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1 Introduction

Welcome to Umbraco!

Umbraco is an information platform that allows you to quickly and easily publish information onto a website without
the need for any prior knowledge of web page editing. It is designed to be simple to use yet powerful and flexible
enough to enable users full control of their website content.

No special skills are required in order to create, publish and manage web pages and related content with Umbraco.
Any prior web page editing experience you may have will of course prove useful in terms of understanding what you
want your website to do. Anything you can do using HTML can also be done in Umbraco — the functionality is not
reduced just because Umbraco is easy to use.

The Umbraco platform can be utilised for all types of websites — from public websites to intranets and extranets,
whether password protected or not. It can even be used to manage multiple websites from a single Umbraco
instance. Regardless of the type, authorisation to edit them can be given to anybody you choose and as editing is
done via a web browser, it can be done at any time and in any place.

Umbraco is designed to be intuitive and straight-forward so the aim of this manual is to explain each step in simple
terms and get you editing your website with ease.

Happy editing!
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2 Getting started with Umbraco

2.1 Logging In and Out
Logging in

To access Umbraco you simply need to open your web browser and enter your website domain name followed
immediately by /umbraco/ (for example: http://www.company.com/umbraco/). You will be presented with the login
form into which you need to enter your username or email address and the password provided by your system
administrator.

Please note the address at which you access Umbraco may vary so check with your system administrator.

Happy Caturday

Username

Password

Screenshot 1 - Login Screen
Logging Out

To logout of the admin panel click the admin profile picture in the top left of the screen which will reveal a slide out
menu. Then simply click the logout button under the ‘Your Profile’ header.

/ Admin profile picture

Harriet Jane Lawrie
Umbraco version 7.15.0 assembly: 1.0.7128.14457

Your profile / Logout Button
o | crrge s | Log

Screenshot 2 - Logout Menu
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2.2 Umbraco Interface

2.2.1 Initial View

Once you have logged in you will enter the Content section of Umbraco. There are several sections within Umbraco
that allow you to manage different aspects of your site. The Content section allows you to manage the web pages of
your site. Sections may vary from user to user based upon their role. As an editor or writer for instance you may only
have access to the Content and Media sections. You can navigate between sections using the black section bar on
the left-hand side of the screen. As you rollover one of the sections the name of the section will be revealed. Click a
section to navigate to it.

To the right of the section bar is the tree view which shows the structure of your website. To navigate the tree you
can click on the black arrows to the left of tree items which will reveal any sub-pages. Clicking on the page name will
load that page’s content into the large content area on the right of the tree view.

/ Section bar / Tree View / Content Area

Screenshot 3 - Sections

User profile Content tree view

Search

K /
Content

C-<Started

Redirect URL Management

b ‘Home Welcome to Umbraco
&

Why hello there @! This is the Umbraco dashboard. Here you will find various helpful
and interesting information about Umbraco.

Content

Media section
Did you know that you
can contribute to the
Umbraco
documentation (©)?

Yes you, you lovely Umbraco person!
If you're going around with an idea or
two, you have the opportunity to
make Umbraco better by contributing
yourself ). Dennis Adolfi, a
developer at Creuna couldn't find any
official documentation available on
Unit Testing in Umbraco until he

/ Help section

Screenshot 4 - Initial login landing page (your initial landing page may vary due to developer configuration)

wrote it himself. And you can end up
doing just the same..
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2.2.2 Behaviour at Smaller Screen Sizes

By default, on a desktop with a large screen size, the tree view is always visible giving you quick access to select and
navigate website content. On smaller devices such as laptops and tablets, the tree view will be closed and only opens
after you click on one of the navigation icons in the section bar on the left of the screen.

After selecting an item within the tree view on a smaller device, it will automatically close to save screen space. If
you wish to close the tree view without selecting a page, you can move your mouse out of the tree view, or
alternatively on a touch device you can swipe left over the tree view. Below are examples of how the interface will
look on a tablet.

