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Introduction

What is a CMS?

A system used to manage the content of a Web site. A web-based CMS allows content
management and editing to be done through a browser interface. Open source
means that the code for the system is developed by a community of users who make
the source-code of the system available for free over the internet for anyone who
wants to improve or add to it.

How is it different than the Toolkit?

* The Toolkit was developed by the Health System for the Health System, it
enforced a minimum level of display standards and was as simple as possible
to use.

* Plone was developed for a global audience and is being actively improved and
added to by thousands of companies and individuals. In addition to being easy
to use, it is also able to change as internet and web publishing changes.

What is your role?

As a Departmental Web Manager (DWM) you will be responsible for creating and
maintaining the content that makes up your site. This includes pages, images, files,
and forms - as well as additional document types as they are added to the system.

Getting Help

Getting help with Plone is the same as getting help with Toolkit. Send your questions
or report bugs to wdc-support@virginia.edu or call us at 434-243-6702 (or extension 3-
6702).
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Navigating, Editing and Adding Content

Logging in as an Editor

Before you can edit content, you must log into a website using a user account which
has editing privileges. To do this, go to the bottom of the page and click on the Log In
link at the right edge of the page under the site information.

Maintained by Dean's Office

Last Modified: 3-7-2010 12:39:48 US/Eastern
© 2010 by the Rector and Visitors
Copyright / Privacy

b Log In

This will bring up the login box where you can use the username and password you
were given.

Login Name
‘ Forgot your

password?
Password If you have
forgotten your
password, click
Log in here to retrieve
it.

Once you have logged in, the login link will be replaced with your name and a Log out
link.

Maintained by Dean's Office

Last Modified: 3-7-2010 12:47:25 US/Eastern
© 2010 by the Rector and Visitors

Copyright / Privacy

& Lori Benson Log out

Navigating Content

The fundamental change in how Plone works, versus the Toolkit, is the idea of editing
in place. You browse your Plone site exactly as you would a web site - because, well, it
IS a web site. No more browsing through directories of files, no more editing on
staging and then publishing. You go to the page you want to change, you click the
"edit" tab, make your changes, click "save" and you are done.

You will find it takes some getting used to, yet is much more intuitive to people who
already use the web on a regular basis.
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Let's say, for example, you want to find a page and edit it. First, just go to your Plone
site using the normal URL (no more staging.healthsystem.virginia.edu), browse or
search to find the page you want to edit. That's all you need to do in order to get
ready to edit a page.

[ Contents View | [ Edit_| [ Rules Sharing
[ Display ¥ | Add new... ¥ | State: Published ¥

This is an example title
by admin — last modified Mar 07, 2010 01:53 AM

a sample description of the page.

Thi

Also available in presentation mode

First Headline

Let's look at how this works
1. Thisis item 1.
2. This is item 2.

3. This is item 3.

Just a Normal Paragraph

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Mauris sed congue massa. Praesent venenatis sodales rutrum.
Sed iaculis massa sit amet justo tincidunt imperdiet. Aenean vitae ligula in massa vestibulum pellentesque id a felis.
Praesent pulvinar, ipsum non mattis molestie, tellus arcu vehicula orci, eget tincidunt mi lectus eget ligula. Nulla ac
lobortis massa. Integer vulputate lorem ut leo eleifend rhoncus. Suspendisse ut ligula sit amet lacus imperdiet cursus
sed eget justo. Nulla elementum, felis quis pharetra fermentum, odio est venenatis sapien, vehicula lacinia sem lacus
fringilia leo. Integer sodales pharetra mauris, eu imperdiet massa aliquet non.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Mauris sed congue massa. Praesent venenatis sodales rutrum.
Sed iaculis massa sit amet justo tincidunt imperdiet. Aenean vitae ligula in massa vestibulum pellentesque id a felis.
Praesent pulvinar, ipsum non mattis molestie, tellus arcu vehicula orci, eget tincidunt mi lectus eget ligula. Nulla ac
lobortis massa. Integer vulputate lorem ut leo eleifend rhoncus. Suspendisse ut ligula sit amet lacus imperdiet cursus
sed eget justo. Nulla elementum, felis quis pharetra fermentum, odio est venenatis sapien, vehicula lacinia sem lacus
fringilla leo. Integer sodales pharetra mauris, eu imperdiet massa aliquet non.

First Name | Last Name | py oo Email

Jon Smith 555-1212 | jon@smith.com

The other option is to navigate your site as though it was a series of files in a directory.
To look at Plone this way, just find the top level of your site in Plone, then click on the
"Contents" tab.

| Contents [ View | Edit | [ Rules | Sharing
Display ¥ | Add new... ¥
@ Portal
— last modified Mar 07, 2010 01:42 AM
Select: All
Title Size Modified State Order

0| O users 1kB Mar 07, 2010 01:42 AM | Published | ::

(J| [ This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published | ::

O | (3 News 1kB Mar 07, 2010 01:42 AM | Published | ::

O O events 1kB | Mar 07, 2010 01:42 AM | Published | ::

