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Introduction

Online help describes the features and functionality of the of the Episerver Digital Experience platform,and cov-
ers CMS for content management, Commerce for e-commerce functionality, Campaign for omnichannel cam-
paigns, Find for extended search, Insight for visitor profiles and customer segments, Perform and Reach for
personalized product recommendations and Episerver add-ons.

You access the online help from within the Episerver platform or from Episerver World. The online help is also
availablein PDF format for users who prefer PDF or want to printthe documentation.

This PDF describes the features and functionality of Episerver CMS which you can find on Episerver World.
Developer guides and technical documentation also are found on Episerver World.

Theuser guideis intended for editors, administrators, marketers and merchandisers, working with tasks as
described in Roles and tasks.
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Features, licenses and releases

The user documentation is continuously updated and covers the latest releases for the Episerver platform.

0000606000

Episerver CMSis the core part of the Episerver platform providing advanced content cre-
ation and publishing features for all types of website content. CMS features are available
in all Episerver installations.

Episerver Commerce adds complete e-commerce capabilities to the core functionality in
CMS. It requires a specificinstallation and license.

Episerver Campaign lets you orchestrate omnichannel campaigns froma single screen,
and send triggered emails based on real-time behavior. Campaign requires additional
license activation.

Episerver Find adds advanced search functionality to websites. It requires a specificinstall-
ation and license.

Episerver Insightis a user interface for viewing and filtering visitor profiles, and creating
customer segments that can be used in omnichannel marketing campaigns. It requires a
specificinstallation and license.

Episerver Performlets you create and configure a merchandising campaign with per-
sonalized product recommendations fromthe personalization portal. It requires a spe-
cificinstallation and license.

Episerver Reach lets you include personalized product recommendations in any emall,
including cart abandonment and retargeting emails, fromthe personalization portal. You
can also work with behavioral triggers to detect on-site behaviors and act upon them
through automated, personalized emails. It requires a specificinstallation and license.

Add-ons extend the Episerver capabilities with features like advanced search, multi-vari-
atetesting, and social media integration. Some add-ons are free, others require license
activation. Add-ons by Episerver are described in the online help.

Note: Dueto frequent feature releases, this user guide may describe functionality
thatis not yet available on your website. See What's new to find out in which area and
release a specific feature became available.
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Images and screenshots

The Episerver user guide uses images and screenshots to visually guide you through the features of the
Episerver platform. Due to different versions, continuous updates, and specific system permissions, images and
screenshots may differ fromthe actual appearance.

Notes

Threetypes of notes are color marked throughout the user guide: tips, notes and warnings.

Tip: Green indicates tips that might show you an easier wayto performa task.

Note: Yellowindicates important information that may affect your work and should
not be missed.

Warning: Red indicates warnings. If these warnings areignored, serious errors or
problems may occur.

Copyright notice

© Episerver 1996-2019. All rights reserved.

Allinformation and content within this document is the sole copyright of Episerver. Changes to the contents, or
partial copying of the contents, may not be done without permission. The document may be freely distributed in
its entirety, digitally or in printed format, to all users of Episerver Software. Episerver assumes no liability or
responsibility for any errors or omissions in the content of this document. Episerver reserves the right to alter
functionality and technical system requirements. Episerver is a registered trademark of Episerver AB. Ektronisa
registered trademark of Episerver Inc.
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@ CMS

Episerver CMS provides powerful web content management capabilities, available through an intuitive user
interface, allowing both experienced and occasional users to work efficiently with content.
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Content management features

Episerver CMS contains many features supporting editors in their daily work, below are examples of some com-
mon tasks.

« Creating pages and content blocks
o Adding images

e Linking content

« Content collaboration

« Managing content versions

« Contentapprovals
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o Working with multi-language content

« Managing permissions

Roles and tasks

Episerveris designed for interaction with website visitors, and collaboration between users of the platform.In
the following you find typical roles and related tasks used in scenarios in this documentation. See Setting access
rights in the CMS Administrator User Guide to configure user groups and roles in Episerver.

Visitor and customer

A visitoris someone who visits a website to find information or to use services. If the website is an e-commerce
site, the visitor can be a customer with purchasing intentions. Purchasing on an e-commerce website can be
done"anonymously" (paymentand shipping details provided), or by registering an account. Visitors may also
contribute to website content as community members, which usually requires registration of an account profile.

Community member and moderator

Content may be added by visitors or community members, if social features and community functionality are
available for the website. This content includes forum and blog postings, reviews, ratings and comments, in
which case there might be a need for monitoring this type of content on the website. Monitoring can be done by
an editor, or a specific moderatorrole for large websites and online communities.

Recipient

Arecipientis an individual who has opted-in to receive emails froma business, for example when purchasing
fromthe website. Recipients and their associated data are managed in recipient lists, used for omnichannel mar-
keting. Recipient actions such as clicking on links in an email, can betracked and analyzed, providing input to web-
site owners and users for further marketing actions.

Website owner

A website owneris someone with overall business and/or technical responsibility for the content and per-
formance of one or more websites. May monitor website activities such as page conversions, customer reviews
or sales progress. Rarely creates content but can be involved in the approval of content created by others. A
website owner mayalso have administrative access, and be the owner of mailing clients used for organizing cam-
paign mailings.
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User

A useris someone who logs in to the Episerver user interface to work with different parts of the platform. Can
belong to one or more user groups and roles, depending on which parts of the Episerver platformthey use,
their tasks,and the size and setup of the organization.

Content editor

A content editoris someone with access to the editorial interface who creates and publishes content on the
website. Content editors with good knowledge of the website content work with search optimization for selec-
ted content in search results. Editors may also want to follow-up on content with unusually high or low con-
version rateto update or delete this content.

Marketer

A marketer creates omnichannel campaigns and content with targeted banner advertisements to ensure that
customers get a consistent on-site experience. Furthermore, the marketer monitors campaign KPI's (key per-
formance indicators) to optimize page conversion. A marketer with good knowledge of the website content
may also optimize search for campaigns, and promote content using personalization features.

Merchandiser

A merchandisertypically works with stock on an e-commerce website to ensure that the strongest products are
putin focus. This role may create landing pages, enrich product content, set product pricing, coordinate cross-
product selling, oversee deliveryand distribution of stock, and deal with suppliers. May want to identify search
queries with unusually high or low conversion rates, to adjust the search. May also work with product pro-
motion using personalization features.

Administrator

An administratorworks with configuration of various system settings from the administration user interface,
including search, languages, personalization, and user access. Administrators usually have extended access
rights compared to other user groups, and can access all parts of the Episerver platform. They mayalso have
administration access to integrated 3rd party systems. The administrator may also be the contact person for
communication with the developers maintaining the website.

I Stands for "key performanceindicator" (also known as a conversion goal); the measurement of actions on web
pages. Theactions can be completed purchases, pages visited, time spent on siteand so on.
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Developer

A developeris someone with source code access and programming skills. Developers work with website con-
figuration, implementation, maintenance and development of new functionality. They create the rendering tem-
plates for contentand product catalogs, configure e-commerce settings, and manage indexing and customized
search features. Developers mayalso install integrations and 3rd party extensions. Developers may be asso-
ciated directly with the organization owning the website, or with an external partner company.

© Episerver2019
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G What's new!?

This user guide describes functionality available in the latest release of a standard implementation of the
Episerver platform software and services. New features are continuously made available, see Episerver updates.

Note: Dueto frequent feature releases, this user guide may describe functionality
thatis not yet available to you. Contact your system administrator for information
about products and versions in your Episerver implementation.

This release of the Episerver User Guide describes features available in Episerver as of September 5,2019, see
release notes below for update history. See Archived documentation in the online version of the user guide for
previously released user guides.

Release notes

The CMSuser interface has been rebranded.
CMS Thescreenshots have been updated to reflect

this. (update 274)

Order meta classes and fields appear onthe

Order Management screen.

Commerce Several updates to the Order Management
September 5, . . .
screen, including the ability to choose a market
2019 before selecting a cart, and the ability to create

anew cart. (update 279)

Usethe new Structured datatab in the General

settings paragraph in the Template Kit to add
Campaign structured data to your mailing. Add content in

the Gmail Promotionstab section that Gmail

should prominently displayin the Gmail Pro-

© Episerver2019
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Marketing Automation

Campaign

August 21,2019

Insight

August7,2019 Campaign

July24,2019 Campaign

July 10,2019 Forms
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Features and updates

motions tab.

New global settings for Marketing Automation
connectors. Change to Microsoft Dynamics
CRM connector configuration screen (Domainis
out; Regionis in),and Organization name can be

the Unique name or the friendly name.

Thedeliverability preview lets you check your
mailing before dispatch, whether the contents
aredisplayed correctlyand whether your mailing
has been classified as spam by the most popular

email providers.

In the Performance Dashboard, you can dis-
playKPIs! as a bubble chart. (update 278)

Visitor groups was added to the filter types for

viewing profiles.

The P warming topic provides information
about howto build a good reputation with inter-

netservice providers as an email sender.

In the recipient history, you can view the third-

party D, the pseudonymized recipient ID. See
Recipient history. (update 274)

In the Basics section, you can find the new
Deliverability basics section with information
and best practices for successful deliverability.

Theform element types Richtext and Submit but-

I Stands for "key performanceindicator" (also known as a conversion goal); the measurement of actions on web
pages. Theactions can be completed purchases, pages visited, time spent on siteand so on.
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ton can now be dependent on other fields, which
means they can be displayed or hidden depend-
ing on a visitor's previous input. See Depend-
encies tab in Form element types. (update 269)

The Order Management screen lets you convert

anycarttoa purchase orderand accept pay-
Commerce

ments. See Order Management screen. (update

271

If you are using Spryker as an e-commerce plat-
form,you can integrate Episerver Campaign to
. connect e-commerce and mailing activities. See
Campaign . . }
Spryker integration. Added menu entries
EpiserverInsightand Episerver Reach to Cam-

paign start menu.

An administrator can requirea review requester
toadd a commentwhen sending an itemfor

CMS , .
review. See Managing approval sequences and

Collaboration. (update 265)

_ TheEpiserver Campaign User Guide is a section
June 13,2019 Campaign , , ,
inthe Episerver User Guide.

Support for multiple instances of a connector, to
usefor examplein separate regions. See
Episerver Pardotand Episerver Marketo. (update

244)

Marketing Automation connectors
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Archived documentation

If your Episerver implementation is not on the latest version, you can access previous versions of the Episerver
User Guide under Archived documentation in the online version of the user guide.

© Episerver2019
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@ Getting started

This topicdescribes howto log in to an Episerver website, access features and navigate the different views. The
login procedure may be different from what is described here, depending on how your website and infra-
structureare setup. The examples described here are based on a "standard" installation of Episerver with
sampletemplates.

Logging in

As an editor or administrator, you usually log in to your website using a specified URL, a login button or link.
Enter your user name and password in the Episerver login dialog, and click Log|In.

Accessing features

What you are allowed to do after logging in depends on your implementation and your access rights, since
these control the options you see. When logged in, the Episerver quick access menu appears in the upper right
corner.

Selecting CMS Edit takes you to the edit view and other parts of the system. You can go directly to your personal
dashboard by selecting the Dashboard option.

Dashboard

CMS Edit

Commerce Catalog

Navigation

Pull down the globalmenu, available at the verytop, to navigate around. The menu displays the different
products and systems integrated with your website. Select CMS (for example) to display available options in the
submenu.

epL i cMs | Edit  Admin
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Note: Your menu options vary depending on your access rights. These user guide
examples assumethat the user has full permissions to all functions in Episerver.

Next steps

e The Userinterfaceand Roles and tasks topics describe the different parts of the user interface and the
Episerver user roles.

« Creating contentin the CMS Editor User Guide describes how to create content with images, blocks, links,
and forms.

« Managing contentin the CMS Editor User Guide describes how you can translate, preview,and compare
content. Italso describes how you can structure the website by moving, copying, and sorting pages etcin
the pagetree.

« For publishing and collaboration, see Working with versions and Controlling the publishing process in the
CMS Editor User Guide.

o Administration interface in the CMS Administrator User Guide to administer and configure settings in
Episerver.

« Ifyou have Episerver Commerce installed, see the Commerce User Guide to work with e-commerce tasks.

« If you have Episerver Find installed, see the Find User Guide to work with search optimization.

© Episerver2019
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@ User interface

Note: The Episerver user interface s flexible allowing developers to plug-in cus-
tomized features when implementing websites. This description refers to a “standard
installation” of Episerver without customizations.

Thetoolbar and the panesin the Episerver edit view provide easy access to functions when working with con-
tent. When entering the edit view, you have the global menu and the toolbar at the top, and adjustable panes
totheleftand right.

Visit
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Edit Admin
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The globalmenu provides access to other areas of the Episerver platform. You can also access this user guide,
your user settings and a global search fromthe global menu.

CMs Edit Admin ELIS Visitor G

Thetoolbar contains features like preview and view options, and lets you add items such as pages or blocks.
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The page information area belowthetoolbar displays the page name, the path to the page and when it was last
autosaved. If itis possible to undo the latest changes you did to the content, thereis also an Undo link.
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A notification toolbar may be displayed belowthe toolbar showing confirmation and error messages and such.
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[ Alloy Track |
This content is in English. It does not exist in frangais. Would you like to translate it now? | Translate | x

General features

« Context-senstive actions. Some features are onlyavailable in certain context. The toolbar (for example)
presents relevant actions depending on what you are currently doing, and the add (+) button also offers
context-sensitive options.

« Primary actions. Some actions open in a new window, for example, a page delete confirmation. The back-
ground is then dimmed, meaning that you must finish the primary action to continue.

« Action feedback and notifications. Successful actions are confirmed by a message in the notification bar. A
notification mayalso appear in case of an error requiring you to take action.

o Drag-and-drop operations. Drag-and-drop is supported in manyareas. For example, you can drag pages,
media files and blocks into the rich-text area or content areas, or re-arrange the page tree structure using
drag-and-drop.

« Tooltips. Hover the mouse over a button or field and a short tooltip appears.

« Keyboard commands. Standard keyboard commands are supported in manyareas, such as when you move
pages in the page tree or in the rich-text editor.

« Search. Supported in manyareasto locate, such as pages in the page tree or media in the folder structure.

« Adaptable work environment. Resize and pin the panes depending on what you are currently doing,and add
and remove gadgets of your choice for quick access to functionality.
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« Support for time zones. Publishing actions in the edit view are done in your local time zone, whereas admin-
istrative actions are based on server time.

« Context menusareavailable in manyareas, such as in the panes, the page treeand in item listings. The
menu displays different available options depending on where in the interface you are and what you are
doing.
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from well-defined objectives to staffing, capital investments and management support. Nothing is left to chance.

Alloy Plan supports all project methodologies efficiently as the system is totally flexible in terms of setup and use v Versions
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Panes

Theuserinterface has a left-hand and a right-hand pane, which can be adjusted and extended with additional
gadgets.

Pane pin is used for expanding and locking the panes in an open position.

o Settingsfora pane ora gadget allow you to configure or remove a gadget, or rearrange gadgets in a pane.

Left-hand navigation pane

Containsthe pagetree structure (Pages), language branch (Sites) navigation, tasks management (Tasks), and
project items (Project ltems) by default.
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Right-hand assets pane
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1]
4

Contains the Media and Blocks folder structures by default. Drag and drop one or multiple items fromthe
assets paneintothe content you are currently working on.

You can also drag and drop multiple items within the assets pane, and delete, cut or copyand paste them, from
the context menu or with standard keyboard shortcuts. Any unselected children folders are also moved,

copied or deleted.

Note: If you copyand paste multiple folders on different levels, they will be on the

same level when pasted.

© Episerver2019



26 | Episerver CMS Editor User Guide 2019-09-05

B+ ola I -BE

Blocks Media Forms

| Options -~ || =
Q
[Reaeiale e
BEN Events
E Christmas campaign
Family day
News
A"OV Startpage
For This Site =.
News & Events v IO For This Page

Events

Press Releases H Tiger at the Zoo.jpg £ =
Management
@ Tiger at the Zoo_small.jpg v
Contact us

Become a reseller

+ = -

If you have Episerver Commerce or Episerver Forms installed, the assets pane also displays the Catalogs and
Forms gadgets per default.

Editing

Thetoolbar on top displays an actions menu with context-sensitive publishing options which vary depending on
content status and user access rights. During editing, content status and autosave information are displayed.
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m 0

| Publish? v|| 3:|

Autosaved Last changed by you,
14 seconds ago.

Publish Changes

Last published by
You, Today, 10:29 AM
View on website

Al A/B Test Changes !
v Heady to Publish

Schedule for Publish

#) Revert to Published

When working with content such as pages and blocks in CMS, or catalog contentin Commerce, there aretwo
editing views, On-Page Editingand All Properties, with buttons to switch between them.

On-Page Editing view provides quick access to direct editing of a selection of content properties.

E All Properties view provides access to all available properties including more advanced ones such as access
rights and language settings.

When editing content properties, these options are common when adding, deleting, or selecting items:

Click to select (a category, for example).

E] Click to select (an image in a media folder, or a page in the pagetree).

Q Clickto remove (a category, for example).
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Real-time Updates

Episerveris by default set up to display project comments and changes to projects in the user interface imme-
diately. If Episerver experiences problems with the these immediate updates, the following dialog box appears.

Real-time Updates

A real-time connection could not be established with the server. This
may be caused by incorrect configuration. Please read the
documentation for further information.

Ok |

The Real-time Updates dialog box can have two main reasons. It appears because Episerver has encountered a
network problemand cannot connect to the web server, or because your system does not have the
WebSocket protocol enabled, which is used for the real-time updates of the user interface.

Network problems

Network problems occur if thereis an error in the web server configuration, or if there are problems with your
corporate network or the with Internet connection. As long as there is a problem, you are unableto continue
working with Episerver.

Whateverthe reason, Episerver will tryto reconnect to the web server. If it still cannot connect after a number
of attempts, you get an error message saying: "The server has been unavailable for an extended period of time.
Please verifythe internet connection and refresh the browser."

Contactyour IT department or Internet service provider if the problem persists.

WebSocket support

WebSocket is an Internet protocol used to automatically update the Episerver user interface.

If you are using the projects feature, the WebSocket protocol is used to check for new or updated comments
and project items from other users. As soon as one of your colleagues adds a comment or project item,
Episerver automatically updates your user interface and displays the comment or item (assuming you have the
projects interface open).
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However, the WebSocket protocol must be enabled for your system by an administrator for the real-time
updates to work. If it was not enabled, you can still work with Episerver and with projects and comments but
you need to manually refresh the user interface with the Refresh button to see new comments or items.

Depending on the system configuration when the WebSocket protocol is disabled, you may or may not see the
Real-time Updates dialog box.

My settings

Under the global menu > your user name > My settings, you can change some of your account settings. User
name and password are usually set in an external system, such as Windows or an SQL database, and cannot be
changed in Episerver in that case.

In the Display Optionstab, you find the following settings:

o Personal language. Select your desired user interface language fromthe drop-down. This settings affects the
language of the user interface, such as texts in buttons and dialog boxes. It does not affect the language of
your website.

« Limit touch support. On touch-screen devices, browsers may have difficulties prioritizing between input
fromthescreen and from the mouse, which may cause problems such as making it impossible to resize
panes using the mouse. If you experience problems with Episerver and the touch screen, enable the Limit
touch support feature. This feature prioritizes mouse input over touch screen input and enables the mouse
forinteractions such as drag and drop, resizing of panes,and so on.

My Settings @

Uzer Information || Display Options l

Language Settings

Personal Language | Use system language .

Views

I | Limit touch support I

Reset all views to system default. This will remove any customizations like added, deleted or moved gadgets and restore the
panels to system default.

Save
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« Reset all views to system default. You can reset your user interface views to the settings. If you have changes
tothe userinterfaces, such as added, moved or deleted gadgets, these changes are undone and the default
views are displayed.

Add-ons

An add-onis a plug-in or module, developed by Episerver or Episerver partners, to extend the capabilities of
Episerver. A developer (or someone with administrative access rights) installs most add-ons. See Episerver
World forinstallation, configuration, and customizing details for each add-on.

When theyareinstalled on the website, you can add some of the add-ons as gadgets to the dashboard or to the
navigation or assets panes in edit view.

Add Gadgets@

v\ Rearrange Gadgets

fr Aug 28, you
Published  12:34 PM

En Aug 28, you
Published 12:34PM

de Ready to Aug 27, you

=. -

» Languages

= English Published Aug 28, 12:34 PM
(Master)

Deutsch Draft Aug 27, 12:46 PM

Il frangais Published Aug28,12:34PM

Il
ki

© Episerver2019


https://world.episerver.com/add-ons/
https://world.episerver.com/add-ons/

User interface| 3|

@ Working in On-page editing view

On-page editing is what you see when accessing the edit view in Episerver. From here you can instantly start edit-
ing content; theareas thatareavailable for editing are highlighted. The available areas depend on howthe page
type was defined and each area is set up with a property type which controls what you can do with each area.
Onearea can, for example, have an image property type and is intended for images; another area can have a
page description propertyandis intended for text describing the page. This means that you will have different
editing options when clicking an area, depending on the area's type of property. Typically for a page, you can
edit page name, description, the main editorial area,and perhaps a content area with blocks.

Note: Areas and properties available for editing are implementation-specific,and
depend on thetype of propertyand howthe rendering is built on your website.

Groups

(@[] [ra]

Alloy Meet - .

You've never had a meeting like this before! Participants - N
from remote locations appear in your meeting room, around

. . X
your table, or stand presenting at your white board. Large content area
Alloy meetings are easy to setup and - - -
" moderate. All discussion points, | |Customertesnmon|a\ wide teaser F |
St presentations, and whiteboard sketches are
™ Contact us

 Briiing captured and stored in meeting notebooks.

Vageerdd

%ES Action items are highlighted and e-mailed
)

to the action owner. D Finda reseller

Are your operations spread out across time
zones and continents? What is the best

way Of_ leveraging this wide-ranging You can drop content here, or create a new block ’4‘
expertise? |

Alloy Meet helps companies save on

skyrocketing travel costs through facilitating

virtual meetings. You too can be a part of

the solution and reduce your corporate

carbon footprint. Contact an Alloy
Technologies partner to help calculate your savings and get you started with Alloy Meet.

Sharing
worldwide

"Alloy Meet is a highly effective e-
solution for our operations.
— Al :

RS S

= Project: None(use primary drafts) v =-

Collaboration Made Simple

Learn the basic principles of collaboration with
remote project team members and improve
the chances of success of your next complex
endeavour.

News

Top Collaboration Technology
17 September 2012

Industry leader Alloy recognized for

Lomasinbinn in anlina maantine neadsiat
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Example: Editing a page through on-page edit

This example describes howto edit a page, butthe procedure is similar when editing blocks or catalog content if
you have Commerce installed.

I. Selectthe pageto edit fromthe page tree in the navigation pane.
2. Click an area to edit (property names will be displayed on mouse-over).

3. Makeyour changes by updating the content properties as needed. See also: Using the rich-text editor.

Paragraph B, [ P ad == = EE == @

Planning is crucial ¥ lsuccess of any project. LU Amcl (akes into consideration all aspects of
project planning; from well-defined objectives to staffing, capital investments and management

support. Nothing is left to chance.

Alloy Plan supports all project methodologies efficiently as the system is totally flexible in terms of
setup and use.

Realize the benefits of using Alloy Plan. QOur customers see on average an 80% increase in
delivery of their projects on time, on budget and with minimal risk involved.

(Work with an Alloy Technology partner to define the scale of your organization's needs and find
the best fit with Alloy Plan.

4. Your changes are automatically saved, and a draft version of the content (page, block and so on) is created.
5. Atanytime, you can access the preview option atthe top to see what the published version will look like.

6. When done, publish the content or apply any of the other options described in Publishing and managing ver-

sions.

Editing additional properties

Theon-page editing view contains a number of properties which are reached by scrolling to the very top of the
page with the wheel on your mouse. These are called basic info properties and can be used to add a simple
address, set access rights for a page or to changethe namein the URLand so on.
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Keywords
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Edit Admin Reports Visitor Groups

Alloy Meet Visible to Everyone Manage
alloy-meet Languages en
e ID, Type 9, Product
Disp\ay in navigation
Settings

Alloy Meet, online meeting anc

Online meeting
distance cooperation
project calendar
white board

online presentations

Not all properties are available in the on-page editing view; to see all properties, switch to the All Properties edit-

ing view.

@ Working in All properties editing view

The All properties editing view provides editing access to all properties available for content, including those that

arenotavailable in the On-page editing view. Select All Properties *= | in the toolbar to access these additional

properties.

B+ [e[@][ea] = o0

Start
[ Alloy Track

[opions | [E[Z]

Note: Areas and properties available for editing are implementation-specific,and
depend on thetype of content on your website. This topic describes some tabs and
properties as theyappear in the Episerver sample templates.
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Global properties

If you have content in multiple languages on your website, some properties may be locked for editing in a spe-
cificlanguage. These properties are globally shared and you can edit them onlyin the master language!. See

Translating content.

Basic info properties

Thetop grayarea displays the basicinformational properties which are also accessible in the on-page editing
view. This area appears in the All Properties editing view.

N The name of the page. Depending on the implementation, this may be the heading
ame
of the page,and itis also shown in the page tree structure and menus.

The page URLZis automatically created based on the name of the page and its place
inthe navigation. It depends on the implementation if this is visible in links on the web-
site. If you copya page, the URL of the original page is copied with a number added to

Name in URL it. Changethis if you create new content based on existing page copies.

Warning: Changing the URL for an existing page may
cause broken links.

Thisis a unique URL that can be added to frequently requested pages on your web-
site, letting visitors locate the page simply by typing the simple address name directly
after the main URL of the website. Providing, for example, productsas a simple
Simple address address lets you find the page just by entering the URL (for example, https://www:.-
company.com/products) in the address bar of the browser even if the Products
page is located further down in the navigation tree. You can usethe Simple address

reportto manage simple addresses for your website.

