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Sitecore Training

Section 1 Getting Started
1.1Installing the registry editor
1.1.1 If you have administrative rights on your computer
1.1.1.1  Unzip the file.
1.1.1.2  Double-click on the registry editor.

1.1.2 Ifyou do not have administrative rights, use the Tech Services Request
Form to request installation.

1.2 Finding the login link
1.2.1 Go to www.craftonhills.edu.

1.2.2 Click on the copyright symbol at the bottom of the page.

New Students | Admissions and Records | Courses and Programs | Student Resources
Faculty and Staff | Community | About CHC | Accreditation | Contact Us

2010 Crafton Hills College
Crafton Hills College, 11711 %and Canyon Road, Yucaipa, CA, 92399, 909 794-2161

A college of the San Bernardino Community College District




1.3Logging In
1.3.1 Under Options, select Desktop

1.3.2 Log in using your district user name and password.

@ sitecore
i

= Licens

Welcome to Sitecore

______________________________________________ Siteco
User name: |sbccd\ksimonso J
Password: [seessses 1

[JrRemember me

Forgot Your Password Change Password Brow

You a

Lol Sitecoy

this br

User Interface:

g Desktop w Content Editor Page Editor

1.4 Desktop & Content Editor: Differences

1.4.1 The Desktop contains the Content Editor, but also other useful features,
such as the Recycle Bin

1.4.2 The Recycle Bin is useful in the event you accidentally delete an item.



Section 2 The Content Editor
2.1 Opening the Content Editor
2.1.1 Click on the Sitecore icon in the lower left.

2.1.2 Select the Content Editor from the menu.

Simonson, Kristi

sbcad\ksimonso

Content Editor
Manage your content.
= | Media Library

8| Maintain media content. 3 vebug

Developer Center
Create new functionality. J}g Carousel

Security Editor ‘& Recyde Bin
Grant and revoke
permissions. SR Search
Template Manager

% Create new templates. @ Workbox
Pubisll Site Control Panel

9 Security Tools »
E] Development Tools »
Q Reporting Tools




2.2Finding your Site/Pages in Sitecore

2.2.1 In the left-hand pane, navigate to sitecore > Content > CHC and locate
your pages.

2.2.2 Click on the item you wish to edit.

Analyze Publish Versions Configure Presentation Security

- . :
(8) sitecore D chctest
= & Content
H =
i tHoma /8 You must lock this
= @ aic To lock this item, dlick §
a New Students ® Lock and Edit
# )] Admissions and Records B
@ @ Courses and Programs © Quick Info
# §§ StudentResources ] Title and Descriptiof
@ @ Faculty and Staff =
& 83 Community .'i'w"-"'-'-'%T
# (&) About CHC -
® 3 Accreditation S o
# o Show Editor * Suggest
% e Description [standard
@ campus Notice System
D togin Content goes h
() Logout
= DTesﬁng
() asmoore
® () chetest
® [ chendric




2.3Creating an Item/Page
2.3.1 Right-click on the item you wish to store your new item/page under.

2.3.2 Select Insert

@ &) About CHC
# 8 Accreditation
@ %, utiities
9 Campus MNotice System
8“9‘” Insert Q—b Content goes h
Logout ;b Cut
= Otestng ED Copy
Dasmc @ Paste
® Dcete = —— |
@ [) chen @ ouplicate
® [7) doah $8 Delete
() epad [ Rename

how Editor -

2.3.3 Select Site Page.
2.3.4 Enter a name for the page.

2.3.5 Do notuse “&” in your page name.

2 T'Cm‘e’“\—
D chctest

/8 If you publish now, the selected version will not be visible on the Web site because it is not in the fing
Version 3 will be published instead.

L: DTERE 2 sitecore -- Webpage Dialog

Enter the name of the new item:

1 chctes Im I

Show Edit,
Descript

Content goes here...




2.3.5.1 The page name you enter is used in three places. When a page is
fist created, these three will match by default, but you can change them as
desired.

23511 The URL - The name you enter is what people will see in
the URL of the page, with underscores replacing spaces. To change this
name, you must right-click on the item and use the Rename feature.

2.35.1.2 The Title - This appears above the main content of the
page in the red area on the Crafton web site. This can be changed in the
Title field.

