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Creating webpages
in Contensis CMS

1. Click on the folder you want to create your webpage in and select New Content.

2. The Create New Content dialog will display a drag and drop area and a list of
available content types. To create a webpage, click on the Web Page option from the
right-hand list.

If there are multiple page templates available, you will be able to choose from these on
the next screen. If only one template is available, the CMS will create the page using this.

Note: It is not possible to use the Drag and Drop function to create webpages. This is
only available for other content types (images, documents, etc).

Create New Content in the Services folder

CREATE CONTENT IN THE CM3

Type to start filtering the content types

Web Page (using the Page-SectionTitle template)
Create a page from a CMS template

HTAccess File
Create a .htaccess file

Hyperlink
Create a link to a CMS file, email address or external website

4
u TXT File

Create a text document

Drag & Drop

your files to upload, or
XML Data

Create an XML file

Select Files

The page will open ready for editing. The page will appear in the CMS folder navigation
as ‘Untitled’.
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3. First, give your page a title. This is at the top of the page you are editing.

@ LN Study With Us

This should be what the page is about. The Title will display as the page title on the
website.

A study With Us {The University - X |+

0 8 https://www.nottingham.acuk/geography/study/index.aspx

Depending on the page template you are using, it may also automatically generate as your
Heading 1.

SlldiErunlin

Home StUdy With Us

About Us Bridging the sciences and the humanities, geography is the ideal subject for anyone

keen to maintain a broad interest in the world around them. It is an all-

encompassing discipline that seeks to understand the world and all of its human and
Undergraduate Courses

natural complexities.
Postgraduate Taught

Courses Our geography courses provide flexible programmes of study that span the discipline of geography, while allowing
you to tailor the content to your own particular interests and aspirations.
Postaraduate Research

The menu name and file name are automatically generated from this.

4. To change the Menu Name and File Name, click on the Properties tab and change
the File Name (this should be as short as possible with no special characters, lowercase,
with hyphens between words). It is best practice to name homepages of folders as index.

Content Metadata Properties ‘ersion History Comments

Created from page template: Page-SectionTitle.tpl
Publish Properties

File Name

Untitled

Menu Name

Untitled
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Menu Name is how your page will appear on the left-hand menu on the website.

Home StUdy With Us

About Us Bridging the sciences and the humanities, geography is the ideal subject for anyone

keen to maintain a broad interest in the world around them. It is an all-

encompassing discipline that seeks to understand the world and all of its human and

Undergraduate Courses

natural complexities.
Postgraduate Taught

Courses Our nennranhv courses nrovide flaxible nroorammes of studv that snan the discinline of neooranhv. while allowino

5. Save you page after you have filled these in.

6. You can then edit your page content. Once you have finished editing your page,
you can Save and Preview your page as normal.

Under Workflow you will also find Check-In, Pass to Another User, Submit,
Submit with Message and Submit and Approve depending on your permissions.

® Preview ~ = Workflow ~ @

Check-In

Pass To Another User

At Submit
C* Submit With Message
At Submit & Approve
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