Quick Guide to the Latest Version of the CMS

Login page - hitp://www.alexandriava.govicms
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1. Workarea
2. Tabs to go to Content, Library, Settings, etc.
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3. Content area - displayed after clicking the Content tab.
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4. Create New Content - click New->HTML Content o
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5. New Content Area
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6. Upload Library Items - click Library tab in the Workarea o
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7. Using Library items (pictures, files) - click the Library (cabinet) button to access Library items
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8. Pasting Plain Text to the Content Area - when copy/pasting text from Word or other himl pages, set the cursor
to where you want to paste the text, click the Paste Plain Text button and follow the instruction on the pop-up Paste Plain
Text window.
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9. Dotted Circles and Paragraph Tags - when creating content or editing existing content, you might notice that
there are dotted circles in front of paragraphs or lines of text that have hyperlinks. Please ignore these dotted circles for

now. When you see Paragraph tags, please ignore them as well for now.
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Please contact the Web Team if you encounter any
problems with the CMS.





