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Notice 
20070701-0 

ü Course Prerequisites 

This course has been designed for learners who are new to the Ingeniux 

environment.  Learners must have a working knowledge of the 

following:  

Å Navigating on a PC or Mac 

Å Using a web browser 

ü Legal Notices 

Boilerplate text goes here. 
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Course Objectives 

In this course, you will: 

¶ Access Ingeniux CMS and navigate the environment. 

¶ Create and edit web pages in the CMS. 

¶ Perform basic web page authoring tasks.  

¶ Use the Admin client to perform advanced tasks. 

¶ Organize pages within the web site. 

¶ Publish pages inside and outside workflow. 

¶ Run reports to assist with page management. 
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Authoring Fundamentals 

Objectives 

In this chapter, you will: 

¶ Access Ingeniux CMS and navigate the environment. 

¶ Create new pages and work with elements on the Edit tab. 

¶ Perform common tasks in the (X)HTML editor. 

¶ Save changes to, check spelling on, and preview a page. 

¶ Advance pages in workflow.  

¶ Revisit existing pages and assign them to begin edits. 
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Getting Started with Ingeniux CMS 

The Ingeniux CMS client provides the tools needed to create, update, 

publish, and manage web pages.  The client can display all options 

(called the Admin Client) or a predefined subset of options (called the 

Author Client).  Permissions determine which view displays when a user 

accesses the client.  

The Ingeniux CMS client is available on both the PC and the Mac.  This 

ü Accessing 

Ingeniux CMS 

On the PC, the Ingeniux CMS client runs via ActiveX controls in 

Internet Explorer.  Installation automatically begins when the URL for 

an Ingeniux site is accessed through Internet Explorer.  The web server 

administrator determines the administrative URL for the site. 

¹  Internet Explorer must be configured to accept downloaded ActiveX 

controls and to allow pop-ups for a successful installation. 

· To Access the Ingeniux CMS: 

1. Open Internet Explorer. 

2. Navigate to the URL provided by the web server administrator. 

3. Turn off any pop-up blockers, if necessary. 

The Ingeniux Installation Wizard appears. 

4. Accept all defaults in the wizard by choosing Next. 
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ü Examining the 

Overview Tab 

When Ingeniux is first accessed, the overview tab appears in the right-

hand pane.  This dashboard provides a brief snapshot of content 

management and system information. 

 

Overview Tab 
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Item Description 

New Lists wizards for creating new content; based on page 

creation rules available to the current user. 

In Progress Displays pages currently assigned to current user. 

Favorites Allows the user to create links to pages in the tree for 

ease of access in the future. 

Recently Visited Lists pages or components recently viewed by the current 

user. 

Active Users Displays all users currently logged in on the Ingeniux 

CMS and the number of pages assigned to them. 

Publish Status Shows when the site was last published and the number 

of pages published. 

CMS Statistics Displays the version of the software the site is using, the 

total number of pages in the site, and the number of users 

with access to the site. 
1.  

¹  After navigating away from the overview tab, select the globe  at 

the top of the site map to return to dashboard overview. 
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Creating Pages 

By default, new web pages can be created anywhere in the site tree.  

However, pages should be created within the context of the predefined 

site information architecture.  This helps ensure site visitors can locate 

pages where they expect to find them. 

To help preserve the integrity of the site, web site administrators define 

page creation rules that restrict where users can create new pages.  Page 

creation rules for use by the person logged in are listed on the overview 

tab.  Because these rules are permission-based, different groups of users 

may see different lists of rules. 

ü Creating a New Page 

on the Overview Tab 

The overview tab displays wizards, which are in fact, page creation 

rules.  Each wizard provides a field to enter the name of the new page.  

Two buttons provide the ability to move forward in creating the page or 

to abort the page creation process. 

· To Create a New Page: 

1. Select the globe icon in the site map to display the overview tab, if 

necessary.  

2. Select the desired wizard (page creation rule). 

A text field appears for entering the name of the new page. 

3. Enter the name of the new page. 

4. Choose .  

 ̧ Pressing c  also creates the page. 

The new page appears in the site map and its elements display in the 

edit form on the right. 

 

The new page is placed in the first place in the site map where the 

current user has permission to create a page.  From there, the page can 

be dragged to its desired location, provided the user has permission to 

move pages in the tree. 

When the page is selected in the site tree in the left pane, the right pane 

displays the edit form for the page.  Content is added to the page 

through the edit form. 
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ü Identifying Elements 

on a Page 

The edit form displays the possible pieces of content for use on the 

page.  These elements are defined by the use of the page.  For example, 

an Event Page might contain an event location element, whereas a 

generic Detail Page would not. 