(]| [@ This is another option 0kB Mar 07, 2010 10:51 AM | Private

Copy Cut Rename Delete Change State

Manage portlets

This will show you a directory of all the files and folders that make up your site. You
can go to any of them by just clicking. In the case of clicking a folder, you will see a
directory of the files that are inside that folder.
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| Contents | | view | [ Edit | [ Rules | [ Sharing |

Display ¥ | Add new... ¥

@ Portal
— last modified Mar 07, 2010 01:42 AM
Select: All
Title Size Modified State Order
0| OO users 1 kB Mar 07, 2010 01:42 AM | Published
| [& This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published
O | [0 News 1kB Mar 07, 2010 01:42 AM | Published
O | (O Events 1kB Mar 07, 2010 01:42 AM | Published
[ | [@ This is another option 0kB | Mar 07,2010 10:51 AM | Private

+ Copy|[ ¥ Cut|[ * Rename ||  Delete |+ Change Stare

Manage portiets
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Adding Content

Adding a Page
A page is a single web page of content and should be on a single, coherent topic

To add a page, use the "Add new..." menu for a folder:

l Display ¥ [ Add new... ¥ | State: Published ¥
@ Collection
[iE] Event

[3 File

(O Folder

[® Image

i@ Link

[ News Item

Select Page from the drop-down menu, and you'll see the Add Page panel:

Add Page

A page in the site. Can contain rich text.

Defaults - Categorization Dates = Ownership ~ Settings
Titles

Body Text
B I

i
mr

= ¢ = © & o] wm | Normal paragraph % =

The Title and Description fields are there at the top. Fill each of them out appropriately.
There is a Change note field at the bottom of the page that is very useful for storing
helpful memos describing changes to a document as you make them. This is useful for
pages on which you may be collaborating with others.
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Add Page
A page in the site. Can contain rich text.
Defaults = Categorization = Dates Ownership = Settings
Titlew

Type Your Title Here

Description
A short summary of the content

Type the description here.

Body Text
B 7

=T IE 4 = O & | wm | Normal paragraph + =

The middle panel, Body Text, is where the action is for pages. The software used for
making Pages in Plone, generically known as a visual editor, is a most important
feature allowing you to do WYSIWYG editing. WYSIWYG editing -- What You See Is
What You Get -- describes how word processing software works. When you make a
change, such as setting a word to bold, you see the bold text immediately.

People are naturally comfortable with the WYSIWYG approach of typical word
processors.

Adding New Content to Your Site

Plone has a number of different types of content you can add - pages, images,
documents, events, etc. The good news is that all of them are added in fundamentally
the same way.

New content items are adding via the Add New ... drop-down menu:

[ Display ¥ 'Add"nTewﬁ;i State: Published ¥
@ Collection

(i@ Event

(3 File

() Folder

[@ Image

@ Link

[ News Item

[A Page

Adding content in Plone is done placefully, which is to say that you must navigate to
the section of your Plone website that you wish the new content to reside before you
use the Add New . .. drop-down menu. You can of course cut, copy, and paste content
items from one section to another if necessary.

Plone for Departmental Web Managers « Page 7 of 29



Content Types

In Plone, you can use a number of Content Types to post certain kinds of content. For
example, to upload an image you must use the Image content type. Below is a list of

the available content types in order of their appearance in the "Add New" menu, and
what each is used for:

Collection

Collections are used to group and display content based on a set of criteria which you
can set. Collections are like collections in a library in that they are grouped by subject
or other attribute.

Event

* AnEventis used for posting information about an event (such as a fundraiser,
barbecue, etc). If yu use an event type, this will allow the site visitor to add the
event to their desktop calendar with either the iCal or vCal standard. This
standard is supported by applications such as: Google Calendar, Outlook,
Sunbird and others.

* Toadd a single event to your calendar, click on the vCal or iCal links next to the
"Add event to calendar" text in the main view of the event item.

* Note: This is for advanced users: You can also get all the events in a folder in
one go (currently only available in iCal format). To download the iCal file,
append @@ics_view to the end of the URL of the folder that contains the
events. For example, if you want to get all the events into the events folder in
the root of your site, go to http://yourdomain.tld/events/@@ics_view.

File

A File in Plone is any type file you wish to upload with the intent that it can be
downloaded by your site visitors. Common examples are PDFs, Word Documents, and
spreadsheets.

Folder
Folders work in Plone much like they do on your computer. You can use folders to
organize your content, and to give your Plone website a navigation structure.

Image
The Image content type is used for uploading image files (JPG, GIF, PNG) so that you
can insert them into pages or other page-like content types.

Link

Also referred to as the 'Link Object'; do not confuse this with the links you create via
Kupu, Plone's visual page editor. The Link content type is often used to include a link
to an external website in Navigation and other specialized uses.

Plone for Departmental Web Managers « Page 8 of 29



Special Note: This appears differently when you are logged in. A normal visitor, not
logged is as an editor, will be taken directly to the linked URL.

News Item

This content type is similar to Event, only News Item is specifically for posting news.
You can also attach a thumbnail image to a News Item, which then appears in folder
summary views next to the summary of the News Item.

Page

A Page in Plone is one of the most simple content types available. Use Pages to write
the bulk of your web pages on your Plone website.