Display in navigation Deselect this option for pages that you do not wantto be visible in navigation struc-

I The language in which the first version of content is created.

2Stands for "Uniform Resource Locator”. Also known as a web address such as http://world.episerver.com.
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tures or menus on the website.

Visblet Indicates if publicaccess tothe content is restricted. Click Manage to change these set-
isible to

tings as described in Setting access rights from edit view.

Shows available languages for the content. If you have multiple languages on your
Languages .
website, see Working with multiple languages.

DI Shows the unique ID set bythe system and the type of content on which the content
» lype .
is based.

Undertools, you find the following options:

o Language Settings. Used to set fallback and replacement languages, see Fall-
back languages.

« Manage Expiration and Archiving. Used to set published content as expired
and for archiving content, see Setting expiration of content.

Tools

« Permanently Mark as Being Edited. Used to notify editors that someone is
working on the content item. See Working with shared content.

Tabs

All other properties are organized using tabs. These can be added and modified in code and from the admin-
istrative interface.

Content tab

The Content tab contains properties for entering the main content, when editing a page or a block in CMS, or
catalog content if you have Episerver Commerce installed.
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*'HE+| e[
3 +|[e[@] =+ O
v Pages Sites Tasks Projectitems
Q Sea [™ About us E.
2B Root
Name About us Visible to Everyone Hansoe
o Start
T3 Alloy Plan Name in URL about-us Chenge Languages en
&) Alloy Track Simple address Change 1D, Type 10. Standard Page
[ Alloy Meet
[ Display in navigation Tools
o @ How to buy
[ Search SEO Cantent Settings
€ @ Customer Zone
Categary Add ane or more categories
Teaser image
Drop here or click to
select image
Teaser text
+ = -
> Recent
=i Project: None(use primary drafts) ~ =
Property Description

Categorization of contentis useful in filtering functionality for search, navigation and

listings. You createa categoryin the administrative interface before you can applyit
to content in edit view.

Category Note: A categoryis a built-in property in Episerver
CMS. You can applya categoryto content, but your
website also needs customized functionality to display
theresulting outcome, such as in a filtering. Also, do not
confuse content categories with Commerce categories;
see Creating a catalog entry.

) Example of a rich-text editor property, for adding editorial content such as text,
Main body

images and links. See Using the rich-text editor.
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The Settingstab is default and contains a set of built-in properties for managing publication dates, sort order

and shortcuts.

SEOD

Published

Created

Modified

sort subpages

Sort index

Shortcut

Content Settings

8/15/12, 9:56 PM Change

8/15/12, 9:56 PM Change

» Augd, 3:57PM

[ ]Update modified date

According to sort index

Mo shortcut Manage

[ ]Hide site header

[ ]Hide site footer

-

Published, Created and
Modified
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Select this check box if you have made significant changes to the contentand wantthe
Update modified date systemto update the modification date and include the content once more, such as in

a subscription send-out.

Sort subpagesand sort Defines thesort order for pages in the page tree structure and navigation menus.

index See Structuring the website.

Creates menu or navigation links. A shortcut will not display any content of its own,
instead it becomes a menu option linking directlyto some other content on the same

website or on an external website. Click Manage to add a shortcut for the page.

Manage Shortcut x

Start

Alloy Track

sorenspe [omomen ]

Mo shortcut

Shortcut to another content item @
Shortcut to page on another website
Shortcut Ped

No shortcut, display text only

Fetch content from another content item

Save Cancel

The following shortcut types are available:
o Noshortcut. Creates a link that displays the content you have created. By
selecting this, you can also reset the page after using other types of links.

« Shortcut to another content item. Links to another page on the same website.
A visitor who clicks this link is transferred to the page you have linked to, and
kept within the same navigation menu structure.

« Shortcutto page on another website. Creates a link to an external page ortoa
document on the server. Include the entire URL address, including https://.

« No shortcut, display text only. Creates a heading with no link in the menu,
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without displaying any information or link to another page.

« Fetch content from another content item. Creates a link to another page from
which content is retrieved into the original page within the same navigation
structure. Useful when re-using content on the website, in which case you
only need to maintain it in one place.

Note: When you select Fetch content from another
content item, you don't fetch the entire content of a
content item. You only fetch content into empty
properties. For example, if your source itemhas a
"Page description" property that you wantto reuse
by using a shortcut, your target item must have a
"Page description” propertyas well and it must be
empty. If the target item's "Page description" prop-
ertyis not empty, the content is not overwritten; the
source item keeps the old page description.

Fromthe administrative interface, you can customize and configure default values for selected properties, or to
make certain properties mandatory for editors to fill in. See Properties in the CMS Administrator User Guide.

Commerce-related content

On an e-commerce website, content can be catalog entries such as products and variants if you have Episerver
Commerce installed. Editing this type of content is similar to the editing of pages and blocks in CMS. See
Managing content in the Commerce user guide.

@ Assets

Assets can be content of the type media files,images, documents, blocks or products fromthe catalogs in
Episerver Commerce. Assets are available fromtheassets pane in both CMSand Commerce, making it easy to
drag-and-drop items, such as images, blocks or products into a CMS page.

You can work directly with content fromthe assets pane, such as edit images or blocks, or create folders to
organize content items. The context menu will provide different options depending on the type of assets selec-
ted. Howto work with content items in the assets paneis described in the sections Folders, Mediaand Blocks.
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Note: By default,theassets panein a standard Episerver installation will contain
Blocksand Media with the addition of Catalog entries for Episerver Commerce. Since

the assets paneis a plug-in area, there might be other asset types available in your
installation.

Folders

Foldersin theassets pane in Episerver are used for organizing content, such as media files (images, videos and
documents),and blocks. You can have folders with content that can be shared between all websites in a multi-

site scenario, or you can have folders with content that will only be available for a specific website, or a page or
block.

&

“ Blocks Media Forms

Q

| For All Sites

Alloy Mer+ =
B MNew Folder
Alloy Pla
&% Upload Files
Alloy Tra |
o5 Fename
ad x Cut
'. IR Copy
"0 AlloyMe
B Moveto Trash
+ E' r+E ':"

"= Edit Approval Sequence
Note: Media and blocks share the same folder structure. This means that if you cre-

ate a folder under Media, the same folder is also created under Blocks.

Depending on your implementation, you may have the following predefined folders:
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« For AllSites. This is called a global folder. Its content is available to all pages and blocks for all websites in a
multi-site installation.

« For ThisSite. This is called a site-specific folder. Its content is available only on the current website (regard-

less of itis a single or multi-site installation).

« For This Page or For This Block. This is called a local folder. Its content is available only for a specific page or
block and cannot be accessed from other pages or blocks. It is useful, for example, if you have images for a
specific purpose which must not be used elsewhere.

1]
4

For All Sites
Far This Site

B0 For This Page

Note: If you have saved an imagein the local folder and then copythe page content,
including the image, and paste it into another page, you may still seetheimage in the
page. However, this is due to browser caching, the image is not copied to the new
page's local folder and the link is in reality broken.

Local folders are not available for catalog content in Episerver Commerce.

Creating, renaming and moving folders

¢ Tocreateanewfolder, selectthe desired folder in the structure under which you wanttoadd a new
folder. Select New Folder in the context menu, and provide a name for the folder.

« Select Rename in the context menu for the folder you wantto rename, and enter a new name.

« Usedrag-and-drop or Cut/Paste to move folders in the structure.

Note: Renaming or moving folders does not cause any broken content links on your
website, but might break incoming links from other websites or indexing from search
engines.
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Deleting folders

Select thefolder you want to delete, and select Move to Trash in the context menu. The folder with its content
will be moved to Trash, from where it can be restored. Local folders cannot be deleted.

Tip: Since blocks and media files share the same folder structure, removing a folder
affects both the block and the media structure. You are notified about existing ref-
erences to the content, before removing it.

Setting access rights for folders

The predefined global folder is available to everyone by default. Local folders inherit the access rights fromthe
content (page or block) to which they are associated. It is possible to define access rights for specificfoldersin a
structure. Setting access rights for folders is done from the admin view in Episerver, in the same way as for
pages in the page tree structure.

Managing folders in multiple languages

Folders are notlanguage specific,and the folder structure for blocks and media will look the same regardless of
thelanguage selected under the Sitestab in the navigation pane. This means that you cannot create language
versions for folders, but you can use a language code when naming them.

Media

Media in Episerver are images, documents (such as PDF or Word documents), videos, or mp3 files. Media files
must be stored in the media library on the Mediatab in the assets pane to be available in Episerver CMS. You can
either upload a media fileto the assets paneandthen drag and drop it onto a page or a block from the assets
pane, or you can drag and drop thefile straight from your computer onto a page or block. In this latter case, the
fileis automatically uploaded to the assets pane, and is stored in the For this Page or For this Block folder. See the
Folders section for more information on howto organize your files in folders.
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For This Site
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+ | =- &, Download -
% Cut
IR Copy

B Move to Trash

Searching for media

Usethesearch field at the top of the paneto enter search criteriaand retrieve media files. Clicking a search res-
ultexpands the folder where thefileis located. To browse for media files, click a folder to expand the folders

and content beneath it.

Uploading media

Media files are most easily uploaded through drag-and-drop froma file location on your computer to the
uploadarea. You can also click directly in the upload area to add files. Or, you can select Upload Filesin the
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context menu for the target folder to which you want to upload files.

Publishing media

If your system has not been configured to automatically publish media files when they are uploaded, you must
manually publish, or schedule for later publishing, media files just as with other items.

Warning: There are afew important things to know regarding publishing of media files.

« If media files should be automatically published on upload, you must have Publish access
rights for the folder where you upload the files. See Access rights in the CMS Administrator
User Guide.

o When a media file is automatically published, it may be immediately indexed by search
engines and can thereby by found in searches. This is worth remembering if you are upload-
ing sensitive information that should not be accessible until a set time, such as an annual
report.

« Ifacontentapproval sequence has been set on your media folder, or if you have a project
enabled when uploading media, media files are never published automatically.

Inserting media

You can add links to uploaded media files, or insertimages and embedded media such as videos. See
also: Adding links and Adding and editing images.

Previewing media

Media files in list views are represented by thumbnail images. Common image file formats are rendered for pre-
view by defaultin Episerver, but other rendering formats can be developed.

Downloading media

Select the desired media file in the Media structure, and select Download in the context menu. Or, if you are pre-
viewing the media file, select Download this file from the Options button.

Editing metadata for media

Available metadata fields depend on the implementation;images can have photographer, description and copy-

rightinformation. Select Edit for the desired media file in the Media structure, and then the All Properties editing
view to edit the metadata properties.
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Renaming media

Select the media file in the Media structure and then the All Properties editing view,and change the Name and
the Name in URL.

Note: Renaming a folder or media file changes its URL. This does not break internal
links on the website, butincoming links from external websites may break.

Replacing media
Toreplace an existing media file with another, upload a new file with the exact same nameto the same folder as

thefile you wantto replace. A replaced media file is published immediately, affecting all places on the website
wherethefileis used.

Note: When replacing images, the changes may not be immediately visible due to
website caching. Refresh the pageto see the changes.

Managing media file versions

Versions for media files are managed in the same way as for other types of content, that is, by using the Versions
gadget. See Publishing and managing versions.

Blocks

Blocksare pieces of contentthat can be reused and shared between websites, while being maintained in one
place only. Typical types of content blocks are campaign teasers and banners, videos, news feeds and contact
forms.Just like for pages, you can have different block types, such as an editorial block, or a form or page listing
block.

Blocks are managed fromthe Blockstab under the assets panein Episerver CMS, where you can create new
blocks and organize them in folders. You can then utilize blocks by dragging them into the content area ! of
Episerver CMS pages. You can manage block versions like other types of content, and blocks can also be per-
sonalized to be displayed for selected visitor group?2.

'Where you can drag-and-drop pages and blocks,and create a block. (A link collection has a similar area for creating
links.)

2Site visitors with something in common, such as age, geographiclocation,and so on. Used in the personalization fea-
ture of Episerver CMS. (See Personalizing Content.)
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Usethe search field at the top of the paneto enter search criteriaand retrieve blocks. Clicking a search result
will expand the folder wherethe block is located. To browse for blocks, click a folder to expand the folders and
content beneath it.

Creating a block

Note: To create blocks, editors must have Create access rights on the root directory
of the website.

Creating a block from the Blocks tab in the assets pane

When using this option, the block is saved in the block folder structure, and it is available for other pages on the
website.
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I. Selectthe folderin the structure under which you want create a block, and select New Block in the context
menu, or click the Add button.

2. Select the block type among those that are available, and provide a name for the block.
3. Depending on the type of block, add content as appropriate.

4. Publish the block immediately or schedule for publishing later. Unpublished blocks are not visible to vis-
itors, and appear dimmed out in edit view when added to a content area.

B +)[e[@[e] = e

v Blocks Media Forms

o
Q Ses
Autosaved 2:21PM Undo?
Contact portraits
= Part of current project x

Customer Zone

Episerver Forms

L =|
Looklng for

something
nGW? @ Not visible until published 3

Check out our open positions in: I For This Page
London, UK Stourbridge, UK Nice, |
France Long Island, New York State, Open positions [

USA Chicago, lllinois, USA

Creating a block directly from a content area

When using this option, the block is saved in the For This Page folder for the selected page, which meansthat itis
notavailable on any other pages on the website.
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Large content area

Customer testimonial wide teaser
[ Contact us

[M Find arezeller

~ 2: Personalized Group

more content here
UK visitors sees

Event list

You can drop content here, or create a new block

I. Click Create anew block in the content area, from the On-page or the All properties editing view.
2. Selecttheblock type among thosethatareavailable,and then namethe block.

3. Depending on the type of block, add content as appropriate.

4. Publish the block immediately or schedule for later publishing.

When creating a block, clicking Back takes you back to the page or block you were previously working on.

4+ Back Changes made here will affect at least litem x

Finding the block location
If you have an alreadyinserted a block in the rich-text editor and you wantto find out where it is stored, select

the block in the editor and a Go to block button is displayed. Click this button to open the block or hover over it
to seewheretheblock s stored.
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From start-up meetings to final sign-off, we have the solutions for today’s market-driven needs. Leverage your assets to
the fullest through the combination of Alloy Plan, Alloy Meet and Alloy Track.

Sales figures are just a click away. Alloy Track lets you monitor business metrics at each stage of your project to make
sure that you get the highest possible ROI.

&2 Event list
Goto blocl@
Editing a block

Note: Changes madetoa block thatis being used in content on the website affect all
instances wherethe block is used.

You can edit blocks directly fromthe content area where it is being used, or from the Blocks tab in the assets
pane.

|. Selectthe desired block to edit, and select Edit in the context menu.
2. Depending on the type of block, changethe content as appropriate.

If you want to renamethe block, use the All Properties editing view.

3. Publish the block immediately or schedule for the changes to be published later.

Using blocks in content

Blocks can only be added to content areas that support blocks. In edit view, select the desired block in the assets
pane,and drag itinto a contentarea of a page. A green frame indicates where it is possibleto add blocks on the

page.
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= | (ea] Y- R
[ start v Blocks Media Forms

Q Search

a For All Sites

E Alloy Meet =

Alloy Plan
Alloy Track
Allov Contact portraits
Customer Zone

Episerver Forms

Wherever you meet! e :

Customer testimonial wide teaser =

Alloy solves the two most pressing problems in long distance Event st
collaboration - better communication and better project management News list

Read more
> i <

Customer testimonial wide t_eafer | i
Join the Alloy family -

day!

Bring your family and join the Alloy team for a fun day
at the Zoo! Saturday 18 August between 10 AM and 4
PM.

> Versions

> Form Elements

> Archived Tests

You can add several blocks to the same area. Drag the block above or beneath an existing block,and drop it
when the separator appears. The blocks can berearranged later. It is also possible to add blocks to a content
area fromthe All Properties editing view.
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Customer testimonial wide teaser
[ Contactus

[M Find arezeller

¥ 2: Personalized Group

[rop more content here
LK visitors sees

Event list

You can drop content here, or create a new block

Note: Like blocks, pages fromthe page tree can also be dropped into a content area.

Depending on howthe pagetemplate s built, the content of the selected page is
rendered in the contentarea.

Blocks can also be added to a rich-text editor areathrough drag and drop.
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B (+/[e[@q][ka] = el

v Blocks Media Forms

% At pin 3

) dosen Contact portraits
Project management has never been easier! Use Alloy Meet with Alloy

Plan to get the whole team involved in the creation of project plans Gustomerzone

and see how this commitment translates into finite and achievable Episerver Forms
Paragraph B 7 <] P 20 Events ==
Planning is crucial to the success of any project. Alloy Plan takes into consideration all aspects of project planning; News
ifrom well-defined objectives to staffing, capital investments and management support. Nothing is left to chance. Startpage
lAlloy Plan supports all project methodologies efficiently as the system is totally flexible in terms of setup and use. For This Site

Realize the benefits of using Alloy Plan. Our customers see on average an 80% increase in delivery of their

projects on time, on budget and with minimal risk involved. IO For This Page

\Work with an Alloy Technology partner to define the scale of your organization's needs and find the best fit with Allevents button
jAlloy/Bian: All events short list
qﬁﬁ Collaboration made simple - When and Where
| First time visitors special offer Configuring status reporting - When and Wh...

First time visitors special offer =

1 1
H E | P Y I 1 — 1 4 Returning customers special offer

Toremove a block froma contentarea, select Remove fromthe context menu.
Tip: You can personalize blocks to display targeted information to selected visitor

groups, see Personalizing content. Personalized blocks are not displayed in the edit
view. Select a content area to display personalized blocks.

Note: You cannot link to blocks since they do not have a web address (URL).
However, you can create links to other pages and media files if the block contains the
rich-text editor (XHTML string property).

Arranging blocksin a content area

You can change the display order of blocks by rearrangingthem in the content area, through drag-and-drop, or
by selecting Move up or Move down in the context menu.

Contact us H

Are you interested in our products? 2 Edit

Display As: Nafrow b

* Personalize

-

Move Up

=

Move Down

Femaove
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Displaying blocks in different styles

You can select display options for blocks on a page in different sizes and styles. The rendering of blocks needs
to have built-in support for managing different widths, in order for the contentto be properly displayed.

Thefollowing options areavailable:

« Automatic. Select this option to display the block using an appropriate built-in style option selected by the
system.

« Manually. Select this option to display the block using the specific style option, such as Full, Wide, or Narrow
presets for the specific context where the block is used.

/ Edit
Display As: Automptic »

Display options
2~ Personalize

t Move Up ® Automatic
o] N
Remove O W0 wige
O LI Marrow

Moving, copying and removing blocks in folders

Moving, copying and removing a block works in a similar way as for pages by using the context menu. Since
blocks and media files share the same folders, removing a folder fromthe tree structure affects all content
within the folder. If any block or media within a folder is used on the website, you are notified about the usage
beforethe contentis moved to trash.

Note: A blockis no longer available on the website once it is moved to trash. You can
see removed blocks by selecting View Trash from the context menu of the block gad-
get.

Versions, content languages and access rights for blocks

« Versionsfor blocks are managed in the same way as for other types of content. When you update the prop-
erties for a block, a new version will be created, which will be listed in the versions gadget. See Publishing and

managing versions.
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« Content languagesfor blocks are managed in the same way as for other types of content, see Translating con-

tent.

o Accessrights can be defined for creating and viewing blocks. This is done directly for a specific block in the
All Properties editing view, or for an entire block structure fromthe admin view. From code it is also pos-

sibletorestrict the block types that can be added to a content area. See Setting access rights from edit
viewin this user guide and Access rights in the CMS Administrator User Guide.

See also Self-optimizing block in the Episerver User Guide.

@ Finding content

Follow these tips to find Episerver content within edit view!.

Content location within
page, asset or block struc-

ture

Content locationonthe

website

Content isassociated witha

project

Text within content title or
body

Usethe pagetreestructure or the blocks and media assets pane and select con-
tent.

Usethe preview option, navigate to the content on the webstte.

Usethe projects gadget or, if you are using the projects feature, the project over-

view orthe project items navigation pane.

Usethe global search in the global menu? or the search fields at the top of the

navigation and assets panes.

e Theglobal search can search all types of content on the website (depend-
ing on the configured search provider).

« Search fields in navigation and assets panes search for content in respect-
ive pane and related dialogs.

| A section of the user interface where you edit content items, such as pages and blocks. To access edit view, log in and
select CMS > Edit. (See admin view for comparison.)

2Group of options that appears in the uppermost part of the user interface when logged in. The global menu dis-
plays products and systems integrated with your website. It also displays links to the user guide and user settings, and
toaglobal search. Seethe User interface topic for further information.
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Apage'sstatus (for
example, draft)

See Search.

Image: Search in navigation and assets panes

*'HE[elc](m ma
B8 Root Autosaved 2:02PM
D Alloy Plan

Image: Global search

communication %

Blocks

H Alloy Meet jumbotron
Pages
[ About us

EI Start

Usethe Taskstab to find all content in that status.

Q
v Pages 3Sites Tasks Projectltems
Draft = O
: D Alloy Meet :Draft
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Content was edited Usethe Recently changedstatus in the Taskstab or the Recent gadget. See
recently also: Managing gadgets.
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@ Creating content

Content can be pages or blocks in Episerver CMS, or catalog entries in Episerver Commerce. This topic
describes creating types of contentin Episerver.

Creating a page

You createa page from page types that contain the properties where information is added.

|. Inthe pagetreestructure, select the page under which you wantto add the new page.
2. Select New Page fromthe context menu or the add button on the toolbar.
3. Selecta pagetype fromthelist of available page types, and provide a name for the page.

4. Add information in the various properties available for editing, such as the rich-text editor if this is part of
the selected page type.

5. Preview the page before sending it for approval or publishingit.

HHUH

“ + O
v Pages Sites Tasks Projectltems
Q New Page:
o Start =
Name| Spring sale|
[ Alloy Plan

[ Alloy Track

[} Alloy Meet Suggested Page Types

o[ Aboutus

o @ How to buy Container Page Product Search Page
[ search Used to lagically group pages in j Used to present a specific Used to provide on-site search
@ @ Customer Zone the content tree product features

Standard Page

AN
Used mainly for default editorial
cunte{mﬂuch as textand images

News Page Standard Page

Used as a start page for a site's Bl Used mainly for default editorial
news section and commonly content such as text and images
displays 2 list of the most recent

articles

+ = &
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Creating a block

You createa block in a similar fashion as a page.

|. Select Create new block fromthe Blockstab in the assets pane, or from the add button on the toolbar, in
which case you are prompted to define a location for the new block.

2. Select a block type from the list of available blocks.
3. Providea name for the block.

4. Add information for the block.

You can also create a block directly from content areas in pages.

Note: If you add a block directly fromthe content area, it is saved in the For This Page
folder, which means that itis available only on the selected page and cannot be used
on other pages.

9 Commerce-related content

On an e-commerce website, content can be catalog entries such as products and variants if you have Episerver
Commerce installed. The creation of this type of content is similar to the creation of pages and blocks in CMS.
See Managing content in the Commerce User Guide.

@ Editing content using the TinyMCE rich-text editor

The TinyMCE rich-text editor is a property where you can enter information such as text with formatting, images,
tables and links to other content. The rich-text editor is used for both pages and blocks in Episerver CMS, and
for catalog content if you have Episerver Commerce installed.

© Episerver2019



Creating content |59

- — 7 — —_—
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Planning is crucial ™ llsuccess of any project. BN AEZY takes into consideration all aspects of
project planning; from well-defined objectives to staffing, capital investments and management

support. Mothing is left to chance.

Alloy Plan supports all project methodologies efficiently as the system is totally flexible in terms of
setup and use.

Realize the benefits of using Alloy Plan. Our customers see on average an 80% increase in
delivery of their projects on time, on budget and with minimal risk involved.

\VWork with an Alloy Technology partner to define the scale of your organization's needs and find
Ithe best fit with Alloy Plan.

The TinyMCE editor is highly configurable,and a developer may have configured it so that it looks different on
different page types on your website. There are also a number of plug-ins that may have been added to your
editor, butthese are not described in this user guide. The Episerver sample templates come with a standard
selection of activated editor functions (buttons) as shown in the image above. For more information on the spe-
cific TinyMCE implementation on your website, contact your administrator.

You can drag and drop blocks into the editor area, and pages fromthe page tree to create links. Spell checking is
available fromthe browser you are using, or through the Spell checker add-on from Episerver.

Formatting

The Paragraph option displays a drop-down list with predefined style formats retrieved fromthe CSSstyle
sheets on the website, to be used when formatting text.
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I Paragraph an tak’ea into consideration all aspects of
| capital investments and management

i H e a d I n g I 5 the system is totally flexible in terms of

I Head"‘g 2 £ on average an 80% increase in
| mal risk involved.
| Headlng 3 : of your organization's needs and find
I Heading 4
Heading 5
HEADING 6
Preformatted

You can extend the styles list to include specific formatting for an introduction text, a predefined table layout, or
to position images with floating text in the editor area.

Keyboard shortcuts
You can use many of the standard keyboard shortcuts in the rich-text editor.
List of common keyboard shortcuts

The following standard keyboard shortcuts are supported in the rich-text editor:

Windows Mac
Selectall Ctrl+a Cmd+a
Undo Ctrl+z Cmd+z
Redo Ctrl+y Cmd+y
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Bold Ctrl+b

Italic Ctrl+i
Underline Ctrl+u

Copy Ctrl+c

Cut Ctrl+x

Paste Ctrl+v
H1—-H6 headings Alt+Shift+ -6
Paragraph break Enter

Line break Shift+Enter
Focustotoolbar Alt+F 10
Insertlink Ctrl+K
Toogle fullscreen Ctrl+Shift+F
Findandreplace Ctrl+F

Cmd+b

Cmd+i

Cmd+u

Cmd+c

Cmd+x

Cmd+v

Ctrl+Alt+1-6

Control+o

Shift+Return

Alt+F 10

Command+K

Ctrl+Shift+F

Command+F

Note: Depending on customizations and the browser you are using, certain short-

cuts may not work as described.
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@ Adding links

Links are used on websites to link to content. In Episerver CMS, the following link types are available by default.

o Page. Links from one page to another on the same website.