 

Even though the specific elements vary by page type, there are a fixed 

number of element types.  Basic rules govern the completion of any 

given element based on its element type.  The icon next to an element 

provides a visual clue as to how to complete the element. 

Icon Element Type Description 

 
Plain Text 

Allows up to 295 characters; contains no 

formatting. 

 
Formatted Text 

Accepts formatting, hyperlinks, images, 

and more through the use of the (X)HTML 

Editor. 

 
Link Points to another page in the site map. 

 
Component 

Points to reusable content that lives 

elsewhere in the site. 

 
Boolean  Displays a check box.  
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Icon Element Type Description 

 
Image 

Points to an image stored in the 

xml\Images directory on the server. 

 
Media 

Points to a media file stored in the 

xml\Media directory on the server. 

 
Document 

Points to a file stored in the 

xml\Documents directory on the server. 

n/a Multi -Select 
Provides the ability to select multiple 

values from a list of possible choices. 

n/a Enumerated List 
Provides a drop-down list of choices.  

Only one value can be selected. 

n/a Date 
Provides access to a date picker control 

from which a date can be selected. 
2.  

ü Accessing Element 

Help Text 

The element type provides clues on how to fill out the element.  Help 

text provides additional, more specific, information for each element.   

When help text is available, a question mark  appears in the upper 

right portion of an element.   

 

Help Text Indicator 

· To Access Help Text: 

1. Locate the element for which help is desired. 

2. Choose Help in the upper right corner.  

The help text appears in a yellow box. 

3. Click anywhere in the yellow help text to close help and return to 

the edit form. 
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Completing Page Elements 

The edit form displays all possible pieces of content for a page.  Since 

content varies from page to page, not every page will have values for 

every element. 

¹  Elements marked Required must have a value before the page can be 

published.  The web site administrator determines which elements 

are required. 

If values are added, the content will appear on the page as prescribed by 

the built-in style sheets; if values are omitted, that portion of the page is 

not displayed.  The preview tab shows the content entered on the edit 

form as it will appear when published. 

ü Completing Text 

Elements 

Text elements contain plain text with no formatting.  Text is entered by 

typing directly into the field, by dragging and dropping, or by cutting 

and pasting from another location.  Text boxes expand to accommodate 

the length of the entry, but are limited to 295 characters. 

· To Complete a Text Element: 

1. Click in the desired text element. 

2. Type the desired text. 

-OR- 

1. Select the desired text in another source. 

2. Drag the text to the desired text element. 

-OR- 

1. Copy the desired text from another source. 

2. Paste the text in the desired text element using t  + T . 
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ü Working with 

List Groups 

List groups provide a way to add multiple pieces of similar content.   

For example, a list of related links allows the author to enter each link as 

a separate piece of content.  

Each list group displays an arrow at the top right that is used to collapse 

or expand the group.  When the list group is expanded, the individual 

elements in the list can be seen.  Each element in the list can be 

modified in the same way as a regular element. 

The number of items in a list group is flexible.  Items can be added or 

removed to meet content needs. 

· To Add Elements to  a List Group: 

1. Expand the list group, if necessary.   

2. Locate the list item to appear immediately above the new item. 

3. Choose Add Item.    

A new element appears in the list. 

 

Removing elements from a list also removes the content stored in the 

item. 

· To Remove Elements from a List Group: 

1. Locate the list item to remove. 

2. Choose Remove Item.   
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ü Completing 

Link Elements 
Link elements provide the ability to link to pages within the Ingeniux 

site, pages external to the Ingeniux site, and to documents uploaded to 

the web server.  The process for completing a link element varies 

depending on the type of link it contains. 

Creating Internal Links 

Internal links can be entered by searching for the name of the page, by 

entering the xID for the page, or by dragging the desired page from the 

site tree into the link element. 

· To Create an Internal Link: 

1. Choose Internal , if necessary. 

2. Enter the first three letters of the name of the page to which the link 

will point. 

A list of pages with matching names appears. 

3. Select the desired page from the list. 

-OR- 

1. Choose Internal , if necessary. 

2. Locate the page to which the link will point in the site tree. 

¹  Do not select the page; just ensure it is visible in the tree. 

3. Drag the page from the site tree into the edit form so that it lands in 

the box for the link element. 