Common Items in Most Every Type of Content

Nearly all content types in Plone have two fields in common: Title and Description.

Title =

Description

A short summary of the content

Title

The Title of content items, including folders, images, pages, etc., can be anything you
want -- you can use any keyboard characters, including blanks. Titles become part of
web address for each item you create in Plone. Web addresses, also known as URLs,
are what you type in a web browser to go to a specific location in a web site (Or, you
would click your way there), such as: www.mysite.com/about/aboutus

Web addresses do have restrictions on allowed keyboard characters, and blanks are
not allowed. Plone does a good job of keeping web addresses correct by using near-
equivalents of the Title that you provide, by converting them to lowercase, and by
substituting dashes for spaces and other punctuation.

Description

The Description appears at the top of pages, just under the Title. Descriptions are
often used to conjunction with a variety of Folder and Collection views (such as
Standard and Summary). The Description also appears in search results via Plone's
native search engine.
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Editing Existing Content

Editing Plone content works the same as adding content -- usually the data entry and
configuration panels for the content are the same for editing as for adding.

Of course, when we edit an item of content, the item already exists. Click the Edit tab
for an item and you will see the data entry panel for the item, along with the existing
values of the item's data.

For an example of something really simple, where editing looks the same as adding,
we can review how to edit a folder.

Editing a Folder

The Edit panel for a folder simply shows the title and description input areas. Often a
description is not provided for a folder, so the only thing changed is the title. If you do
wish to give a description, which is a good idea for distinguishing folders in a list, the
description can be text only -- there is no opportunity for setting styling of text, such
as bold, italics, or other formatting. This keeps the descriptions of Plone content items
as simple as possible.

Contents View Edit Rules Sharing )
Display ¥ | Add new... ¥

» Portal

— last modified Mar 07, 2010 01:42 AM

Select: All
Title Size Modified State Order
(D Users 1kB Mar 07, 2010 01:42 AM | Published | ::
[A This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published | ::
() News 1 kB

() Events

Mar 07, 2010 01:42 AM | Published | ::

B Published | ::
[@ This is another option 0OkB AM | Private
B

Private

O00O0Oo0oO

(3 Curriculum

Copy Cut Rename Delete Change State

Here is the Edit panel for a folder, in this case, one called "Curriculum™:
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Contents View Edit Rules Sharing

Edit Folder

Defaults | Categorization | Dates | Ownership | Settings
Title =

[Curriculum

Description
A sh ummary of the conten

This folder centains curriculum documents.

save | Cancel

You change the title by editing the text and clicking "Save".

Contents View Edit Rules Sharing

Edit Folder

Defaults = Categorization . Dates . Ownership . Settings
Titles
New Curriculum

Description
A short summary of the content.

This folder contains curriculum documents.

Save | & Cancel

That's it. Change what you want and save, and the content item will be updated in
Plone's storage system. You can repeatedly edit content items, just as you can
repeatedly edit files on your local computer. Plone stores content as separate entities,

akin to "files" on a local computer.
Editing an Image
For an example of editing a content item that is a bit different than adding in the first

place, we can examine editing an image. Editing an Image can be done by navigating
to an individual image and clicking the Edit tab.
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View Edit Transform Sharing

Hospital Main Entrance
by admin — last modified Mar 07, 2010 11:58 AM
This is a photo of the main entrance to the hospital.

Actions ¥

_Click to view full-size image... — Size: 39.4 kB

Send this — Print this

Clicking the Edit tab for the image, you will see the following Edit Image panel:

(] content elements > ¥ Preview:
j (1 images '
= PloneSO...osaved).txt
= PloneSO...ft4-ray.txt

Name picture_preview.jpg
Kind JPEG image
Size 41 KB on disk
Created 03/07/10
Modified 03/07/10
Last opened 03/07/10
Dimensions 424 x 252

(_ More info... )

Il I
: RS

( Cancel )

4

M

Here, an image called "Hospital Main Entrance" is being edited. You can change the
title and description, as usual, in which case you would usually keep the setting to
"Keep existing image." You can also change the image itself by checking the "Replace
with new image" choice - and it will replaced everywhere it appears in your site. Or,
clicking the "Delete current image" choice will simply delete the image entirely.

8 0 File Upload

(< v (58 = 'm) ([ content elements 4 Q

¥ DEVICES (] content elements  » ¥ Preview:
& administrator’s. . [ images * [% picture_preview.jpg
g B Poreso. vicrrin

=l Install
|| 500GBMyBo... &
E BackupDriv... &

(3) Enemy Terri.

|| Mediabrive... & Name 128-Hosp.jpg
|| XDocs-1.5T8 & Kind JPEG image
= Size 25 KB on disk
1 Medasystern &

fE Hediasystem e Created 03/07/10
£ Mediabrive & Modified 03/07/10
__| PATCHSTICK & Last opened 03/07/10

Di 24 185
[ Plone-334 & imensions 248 x 18!