2.35.13 The Menu Title - This is the name that appears if your
page is shown in the left hand menu on the CHC web site. It is also what is
displayed in the Site Map. This can be changed in the Menu Title field.

2.4Saving an Item

2.4.1 Click on the Save icon on the upper left (visible from the Home tab).
2.5Posting an Item/Page (Workflow)

2.5.1 Select the Review tab at the top of the page.

2.5.2 Select Submit.

2.5.3 A popup will allow you to enter an optional comment. When finished,
choose OK.

Versions Configure

| You have locked this item. | % CheckIn &) Delete ||
My Items ||| | S vistory | & subait | Reminder ~  Archive ~

O UT T R ITIISII.

° Content

E Test Page

/, If you publish now, the selected version will not be visible on the Web site because it is not in the final workflow|
Version 2 will be published instead.




2.5.4 Select Approve.

2.5.5 A popup will allow you to enter an optional comment. When finished,
choose OK.

Publish Versions Configure Presentation

Aedt &
“-':J’ History 0

Click Edit to lock and edit this item.

My Items

DCKS

s B B |
Reject =

aContent

D Test Page

/%y You must lock this item before you can edit it.
To lock this item, dick Edit on the Home tab.

® Lock and Edit

/4, If you publish now, the selected version will not be visible on the Web site because it is not in the final workflow

2.5.6 Your updates should now be live.
2.6 Viewing Your Work

2.6.1 Go to www.craftonhills.edu/Testing.

2.6.2 Click on your username.

2.6.3 Use the left hand menu to locate your pages (The Testing menu will
only show pages one level deep.).

(,mftnnHilL chctest

COLLEGE

Home Home » Testing » chctest
Testing
chctest Content goes here...
My New Page
My Page

My P

Test Page New Students | Admissions and Records | Cg

New Students Faculty and Staff | Community | About
Admissions and
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2.7 Editing your page

2.7.1 In the left-hand pane, Navigate to the page you want and select it.

2.7.2 In the right-hand pane, choose Lock and Edit (You don’t need to do this
if you have just created the page and not yet published it.).

' Speling Markup Validation Subscribe « || My Items ||
Write || Proofing

v
~

5 =) RO
= & cHC
& New Students : D Test Page

# &) Admissions and Records W
® @ Courses and Programs 4 You must lock this item before you can edit it.
[+ 8 Student Resources To lock this item, dlick Edit on the Home tab.
® @ Faculty and Staff e Lock and,Edit
® 83 Community :
® &) About CHC ,o S
@ 3 Acceditation [£] Title and Description
[+ | itlitiar T

2.7.3 Fields for an Item/Page
2.7.3.1 Editing Text fields

2.73.11 Edit the Title and other text fields by typing directly into
the textbox.

2.7.3.2  Editing HTML/Rich Text Fields

27321 To edit the Description, click on Show Editor or double-
click on the Editor.

@ Campus Notice System
D Login Show Editor * Suggest Fix * Edit Html
D Logout Description [standard valuel:
=] Testi
DD:E . Content goes here...
& M) chetest

11



2.8 Entering Text

2.8.1 You can type directly into the Editor.

2.8.2 You can paste text into the Editor. We recommend using the Paste
Plain Text option.

* 2 Sitecore -- Webpage Dialog
le ruEesssE
Content goes here...

Home Navigate Review

(] site Page
ED Two Column Page

Trompe A, RO YK N ¢
L= = i!ip* %, xa';_:-

# 83 Community
@ (&) About CHC

2.9 Formatting Text
2.9.1 Headings
2.9.1.1 You can use the dropdown menu to the right to format headings.
29.1.11 Highlight the heading.

29.1.1.2 Use the dropdown to select the heading level.

2 Sitecore -- Webpage Dialog

SR 0SB DHDD S0 002 05D O 0]
B/UEEEEEESZEEAXXEL JY 0w .
Normal

IHeadingl N
Some text Heading 2 8

'Heading 3

.Heading -

Heading 5

Heading 6

\Formatted

12



2.9.1.2 Think of headings like an outline, as below (using Headings will
not cause indenting.):
Heading 1

Heading 2
Heading 3
Heading 3

Heading 2

Heading 3

2.9.1.3 Justas in an outline, headings should not jump from Heading 1
to Heading 3.

2.9.1.4 Items of equal weight should use the same heading level.

2.9.1.5 Headings should not be used to make text “look” a certain way.
They are an organizational hierarchy.

2.9.2 Bold and Italic
2.9.2.1 Highlight the text.

2.9.2.2 Clickon the B or/icon.

7 sitecore -- Webpage Dialog

eI T . WIS N W M, e I R CR AR R NS s A M, RO GRANG)
%: UESE=EEE|EEEEAx 20 4T 0 wm :
Heading 1