¢ Media. Links to images, documents and other media files stored on the web server.

o Email. Links to create an email message with the linked email address entered.

 External. Links to content on other websites or media on file shares.

« Anchor. Links to sections within a page, allowing readers to jump between topics on a page.

You can also use shortcuts, a specific type of link used for navigation and reusing existing website information.
See All Properties editing view.

Creating a link

You can createalink in the rich-text editor through drag-and-drop (pages and media files), or by selecting text
and clicking the Insert/edit link button in the toolbar, which displays the Create link dialog box.
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Create link

Link title

Openin

Language

® Page

() Media

i) E-mail

() External link

i) Anchor

Remaining Url

Alloy - mest the team

Automatic(default)

About us

OK

-

Delete Cancel

o -]

« Linktitle displays as descriptive text for the link, such as on mouse-over.

« Openinlets you displaythelink in a new window, often used for links to external sources.

« Language lets you link to a specificlanguage version for content. Automatic directs visitors to the detected

browsing language version.

Overview of creating different types of links:

to page in CMS Dragand drop frompagetree.
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or
From Create link dialog box, select Page or website
Externallink.
to page onanother o i Linking to a page on an
. From Create link dialog box, select External link. i
website external website
Drag and drop from Media folder.
to filein CMS or Linking to files in Media
From Create link dialog box, select Media.
to file onfile server or o i Linking to files on a file server
, From Create link dialog box, select External link.
another website or an external website
to emailaddress From Create link dialog box, select E-malil. Linking to an email address
to specific location ona Insertanchor fromtoolbar,andthen from Create
i . . Creating anchor links
page (anchor link) link dialog box, select Anchor-.

) From Createlink dialog box, select any of the Page,
from image . Linking from an image
Media, E-mail or External link option.

Linking to a page on the same website

You can create internal links in two ways:

« Placethe cursorin the rich-text editor where you want the link,and drag the desired page from the page
treeinto the location. The page name becomes the link name (which you can edit, if needed).

o Or, select thetext where you want the link in the rich-text editor, and click Insert/edit link. In the Create link
dialog box, you can select the Page option and browse to a page to link to, or select the External link option
and pastea web address (URL!)to a page on your website. If you choose the External link option, Episerver
automatically converts the link to an internal link.

IStands for "Uniform Resource Locator". Also known as a web address such as http://world.episerver.com.
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The Remaining URL field is used to add, or edit, query string parameters. A query string is a dynamic part of a link
and is not related to the website structure. It can be data froma logged in user, data froma form submission,
search result data and so on. A typical URL containing a query string can look like this: https://www.al-
loyexamplesite.com/Search/tsearchQuery=reseller. The query string parameters (in bold) following the URL

open the search results for "reseller".

To createan internal link containing query string parameters, create the link in the Create link dialog using the
External link option and pasting the entire web address with the query strings parameters or using the Page
option. In that case, browse to the page and then add the query string parameters under Remaining URL.

Create link

Link title

Openin

Language

» Fage

Media

E-mail

External link

Anchor

Remaining Url

Automatic(default) | -

Search

Zsearchluery=reseller

X

o[-
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Linking to a page on an external website

Select the text where you want the link in the rich-text editor, click Insert/edit link, and use the External link option
to enter the web address to the website to link to, such as https://www.alloyexamplesite.com.

If you create an external link to a page found on the website you are working on, for example, by copying and
pasting a URL fromthe website, Episerver recognizes this and automatically converts it to an internal link. If the
link contains query strings parameters, the query string parameters can be edited in the Remaining Ur| option.

See Linking to a page on the same website.

Linking to files in Media

You can createlinks to media in the Media folder in two ways:

o Placethe cursorin therich-text editor where you wantthelink,and drag the desired file (PDF, Word and
soon) froma Media folder into the location. The filename becomes the link name (which you can edit, if
needed).

« Select thetext where you wantthelink in the rich-text editor, click Insert/edit link and use the Media option
to select a media file to link to.

Note: You can createa link to anytype of document, but the behavior when a web-
site visitor clicks the link depends on thefile format and the settings of the visitor's
computer.

Linking to files on a file server or an external website

Select the text where you want the link in the rich-text editor, click Insert/edt link and use the External link option
toaddthe path or URLtothefiletolink to. For a file server, enter the complete path including the computer
name, and the filename with file extension. The file storage network location must be properlyaccessible for
this to work. Valid external prefixes are http, https, ftpand file.

Linking to an email address
Select the text where you want the link in the rich-text editor, click Insert/edit link and use the email option to

enter the email address to link to. When you click the link, the default email client opens with the email address
entered in the address field of the email.
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Linking from an image

Selectthe image in the rich-text editor, click Insert/edit link and add a link using any of the Page, Media, External link
or Email options.

Creating anchor links

When you add an anchor, first create the anchor and then add the link to it fromthe Create link dialog box.

|. Placethe cursorin thetextin the rich-text editor where you want to place the anchor.

2. Click Insert/edit anchor and enter a name for the anchor. Do not use special characters or spaces.
3. Select thetext in therich-text editor where you want the link to the anchor.

4. Click Insert/edit link and use the Anchor option to select the anchor tolink to.

Link properties

Thefollowing examples show common implementations of link functionality on websites, with functionality sim-
ilar to what is described for the link dialog above.

Image link

When you add images to content areas intended for images or blocks and so on, instead of adding theimage in

the rich-text editor, you can use an image link property which lets you select an image froma folder in Media,
automatically placing it properly in the content area. See Adding and editing images.

Link collection

A link collection is a property where you can manage a group of links.
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Start  Alloy Plan  Alloy Track  Alloy Meet  About us

Wherever you meet!

Alloy solves the two most pressing problems in long
distance collaboration — better communication and

better project management

Alloy Plan Alloy Track Alloy Meet

Project management has never been easier! Get the whele team involved in the project! “fou've never had a meeting like this before!

Products The Company News & Events Customer Zone
Alloy Plan About us Events Reseller extranst
Alloy Track Mews & Events Press Releases Log out
Alloy Meet Management Products
EPiServer World (external link) Alloy Track
Become a reseller Alloy Meet
Contact us (e-mail}
ProductSheet (document)
AlloyPlan (image)

You can create links by dropping pages or media files in the link collection area, or by creating links through the
link dialog. You can create links for pages, media files, external sources and email addresses. You can move links

to changethe orderin which they appear.
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B+l[oa o) ey
[™ start ‘ED

Company information

& [ Aboutus =.
& [ News& Events / Edit @
& [ Management
+ Move Down
& [ Contactus
Remove
& [ Becomeareseller

You can also edit the displayed name of the link.
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Create link

Link name/text

Link title

Openin

Language

i) Page

i® Media

() E-mail

i) External link

Remaining Url

Product sheet (PDF)
Product sheet (in PDF)
Open the link in a new window -

Automatic(default) -

ProductSheet_AlloyTra... <] m

9 Linking to catalog entries

If you have Episerver Commerce installed, the link dialog box contains an option to select items from the
product catalog when you create links. See Manage content in the Commerce user guide.
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@ Adding and editing images

A web page does not embed images, instead it links to the media library where images are stored. To display
images in your content, theimages must be available in a folder under Media in the assets pane. You can either
firstupload an imageto a folder in the assets pane, and then add it to your content, or you can drag and drop an
image directly from your computer to a content area. In this latter case, the image is automatically uploaded and
stored in the For This Page (or For This Block) folder.

You can editimages inside Episerver using the Image Editor, providing basicimage editing features such as crop-
ping, resizing and transforming.

Adding images to content

In image link property

Images are often added to content through an image link property. You can either drag and drop an image from
the assets pane or from your computer to the property. If you drag and drop from your computer, theimage is
automatically uploaded and saved in the For this Page or For this Block folder in the assets pane. See Media for
information on howto manually upload images to the assets pane.

Toreplacean already added image, click on the image and the Select Image dialog box opens. In this dialog you
can select another already uploaded image or upload a newimage. You can also replace the current image by
simply dragging and dropping another image into the image property.

© Episerver2019



72 | Episerver CMS Editor User Guide 2019-09-05

B+ e[@]ka]

>y

, ‘ Publish? - ‘ ‘E|] EE]
|1 About us
Autosaved 2:08 PM Undo?

Name About us Visible to Everyone Manage

Name in URL about-us Change Languages en

Simple address Change ID, Type 10, Standard Page

Display in navigation

SEO Content Settings
Category Add one or more categories
Teaser image

Drop here or click to
selectimage

© Episerver2019



Creating content |73

Select Image x

Q
-] For All Sites Upload files by dropping them here or click to browse

Alloy Meet
&= AlloyTrack.png

AlloyTrackScreen.png

Alloy Plan
Alloy Track
Contact portraits
Customer Zone
Events

Mews
Startpage

For This Site

IO For This Page =

In rich-text editor or content areas

You can also add images to the rich-text editor or content areas in pages or blocks. To add an image this way, you
can drag and drop theimage directly from your computer into the rich-text editor. The image is automatically
stored in the For This Page (or For This Block) folder with its original file name. Another way is to first upload the
image to a folder under Media in the assets pane and then add the image through drag-and-drop fromthe folder,
or by using the Insert/edit image [ad] button on thetoolbar in the rich-text editor.

|. Placethe cursorin the editor area where you the image.
2. Click the Insert/edit image button on the editor toolbar.
3. Select the desired image in the Source folder structure.

4. Enter an Image description for the image. The image description is important when a reader has turned off
the display of images in the browser or when a visuallyimpaired user is using a screen reader.

5. Click Ok.

Note: The TinyMCE editor supports the following image formats: jpeg, png, gif, and
bmp.
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Finding the image location

If you have an alreadyinserted image in the rich-text editor and you want to find out where itis stored, select the
image and a Go to media button is displayed. Click this button to open the image or hover over it to see where
theimage s stored.

2 @

lloy meetings are easy to setup and
oderate. All discussion points,
resentations, and whiteboard sketches
re captured and stored in meeting
otebooks. Action items are highlighted
nd e-mailed to the action owner.

Paragraph B 7 cfr’ 8 | = IS

re your operations spread out across
ime zones and continents? What is the
est way of leveraging this wide-ranging
xpertise?

lloy Meet helps companies save on
kyrocketing travel costs through
acilitating virtual meetings. You too can
e a part of the solution and reduce

our corporate carbon footprint. Contact
an Alloy Technologie=—=== ~=*~*alp calculate your savings and get you started with Alloy
Meet. Go to medi@

For This Page > AlloyMeetScreen. png

Editing images
Do one of the following to access the Image Editor options:

¢ Inanimage link property, click in the image propertyto open the Select Image dialog box, and select Openin
Image Editor from the image's context menu:
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Select Image X
Q, Search

B For All Sites Upload files by dropping them here or click to browse

Alloy Meet
#8%  AlloyTrack.png

AlloyTrackScreen.png S

Alloy Plan
Alloy Track

Contact portraits
F /' Edit

Cust z
ustomer Zone = DpeninlmageEditor®

Events n

& Download
News x Cut
Startpage TR Copy
Far This Site B Moveto Trash

I For This Page =

« Intherich-text editor, select the image and then click Image Editor in the toolbar.

Paragraph B 7 & m = = i i @

Planning is crucial to the success of Mﬁ\lloy Plan takes into consideration all aspects =
of project planning; from well-defined cbjecuves 1o staffing, capital investments and

management support. Nothing is left to chance.
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o Locatetheimage under Mediain the assets pane, and select Open in Image Editor from the context menu.

o

v Blocks Media Forms
Q Search
BN Episerver Forms
2 Events
B News
B Startpage
B3 For This Site
B3 For This Page =

n Upload files by dropping them here or click

[0 Drowse

il
4

£ AlloyTrack nnn
/ Edit

2 OpeninImageEditor
e AlloyTrac : g@ﬁ
& D load
ownloa [ -

+ . n—n
.}{. Cut

e Copy

B Moveto Trash

Image editing features include cropping, resizing and transforming:

Entervalues for Top, Left, Widthand Height, or drawa selection in the image to crop.

Note: Remember to click Apply to save the changes

Crop
before proceeding.

You can apply Preset values if such values have been configured for the website.
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Enter values for Width and Height, or move a corner handle to resize, keep Constrain

proportionsselected to retain the image proportions.

R Note: Remember to click Apply to save the changes
before proceeding.
You can apply Preset values if such values have been configured for the website.
Transform Flip or rotate the image, or select Grayscale to convertto grayscale.

You can save an edited image file as a copy, or replace the original file:

« Saveasacopy. If theimage was selected in a page or block, the copy is saved in the local folder. If the edited
image was selected in the media structure, the (renamed) copy is saved in the same folder as the original.

« Replace originalimage. This action affects places on the website where the image is used.

Note: Selecting the Edit option in the context menu for an image lets you edit the
metadata, which for an image can be photographer, description and copyright inform-
ation and such. See Media.

Removing images from content

Foranimagein:

« an image property, click Remove €.
« acontent area, select Remove in the context menu.

« therich-text editor, click theimage and delete it.

Note: Removing an image makes it disappear fromthe content, but it remains in
Media.
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@ Working with web forms

Web forms are excellent ways of collecting information and interacting with visitors to your website. Typical
examples of web forms are polls and surveys, registration forms, and contact requests. See the Episerver Forms

add-on, which lets you work with form components in a similar fashion as, for example, when dragging blocks
into a contentarea.

If you are on an older Episerver CMS version, using the legacy built-in form feature, see version 18-2 or earlier
of the Episerver User Guide.
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@ Collaboration between editors

Most website content is produced by different editors,and on some websites, content or other changes need to
be reviewed and approved beforethey can be published. To facilitate collaboration between editors when cre-
ating content and between editors and reviewers when approving changes, Episerver comes with a com-
menting functionality. You can add comments on content items and on projects, and you can also tag colleagues
who arethen notified of your comment.

Comments are a good way of adding information about changes you have made or asking other editors to
reviewthe item. Other editors can view your comments and replyto them,and also add their own. Email noti-
fications may be sent out to let you know of other editors' actions.

Note: Comments are connected to a specific version of an item. If you delete an item
version, all comments on that version are also deleted.

Adding comments

Commenting on content items

You can add comments on anytype of content item. A real-life scenario might be when you are working on an
itemthat needs to be reviewed, and you want to let the reviewers know exactly what has been updated.

You add and view comments in the comment panel. It is opened and closed by clicking on the comment symbol
in thetop toolbar. Theicon is black when the comments panel is hidden,and blue when itis visible.

B+ e[@]| ] = O

[ p—
Star ish? =
Dta#illu_v Plan ' Publish | ‘ —

If you are using the Content approvals feature,an administrator may also have made it mandatoryto add a com-
ment when you set an item for Ready for Review. In that case, the following dialog box is displayed when you
send something for review:
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Ready for Review X

Adding a commentto a content item:

I. Open the contentitem. You need access rights to the itemto view and post comments.

2. Click the comment symbol E in the top toolbar to open the comment panel.

3. You can either add a comment in the top comment text boxto add a comment on the content item itself, or
click Comment on one of the item's actions. For example, if the item has been sent for review, you can add a
comment on the review request action.

B (+/[e[@][ka] o0

[ Alloy Plan

Cancel

ALLOY

The content was sent for review
by you Today, 2:38 PM

AI I o Pla n Text and images have been updated to
match new corporate branding. Please
review.

Project management has never been easier! Use Alloy Meet with Alloy Plan to get the
whole team involved in the creation of project plans and see how this commitment

translates into finite and achievable goals. Comment

Planning is crucial to the success of any project. Alloy Plan takes into consideration all aspects of project planning;

from well-defined objectives to staffing, capital investments and management support. Nothing is left to chance. Sent for Review by you Today,
Alloy Plan supports all project methodologies efficiently as the system is totally flexible in terms of setup and use. 2

Realize the benefits of using Alloy Plan. Our customers see on average an 80% increase in delivery of their projects on Comment

time, on budaet and with minimal risk involved.

4. Totaganother editor, enter @ followed by their user name. Select the user fromthe displayed list of sug-
gested users. You can tag any of the available users but the tagged user still needs access rights to the
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project itemto see the actual comment.

Note: Alltagged users are notified in the user interface of comments. If you add
comments on items associated with a project or items in review, tagged users may
also receive email notifications.

@Ed

Eddie ﬂnr
S
Edith —

5. Press Enter or click Post.

Commenting in projects

You can add comments on a project itself or on specific project items or actions.

Note: If you gotothe project overviewto read a comment, the project is auto-
matically activated. If you do not want to continue working in the project, you have to
deactivate it again.

Image: Comment on project
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=, Product rebranding

ltems Froject Comments

You nugz3, 2:47FM

0

Options v| | Close |

2]

This project will be used for the new product rebranding. Responsible project manager: Eddie

Felton.

m
=1

=

Image: Comment on project item

=, Product rebranding

Items Project Comments

1item selected

Alloy Plan
Z Draft

Aug 28, 1:22 PM, by Eddie __

Product

£ =

| Options v|| CIose|

(=[=][2]

@ Text has been updated, but new screen shots are
needed. @Eddie, can you please fix thal?|

Image: Replyto comment on project item
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o
=, Product rebranding

Items Project Comments
litem selected D -
D Alloy Plan Today, 10:34 AM, by you __
A =

You

Text has been updated, but new screen shots are needed.
Edith, can you please fix that?

Edith -
Yes, sure. Just waiting for the new build, will update the
screen shots tomorrow.

Addinga comment to a project or project item

|. Selectthe project in the project toolbar and click Overview.

2. Toadd a commentto a:

« Project. Select the Project Commentstab in the project overview.

« Projectitem. Select the Itemstab in the project overview and then Show comments. Select the project
item you want to comment on. ltems that already have comments are marked with a yellow comment
icon

+ O
=, Product rebranding

Items Project Comments

~
(¥

D Alloy Plan Today, 10:34 AM, by you
£ Oratt .

3. Adda comment in the comment text box. If you add a comment on a project item, you can ether add it to
the item itself or click Comment on one of the item's actions.

4. Totaganother user, enter @ followed by the user name. Select the user fromthe displayed list of sug-
gested users. Thetagged user receives a notification in the user interface, and depending on the system con-
figuration, may also receive an email notification. You can tag any of the available users but the tagged user
still needs access rights to the project item to see the actual comment.

5. Press Enter or click Post.

Image: Comment on project
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1=, Product rebranding

Items Project Comments

You tocay, za5m

We still need to:

- get the new teaser image from Marketing
- confirm the roadshow schedule with Alicia

Anything else?

<0

We discussed personalizing the pricing page to display prices in visitor's currency. Has anyone had a look at that?

¥ @Edith Yes, @Remy will fix that tomorrow!

admin »
This project

ill be used for the new product rebranding. Responsible project manager: Eddie Felton.

Image: Comments on project item

Pos JE]

=, Product rebranding

ltems Project Comments

litem selected

D Alloy Plan Today, 10:34AM, by you __
# Drait Product —
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Replying to a comment

Click Reply on the comment you want to replyto and enter your comment in the text box. Press Enter or click
Post.

Editing a comment or reply

You can edit comments and replies that you have created yourself. Click Edit on the comment or reply you want
to change. Press Enter or click Save. Edited comments or replies are marked with a pen symbol

Deleting a comment or reply

You cannot delete comments or replies yet.
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@ Managing content

Content can be pages and blocks in CMS, or product content fromthe catalog on an e-commerce site. Content
can also beassets such as images and videos, or documents in Word or PDF format. Episerver has sophisticated
version management features, allowing multiple editors to work with draft versions, before approving and pub-
lishing the content.

Content on a website can originate from different sources, depending on where on the siteand by whom it was
created.

o Editors and marketers, or merchandisers can create content internally,on an e-commerce website.

« Avisitor community member can create content externallythrough interactive social features on the web-
site, if theseare available.

You can preview draft content before publishing, so that you can verify the content before publishing. When
working with personalization h you can preview contentthe way it appears for different visitor groups. To fur-
ther limit access to content that is work-in-progress, you can also set access rights for content from the edit

view.

If you have contentin multiple languages on your website, Episerver has advanced features for managing trans-
lation of content into additional languages, including the use of fallback and replacement languages.

e Commerce-related content

See Managing e-commerce-related content in the Commerce User Guide, if you have Episerver Commerce
installed.

@ Optimizing content to improve search

See Working with content to optimize search in the Find User Guide, if you have Episerver Find installed.

| Adapt content to customized target groups for a more personalized website experience, such as displaying different
contenttofirsttime and returning visitors. (See visitor groups.)
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@ Working with multiple languages

Many large websites display content in several languages. Episerver has powerful support for multi-language
management, including the possibility to translate content into a wide range of languages, defining fallback lan-
guages for non-translated content, and switching language for the editorial user interface.

How does Episerver know which language to displayto visitors? Episerver enforces the language to be visible in
the URL, in the path or the domain part of the URL. When a website visitor selects a language option (if avail-
able), contentin thatlanguage appears. Alternatively, the preferred content display language may be detected
bythe browser used bythe visitor. If content does not exist in a selected language, a fallback procedure maybe
applied.

Enabling content languages

Usually a website has a default or master content language set up at the time of installation. In addition to the
master language, your website may be set up with multiple other content languages. An administrator enables
languages; see Managing website languages in the Episerver Administrator User Guide.

Administrators can also set up different access rights to different languages. This means that you may have
access to English and French content, but notto German and Spanish.

« See Translating content to translate CMS content into different languages.

e You can alsousethelLanguages add-on for translating content.

User interface languages

The Episerver user interfaceis available in a number of different languages. To set the desired user interface
language for CMS, click your user profile name in the upper right corner. Select My Settings > Display Optionstab.
Atthe Personal Language drop-down, select the language of your choice, and click Save.

Commerce and multiple languages

See Multi-language management in the Commerce section to work with multiple languages if you have
Episerver Commerce installed.
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Episerver Find and multiple languages

See Optimizing multiple sites and languages to work with multiple languages if you have Episerver Find
installed.

Translating content

When an administrator has enabled the desired language, you are readyto translate existing content, or create
new content in a specificlanguage. Content here can be, for example, pages or blocks on an Episerver CMS web-
site, or product-related content on an e-commerce site. When a language is enabled in Episerver, content prop-
erties thatare not global are available for translation. See also: Global properties.

Note: To prevent editors from accidentally creating content in the wrong language,
access rights can be set differently for different languages by an administrator. If this
is implemented, you can only edit and create content in languages to which you have
access.

Seealso: Languages add-on to extend the functionality in Episerver for translating content into multiple lan-
guages.

Switching language and viewing language versions

To switch language in CMS, go to the Sitestab in the navigation pane and select the desired language to work
with. The user interface reloads, displaying the page tree in the selected language.

If your master language ! is English and you switch to Swedish, all pages that are not yet translated into Swedish
aredisplayed in italics in the page tree and with the enlanguage code for English. Pages that exist in Swedish are
displayed in normal font.

I Thelanguage in which the first version of content is created.
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Toview only pages that were translated, select Show Content in Current Language Only from the page tree's Set-
tings button. This filters out all other language versions. You can also use this option in the assets paneand in
the Versions gadget to view blocks and versions in the current language only.

Note: When you show contentin one language only, you can move pages to another
location in the page tree structure by drag and drop or copy and paste, but it is not
possibleto sort pages. Sorting is disabled since sorting in one language, where you
may not see all pages, can cause unexpected results in other languages.
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v Pages Sites Tasks Projectltems

[ Start
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@B Root
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(Y Alloy Track
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Alloy Plan
Show All Languages i::g: ::S;:{
+ =- -

» Show Content in Current Language Dnly{lj

View Trash

Tip: The setting Show Content in Current Language Only is enabled for each pane or
gadgetinstanceindividually. This means that you, for example, can add the Versions
gadgettwice and display onlythe current language in one of the instances and all lan-
guages in the other.

You can also switch languages by selecting the desired language in the Header, when editing translated content
in the All Propertiesview. The user interface reloads, displaying the content in the selected language.
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When you translate content, you can usethe Versions gadget to see the differentlanguage versions for the con-
tent. By selecting a language in the version list, you can also switch to editing in another language using the
switch option in the notification bar.

2pr | B cMS | Edit | Admin R

B (+/[e[@q][ka] = el

~ Blocks Media

Start x>
[ Alloy Track Q
You are working in English, this content is in Deutsch. To edit it, sw‘m:rp to Deutsch X @3 For All Sites =

Alloy Meet

E Alloy Plan

Allav Track

AlIOY + New Block

Alloy Track e

Projekte haben einen natiirlichen Lebenszyklus mit genau definierten en Published ® Z(;GEWD:“ you
Phasen. Die Uberwachung des Fortschritts ist ein entscheidender
Faktor, um sicherzustellen, dass Ihr Projekt auf dem richtigen Weg ist en Previously  Today, 10:46 you
und am Ende erfolgreich abgeschlossen werden kann. Published  AM
de Draft @ Today, 10:28 you
From start-up meetings to final sign-off, we have AM
the solutions for today’s market-driven needs.
Leverage your assets to the fullest through the en Previously  Aug8, 3:57 Alicia
combination of Alloy Plan, Alloy Meet and Alloy Published ~ PM
Track.

Sales figures are just a click away. Alloy Track lets
you monitor business metrics at each stage of your
project to make sure that you get the highest

1
ki

localhost:59321/EPiServer/CMS/?language=de#context=epi.cms.contentdata:/.

You can search forall language versions for some content by typing a keyword in the search field for Pages or
Blocks in the assets pane.

Previewing content in different languages

Using the view settings in the top menu, you can preview and edit content in one of thelanguages that
areavailable for translation on the website.
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CMS Edit Admin Reports
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From start-up meetings to final sign-off, we have AM
the solutions for today’s market-driven needs.
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project to make sure that you get the highest
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= Project: None(use primary drafts) v =-

Deleting language versions

To delete one or more language versions for content, select Delete Version or Delete All [language] Versions
fromthe More options button in the Versions gadget.