- o
Locoamlinsi] | ( More info..
¥ SHARED W W W

B iomega-0a... & ¥ |

. <
(s
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View | [ Edit | [ Transform | [ Sharing |

| Actions ¥

Hospital Main Entrance

by admin — last modified Mar 07, 2010 12:03 PM

This is a photo of the main entrance to the hospital.

a_Click to view full-size image... — Size: 21.6 kB
Send this — Print this

Notice also the Transform tab at the top, which pertains specifically to images, offering

a choice of several image transforms:
_["view | ["Edit | [ Transform | [ Sharing

Hospital Main Entrance

This is a photo of the main entrance to the hospital.

Original size: 39.4 k8 Transform

Flip around vertical axis . 3) Execute

View T Sharing |

Hospital Main Entrance

This is a photo of the main entrance to the hospital.

Original size: £0.8 kB Transform

| Flip around vertical axis Execute

You can resize, rescale, and create multiple versions of an image using this simple
interface. And it doesn't require a program like Photoshop on your computer to
accomplish things.

So, editing an image is a bit different than adding one in the first place, but not by
much.

Editing an Existing Page
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To edit an existing page, navigate to that page in the website.

Click the green "Edit" tab near the top of the page.

[Contents | [ view | [TEdit | [ Rules | [ sharing

Edit Page
m You are editing the default view of a container. If you wanted to edit the container itself, go here.
A page in the site. Can contain rich text.
Defaults Categorization ~Dates Ownership = Settings
Titlew

[This is an example title

Description
A short summary of the content.

[This is a sample description of the page.

Body Text

H B I E=E=|= = #EE $ = D U =] wm Normal paragraph 3] fd

First Headline |

Let's look at how this works :
1. This is item 1. j
2. This is item 2. \
3. This is item 3. :

Just a Normal Paragraph 1

Lerem ipsum dolor sit amet, consectetur adipiscing elit. Mauris sed congue massa. Praesent venenatis sodales rutrum. \

Sed jaculis massa sit amet justo tincidunt imperdiet. Aenean vitae ligula in massa vestibulum pellentesque id a felis. |

Praesent pulvinar, ipsum non mattis molestie, tellus arcu vehicula orci, eget tincidunt mi lectus eget ligula. Nulla ac |

lobortis massa. Integer vulputate lorem ut leo eleifend rhoncus. Suspendisse ut ligula sit amet lacus imperdiet cursus i

sed eqget justo. Nulla elementum, felis quis pharetra fermentum, odio est yenenatis sapien, vehicula lacinia sem lacus

fringilla leo. Integer sodales pharetra mauris, eu imperdiet massa aliquet non.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Mauris sed congue massa. Praesent venenatis sodales rutrum.

Sed jaculis massa sit amet justo tincidunt imperdiet. Aenean vitae ligula in massa vestibulum pellentesque id a felis.

Praesent pulvinar, ipsum non matt stie, tellus arcy vehicula orci, eget tincidunt mi lectus eget ligula. Nulla ac

lobortis massa. Integer vulputate lor it leo eleifend rhoncus. Suspendisse ut ligula sit amet lacus imperdiet cursus

sed eget justo. Nulla elementum, felis quis pharetra fermentum, odio est venenatis sapien, vehicula lacinia sem lacus 1

fringilla leo. Integer sodales pharetra mauris, eu imperdiet massa aliquet non.

You can change text, change text formatting, add images, tables, create links, and

several other functions in the body text area of the page by using the icons in the
editing bar below.

Body Text

E B 7

@ = D G =] wm | Normal paragraph 1
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Moving and Reorganizing Content

Plone makes the process of moving and reorganizing the contents of websites very
simple and straightforward. For an example, let's move two files from the root level of
a site into a folder to simplify the site organization.

First, click the "Contents" tab of your site - this will show the site contents as folders
and files.

Contents | [ View | [ Edit | [ Rules Sharing
| Actions ¥ | Display ¥ [ Add new... ¥
» Portal
— last modified Mar 07, 2010 01:42 AM
Select: All
Title Size Modified State Order

O | (3 Users 1kB | Mar07, 2010 01:42 AM | Published

(J | [@ This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published

O | O News 1kB Mar 07, 2010 01:42 AM | Published | ::

0| O Events 1kB Mar 07, 2010 01:42 AM | Published

O | O Curriculum 1kB Mar 07, 2010 11:33 AM | Private

O | Coimages 1kB |Mar07, 2010 11:54 AM | Published | :

[ | [@ This is another option 0kB | Mar07, 2010 10:51 AM | Private

Copy Cut Rename || © Paste Delete Change State

Next, click the checkbox next to files that you want to move and click the "Cut" button
below the file list.

Cantents View | [ Edit | [ Rules | [ Sharing
[ Actions ¥ [ Display ¥ | Add new... ¥
@ Portal
— last modified Mar 07, 2010 01:42 AM
Select: All
Title Size Modified State Order
O | O users 1kB | Mar 07,2010 01:42 AM | Published | =:
| [ This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published | =
O/ G News 1kB | Mar07,201001:42 AM | Published | =:
Q| 0 Events 1kB Mar 07, 2010 01:42 AM | Published | ::
O | £ Curriculum 1kB Mar 07, 2010 11:33 AM | Private
0| O images 1kB | Mar 07,2010 11:54 AM | Published | ::
| [@ This is another option | QKB | Mar 07, 2010 10:51 AM | Private
Copy Cut Rename | & Paste Delete Change State

Click on the folder you want to move the files into in order to show the folder contents.

| Contents | [ View | [ Edit | [ Rules Sharing
Actions ¥ | Display ¥ | Add new... ¥ | State: Private ¥
Curriculum
by admin — last modified Mar 07, 2010 11:33 AM
Up one level

This folder contains curriculum documents.

