A guide to using our
Content Management System
for maintaining your website.,

Tap Creative can supply a very user friendly web content management system that makes web page
creation and maintenance easy and intuitive. Every user, given a login and password is able to manage
their website and develop its contents without any limits. Because it is a web based software it is reach-
able from where ever you can access the internet. The only thing you need is some spare time and a web

browser.

CMS Overview

Step one, log in with username and password provided.
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Welcome to Mcms system!
Enter name and password to login

Password:




Step two, arrive at main screen where you can select from seven categories.
To directly edit existing web pages, select “Web Content” from the top row of buttons.
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Step three, arrive at the main document window. Your web pages are referred to as
“Articles” and they reside in areas called “Categories”. The window below shows

individual Articles in blue, and Categories as yellow folders.

en0e i M-ems =

Home QR'LLELLCLS Multimedia Languages  Configuration = Administrator = Logout

Start »

B Categories and articles Info

B (£ About us % = a Add article | DC'DI’\E @elemenks: 4 I33 Delete category = | @ | El »
B [ Portfolio =» a Add article | DC'DI’\E @elemenks: 6 I33 Delete category = | @ | mm »
[ Location B3 Convert | ({3 Clone (@) 19.02.2008 [3; Delete article [ER =R
— Welcome to Tap Creative Design Agency [ DB Convert | [y Clone (i) 11.08.2008 [3, Delete article [ERE Iil El 3
[ Creative Services [ = a Add article | ' Clone (i) elements: 7 53 Delete category &R
B [0 Site Map = a Add article | ' Clone (i) elements: 2 53 Delete category & | ‘?} | mm 3
- Case Studies % Convert | [fy Clone (1) 22.02.2008 [3, Delete article [ER El El 3
=3 Information a = a Add article | DC|DI’\E @elemems: 3 [T} Delete category &= | Q | mm 3
[ clients B Convert | [fy Clone (7) 01.07.2008 [3 Delete article B NI
L D Contact us = % Convert | [fy Clone (7) 12.03.2008 [3 Delete article [ % | El 3
f@ Add category a Add article expand all{x) hide all(z)




Once in this window you can expand Categories to reveal Articles inside, or switch Articles on or off

in the far right set of buttons. Hidden pages are marked with a red cross. Pages that are still visible on
the site have a green tick by the side. The order of the Articles and Categories can be changed here by
clicking the very far right up and down arrows. You can also add and delete pages by creating either a
new Article, or a new category. When you create a new Article you can then change its Category on the
fly and position it anywhere within your website. All links to other pages and images are taken care of

automatically with one click.
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Here we can see an expanded Category, revealing its Articles inside:
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Here we have opened an Article to show how this page can be edited, previewed and then saved with

the changes being instantly visible on your website:
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additional functionality: --Basic--

META tags:
category: Portfolio j
META: Title: Brochure Design, Hitchin, Hertfordshire
name: ‘ Brochure design
Brochure Design, Hi
META: Keywords: Hertfordshire
-

Looking for Brochure Design in
Hi ? visit Tap Creative for

META: Description: F
creative excellence with a personal
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Brochures are fast becoming overlooked in todays growing market for

bsites and ad d electronic i Your brochure can
often work in t: with your providing ial new clients
with a tangible example of your services or products.

d.

There is also "the coffee table piece" that can be extra sexy and inviting. Of
course the brochure will also feature your website address, with each item
referring to the other. Tap Creative can offer a complete end to end solution for
your brochure design and preduction.

A few questions to consider when re-designing ydur corporate brochure:

Would you like to use environmentally friendly paper stock?
We can advise on many different types of stock and finishing methods.

Do you require a short print run, or more than 3,0007
‘We can offer digital printing for small print runs (14500}
or high volume commercial litho printing for higher|print runs.

gallery: No gallery j
list of files:

rintable:

ate: 29.07.2008
menu: -- none -- |
picture: (Browse.. )  _'Delete
picture-left:

 Browse... )  pelete

picture-right: . m ] 8 Delete
color:
show:
show name:

a8 Stay on page

45 Go back(w)

You can use icons similar to MS Word, and simply click “Accept” to save the changes to your website.




Clicking the "Multimedia” tab on the far left will open the media browser window. From here you can
upload Images, Movies, or Flash content. If we have set up an online Gallery for you, new images can be

added or removed from the gallery in one click.
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[ts easy to create your own folder structure so you can keep all your files in order.
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<p> </p>
<br />
<table width="100%" cellspacing="0" cellpadding="0" border="0" align="" summary="">

widkh="48%" n="top"><strong><span class="boldla"></span></strong><span class="stylel3">
<strong>Broc es are fast ng overlocked in todays growing market for websites and advanced electronic
communications. Your brochure can often work in tandem with your website providing potential new clients with a
tangible example of your services or products. </strong><br />

<br />

There is also &quot;the coffee table pieceaquot; that can be extra sexy and inviting. Of course the
brochure will also feature your website address, with each item referring to the other. Tap Creative can offer a
complete end to end selution for your brochure design and production. <br />

<br />

</span>
<p><span class="stylelld"></span></p>
</rg>
<td widkh="20"> </td>
ign="top"><span class="styleli"><span class="style2"></span><span class="stylel3">h few guestions to
consider when re-designing your corporate brochure:<br /> e
<strong><br /> H
Would you like to use environmentally friendly paper stock?</streng><br />
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For users familiar with HTML there is also the option to preview and write code directly in the window.



Once the changes have been accepted you will return to the previous window, unless you selected “'stay

on page” which will allow you to carry on editing after saving your current changes.
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By clicking on the small magnifying glass on the right hand side of the main window, you will be able to

preview your new page online.

Further enhancements

The preceding pages show how basic changes can be made to your web site. Your system can be set up
to manage multiple domains, or handle more complicated back end tasks. New users can be easliy added
or removed, and new languages can be added. Further more detailed documentation is also available

online to each registered user so they will always have acccess to instructions and tips.

Speak to David today on : 01462 433278 to find out how you can get more out of your current

website by breaking free of the usual technical restrictions.

Tap

CREATIVE

“Challenge Conventional Thinking”