-OR- 

1. Choose Internal , if necessary. 

2. Expand the link element so that the xID field appears.   

3. Determine the xID for the page to which the link will point. 

¹  Pressing t  while hovering over a page in the site tree will 

display the xID for the page without leaving the edit form for 

page being edited. 

4. Type the xID for the page in the xID field. 
 

¹  When creating links to internal pages, the text that displays on the 

published page will come from the page to which the link points.  If 

different text is desired, the link must be created as an external link 

rather than an internal link. 
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Creating External Links 

External links point to pages that live outside of the Ingeniux site.  Two 

pieces of information are needed: the clickable text to display and the 

location where the link goes when clicked. 

· To Create an External Link: 

1. Choose External. 

2. Enter the location of the page to which the link points. 

 ̧ Choosing Browse provides a way of proofing the link without 

having to leave the Ingeniux CMS. 

3. Expand the link element so that the Link Name field appears.   

4. Enter the desired Link Name. 

5. Choose Display in New Window, if desired. 

6. Choose Preview and test the link. 
 

¹  To help prevent broken links due to typing errors, the browse option 

allows the user to verify any external link by navigating to the link 

from within the Ingeniux CMS.   

Creating Document Links 

Document links point to files stored on the web server.  Any such files 

must first be uploaded to the server before links can point to them.   

· To Create a Document Link: 

1. Choose Document. 

2. Browse to the desired file. 

3. Expand the link element so that the Link Name field appears.   

4. Enter the desired Link Name. 

5. Choose Display in New Window, if desired. 

6. Choose Preview and test the link. 
 

¹  Files referenced by the Document link option must reside in the 

xml/Documents directory on the server. 
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Working in the (X)HTML Editor 

Most authoring work occurs within an (X)HTML editor element.  This 

element type provides options for formatting, as well as hyperlinks, 

images, and tables.  

ü Using the 

(X)HTML Editor 

An (X)HTML editor element can be resized to display more copy on the 

screen.  The resize handle is located in the lower right corner of the 

(X)HTML editor element. 

 

Resizing the (X)HTML Editor 

Text can be typed directly in this control, dragged and dropped from 

another source, or copied and pasted from another source.   
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The (X)HTML editor allows users to produce formatted text that is 

saved as hypertext markup language (HTML).  Users can make 

adjustments to the saved HTML using the HTML tab. 

 

HTML Tab 

The edit tab in the (X)HTML Editor does not reflect the final display of 

the HTML as it will be interpreted by a web browser.  The Ingeniux 

preview tab provides a view of what the page will look like when the 

HTML is combined with the associated style sheet. 
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ü Pasting Text from 

Other Sources 
To preserve the integrity of the display of a page across all computer 

configurations, strict HTML conventions should be observed when 

formatting a document.  When using the (X)HTML editor tools to 

format text typed directly into the editor, these conventions are met and 

there is no cause for concern.   

When copying and pasting from other sources, non-compliant 

formatting can slip into the page.  To avoid this complication the 

(X)HTML editor provides paste options to help weed out formatting 

that will not display universally. 

Icon Name Description 

 Paste Pastes clipboard contents with all formatting. 

 Paste from Word 
Pastes text copied from Word without Word-

specific formatting. 

 Paste as Text 
Pastes clipboard contents without any formatting 

from the original; hard returns are also removed. 
3.  

¹  When using the keyboard shortcut or secondary mouse button to 

paste, a list of options appears.   These options correspond to the 

three paste buttons in the table above. 

ü Removing Formatting 

For pages where the text has already been pasted, or in situations where 

pasting as straight text are not practical, the (X)HTML Editor provides a 

way to remove formatting.  

The Cleaner tool   provides several options to remove hidden (and 

visible) formatting.  Which tool used depends on what needs to be 

removed. 

· To Use the Cleaner Tool: 

1. Select the text to clean in the edit tab of the (X)HTML Editor. 

2. Choose the arrow to the right of the Cleaner tool.    

3. Select the desired cleaning option. 

4. Switch to the HTML tab in the (X)HTML  Editor to verify that the 

code is cleaned. 
 

¹  It may take several passes to remove most of the unwanted code.  

For example, a page may require first removing formatting, then 

removing style/class, then removing span tags. 
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ü Controlling Line 

Spacing 

In Microsoft Word, creating a hard return moves the cursor to the next 

line without inserting a blank space between the paragraphs.  In HTML, 

a hard return includes space between paragraphs. 

When working with a page of typical paragraphs, the default space 

between each paragraph is not a problem.  There are some situations, 

however, where the space is less desirable.  In these situations, create a 

line break rather than a hard return. 