This folder has no visible items. To add content, press the add button, or paste content from another location

© Paste
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Click the "Paste" button to complete the move of the files into the folder.

\ Contents | View H Edit | Rules \ Sharing \

oo [T

Curriculum

by admin — last modified Mar 07, 2010 11:33 AM

[Actions ¥ [ Display ¥ [ Add new.. ¥ | State: Private ¥

Up one level

This folder contains curriculum documents.

Select: All
Title Size Modified State Order
(| @ This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published | ::

[@ This is another option | 0 kB Mar 07, 2010 10:51 AM | Private

Copy Cut Rename || = Paste Delete Change State

Something to keep in mind is that if you "Copy" the selected files and then "Paste"
them into a folder, you won't move the original files -- you will make copies of them.

So if you want to make a copy of a page that you can edit as the basis of another page,
just select the checkbox next to a file, click copy, the click paste to paste a copy of the
that file into the same folder as the original.

| Contents | [ View | [ Edit | [ Rules | [ Sharing

Actions ¥ | Display ¥ | Add new... ¥ | State: Private ¥

Curriculum
by admin — last modified Mar 07, 2010 11:33 AM

~ Up one level
This folder contains curriculum documents.
Select: All
Title Size Modified State Order

3| [@ This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published | ::
@ [§ This is another option 0 kB Mar 07, 2010 10:51 AM | Private

Copy Cut Rename = Paste Delete Change State

Note that the copy will have the same name as the original - so make sure you edit and
change it immediately to avoid confusion.

[ Contents | ["Wiew | [ Edit Rules Sharing

Actions ¥ | Display ¥ [ Add new... ¥ | State: Private ¥

m Item(s) pasted.

Curriculum

by admin — last modified Mar 07, 2010 11:33 AM

Up ane level

This folder contains curriculum documents.

Select: All
Title Size Modified State Order
[@ This is an example title | 2.3 kB | Mar 07, 2010 01:53 AM | Published | ::
[@ This is another option | 0 kB Mar 07, 2010 10:51 AM | Private
[@ This is another option | O kB Mar 07, 2010 10:51 AM | Private

00O

Copy Cut Rename | ° Paste Delete Change State
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Creating Forms

The way forms are created in Plone is very different than the way it was done in the Toolkit.
As a result, users very familiar with the Toolkit may find it has a bit of a learning curve.
Don't worry, it will make sense once you have tried it a couple of times.

There are two parts to a form in Plone - the form folder, which contains the elements
of a form, and the form elements themselves - which let you manage the different
types of information that you want to get from people and control what is done with
that information when the form is submitted.

The first thing you want to do is create a form folder. Go to the place in your site
where you want the form to appear and click on the 'add item' tab and select 'form
folder'

| Contents | | View Edit | | Rules | | Sharing |
Actions v | Display v \Add new... ¥ | State: Published v |
@ Collection

How to Guides @ Event
odified 2010 02:17 PM [3 File

by admin ast modified Jan 18
There are currently no items in this folde [ Folder
= Form Folder I

() Help Center

[ History

[@ Image

& Knowledge Base
@ Link

[ News Item

[3 Page

g) Reference Manual

Restrictions...

First Edit Page

1) Fill'in the Edit form folder. The Title and Description of the Form should be self
explanatory.

2) The 'Submit Button Label' defaults with the word 'submit'. If you want this to
say something else, enter that here.

3) The 'Cancel button is checked by default. If for some reason you do not want
this, uncheck it.

4) 'Mailer' (the functionality that sends an email to someone once the form is

submitted) is checked by default. If you do not want this to happen, you
should uncheck the button next to 'Mailer'
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5) The "Thanks Page" - Once someone submits a form, you can also opt to have
the page they navigate to be a Thank You' page. If you don't want them taken
to a "thanks page," choose 'None' under 'Thanks Page'.

6) Form Prologue: this is a space for text and links that will go above the form
elements (form elements are where people input their information). Many
times, people choose to place other contact information for the organization
here, or instructions for filling out the form.

7) Form Epilogue: This is where you can place text and links that you want to have
appear under the form.

Add Form Folder

A folder which can contain form fields

Default= Categorization Dates Ownership Settings Overrides
Title s

This is a test form

Description
A short summary of the content.

