folder has the same upload options as the other Media Library folders.

Now you can start uploading media items to the new folder.
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8.3 Uploading Media Files

In the Media Library, there are three different ways to upload media files:
e Upload Files
e Upload Files (Advanced)
e Drag & Drop

8.3.1 Upload Files
Use the Upload Files button to add single or multiple files to the Media Library.

To upload a single media file:
1. Inthe Media Library, in the content tree, select a destination folder.

2. Inthe right-hand pane, in the Options section, click Upload Files.

[D @ Copy To
Duplicate + [ Move To ne\ane ~
Operations

[earch 9, ] + /[ Oroider Y Wcontent | & N
B & Media Library Options
) Files

& Oinaes & & @

) Banners UploadFiles  UploadFiles  NewFolder  Drag &Drop
(Advanced)

i) Process

) sidebar

= {2 Services
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8 Furniture 1
'™ Furniture2
¥ LoftsPace
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m

3. Inthe Select Files to Upload dialog box, browse to an image folder on your computer, and
select the file that you want to upload.
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4. Click Open.

During the upload process the following information is displayed:
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% Upload File
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& ) images @ @ @ @
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J Flash (Advanced)
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) sidebar ¥ uploading ..
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5. When the upload is complete, the image is displayed in the destination folder in the Media

Library.

8.3.2 Upload Files (Advanced)

Use the Upload (Advanced) button to upload single or multiple media files to the Media Library. With the
advanced upload option, you have a range of upload options available. For example you can choose to

overwrite duplicates or make the uploaded media files versionable.

To upload multiple files:

1. Inthe Media Library, in the content tree, select the destination folder.

2. Inthe right-hand pane, in the Options section, click Upload Files (Advanced).
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3. Inthe Select Files to Upload dialog box, browse to the folder on your computer that contains the

images you want to upload.
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To select multiple files, press the CTRL key while you select the files.

4. Click Open.

5. Before the upload process can start, the following dialog box is displayed:
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&) (] media Library Options
[ Files
S $ W ©
U Bamners UploadFiles  UploadFiles  MNewFolder  Drag &Drop
JFlash {Advanced)
{J Process
) sidebar M These files are ready for uploading:
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= Consulting h- : 'm o
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'™ Furniture2 Desert.jpg 846 KB
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This dialog box contains the following information and additional upload options:

Field Description

Filename Displays a list of the files to upload — file name and
extension, such as, jpeg, gif, or png.

Size Displays the size of each file in kilobytes.

Alternate Text

uploading an image.

Enter an alternative description here if you are

Unpack Zip Archives

Select this option if you upload a Zip archive and
want to unpack the files in the Media Library.

Overwrite Existing
Media Items

created in the Media Library.

Select this option if you upload a file with the same
name as a file that already exists in the Media
Library, and want to overwrite the existing file.
If you don’t select this option, a duplicate file is

Make Uploaded Media

Items Versionable

versioning remains switched off.

Select this option if you want to make the file you are
uploading versionable. If you don't select this option,

Upload as Files

rather than in the database.

Select this option to store the file in the file system

6. Click Upload.

The uploaded images are displayed in the destination folder in the Media Library.
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To Upload Multiple Files in a Batch

1. Create a . zip archive on your local computer with the files you want to upload. You can include
sub-folders with files.

The folder structure is recreated in the Media Library after the files are extracted.

2. Inthe Media Library, select the folder that you want to upload the files to.
3. Inthe right-hand pane, click the Folder tab and then click Upload Files (Advanced).
4. Inthe Select Files to Upload dialog box, browse to the . zip archive.
5. Click Open.
6. Select the Unpack ZIP archives checkbox.

"{roider  content

options

$ W U WA

Upload Files  Upload Fles  Mew Folder  Drag &Drop
(Advanced)

Media These files are ready for uploading:

diver
132 x 200
1 warning Sitecore Images. zip 584KB

Unpack ZIP Archives [IMake Uploaded Media Ttems Versionable
Qverwrite Existing Media Items O Upload as Files

7. Click Upload.

The archive is uploaded and extracted to the Media Library folder you selected.
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8.3.3 Uploading Files with Drag and Drop

You can also use drag and drop to upload files to the Media Library. Drag and drop is the quickest and
easiest way to upload media files to the Media Library. You can upload single or multiple files from your
computer to the Drag and Drop dialog box.

Publish

@ content

Versions  Configure  Presentation  Security  View
) Folder
= (&) Media Library

te @ Copy T Display Name
Clipboard
Options
i Files

$ @ ©

q-j figS=manes Upload Files Upload Files Mew Folder Drag &Drop
{Advanced)

Media

To drag and drop files to the Media Library:
1. Ina Media Library, select the folder that you want to upload the files to.

2. Inthe Folder tab, click Drag & Drop to open the Drag and Drop dialog box.

2] Sitecore -- Webpage Dialog
B Drag & Drop

To add files, drag and drop them into this window. To copy files to your computer, drag them from
this window. For additional options, right-diick a file,

Name ’ Date modified Type

|=! GianlucaFashionsl 20-04-201115:01 JPEG image
|i=| GianlucaFashions2 18-04-2011 19:42 JPEG image
|| GreenGarden2 18-04-2011 14:32 JPEG image
|i=| GreenGarden3 20-04-2011 15:04 JPEG image
|| GreenGardend 20-04-2011 15:03 JPEG image
|i=| GreenGardenS 20-04-2011 15:05 JPEG image
| GreenGardensl 20-04-2011 15:05 JPEG image
|i=|MorganPriceTrotterl 20-04-2011 15:06 JPEG image
| MorganPriceTrotter2 20-04-2011 15:06 JPEG image
|i=| RepublicPlushl 20-04-2011 15:07 JPEG image
l=!| RepublicPlush3 20-04-2011 15:08 JPEG image
|i=| RepublicPlush5 20-04-2011 15:07 JPEG image
l=!| RepublicPlush7 20-04-2011 15:08 JPEG image

3. Open Windows Explorer.
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4. In Windows Explorer, navigate to the folder where the images are stored and select the images
you want to upload.

(2 Select file(s) to upload by sc7130122
Lookin: [}, Sample Pictures =] o2 pmEr
L =)
e
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Recent Places i:
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Desktop
= Chrysanthemum Desert Hydrangeas Jellyfish
Libraries
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Koala Lighthouse Penguins Tulips
File name: fi =l Open I
Files of type: [ A Fies ) ~] Cancel

5. Position the Windows Explorer window next to the Drag and Drop dialog box and drag the
selected images from Windows Explorer to the Drag and Drop dialog box.

a Sitecore -- Webpage Dialog £
~ | Drag & Drop
Bl | 7o add files, drag and drop them into this window. To copy files to your computer, drag
them from this window. Fer additional options, right-dick a file.

o

Name Date modified Type
About 01-02-2010 11:17 File folder
Banners 14-04-2011 14:26 File folder
Brochures 01-02-2010 11:16 File folder
Clients 14-04-2011 15:29 File folder
Flash 04-06-2009 09:29 File folder
Inspiration 01-02-2010 11:16 File folder
Logos 01-02-2010 11:16 File folder
News 09-04-2011 13:18 File folder
Partners 01-02-2010 11:16 File folder
Process 01-02-2010 11:16 File folder
Register Form 01-02-2010 11:16 File folder

01-02-2010 11:16 File folder

Services -

Sidebar 08-04-2011 16:29 File folder
Teasers 01-02-2010 11:17 File folder
Toolbox 01-02-2010 11:16 File folder

< [ | »

Note

You have additional options to manage your media items in the Drag & Drop dialog box by right-
clicking an item. However, it is recommended to primarily manage and organize the media items
from the Media Library.

6. When you have dragged and dropped the files, click Done and they are copied to the Media
Library.
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7. If the folder you copy to already contains the same media items, the Copy File dialog box opens,

asking you to decide how to handle the duplicate media items.

Copy File

There is already a file with the same name in this location.
Click the file you want to keep

- Copy and Replace
Replace the file in the destination folder with the file you are copying:

Chrysanthemum.jpg
Chrysanthemum {C:\Users\Public\Public Pictures\Sample
Pictures)

Size: 858 KB
Date modified: 14-07-2009 07:32

< Don't copy
Ne files will be changed. Leave this file in the destination folder:
Chrysanthemum.jpg
— Chrysanthemum
(V57130211 \sitecere_files\{D227818F-1D70-4478-9CEA-T15F
| Size: 858 KB
Date modified: 12-02-2013 14:06 (newer)

- Copy, but keep bath files
The file you are copying will be renamed "Chrysanthemum (3).jpg"

] Do this for all conflicts

8. Inthe Media Library, Media section, you can now see the images that you uploaded and that

each item contains a warning.