Content

Get Started | Redirect URL Management

Welcome to Umbraco

Why hello there @! This is the Umbraco das
and i

hboard. Here you will find various helpful

sting information about Umbraco

Did you know that you can
contribute to the Umbraco
documentation (9)?

Screenshot 5 - Dashboard on a device with a smaller screen size

Content

- & Home
Products

People
fi

sh sculpin

\prey southern flounder tadpole

o HOE

About Us
anio collared dogfish. Smalleye squaretai
Blog flyfish pipefish wolf-herring jewel tetra, shiner;
Thornyhead yellowfin pike threadsail ayu
Contact
@ Recycle Bin

Screenshot 6 - Slide out menu on a device with a smaller screen size
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2.3 Creating, Saving and Publishing Content

231

Creating a New Page

Firstly, you will need to select the parent page for your new page. This could be the home page or any of the sub-
pages of the site. If the parent page allows sub-pages underneath it, the following process can be followed:

1.

Hover over the name of the parent page and then click on the options icon (eee) to reveal the types of pages
you can create.

Click on the type of page you wish to create which will then load the new page into the content area on the
right-hand side.

Enter a name for the page in the text field at the top of the content area. See sections 2.3.2 and 2.5 for more
information on saving and editing the new page.

Type to search. Create m

Content Create an item under Home

Blog

™ Products Contact

2 People Content Page

der tadpole fish
dogfish.

yfish pipefish

d velvetfish.
assfish.

~ [} AboutUs

People
) About this Starter Kit

e DO o E

[ Tode list for the Starter Kit Products

Blog
&, Contact

T Recycle Bin

Remove

i | ot —

Screenshot 7 - Page creation slide out menu
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Enter a name...

Content | Navigation & SEO Info

Content

Page Title *
The

v 4 Home

Products

People
About Us

Blog

o O F

Contact Add a row

i Recycle Bin

Full Width Article Three Columns

Save and publish ~
Screenshot 8 - New black page

2.3.2 Various Saving and Publishing Options

There are four different options you have for saving and publishing pages. Each have their own benefits for different
occasions depending on whether you're still in the process of editing the page or have completed and wish to
publish your changes.

Save

The Save option (found by clicking the arrow on the Save and publish button) is used for saving the page without
publishing the changes to the live site. This is especially useful if you are working on changes over a period of time as
you can save frequently to prevent losing any data or if you wish to save the current state and return to edit the
page at a later date. Using the Preview button will show you how the page will look once published.

Save and Publish
The Save and publish button is ideal for when you want to publish a previously saved page to the live website, or to
just publish a page without previewing it. This will save and publish the page to your live website.

Publish

Clicking the actions menu in the top right of the page or right clicking on the name of the page you wish to publish
from the context menu will reveal the slide out menu. On this menu you will see an option to Publish. You can now
choose to Publish all sub-pages excluding any with unpublished changes. You can also select to include all
unpublished sub-pages pages too. This is especially useful if you have many pages you wish to publish at the same
time.
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Scheduled Publishing

Scheduled publishing is ideal when you need a page to go live at a specific date and time when it is not convenient to
do so manually. To schedule publishing you need to navigate to the Info tab and click Set date within the Publish at
field which will then open up a Calendar. Select the date and then click the Clock icon at the bottom of the calendar
to select the time you wish for the page to be published. After you have done this, click anywhere outside of the
date and time picker pop-up to close it. Now all you need to do is save your changes by clicking the arrow on the
Save and publish button and click Save. Umbraco will automatically publish the page at the date the time you chose.