Describe your form

Submit Button Label
[Submit

# Show Reset Button

Reset Button Label
[Reset

Action Adapter
To make your form do something useful when submitted: add one or more form action adapters
to the form folder, configure them, then return to this form and select the active ones

# Mailer

Thanks Page

Pick a contained page you wish to show on a successful form submit. (If none are available, add
one.) Choose none to simply display the form field values

O None

@ Thank You

[ Force SSL connection
Check this to make the form redirect to an SSL-enabled version of itself (https://) if accessed via
a non-SSL URL (http://). In order to function properly, this requires a web server that has been
configured to handle the HTTPS protocol on port 443 and forward it to Zope.
Form Prologue
This text will be displayed above the form fields.
Text Format HTML .
B 7 & = QO L = m -

Normal paragraph + ]

This is text that goes before the fields of your form.

i
2
L
"
i
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Edit without visual editor
Form Epilogue
The text will be displayed after the form fields
Text Format HIML
B I ESSE EEE FiF 22049 35Hwm =t

Normal paragraph & ]

This is text that goes after your form fields.

You can style your text.

You can even add tables or images or links.

Edit without visual editor

Save © Cancel

8) Click the 'Contents' tab to view the form elements that are automatically generated
in the creation of a form folder.

Adjust Form Mailer

1) From the 'contents' tab, click on the 'Mailer' form element.

| Contents View Edit Rules Sharing \

|Am0ns ¥ | Add new... ¥ | State: Private v
m Changes saved.

This is a test form

Describe your form

This is text that goes before the fields of your form.

Your E-Mail Address =
|yaurema\Iaddress@vfrginia.edu

Subject =
IResuIts from my test form

Comments =
This is an email from my form

Submit  * Reset
This is text that goes after your form fields.

You ean style your text.

You can even add tables or images or links.

2) Click Edit tab.

3) Fill in the Recipient Name and the Recipient Email Address. This is the person who
will receive the email created by this form.
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4) Click 'Save'. You'll see a page that shows how the email will be sent.

View Edit | [ Sharing

Thank You

by admin ast modified Mar 07, 2010 05:16 PM

Thanks for your input.
Your E-Mail Address
youremailaddress@virginia.edu

Subject
Results from my test form

Comments
This is an email from my form

At this point, you have created a form - but one which has no elements and therefore
is pretty useless. This next section will describe how you add elements and make the
form functional.

Contents | [ Wiew | [ Edit | [ Rules | [ Sharing | )
|Act\0ns v | Display ¥ | Add new... ¥ | State: Published v

How to Guides
by admin last modified Jan 18, 2010 02:17 PM
- This is a test form — by admin — last modified Mar 07, 2010 05:16 PM

Describe your form

B History

Form Elements - Making Your Form Work

The next part of this tutorial shows you how to add elements and make the form do
what you want it to do. The 'Contents' tab of an existing Form Folder will look
something like this:

| Contents \ View [ Edit | Rules | Sharing J -
Actions v ‘ Add new... ¥ | State: Private v

This is a test form
by admin — last modified Mar 07, 2010 05:16 PM
Up one |evel

Describe your form

0 Mar 07, 2010 05:16

0O @ Maller 0
O «b Your E-Mail Address SB ;";" 07, 2010 05:16
(] @b Subject EE ;l;r 07, 2010 05:16
O : Comments Ss ':I’:r 07, 2010 05:16
0| & Thank You EB mr 07, 2010 05:16

Copy Cut Rename Delete Change State

At this point, we want to add any additional elements we want on the form, and
arrange them in the order that we want them.

The types of elements we will go over in this tutorial are:
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1. Boolean Field (Check Box)

2. String Field (Regular Text Box)
3. Multiple Select Field

4. Field Set Folder

We will also show you how to organize the form elements on the page.
Adding Elements

You add form elements by going to the form folder you created and using the "Add
New" menu item.

"S.I'ar_ir-gr i

_| Actions v | Add new... ¥ | State: Private ¥ |
« Checkbox Field

§¥ Custom Script Adapter
PM »~. Date/Time Field
1.0 Decimal Number Field
[£] Fieldset Folder
&+ File Field
elect: All| [§ Image
ab Label Field
i Lines Field
@ Mailer Adapter
= Multi-Select Field
[ Page
*k Password Field 05:16
&< Rating-Scale Field
ab Rich Label Field 05:16
¥ RichText Field

i Save Data Adapter 05:16
= Selection Field 05:16
ab String Field

5 Text Field 3:16

& Thanks Page
‘hange S{ 1 Whole Number Field
Restrictions

Boolean Field (Check Box)

Boolean Fields are fields where the answer is either yes or no. On a form, a boolean
'yes' is indicated by a check inside the check box, and a 'no' is indicated by leaving the
check box empty.

To create a boolean field:

1) Click on the 'add item' tab from the form folder, and select 'boolean field'.

2) Enter the yes/no question you want to ask in the 'Field Label' area. If there is any
explanation you want to provide the user, enter that in the 'Field Help' section.

3) If you want this to be a required field, check the 'Required' box.
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4) If you want the field checked by default, click the 'Default’ checkbox.

5) If a particular response is required in order to continue or submit the form, then
check the appropriate Validator. Otherwise, leave as 'None'.

6) Click “Save.”.

String Field (Regular Text Box)

String Fields are fields where the answer is to enter a line of text, such as a first name,
an address or a phone number. This is a left-over computer term that refers to a string
of characters.