Warning: Deleting one or more language versions cannot be undone.

Translating existing content

The Sitestab displays the languages available for content creation, with the default language for the website at
thetop.Languages that are enabled on the website but are not enabled for editing, are shown in ftalics.

Translating a page

By default, all pages in the tree structure are displayed in the Pagestab, including those that are not translated.
Theseareshown in italics. To only see pages for the chosen language, select Show Content in Current Language
Only.

Dothefollowing to translate a page:
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|. Under the Sitestab in the navigation pane, select the desired target language for translation. The interface
reloads,and you are taken to the Pagestab.

2. Inthe pagetree, select the desired page to translate, and then click Translate in the notification bar at the
top. Or, select Translate in the context menu for the page in the page tree.

i cMs | Edit Reports Visitor Groups
o
[e[@|[ea] = o
v Pages Sites Tasks Projectltems
— mE
Q [ Alloy Plans ‘ I
88 Root This content is in English. It does not exist in Deutsch. Would you like to translate it now? Translate | X
2 Start
Ty _ Name Visible to Everyone
ligy Plan en=-
@ Alloy Track B NewPage Languages en
Aoy Me Translate
03 Alloy Meet & D, Type 6, Product
al 6 Cut
[}
o8 Kampagnen / B MovetoTrssh Settings
ol <= Edit Approval Sequence

3. You can usethe compare view! B3 to translate in one panewhile seeing the original version in the other
paneatthesametime.

4. Editthe contentand followthe content publishing flow to save and publish the translated page.

Translating a block

You can access language versions for blocks from Blocks in the assets pane. By default, all blocks are displayed,
including thosethatare nottranslated;these are shown in italics. To only see blocks for the chosen language,
select Show Content in Current Language Only.

Totranslatea block:

|. UndertheSitestab in the navigation pane, select the desired target language for translation, and the inter-
facereloads.

2. Expandtheassets pane and select Blocks.

3. Intheblock structure, select the desired block to translate, and then the Translate option in the context
menu.
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‘e |@|(ea] = o0
v Blacl Media
Customer testimonial wide teaser Q
+ Back Changes made here will affect at least litem X &5 For All Sites
This centent is in English. It does not exist in Deutsch. Would you like to translate it now? Translate | X Alloy Meet =
The block 'Customer testimontal wide teaser’ when displayed as Full Alloy Plan

Alloy Track

Contact portraits

Sharlng Customer Zone
worldwide
"Alloy Meet is a highly effective e- News o
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sharing of information worldwide.” ¥ cut
John Randle, HighTec Inc ° T Copy
@ MovetoTrash
Translate @
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4. You can usethe compare view B3 to translate in one pane while seeing the original version in the other
paneatthesametime.

5. Editthe contentand followthe content publishing flow to save and publish the translated block.

Global properties

Depending on your implementation, some properties may be globally shared and you can edit them in the mas-
ter language!. These properties are marked as non-editable when editing the content in another language.
Switch to the default language if you need to edit these. The default language is usually the first language listed
next to Languages in the header when editing in the All Properties view.

SED Site settings Content Settings

Global news H

This property is shared between all languages and can only be edited in the master language

Contact pages

Search page e

I Thelanguage in which the first version of content is created.
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Creating new content in another language

To create contentin alanguage other than the master language, select the desired language under the Sites tab.
Then select the page branch or folder where you want to create the content,and createa new page oranew
block. Add contentand followthe content publishing flowto save and publish.

Commerce and multiple languages

See Multi-language management in the Commerce user guide for information about working with multiple lan-
guages if you have Episerver Commerce installed.

Fallback languages

For many multi-language websites, only parts of the website content exist in all available languages because
translations may not be ready, content is not relevant for a specificlanguage, or that some content should dis-
playin a defined language.

You havethe following options:

o Unless afallback or replacementlanguage is defined, content is invisible to visitors browsing the website in a
language into which contentis not translated.

« Defineafallback language, in which the content appears until the content is available in the desired lan-
guage.

« Definea replacement language, in which content appears regardless of the language in which the content
exists. If you define a replacement language for some content, a fallback language does not apply.

Note: Fallback and replacement languages may cause mixed languages to be dis-
played on the website.

Setting fallback and replacement languages

Fallback and replacement languages are defined fromthe All Properties edit view, when editing a page or a block
andthen selecting Toolsand Language Settings.
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i :: JERIEYIEY m s 3
v Pages Sites Tasks Projectitems
a e | [EI[=]

=8 Root Autosaved 2:02 PM
=& Start & Part of current project %

[ Alloy Plan

D Alloy Track Name Alloy Meet Visible to Everyone
[ Alloy Meet = Name in URL alloy-mest Languages en

0 sboutus Simple address 1D, Type 9, Product

ol How to buy
[ Search [ Display in navigation
[ Test page Language Settings

o [l Customer Zone Manage Expiration and Archiving
+ T - A Permanently Mark as Being Edited

Note: Language settings are inherited fromthe parent page. If you are redefining lan-
guage settings for a subpageto a parent page with language settings defined, you
need to deselect Inherit settings from the parent page ‘“>oc<” in the Language Settings dia-
log, to define settings for the subsection.

Example: fallback language

In this example, the masterwebsite language is English,and Swedish, Danish and Norwegian are enabled lan-
guages. Content s first created in English,and then translated into Swedish, Norwegian and Danish in that
order. Swedish is used as first fallback for Norwegian and Danish. If content does not exist in Swedish (not
translated yet), then a second fallback language English is applied.
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Language Settings X

narsk
dansk

Settings for Site Visitors

Fallback Languages

Fallback language replaces one language with another, when there are permanent or
temparary information gaps for a language. Fallback language will not apply if a replacement
language has been set far the pages in the structure.

Yisitor Language | Fallback Language 1 | Fallback Language 2 | Fallpack Language 3

English Y ] ]
svenska [ ] [ ]

norsk I:I
dansk [ -]

H Save E:! Cancel

Example:replacementlanguage

This example shows a multi-language website with a legal information section with content that should be dis-
played in English. To ensurethis, a replacement language is applied for the legal information page branch.
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Language Settings X

norsk = svenska = English
dansk = svenska = English

Replacement Languages

Replacement [anguage replaces one language with anaother, regardless of whether the page
has been published in the first language. Replacement language may be useful when, far
example, you have started to translate and publish pages faor all (or parts) of your website, but
do notwant to have mixed content until the site has been entirely translated.

Visitor Language Replacement Language

English
svenska English ¥

narsk English T

dansk English

FIREL

H Save EB Cancel

Another scenario for using replacement language is when you have started to translate content on your web-
site, but do not wantto have mixed languages until translation is completed. When translation is ready, you
simply remove the replacement language.

Seealso

e Translating contentabout translating CMS content into different languages.

o Languages add-on in the online user guide about extending the functionality in Episerver for translating
contentinto multiple languages.
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Visitor groups

Visitor groups ! is one way of working with in Episerver, using built-in functionality. You can, for example, design
a product banner specifically for first-time visitorsZ, or for visitors froma geographic region or market.

You can create your own visitor groups using a set of visitor group criteria. Visitor groups must first be created
to become available for selection when applying personalization. There are numerous visitor group criteria
available across the Episerver platform; see Administering visitor groups in the CMS Administrator User Guide.

Personalization with visitor groups

You can personalize anytype of content in the rich-text editor and in a content area. Personalize part of a text,
an image, or a block in the rich-text editor, or personalize an image, a block or a page in a content area, if you
havethesein your web pages.

If you have multiple visitor groups, a visitor may match morethan one visitor group. You then can use per-
sonalization groups to group content to avoid displaying the same content twice, and display fallback content to vis-
itors who match no visitor groups.

The preview option in thetop menu lets you preview the personalized content as the different visitor groups
will see it, before publishing.

Applying personalization

In the rich-text editor

|. Open the page for editing, and select the content you wantto personalize in the editor area.
2. Click Personalized Contenta inthe editor toolbar.

ISite visitors with something in common, such as age, geographic location,and so on. Used in the personalization fea-
ture of Episerver CMS. (See Personalizing Content.)

2Someone who visits a website using a web browser. In most cases, a visitor can use publicfunctions and services but
cannot create content and has limited access to community content. In an SEO context, visitor means the number of
visits toa URL through channels (external referrers), direct arrivals,and internal links. (See also visitor groups.)
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3. Select one or more visitor groups fromthelist.

Personalized Content x

Personalization Settings

Select the visitor group(s) that should see this content

No group selected . '4}'.

Personalization groups are used to group personalized content for different visitor groups, or
no Visitor groups.

|| Include in a personalization group
cir

As an option, you can display fallback content to visitors not matching a visitor group. To
do so, include the fallback content in a personalization group but leave the visitor group
field empty.

0K | | Cancel

4. Preview the personalized content to verify the result.

In the content area

I. Open the page for editing,and select the content you wantto personalize in the content area.

2. Select Personalize from the context menu.
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3. Select one or more visitor groups fromthelist.

Small pantent area I
. 2+ Personalized Group
Who can see this content?
. fop more content here
Alloy Track for free
Everyone sees

Fallback Content First time visitors special offer

First time visitors @

Returning visitors 8 Returning customers special offer
UK visiters A Alloy Track Video
US visitors Events list
8 News list
@® Everyone i

You can drop content here, or create a new block

4. Preview the personalized content to verify the result.

Editing and removing personalization settings

In the rich-text editor

Click edit for the personalized content,and update the personalization settings, or select Remove
Personalization.

In the content area

Expandthe desired Personalized Group section and click the desired visitor group link to edit the settings. To
exclude content from personalization |, drag it outside the group, or select Move Outside Group in the context
menu.

Example: displaying content to multiple visitor groups without fallback

Inthe rich-text editor

| Adapt content to customized target groups for a more personalized website experience, such as displaying different
contenttofirsttimeand returning visitors. (See visitor groups.)
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Paragraph B 7 = = = < @
Jalloy solves the two most pressing problems in long distance collaboration - better communication and better
project management. Meet our Alloy experts at the great annual fall conference! Sign up herel

:Are you flying in from the US or UK? Check out our special deals on airport transportation and
accommondations for our American and British conference attendees.

Thenon-personalized text at the top of the rich-text editor in this example is always displayed. The per-
sonalized text appears onlyto visitors matching any of the visitor groups UK visitors and US visitors.

Inthe content area

1]
4

~ 2: Personalized Group

First time visitors sees

First time visitors special offer

Everyone else sees

Returning customers special offer

You can drop content here, or create a new block

In this example, Returning visitors see one block, and First time visitors see another. Visitors that do not match any
group do not seeanything in this content area.

Example:displaying contentto multiple visitor groups with fallback

You wantto display specific price information to visitors from the UKand US, and other price information to vis-
itors from other countries. To avoid displaying price information twice for visitors fromthe UK and US, you
need to usea personalization group for fallback content.

Note: The order in which the personalized content s placed within a personalization
group does not matter, but placing the fallback content atthe end makes it easier to
followthe personalization flow.
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Inthe rich-text editor

Select the fallback! price information text and personalize it without selecting a visitor group. Instead create a
Pricing personalization group and applythis.

Personalized Content X

Personalization Settings

Select the visitor groupis) that should see this content
Fallback Content | gk |

Personalization groups are used to group personalized content for different visitor groups, or
no visitor groups.

[« Include in a personalization group

v |(#]
Y
As an option, you can display fallback cont |P — | sitor group. To
da so, include the fallback content in a per rcing 9 e Visitor group

field empty.

OK l [ Cancel

Personalize the price information texts for the UKand US visitor groups, and also include them in the "Pricing"
personalization group. The personalization group appears to the right.

Ithe default action if no criteria is met; without a fallback, no action occurs.
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Paragraph B 7 ad = = = E 2 @

Alloy solves the two most pressing problems in long distance collaboration - better communication and better
project management. Meet our Alloy experts at the great annual fall conference! Sign up herel

s v

Conference prices

Conference ticket 200 USD
Hotel 2 nights and airport transportation 250 USD

'
i
i
'
'
L

E
i

Conference prices

Conference ticket 160 GBP
Hotel 2 nights and airport transportation 200 GBP

r
'
'
]
'
]
'
]
'
]
'
]
'
'
]
'
'
]
'
]
'
]
'
]
'
L

i Fallback Content m
Conference prices

Conference ticket 180 EUR
Hotel 2 nights and airport transportation 225 EUR

_______________________________________________________________________________________________________________________________________________

Now the personalization for this content is matched within the same personalization group.
Inthe content area

This example shows pricing information as individual blocks, and the Default pricing is the fallback content dis-
played to visitors from other countries than the UKand US. Select Personalization in the context menu for a
block to create a personalization group,and drag the other blocks into the group.
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¥ 2: Personalized Group

LK visitors sees

UK pricing

US visitors sees

S pricing

Default pricing |=

—
=i

You can drop content here, or create 3 new block
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Personalize each block within the group by applying the appropriate visitor group. Use the Everyone option to
displaythefallback content displayed to visitors not matching any visitor group.

Who can see this content?

Alloy Track for free
Fallback Content
First time visitors
Returning visitors
UK visitors

US visitors

® Everyone

2 Personalized Group

UK visitors sees

UK pricing

LIS visitors sees

US pricing

Everyone else szes

Default pricing

You can drop content here, or create a new block
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Providing access to content using visitor groups
Administrators can also grant access to specific content using visitor groups. For example, the administrator can

make a page or a block accessible onlyto visitors from the UK, by providing access for the UK visitors visitor
group; see Access rights in the CMS Administrator User Guide.

Monitoring visitor group activities

You can monitor visitor group activities by following the number of visits to personalized content. The result
appears using the visitor groups statistics gadget ! on the Episerver dashboard; see Gadgets.

Personalizing Commerce content

If you have Episerver Commerce installed, there are additional visitor group criteria available specific for e-com-
merce scenarios. See Commerce-specific criteria in the User Guide.

Personalization using add-ons

You can also work with content personalization through marketing automation connectors, if you have for
example Marketo installed on your website. See examples in the following.

Tip: You can watch the following demonstration video, Personalizing content with

Episerver and the Eloqua database. (2:1 5 minutes)

Tip: You can watch the following demonstration video, Personalizing content with
Episerver and HubSpot. (2:34 minutes)

Tip: You can watch the following demonstration video, Personalizing content with
Episerver and Marketo. (2:56 minutes)

ISmall application component thatis responsible for its own rendering and behavior, accessible fromthe dashboard
orthepanes in the Episerver user interface. A gadget can contain functionality that you can use within the gadget
interface or link awayto other products integrated in Episerver (for example, a direct linkto CMS/ Pages where you
can usethe classicediting view features).
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@ Previewing content

In Episerver, you can ?review content while you are editing to view content as visitors will see it when published.

The preview button hides the surrounding on-page editing frames and panes and you can navigate

through your website.
The preview option can display different things depending on how you are working with Episerver CMS:

« Youare not using projects or you are using projects via the projects gadget. The preview option displays the pub-
lished version of each page, or if thereis a newer draft, the primary draft version. You may have a draft ver-
sion in a project thatis not set to primary draft, in which case the preview does not display the project
version. Use the View settings > Projects option (see table below for details) to view your website as if the
items included in a project were published.

« You are usingthe projectsfeature. The preview option displays the active project. If no project is set as active,
it displays the published version of each page, or if there is a newer draft, the primary draft version.

v & [ Eal

Selecta channe

® Automatic

O

Mobile

O

Web

View in this resclution

Automatic
Standard (1366x768)
iPad horizontal (1024x768)

iPhone vertical [320x5B8)

O O O 0O ®

Android vertical (480xB00)
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©

Use View settings to preview content with the following options:

Languages EN Select a language to view the content as visitors using this language will see .

Visitor ™ , . .
- Viewthe contentas the selected visitor group will seefit.
groups
Media D Selecta channel and/or a resolution to see the content as it will appear with the selec-
channels ted settings. The options are customized for your website.
Navigate and view the contents of a project to verify the display before publishing.
) = Note: This option is not available if the projects feature is
Projects =

enabled. In that case, the preview button displays the act-
ive project. To preview another project, you need to
changetheactive project.

Note: You can combine previewing with the view setting options to display French
content (for example) as visitors using a mobile device and with German as preferred
language will see it.
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B+ o @=

Start ; Campaigns

[ Réunion de printemps

@ [ea) Wl =

T
\T View as if a project was published

o=
=
—

» | Options | |

S, Part of project: Spring campaign

You are working in English, this content is in frangais. To edit it, switch to frangais

AlloY

Réunion de
printemps

Inscrivez-vous maintenant

pour la prochaine réunion de
printemps!

Le temps est venu pour [a réunion annuelle
de printemps. Nombre de places sont
limitées, alors inscrivez-vous dés
maintenant pour assurer votre billet!

@ Comparing versions

Inthe compare view in Episerver you can compare contentand properties between specific versions to see

what has changed. When you compare content, the On-page edit view displays two page versions side-by-side.
Properties are compared in the All properties edit view.

(ca] Toggle the Compare different versions button on the toolbar
toturn the compare view on and off.

i The Select compare mode button appears in the compare

: viewand shows the selected compare mode;that s, if you are
comparing content or properties. This selection is sticky,
which means that whatever mode was used the last time you
did a comparison is preselected the next time you turn on the
comparefeature.

E] Click this button to display a drop-down menu where you
can change compare mode:
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[ea[H]

Select compare mode
) All Properties

® On-page @

The notification bar displays two drop-down menu from which you can choose which versions to compare. By
default, the draftis shown in the left paneand the currently published version in the right. All language ver-
sions of the content are listed by default.

Comparing content

When you compare content, the On-page edit view shows two versions side-by-side. You can scroll and resize
the panes.

When you edit a published version in the left pane, a new draftis created and displayed in the version list. It
works in a similar way as you edit content directly on the page, and when you are done, you can publish a draft,
or republish a previous version.

2pL | Hi cMS | Edit | Admin

B (+)[e[@][ca[m] = o0

Start
[ Alloy Track

Comparing £ Previously Published(en) ~ Aug8, 3:57 PM by Aliciawith 2 Published(en) ~ Today, 10:46 AM by you

\lloy Tracking

AllLanguages ~

A Language Status Saved T By ojects have a natural lifecycle with well-defined stages. Progress
onitoring is a critical part of making sure that your project is on-
en RUb/(=Hiec N f0cay 0L Sl you ack and capable of delivering in the end.
AIIO de Draft © Today, 10:28 AM you From start-up meetings to
final sign-off, we have the
v B0 en Previously Aug 8, 3:57PM Alicia solutions for today’s market-

driven needs. Leverage your
assets to the fullest through
the combination of Alloy Plan,
Alloy Meet and Alloy Track.

A"Q L Published &M

Projects have a natural lifecycle with well-defined stages. Progress
monitoring is a critical part of making sure that your project is on-
track and capable of delivering in the end. Sales figures are just a click
away. Alloy Track lets you
monitor business metrics at
each stage of your project to
make sure that you get the
highest possible ROI.

From start-up meetings to final
sign-off, we have the solutions
for today’s market-driven
needs. Leverage your assets to
the fullest through the
combination of Alloy Plan, Alloy
Meet and Alloy Track.

Sales figures are just a click
away. Alloy Track lets you Contact us
monitor business metrics at

Are you interested in our products?
each stage of your project to

= Project: None(use primary drafts) v =~
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Comparing language versions when translating content

Thecurrentlanguageis selected in the language selector list, and you can filter the versions by language. You
can compare versions made in the same language, or in different languages.

By comparing versions made in different languages, you can translate the content in the left pane side-by-side
with the published version of the currentlanguage. You can also jump between languages to edit by selecting
the currentlanguage in the version list of the left pane, and then switch language on the notification bar.

CMS | Edit  Admin

B+ [e[@|[ca[d]

Start »
[ Alloy Track

Comparing ¥ Draft(en) v Yesterday, 2:34 PM by Alicia with | Draft(de) ~| Today, 10:28 AM by you

You are working in Deutsch, this content is in English. To edit it, switch to English X
AllOY AlIOY
Alloy Track Alloy Track
Projects have a natural lifecycle with well-defined stages. Progress Projekte haben einen natiirlichen Lebenszyklus mit genau
monitoring is a critical part of making sure that your project is on- definierten Phasen. Die Uberwachung des Fortschritts ist ein
track and capable of delivering in the end. entscheidender Faktor, um sicherzustellen, dass Ihr Projekt auf
dem richtigen Weg ist und am Ende erfolgreich abgeschlossen
From start-up meetings to final werden kann.
sign-off, we have the solutions
for today’s market-driven needs. From start-up meetings to
Leverage your assets to the final sign-off, we have the
fullest through the combination solutions for today’s market-
of Alloy Plan, Alloy Meet and driven needs. Leverage your
Alloy Track. assets to the fullest through
Sales figures are just a click the combination of Alloy
away. Alloy Track lets you _I;’IankAHoy Meet and Alloy .
rack.

mnitar hiininana matrian A

=1 Project: None(use primary drafts) v =~

Comparing properties

When you selectto compare all properties, the All Properties editing view displays the two compared versions
of the properties side-by-side. Theyare displayed in the same tabs as they usually are, with the exception of the
Basic info properties, which are displayed in a tab of their own instead of in the Basicinfo area. Tabs that contain
changes between versions are highlighted with a yellow digit; the digit identifies the number of changed prop-
erties there are on thetab between the two compared versions.

In the compare properties view, the two property versions appear side-by-side. The latest version of the prop-
ertyis shown first,to the left of or above the older version of the property. All properties that differ between
thetwo versions are highlighted with a yellow background.
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2Pt i CMS | Edit | Admin Reports  Visitor Groups
(e]@][rafE] o d =
Start » Optil =
[ Alloy Track ptions ‘ l:lj

Comparing ¥ Previously Published (en) ~ Aug 8, 3:57 PM by Aliciawith 2 Published(en) ~ Today, 10:46 AM by you
Basic Info seo[1] Content  Settings

Name

Alloy Track Alloy Tracking

Name in URL

alloy-track alloy-track

Simple address

Display in navigation Display in navigation

= Project: None(use primary drafts) v =-

You can edit the latest version of the properties, and if you decide that you prefer the older version to the
newer, you can click Copyand the older version is used in the newer version also. When you edit a published
property,a new draftappears in the version list.

@ Setting access rights from edit view

Administrators generally manage website access rights from the administration view. However, if you have
administer rights, you can set access rights for a single page or a block fromthe edit view. This is useful when you
need to publish an itemto verify the final result, but you do not want it to be publicly visible. Setting access rights
fromthe edit view only affects the selected item (page or block).

To setaccess rights, open the itemin the All properties edit view (or scroll to the top of the page in the on-page
edit view). The Visible to option displays Everyone for content that is publicly available on the website, and Restric-
ted if access limitations apply.
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B m =0

Start | Options - | | =
[ About us

MName How to buy Visible to Everyone Manzge

Name in URL how-to-buy Change Languages en

Simple address Change 10, Type 30, Container Page

[ Display in navigation

Click Manage to change the settings in the Access Rights dialog:

Access Rights

Set Access Rights for "Alloy Ascend” @

You can select which users and groups that will have access to this item as well as what they are
allowed to do with it.

I_\-:.‘k.

Read Create Change Delete Publish Administer

|+ Inherit zettings from parent item

You are logged on as admin and you are a member of the following groups

WebAdmins

Everyone

Authenticated

CmsAdmins

1 3
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If access rights are inherited fromthe parent page, clear Inherit access rights from parent item, and click Add User-
s/Groupsto define new access rights. Add access rights as desired and save the settings.

For example, removing read access for Everyone, as in the example above, hides the published page fromthe
public, butitis fully visible and editable for the Site_Editors group (and Administrators).

Note: You must belongtoa group with Administer access rights to define access
rights fromthe edit view. This setting does not provide access to any other admin-
istration options in Episerver CMS.

See Access rights in the CMS Administrator User Guide for information about working with access rights in
Episerver CMS.

@ Structuring the website

Inthe Episerver CMS, the page tree structureis located in edit view under Pages. At the top of the structureis
the root page, usually with one or more start pages directly underneath. The structure of the website is made
up of pages. By default, the page structure is reflected in the navigation menus. To simplify navigation, limit the
submenu structureto a maximum of three levels.

Page tree

By moving the mouse pointer over a page in thetree structure, information about the page appears, such as 1D
and page type. A set of page tree symbols provides additional information about the structure. Note that some
of theseicons are only displayed for the first draft version of a page, before any published version exists.

8 Theroot page.

f Start page.

I Published page. See Working with versions.

. Pagethatlinks to another page on the same website. See Shortcut to page in Episerver CMS under Shortcutin
Working in All properties editing view.

B Pagethatlinks toan external website or a specificaddress. See Shortcut to page on another website under

Shortcutin Working in All properties editing view.

Page containing a shortcutthatis not linked anywhere; it only displays thetextand is used to create a heading
with nolink in the menu. See No shortcut, display text only under Shortcutin Working in All properties editing
view.

Pagethat fetches and displays content fromanother page on the same website. See Fetch content from page
in Episerver CMS under Shortcutin Working in All properties editing view.

&/

Container page used for storing other pages; not visible on the website.
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£ Draft of a newpage; not visible on the website yet. See Working with versions.

New page scheduled for publishing; not visible on the website yet. See Working with versions.

Expired page; notvisible on the website anymore. See Working with versions.

Pagethatis setto Readyto Publish. See Working with versions.

Pagethatis set to Rejected See Working with versions.

Pageis currentlylnreview and must be reviewed and approved before it can be published. See Content

approvals.
x Previously published page; not visible on the website anymore. See Working with versions.

Page locked for editing for the logged-in user.

Page being edited by another user. You can see who by hovering your mouse over the icon.

Published page. Note: This icon appears for project items; not in the Pages navigation pane. See The projects
feature.