Type to searc Enter a name...
Content  Navigation & SEO | Info

Content

Links Scheduled Publishing
* @& Home
W Products < This item is not published Publish at Unpublish at
seon July 2019 Set date
2 People
r About Us 13
0 History :
Blog
a‘ Contact No changes have been made g Leliyediel b

Su Mo Tu We Th Fr Sa
01 2 3 4 5 &
G, & 9 w0 ou 1 m
G 1415 16 17 18 19 20
g 21 22 23 24 25 26 27
28 29 30 31 1 2 3
Do 4 5 6 7 8 9 10

@ Recycle Bin

D Q Ipen
Template
Choose... v
Save and schedule -«

Screenshot 9 - Scheduled publishing option in page info tab

2.3.3  Unpublishing
Along with the various options for saving and publishing, you also have the ability to unpublish a page. This is useful
if you no longer wish for the page to be publicly visible but do not want to delete it.

Manually Unpublish
1. Find the page you wish to unpublish and click on the name to select it.
2. Click the arrow on the Save and publish button which is found within the content area.
3. Select Unpublish.

Scheduled Unpublishing

Scheduled unpublish is ideal when you require a page to be removed from the website at a specific date and time,
but are unable to do so manually, for example at the end of a promotion. To schedule the unpublishing of a page you
need to navigate to the Info tab for the desired page and click on Set date within the Unpublish at section which will
then open up a calendar. Select the date and then click the Clock icon at the bottom of the calendar to select the
time you wish for the page to be unpublished. After you have done this, click anywhere outside of the date and time
picker pop-up to close it. Now all you need to do is save your changes by clicking the Save and publish button.
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2.4 Finding Content
The Umbraco content tree view allows you to navigate web pages through a logical site hierarchy. You can find a
page by navigating through the tree itself if you know where the page is stored. Alternatively a quicker approach
might be to perform a search across the entire content tree view. Using the search bar you can enter a search term
and Umbraco will search for pages containing the term anywhere in the page name or page content.

Type to search...

Screenshot 10 - Search bar above the tree view

2.5 Editing Existing Content

2.5.1 Content Within the Tree View
When you want to edit content on an existing page you can follow this process:

1.
2.

Find and select the page you want to edit.
Edit the pages content within the content area. Each different type of page will have different content fields
for you to populate such as simple text boxes, content and date pickers and rich text editors. See section 3

for more information on working with content.
Click the arrow on the Save and publish button to reveal more options. Now you can click Save in the popup

menu.

Click the Preview button to preview how the page will look once published to the live website.
If you are happy with the changes you can now click Save and publish which will make the changes live.

Content

@& Home
Products

=
2 People
*0

Blog

(o [

Contact

T Recycle Bin

1. Select the page you
want to edit

Umbraco Editor’s Manual

= =a

Content | Navigation & SEO  Info

Page Title * About Us

The title of the page, this is

2. Edit content

4 Reorder

Full Width

Ooohlala

Add content

Article

Vestibulum ac diam sit amet quam vehicula elementum sed sit
= amet dui. Curabitur aliquet quam id dui posuere blandit. .
Home / About Us / m Save and publish  «

4. Preview the changes 5. Click save & publish
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Save <

Unpublish <

Saves page but doesn’t publish on website

Removes page from website but doesn’t delete from Umbraco

5 r—— Wl <« Saves and publishes page to website

2.5.2 List View Pages

Some of the pages in your website may use a list view style which shows child pages in a table format rather than the

standard tree view.

The first screenshot below shows ten child items below the Blog page in the tree view. If the website were to have

tens or even hundreds more blog pages, the tree view would become very large and unmanageable.

Type to searc| Blog

. Page Title *

® Products is between 40 and £0

2 People chamesers

» [ AboutUs

- Blog
ff3) My Blog Post
[f3) Another one
[f3] This will be great

®, Contact

i Recycle Bin

Home / Blog

Screenshot 12 - Parent page with child pages underneath

Umbraco Editor’s Manual

Content | Settings

The title of the page, this is
~ & Home also the first text in a google
search result. The ideal length

Navigation & SEO  Info

Behind The Scenes

Add a row

Full Width Article Three Columns

oo [ sommartn—
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The second screenshot below shows how the list view works. You will notice there are now no child pages for the
Blog section within the tree view but pages are instead listed within a table on the right hand side.