O =

! v] T, Upload File i [D .CopyTo 83 ﬁ %p.Cut Rename Hup R Fist
Save ) Media folder ( Duplicate = =¥ Move T pelete + || 7 (23 copy Display Name || %2 Down 3% Last
Operations Clipboard Rename Sorting
&

i

Seard |+ [ DFolder \ A content
B &) Media Library Options
) Files -
= Cimages & @& ©
J Banners UplosdFiles  UploadFiles  NewFolder  Drag &Drop
¥ Chrysanth {Advanced)
i Desert
DFiash ||| Media
Dprocess | | Banners Chrysanthemum
1) sidebar = 20items 1024 x 768
J Clients
J partrers besert ot
J Inspiratior| ||| M O _ -
J bout - 1warning \D
Ohews
) Brochures
JLoges Process Sidebar
& (J Register F + Iy — 2items T = 7item
Ry F—— \ \

Media Library

9. Open the media item for each image and enter some text in the Alt field. This removes the

warning from each item.

Note

Drag and drop functionality is currently only supported in Internet Explorer 7 or later. If you use a different
browser such as Mozilla Firefox, you can only use the Upload Files and Upload Files (Advanced) options

to upload files to the Media Library.
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8.4 Editing Media Items

In the Media Library, you can edit media items such as images, documents and videos either using
Sitecore tools such as the Image Editor for images or with other applications that you have installed on
your computer such as Microsoft Word for documents or Photoshop for images.

8.4.1 Media Files and Media Items

Before we start to edit a media item, it is important to understand the difference between media files and
media items. An image stored in My Pictures on your computer is called a media file. If you upload an
image file from here to the Sitecore Media Library, it is attached to a media item and from then on is
referred to as a media item.

In Sitecore, a media item is just another content item that is composed of several fields and always has a
file attached to the Media field. To view a media item, click one of the images you uploaded earlier.

A Sitecore media item:

0 Home  Navigate  Review Publish  Versons  Configure  Presentaion  Searity  View

$ $ @

ew Edit~ Download Drag &Drop

GComen:\
= (&) Media Library e corpl
® ) Fies
= ‘qjlmages OQnick Info
= ) My Site Images
=] Media
& cop1 2]
o corp2 A(!aCAh * Detach - Download
Ecorp} Media [sharedl:
@ {J system

File Path

E_] Image
Alt:

Width
99

Height
149

| Content Editor [JUCSEYNEIR Workbox

() sitecore | B Media Library

8.4.2 Thelmage Editor
To open an image for editing in the Image Editor:
1. Click the Sitecore menu.
2. Click All Applications and then click Image Editor.

3. Inthe Image Editor window, click Open to open the Media Browser window and select an
image.
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The Media Browser

@ sitecore

In the Media Browser window, you can view all the media items in the Media Library. You can expand or
contract nodes in the Media Library content tree to find the media item you want to edit.

You can access the Media Browser from the Content Editor. In a content item, in an Image field, click
Browse to open the Media Browser window.

2] Sitecore -- Webpage Dialog
_ | Media Browser
Boell| Select or search for the image or media fle that you want to open,

Search | Browse

& 3d6658d8a0bf4e75b3e2d050fabcf4el
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reated: 2012-10-01T00:00:00 By: sitacore\anonymous

@)

Author
defaultanonymous (10)

sitecoreadmin (88)

sitecoreanonymou... (6)

Language

danish (20)

english (37)
german_germany (25)
japanese_japan (22)

Temolat

m

Name: /bannerDesk2

Upload Drag & Drop

Can

cel

8.4.3  Editing Options

You can also edit media items locally on your computer. For example, you may prefer to use another
application to edit images and then upload them again to the Media Library.

When you click on a media item, the Edit icon in the Media group changes depending on the type of file
you want to edit. For example, if you click a Word document, you see a pencil as the associated icon.

Home Navigate Review Publ

Edit~ Download Drag &Drop
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If you select an image item and then click the top half of the Edit command, you open the image in the
Sitecore Image Editor by default.

o Home MNavigate Review Analyze Pub

H 2 $
Save || View Download Drag & Drop

|,'-5,'- rch Q, [a C""te”t\(’:%

= [E] Media Library modern
= IHIE& |

You can change the default setting and use a different image editing program.
To change you default image editor:

1. Inthe Media Library, click the Sitecore button @ and then click Application Options.

2 Sitecore -- Webpage Dialog ===
& Application Options

Content Editor | view | Media |

Drag &Drop
@ Show only latest version of files
() Show versioned files in folders

Media Edit Button Default

[¥] Open editing application installed on user's computer

In the Application Options dialog box, click the Media tab.

In the Media Edit Button Default section, select the Open editing application installed on
user’s computer check box.

4. Click OK to save your changes.

In the Media group, click the Edit arrow and a drop-down list appears.

Review
Q&
View | Edit = | Download Drag & Drop
@3 Editin Image Editor
Search I Edit in Local Editor
&= [&] Media Library

) Files

Publish

e Editin Image Editor
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e Editin Local Editor

These options allow you to override the default setting and select which editor you prefer to use.

8.4.4 Using Drag and Drop to Edit Media Items

You can also use the Drag & Drop dialog box to select a file and edit it.

However, there are some application options that control how files are displayed and how editing works in
the Drag & Drop dialog box.

The Drag & Drop Application Options

To set the Drag & Drop application options:

1. Inthe Media Library, click the Sitecore menu, and then click Application Options.

4:53 Sitecore -- Webpage Dialog @

2 Application Options

Content Editor | View | Media
Drag & Drop
@ Show only latest version of fles
Show versioned files in folders
Media Edit Button Default

| Open editing application installed on user’s computer

OK Cancel

In the Application Options dialog box, click the Media tab.

3. Inthe Drag & Drop section, you can specify the display settings for the Drag and Drop dialog
box.

There are two options:
o Show only latest version of files
If you select this option:
The Drag & Drop dialog box only displays the latest version of each media file.

When you open the Drag and Drop dialog box and delete the latest version of a media file
from there, every version of the file is deleted.

When you open the Drag & Drop dialog box and edit a media file from there, a new version
of the file is automatically created when you save your changes.

o Show versioned files in folders
If you select this option:

The Drag and Drop dialog box displays every version of the file in a folder. Different folders
are created for each language that your website uses.
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When you open the Drag and Drop dialog box and delete a version of a media file, Sitecore
only deletes that version of the file.

When you open the Drag and Drop dialog box and edit a media item, you must click Save
As to create a new version of the item.

In the Media Edit Button Default section, you specify which applications should be used to edit
media files.

If you select the Open editing application installed on user’s computer check box, Sitecore
uses the local image editing application that is associated with the different image file extensions
on your computer. This is the default setting.

If you clear this check box, the Sitecore Image Editor is used.

For more information about Drag and Drop and versioning, see the section, Making Drag and Drop Files
Versionable.

Editing Files from Drag & Drop Window

You can also edit media items from the Drag & Drop dialog box.

1.
2.
3.

Select a media folder and then open the Drag & Drop dialog box.
In the Drag & Drop dialog box, select the image you want to edit.

Right-click the image, click Open With and then select an image editing application from the
menu displayed.

The image opens in the image editing program.
Edit the image and save your changes in the editing application.
If you click Save, the original image file is overwritten.

If you click Save As, you create a new image in the Drag & Drop dialog box. You do not have to
upload the file again. All the changes you make to the image are saved in the Drag & Drop
dialog box.

In the Drag & Drop dialog box, click Done.
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8.5 Media Items and Versioning

In Sitecore, a website consists of multiple content items. Each content item is made up of fields which

contain content such as text or images. The Media Library contains media items. Media items are just

another kind of content item. However, media items have an additional field called Media which has an
attached media file.

You can create multiple versions of any content item or media item. There are two types of versions you
can create:

e Numbered versions
For example, you could create a second version of your products page that is to be used during a
special promotion for a limited period. You could crop an image especially for this promotion and
then revert back to the original image afterwards.

e Language versions
For example, you could create a page in Danish and then create a second version in English.
You would therefore want an image to display Alt text in both languages.

As stated earlier, versioning can be applied to content items and media items in the same way. However,
media files that you upload to the Media Library can also be made versionable.

Note
There is no limit to the number of versions you can create in Sitecore.

8.5.1 Versioned Media Items and Versioned Media Files

In Sitecore, there is an important difference between versioning media items and versioning media files.
The following scenarios explain the difference:

Scenario 1

You have a media item called diver. In the Content Editor, you click the Versions tab and make a second
version of this item.

The image file attached to the Media field (diver. jpg) in this item is not versionable by default.