You donothavethe rights to publish this item or the specific tem version does not exist anymore. Note: This
icon appears for project items; not in the Pages navigation pane. See The projects feature.

Note: Your website might be customized with other symbols implemented by the
partner developer.

Moving, copying and removing pages

Moving a page

Use drag-and-drop to move a page, or select Cut in the context menu for the page you wantto move, and select
Paste for the destination page. You can also move pages by using the keyboard commands Ctrl+xfor cut (on
Mac: Cmd+x),and Ctrl+v for paste (on Mac: Cmd-+v).

Note: When you move a page, internal links are redirected to the new location and
arenot broken. However, any external links pointing to the moved page will be
broken.

Copying a page

Press Ctrl (or on Mac: Option) on your keyboard and drag-and-drop to copy a page, or select Copy in the con-
text menu for the page you wantto copy, and then select Paste for the destination page. You can also copy
pages by using the keyboard commands Ctrl+cfor copy (on Mac: Cmd-+c),and Ctrl+v for paste (on Mac:
Cmd+v).
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Subpages and associated media files in local page folders are copied also,and thelinks point to the new copy of
the page. Settings, such as dynamic properties and categories, are copied also with the new page.

Note: When you copyand paste a page under the same node, the Name in URL prop-
erty of the copied page is typically named Name in URL |, which you need to change
after copying.

Removing content

Removed folders, pages, blocks and media files are moved to trash,and are not publicly available on the web-
site. Remember to update any links to removed content. When you remove a page, all underlying pages are
removed also. See Deleting and restoring content.

Sorting page order in menus

The pages in thetree structure are sorted according to a predefined sort order. By default, the page that was
created most recentlyis placed at the top of the tree structure, for example, in news listings. There also are
other options for sorting, such as alphabetically or by sortindex. The last option lets you control the sorting
through an index defined on each page.

i cMs

°'HE+[e[m]k] = o

v Pages Sites Tasks Projectltems
Q [ Alloy Meet [&1]
88 Root .
Name Alloy Meet Visible to Everyons
2 Start
™ Alloy Plan Name in URL alloy-mest Languages en, de
& Alloy Track Simple address 1D, Type 9, Product
[ Alloy Meet =-
’ [ Display in navigation -ch\s
B[ Aboutus
& B How to buy
[ Search SEO Cantent Settings
@ @ Campaigns £
= @ Customer Zone Fublished 8/22/12,8:32 PM
All Languages Created 8/22/12, 6:31PM
+ | =- o
B . Modified AugB, 3:57PM
~ Recen
D) Alloy Meet
’ [JUpdate modified date
[ Alioy Plans
D N [
According to creation date (latest first)
Sort index
According to creation date(oldes(firs()@
Alphabetical
Shorteut
According to sort index
According to change date (latest first)
- According te Start publish date (oldest first)

& Project: Noneluse primarydrafts) » =- According to Start publish date (latest first)
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Thesortorderis set for the parent page of a branch, and is inherited by the subpages:

|. Selectthe parent page of the branch in the structure where you want to set the sorting.
2. Editthe page and select the Settingstab.

3. Select sorting criteria under Sort subpages.

4. Publish the page for the changes to take place.

Sorting according to sort index

If you want to control exactlyhowthe pages in the structure are sorted, select the According to sort index option
forthe parent page. Then give each child page a unique sortindexnumber, and they are sorted in ascending
orderaccording to their number, with the lowest number on top.

Changethesort order of pages by dragging the page and dropping it where you want it in the tree structure.
Sorting pages with drag-and-drop is only of interest for branches that are sorted with sort index.

« If you movea page intoa branch thatis not sorted according to sort index, you get prompted to move the
pageand atthe sametimeapplysortindexas sort order for that branch. Confirm with OK. When you drag
apageintoanew position in a pagetree branch, the sortindexis automatically recalculated to fit the sort
order of that branch.

« If you drop a page under a different parent page (with sortindex set as sort order), the page is first moved
or copied, and then sorted. The page remains in the tree in the position where it was first dropped.

Note: The pages that you move are saved again, meaning that you must have pub-
lishing rights to use drag-and-drop for sorting. You also must have publishing rights
forthe page branch with sort indexto which you move a page.

Sorting according to sort index manually

You can setthe sortindex manually for each child page. Open the page for editing, select the Settingstab and
changethe numberin the Sort index box. The sort indexnumber must be an integer, butthereare no other
restrictions. Work with whole tens or hundreds to insert additional pages in between existing ones in the struc-
ture. Publish the pageto applyall changes to the structure.
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Lt Pt elam = o0
ages Sites Tasks Projectltems
3 e EIE

B8 Root
Name Alloy Meet Visible to Everyone
2 Start
D Alloy Plan Name in URL alloy-mest Languages en, de
a3 Alloy Track Simple address 1D, Type 9, Product

[ Alloy Meet

O —
B[ Aboutus

€3 8 How to buy

[ Search SEO Content
@ @ Campaigns V4
& @ Customer Zone Published 8/22/12, 6:32 PM

Created 8/22/12, 6:31PM
+ = o
Modified Aug8, 3:57 PM
v Recent
Alloy Meet
BT [JUpdate modified date
D) Alloy Plans
[ Start Sort subpages According to sort index  +
Sort index 4 -
Shorteut No shortcut
[Hide site header
-

& Project: Noneluse primary drafts) v =-

Deleting and restoring content

Episerver has advanced support for restoring deleted content such as pages, blocks, folders and media files.
When you remove content, you move it to trash; you do not delete it. From there, you can restore the content
or permanently delete it.
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v Pages Sites Tasks Projectltems

Q Trash Empty Trash
2B Root
o Start = q
[ Alloy Plan
& [ Alloy Track Name Removed By
[ Alloy Meet QLD:Mmg’Dra new position? Aug 30, 2:10 PM you
B[ About us [ New Page Aug 27, 2:08 PM you
G 8l How ta buy [ Alloy Analytics Aug 21, 10:05 AM you
[ Search
Christmas teaser Aug 21, 10:04 AM you
& B Campaigns
Spring campai Ao 37 9-00 B .
o B Customer Zone [ Spring campaign Aug 27, 2:00 PM you
[l Spring sale Aug13, 11:22 AM you
+ = -
~ Recent Show Content in Current Language Only
[ start View Trash @

Note: Episerver Commerce does not support trash management when deleting cata-
log entries.

Moving content to trash

Selectthe content to delete, and select Move to Trash from the context menu.

Contentthatis moved to trash is automatically unpublished from the website. When moving content to trash,
you receive a notification if the content is linked to from other content on the website, because the deletion
might resultin broken links.
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Move Page to Trash

2 links in total
4 [ Alloy Plan
Alloy Plan teaser

Y Start

Would you like to move the page Alloy Plan and its subpages to the trash?

The page or its contents are used in the following places. To avoid errors on the site, make sure that the
content is not used anywhere.

£ Refresh list

Restoring content

Note: Contentversions are not supported by trash management. So, when deleting
aversion in the versions gadget, the version is permanently deleted.

Select View Trash fromthe pane settings in the navigation or assets pane. Hover over the desired content item
inthelistand click Restore. The content is restored to its original place and republished. You must restore con-

tentto edit it.

Trash

Q Ses
MName
(3 Alloy Analytics
Christmas teaser

[ Spring sale

Remaved

Today, 10:05 AM
Today, 10:04 AM

Aug 13, 11:22 AM
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Deleting content permanently

Select View Trash fromthe pane settings in the navigation or assets pane. Click Empty Trash to delete thetrash
content permanently (may require administrative access rights). You can automatically empty the trash ata reg-
ulartimeinterval using a scheduled job.

If you want to delete just one single item, hover over the item and click Delete. Note that if that single item has
children, these children will also be deleted permanently.
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@ Working with versions

Episerver has sophisticated support for advanced management of content creation and publishing involving
multiple editors. The draft concept is central, ensuring that work-in-progress is never externally exposed until it
is actively published. The publishing options you see depend on the content status and your access rights. Avail-
ableactions, content status and notifications are indicated in the status bar at the top.

Publishing involves steps from creating a draft to publishing the final version,and managing versions. The steps
applyto different types of content such as pages, blocks and media, or products if you have Episerver Com-
merce installed on your website.

Tip: You can watch the following demonstration video, Video: Publishing content.
(4:18 minutes)

See also: Controlling the publishing process.

Publishing actions

When you create or update content, you can performa number of actions to create drafts, undo changes, set
content ready for review, publish directly or schedule publishing at a later stage, and so on.

Creating drafts and autosaving

Whenever you create new content or edit existing content, a draft version is automatically created. This is not

publicly available on the website until actively published. Changes to content properties are immediately auto-
saved by the system. Versioning is not used for drafts, which means that you and other editors can work on the
same draft over time but you still will have only one version of the draft.

You can manually create a draft froma previously published version or froma version that is scheduled for
publishing ata later time. This is done from the Options menu.
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P | Options -~

Previously published version by Remy,
Aug 28, 2:39 PM.

Republish

Currently published version by
You, Aug 28, 10:29 AM
View on website

/" Edit Primary Draft

-
= MNew Draft from Here @

Undoing and reverting to published

While editing, clicking the Undo option in the page information area lets you undo changes to content that was
previously autosaved.

Autosaved 3:13 PM Undo? ‘

) Undo @

£) Revert to Published

« Select Undo to discard the changes done since thelast autosave.

Note: You can onlyundo changes you have made during the current editing ses-
sion. As soon as you move to another page, close the browser, log out,and so
on,the history of actions that can be undone is emptied.

« Select Redo if you discarded your changes through Undo and want to take them back again.

« Select Revertto Published to go back to the latest published version, if the content was previously published.
Note that this deletes your current draft and you need Delete access rights for this option. Itis also avail-
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able on the Publish menu.

= o]

Not publishedyet | Publish? - | |[1]]:=|

Last changed by you,
4 days b hours 22 minutes ago.

Ready for Review

Last published by
You, Today, 1:53 PM
View on website

€) Revert to Published @

Previewing and comparing

You can preview content appearance using the Preview mode option in the top toolbar. You can also preview
content by language, visitor group or display channel if these are used on your website; see Previewing.

You can also compare different content versions by using the Compare version option in the top toolbar; see
Comparing versions.

Publishing

When done editing, click Publish? at the top and then Publish (or Publish Changes, if you are editing previously pub-
lished content). The content is immediately published and publicly available on the website, provided that no
access restrictions apply. Click View on website to view the content as it appears on the website.

You can also republish on older version of a page, see Managing versions.

Setting Ready to Publish

If you do not have publishing access rights, or if you want your changes to be approved by someone else before
publishing, use the Ready to Publish option to mark the content as ready for approval and publishing. Withdraw
and Edit lets you take back content for further editing after sent for approval.
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[ [ options v |

Last changed by You,
3 minutes ago.

Last published by

Eddie, Aug 8. 3:57FPM
View on website

7 Withdraw and Edit @

Setting Ready for Review

If your siteis set up to use content approvals, your content may have to be approved by one or more approvers
before it can be published. In that case, you do not have the Publish? option, and you have to set the content to
Ready for Review when you are done. Doing this starts the approval sequence. When all approvers have
approved the content, you are notified and you can publish the content or schedule it for late publishing. See

Content approvals.

| Publish?

Last changed by you,
1 minute ago.

Ready for Review

Mot published yet

Approving content

If you arean appointed reviewer for a content item, you can approve changes for the contentitemwhen itis in
status Ready for Review and at the approval step where you have been set as reviewer. You can also decide to
declinethe changes, in which case the content version status is set to Rejected. This does not mean thatthe
latest changes disappear, onlythat the content needs to be edited and reviewed again before it can be
approved and published. You can monitor content status and related tasks under Tasks in edit view.

If you have Administer rights to the content item, you can also approvethe entire approval sequence and also
cancel thereview request.

See Content approvals for more information.
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In review for:
& minutes
Currently in step 1out of 1

Approve Content

Requested by Alicia, Today, 1:33 PM

Approve Content

© Decline Content

Scheduling for later publishing
If you have publishing access rights, you can schedule the publishing to occur at a later occasion. Select the Sched-

ule for Publish option, and set the date and time when you want the content (new or updated) to be published.
This applies to both newly created content, and changes to existing content.

Removing scheduling and creating new drafts

Contentthatis scheduled for publishing, is locked for editing. Select the Remove Scheduling and Edit option to
interruptthe scheduled publishing and continue editing the selected version.

P Options

Last changed by you,
1 minute ago.

Last published by
You, Today, 2:51PM
View on website

# Remove Scheduling and Edit @

2 New Draft from Here

Selecting New Draft from Here creates a new draft, based on the scheduled version, which is still published at the
scheduled time. You can continue working on the new draft,and apply publishing actions for this, as desired. An
advanced scenario would beto apply multiple publishing occasions for different versions of a campaign page,
having themreplace each otherin a desired order.

© Episerver2019



Working with versions | 127

Managing versions

If you need to backtrack and use an older version of a page or if you are managing multiple language versions,
therearea number of tasks you can perform fromthe version list by using the More options button found at
the bottom of the version list in the versions gadget.

o

» Assets

v Versions

en Draft Aug 30, 2:21 you
PM

fr Draft Aug 28, you
12:26 PM

En Draft Aug 27, 1:19 you
PM

More options

button

=- -
Click the column headers to sort the version list according to language, status and more.

Note: You need to add the versions gadgetto the navigation or assets paneto seethe
version list.

Viewing versions

Content can have the following status in the version list:
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« Draft. Contentthatis a work-in-progress and is not yet subject to any publishing actions.

« Published. The most recently published version and the one publicly displayed. Only one published version
can exist.

« Inreview. Content must be approved before it can be published. See Content approvals.
« Previously Published. One or more versions that were published before the latest published version.
« Readyto Publish. Content awaiting approval and publishing.

« Rejected. The content was set as Ready for Review or Ready to Publishand an approver has rejected the con-
tent. You can editand update the rejected content and then set it to Ready for Review or Ready to Publish
again.

« Scheduled for Publish. Content scheduled to be published at a specified time.

« Expired. Content wherea stop publish dateand timeis set and passed. The stop publish date applies to all
versions of a page, which means that you cannot have one version of a pagethat is expired and onethatis
published.

Note: You can definethe number of stored content versions in the administration
view. The default setting is 20.

Setting the primary draft

Note: Versioning works differently if you are working with projects. For a more
detailed description on how Episerver handles versioning in projects, see Versioning
when working in projects.

The primary draft is the draft presented in edit view, when accessing the content. Multiple drafts may exist, by
defaultthe latest saved edited version is the primary draft.

Usethe Set as Primary Draft option in the version list to make another draft the primary one.
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v Versions

en Draft @ Today, 11:17 you
AM

en Draft Aug 30, you
3:33PM

en Draft Aug 28, 1:22 Eddie

I
@

Set as Primary Draft @

W Delete Version

A content itemthat is not published can have only one draft. You can create multiple drafts from published ver-
sions, each draft is editable individually and you can schedule for publishing at different times. There are no ver-
sioning of drafts sothereis only one version of each draft.

Editing and deleting versions

The content version selected in the version listis loaded into the editing area, from where you can edit the con-
tent or perform other available publishing actions.

Select the Delete Version option to delete a version. Content versions are not supported by trash management.
So,when you delete a version in the versions gadget, the version is permanently deleted.

Note: The version with status Published cannot be deleted, to do this another version
needs to be published first. Deleting content versions cannot be undone. You can dis-
abletheability to delete versions in the administration view.

Managing language versions

If the selected content exists in multiple languages, language versions are displayed with a language code. Tofil-
ter versions for a desired language, select Show Content in Current Language Only in the version list.
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o]

v Pages Sites Tasks Project ltems
Q

=B Root
2 # Start
[ Alloy Plan
[ Alloy Track
[ Alloy Meet
[ About us

1]
4

@ How to buy
[ Search
@ Campaigns

4+ =- -

show Content in Current Language Only @

View Trash

Republishing a version

Torepublish a previously published version, select the desired version fromthe Versions gadget and select
Republish from the Options menu. VWhen you republish content, for traceability reasons, a new version with a
newtimestamp is created, even if no changes were made.
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m o'

» Assets

D —

»® ‘ Options -+~ H

~ Versions

Previously published version by Remy, Brevious] hua 75
) en reviously Aug26, you
Aug 26, 2:33 PM. E Published ~ 2:39PM
Republish en Previously Aug 2B, 1:34 you
Published PM

Currently published versien by
You, Aug 28, 10:29 AM S
View on website

Draft Aug 22, Alicia

m
ki

/" Edit Primary Draft

£ New Draft fram Here

Note: You can onlyrepublish a previously published version if no approval sequence
has been defined on the content item. If an approval sequence has been defined, you
must select New Draft from Here, set the new draft to Ready for Review and then let
the draft beapproved before it can be published.

Unpublishing content

Unpublished content in Episerver CMS s content that is not yet published or content that you for some reason
do notwant publicly visible on the website.

Thereis no Unpublishing option in the user interface; instead, you have the following options to hide published
content from being publicly visible on your website:
« Setthe content item to expiredif you wantto keep it for reference or future use.

e Removethe Everyoneaccess rights to it.

 Delete the content item if you do not wantto keep it.

Setting expiration of content
Normally, web content never expires, but you can set pages and blocks to expire at a certain time in the future

or immediately. Expired content is not displayed on the website but remains in Episerver CMS. You can remove
the expiration fromthe contentto makeit appear on the website again.

Note: The expiration sets a stop publish date on the contentand this date applies to
all versions of the content. For example, if you set a page to expired and then createa
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draft fromthe latest published version and publishes that draft, it will still be expired
and not displayed on the website. You must manually remove the expiration for the
pageto bepublic.

Setting an expiration time is donein the All Properties editing view by selecting Tools > Manage Expiration and
Archiving. Select Now if you want expiration to apply immediately.

Archiving of expired content

Episerver has a built-in archiving feature where pages with a set stop publish timeare automatically moved to a
defined archive branch when the time has passed. This is useful when you have news pages in a listing where
you want to remove old news fromthe listing, but still keep the pages in an archive. Note that the expiration
date is removed when the items are moved to the archive to make the archive public.

Archiving expired content is done in the Manage Expiration and Archiving dialog box by selecting the page branch
to which you wantto movethe expired page.

Manage Expiration and Archiving X

Start » About us » Mews & Events » Events

Reporting Made Simple
Expire date 8/26/2019, 2:31PM - ow
Archive to Archived news S m

Save | | Cancel
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Working with shared content

As soon as you start to edit content, the content is marked as currently being edited notifying other editors to
avoid version conflicts.

Mark as being edited

Even if content is marked as being edited, another editor can select the Edit Anyway option, and continue work-
ing with the draft.

»* admin is editing Options

Last changed by admin,
I minute ago.

Ready for Review

admin is currently editing this page, and you should
wait for your turn so that you do not overwrite each
other's changes.

/7 Edit Anyway Qﬂrn]

Permanently mark as being edited

The currently being edited markup setting is automatically cleared after sometime. To keep this setting, you can
set a permanently being edited markup through the All Properties editing view by selecting Tools > Permanently
Mark as Being Edited. This setting remains until manually disabled (toggle the setting to disable).

@ A/B testing

Note: A/Btestingis an add-on for the Episerver Digital Experience platform. It
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requires a separate installation, but no additional license. Contact your system admin-
istrator to find out more. See Episerver World - A/B testing for technical information.

A/Btesting lets you create variations for a number of page elements (blocks, images, content, buttons, form
fields,and so on), then compare which variation performs best. It measures the number of conversions !
obtained fromthe original (control) versus the variation (challenger),and the one that generates the most con-
versions during the testing period is typically promoted to the design for that impeccable testing has several pre-
defined conversion goals you can use when setting up atest,and it is also possible for Episerver developers to
create customized conversion goals.

Tip: You can watch the following demonstration video, A/B testing.(5:07 minutes)

How it works

Let's say you wantto know whether a different advertisement can generate more interest from your site vis-
itors. Using A/B testing, you create two page versions with two different advertisements that link to a target
page. You set the A/Btest to use the conversion goal Landing Page, which measures how many visitors click on
the advertisements and reach the target page.

I. When a visitor views your A/Btest page, the visitor sees the original (A / Control) or the variation
(B/ Challenger) version. A/B testing logs which version the visitor sees. If a visitor returns to the test page,
the visitor sees the same version (A or B) throughout the duration of the test. However, if they clear cook-
ies,and revisit the test page, theyare considered a new visitor in the test.

2. Ifavisitor clicks the advertisement, the target page appears and A/B testing logs the action as a conversion.

3. When thetest duration completes, the version that achieves the best results (that is, the most clicks) is
declared the winner of the test.

4. Depending on your site configuration, you can manually pick a winner (usually the one with most con-
versions) or the winner is automatically published when the test completes. Test winners are only auto-
matically published if test results are statistically significant. For more information on statistical significance
on A/Btests, see the Statistical significance section below.

'When a website visitor takes a desired action. This desired action can be, for example, buying an item, filling in a form,
or dlicking a link.
2The pagethat defines the end goal of a conversion path.
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A/ Control B / Challenger
’\ b
/

- -

60 % of test participants
see A and b0 % see B

Statistical significance

Statistical significance is a calculation that determines if test results can be considered "significant” or not. Itis a
function of the number of views and conversions of the variants. So, if one version is winning by a wide margin
buthas a relatively low number of views, it could still be calculated as the statistically significant winner of the
test. Whereas a test with a great many more views, but where the variants' conversion rates run much closer,
could have results that would not be considered significant. Theoretically, statistical significance can be achieved
atanypoint during atest. This is not done here. A/Btesting lets the test finish before running the calculation
that determines if the results are “significant”.

So,how many views are needed to ensure statistical significance! The answer is that it depends on the margin of
conversions the winning variant is winning by.

Confidence level

The confidence level setin Advanced options is used in the significance calculation to specify the amount of vari-
ancethe results can have beforetheyare considered statistically significant. The higher the confidence level you
select, the more “sure” the calculation has to be thata variant is winning by a statistically significant margin. This
is saying how much standard deviation the calculation can have before the results are viewed as significant. Typ-
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ically,the more data in a test means that the standard deviation goes down, and thus the confidence % in those
results goes up.

Oncethetest has completed and results are calculated using the selected confidence level, the reporting
appears at the top of the Picka Winner screen.

Starting an A/B test

I Start with a published version of a page or block as the original (A/ Control). For example, you have a site
devoted toairtravel tips and want to get visitors interested in exploring your site. Will a fancy graphic but-
ton get more dlick-through ! than a plain text button?

2. Createa draft by changing the button or making some other change to the page:

Image on version A/ Control: Image on version B / Challenger:

Click here for more Visit our NEW

information travel site today!

3. Select Publish?> A/B Test changes. Do not publish the changed page. The A/B test view appears showing
A/ Controland B/ Challenger thumbnail images.

If you are using Content approvals, set your draft to Ready for Review and let it be approved before you
startthe A/Btest.

I Following a hypertext link to a particular website; especiallya commerce site.
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" Flight Fancy A/B Test

Determine whether new or changed content improves the conversion rate.

A | Control B / Challenger

Start Cloud Comer Flght Faney  Foral Fluerce. Start Cloud Cover gt Faecy Roral Floerce

AllOY AlloY

St ¢ Pl Fancy at | Figt Bancy

. Flight Fancy . Flight Fancy

Bmt

Compact Ssating Air travel tips and information Campact Scaing Air traval tips and information
gt s Expiere s webste fer arzat ravel 30 and Images of favel hicugh e e gt i Expiore s websiz for areat irmvel s and Images of fravel trcugh e shes.
[ — [mma——1 [T—

2‘? travel site today!

4 Published by you, Today, 1:54 BM & Draft - Edited by you, Today, 1:55 PM
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Test goal

Which butten will generate more downloads.

Conversion goal(s)

By default, all goals have equal weight. You can set an individual weight for each goal in Advanced Options.

Add another goal | ~
Landing Page X

The chosen page is the one that a user must click on in order to count as a conversion. Results’ Views are the number of visitors that visit the page
under test. Conversions are the number of visitors that clicked through to the landing page at any point in the future while the test was running.

Visitor navigates to page | Download Alloy Plan a |

Participation percentage

More participation reduces time to gather statistics and pick a winner.

o
Yo

[ 100 E

Test duration

[10 | * | aay(s).

Start test

(® Start immediately
(O Schedule for later

& Advanced Options

Balance the importance of the test goals:

Here you can decide if one of the goals are more important to the way you will measure a winner.
If you give a goal a higher importance. conversions towards that goal will count higher than conversions towards the ones with a lower setting.
If you give all goals the same importance, conversions towards all goals will be measured the same way.

Time on Page

Low
Site Stickiness

High
Landing Page

Medium

Confidence level

The confidence level dictates the amount of errors allowed. A higher percentage directly correlates to the accuracy of the test results. This denotes whether the
difference measured between the control page and variant page is not by chance (i.e. significant).

95% (Default) | +
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4. Configure your A/Btest by setting the following options:

Option Description

Test Goal Enter your hypothesis for the test. This is for your information only.

Select the conversion goal or goals that you want to measure. (Conversion goals are
also known as key performance indicators KPIs!.) You can add up to five conversion
goals forthe A/Btest,and under Advanced Options, you can decide if some goals are

more or less important than others.

« Landing Page. Select a target page to which visitor is taken when the visitor clicks
through. Onlya click-through is counted as a conversion.

« Site Stickiness. Select a target page and a timeout period (1-60 minutes). The
A/Btest counts a conversion if a visitor goes fromthe target page to any other
page on your website during the time period. If the visitor closes the browser then
opens your target page again within the specified time period, a new page view is
not counted. However, a conversion is counted if the visitor goes from the target
pagetoanother page during the second visit.

Time on Page. Enter a time in seconds. The A/Btest counts a conversion when a vis-
itor stays the defined time on the test page.

Conversion « Addto Cart. Select a product a site visitor can add to a cart. If a visitor adds that
goal(s) producttoa cart, it is counted as a conversion.