The table will show a maximum of ten child pages at any one time. Pagination controls allow you to navigate to
additional pages should you have more than ten. In the top right of the table there is a search facility which enables
you search for specific pages. This enables you to quickly and easily locate pages without having to use the
pagination. You can click the column titles to sort the list items. For example clicking the name column title will sort
the list items alphabetically.

Click here to sort pages by selected column

Click here to search for pages

Blog

Child items || Content Settings\ Navigation & >XQ  Info

Content Create Blogpost = T
v @& Home

®. Products [ Name Sort & Last edited Created by
. People

N D About Us @ My Blog Post 0 2019-07-13 02:20 Harriet Jane Lawrie
Blog . i

Another one 1 2019-07-13 02:20 Harriet Jane Lawrie

8, Contact

i Recycle Bin This will be great 2 2019-07-13 02:20 Harriet Jane Lawrie

Click here to edit page

Home / Blog m Save and publish  «

Screenshot 13 - The list view
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2.6 Ordering Pages

The pages in Umbraco are sorted in the tree structure according to a predefined sort order. It is most common for
the page that has been created most recently to be placed at the bottom of the tree structure, however, you can
easily change the sort order of the pages in a section of the website by using the sort function.

1. Select the parent page of the sub-pages you wish to sort

2. Right click the page click on the actions button in the top right-hand corner. Click Sort from the context
menu.

3. Click and drag the pages into the required order. Alternatively, click on the Name or Creation Date column
header to sort the items automatically by Name or Creation Date. Clicking on a column header again
reverses the sort order.

4. Click Save.
Type to search. Home
Navi
1. Select parent page
Content 4+ Create
~ & Home Delete
‘™. Products B Create Content Template
M People J  Move
» [ AboutUs o Copy
© Change Document Type 2. Right click the page then click

Contact
* 1 Sort 4/ sort from the context

T Recycle Bin

3 Rollback
Drag the different items up or down below to set how they should be
arranged. Or click the column headers to sort the entire collection of
items
Name Creationdate  Sortorder 3. Drag pages into the required order

Products 7/13/2019 2:20 AM /

People 7/13/2019 2:20 AM 1 1

About Us 7/13/2019 2:20 AM 2

Blog 7/13/2019 2:20 AM 3

Contact 7/13/2019 2:20 AM 4

4. Click save
Cancel m/
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2.7 Moving a Page

Pages can easily be moved between areas of the website by moving them in the tree view. Not all pages will be able
to be moved below other pages depending on your specific set up. If you are unsure or need clarification, seek

advice from your system administrator. To move a page:

1. Right click the page you want to move to reveal the context menu. Or alternatively you can click the Actions

button in the top right right-hand corner.

2. Click on Move and select the parent page you would like to move this page under.
3. Click on the Move button to confirm the move and then you will see a confirmation message.

4. Click OK to dismiss the confirmation message

2.8 Copying a Page

If you want to re-use a page or structure you have created previously you can copy the page and its sub-pages to a
different place within the site structure. When you copy a page all of its sub-pages will also be copied. You can define
whether links should be automatically updated, or keep the linkage with the original pages.

1. You can either select the page you want to copy and click the Actions button in the top right, or alternatively
you can right click the page title in the menu which will slide out the context menu.

Select Copy from the Actions menu.

vk wN

Click Move.

Select the parent page which you want to copy the page.
Select whether to Relate copied items to the original page.*

* When you select ‘Relate copied items to the original page’ every change you make to the copied page will also
be made to the original. So if you want the original and duplicated pages to be separate then do not select the

‘Relate copied items to the original page’ tick box.