You want to create a second version of this item with different Alt text for your company’s spring
promotion. The attached media file, diver.jpgis not versionable, so it remains unchanged when you
create the new version. Only the information contained in item fields can be changed. Regardless of how
many versions of this item you create, the attached media file (diver. jpg) remains unchanged.

Scenario 2

You have a media item called diver.jpg. In this scenario, before you upload the file to the Media
Library, you decide to make it versionable. To do this, in the Upload Files (Advanced) dialog box, select
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the Make Uploaded Media Items Versionable check box.

P

New Folder  Drag &Drop

These files are ready for uploading:

diverjog  3KB

Cunpa
Dloverar

ite ng Media Items  [JUpload as Files

Make Uploaded Media Ttems Versionable

@ sitecore

Now when you create a second version of the item you can also keep any changes you make to the
media file. For example, if you crop or edit the image you can create a second version each time you

make a change to the file.

Note

When you upload new media files to the Media Library, they are unversioned by default.

8.5.2 Creating a Second Numbered Version of a Media Item

To make a second numbered version of a media item:

1. Inthe Media Library content tree, select a media item.

2. Click the Versions tab and in the Versions group, click Add, to add a new version.

In the top right of the diver media item, you can now see a number 2. This is the number of the

new version of the item that you created.
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To switch between versions:

1. Click the drop-down menu next to the version number and all versions of the selected item are
displayed.

BB 2T J
2. | wodified 4/6/2009 11:43 AM by sitecore\admin.

1. Hodfied 4/6/2009 11:41 AM by sitecore\admin.

& | add version

2. Click the version number you want to view.
Both numbered and language versions are displayed here.

You can also click the Versions command in the Versions group to view different versions.

8.5.3  Working with Versionable Media Files

Media files that you upload to the Media Library are not versionable by default. However, media files can
be made versionable after you have uploaded them to the Media Library.

Why make media files versionable? When you edit an image, you may want the option to revert back to
an older version of the image.

There are two ways you can make a media file versionable:
e Drag & Drop
e Upload Files (Advanced)

Making Drag and Drop Files Versionable

To make all the media files that you upload to the Drop & Drag dialog box versionable:
1. Open the Media Library.
2. Click the Sitecore button and then click Application Options.

3. Inthe Application Options dialog box click the Drag & Drop tab and select the Show only
latest version of files option.

You must also change a configuration setting in the web . config file.

1. The web.configfileis stored in the web root folder of your website:
C:\Inetpub\wwwroot\YourSitecoreWebsite\Website

2. Right-click the web.config file, click Open With, and then click Notepad.
3. Locate the following setting:

<setting name="Media.UploadAsVersionableByDefault" value="false" />
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To make every media file that you upload with the Drag & Drop functionality versionable, set this
value to true. The default setting is false.

4. Save your changes and close the web.config file.

Changing this setting in the web . config file makes every file that you upload to the Drag & Drop dialog
box versionable.

The way the Drag & Drop dialog box functions and displays media files is determined by the application
options you select in the Application Options dialog box.

For information about the Drag & Drop application options, see the section The Drag & Drop Application
Options.
Using Upload Files (Advanced) to Make Items Versionable

1. Inthe Upload Files (Advanced) dialog box, select the Make Uploaded Media Files
Versionable check box.

U @

New Folder  Drag &Drop

These files are ready for uploading:

diverjpg 3K

Archives Make Uploaded Medis Ttems Versionable
ting Media Items [ Upload as Files

Ounpack z

Cloverarit

2. Click Upload.

This makes the files you are currently uploading versionable. You must select this check box every
time you upload some files to the Media Library.
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8.6 Media Library and Searching

@ sitecore

In the Media Library, you can use the Sitecore search engine to search through the Media Library.
Furthermore it can be set up to be able to search for specific words within the uploaded files. Whether it is
a PDF file, DOCX or DOC file, Sitecore can automatically index all the content to make it searchable if
you have an appropriate IFilter installed on the machine where the indexing is done. To set this up you

need to consult your Sitecore Developer.

Note

An [Filter is a plugin that allows the search engine to index various file formats so that they become
searchable. Without an appropriate IFilter, contents of a media file cannot be parsed and indexed by the

search engine.

When you search in the Media Library, a few more facets, such as File Size, Image Dimensions, and File
Type, are available and you can use these to further filter the search results.

& [5] Media Library
{J Files
) Images
Jsystem

t Editor

Versions

b

uplicate ~ =5 MovETo pelete -

jpeg

Medis Lrary

p://5c7130220/sitecore/shell,

Language

english (2)
japanese_japan (1)

Template

ipeg (3)

Image Dimensions

extra large (3)

File Type

ipeg (3)

File Size

medium (1)
small (2)

T
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RSS Feeds

Sitecore supports RSS feeds. This chapter describes how to set up an RSS feed as well
as how to subscribe to an RSS feed.

There is also a description of the client RSS feeds that Sitecore users can subscribe to.
This chapter contains the following sections:

e RSS Feeds

e Sitecore Client Feeds

e Security and Client RSS Feeds
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9.1 RSS Feeds

An RSS (Really Simple Syndication) is a web feed that is used to publish frequently updated material —
such as blogs, news headlines, audio, video, and so on — in a standardized format. An RSS feed can
contain either the full text of the material or a summarized version, as well as metadata, such as,
publishing dates, and authorship.

RSS feeds allow publishers to syndicate content automatically. Conversely, website visitors can subscribe
to these feeds and automatically receive updates from their favorite websites.

Website visitor subscribes to a feed by clicking an RSS icon in a browser and this initiates the
subscription process. The RSS reader checks the user's subscribed feeds regularly to see if there are any
updates and then downloads the updates that it finds, and provides the website visitor with an interface to
monitor and read the feeds.

9.1.1 Setting Up an RSS Feed
In Sitecore, you must use the Content Editor to set up an RSS feed.

You typically create RSS feeds for content items that are updated regularly — such as news items and
blogs. In this example, you create an RSS feed for a news item.

Before you can create any RSS feeds, you must create a folder to store your feed items.
To create a folder for feed items:
1. Inthe Content Editor, in the content tree, select the Home item of the website.

2. Onthe Home tab, in the Insert group, click the drop down arrow and select Insert from
Template.

3. Click the Browse tab and navigate to Templates/Common/Folder

=] Sitecore -- Webpage Dialog ==
==| Insert from Template
—dia Select a template and enter a name for the new item.

Search | Browse
= [E] Templates

® P Branches
® i common
® ) Office Core
& i) sample
® ) Starter kit
® ) system

& ) User Defined

Template:

Item Mame: New Templates

Insert Cancel
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4. Give the new folder a name — RSS Feeds.
Now that you have created a folder to store the RSS feeds in, you can create an RSS feed.
To create an RSS feed in the Content Editor:

1. Inthe Content Editor, select the RSS Feeds folder that you just created.

2.  Onthe Home tab, in the Insert group, click Insert from Template.

aa Sitecore -- Webpage Dialog @I

==| Insert from Template
= Select a template and enter a name for the new item,

Search | Browse |
= [E] Templates &
& Branches
) common
iLJ Office Core
lj Sample
O sterter kit
LJ System
H Alias
'-u Analytics
'-u Archiving
i) Branches
'-LJ Browsers
[£] child sarting
'-LJ Dictionary
& ) Feeds
3 Feed Rendering Parameters
[ RSS Feed
'-LJ Html editor
'-Q Html Editor Profiles
El ttem
i) Ttem Buckets
Q Item section

L

H OB E

m

]

Template: /System/Feeds/RSS Feed

jEEINew RSS Feed

3. IntheInsert from Template dialog box, navigate to Templates/System/Feeds/, and select
RSS Feed to create a feed based on this template.

4. In the Item Name field, enter a name for the new feed — News RSS Feed.
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@ sitecore

5. Click Insert and the new feed item is created and opened in the Content Editor.

B [ sitecore
B & content News RSS Feed

& € rome /1y The feed is empty
B (RS Feets In the Ttems' field, select the items to include in the feed,
News RSS Feed @ quick Info
i) standard-Ttems
@ Products 2 Tz
8 services Insertlink * Clear
@ References Ttems - Link to the item to include all descendants, or use Sitecore query:
B & News
& Older-News
¥ Tutorizls-Speed-Learning-Curve Title:
@ StarterKit-Fully-Documented News RSS Feed
& Recent-ens-onFront-Page
] People Description [standard value]:

) Meta-Data
i) Settings
B Layout

B System
El Templates

[E] additional Metadata

Ingertlink - InsertMediaLink - Insert External Link - Insert Anchor - InsertEmail - Insert Javal
[&] Media Library Link:

|§_'| Caching

[E] Extensibility

The new feed displays a warning informing you that the feed is empty and that you must select an

item to include in the feed.