To create a string field:

1) Click on the 'add item' tab from the form folder, and select 'string field'".
2) Fill in the field Label and the Field Help areas.

3) Check the 'Required' box if you want this field to be required.

4) Check the 'Hidden' box if you want this field to be hidden. This is an advanced
feature, and is not necessary for most fields.

5) If you want a length/size restriction for the field (other than the default) enter that
size here. The numbers will indicate the number of letters that the field will accept. If
you are wanting a person to be able to fill in a 'description’ type of field that requires
more than 255 characters, then you probably want a 'text field' instead of a 'string
field'".

6) This sets the size for the actual text box for this field. Experiment with sizes. It does
not determine how many characters can be entered (#5 does).

7) 'Validator' is if you want the computer to review the contents of the field, and to
prohibit submittal unless the terms of validation are met. There is a drop down box
that allows you to select specific validators. This can be useful if you want to make
sure a person puts a valid email address in an email field, or that they don't put text in
a field meant for a number.

8) Click 'Save'

Multiple Select Field
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Multiple Select Fields are fields that enable a person to select a specific answer from a
list of options.

To create a Multiple Select field:
1) Click on the 'add item' tab from the form folder, and select 'multiple select field'.

2) Enter the Field Label and the Field Help options, and check the 'Required' box if you
want the user to be required to answer this form element.

3) Under default, you enter which items from the list you want the form to default as.
If you enter an item that is not on the list, it will not show it as selected when the user
is presented with the options for this field.

4) Rows is for the case of 'select lists', and determines how many rows will show
automatically before the user has to scroll down for more options.

5) Options is where you enter the options for this field. You will want to separate each
option with a line break.

6) The last setting on this page allows you to choose if this element is a 'Selection List'
or a 'Check box List'.

7) Click 'Save'.

Ordering and Re-ordering Form Elements

Sometimes, you want to reorganize a form that you have created to make it easier to
use or more logical. This function allows you to do that easily.

Go to the 'Contents' tab of the form element or the field set. You can set the order on
the elements in two ways:
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_["Contents | [ view | [ Edit | [ Ruies | [ Sharing
‘Amons ¥ | Add new.. v | State: Published v

Website Request Form
by Mark Corum — last modified Jan 19, 2010 09:42 AM
Up one level
Any University of Virginia Health System department, division, or center may publish
information on the Health System server. The request for Web space and the
of pe r (Web should be approved by the head of
the department or center and indicated with the request.

Select: All
O @ 0 Jan 19, 2010
9 | e kB 09:48 AM
[0 «b Your E-Mail Address 0 Janlis, 2010

= kB  08:24 AM
0 Jan 19, 2010
kB  08:27 AM

0 Jan 19, 2010
kB 08:24 AM

(] & Department or Division Name o S0 43, 2010

] lab Subject

B Thank You

kB 08:26 AM
S 1] Jan 19, 2010
O i Website Name kB 08:29 AM

L] Jan 19, 2010
kB  08:33 AM

] #= Type of Website 0  Jan 19, 2010

« Directory Name

kB  08:31 AM
= ) 0 Jan 19,2010
[J #s= Any special security or access limitations needed? KB 08:34 AM

0 Jan 19, 2010
kB 08:36 AM

1 Jan 19, 2010
kB 09:15 AM
[ Person respansible for developing and maintaining 1 Jan 19, 2010
website: kB 09:12 AM

% If so, please describe these needs:

]| ED Site Purpose

1 Jan 19, 2010
kB  09:37 AM
— = How do you intend to use this website and who will o Jan 19, 2010
— vyour audience be? kB 09:42 AM

] [E] Supervisor approving this site:

Copy Cut Rename Delete Change State

1) Being careful not to click on the name of the form element (which will open that
element page), select the row of the element you want changed, and drag it to the
desired location.

2) Use the up and down arrows on the right-most column to move an element one
space at a time.
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Publishing Basics

What happens to “Staging” and “Production?”

The days of staging and production are over. Plone doesn’t have separate servers for
content before and after publication - instead, it has one address and you control

what is seen and not seen by changing the state of each page or document on the site.

So how do you publish a page in Plone once its ready to be made public?
When you create a page in Plone, its state is set to “Private” - which means only you
and other editors can see it. You will see this on the page if you look to the far right at

the top of the page where you see “Private” in red in the “State” box.

To publish, click on “Private” and when the pulldown menu appears, select “Publish.”

J View [ Edit \ Sharing

Actions ¥ | State: Private ¥ *

Plone for Editors

by admin — last modified Mar 07, 2010 06:56 PM

Introduction | Submit for publication
Advanced...

What is a CMS?

Actions ¥ ‘ State: Published ¥ |

That's it. Your page is published.

If at some point you want to return in to an unpublished state in order to edit it, or just
remove it from view, just click on the green “Published” in the “State” box and pull
down to “Retract.” This will put the document back into the Red-colored “Private”
state.

You can also publish and retract multiple documents by clicking the “Content” tab on
any folder, checking the checkboxes next to the documents you want to alter, then
click the “Change state” button below them.