13




2.9.3 Lists
2.9.3.1 Type in some text.

2.9.3.2 Select the item by highlighting the text or clicking the cursor in
the text.

2.9.3.3  Click on the Bullet List icon.

/2 Sitecore -- Webpage Dialog
e I WRCH I WREEECNE- WL W5 W W AN RO A N G NP W R s, RO G RO N

B/ UuEsEsFEEFFA |20 4T oo -
Heading 1 )

2.9.3.4 HitEnter.
2.9.3.5 Type your next item.

2.9.3.6  You can also highlight several lines of text and click on the Bullet
List icon to turn pre-entered items into a list.

2.10 Linking to other pages
2.10.1 Internal Links
2.10.1.1 Type the text you want to appear as a link.
2.10.1.2 Highlight the text.

2.10.1.3 Select InsertSitecoreLink.

'a Sitecore -- Webpage Dialog
F A0S 2B HHDA S IO DA D 00

B/IUESEEECSEETFAXX E L JY 0 wom -
This is my linkd

14



2.10.1.4 Navigate to the page you want to link to.

2.10.1.5 Select the page so that it is highlighted blue.
2.10.1.6 Click Link.

-- Webpage Dialog

A Sitecore -- Webpage Dialog

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

Internal Link | Media Items |
=] @sitzcore
= & Content
) Home
2 &) CHC
& New Students

# (@) Admissions and Records

= ﬂCwsesandProgm

@ () Basic Skills Initiative

<P Graduation Requirements

>

# [T College Catalog
# [T] Cooperative Work Experience Education
® () Divisions and Departments
(7] 1nstructional Divisions and Departments
[T Learning Communities

. Al

, (= o)

————————————————————— ]

15



2.10.2 External Links

2.10.2.1 Type the text you want to appear as a link.

2.10.2.2 Highlight the text.

2.10.2.3 Select Hyperlink Manager.

B/ UEEZEE;:

-

Normal

SN0 DBDHDD S0 OF2 T ED OO
o

his is my link.

2.10.2.4 Enter the URL of the site you want to link to.

2.10.2.5 Click OK.

B I UEEEEEECSEEAX X E L LT ¢fom 2
his is my link.

@ Hyperlink  [& Anchor g E-mail

URL: lﬂp:ﬂvwnv.google.com }

Existing Anchor: None

Type: hitp: v

Target: | Target v

Tooltip: I ‘ &,

CSS Class: :NoClass v]

16




2.11 Uploading & Linking to Files
2.11.1 Type the text you want to appear as a link.
2.11.2 Highlight the text.
2.11.3 Select InsertSitecoreLink.

2.11.4 In the Insert a Link dialog, select the Media Items tab.

5 1S my linky A Insert a Link

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

| Internal Link | Media Iteﬁ ' Media Iteps |
= ‘_] Media Library

® U Files

#® ) Images

17



2.11.4.1 Navigate to the folder in which you want to upload an item.

2.11.4.2 Click on the folder to highlight it.

Note: If you do not highlight the folder, your upload may end up in the

top Files or Images folder and you will be unable to move or delete it.

2.11.4.3 Click on the Upload button.

Internal Link | Media Items
[ Do SpuugITCTTETTES

# () Student Resources
= u Testing

{J asmoore

u chendric

) cmarshal

) cpurper

) dbahner

) dmatthew

u dword

U epaddock

'{J framirez

'{% gsutphin 9|

|

2.11.4.4 Browse for your file and click OK.
2.11.4.5 A dialog will appear showing the file information.

2.11.4.6 Close the dialog. Then select Link.

18




2.12 Adding/Editing Pictures (including Resize)
2.12.1 Adding an Image

2.12.1.1 Click on InsertSitecoreMedia.

7 Sitecore -- Webpage Dialog

BB O bona D D HBB S0 BER O- 8D 0O
B/ UEESEECCEEA X (ED JY ofwna
This is my link.