Average Order. Select this conversion goal to track completed orders on each of
thetest pages. The conversion goal totals up the values of all Commerce carts cre-
ated by visitors included in the A/B test. The test determines which page variant
creates the highest average value for all those carts when picking a winner. If a vis-
itor creates multiple carts, all the (purchased) carts are included in the total, which
means that the visitor can “convert” manytimes in the test duration. On Com-
merce websites using different currencies, the test converts all carts to the same
currency.

o Purchase Product. Select a product a site visitor can buy. If a visitor buys that
product, it is counted as a conversion.

Note: You need Episerver Commerce to use Commerce-
related conversion goals such as Addto Cart, Purchase
Product, and Average Order-.

IStands for "key performance indicator” (also known as a conversion goal);the measurement of actions on web
pages. Theactions can be completed purchases, pages visited, time spent on siteand so on.
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Enter the percentage of total amount of trafficto your A/Btest.

If you setitat 100%, all website visitors participate in the test. Half of the test par-

Participation ticipants will see version A, and half of them will see version B.

percentage However, you may not want so many visitors to see version B if it includes something
that might be unsuccessful. You accomplish this by lowering the percentage of visitors
included in the test. Visitors not included in the test will see version A. Only visitors
included in the test count in the statistics.

Test dur-

" Specifythe number of days you want the test to run.
ation

Select one of the options. You can stop the test at any time before the number of spe-

cified days are done.

« Start testimmediately. Select this option and click Start Test after you specified the

Starttest test parameters.

« Schedule for later. Select this option and a date picker appears. Select a dateand
time to start the test. Click the Schedule Test button after you specified the test
parameters.

« Balance the importance of test goals. Select if one goal is more important, or less
important, than the others. If two conversion goals are set to High (or Low), it is
the sameas leaving them at Medium, meaning they have the same importance and
thus not weight the test result. Similarly, if you add a single conversion goal, the

Advanced .
< selected weight has no effect on the test result.

Options ,
? « Confidence level. Select the confidence level of statistical significance you want

fromthe results that you gather. The higher the confidence level you select, the
more “sure” the calculation has to be to determine that the winning variant is win-
ning by a statistically significant margin.

5. Click Start Test if you set the test to start immediately, or Schedule Test if you scheduled the test for later.

Viewing a running A/B test

I. Toviewa running A/Btest, open the page you are testing, and click View Test on the notification bar.

A version of this content is part of an on-going A/B test. View test
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Thetestresults are displayed, and a flame graphic shows which version is Ieading:o.

| Flight Fancy A/B Test

Test is running, 8 day(s) remaining. Started Today, 2:22 PM by you

A [ Control B / Challenger 0

ST Cout Caver  AIGRERINGY  Aoral Fluec: Start oud Cover Fllgin Faocy Floral Flusrce

AlloY Alioy

Start | Fig Faney A (i Fany

Flight Fancy . Flight Fancy

Air travel tips and information Air travel tips and infarmation

Evpiam 1,

A3 56 30 WAQTE: 1 TR AN T ks

Eaplore thes webabe for great iruel 5ps ansimsges of tavel hrcugh e shes.
Visit our NEW

hllﬂlll

+ Published by you, Today, 9:54 AM & Draft - Edited by you, Today, 9:55 AM
0,
42% 8 43% S
Conversion Rate Views
Hide Details Conversion Rate Views
Conversions Weight Performance Conversions Weight Performance
Visitor navigates to any other Visitor navigates to any other
4 ~60% ~69°
page within 5 minute(s). page within 5 minute(s) 3 |: 6%
Number of seconds visitor Number of seconds visitor
' 0 ~0% : 0 ~0%
remains on the page: 120 remains on the page: 120

\isitor navigates to page i 4 —40% Visitor navigates to page [§ 2 _ane
Booking Booking -

Beneath thetwo page thumbnails, you can view the currently collected test data, such as views, number of
conversions,and conversion rates. If you are measuring towards multiple conversion goals, you see how
each goal is performing and what weight each goal is given. If you are measuring towards one goal only, you
seethetest data anda pie chart visualizing the conversion rate. The conversion rate can be a percentage
rate or an amount, if you are using the Average Order KPI. (The pie chartis not displayed for Average
Order KPL.)

Note: A/Btesting normally calculates the views as the number of times a page
has been displayed to a visitor. However, when you are testing a block, A/B test-
ing counts the number of times the block has been requested by Episerver CMS.
If you have a condition set on your block so it is only displayed to certain visitor
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groups, for example, a view may be counted even though the block has not been
displayed toa visitor.

Note: Statistical significance of thetestis calculated when the test is finished.
Beforethat, itis not possible to say whether the test results are significant or not.

2. You can select the following actions from the Options menu:

o Pick The Winner. If you see enough data before the test completes, you can stop thetest and pick a win-
ner. For example, perhaps the changed page is a clear runaway winner such that another few days of
testing may not significantly affect the result.

If you select Pick The Winner, the Pick the Winner view appears. The leader is highlighted in green.
Click Pick The Winner and it is automatically published. After you select a winner, the loser is added to
the Versionsgadget as a historical artifact.

Al Control B/ Challenger T

Alloy Alloy

Flight Fancy

Air travel tips tion

— ===
2 " a || L\
4+ Published by you, Today, 9:54 Al < Dratt - Edited by you, Today, 9:55 AM
e e o
7% 228
) conversions. conversions
7% e 088 19%
s 1 1193
views conversion rate views.

« Abort A/B test. Stop the test and discard the results.

Picking a winner

Depending on your site configuration, a test winner can be published automatically at the end of the test, or you
can publish it manually,during or after the A/Btest.
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An administrator can set up your site to automatically publish A/Btest winners atthe end of a test, if the test res-
ultis statistically significant. If this setting is enabled, it affects all tests on your site. As soon as a test finishes, the
test winner is published. However, if the test result is not statistically significant, you have to manually publish

one of thetest versions.

Publishing a test winner manually

If you have publishing rights, you can publish a test winner while the test is running or wait until it finishes.

I. Toviewa finished A/Btest, open the page you are testing, and click Pick winner on the notification bar.

An A/B test was completed on a version of this content. Pick winner x

Thetest results are displayed.

A/ Control B/ Challenger T

Alioy Alloy
s ¢ Fig Fangy

ligh -
Flight Fancy
Air travel tips and information Compact Saating

Inflight ips

Where's my luggage?

et}

el T
e e

4 Published by you, Today, 9:54 AM

76
» Wl
0 |
conversion rate 1088
03

19%

conversion rate

loud Cover  Flight Fancy  Hiseal Flusncs

Flight Fancy

Air travel tips and information

Expore this websie fo grea fravel fps and images of ravel tough the skies

Visit our NEW
travel site taday!

< Draft - Edited by you, Today, 955 AM

Pick The Winner
228
1193

Atthetop of thetestresult screen, you can seeif the results are statistically significant.
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Alloy Plan A/B Test

Test complete. Pick a winner.

The results of this test are NOT significant.

Thetest winneris highlighted with a green background and a trophy graphic: O The Pick The Winner
button of thetest winner is green, but you can publish either version.

Beneath the two page thumbnails, you can viewtest data, such as views, number of conversions,and con-

version rates. If you are measuring towards multiple conversion goals, you see how each goal has per-
formed.

2. Click Pick The Winner on the version you wantto publish and it is published immediately.

Theloseris still available in the Versions gadget.

Managing A/B tests

You cannot edit the test settings or the content of a page while the test is running because you could possibly
invalidate the results. If you need to change the test settings or something on the test page, you must cancel the
test, make your changes, and start the test over. You can cancel the test from the Options menu in the test view
orfromthetest page. If you open a draft of the test page, the Options menu is called Publish?.

Usethe Taskstab in the navigation paneto find A/Btests.
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v Pages Sites Tasks Project ltems

Draft | = | &2

aft
Draft I
Fejected "
In Review aft
Ready to Publish )
Marked as Being Edited B
Fecently Changed -aft
aft
Awaiting Review Lt
Declined Reviaws
Approved Reviews aft
aft Scheduled Tests. Displays links to tests that are sched-
Awaiting Your Review L uledtorunatalatertime.

Approved by You Active Tests. Displays links to active test pages that
are collecting data. Click an item to display the test
page, where you can click the View test link to dis-

playthesnapshot of result data.
Scheduled Tests

Lctive Teste @ Completed Tests. Displays links to completed tests.

Datais nolonger being collected. A winner has not
Completed Tests g g

yet been published.
Archived Tests

Archived Tests. Displays links to completed tests
where a winner has been published.

For other statuses in the Tasks bar, see Controlling the publishing process.

Viewing completed and archived tests

Inthe Tasks pane, you can see all A/Btested pages by selecting Active Tests, Completed Tests, or Archived Tests.
(A completed testis a test that is finished but a test winner was not yet published. An archived testis a com-
pleted test where a test winner was published.)

Toviewtheindividual tests run on a specific page, add the Archived Tests gadget to the navigation or assets
paneand open a tested page. The gadget displays all archived tests run on the current page. Click on a test in
the gadget to view the test details. See Managing gadgets about howto add and remove gadgets to the edit view.
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+ Archived Tests

End Start owner

Setting default values for A/B testing

Administrators can set the default values and decide if a test winner should be automatically published or not.
See A/B Testing configuration in Tool settings in the CMS Administrator Guide.
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@ Controlling the publishing process

Large organizations with geographically distributed editors often benefit from process support when creating,
reviewing, publishing and translating content. Episerver is built for a distributed way of working, with various
options for managing content creation and publishing depending on the size and setup of organizations.

Thefollowing features can be used to control the publishing process:

Content must be approved before it can be published

Content approvals is a way to make sure that content is reviewed and approved before it is published.
When an editor has finished working on a content item, the item is set to Ready for Review. One or more
appointed reviewers must then approve the content item before it can be published. The reviewers are
defined by an administrator in an approval sequence.

Changes must be approved before they are applied

Change approvals is a way to make sure that certain changes are reviewed and approved before theyare
applied. The changes thatareapplicable for review are changes that affect how your website looks to vis-
itors, such as moving a page to another parent item in the structure (as that can affect menus) or changes
to access rights, language settings, or expiration dates.

Publish muttiple related content items at the same time

The projects feature and the projects gadget let you preview and publish multiple content items at the same
time, such as a landing page, blocks and products (if you have Commerce installed) that are part of a cam-

paign.

Restrict publishing access rights

Access rights let you control what editors can do where in the content structure. A typical example is to
restrict the right to publish content to editor groups. This means that the publish option is not available for
editors. Instead, they use the Ready to Publish status option. You can then view the content under Tasks.

Use the Taskstab

Thesimplest wayto monitor content creation activities is to use tasks. The Tasks option lists changes to con-
tent filtered by content status.
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~ Pages 3Sites Tasks Projectltems

Draft | = | £

Fejected

In Review

Ready to Publish @
Marked as Being Edited
Recently Changed

SEMNT FOR REV

Pwaiting Review
Declined Reviews
Approved Reviews

Pwaiting Your Review
Approved by You

You can usethe following options for monitoring content creation and content approvals:

Draft Lists all draft versions that have been created or changed by you.

Lists all content items in status Rejected that have been created or changed by

you. Iltems are set as Rejected when they have been set to Ready for Review or
Rejected Ready to Publish and then are declined. You can editand update content in

status Rejected before you set it to Readyto Publish or Ready for Review

again.

Lists all content items on the website that are set as Ready for Review. See Con-

tent approvals.

In Review
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) Lists all content items on the website that are set as Ready to Publish and that
Ready to Publish

you have publish rights to.

Marked as Being Lists all content items on the website that you have set as being edited. See

Edited Tools under Basic information properties.

Lists the last items that are changed for the website by you or any other

Recently Changed .
editor.
. ) Lists the content items that you have sent for review and are in content status
Awaiting Review .
In Review.
Lists the content items that you have sent for review and are declined items in
Declined Reviews content status Rejected. As soon as the item is updated, it is not displayed in
this listanymore.
Lists the content items that you have sent for review and are approved, that
Approved Reviews is in content status Readyto Publish. As soon as the item is published (or

updated), itis not displayed in this list anymore.

Awaiting Your Review Lists the content items that you are one of the designated approvers of.

Lists the content items you have approved. As soon as the itemis published

rovedby You
App o (or updated), itis notdisplayed in this listanymore.

Clicking on a content itemin the filtered task list displays the item in the main area. Use the versions gadget
to seetheversion history for that particular content item. If you have publishing access rights, you can
decide upon further publishing actions fromthe versions gadget.

If you are using A/B testing, you see a number of tasks related to this feature in the Tasks list. The available
options under Tasks can also be configured specifically for your website by a developer.
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@ Content approvals

Contentapprovals is a way to make sure that content is reviewed and approved before it is published. VWhen
an editor has finished working on a content item, the item is set to Ready for Review. One or more appointed
reviewers must then approvethe content item before it can be published. The reviewers are defined by an
administrator in an approval sequence.

Videotutorials

Therearethree video tutorials on the Content approvals feature. The first oneis a basicdemo of the feature
and describes howto set up an approval sequence and a basic review scenario. The second video describes
how you can set up different reviewers for differentlanguages when you have a multi-language site. It also
shows you how content approvals can be combined with comments and projects. The third video describes
how content approvals work for blocks and media. It also highlights the use of multi-language sites, projects
and notifications features.

Contentapprovals video - basicfunctionality (7.04 minutes)

Contentapprovals video - multi-language site (6.2 | minutes)

Contentapprovals video -approvals for blocks and media (6.1 7 minutes)
How it works

Sequences and reviewers

An approval sequence can be set up with any number of approval steps and any number of reviewers in each
step. The sequenceis set up byan administrator;as described in Managing approval sequences in the
CMS Administrator Guide.

Theapproval sequence administrator also defines, for each step individually, who can approve a content item.
ltis possible to have only one person as reviewer in a step, but it is recommended to have at least two (per lan-
guage) in case one of themis unavailable.

Note: Theadministrator can prevent editors from approving their own changes,
which meansthat appointed reviewers are not allowed to approve any review
requests they have started themselves. However, they can still cancel their own
review requests.
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As soon as one of the reviewers in a step approves the content, that step is considered completed and the item
moves to the next step in the approval sequence. When a content item enters an approval step, the reviewers

in that step are notified by email and in the user interface thatthey have an itemto approve. The editor who star-
ted the approval sequence is notified when the last reviewer approves the content temand it is set as Ready to
Publish, or if an reviewer rejects the content item. VWhen the content is approved in all steps, it is automatically set
as Ready to Publish,and anyone with publishing rights can publish it.

Theapproval sequence overview is opened froma page's or assets folder's context menu:

[ Alloy Track
B NewPage

[ Alloy Meet
B[ Aboutus ?6 Cut
& @ How to b TR Copy
[ Search
B Bl Customer Zone B Move to Trash

+m
®.. Edit Approval Sequence @

Editors can normally view an approval sequence but not change it. If an administrator has setan approval
sequenceon a node in the page tree, editors without administrator rights cannot by-pass the approval
sequence. The Publish button is replaced by a Ready for Review button,and setting a content item to Ready for
Review starts the approval sequence.

Content approvals on assets

Each pagein Episerver can have its own content approval sequence. Assets, such as blocks and media (and also
forms and catalogs if you have Episerver Forms and Episerver Commerce respectively installed), cannot have
individual approval sequences. Instead, the content approval sequence is set on each assets folder,and all
assets in a folder havethe same approval sequence set. Global and site-specific assets folders can inherit their
approval sequence froma parent folder, or an administrator can definea unique sequence for it (or disable it
completelysothatassets in the folder do not have to be approved). Local assets foldersinherit their approval
sequence fromthe pagetheyareassociated with. See Folders for a description of global, site-specificand local
folders.

Whathappens if | want to movefolders or assets that have content approval sequences set?

Moving folders and assets that have content approval sequences set, works like the following descriptions.
Folders

« Moving a folder to another global or site-specific folder. The folder keeps its original approval sequence. You
can movethefolder even if items in the folder arein review.
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« Moving a folder to a local assets folder. The folder's approval sequenceis changed to the local assets
folder's sequence. You cannot move the folder if items in the folder are in review.

Assets

« Moving an asset to a global or site-specific folder. The approval sequence on the asset is changed to the new
folder's approval sequence. You can move an item even if it is in review. However, it continues its original
contentapproval sequence until it is approved or rejected. After that it has the same approval sequence as
the new folder.

« Moving an asset to a local asset folder. The approval sequence on the asset is changed to the new folder's
approval sequence. You cannot move the asset if it is in review.

Note: The Blocks and Media folders in the assets pane are actuallythe same folders
in the software and share the same content approval sequences; the Blocks and
Media tabs in the assets pane are merely a way of filtering out blocks if you are in the
Media tab and vice versa. This means that if Adamis set as a reviewer on block folder
Bunnies,Adamis also a reviewer of all media in media folder Bunnies.

As a result, if you edit a block in the Bunnies folder which links to images in the media
folder Bunnies,and set the block to Ready for Review, the same content approval
sequenceis triggered also for the images.

Forms and catalogs have their own structures, so even if you have a Commerce cata-
log named Bunnies, it does not get the same content approval sequence as the Bun-
nies folders for blocks and media.

If you are working on a multi-language site, items such as images that do not have a language set can be
approved byanyreviewer (even by reviewers that only have access to a specificlanguage). Example: You have a
sitein English and German (where English is the master Ianguage')and you have set up theapproval sequence
sothat reviewer Julia is responsible for the German content items but not the English items. You keep a folder
with thetwo images Party_teaser_EN.pngand Party_teaserDE.pngforan English and a German version, and
Juliais an designated reviewer in the approval sequence on this image folder. Julia can then approve all images
inthefolder even if the Party_teaser EN.pngis only used on English pages, which she does not have access to.

Assets added to an assets folder with a content approval sequence set are not auto published, even if the auto
publish option is set (see Auto publish media on upload in the CMS Administrator User Guide).

Multiple languages
If you have content in more than one language, each language must have at least one reviewer. The admin-

istrator decides whether a reviewer can approve content for all languages or for specificlanguages. Therefore,
itis possible to have different reviewers for different languages.

I Thelanguage in which the first version of content is created.
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Each language version can be set as Ready for Review and approved separately fromthe other language ver-
sion. This means that the German version of an item can be approved in three approval steps and published
beforethe French version has even passed approval step |.See Translating content to work with different lan-

guages.

Example: Content approval sequence with multi-languages

Inthis example, there are three reviewers in step |, one for each of language (this is for simplicity only, in reality
you should have at least two reviewers per language). In step 2, there are two reviewers, who have access rights
toapproveall languages. If one of the reviewers declines the content, that language version is set as Rejected
and needs to be set as Ready for Review again.

Content approval sequence with multi-languages

Step 1 Step 2
J
Content versions l
are locked and e =
enter approval (7] > —\
sequence step 1 Tina the Editor
Tina the Editor creates When Jacques Steve and David If either Steve or publishes the French
three versions of the approves the French ~ have access rights to David approves the content immediately
content in English, French, Jacques, Mia and content, that version approve all content, it is unlocked or waits until all
and German and sets each Julia are set as moves to step 2 in languages and set as Ready to language versions
approvers for French the approval Publish have been approved

one to Ready for Review

German and English sequence.
respectively English and German @  Nimporte o on se
remain in step 1 until 155 re!

approved :

EEG] 2

Approval rejections

If a reviewer does not approve a page and declines it, the page returns to being an editable draft (with status
Rejected). The responsible editor must update the page and set it to Ready for Review again. The approval

sequencethen starts over,and thereviewer of the first step in the approval sequence must approve it again,
even if that reviewer had approved thefirst draft and it was a reviewer in a later step who rejected the page.

Notifications

If you have started a content approval sequence by setting an itemto Ready for Review, or is set as a reviewer,
you receive notifications in the user interface. The bell icon in the toolbar displays the number of new noti-
fications you have; click the icon to display a list of notifications. Fromthe notification list, you can goto the item
that needs to be reviewed.
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Motifications

L=, Christmas campaign
Remy mentioned you in 8 comment
"Eddie, ok. I'l let you know when I'm done."

Today, 10:23 AM

=, Christmas campaign

Alicia mentioned you in a comment
"Eddie, | have updated the teaser block."
Today, 8:27 AM

[Y Alloy Plan

Alicia mentioned you in a comment

"Eddie | think it looks good. Maybe changing the image? | think

we just that one...”"

Today 808 KK

If your system is configured to use email notifications, you will also receive an email; how often these noti-

fications are sent depends on the system configuration.

Notifications are sent
when:

Notification message:

an item s set to Ready : . .
) thereviewers in thefirst step.
for Review.

an itemwas i .
) thereviewers in the next step.
approvedin a step.
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step).



Controlling the publishing process | 155

Notifications are sent
when:

Notification message:

all steps were

approvedandthe tothe user who started the content "Thereviewed content has been
itemis setas Readyto approval sequence. approved and is nowreadyto publish."
Publish.

tothe user who started the content
a contentapproval . ,
) approval sequence, andtoall reviewers "Declined by *username*".
step was declined. . _
in currentand previous steps.

acontentapproval ) ) i Y i
toall reviewers in currentand previous Review request canceled by *user-
sequence was can-

steps. name*",
celled.

Review request from Geoff Johnsaon - Black Friday shoe sale

Epic shoes<noreply@epicshoes.com> ® 9 swaraalla |v
| gar, 15:48
Amelia Goodhart ¥

Review requested by Geoff Johnson
Black Friday shoe sale en Page
10/21/2017 3:48 PM

This email was sent by Episerver Digital Experience Cloud™. Please note that you cannot reply to
this message.

Thetitle of the email shows that it is a review request, and you can see who requested the review. You can also
seethetitle of the itemto be reviewed (Black Friday shoe sale), thelanguage of the item (en, which stands for
English), theitemtype (Page) and when the review was started (/0/21/2017 3:48 PM). Click Review item to
open the item.
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Tasks

Tip: Tokeep track of the content items you have sent for review, items that are wait-
ing for your approval or items you have already approved, use Tasks in the nav-
igation pane.

v Pages 3Sites Tasks Projectltems

Awaiting Review | » | &'

STATUS Review
Draft .

. Review
Rejected
In Review

Ready to Publish
Marked as Being Edited
Recently Changed

SENT FOR REVIEW
Awaiting Review
Declined Reviews

Approved Reviews

RECEIVED REVIEW REQUESTS
Awaiting Your Review
Approved by You

Options related to content approvals in Tasks
In Review Lists all content items that are set as Ready for Review.

. ) Lists the content items that you have sent for review and arein content status In
Awaiting Review .
View.
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Lists the content items that you have sent for review and are declined, that is in con-
Declined Reviews tentstatus Rejected. As soon as the itemis updated, itis not displayed in this listany-

more.

Lists the content items that you have sent for review and are approved, that is in con-
Approved Reviews tent status Readyto Publish. As soon as the item is published (or updated), itis not dis-

playedin this listanymore.
Awaiting Your Review Lists the content items that you are one of the designated reviewers of.

Lists the content items you have approved. As soon as the itemis published (or
Approved by You o . o
updated), itis not displayed in this listanymore.

What happens if a reviewer is away and cannot approve?

Toavoid content getting stuck in an approval step if a reviewer is unable to approve, it is recommended that
you have at least two reviewers (per language) in a step.

An administrator can approve and publish a page atanytime.

Administrators and the editor who started the approval sequence can cancel the approval sequence atany
step.

Example: Content approval sequence in two steps

Web editor Tina works in the Marketing department and has prepared a new product launch. An approval
sequenceis set up for the Marketing pages, and when Tina is done, she does not have the Publish option. Instead,
she must setthe new product page to Ready for Review. The page is now locked for further editing and accord-
ing to the predefined approval sequence, one of the company's chief editors Alicia and Carlos, must review and
approvethe page. Alicia and Carlos are notified with an email and also when they log in to Episerver CMS that
theyhavea pagetoapprove.

When Alicia or Carlos has reviewed the page, she or he approves it.

Theapproval sequence now states that Steve or David needs to approve the page. Theyare both notified by
email and in the user interface. As soon as one of them has approved the page, it is set to Readyto publish. The
approval sequence is now done and any editor (or administrator) with publishing rights to the content can pub-
lish it. Tina, who started the approval sequence, is notified.
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If Steve or David declines the approval, the content is set as Rejected and Tina must update it and set it to Ready
for Review again. Alicia or Carlos will then haveto approve the second draft as well.

Content approval sequence in two steps If either Steve or
David approves the
content, it is unlocked
Step 1 Step 2 and set as Ready to
Tina the Editor

Publish

content to Ready for / . publishes the content
- \
Content is locked Alicia and Carlos are Ly Steve and David are
and enters

Tina the Editor sets

set as approvers in
approval sequence As soon as either
step 1 Alicia or Carlos

approval setas approvers in
o approval sequence If either Steve or
sequence step 1

step 2 David declines the
approves the content content, itis
it enters approv:jﬂ unlocked and set as
sequence step 2 Rejected

Tina the Editor D -
updates the content

Working with approval sequences

Starting an approval sequence

If an approval sequence s defined for the content you are working on, you cannot publish directly. Instead, you
haveto starttheapproval sequence by clicking Publish? > Ready for Review.

| Publish? -

Last changed by you,
1 minute ago.

Ready for Review

Mot published yet

When a content itemis in review, its status changes to Inreview in the Versions gadget. Until it is approved in all
steps of theapproval sequence, it is locked for editing. When it is approved in all steps, it is set as Ready to Publish,
and you are notified of this both in the user interface and by email.

Image: Review icon in page tree
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2 B Campaigns
[ Christmas sale
[ Spring campaign
[ Alloy Ascend

[ Family Day at the Zoo ...

Image: Versions gadget shows Inreview status

~ \ersions

Language Status Saved - By

En In Review Today, 1:35 PM  you
en Published @& Aug23,12:12 Eddie

FM

Approving or declining an approval step

If you are set as reviewer for a content item, you are notified in the user interface and by email (if the systemiis
configured to send out emails) when it is ready for your review. Click on the user notification or the link in the
email to open the content item. If there is a previous version of the content item you want to review, you can use
the compare feature to see where changes have been made.