Type to search... Move

Content

~ 4 Home
™ Products
B People Content
» ) About Us v # Home
Blog » ¥ Products
®, Contact » 2 People
i Recycle Bin » [ AboutUs
3 Blog
M, Contact

Screenshot 14 - Slide out menu for moving a page

Umbraco Editor’s Manual

Choose where to move Home to in the tree structure below

Cancel

st edited

19-07-13 02:20

19-07-1302:20

19-07-13 02:20

Created by

Harriet Jane Lawrie
Harriet Jane Lawrie

Harriet Jane Lawrie

m Saveand publish  «
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2.9 Deleting and Restoring Pages

291

Deleting a Page

If you have pages that you no longer want on the website you are able to delete them. Upon deletion, the page is
moved to the Recycle Bin as a safety net just in case you change your mind and wish to restore the page.

1.
2.

3.
4.

2.9.2

Find the page you wish to delete in the website tree view.

Right click on the page name in the tree view or click the actions link in the top right when on the selected
page.

Click Delete.

Click OK to confirm you wish to delete the page or click Cancel if you do not.

Restoring a Deleted Page from the Recycle Bin

The Recycle Bin is a separate tree list which can be found at the bottom of the content tree view. Clicking the arrow
to the left of the Recycle Bin icon will reveal any pages that have been deleted from the website. Restoring these
pages follows the same process as moving a page between sections.

vk wnNeE

2.9.3

Click on the (eee) icon for the page you wish to restore from the Recycle Bin to reveal the Actions menu.
Click on Move and select the page you wish to nest the page under.

Click on the Move button to confirm the move and then you will see a confirmation message.

Click OK to confirm.

You will now need to go to the page and republish it by clicking the Save and publish button in order for it to
be visible on the website.

Emptying the Recycle Bin

If you are confident you no longer require any content within the Recycle Bin you can permanently delete it. You can
delete pages one by one or as a whole. Please note that after deleting pages from the Recycle Bin you will not be
able to retrieve any data associated with that page.

Emptying the Recycle Bin

1. Click on the (eee) icon for the Recycle Bin in the website tree structure to reveal the Actions menu.
2. Click Empty Recycle Bin.
3. Click OK to confirm you wish to empty the Recycle Bin or click Cancel if you do not.

Empty recycle bin

Screenshot 15 - Empty recycle bin option

Deleting Individual Items

1.
2.
3.

Click on the (eee) icon of the page within the Recycle Bin you wish to permanently delete.
Click Delete.
Click OK to confirm you wish to permanently delete the page or click Cancel if you do not.
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3  Working with Content

3.1 Rich Text Editor

The Umbraco Rich Text Editor is the field where you, as the editor, can be creative. You select how much you want to
do yourself. You can work on text content, format the text, or simply leave it the way it is. If you want to do more,
you can insert images, create tables or create links to other pages or documents.

The functionality varies depending on how the editor is set up. Here we describe the default editor with all options
enabled. Contact your system administrator for details regarding your editor.

3.1.1 Editor Buttons
Below are all the default editor buttons available. Your system administrator is able to determine which buttons are
displayed in different templates. You could therefore have access to more or fewer buttons than those shown here

Show/Hide HTML

Undo Left align
. Insert/edit Link
Redo Center align
Custom formats Right align l Table
vy L i

< ™ A Fomats- B JF § E E = = E 3 =3 £ E-~
T 4
Bold r T
Italic Increase indent

Strikethrough Decrease indent

Numbered list

Bulleted list

Screenshot 16 - The rich text editor toolbar

3.1.2 Paragraph Break/Line Break

The editor is like any other word processing program. You write the text, and the text wraps around when the line
reaches the end. When you press ENTER in the editor, you get a paragraph break, which means there is space
between the paragraphs. If you do not want a space, you have to make a line break instead. You do this by pressing
SHIFT+ENTER.
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3.1.3 Shortcut Keys
To make your work easier, there are shortcut keys for certain editor functions. Shortcut keys let you use the
keyboard to carry out certain commands.

