Quick Guide to CMS Version 9.10

1. Login Page - http://www.alexandriava.gov/cms
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The CMS software has been upgraded, and the editing screens look different than before
Please take a look at our Quick Guide which shows some of the biggest changes.
We also have the procedure to follow to change your password.
Having trouble editing content? Clear your browser's cache and cookies!
Here's how for Internet Explorer 8 and Internet Explorer 9
Please contact the Web Team if you encounter any preblems with the CMS

»> Download the current CMS User's Guide <<

This is a government computer system and is protected by federal and state laws. Access fo this site requires a City-issued username and
password, and is intended only for use by employees or other users given authorization by the City. Any unauthorized access will be investigated by
local, state, and/or federal law enforcement agencies. Unauthorized users may be fined, imprisoned, or both.

ntact Us | Privacy & Legal Notices |

2. Workarea with tabs for content, library, settings, etc.
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3. Content Tab
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4. Create new content by clicking -> New -> HTML content
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5. New content area with the publish, check in, save and cancel buttons
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6. Library tab showing images
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7. To use library items (images, files, quicklinks, etc.) - select the Insert tab, click the library button.
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WORKING WITH COLLECTIONS
What are Collections?

In the CMS, the term Collections refers to a grouping of links to content blocks that are handled as a single object by the CMS. The user creates a

collection, adds in the content blocks through the CMS Workarea, and the collection is created as a list of links to those content blocks. Content blocks
have Quicklinks associated with them, which allow users to easily maintain and edit collections.

Collections are used on the Alexandria Web site to create the left hand navigation on individual pages. Collections are the best way of handling links to
nanas within tha cama sita

8. To add text on your page, either type it or copy/paste from a Word document.
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What are Collections?
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In the CMS, the term Collections refers to a grouping of links to content blocks that are handled as a single object by the CMS. The user creates a collection, adds in the content blocks through
the CMS Workarea, and the collection is created as a list of links to those content blocks. Content blocks have Quicklinks associated with them, which allow users to easily maintain and edit




9. To format the text, highlight the text and use the formatting buttons.
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10. To set the image properties (ie. position, border, horizontal/vertical space) - go to Review tab,
open the inspector (Review tab -> leftmost button), double click the image.
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What are Collections?
Edit Image:

In the CMS, the term Collections refers to a grouping of |
collection, adds in the content blocks through the CMS Wi
have Quicklinks associated with them, which allow users| Add hyperlink to Image

Delete Responsive Image
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Collections are used on the Alexandria Web site to create B size
pages within the same site.

Position & Wrapping

Where are Collections Found?

Collections are stored in the Modules area. Note: Each d4

1. Open the CMS Workarea. Spacing
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11. Editing Content Using the Silver Access Point
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. Siver Access Point
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Conveniently update content directly from the website (after logging in). Whenever you
see a silver access point on a piece of content that means that you can edit the content by
clicking the silver dot. The fly-out menu offers the following options.



Please contact Web Team
(web.team@alexandriava.gov)

if you encounter any issues with
the CMS.