When you have reviewed the content item, click Approve? and then either Approve Changes or Decline Changes.
You mayhaveto giveareason for approving or declining the content item.

If you approved the content item, it moves to the next step in the approval sequence, or if you were the last
reviewer in the sequence, it is set as Ready to Publish.

If you declined the content item, it is set as Rejected and the editor needs to update the contentand set it to
Ready for Review again.
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Approve? @

In review for:
3 minutes
Currently in step 1out of |

Approve Content

Requested by Alicia, Today, 2:05 PM

@ Decline Content

Tip: If you have multiple review requests to go through, you can use the Tasks pane to
see which items you should review and to navigate between them,and the compare
feature to see where changes have been made.

Canceling an approval sequence

You can cancel an approval sequence that you have started regardless of which step the contentitem s in. Click
Options > Cancel Review Request and Edit. You can now edit the content again. When done, you havetoset it as
Ready for Review and the approval sequence starts over fromstep .

Options -~

In review for:
30 minutes
Currently in step 1 out of 1

Requested by You, Today, 10:38 AM

=+ Approve Entire Approval Sequence

X Cancel Review Request and Edit @
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Commenting when approving and declining content

When approving or declining content and depending on your system configuration, you may haveto give a
reason for your action. This comment is visible in the user interface and email notifications to the person who
started the contentapproval sequence. Itis also displayed in the project overview, if the content item in review is
associated with a project.

= Next Gen Alloy Track

Items Project Comments
litem selected D @
Next generation of Alloy Track Today, 12:32 PM, by Eddie __ M Comment on Ne Alloy Trai
© Rejected Standard Page

change in content status.

This notification shows
an action auser has — ‘ @ The content was declined by you Today, 12:32 PM ‘

taken. The thin border

tells you it is related to
content approvals.

You Today, 12:33FM
Looks good, but the link to the license information needs to be
updated to the latest version!

Sent for Review by Eddie Today, 12:24 PM

&, Added to Project by Eddie Today, 09:23 AM

Change approvals (Add-on)

Note: The Episerver Change approvals add-on requires a separate installation. It is
notincluded in an Episerver installation by default. Change approvals requires no
additional license. See Episerver World for installation details.
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Change approvals is an add-on to Episerver CMS, which lets you make sure that certain actions that affect the
website structure or content are reviewed and approved before theyare applied. The actions that can go
through change approvals are changes to access rights, language settings for fallback and replacement lan-
guages,and expiration date, and also the moving of pages and assets such as blocks, images, and mediain
the structure.

Note: Changeapprovals are nottriggered when a page is moved but remains under
the same parent page, thatis, when the page is moved onlyto changethe sort order.

Changeapprovals is similar to Content approvals, which is a feature where the content must be reviewed and
approved before it can be published. You cannot use Change approvals without Content approvals. Both fea-
tures usethe same approval sequences, which means that the same reviewers approve changes to both con-
tentandto settings such as access rights, language settings, and so on.

You can watch the following demonstration video describing the Change approvals feature. (4:42 minutes)

How it works

Changeapprovals are done by setting up a content approval sequence which defines the reviewers. An
approval sequence can be set up with any number of approval steps and any number of reviewers in each step.
Thesequenceis set up byan administrator;as described in Managing approval sequences in the

CMS Administrator Guide.

When an approval sequence has been defined, the approval process is started as soon as a user performs one
of theactions that triggers the Change approvals. Oncethe process is started, the change must be approved or
declined (or the review request canceled) before any other change that requires approval can be done.

As soon as one of thereviewers in a step approves the change, that step is considered completed and the
reviewers in the next step of the sequence are notified that they have a change to review. When all steps in the
approval sequence have been approved, the change is immediately applied.

EXAMPLE: One-step changeapproval

Tina has been asked to changethe order of the products in the Alloy top navigation menu. Since the navigation
menu order is controlled by the order of the pages in the page tree, she moves the Alloy Track page in the page
tree. The Alloy Track page has an approval sequence defined so the page is not immediately moved, and Tina
sees a message that the move of the page is awaiting approval. The approval sequence is set up with one step,
and both reviewers, Alicia and Carlos, are notified in the user interface when theylog in that Tina has moved
Alloy Track and that they need to approve that move. Carlos now approves the move and the page is moved
immediately and the top navigation menu is updated on the website. If Carlos had instead declined, the page
would have remained in its original position.
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Setting up an approval sequence

Change approvals usethe same approval sequences as Content approvals. This means that if you have seta
contentapproval sequence for a content item, the same sequence and the same reviewers, are used when

action controlled bythe Change approvals feature is performed on that content item. Howto set up content
approval sequences are described in detail in Managing approval sequences in the CMS Administrator Guide.

Theapproval sequence overview is opened froma page's or assets folder's context menu:

[ Alloy Track
[ Alloy Meet

[ About us

B How to buy
[ Search

B Customer Zone

Note: When setting up an approval sequence, thereis a language setting
This setting only applies to Content approvals, whereitis possible to set up different
reviewers for different languages. Change approvals does not take this setting into
consideration;all appointed reviewers can approve changes in all languages.

B NewPage
& Cut

a TR Copy

|

& B Moveto Trash

+m
®.= Edit Approval Sequence @

S~

As an editor or administrator, how does Change approvals affect

me!?

If you havethe access rights to change one of the settings controlled by the Change approval functionality, you
can change settings or move pages and blocks the same way as without Change approvals. However, after
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changing the setting, you will see a notification message: Your changes have been saved and sent for approval.
The changes will come into effect once they have been approved. Thereis also a notification bar in the content
itemto informyou thata changeis in review.

o ||[ea] m P
SD[a;alh:ny Plans |

Changed access rights for this content are in review. Changes cannot be made until they are either approved or declined. Change Details X

Oncea changehas been madeanditis in review, you can no longer move the item or edit a setting that requires
approval until the review request has been approved, declined, or canceled. You can cancel the review, and
thereby revert your change, by selecting Cancel review request from the Options menu.

As soon as thelast of the appointed reviewers approves the change, the change automatically comes into
effect.

As a reviewer, how do | approve or decline a change?

Note: Depending on howthe approval sequence has been set up, you maynotbe
allowed to approve or decline a change you have made yourself, even you are one of
the appointed reviewers.

I. When you log in to the Episerver CMS user interface, you will see a notification if you have a changeto

approve:
Motifications ilose
| Alloy Plan i

| Changes to security settings are awaiting your review i

Reguested by
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2. Click on this notification to see the change detail overview:

Alloy Plan - Security change

MName Current version Suggested version

Access Control List
Create, Change, Delete, Publish, Administer Create, Change, Delete, Publish, Administer
V *hange, Delete, Publish, Administer Wi ange, Delete, Publish, Administer

WﬂbEdltGrs Read, Create, Change, Delete, Publish, Administer WﬂbEdltGrs Read, Create, Change, Delete, Publish, Administer

In this view, you can see the old value of the setting and the new value. Greyed out values have not been
touched; bold are used for new values, and strike-through for removed values.

3. Toapprove or decline this change, click on the Options menu and select Approve Changes or Decline
Changes:

Awaiting your review Approve? -

In review for:
2 minutes
Currently in step Tout of 1

Apprnveﬂhangesh
Requested by Admin, Today, 3:39 AM

@ Decline Changes

Note: Changeapprovals does not check if the reviewer has the access rights to per-
formthe proposed change. It only checks if the user who makes the change has the
access rights. For example, if you remove the 'Everyone' access rights to a page,
Changeapprovals checks that you have therightto do so, but the reviewer who
approves the change does not haveto have that right.

Email notifications for change approvals have not yet been implemented, so you are only notified in the user
interface when you have a changeto review.

Using Content approvals and Change approvals at the same time

When you have used Content approvals and sent content for review, the content (that is, the specific version of
the content) is locked for editing. You can still move the page/block and change the language settings. You can-
not changetheaccess rights or expiration date.
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When you have used Change approvalsand sent a change for review, you can still edit the content but you can-
not movethe page/block or change language settings, access rights, or expiration date.

@ Projects

A project lets you manage the publishing process for multiple related content items. For example, you can add a
landing page, blocks, pages and products (if you have Commerce installed) to a project and publish them, manu-
ally or scheduled, at the same time. Projects support management of content in different language versions, so
you can manage translation of content items in projects.

In Episerver,there aretwo ways to work with projects.

o Addthe projects gadgetto your user interface.

o Usetheprojects feature if it is enabled for the entire site. Enabling and disabling of the projects feature is
donein code bya developer.

Thefollowing table shows a comparison of the two methods:

Accessibleto users who add the gadget. Accessibleonlyif itis enabled for the entire site.

Added to your own user interface; does not ) o
Enabled or disabled for the entire site and affects all users.
affect other users.

You need toadd content manuallytoa pro-

- Contentis automaticallyadded if a projectis active.
ject.

. , . Contentassociated with a project can only be updated within
Other editors (not using the Projects . i .
. i the context of the project. (If contentis associated to a pro-
gadget) can update content associated with a , , ,
ject,an editor who wants to edit that content needs to have

project. : .

that project active or create a new draft).
When the projectis published, the project is You can continue working with a project even after some or
obsoleteand can no longer be used. allitems are published.

All project items must be set to Readyto publish You can publish multiple items that are set to Readyto publish
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Projects gadget Projects feature

beforethe project is published. and leave items thatare not ready for a latertime.

. You can collaborate on projects byadding comments to pro-
Thereare no collaboration features. , ,
jects and items.

The projects gadget

A project lets you manage the publishing process for multiple related content items, such as a landing page,
blocks and products (if you have Commerce installed) that are parts of a campaign. Projects support content
management in different language versions, so that you can manage translation of content items in the project
view.

* P+ e[ 20 &@[ea] m e ¢

v Pages Sites Tasks v Blocks Media
tart ) Campaians > % v [ publishy o | [[I[3=]
Q Sea [ Christmas sale .E Q Sea
2B Root 151 Part of project: Christmas campaign X g Eor Al Sites
2 Start Alloy Meet
[3 Alloy Plan E Alloy Plan
@[} Alloy Tracking Alloy Track
[ Alloy Meet ‘ -
Contact portraits =
Aboutus
o Allov Customer Zone
o8 How to buy
Events
[™ Search
Alloy Ascend News
=l Campaigns Fd —
[} Christmas sale v E- dreppnathem e
=
D Springcampalgn + Christmas sale
@
[ Alloy Ascend _ ) #  ToddSlayton.jpg
Y Special offer on selected Alloy items -
[ Family Day at the Zoo Fa
Cannot make up your mind? Let Todd help you select a favorite Alloy item of yours and get
B Customer Zone
a discount!
+ = Q- + = e
v Recent > Versions
[ Christmas sale v Projects

[ Alloy Ascend

& Christmasca... - O i @
W Campaigns

§
Alloy services offers ¥ Pub|ilh3|tems®

Alloy Christmas sale
Created by You, Today, 12:15 PM

[ Reunion de printemps #

™ start Schedule Project Items for Publish =

| i —————

a-  Products + = o
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You can create new content or create draft versions of existing content, associate the content items with a pro-
ject,and then publish the projectimmediately or schedule it for later publishing.

Note: You needto add the projects gadgettothe left or right paneto access the pro-
ject features.

Working with projects
Creating a project and adding content

Createa project fromthe gadget menu and add desired content items through drag-and-drop. You can pre-
parethe draft versions of the content items first,and then create the project and add them, or the other way
around.Use Sort in the context menu to sort content items for a better overview, and Refresh to reload the
view if multiple editors are working on the same project.

v Projects

— . L |
&) Christmasca... - O -

p ¥ Alphabetically (A-Z)
i

Alphabetically (Z-A)
d By Status

D C By Type i
F ]

Date Modified (Mewest First)

Date Modified {Oldest First)
-

-+
Il

Note: A specific content version can only be part of one project. If you trytoadd the
same version to another project, you are prompted to create a new draft.

Previewing project content

Thepreview option in thetop menu has an option for projects where you can browse through included items,
previewthem as if they were published, and update them if needed.
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B +/ela =0 -]

[ Start

View as if this project was published

1£: Part of project: Christmas campaigr

O Noneldefault)

(®) Christmas campaign
A Today, 10:47 AM, you

AlIOY

Publishing projects

s
-+

Mloy Tracl

To publish a project, all included items must first be set to status Ready to Publish. You can do this for each item
fromthe publishing menu when editing, or from the context menu in the Project gadget.

v Projects

iZs Christmas ca... - O - @

Alloy Christmas sale

Z Draft
Alloy services offers
Z Draft
D Christmas sale =
# Draft 3
Mark as Ready to F’ublish@
M 7/ Edit °-

Remove from Project
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When all items are ready for publishing, you can publish the entire project directly, or schedule the project to be

published later (if you have publishing access rights). If you need to change contentin a scheduled project, select
Remove Schedulingand Edit, change the content and re-schedule the project publishing. Published projects can-
not be edited.

Removing content and deleting projects

Remove a content item from a project by selecting the item in the projects gadget and then selecting Remove
from Project from the item's context menu. Removing a content item from a project means that itis no longer
associated with the project but it is not deleted from the website.

v Projects

=) Spring meeting - o -

Alloy Meets
£ M

D Alloy Track

af. al P

Feady for Review

/ Edit

Remove from Project @

Delete a project by selecting the project in the projects gadget and then selecting Delete Project from the gad-
get's context menu. Projects are permanently deleted, but associated content items remain. When deleting a

project scheduled for publishing, you have the option to keep or remove the scheduling for each associated
item.

v Projects

1= Christmas ca... (ﬂ‘nrl O-
N/

Alloy T New Project

£ 4 Rename Project
Alloy W Delete Project
/s

Example: Publishing a campaign using projects
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This example creates a fashion sales campaign with multiple content items on a website with Episerver CMS and
Commerce. The campaign will go live on a specified date, and contain a landing page with a product listing block,
two new products to be listed in the block,and a teaser block for the start page. You create the project first, and

then add the content items.

I. Inthe Commerce catalog tree, create a project for the campaign and name it Spring Collection.
2. Preparedraft versions of the catalog tems in Commerce, create and edit the catalog entries and add
product descriptions and assets as desired.

3. When done, drag the prepared catalog entries from the Catalog gadget to the Project gadget where you
setthe products to Ready to Publish before theyare added to the project, but you can do this later.

'+ [e]@(a T [~ e

Catalogs ————— = Assets
X . Publish? =
@ 1 versi
I Departmental Catalog » Departments ) Fashion ) Dresses ) Dresses-Jersey EEls
atalog Roof
= 9 aw Dresses-Jersey-Belted Language | Status Saved By =
Departmental Catalo:
e E =1 Part of project: Spring Collection X | en Ready to Today 3:45 you
M Weekly specials Publish PM
i S
{" Departments Display name ‘ Dresses-Jersey-Belted | en Published Aug 21, installer
{¥ Fashion 10:08 AM
M Tane S
= Mame ‘ Dresses-Jersey-Belted |
=4 - =
= -
s Name in URL Dresses-Jersey-Belted
Projects (Beta) Languages
=1 Spring Collec... ~ =~ o SEO URL Dresses-Jersey-Belted.aspx
Code Dresses-Jersey-Belted
v G Dresses-Jersey-Belted = o
< Tops-T-shirts-Basic
Markets 6 of 7 Change
Visible to Everyone
Languages en
+ = o- D, Type 48, Fashion_Product_Class

4. Switch to the CMS edit view and create the landing page for the Spring Collection. Add text and assets as
needed, and drag the landing page to the Spring Collection project.

5. Create a block listing the products included in the spring collection, and include it in the landing page. Add
the product listing block to the project.

6. Create a teaser block to be used on the landing page for promoting the new spring collection, and add the
teaser block to the project.

7. Dragtheteaser block to the start page, and add the start page to the project. The Spring Collection project
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now contains all the items to be included in the campaign.

& ¥
m Sites Tasks
(Q Search )

i@ How to buy

= @ Campaigns I

= . P

+ = &
> Recent
L AR U S GM R S RIS WS R RGBSR W AN S A
+ Projects
&, Spring Collec... ~ et~ [

«# B Spring Collection product listing
# B Spring collection teaser

# [ start

/' Om Dresses-Jersey-Belted
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8. Preview the content items in the project, edit as needed and set to Ready to Publish when done.

B+

Global Assets » Campaigns »
El Spring collection teaser

View as if this project was published

() None (default)
1= Part of project: Spring Colled

4+ Back This item is not used ani Name Status

Created v By
The block 'S[ (e Spring Collection Draft Today 2:29 PM you
() Christmas campaign Published Today 12:01 PM you

3 Alloy Track targeted
[ Contact portraits
[ Customer Zone
[ Events
D Mews

[ Startpage

Spring collection

E alloy Christmas Sales

9. Schedule the project to be published on the defined go-live date for the campaign.

Note: You cannot edit versions of content items that are part of a scheduled project.
For example, if you need to update the start page before the scheduled project is pub-
lished, you need to create a new draft and then publish this. If you need to incor-

poratethe same changes into the scheduled project version of the start page,
removethe scheduling to edit.

Example:Managing multiple content language versions using projects

This example creates a page with a registration formblock for an event. The included items need to be available

in English (the original website language), French and German, and you manage the translation using a project.
I. Createthe pageandtherelated forms block in English first.

. Createaprojectand name it Spring Meeting.

. Add the English versions of the page and the forms block to the project.

oW

. Enableand activate the desired languages (here French and German) on your website, if not already done.
(Must be done byan administrator.)

ul

. Switch to the French language branch and create a French version for the page and the forms block.
. Drag the French version of the content items into the Spring Meeting project.

7. Repeatthe previous actions for the German language version. You now have six content items in the pro-
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ject; two for each language version.

*'HE+]e[@|EEE] = o

v Pages Sites Tasks Project tems
Stert ) Campaigns Publish? |
Q [ Spring meeting
28 Root Comparing & Rejected(en) ~ Today, 2:14 PM by you with & Draft(fr) ~ Today. 2:09 PH by you
o Start (. Part of current praject x
[} Alloy Plans
B0 Alloy Track E E
[ Alloy Mest
8 Aboutus
@ @ How to buy
Do AllOY AllOY

28 Campaigns

[ Spring mesting

[ Christmas sale = = P4 H H
Spring meeting Réunion de printemps
[ Alloy Ascend ) ) . i .
O Customer Zone Register now for the upcoming spring meeting! In_scrlvezf\llous maintenant pour la prochaine réunion de
printemps!
Time has come for the annual spring meeting. The number of seats are limited, so
register now to ensure your ticket! Le temps est venu pour la réunion annuelle de printemps. Nombre de places sont
limitées, alors inscrivez-vous dés maintenant pour assurer votre billet!
Register here for the annual spring meeting! . . -
Inscrivez-vous ici pour la réunion annuelle de
Name: printemps!
Nom:
Email:
+ = o
> Recent Adresse élecironique: }
=1 Project: Springmeeting + =-  QOverview

8. Translatethe content items into French and German respectively.

o Use compare to display the original English version when translating.
o Usepreview to verify the different language versions of the content.

9. Setall the content items to Ready to Publish when done, and publish the project or schedule it for later pub-
lishing.

The projects feature

A project lets you manage the publishing process for multiple related content items. For example, you can add a
landing page, blocks, pages and products (if you have Commerce installed) to a project and publish them, manu-
allyor scheduled, at the same time. The projects feature supports management of content in different language
versions, so you can manage translation of content items in projects also.

Note: The projects feature may be disabled on your site, in which case you do not see
the project bar at the bottom of the user interface and you cannot use the feature.

Tip: You can watch the following demonstration video, Managing contents with the
projects feature. (5:20 minutes)
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Project features:

o Theprojects featureis enabled or disabled for the entire site and affects all users.

« Editing actions, such as creating and updating items, automatically associate a content item with a currently
active project. Exceptions to this rule are moving items in the structure, setting content to expired, changing
access rights or language settings. These actions do not associate content items with the active project.

Note: Remember to deactivate the project when you no longer want to work
with it. ltems wrongly associated with a project need to be manually removed
fromthe project.

e You can also manuallyassociate items with a project by dragging and dropping them from the page view
into the project overview.

« Contentassociated with a project is locked for editing if another project is active.

« Aversion of content is associated with a specific project. This means that you can have a published version
of an item not associated with any project; one draft of the same item belonging to a Summer campaign pro-
ject,and another draft belonging to a VIP campaign project.

¢ You can add, remove and update existing items even if some or all of the items within a project are pub-
lished.

« You can collaborate with other editors by adding comments, and replies to comments, to project items and
to projects.

o Theprojectinterface consists of three main parts; the project bar at the bottom, the overview and the pro-
ject items navigation panetotheleft.

LIRS - | 210

v Pages Sites Tasks Projectltems
TR Family Day
Items Project Comments
B Family dag signup  EEEE—
2 items selected E
Family day
< Family day Today, 1:18 PM, by you
. Fa
Tiger at the Zoo_small.jpg =.
D Family Day at the Zoo Today, 1:17PM, byyou __
Family Day at the Zoa Fa -
ra
Qra Start Today, 1:19 PM, by you
My s [ 2
73 Family dag signup Today, 12:48 PM, by you
ger at the Zoo_small.jpg Today, 12:48 PM, by you
> Recent
&1 Project; FamilyDay ~ =- Overview
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Projects user interface

Project bar

When a developer enables the projects feature, a project bar appears at the bottom of the CMS window.

&1 Project: FamilyDay ~ =- Overview

When you first access the edit view with the projects feature enabled, no project is selected in the project bar.
When you select a project, it is preselected the next time you open the user interface.

If a project is active—that s, is selected in the project bar—all changes (creating a new page or block, updating
existing content, uploading an image and so on) are automatically associated with that project.

If you select the option None (use primary drafts), you can work with content items as usual without associating
them with any projects.

Fromthe context menu on the project bar, you can create, rename and delete projects.

+

New Project j
Rename 3rc_'ec‘t\hj

m [

Delete Project
Si Project: EamilyDay + =- Dverview

If you delete an active project, the project bar turns red. Associated items are not deleted but are no longer asso-
ciated with a project.

Project overview

Fromthe projects bar, you can open an overview that displays content items associated with the active project.
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Family day Today, 1:18 PM, by you
P4

Family Day at the Zoo Today, 1:17 PM, by you =j

Start Mark as Ready to Publish
O 7 cﬂ““:|
_/
@

Remove from Project
Family dag signup F

W Tiger at the Zoo_small.jpg Today, 12:48 PM, by you

The overview shows details such as name, content status, content type, and time and date for latest change of
each content item.

Each contentitemin the overview has a context menu from which you can set the item to Ready to Publish, open
it for editing and remove it fromthe project, providing you have Edit access rights. The context menu button
appears when you hover the mouse over an item.

You can select multiple items in the overview and remove them fromthe project or set them as Ready to Publish
all at the same time. Common mouse and keyboard functionality for selecting multiple items is supported,
except for Ctrl + a which is not supported.

From Options in the overview, you can publish all items that are set to Ready to publishimmediately or schedule
them for publishing at a later time.

Show comments opens a view where you can select a project item and see a list of events connected to the item.
You can add comments on each event and also replyto comments, see Collaboration between editors.

i
Use Sortto order content items for a better overview, and Refresh to reload the viewif thereare

multiple editors working on the same project.

Project items navigation pane

The project items navigation pane provides quick access to items in the project. Double-click on an itemto open
it.
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&
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~~
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73 Family dag sign up
+ Ready to Publish
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Each content itemin the project items pane has a context menu displayed when you hover the mouse overan
item; the menu options arethe same as those in the project overview. You can select multiple items in the list the
same way as in the project overview.

Versioning when working in projects

Tip: Add the versions gadgetto your user interface if you are working with multiple
drafts and projects to seea list of the different versions.

[tis only one version of a page that is associated with the project. This means you can have a published version
of a pageand several drafts,and any one of these versions can be associated with the project. If the associated
version is the published version, the project overview displays Published for that item. If it is not the published ver-
sion, the overview displays Draft, Previously Published, Expiredand so on.

You can onlyhave one published version, so if you publish another version of the page (that is, a version that is
not associated with the project) after the version associated with the project, the project version is not pub-
lished anymore and therefore set as Previously published in the project overview.

When you open an itemand have a project active, Episerver CMS displays the version associated with the active
project. If you open an itemand do not have a project active, Episerver displays the version that is set as primary.
You can see which version is the primary in the versions gadget; the primary version is marked with a target sym-

bol @. The primary draftis not necessarily the latest version. See also: Setting the primary draft.

When the projects feature is enabled, versioning works in the following ways:

and you createnew Thedraftis created and added to the active project automatically. Because this is the

content from scratch: onlyversion of the content, itis setas the primary draft.
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Isthe contenta draftand associated with the active project?

Yes: The draftis saved and still associated with the active project. Whichever ver-
sion was the primary draft beforeis still the primary draft.

No, the content is a published version or a draft not associated with the active project:
A newdraftis created and is associated with the active project. The previous ver-
sion is still the primary draft.

Note: If thereis a previous draft within the project in
the same language, the previous draft is replaced with
this new draftas only one version can be associated
with a project. The previous draft remains in Episerver
asadraftbutis nolonger associated with a project. A
draft of the same project item but in another language
is not replaced as it is viewed as another version of the
item. This means that you can have one draftin English
and onedraftin French of page Zin the project X but
you cannot have two drafts in English of that page.

- .
Yes
(Content is either
published version or draft
not associated with a
project)
No
Ye:!
No

and you update exist-

ing content:

3

Nc’-
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None (use primary

drafts) is selected Result

andyou create new . ,
Thedraftis created and set as primary draft.
content from scratch:

|s the content a draft?

Note: It does not matter if the content is associated with
a project or not; versioning works the same in this case.

Yes: The draftis updated and saved. If it was associated with a project before you
edited the draft, it will still be associated with the project afterwards. Whichever

and you update exist- , ) - i
version was the primary draft before is still the primary draft.

ing content:
No, the content is not a draft: A new draft is created and is not associated with a
project. Itis setas the primary draft.