In the Items field, click Insert Link.

In the Insert Sitecore Item dialog box, click Sitecore, Content, Home, and then select the News

item.

Insert Sitecore Item

Sitecore liems

4@ sitecore
+ & coment
4 G Home
v J standardtems.
[
+ D RssFeen
b senices
» 8 case-shuses
v
+ L2 ContacrUs
+ ED ResFeess

» i setings
(=g
» B Moda Library
» 8 gmem
+ B rempuates

Item details

=1
LT ]
—

Tipe:
Patn

News
News Section
IsitecoreicontentHome/News

8. Click Insert item and the News item is included in the RSS feed.

9. On the Content tab, in the Description field, enter a description of the RSS feed.
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10. Save the new item.
You have now created the News RSS Feed item.

Now let’s think about what the feed should contain. The feed should not tell subscribers that the News
item has been updated; it should contain information about news articles that are created or updated.

$gltjecan only create an RSS feed to an item that has subitems. If you create an RSS feed to an item that
does not have any subitems, Sitecore tells you that the feed is empty.
The next step is to configure how the news articles are presented in the RSS feed.
To configure how an RSS feed is presented:
1. Inthe Content Editor, expand the News item and select one of its subitems.
2. Click the Presentation tab.

Publish configure  IET R

7 A
Design Detalls Reset || Preview
o P R
Q -

& [ sitecore
= & Content & Older-News
= € Home @ quick Info
= RS Feeds
= Breadcrumb

[ News RS Feed

) standard-ltems D ttenu

@ products ==

B services Today - Clear

‘@ References Date:
& Older-Nens
& Tutorials-Speed-Learning-Curve Browse - Properties - Open Media Library
&P Starter Kit-Fully-Documented Image:
& Recentlews-onFront-Page

3. Inthe Presentation tab, in the Feeds group, click Design.

RSS Feed Design
Specify how the item is presented in the RSS feed.

These settings affect how items based on the News Article’ template are shown in the RSS feed.

Title Field:
Title

Body Field:
Title

Date Field:
Date

Preview:

Jansson Solar Energy chooses Office Core

01-01-2011 00:00:00

Jansson Solar Energy chooses Office Core
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4. Inthe Feed Presentation dialog box, specify how the feed is presented to the user who
subscribes to this RSS feed.

Field Value

Title Field The item field that you want to appear in the title of the feed.
Body Field The item field that you want to appear in the body of the feed.
Date Field The date field that you want to appear in the feed. This could

be, for example, the date the item was created, updated, or
the date from which the news applies.

Preview A preview of the feed based on the selections above.

5. When you have filled in these fields, click OK.

In the Feeds group, you can see that the Design button now has a green check mark indicating
that an RSS feed has been designed for this item.

6. Inthe Content Editor, save your changes.

Important

This item and all the other items based on the same template are presented in the same way in the feed.
If some of the subitems are based on a different template, you must also specify how those items should
be presented in the feed.

When you have configured how the feed should be presented, the RSS feed item should no longer
display any warnings.

Identifying the Template that an Item is Based On

As a content author, you probably don’t have access to the template in Sitecore. In fact, you may not be
aware of the templates that the content items are based on.

But when you set up RSS feeds, it might be helpful to see which template the item is based on. This is
because the way the items are presented in the RSS feed depends on the template that they are based
on.
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To see which template an item is based on:

@ sitecore

1. Inthe Content Editor, click the Sitecore button @ and then click Application Options.

a Sitecore -- Webpage Dialog

% Application Options

Content Editor |_ view | Media |
Show/Hide
e
Field Section Titles
[T Fields from the Standard Template
Bucket Ttems
Hidden Items
Quick Info Section
Quick Action Bar
Seach Panel
validator Bar
[Tluse smart Tags
Prefetch Collapsed Sections
Content Profiling

Field Values

@ Show Input Controls
© show Raw Values
Pages

Show Pages Bar

==

a > 0N

In the Content Editor, select the item you are interested in.

Expand the Quick Info section.

Q,

= D sitecore
= & Content
= ) Home
) Standard-Ttems
ﬂ About-Us
& services
=] E Case-Studies
’3 Morgan-Price-Trotter
)_'l Gianluca-Fashions
/j Republic-of-Plush
)_'l Green-Garden
)

“ Cnntent\’\‘-& \

In the Application Options dialog box, select the Quick Info Section option and click OK.

The Content pane should now display a section called Quick Info at the top of the item.

43 Morgan-Price-Trotter

0 Quick Info

Item ID:  {3A870513-A1E2-417E-AQSD-4E07 12288663}
Item Name:

Item Path:

Margan-Price-Trotter

[sitecorefcontent/Home fCase-Studies/Morgan-Price-Trotter
Template:

Created From: [unknown]

Item Owner:  sitecore\admin

Jsitecore ftemplates/Starter Kit/Content Templates/Client Description - {978EFD38-AE 58-45C9-9506-77FC3D803596}

6. The Template field tells you which template the item is based on. If you click the link to the
template Sitecore opens the template item.

9.1.2

Creating a Link to the RSS Feed

After you have defined the RSS feed, you must add a link to the parent content item so that users can

subscribe to the feed.
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To add a link to the content item:
1. Inthe Content Editor, open the News item.
2. Expand the Page Title and Text section and click Show Editor above the Text field.

3. In the editor, enter some text for the link.

(=) sitecore o @
(B Z 280,80 5 9-0-8]

Create a News Section and tell the world that things are happening for vour organization.

Subscribe to an RSS Feed

./ Design | 4% HTML

Accept Reject

4. Select this text and click the Insert Sitecore Link button <2 .

Insert a Link
Select the item or media that you want to reate a lnk to,

Internal Link | Media Items | Search
= [2) sitecore
= & content
& ) Home
i) Standard-Ttems
@ About-Us
@ services
] Case-Studies
) News
[ Contact-Us
= [)rss-Feeds
5] office-Core News
) Settings
B Layout
&) Media Library
) System
[E] remplates

5. Inthe Insert a Link dialog box, on the Internal Link tab, navigate to the RSS feed item that you
created earlier, or search for the RSS feed on the Search tab.

6. Click Link to create the link.
7. Inthe Content Editor, save your changes.

For more information about the Sitecore search functionality, see the section Searching in Sitecore.

Previewing the RSS Feed

Now that you have created the RSS feed for the News item, you can preview it to ensure that it works
and looks the way you want it to.

To preview the RSS feed:
1. Inthe Content Editor, open the News item.
2. Click the Presentation tab and then, in the Preview group, click Preview.

When the RSS feed works correctly, you can publish it on your website.
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Note
You must publish all the changes that you made before they can be made available on your website.

9.1.3  Subscribing to an RSS Feed
When a visitor logs on to the website they can easily subscribe to the RSS feed.
To subscribe to the RSS feed:

1. Open your website in Internet Explorer.

2. Navigate to the item that you have created an RSS feed for — the News page.

sitecore

compelling web experiences’

Q

News

Create a News Section and tell the world that things are happening for your

organization.
Starter Kit Fully Documented

Recent News on Front Page

Tutorials Speed Learning Curve SUbSCribe to an RSS Feed
0ld News not on Front Page

Hawe Recent News Items Shown on Front Page

Revolution i Oflice
The Home page of you site automatically displays the first
three recent news items (sorted by the news article date).

read more

3. Inthe News page, click the Subscribe to an RSS Feed link to open a new page displaying the
RSS feed.

News RSS Feed Displaying ara
You are viewing a feed that contains frequently updated content. VWhen you subscribe to a feed, I:l
it is added to the Common Feed List. Updated information from the feed is automatically
downloaded to your computer and can be viewed in Internet Explorer and other programs, Learn o all 4
more about feeds. L e

4R subscribe to this feed

Tutorials Speed Learning Curve

7. august 2009, 11:19:33

The Starter Kit documentation includes many tutarials to help you get up and running quickly.

Recent News Items Shown on Front Page

11. februar 2009, 15:22:08

The Home page of you site automatically displays the first three recent news items (sorted by the news
article date).

Starter Kit Fully Documented

11, februar 2009. 15:20:52
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4. Inthe RSS Feed page, click Subscribe to this feed.

Subscribe to this Feed @

- ] Subscribe to this Feed
When you subscribe to a feed, it is automatically added
to the Favorites Center and kept up to date

Name: MNews RSS Feed|

Create in: [f_:J Feeds V][ Mew folder ]

|| Add to Favarites Bar

Your computer will periodically check online for updates to
subscribed feeds, even when Intemet Explorer is not running.

5. Inthe Subscribe to this Feed dialog box, give the feed a name and specify where you would like
to save it.

Click Subscribe to add the feed to your list of feeds.