There is also an advanced capability to control publication timing so that you can
have pages published and unpublished automatically at a date and time of your
choosing. Check out the tutorials section on the WDC website for more information
on how this works.
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Cool New Features

Collections

Let's say you have a large catalog of photos and maps on your website. You can easily
display them all at once by creating a hyperlink to the folder they're stored in. You
could even create different links for subfolders if you've organized things that way.
However, if your images and maps were spread out over the site in many folders this
would quickly become cumbersome. Also, there is no way with normal folders to
display different content, from different parts of your site based on things like:

* keywords in the title

* date of creation

* author

* type of content

The need for showing content in a variety of dynamic ways has given rise to
Collections. Collections do not actually contain any content items themselves in the
same way that a folder does. Instead it is the Criteria that you establish which
determines what content appears on each Collection page.

A Collection in Plone works much like a report or query does in a database. The idea is
that you use a Collection to search your website based on a set of Criteria such as:
content type (page, news item, image), the date it was published, or keywords
contained in the title, description, or body.

Common applications for Collections are:
* News Archives
* Event Archives
* Photos Displayed by Date Range
* Content Displayed by Keyword

Creating A Collection

Let’s start by creating a Collection that will display all News Items found on your
website. This is one of the most common Collections found on a site, and you may in
fact already have one on your site.

—_

Find a place on your site to keep your Smart Folders.

Click on the Add to Folder tab and select Collection from the list.

Give your Collection a Title and Description.

You may now choose to Limit Search Results (optional)

You may also choose to display results in a table. This is optional (the default
display is a vertical list) so you can play around with this if you like.

A WN
~— — ~— ~—~ ~—

93}
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6) Push Save to create the Collection.

Creating Parameters to Make Your Collection Work

At this point the Collection exists, but it doesn't do anything because you have to give
it some criteria to tell it what to do. As you might expect, click on the Criteria tab to
finish your Collection set up.

Notice that there are two boxes. One is labeled Add New Search Criteria, and the other
is labeled Set Sort Order. Ignore Set Sort Order for the moment.

- Add New Search Criteria — Add New Search Criteria

Field name Field name

an item's type (e.g. Event) The time and date an item was created
ltem Type v Creation Date v

Criteria type Criteria type
Criteria does rmatch { na

i Select content types v

&dd criteria Date range

Under Add New Search Criteria are two drop-down menus called Field Name and
Criteria Type. Click on the Field Name menu to see all the choices. To create a News
Collection, choose Item Type.

You may notice that when you select Item Type, that there is only one choice for
Criteria Type. That is because you must push Add to create the search criteria, then

you can select the exact content type that your Collection will search for. Other Field
Names such as Creation Date will give you more than one Criteria Type to choose from.
In the example on the right, you can choose a Creation Date range or relative date.

After pushing the Add button, the top of the Collection screen should look like this:
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Field CritériDn Details

[ 1tem T\me ‘. B A portal tvpes CrItEFIDﬂ

an itern's type (e.g. Event) | & por ypes criterion

Values &

One of the

: avallable content types,
Image o

Large Folder

Link

Page v

operatur name =

r used to join the tests on each value,

Save Remove || = Cancel |

From the list under Value find News Item and select it. You may select several Content
Types from this list by holding down the Control button when you click on content
types. When you're finished with this, push Save.

You're now looking at three boxes on the screen. The top box is the criterion you we're
just working on. The second box allows you to Add New Search Criteria. This is how
you could, for example, search for News Items (criterion one) created before July 1st
(criterion two). The third box is Set Sort Order if you wish to change the order the
results display in.

Note: All the above only works if you actually have News Items on your Plone site. If you do
not, try changing the Item Type to Page. That should show you at least some results.

Content-Based Navigation

Those who have used the Toolkit are used to managing their navigation menu by
adding links the the menu editor will find the approach taken by Plone very different
indeed. Plone creates its navigation links automatically and based on the structure of
your site - so that by default, you can navigate to any file or document in your site via
the navigation menu.

<<add an image of a working menu from an SOM site>>
In order to create a hierarchical menu in Plone, just create folders that are organized

the way you want your menus to appear. As soon as you add a published folder or file,
it is immediately reflected in navigation menu unless you choose to exclude it. In
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order to exclude an item, just open it, click its “Edit” tab, click the “Settings” sub-tab,
then click the “Exclude from Navigation” checkbox as shown below.

Edit Page

A page in the site. Can contain rich text
Defaults Categorization - Dates = Ownership = Settings

_| Allow comments

selected, users can add comments to this item.

# Exclude from navigation

f selected, this item will not appear in the navigation tree

] Presentation mode
i se ted, this w give users the ab | ty to view the contents as presentation slides

[ Table of contents
f se ed, this will show a table of contents at the top of the page

This document was created by the Web Development Center to provide training support
for our internal classes. Some of the instructions included in the this training are taken in
part from the official Plone documentation website —
http://www.plone.org/documentation, (content which is all available under GPL) as well
as information provided by Steve McMahon (Plone Foundation), Veda Williams
(Groundwire) and Joel Burton (Plone Bootcamps). Special thanks to the Plone IRC channel
and its admins for responding to questions and providing useful examples. The help of all
is gratefully acknowledged.
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