Shortcut Action

Ctrl+ A Select all
Ctrl +B Bold
Ctrl+C Copy

Ctrl +1 Italic
Ctrl+U Underline
Ctrl+V Paste

Ctrl + X Cut
Ctrl+Y Redo
Ctrl+2 Undo

3.1.4 Text Formatting

You do not normally need to spend much time formatting text because Umbraco takes care of a lot of the formatting
for you. When the default formatting is not enough however, there are several options for controlling the formatting
of text.

Formatting Buttons

The most basic and probably the most familiar way to control formatting are via the formatting buttons. These work
much the same as those found in most word processing applications such as Microsoft Word. With these you can
apply simple formatting such as Bold, Italic and underline as well as altering text alignment and creating bulleted and
numbered lists.

Regardless of the formatting being applied, the process for applying a format using the formatting buttons is always
the same.

1. Select the text you want to apply the formatting to.
2. Click the appropriate format button to apply the formatting you wish to add.

Formats

Another way of applying formatting is via the Formats drop-down list. The Formats drop-down list provides a set of
predefined styles that can be applied to text whilst maintaining a consistent look and feel through the site. These
styles often incorporate more advanced formatting functionality which can be applied to provide a different look for
certain elements such as links, headings and subheadings. For example, you can use a format style to change a link
into a call to action button. Whilst the styles available on your site may differ, the process for applying styles is
always the same.

1. Select the text you want to apply the style to.
2. Select the style to apply from the Format drop-down list.
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Copying Content from Other Programs

It is important to note that when you pre-write content to later be copied into a rich text editor you may encounter
style issues on your website. When pasting content, the original text styles will be preserved which can lead to
different font faces, sizes and colours from what is expected when the website is viewed. To prevent this from
happening it is advisable that you paste the content into a markdown editor first such as notepad, then copy and
paste it from there into your rich text editor.

Remove Formatting

If you have formatted a paragraph or selection using the formatting buttons, you can remove a formatting rule by
selecting the text and clicking the relevant formatting button to remove that formatting rule. You may also have a
remove format button in your toolbar. If you do not have this button please speak to your system administrator.

L
Screenshot 17 - Remove format button

3.1.5 Show/Hide HTML Code

If you are proficient in the use of HTML you can switch to HTML mode and create your
page by writing HTML code. You can also check the code and make minor adjustments
here to get the page exactly as you want it. Certain elements such as scripts will not be
allowed and will be filtered out of code pasted into the rich text editor.

3.1.6 Links

The Insert Link button is used to create links to internal and external pages and media
files email links and anchors. The process for inserting a hyperlink differs depending on
the type of hyperlink you wish to create.

<
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Link to a Page on Another Website
1. Select the text that will form the hyperlink.

2. Click the Insert Link button which will reveal the link properties slide out menu.
3. Inthe URLfield, enter the URL of the web page you wish to link to.
4

In the Title field, enter the text that will be shown as a pointer to the link. This is important information for

everyone reading the website with different accessibility aids.
In the Target field, check the box if you would like the link to open in a new tab.

5.
6. Click Submit. Your text will now contain the link as requested.
Link Anchor / querystring
http: fwww.google.com #value or Tkey=value
Link title
Visit Google|
Target

[l Opens the linked document in a new window or tab

Link to page

Type to search...

» A& Home

Link to media

Select media

Screenshot 18 - Link to external page in the insert/edit link menu
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Link to a Page in Umbraco

1. Select the text that will form the hyperlink.

2. Click the Insert Link button which will reveal the link properties slide out menu.

3. Select a page from the Link to page tab to link to. This will then populate the link to document
automatically.

4. Inthe Page Title field, enter the text that will be shown as a pointer to the link. This is important information
for everyone reading the website with different accessibility aids, (by default the name of the selected page
will automatically be entered for your convenience).

5. Inthe Target field, check the box if you would like the link to open in a new tab.

6. Click Submit.

Link Anchor / querystring
/blog/ #value or ?key=value
Link title
Blog
Target

[ Opens the linked document in a new window or tab

Lin