You have now subscribed to this feed. When you open your browser, you can click Favorites,
Feeds, and then click the News RSS Feed to see a list of all the news items on this website.
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9.2 Sitecore Client Feeds

Sitecore also contains a number of client feeds that content authors and other users of Sitecore can
subscribe to.

Sitecore contains the following client feeds:
e Content item feeds
o  Workflow feeds

e Workflow state feeds

All of these client feeds are dependent on the items in question being subject to workflows.
For information about workflows, see the section Workflows for Content Editors.

9.2.1 Iltem Feeds

To be informed about any changes that are made to an item in Sitecore, you can subscribe to an RSS
feed for that item. You can subscribe to a feed for any item in the Content Editor content tree. However
the feed will only contain useful information if the template that the item is based on is subject to a
workflow.

To subscribe to a Sitecore item feed:
1. Inthe Content Editor, navigate to the item that you are interested in.

In this example, you are a HR manager who wants to ensure that the text in an item about a job
vacancy is correct before it is published on your website. You therefore subscribe to an RSS feed
for this particular item.

0 Home Navigate Review Analyze Publish Versions Configure Presentation

*? @ a Ea [3 Click Edit to lock and edit this item, |2} Edit E}B @
Speling Markup Validation Subscribe ~ || My Ttems Reminder +  Archive +
te Proofing ocks Workflo Schedul
search L W Content Y @) Preview X%
=] t
B sitecore Account-Manager
= & Content
& &) Home @ quick Info
i) RSS Feeds T
(D standard-Ttems readerum
@ procucts Job Description
8 services Contact:
‘@ References jobs@sample.com
& News
18] People Today - Clear
= [ Jobs Deadline:
B Account-Manager 3/19/2008 -
(B Number-Cruncher
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Updates to Account-Manager Sitecore item

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it
is added to the Common Feed List. Updated information from the feed is automatically downloaded to
your computer and can be viewed in Internet Explorer and other programs. Learn more about feeds.

4 Subscribe to this feed

New item created

@ sitecore

2. Click the Review tab, and then in the Proofing group, click Subscribe.

7. januar 2008, 16:45:03

version 1 was created in English language by [Unknown user]

[Home/Jobs/Account-Manager,
English, Version 1

What do you want to do with Account-Manager:

+ Editit

Preview the webpage

Displaying 1/1
® Al 1
Sort by:
¥ Date

Title

3. Inthe web page that opens, click Subscribe to this feed and add this RSS feed to your

favorites.

As you can see the RSS feed does not contain very much information at the moment. However, if a
content author edits the item and moves it through the workflow, the feed becomes much more
informative. When the item is edited by a content author, a new version is created and placed in the Draft

workflow state.

After a couple of days, the HR manager decides to check the RSS feed.
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In Internet Explorer, in the Favorites panel, click the Feeds tab, and then click the link to the item feed.

‘5 B hrip://acT1 30122/ sitecora/shell/ - feeditem.aspatsc_rssu=TphubhudaME_gnh3DeSVpdcUTDUIU2ZTvsiVDF acBHWC H2gDloiyHUZicALDRISGLId WiwapFMD1 MoQPvLuL sy BhSMIbkandnsHEH1&CSBC O + & X

2 News

Addto Favorites bar v N
Updates to Account-Manager Sitecore item Displaying

Fovortes | Feeds | History
Stecore Feeds
5] Update to Account-Manager Stecore item The A y t t .l
) Hews

Engi

‘What do you want to do with Account-Manager:

rem
AUSrNOMAKENLENAUNN B Dsitacore nal Drart
aates

Turn on Suggested Sites..

This web page contains some information about the item, including:
e The name of the item.
e Its current workflow state.
e The workflow history of the item.
e A table showing the differences between the new version and the old version of the item.

It also contains some workflow commands that let you move the item through the workflow — if you have
the appropriate permissions.

Sitecore Workflow Feeds

Sitecore also contains some workflow feeds that you can subscribe to. For more information on
workflows, see the section Workflows for Content Editors.

To subscribe to a workflow feed:

1. Open the Workbox from the Sitecore Start menu. Alternatively you can open the Workbox from
the Pages bar at the bottom of the Content Editor.

O sitecore” | &% Content Editor
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2. To subscribe to a workflow feed, click the RSS feed button to the right of the workflow.

Sample Workflow

f Ei Draft - (1 item)

f Awaiting Approval - (none)

1t Editor

For more information on the Workbox, see the section The Workbox.

This client feed keeps you up to date on the entire workflow and is useful for administrators and
super users who have access to every workflow state that the workflow contains.

Items in the Sample Workflow workflow

2) has been moved to Awaiting Approval state o0

3. To subscribe to a workflow state feed, click the RSS feed button for the workflow state.
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This client feed keeps you up to date on this particular workflow state. This client feed is useful for
content authors and managers who only have access to particular workflow states.

Items in the Draft state of the Sample Workflow workflow

ger” item has moved to the ‘Draft’ workflow state.

Using the RSS Feeds

When you have subscribed to a workflow feed, you can use the RSS Feed to perform the tasks that you
have permission for.
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For example, in the following feed:

Updates to Account-Manager Sitecare item

24, september 2009, 14:07:22

The Account-Manager was moved to the Awaiting Approval workflow state

24, september 2009, 14:07:22

The Account-Manager item was moved from Draft to Awaiting Approval workflow state by Audrey Normal Content Author User

/Home/Jobs/Account-Manager
English, Version 2

What do you want to do with Account-Manager:

e Approve or Approve & comment
» Reject or Reject & comment
o Edit it

Version changes:

Field Title Previous Version (1) Current version (2]

Breadcrumb Title: $name $name

Contact: jobs@sample.com jobs@sample.com
Deadline: 20091001T112600 20091001T112800

Kenu Title: Account Manager Account Manager

The user can:
e Approve or reject the item.
e Approve or reject the item and insert a comment.
o Edit the item.

If you click Reject & comment, the following page appears:

Enter a comment to reject Account-Manager:

Enter your comment and then click Reject to send the item back to the previous workflow state.

Important
You must select the Remember me check box on the Sitecore login page to perform these tasks without
having to log in.

If you haven’t selected the Remember me check box, you must log in before you are directed to the
appropriate page.
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9.3 Security and Client RSS Feeds

RSS technology is designed so that users who follow an RSS link can come directly to the item specified
in the URL of the RSS feed. Most RSS readers do not support authentication. This means that users who
subscribe to Sitecore client RSS feeds have direct access to the item specified in the URL of the RSS
feed and do not have to identify themselves to the Sitecore security system when they view the RSS
feed. However, the Sitecore security system verifies that they are authorized users when they try to
perform any actions associated with the client feed.

If someone else gains access to the URL of the RSS feed:

e They can follow the link and view all the content contained in the RSS feed even though their own
security permissions do not give them access to this item.

e They cannot perform any actions on the content.

e They cannot view any other content.

e They cannot gain access to the username or password of the original owner of the RSS feed.
e They cannot modify the link to gain access to any other content.

Important
Sitecore users should not share RSS feeds.

For more information about tightening security around RSS feeds, see the Sitecore Security Hardening
Guide.
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Workflows for Content Editors

This chapter describes workflows, what you can use them for, and how they are
implemented in Sitecore. There is also a description of the Workbox that reviewers use to
move items through workflows.

o Workflows

e The Workbox
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10.1 Workflows

Workflows are a system that you can use in Sitecore to control when a content item is published.

A workflow is a series of states that you define. These states should reflect the work processes and
procedures that have been implemented in your organization for creating web content. These states can
correspond to the creation, review, and approval stages that content items must go through before they
are published on your website.

Workflows are a way of formalizing and enforcing these processes and procedures to ensure that only
content items that have been approved are published.

A workflow can contain any number of different workflow states and be as simple or complex as required.
Content items do not necessarily have to pass through all the workflow states that you have defined —
some states can be optional or only applicable for certain kinds of content.

Furthermore, you can implement any number of different workflows. Each workflow must as a minimum
contain two workflow states, one that has been defined as the initial workflow state and one that has been
defined as the final workflow state.

Content items must pass through the appropriate workflow states and can only be published when they
are in the final workflow state.

10.1.1 Implementing Workflows

Workflows are normally implemented by developers. It can however be useful for content authors to
understand how they are constructed and implemented.

Workflows consist of special items that are stored in the Sitecore content tree.
A workflow consists of:
A Workflow — the main item that contains all of the subitems that make up the workflow.

Workflow States — the basic building blocks of the workflow. The workflow states represent the different
stages in your content creation process. Content items that are sent through a workflow start in the initial
workflow state and finish in the final workflow state.