2.12.1.2 Navigate to the image you wish to display, or follow the steps
above for linking to files to upload an image to your folder.

2.12.1.3 Click on your image.
2.12.1.4 Enter Alternative text if the image does not already have some.

2.12.14.1 If the image contains text or information, duplicate it in
the Alternative Text field.

2.12.14.2 Ifthe image is purely decorative, enter a space in the
Alternative Text field.

2.12.1.4.3  Enter the width and height at which you want the image
to display. The image will scale proportionately.

2.12.1.5 C(Click Insert.

19



2.12.2 Editing an image
2.12.2.1 Right-click on the image and choose Set Image Properties.

2.12.2.2 In the Image Properties dialog, you can set the Image Alt Text,
align an image, and adjust its height and width.

2.12.2.3 Before adjusting height and width, make sure to choose the
Constrain option so the image will not become distorted.

il N
Border Width: | ot

mm— Border Color: @
Image Alt Text: |Crafton Hills College ]
Long Description: | ] A,
Image Alignment: @
Image Src: | hﬂps:flchc.sﬂecore.sbccdl ﬁ

Horizontal Spacing: | =

[=]

Width: 354
Constrain
Height: 114

ﬂ I | Accept " Reject !I

Vertical Spacing: |

2.12.2.4 Click OK.
2.13 Accepting your work

2.13.1 When you are finished using the Editor, choose Accept.

Accept Reject

20



2.14 Deleting an Item/Page

2.14.1 Select the Review tab at the top of the page.

2.14.2 Select Delete.

Publish Versions Configure Presentation Security

You have locked this item. | ¥ CheckIn @ %
G History ) Subm

@ (&) About CHC A || @ Content
# B Accreditation
@ Y, utiites

:

2.14.3 A popup will allow you to enter an optional comment. When finished,
choose OK.

2.14.4 Select Approve.
2.15 Non-page Items

2.15.1 If you need any of the following, please contact Kristi for setup and a
brief tutorial.

2.15.1.1 FAQs
2.15.1.2 File Lists - used for lists of agendas and minutes, for example

2.15.1.3 Spotlight Items

21



Section 3 Media Library
3.1Uploading Images

3.1.1 Select Media Library from the menu on the lower left.

G cmarshal

Content Editor

«+ Content Editor

3.1.2 Navigate to the folder you wish to work in.

[Se: Q, v | Al Folder \ AContent \o
& [&&] Media Library Options
+ qui[es

4 = &
= {J Images c \ \I'

® {JFlash UploadFiles  Upload Files New Folder
| ) sBceo (Advanced)

#@ (Jarrc
=) k{JCHC Media
@ {J About CHC logo

U Accreditation e
U Admissions and Records _

U Banners

l{J Community

U Courses and Programs
‘L'] Faculty and Staff

() Featured Images

U Layout

() New Students

{JJ Photos

() Student Resources
{1 Testing
qj asmoore

= u est

]

&

I

L.F:

# O

m

(@ Cyd=e( gl Media Library IRYL Ll

O sitecore” PR Media Library
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3.1.3 Select Upload Files (Advanced).
3.1.4 Browse for the image or images you wish to upload.

3.1.5 To select more than one image, hold down the CTRL key while
selecting.

3.1.6 Click OK.
3.1.7 Enter Alternative Text for each image in the upload dialog.

3.1.7.1 If the image contains text or information, duplicate it in the
Alternative Text field.

3.1.7.2 Ifthe image is purely decorative, enter a space in the Alternative
Text field.

3.1.8 Ifyou want to replace an existing file with a new file with an identical
filename, check Overwrite Existing Media Items.