Note: If the updated contentis a media fileand auto
publish is turned on, the media is automatically pub-
lished at this stage.

@ Working with projects

Creating a project and adding content

You create a new project fromthe context menu on the project bar.

+ NewProject

A RenameProjec%]j

W Delete Project
Si Project: EamilyDay ~ == Overview

When you createthe project, it is automatically set as the active project. To add a content item to the active pro-
ject, make an editing change (such as creating a page, updating existing content, uploading an image and so on),
and the content itemis automatically associated with the project. You can also drag and drop items fromthe
navigation or asset panes into the project overviewto associate them with a project.
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Note: A specific content version can only be part of one project. If you tryto add the
same version to another project, you are prompted to create a new draft. If you
chooseto create a newdraft, the new version is then added to the project.

Editing content in projects

You will seea notification if the version you are working on is associated with the active project.

(@ @ k] - P
Sty sz [EE]

&) Part of current project x

Content not associated with the active project but with another project is locked for editing. However, even if
that version is locked for editing, you still can create a new draft with the New Draft from Here button in the yel-
lowtoolbar. That draft is associated with the active project, or to no project at all if None (use primary drafts) is
selected.

=) Part of anather project: Family Day £ New Draft from Here | X

If you wantto make a changethat should not be associated with the active project, you have to select None (use
primary drafts) or another project fromthe project bar. When None (use primary drafts) is selected in the project
bar, you can create drafts, publish contentand so on, as long as the content version is not associated with a pro-
ject.

Contentitems that are part of a project remain so even after theyare published.
Uploading media to projects

If you upload media while a project is active, it automatically associated with the active project.

Note: If you have a project active when you upload a media file, you must manually
publish the media file, even if your systemis configured to automatically publish
media as soon as it is uploaded. See the Auto publish media on upload setting in System
settings in the CMS Administrator Guide. Media associated with a project need to be
published like any other content item.

Previewing project content

The preview option in the top menu lets you browse through the website as if the project were published. If you

click previevs,_EJ , you preview the active project; to preview another project, change the project in the project
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bar. Previewing a project shows you the draft associated with the project or, if there is no draft associated with
the project, the published version.

Collaborating on projects

You can add comments on project items in the project overview and, for example, ask other editors to review an
item. This featureis described in Collaboration between editors in the CMS Editor Guide.

Publishing project items

Fromthe project overview, you can publish multiple items that are set to status Readyto Publish.You can set
items to Ready to Publish fromthe publishing menu while editing an item, fromthe context menu in project over-
view, or fromthe Project tems navigation pane. You can select multiple tems and set themto Ready to Publish,
both fromthe overview and the navigation pane. You publish the content items associated with the project, not
the project itself.

Image: Publishing menu

| Publish? -

Last changed by you,
14 minutes ago.

Publish Changes

Last published by
You, Aug 28, 10:29 AM
View on website

A A/B Test Changes
v Ready to Publish @
® Schedule for Publish

) Revert to Published

Image: Context menu, overview
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Today, 3:01PM, byyou _

----- ig i

Mark as Ready to Publish@
/' Edit

Remaove from Project

Image: Project [tems tab in navigation pane

o]

» Pages Sites Tasks Projectltems

L |
L=

Alloy Christmas sale

If Draft =

Alloy services offers
wt Ready to Publish

Christmas sale

of Draft

V ET

| Mark as Ready to Publish i
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When items are ready for publishing, you can publish them directly from Options, if you have publishing access

rights, or schedule the project to be published later.
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Options ®| Close|

Only items marked as "Ready to Publish” will be
published.

Publish 3 Items

Created by You, Today, 12:15 PM

(® Schedule ltems for Publish...

Note: If theitems in a project were scheduled for publishing and you add new items
tothe project, the new content is not scheduled for publishing automatically. You
must specifically set the new content to scheduled time of publishing if you want it to
be published atthe sametime as the other items in the project.

If you need to edit content that is scheduled, select Remove Scheduling and Edit, edit the contentand reschedule.

You can continue working with a project after it is published.
Removing content and deleting projects

Removing content from projects

Remove a content item from a project by selecting the item in the project overview or fromthe project items nav-
igation pane and then selecting Remove from Project from the item's context menu. Removing a content item
froma project meansthatitis no longer associated with the project but itis not deleted from the website.

D Start Today, 1:13 PM, by you —
# Drart

Mark as Ready to Publish

/' Edit

Remove from Pru]ecghq
J

Deleting projects

Delete a project by selecting the project in the project bar and then select Delete Project from the context menu.
Associated content items are not deleted but are nolonger associated with a project. You cannot recover
deleted projects. When deleting a project with items scheduled for publishing, you can keep or removethe
scheduling for each item.
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+ New Project
£ Rename Project
W Delete Project [

=i Project: Christmas campaign ~ =+ Duerview —

Examples of using the project functionality

Publishing a customer event using projects

This example creates an invitation to a customer event, including a registration form (using a block), a thank you
fortheregistration-page, and a teaser block for the start page. All content items for the event are scheduled to
publish atthe sametime.

I. Createanew project forthe event fromthe project bar and call it Customer event.

2. Prepare a page with information on the event. The page is automaticallyadded to the project. You can set
the pageto Readyto publish or dothatata later stage.

P4 i cms | Edit | Admin

* Bt [elm|e] = o

v Pages Sites Tasks Projecttems
_— Start > Aboutus » Mews & Events ) Events Publish? |
Family Day at the Zoo

£y Part of current project x
Family dag signup

B
D Family Day at the Zoo -

amily Day a e Zoo
a Number - R R . -
Bring your family and join the Alloy the team for a fun day filled with
Text Faragraph B 7 ad] s EE 2 e
Alloy wants to thank all its customers by inviting you all to a day at the Zoo. The event will take place at the

Battersea Zoo on Saturday 18 August. There will be guided tours, a merry-go-round just for us, raffle tickets, free
Text hot dogs, soft drinks, cotton candy, and a special appearance by Mr Magic, Alloy's own magician!

Event details:
When? Saturday 18 August between 10 AM and 4 PM

Where? The Battersea Zoo (we'll have a tent set up in the main oval, follow the Alloy streamers from the
entrance.)

Who can come? All Alloy customers and their families.

Sign up now to receive your tickets!

Just fill in your name, email address and number of tickets (max. 6) and we'll email the tickets to you.

Name

3. Prepareathank you-page.

4. Createaregistration form using the built-in form functionality or the Episerver Forms add-on. Set up the
formsothata visitor who registers for the event is directed to the thank you-page.
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5. Createateaser block to use on the start page for promoting the customer eventand drag it to the start
page. The Customer event project now contains all items related to the event.

-3
B om0 T
v Pages Sites Tasks Projectltems
— Distart Autosaved 12:42 PM Unda? Publish? . | [[1][:=|
& Part of current project x
B Famiydsgsignup .
F;-”""’d?’ Start  Alloy Plans  Alloy Track  Alloy Meet  About us
B Number
B T

e Wherever you

meet!

| Tiger at the Zoo_small.jpg

D Family Day ot the Zoo 8
£ _—~

st q’ Alloy solves the two most pressing problems
D pa _-_ | in long distance collaboration = better
b communication and better project
management

Join the Alloy family day!

Bring your family and join the Alloy team for.a fun.day at the Zool Saturday 18
August between. 10-Aivt.and 4 PM.

> Recent

& Project: FamilyDay - =- Overview

6. Previewthe pages by clicking the preview button @| .

« Doesthestart page contain the teaser?

o Does itlead to the customer event detail page?
o Fillin the formand make surethat you are directed to the thank you-page.

7. Gototheoverviewand select all tems by pressing Shift on your keyboard and selecting the top and the bot-
tom items.
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=, Family Day
Items Project Comments

Jitems selected

FY.

LEE

Family day

Family Day at the Zoo

Today, 1:18 PM, byyou __

Mark as Ready to Pub\is@ 71

Remove from Project —
Today, 1119 M, by you

I
D S,ta_rt
@

Family dag signup

H Tiger at the Zoo_small.jpg

Today, 12:48 PM, by you

Today, 12:48 PM, by you

8. Fromthe context menu of onethe items, choose Ready to publishand all items are ready to be published.

9. Select Options > Schedule Items for Publish in the overview.

=, Family Day
Items Project Comments

Bitems selected
74 Family dag sign up

Family day

D Family Day at the Zoo

PY.

Only items marked as "Ready to Publish” will be

published.

Publish 5 ltems

Created by Remy, Today, 11:14 AM

® Schedule Items for Publish... @

Today, 12:43 PM,

EH
SRS

you

you

by you

Today, 11:53 AM, by you

Today, 12:48 PM, by you

Today, 11:44 AM, by you

Today, 11:44 AM, by you

H Tiger at the Zoo_small.jpg Today, 12:48 PM, by you

[0. Select | Augustat | | AMand click Select.

Note: You cannot edit scheduled versions of items that are part of a project. If
you need to publish the start page before the scheduled version is published,
you need to create a newdraft and then publish that. To incorporate the same
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changes intothe scheduled project version of the start page, you must remove
the scheduling, edit the contentand then re-set the scheduling.

Managing multiple content language versions using projects

This example creates a page with a registration formblock for an event. The included items need to be available
in English (the original website language), French and German, and you will manage the translation using a pro-
ject.

|. Createa projectand name it Spring Meeting.
2. Createthe pageandtherelated formsin English first. They are automatically associated with the project.

3. Enableand activate the desired languages (here French and German) on your website, if not already done.
(Must be done byan administrator.)

4. Switch to the French language branch and create a French version for the page and the forms block.

5. Repeat the previous actions for the German version. You now have six content items in the project, two for
each language. You can see all six items in the Project ltems navigation pane.

o

v Pages Sites Tasks Projectltems

~~
(3

Inscription & la réunion de printe...

Registrierung Frithjahrstreffen

Spring meeting registration info

D Friihjahrstreffen
Fa

D Réunion de printemps

D Spring meeting
Fa

Note: A language code appears for items in other languages. In the image above,
the English site is selected under Sites; therefore, items in English are not marked
with alanguage code.

6. Translatethe content items into French and German respectively. Use compare to display the original Eng-
lish version when translating. Use preview to verify the different language versions of the content.
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*'HE [ e[@|EEE

v Pages Sites Tasks Project ltems

Start ) Campaigns

[ = |
I EE

Q [ Spring meeting
2B Root Comparing = Rejected(en) » Today, 2:14 PM by you with % Draftlfr) = Today, 2:09 PM by you
o Start (&, Part of current praject x
[ Alloy Plans
&) Alloy Track E E
[ Alloy Meet

o[} Aboutus
o @ How to buy
[ Search

AlloyY

o @ Campaigns

[ Spring meeting
[ Christmas sale
[ Alloy Ascend

Spring meeting

B8 Customer Zona Register now for the upcoming spring meeting!

Time has come for the annual spring meeting. The number of seats are limited, so
register now to ensure your ticket!

Register here for the annual spring meeting!

Name:
Email

+ = @

> Recent

S Project: Springmeeting ~ =-  Overview

AllOY

Réunion de printemps

Inscrivez-vous maintenant pour la prochaine réunion de
printemps!

Le temps est venu pour la réunion annuelle de printemps. Nombre de places sont
limitées, alors inscrivez-vous dés maintenant pour assurer votre billet!

Inscrivez-vous ici pour la réunion annuelle de

printemps!

Nom:

Adresse électronique:

7. Setall content items to Ready to Publish when done, and publish the project or schedule it for later pub-

lishing from Optionsin the project overview.

=1 Spring meeting
Items

Project Comments

6 items selected

D Friihjahrstreffen

Created by You, Aug 13,71:25 AM

Only items marked as "Ready to Publish” will be

published.

Publish 8 ltems

you —

© Schedule Items for Publish...

Inscription & la réunion de printemps
Registrierung Frihjahrstreffen
Réunion de.s printemps

Spring meeting

Spring meeting registration info
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@ Reports

Reports are valuable tools for content editors, website owners, marketers and merchandisers, to monitor vari-
ous website activities. Episerver comes with a set of built-in reports, and you can develop customized reports for
your website.

Reports for CMS content

You can usereports for websites to locate broken links and expired pages, or to get an overview of simple
addresses used on the website. Obtain reports from the Reports option in the Episerver CMS global menu.

—n .
. Link Status @
L’
This report displays links that could not be reached. This could for example be due to a page being moved,
or a site shut down, or that the target link cannot be read at the moment.

Report Criteria

Search start page Start u

Mumber of Hits: 1 [tems perF‘age

Page Mame Broken URL Link Status Broken Since | Last Checked
Legal information g% hitpiwrold episervercom  Mame resolution failure  Today Today
1

When you generate a report, select the desired report and the starting point in the page tree from where you
wantthe reporttoinclude data, then click Show Report. You can filter data by time and language, and pages
included inthe report results open in edit view when you click on a page link.

Thefollowing sample reports are available for Episerver CMS:
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Not published pages Displays unpublished pages that have a change date within a specified time span.
Published pages Displays pages that havea publish date within a specified time span.

Changed pages Displays pages that have a change date within a specified time span.

BExpired pages Displays pages with stop publish date within a specified time span.

Simple addresses Displays pages with a simple address.

Link status Displays links that could not be contacted in the link check scheduled job.

Some reports rely on scheduled jobs running in the background for generating report data; see Scheduled jobs
in the CMS Administration User Guide.

9 Reports in Commerce

You can use reports in Episerver Commerce to follow-up on sales performance, or to monitor inventory stock
information for products. See Reporting in the Commerce user guide, if you have a website with Commerce
installed.
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@ Managing gadgets

A gadget! is a small application or add-on that can be made available for easy access fromthe dashboard or the
assets and navigation panes in Episerver. There are built-in gadgets both for the Episerver platform and product-
specificones, for example, gadgets for forms viewing, visitor groups statistics, version managementand the
product catalog, if you have Commerceinstalled. Developers can also develop custom gadgets to extend the
features of your Episerver solution.

£ Dashboard

Genera Marketer ©-

v RSS Feed Reader

Insight (pun intended)into Episerver Profile Store

Profile Store, Insight, Tracker, Advance - Episerver offers amyriad of different
(but connected) REST services for managing and tracking your visitars and
prospects. It can be slightly confusing at first-and some of the

™ Visitor Group Statistics

Statistics View

Graphby Total Visits - Pie Chart v

Gadgets are managed in a similar fashion both on the dashboardand in the panesin edit view. Click the Settings
iconto access the gadget management options.

ISmall application component thatis responsible for its own rendering and behavior, accessible fromthe dashboard
orthepanes in the Episerver user interface. A gadget can contain functionality that you can use within the gadget
interface or link awayto other products integrated in Episerver (for example, a direct linkto CMS/ Pages where you
can usethe classicediting view features).
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L

> A Add Gadgets

vy ¥ Rearrange Gadgets o

en Draft Aug 30, 2:21 you I
PM

fr Draft Aug 28, you
12:25 PM

en Draft Aug 27, 1:19 you

=- a-

» Languages %

Remowve gadget i

» Form Elements

» Archived Tests <)

Adding gadgets

Select Add Gadgets, and select a gadget to add fromthelist of available gadgets.

Rearranging gadgets

Select Rearrange Gadgets, select a gadget,and drag it to the desired position on the dashboard orin a pane.

Removing gadgets

Select Rearrange Gadgets, and click the Remove gadget symbol next to the gadget you want to remove fromthe
dashboard or pane.
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Built-in gadgets

Gadgets for the dashboard

« Externallinks. Provides an overview of the external links of your website.

« Formsviewer. Lets you monitor the activity for a specificweb form.

« Notes. Lets you add colorful “post it” notes to your dashboard.

o RSSfeedreader. Shows the latest feeds froman RSS source of your choice.

« Visitor groups statistics. For monitoring visitor groups viewing personalized content.

See dashboard gadgets to edit the configuration settings for dashboard gadgets.

Gadgets for the panes in edit view

« Archived Tests. For viewing archived A/B tests. See A/B testing.

« Blocks. For accessing blocks (default in the assets pane).

« Media. For accessing media files (default in the assets pane).

o Forms. Foraccessing forms (defaultin the assets paneif the Episerver Forms add-on is installed).

o FormsElements. Displays the forms elements that can be used when creating a form (only availableif the
Episerver Forms add-on is installed).

« Project Items. For viewing items belonging to a project. You can multi-select and mark items as Ready to Pub-
lish. from this gadget.

« Sites. Displays the page tree for the website.
« Recent. Displays items you have viewed during your current browser session.

o Tasks. Displays tasks to be done on the website. This gadget lets you filter items on status. You can, for
example, seea list of all items set as Ready to Publish.

« Recently changed. Displays recently changed content on the website.

« Versions. For managing content versions. See Working with versions to work with versions.

Note: Some gadgets are available by defaultin the user interface, while others need
to beadded manually.
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O Add-ons

Manyadd-ons are made availablein the user interface as gadgets to extend the capabilities within various areas
of Episerver.

@ Managing dashboard tabs

The Episerver dashboard, available fromthetop menu, is an area where you can add gadgets for presenting
high-level information or provide quick access to common tasks such as viewing recently changed pages or mon-
itoring a web form.

24 I Dashboard

Markster 5

 RSS Feed Reader

sight (pun intended)into Episerver Profile Store

Gettin

Profile Store, Insight, Tracker, Advance - Episerver offers amyriad of different
(but connected) REST services for managing and tracking your visitars and
prospects. It can be slightly confusing at first-and some of the

v Visitor Group Statistics

Statistics View

Graphby Total Visits - Pie Chart v

Tabs

Tabs are used for organizing the dashboard information. You can create your own tabs, and add gadgets of
your choice. For example, you can have onetab for the marketing team, and one for product editors, with spe-
cificgadgets available for each of these groups. You can customize the layout of each tab by setting the number
of columns for displaying information. There will be at least one default tab available in the overview.

Creating tabs

Add a newtab on the dashboard as follows:

|. Select New Tab fromthe dashboard menu.

2. Select Rename Tab in the drop-down list for the tab you wantto add and type a name for the tab.
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3. In Layout, define how many columns the tab information area will have by clicking one of the available
options.

4. Addthe gadgets you want to thetab you have just created as described in Managing gadgets.

Note: You cannot change the order of tabs after they are created.

Editing tabs

Editatab on the dashboard as follows:

|. Clickthearrow forthetab you wantto edit. You have the following options:

« Select Rename Tabto changethe name of the tab.

« Select Layout to change the number of columns on the tab. All existing gadgets will be moved to avail-
able columns in the new layout.

2. Select Save to save your changes.

Deleting tabs

Deleteatab fromthe dashboard as follows:

|. Clickthearrow forthetab you wantto delete.
2. Select Delete Tab in the drop-down list for the tab you want to delete.

3. Select Yesto confirmthe deletion.

Note: There must be at least onetab available on the dashboard, which means that
thelast remaining tab cannot be deleted.

@ Dashboard gadgets

Episerver comes with a set of predefined gadgets which can be added to the personalized dashboard, for easy
access by editors and website managers in their daily work. To edit configuration settings for these gadgets, add
themtothe dashboard, click the Settings icon and select Edit. Configuration options for each gadgetare
described below.
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2P  :ii Dashboard

Genera Marketer

v RS5 Feed Reader
Episerver World RSS Feed!

Getting more Insight (pun intended) into Episerver Profile Store

Profile Store, Insight, Tracker, Advance - Episerver offers a myriad of different (but connected)
REST services for managing and tracking vour visitors and prospects. It can be slightly
o T
Edit

Remove Gadget

External links

This gadget provides an overview of the external links of your website. Thelist displays pages containing links to
a specificexternal web address. This is useful if you want to find out to which external websites you are refer-
ring to from your own website. You can choose to displaythe full URL for each linkand the number of items to
displayin thelist.

Forms viewer

Theforms viewer is a gadget for the old legacy built-in forms feature. For a description of this gadget, see ver-

sion 18-2 or earlier of the Episerver User Guide.

Notes

Use this gadget to add colorful post-it notes on the dashboard. Add the gadget to the dashboard, enter the
text and select size and color for the information.

RSS feed reader

This gadget is used to display information from RSS feeds on the dashboard. The gadget shows the latest feeds
froma selected RSS source. Add the feed URL, the number of items to show and a title for the feed.
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Visitor groups statistics

If you are using personalization "on your website, this gadget displays statistics for selected visitor groups view-
ing personalized content. By default, statistics are only counted once per session for each visitor group. This gad-
get can be used fromthe dashboard and the panes,and also an iPhone or iPad.

« Selectthetype of chartto be used in the Statistic View section.

« Selectthe visitor groups (must be defined first) you want to include in your statistics.

« Filterthe display by day, month and year.

g
. Click[i] to selectthe startand end dates in the statistics interval.

| Adapt content to customized target groups for a more personalized website experience, such as displaying different
contenttofirsttimeand returning visitors. (See visitor groups.)
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@ Search

The Episerver platformhas sophisticated search functionality that lets you search through different types of
website content. You can search for content pages, blocks, files, community objects and products, if Episerver
Commerceis installed. The search results are based on access rights, so users only see content to which they
have access.

Thesearch is based on the open-source search engine Lucene, which is used by the different Episerver products
when retrieving content. The search is provider-based, letting you extend and customize features. You can use
the built-in basic search features or create your own custom filtering methods and queries.

Built-in search features

Thefollowing built-in search features are included in Episerver:

o Full-text search features.

« Indexing of all content types: document files, pages and blocks.

« Event-driven indexing, meaning instant updating of the indexand search results.
« Search results filtered on access rights.

» “Search-as-you-type,” enhancing the search experience.

« Supports basicboolean operators like AND, OR, NOT, +,-and *.

Search options

Depending on how your Episerver installation is set up and from where you are searching, there are different
options:

« When editing, the global search is available in the upper right part of the global menu. Depending on the con-
figured search providers, this option can search all types of content on the website: pages, blocks, files, and
catalog content if you have Episerver Commerce installed.
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communication %

Blocks

B Alloy Meet jumbotron
Pages
[ About us

D Start

« When editing, a search option is available at the top of the navigation and assets panes, and in the link dia-
log. This option searches for content in the panes and related dialogs.
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:Q cocktail silk dress Q)

O Dresges-Cocktail-Silk

I“ P Lodeom 21 s—101 ol = LL
I Dres Dresses-Cocktail-5ilk, ID: 60 (Type: Fashion_Product_Class) l

M Dresses-Cocktail-Silk-Blue-Medium

I Dresses-Cocktail-Silk-Blue-Large

M| Cresses-Cocktail-Silk-Blue-Extralarge
] Dresses-Cocktail-Silk-Blue-SuperSize
I Dresses-Cocktail-Silk-Pink-Small

] Dresses-Cocktail-Silk-Pink-Medium

M| Dresses-Cocktail-Silk-Pink-Large

] Dresses-Cocktail-Silk-Pink-ExtraLlarge
I Dresses-Cocktail-Silk-Pink-SuperSize
] Dresses-Cocktail-Silk-Black-Small

M Dresses-Cocktail-Silk-Black-Medium
] Dresses-Cocktail-Silk-Black-Large

M Dresses-Cocktail-Silk-Black-Extralarge
M Dresses-Cocktail-Silk-BlackSuperSize

« Searching in the CMS edit view is described in the Finding content topic.
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« Sttevisitors can usually search content through a search field and a search page on the front-end site, as in
the Episerver sample templates.

Note: You can add items directly fromthe search result list to, for example, a page or
ablock through drag-and-drop.
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Search tips

o Enterafew carefully selected keywords separated by space. If need be, narrow down your search query by
adding keywords. For example: episerver product project.

o Ifyouknowa page ID, search for the page by entering the ID in the search field.

« When searching for specific phrases, combine keywords using quotation marks. Example: “episerver
search tips”.

e Thesearch function is case-insensitive, so you can use both uppercase and lowercase letters. Example:
New Yorkand new yorkreturn the same result.

¢ You can restrict the search by placing a plus sign + in front of the words that must be found to consider the
page a match. Example: +episerver +search +tips.

« Similarly, you can restrict the search by placing a minus sign — in front of the words that must not occur to
consider the page a match, for example -episerver -search -tips.

o Tomatch part of a word, place an asterisk * at the end of the word. Example: word | * wordZ2 return con-
tent with the words word /0, word 1 23 and word2, but not word234.

e You can usethe boolean operators AND and OR.

o AND means [ only want documents that contain both/all words.Example: episerver AND search
returns documents with both words.

o OR means  want documents that contain either word. Example: episerver OR search returns doc-
uments with either episerveror search.

Sorting search results

Thesorting of search results is determined by the search algorithm, which you can customize in many ways.
Often, filtering is applied to the results, which can be based on many factors, such as categorization of content.

Configuring search

Episerver search has configuration options that are managed fromthe administrative interface in Episerver
CMS. See the technical documentation on Episerver World for information about search functionality, con-
figuration possibilities, and integration interface.
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@ Extended search with Episerver Find

To build more advanced search features based on visitor behavior, customized filtering and faceted content

navigation, you can add Episerver Find to your solution (requires license activation); see the Episerver FindUser
Guide.
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Episerver Digital Experience Cloud

The Episerver Digital Experience Cloud™ unifies digital content, commerce and marketing
in one platform, including omnichannel solutions for intelligent campaigns. The platform
uses artificial intelligence and behavioral analytics to deliver personalized experiences
everywhere. With our secure, reliable platform you can quickly increase engagement, rev-
enue and productivity, while getting the fastest time to value.

About Episerver

At Episerver, we believe digital transformation is a journey. We have been guiding customers for
more than 20 years in providing standout digital experiences. Today our network of 880 partners, in
30 countries, supports 8,000 customers and over 30,000 websites. Founded in 1994, Episerver has
offices in the US, UK, Sweden, Australia, Germany, Denmark, Finland, Norway, Poland, the Neth-
erlands, Spain, South Africa, Singapore, Vietnam and the UAE.

For more information, visit episerver.com.

www.episerver.com
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