Workflow Commands — the actions that must be performed by the various contributors to move the
content items from one workflow state to another.

Workflow Actions — actions that are automatically performed on the content items when they are in
particular workflow states or when particular workflow commands are executed.
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Here is an example of a workflow:

Workflow Items | e
= S Workflows

T Workflow =———f———>= T Sample Workflow ,  Workflow States

= [/ Editng <=1 Initial Workflow State
\.) S & Submit
& Command = [@ Reviewing
@ Approve
Q Reject
= @ Published «—————Final Workflow State
@ Auto Publish

& Action

After the workflow has been defined, the developer specifies which item templates are subject to the
workflow. When they have done this, every time a content author creates or edits a content item that is
based on one of these templates the content item is sent to the initial workflow state of this workflow.

Important
Content items can only be published when they are in the final workflow state.

10.1.2 Using Workflows

After the workflow has been implemented, content authors must send the content items they create or
edit through the workflow before they can be published.

When you create a new content item, it is automatically placed in the initial workflow state. The content
item remains in the initial workflow state until you use a workflow command to move it to another workflow
state.

If you edit an existing content item that is subject to a workflow, Sitecore creates a new version of this
content item and places it in the initial workflow state. If you edit this content item again later, you edit the
version that is in the workflow unless you specify that you want to edit another version.

Important
Content items that are edited by administrators are not subject to workflows.

Moving Items through a Workflow in the Page Editor
When you have finished editing the content item, you can send it to the next workflow state.
To send a content item to the next workflow state:

1. Inthe Page Editor, navigate to the page you want to work on.
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2. Edit the page and save your changes. If the page you are editing is part of a workflow, you will
see all workflow commands in the Page Editor.

Home Experience Testing View

R = x Delete Page | (@) | 3 My Items (1) =
2 El Mgt - @
Preview v Insert Page & Move Page M & Vorkbox Publish

Mode Edit Publish

[@ Theitem s in the ‘Draft workflow state in the ‘Sample Workflow’ workflow. Submit

5} office Core

In the Page Editor, there is a notification bar that displays a workflow command — Submit. This is
the only workflow command that you can apply to the current page in its present workflow state.

3. Click Submit to send the content item to the next workflow state. Sitecore displays a dialog box
for you to enter a comment.

E ‘-\ Home Experience Testing View

B = = x Deletz Page @ :B My Items (1) [ E Clo
A 5 = @
Edit | Preview ~ Insert Page Move Page E’ 5 Workbox Publish #E Lod

Mode Edit Publish Clos
[# The item is in the ‘Draft workflow state in the "Sample Workflow’ workflow. @

'ili, Offfice Core
. | Sitecore -- Webpage Dialog

i Enter a comment:

Submit draf

Home » AboutUs » Job Opportunities

4. Enter a comment and then the content item is moved to the next workflow state.
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@ sitecore

The workflow commands that are available in the Page Editor change to reflect the item’s new
status.

E] % Home Experience Testing View
(=) 76; = x Delete Page @ A My Items ’2. B Close
¥ Q =
Edit | Preview + Insert Page DMovePage Lok & Workbox Publish & Log Off
Mode Edit Publish Close
The item is in the ‘Awaiting Approval’ workflow state in the ‘Sample Workflow’ workflow. Approve Reject

'*l,t Office Core

However, if you do not have permission to edit the content item in this workflow state, you cannot
lock the item for editing and the workflow commands will not be displayed.

Moving Items through a Workflow in the Content Editor
When you have finished editing the content item, you can send it to the next workflow state.
To send a content item to the next workflow state:

1. Inthe Content Editor, open the content item that you are working on.

2. When you are satisfied that it can be sent on through the workflow, click the Review tab.

ﬁ You have locked this item, i =
S History Reminder - Archive -
Locks arkfio e

[search 9, ]| W content VEETRY [SRd-=1d

= & Content

‘ Review

83 Mission-and-Vision =
& &) Home
i standard ttzms i\ Tfyou publish now, the selected version will not be visible on the Web site because it has been replaced by an older
= @ AboutUs version.
83 10b-Opportunities Wersion 1 will be published instead.
83 Mission-and-¥ision Meta Data
33 our-values 49 Breadcrumb
& our-Process D Henu
& Our-Partrers Dovervicn 5

As you can see, the Workflow group displays a workflow command — Submit. This is the only
workflow command that you can apply to the current content item in its present workflow state.

Furthermore, the content item also displays a message informing you that this version of the item
cannot be published because it is not in the final workflow state.
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3. Click Submit to send the content item to the next workflow state. Sitecore displays a dialog box
for you to enter a comment:

a Sitecore -- Webpage Dialog

Enter a comment:

Submit draft

4. Enter a comment and then the content item is moved to the next workflow state.

The workflow commands that are available in the Workflow group change to reflect the item’s
new status.

O Home  Navigate (IO Publsh My Toolbar

; '? E w, E 1) || cickEdttolokand edt usitem. [AEdt @D Approve

!:J Speling Mp Validation Subscribe + || M -iems Sf vistory (D Reject Rem%r - N@ -
wWrite || Proofing L orkflo chedule

= % 7]

W content { BN /")'E'

= & Content Missi .
ission-and-Vision =
& i Home m

) Standard-Ttems

/& You must lock this item before you can edit it.

= @ Apoutls To lock this item, dick Edit on the Home tab.
82 10b-Opportunities « Lock and Edit
8 Mission-and-vision
8 our-values /4 Ifyou publish now, the selected version will not be visible on the Web site because it has been replaced by an older

version.

QZ Our-Process Version 1 will be published instead.

4 Our-Partners
8 press-ounge
W Services

[5] Meta pata
N Breadcrumb

However, if you do not have permission to edit the content item in this workflow state, you cannot
lock the item for editing and the workflow commands will not be displayed.

Sitecore also contains a Workbox that been designed to give reviewers a greater overview of all the
content items that are currently in workflows.
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10.2 The Workbox

The Workbox is a tool for reviewers and managers and gives them the overview they need to perform
their tasks.

10.2.1 Using the Workbox

When you need to review content items, you should use the Workbox to see all the content items that are
currently in workflows and which workflow states they are in.

To use the Workbox:
1. Login tothe Sitecore Desktop.
2. Click the Sitecore Start button and then Workbox.

[] Analytics Workflow || ftems per Page: 10~ & Refesh
Sample Workflow
Sample Workflow .

g Draft - (none)

Awaiting Approval - (2 items)

Dm Job-Opportunities - (English, version 2)
=ct change: audrey changed from Draft to Awaiting Approval on Thursday, February 28, 2013, Mare v

[Bpreview [@open @oiff @ Approve @ Reject

Dm Mission-and-Vision - English, versian 2)
25t change: audrey changed from Draft to Awaiting Approval on Thursday, February 28, 2013. Mare v

[Bpreview [@open @oiff @ Approve @ Reject

| @ Approve (selected) @ Approve Gll) &) Reject (selected) @ Reject (2l

In the Workbox, you can see that the Sample Workflow has been selected and you can see all
the relevant workflow states. You can also see that there is one content item in the Awaiting
Approval workflow state.

3. In every workflow state, you can preview, open, compare, each content item as well as apply the
workflow commands that have been defined for that workflow state.

In the Awaiting Approval workflow state, you can approve, or reject the content item.

Previewing an Item

To preview the version of a content item that is in a workflow state, click Preview and this version of the
item is displayed in a new browser window.

Opening an Item
To open a content item, click Open and the item is opened in the Content Editor.
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Comparing an Item

To see the changes that have been made to a content item, click Diff.

2] Sitecore - Webpage Dialog
73 Compare Versions
u Compare two version of the same item. The differences are highghted.

One Columr: Two Columns
e —

2 -1 -

|"Meta Data o=
Browser Title:
Office Core Mission and Vision

i

Meta Description:

Office Core was foundeds ign 51986 and we design and

construct s-physical business environments that improve workflow, | |
reduce clutter, and- improve productivity.

Meta Keywords:

office core, office design, services, service package, consulting,

consultation, furnishings, fittings, furniture, accessories, mission,
vision

| Breadcrumb @'
Breadcrumb Title:
Mission and Vision

| 'Menu @
Menu Title:
Mission and Vision

Menu Toaltip:
$name

The Compare Versions dialog box lets you see the changes that have been made to this version of the

item. You can select which versions to compare and whether you want them displayed in one or two
columns.

Approving or Rejecting an Item

When you are finished reviewing the content item, click Approve or Reject to move it to the appropriate
workflow state.

10.2.2 Several Workflows

If you have implemented more than one workflow, you can view them at the same time or switch between
the different workflows in the Workbox.