3.1.9 Click Upload.

[ U Folder&“ Content\

s @ o

Upload Files  Upload Files New Folder

Media

(Advanced)

These files are ready for uploading:

logo :
357 x 115
[ o button b.of  01@
new_library.jpg 14KB :New Library
[CJunpack ZIP Archives [[]Make Uploaded Media Items Versionable

Overwrite Existing Media Items Upload as Files

|  upload RJ[ Cancel |

23




Section 4 The Workbox

4.1 Submit an item

4.1.1 Select Workbox from the menu at the lower left.

cmarshal
O cpurper 3

Content Editor [USeERE NS

O sitecore’ ++ Content Editor

4.1.2 To submit a single item for approval, click on Submit below the item.
4.2 Submit Multiple Items

4.2.1 To submit multiple items for approval, checkmark the items you wish
to submit, then click Submit (selected).

CMS Standard

[] sample Workflow

[ Preview (Al Open {Diff @ Delete &) Submit

D sbretctest - (English, version 1)
snge: sbeed\tigray changed from Awaiting Approval to Draft on Wednesday, October 27, 2010. More v

[ Preview (d)Open Diff @ Delete &) Submit

D tibrink - (English, version 2)
1ange: sbeed\thbrink changed from ? to Draft on Thursday, October 28, 2010. More ¥

[ preview (Al open @Diff @ Delete &) Submit
" @ Delete (selected) (I Delete @) &) Subryt (sslcted) & Submit (al)

4.2.2 You can also choose Submit (all) to submit all items for approval.

24



4.3 Approving Items and Approving Items for Deletion

4.3.1 Approving items in the Workbox works in the same way as submitting
them.

Section 5 My Items (Locks)

Sometimes you will work on an item and forget to check it back in when you have finished. This makes
it impossible for others to work on the item. It is therefore a good idea to check your items frequently
to make sure you have not locked something and forgotten it.

5.1Unlocking Items

5.1.1 In the Content Editor, click on the Review Tab.

5.1.2 Click on My Items.

N ‘ Content

5.1.3 Select items to unlock individually and choose Unlock, or select Unlock
All.

publsh  Versio /2 Sitecore -- Webpage Dialog

My Items
Views the items that are locked by you.

Name Path
Attention Transfer Students  /sitecore/content/CHC/News Items/Attention Transfer Students

chctest [sitecore fcontent/CHC/Testing/chctest
4
s . : —
g M 4| I Page 10of 1 (2items)
| unock | [ unlockar |
Close

25



Section 6 The Recycle Bin
6.1 Restoring a Deleted Item

6.1.1 Click on “sitecore” in the lower left hand corner.

6.1.2 Select the Recycle Bin.

/& You must lock this

Simonson, Kristi To lock this item, dick

sbeced\ksimonso

* Lock and Edit
G oo, [ © Quickno
@ Preview EI Title and Descriptio
i I Media Library
ol Maintain media content. ﬁ Debug Title:
} Developer Center :
3 Create new functionality. * Carousel
™Y, Security Editor o Recyde 8in Show Editor - Suggest
Grant and revoke Description:
permissions. S search
Template Manager Welcome t
% Create new templates. @ Workbox Crafton Hil
Publish Site %] control Panel
Publish your content.
g Security Tools »
;] Development Tools »
All Applications D J Reporting Tools

|O sitecore’ -+ Content Editor

26



6.1.3 Click on the item you wish to restore.

6.1.4 Click Restore at the top left.

¥ Recyde Bin |

BLEE

O Home Navinate EFTE  Analvse P1ihlich Versions Confiurs Precpntation Searitv 4_1*“!
=
Writ

Name Original Location

3. Online Course Readiness Checklist 09.16... /sitecore/media library/Files/SBCCD/CHC/Courses and Programs/CHC Online/3.
3. Online Course Readiness Checklist 09.21... /sitecorefmedia library/Files/SBCCD/CHC/Courses and Programs/3. Online Cour,
1. Distributed Education Intent to Teach 09... /sitecore/media library/Files/SBCCD/CHC/Courses and Programs/1. Distributed

1. Distributed Education Intent to Teach 03... [sitecore/media library/Files/SBCCD/CHC/Courses and Programs/CHC Online/1.

Section 7 Common Issues with Sitecore
7.1 An item will not update, or does not appear on the site
7.1.1 Try a Hard Refresh (if the item shows up present but does not update)
7.1.1.1 Navigate to the item
7.1.1.2  Hit Ctrl + F5

7.1.2 Try submitting and approving the item again (if the item will not
update or does not show up).

7.2Known Bugs
7.2.1 The Editor will not allow nested lists.

7.2.2 Ampersands (&) in file and folder names tend to cause problems.

Section 8 Technical Support

8.1If you require further assistance, please contact Kristi Simonson at
extension 3568.
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