& oratt -

5 Awaiting Approvol - (2 rerns)
a8 Job-Opportunities - Engh, verson 2
‘sudrey charged from Draft 1o Awaiting Approval on Thursday, February 28, 2013, More =
Bireven @oven Dot Daomrove Dceer
G Mission-and-Vision - sk, vern 7
ey hangad o Drat 1 Awaiting Approval o Thescay, Fbrulry 3, 113, Mort »
Rievan Bopen Do G aooore D

D sgmrave oelected) & Aporove (o) ) Rziect fscected) Rzt (o)

To display or hide a workflow in the Workbox, select or clear the check boxes in the Workflows group.
You can also expand and collapse each workflow and workflow state.
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Customizing the Interface

You can change the interface in Sitecore. This chapter describes how to increase usable
screen space, customize the interface in the Content Editor and in the Page Editor. There
is also a description of how to customize the Sitecore Desktop.
This chapter contains the following sections:

e  Working with the Browser

e Customizing the Content Editor

e Customizing the Page Editor
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11.1  Working with the Browser

All of the interfaces and programs that Sitecore contains are displayed in a normal web browser.

11.1.1 Full Screen Mode

If you need to see more of the web page or item that you are editing because there are too many
elements in the way or because you are using a computer with a small screen, you can gain some space
by expanding the browser interface to full screen mode.

To enable full screen mode, press F11. This expands the browser window to fill the entire screen and
hides the user interface elements of the browser — the title bar, menus, toolbar, and status bar.

To see some of hidden user interface elements, move your mouse to the top of the screen. Press F11
again to restore the hidden browser user interface elements and exit full screen mode.

11.1.2 The Sitecore Desktop

When you are using the Sitecore Desktop application you can change some of the settings that affect the
way Sitecore looks and customize other settings to suit your needs.

In the Sitecore Desktop, you can:
e Change the desktop background.
e Change your password.
e Change the application options.
e Change your personal information.

e Change the language settings.

Changing the Desktop Background

You can change the image displayed as your desktop background when you log in to the Sitecore
desktop.

To change the desktop background:
1. Log in to the Sitecore Desktop.
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2. Click the Sitecore menu and then click Control Panel, Preferences.

3. Inthe Preferences dialog box, click Change Your Desktop Background.

Sitecore -- Webpage Dislog
Desktop Background
g Select a desktop background.

|
" ST

Background:

(None) Position:

Blue Center
Building o
Chameleon cape o
s —

Pine neddles

Sparkle

Stairs

Sudak still rocky shore
Working

In the Background field, select the image that you want to use.

5. Inthe Position field, use the drop down arrow to select how you want to place the image on the
desktop.

6. Inthe Color field, select the color you want to surround the image if it does not fill the screen.

Changing Your Password

To change your password:
1. Inthe Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.
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2. Inthe Preferences dialog box, click Change Your Password.

= Sitecore -- Webpage Dialag ==

i Change Password
Enter your current and new password.

Password: |
New Password:

Confirm New Password:

Change Passnord | | Cancel

3. Inthe Change Password dialog box, enter your current password and then enter and confirm
your new password.

You can also change your password in the Sitecore log in page.

@ sitecore

Welcome to Sitecore

User name: |minnie
Password: |

I~ Remember me

Forgot Your Password ~ Change Password

Changing your Personal Information
To change your personal information:
1. Inthe Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.

2. Inthe Preferences dialog box, click Change Your Personal Information.

2 Sitecore -- Webpage Dialog (3]
Personal Information
Change your personal information.

Full Name: My Mew Mame

Email: mynewname@address.net|

Portrait: Usert N
User2 png Bl
User3 png W
Angel.png
Dudel
Dude2 png

Dude3 2

3. Inthe Personal Information dialog box, you can change your name, e-mail address, and the
image that is used as your portrait throughout Sitecore.
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Changing Your Regional and Language Options

To change your regional and language options:
1.

2.

In the Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.
In the Preferences dialog box, click Set Your Regional and Language Options.

2| Sitecore -- Webpage Dialog ==

Regional and Language Options
Change your regional settings to reflect your prefersnces,

Standard and Formats:

This option affects how numbers, currendes, dates and time are formatted.

Select an item to use its preferences.

M

Samples:

Number:  [123,456,789.00

Currency: |=123,456,789.00

Tme: 1447

Short date: [01/18/2013

Long date: ‘Fnday, 18 January 2013

Client Language
Select the language to use in the dient application.
English

3. Inthe Regional and Language Settings dialog box, you can:

o Select the formats that you want to use for numbers, currencies, times, and dates.

o Select the language that you want the client application to use.

Using the Default Settings
To use the default settings:
1.
2.

In the Sitecore Desktop, click the Sitecore menu and then click Control Panel, Preferences.
In the Preferences dialog box, click Reset My Settings to Default Values.
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11.2 Customizing the Content Editor
The Content Editor contains a number of user interface elements that you can.
You can, for example, give yourself more room to work in by:

e  Customizing the ribbon.

e Customizing the content tree.

e Resizing the editing pane.

11.2.1 Customizing the Ribbon
There are several ways in which you can customize the ribbon.
You can:

e Hide the ribbon.

e Hide the tabs.

e Create your own toolbar

Hiding the Ribbon
To hide the ribbon in the Content Editor:
1. Double-click any tab to hide the ribbon.

o Home  Navigate  Review  Publsh  Versons  Configure  Presentation View per
Search Q, ~ ||| @ content
= B site
[E) sitecore [ ssdebor
= & Content

The ribbon is removed but the tabs are still displayed.

2. Click on atab to open that tab and display the ribbon again.

Hiding Tabs

You can also specify which tabs are displayed in the Content Editor.
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To hide a tab:
1. Right-click anywhere on the ribbon to open a dialog box.

Hame
Navigate
Review
Publish
Versions
Configure
Presentation
Security
view
My Toolbar
Developer

Reset

Customize

2. Select or clear the check boxes to decide which tabs you want displayed in the Content Editor.

3. Click reset to restore the default tab selection.

Creating your own Toolbar

You can also create your own toolbar that only contains the tools and functionality that you need to do
your work.

To create your own toolbar:

1. Right-click anywhere on the ribbon and click Customize to open the Customize My Toolbar
dialog box.

2] Sitecore -- Webpage Dialog =
Customize My Toolbar
dd or remove commands from My Toolbar.

Al Selected
= {2 Ehtinks] - @|customize
® [ Insert (<]
= [ Attributes
® [2) Behavior
= [0 view
@ [3) Appearance
# [ Attributes
® [ clipboard
# [J) Preview
# [J) create
# [J) Feeds
# [2) Fields
# [0 GoTo

(<1>]

# [J) Indexing Power Tc
@ [3) mnsert

® [J) nsert Options

# [J) Language

# [J) Layout

® [J) Presets

# [ Locks

# [J) My Toolbar

# [J) Navigate

# [) operations

# [2) ownership
CHET
n

2. Inthe All pane, expand the groups and select the commands that you want on your toolbar.
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You can only select commands and not groups. You can however insert separators to divide
them into groups and use the up and down arrows to place the commands in the order you want.

= Sitecore -- Webpage Dialog

Customize My Toolbar
@ Add or remove commands from My Toobar.

Al Selected

2 ownership ~ O Custonize
Eure @ Template
0 preview Separetor
[2) Proofing Open
(5 publish Back
[5) Restrictions Forward
[2) Rename
[5) Schedule
[5) search
[2) security
[5) Presets
£ Tools

= Separator
5 serialize
[ show
[2) sorting
[Z) Template
[ Translate
[2) versions
=) view
[ workflow
5 Edit
[ write
[2) Buckets

] 1
‘ ,

[<15]

i

3. When you are finished, click OK.

4. Right-click on the ribbon to open the tabs dialog box and select the My Toolbar tab. The tab is
added to the ribbon and contains all the command that you just selected.

Publish  Versions  Configure  Presentation  Security Developer
&3 About Us Section

11.2.2 Customizing the Content Tree

In the Content Editor, you can easily resize the content tree pane or hide the content tree entirely if you
prefer.

Hiding the Content Tree
To hide the content tree:
1. Inthe Content Editor, click the View tab.

O Home  Navigate Review Publsh  Versons  Configure  Presentation  Security

2. Clear the Content Tree check box to hide the content tree.
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3. Clear the Entire Tree check box to hide the root of the content tree (sitecore) and the Media
Library. This view ensures that users can only see the items that are part of their website.

4. Clear the Hidden Items check box to hide some of the system items that are displayed in the
content tree.

The other two settings — Raw Values and Standard Fields are only relevant for administrators.

Resizing the Content Tree

You can also resize the content tree. This can be useful when you need to find an item or when the pane
takes up too much space.

To resize the content tree:

1. Inthe Content Editor, move the mouse over the bar between the Content Tree and the Editing
pane.

2. Drag the bar to the left or right to resize the elements in the window.

Configuring the Quick Action Bar

The Quick Action Bar runs down the side of the content tree and can be used to display information that
can be useful to both the content author and the administrator.

{ -
= ) stecore
= & cont
# ) Home
® ’7.‘&'-11-
o @ Heo
# (JMetaData

# () Settings

Quick Action Bar

* P Systen
® [ Terplote

To configure the Quick Action Bar:

1. Right-click the Quick Action Bar to see a list of the elements that it can display.

Ttem Buckets
Cloned Items
My Locked Items
Locked Items
Workflow State
Broken Links
Missing Versions
Publishing Warnings
validation Rules

Presentation Overriden

@ Refresh

2. Click an item in the menu to hide or display an icon beside the item that is affected.
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You can select the following items:

Menu Item Tells you

Item Buckets Which items are item buckets.

Cloned Items Which items are clones.

My Locked ltems Which items you have locked.

Locked Items Which items have been locked by another user and
who locked it.

Workflow State The workflow state of the item.

Broken Links Which items contains broken links.

Missing Versions Which items are missing a version.

Published Warnings Which items have published warnings.

Validation Rules Which items contain validation errors.

Presentation Overridden Which items have the layout settings that are defined
in the template they are based on overridden by
another layout.

Note
The items that are available in this menu in your Sitecore solution may vary from the ones shown here.
This is controlled by your Sitecore system administrator.

You can select as many of these options as you like. There is a performance overhead to pay for each of
these options.

Important
The Validation Rules and Broken Links options are the most costly of the Quick Action Bar options. Each
time you open an item in the content tree the client must make a server call to refresh these options.

11.2.3 Changing the Application Options

When you are using the Content Editor, you can also specify which elements of the Content Editor
application should be displayed.

To configure the Content Editor:

1. Inthe Content Editor, click on the Sitecore button in the top left-hand corner.

[£] Propertes
Application Options |
R licenses
i) About

Exit

Alternatively, in the Sitecore Desktop, click the Sitecore menu and then click Control Panel,
Preferences.
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2. Click Application Options to open the Application Options dialog box.

2| Sitecore -- Webpage Dialag
& Application Options

Content Editor | View | Media
Show/Hide
[V]item Tite Barp

Field Section Titles

[ Fields from the Standard Template
Bucket Items

Hidden Items

Quick Info Section

Quick Action Bar

Seach Panel

validator Bar

[ use smart Tags

Prefetch Collapsed Sections
Content Profiling

Field Values

@ Show Input Controls

() Show Raw Values

Pages
Show Pages Bar

3. Select or clear any of the check boxes to hide or show the element in question.

@ sitecore

The following screenshot points out where most of these elements are found in the Content

Editor:

Analyze  Publsh  Versons  Configure  Presenfaion  Securi
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Hidden Items 5 5

) 5ystem PP Banner
+
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The remaining elements in the Show/Hide section are:

Section Field Description

Show/Hide Bucket Items Display the otherwise hidden items in an item
bucket in a folder structure. It is recommended to
clear this check box, because it will prevent the
system from unnecessarily loading all the items in
the content tree.

Fields from the Standard | Display a large number of fields that are used
Template internally by Sitecore. These are hidden to
improve performance
Use Smart Tags An alternate way to show the commands
associated with a field.
Show Editor * Suggest Fix - Edit Html
7 Show Editor ~
What do vou  Show Editor 7
Edit Html
Prefetch Collapsed The system fetches and keeps the fields from the
Sections Field Sections in memory before the section is
even opened.

Field Values Show Input Controls Shows the field values as input controls. This is
only relevant for administrators.

Show Raw Values Shows the field values as raw values. This is only
relevant for administrators.

Pages Show Pages Bar Determines whether or not the shortcuts to the
Sitecore applications are displayed at the bottom
of the Content Editor.

Pages Bar : i iodia Library  Workbox
O sitecore” ++ Content Editor
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4. Click the View tab of the Application Options dialog box for more options on what should be
viewed in the Content Editor.

2| Sitecore -- Webpage Dialog

% Application Options

Content Editor | View | Media
Cantent Tree - Item Names

7 Item Key
Content Tree Root

Show the Content Tree in the Cor
Show Entire Content Tree
Control Properties

[Z] Show the Personalization Section

[Tl shaw the Test Lab Section

@) Display Name (Janguage-spedific name)

(=Sl

ntent Editor

Section

Field

Description

Content Tree —
Item Names

Display Name (language-
specific name)

Select to show the language specific
display name that you can give an
item.

Iltem Key

Select to show the item key in the
content tree.

Content Tree
Root

Show the Content Tree in the
Content Editor

Show the content tree in the Content
Editor.

Show Entire Content Tree

Show the entire content tree in the
Content Editor. Clear the check box to
show only the Content node in the
content tree.

Control Properties

Show the Personalization
Section

To be used only in the Marketing
Center.

Show the Test Lab Section

To be used only in the Marketing
Center.
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5. Click the Media tab for what should be showed in the Drag & Drop dialog or whether to open the
editing application available on the user’s computer.

a Sitecore -- Webpage Dialog @
& Application Options

Content Editor | View Medial

Drag &Drop

@ Show only latest version of files
(2 Show versioned files in folders

Media Edit Button Default
Open editing application installed on user’s computer

Section Field Description

Drag & Drop Show only latest version of files | Select to show only the latest version
of the media files in the Drag & Drop
dialog box.

Show versioned files in folders Select to show all versions of a media
file in the Drag & Drop dialog box.

Media Edit Button | Open editing application Open the media items with the editing
Default installed on user’'s computer. application that is installed on the
user’'s computer.

Setting the Display Name of an Iltem
To set the display name of an item:
1. Inthe Content Editor, select the item in the content tree.
2. Onthe Home tab, in the Rename section, click Display Name.
3. When you are prompted, enter the name that you want displayed in the dialog box that appears.
4

Refresh the content tree and the display name is visible.

Publish ns Configure tation My Toolbar Developer

I:D (%) Copy To x Rename A st
[y Move To pelete isplay Name || % Down ¥ Last
= \ename Sorting =
= s - |
) stecare M. My Display Name - [novelty ltems]
= & content
=]
B ) Home @ quick 1nfo
= @sample
{2 standard-Items Ttem ID: {EFOFF988-147B-4EAF-AGFC-TEGEED 723237}
& @ Products Item Name: novelty Ttems - Display Name: My Display Name
& tome-Froducts Item Path: fsitecore/content/Sample Products/novelty Ttems
& My Display Name
2, Novelty Tzems Template: /sitec ter Kit/Content Templates/Product Cateqory - {8447142CF885-416F-826E-5CD3
& Office-Products Created From: [unknown]
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In the Content pane, the key is shown after the display name.
Furthermore, the display name is also used for the item in the published website.
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11.3 Customizing the Page Editor

You can customize the Page Editor. However, it has limited functionality available for you to change

11.3.1 Working with the Ribbon

The functionality that is available to you in the Page Editor is determined by the roles that your site
administrator has assigned to you.

Hiding the Ribbon

If you only have limited access to the functionality contained in the Page Editor, you can hide the ribbon
to give yourself more space to work with.

To hide the ribbon:
1. Logintothe Page Editor.

EI & Advanced Experience Testing View
E O% * > x Delete Page fa ﬂ My Items (1) G Close
Edit | Preview - Component Insert Page 8 Move Page Lock €52 Workbox Publish ’/(? Log Off
Mode New Edit Publish Close

2. Click the Toggle the ribbon button « at the top of the screen to hide the ribbon.

3. When you need to use the ribbon, click Toggle the ribbon button « and it appears again.

Changing the Interface

If you have access to more functionality in the Page Editor, you can also change the way the Page Editor
presents editable items to you.

To change the interface:
1. Log in to the Page Editor.

| Advanced Experience Testing View

(.3“ * Y x Delete Page rﬂ ﬂ My Items (1) 1 B Close
Edit | Preview - Component Insert Page B Move Page Lock ®5 Workbox Publish ’/(%? Log Off
Mode Mewy Edit Publish Close:

2. Inthe Page Editor, click the View tab.

E] Q’ Home Advanced Experience Testing View

Editing |:| Controls D Control bar
Edit | Preview = Designing [F]Mavigation bar
Mode Enable Show
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3. Inthe View tab:
o To edit the page text, select the Editing check box.
o To edit renderings and placeholders, select the Designing check box.

o To show outlines of all the selectable objects on a page, select the Controls check box. Use
this feature to understand how the page is organized.

o To display the Navigation bar, select the Navigation bar check box.
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