· To Create a Line Break: 

Press t  + c   to create a line break. 

The cursor moves to the next line without inserting additional spacing.  

In the HTML, a line break code <br>  is added. 

  

¹  A line break does not actually create two separate paragraphs.  Any 

paragraph formatting applied in the paragraph before the line break 

will carry through to subsequent lines.  Paragraph formats include 

heading styles, bulleted lists, etc. 

Line breaks also play a role when additional spacing is desired.  In 

HTML, multiple hard returns are replaced with a single hard return.  

Line breaks remain intact, however.  Thus a string of line breaks 

(<br><br><br><br>) will translate into white space four lines high. 
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ü Adding a Hyperlink to 

an Internal Page 

Hyperlinks are an important part of web writing.  Links to other pages 

in the Ingeniux site are considered to be internal links.  Internal links 

rely on the xID for the page to which the link points.  By relying on this 

unique page identifier, the link will retain its integrity even if the page is 

moved somewhere else in the site later. 

· To Link to an Internal Page: 

1. Select the text to be hyperlinked in the (X)HTML Editor. 

¹  Select from right to left to avoid selecting the blank space at the 

end of the word or phrase. 

2. Locate the page to which the link will point in the site tree. 

¹  Do not select the page; just ensure it is visible in the tree. 

3. Drag the page from the site tree into the edit form so that it lands on 

top of the selected text. 

-OR- 

1. Select the text to be hyperlinked in the (X)HTML Editor. 

2. Choose Insert Link .    

3. Type the first few letters of the page name to which the link will 

point and select the desired page from the list.  

-or- 

Enter the xID for the page to which the link will point. 

4. Choose OK . 
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ü Adding a Hyperlink to 

an External Page 

Links to pages outside the Ingeniux site are considered to be external 

links.  After creating an external link, it is important to test the link to 

ensure accuracy. 

· To Link to an External Page: 

1. Select the text to be hyperlinked in the (X)HTML Editor. 

¹  Select from right to left to avoid selecting the blank space at the 

end of the word or phrase. 

2. Choose Insert Link .    

3. Choose External Link . 

4. Choose Select Document.   

5. Type the URL for the desired page. 

¹  Ensure the appropriate prefix (such as http://) is included. 

6. Choose Go. 

 ̧ Pressing c  also locates the page. 

7. Verify that the expected page appears. 

8. Choose Save Address. 

9. Choose New Window, if desired. 

10. Choose OK . 
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ü Adding a Hyperlink to 

a Document 

Links to files stored on the web server are called document links.  Files 

referenced by document links must first be uploaded to the Documents 

directory on the Ingeniux server. 

· To Link to a Document or File: 

1. Select the text to be hyperlinked in the (X)HTML Editor. 

¹  Select from right to left to avoid selecting the blank space at the 

end of the word or phrase. 

2. Choose Insert Link .    

3. Choose Document. 

4. Choose Browse.   

5. Navigate to the desired file. 

¹  The file should already have been uploaded to the web server. 

6. Choose Open in New Window, if desired. 

7. Choose OK . 
 

ü Removing a Hyperlink 

Links that are no longer valid can be removed without deleting the 

underlying text.  

· To Remove a Hyperlink: 

1. Secondary-mouse click the hyperlinked text in the (X)HTML Editor. 

2. Choose Remove Link. 

-OR- 

1. Click in the hyperlinked text in the (X)HTML Editor. 

2. Choose Insert Link .    

3. Choose Remove Link. 

4. Choose OK . 
 

¹  When the link should remain but the text needs to change, use Insert 

Link  or Link Properties on the secondary-mouse click menu. 
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ü Formatting Text 

for Emphasis 

When working with web content, consideration of the medium affects 

the options for emphasizing text.  Underlining is generally reserved to 

indicate hyperlinks.  Italicized text is more difficult to read on a monitor 

than on paper.  As a result, bold is the primary format for providing 

emphasis. 

· To Emphasize Text: 

1. Select the desired text in the (X)HTML Editor. 

2. Choose Bold.  

 ̧ Pressing t  + @  also applies bold formatting. 

 

ü Applying Predefined 

Styles 

Ingeniux sites rely on style sheets to control the display and formatting 

of the content contained in each page.  This standardized formatting 

provides a consistent look and feel across the site, which helps site 

visitors interpret and navigate the content. 

Authors can apply styles to text within the (X)HTML Editor so that the 

text displays with the appropriate formatting.  For example, the web site 

administrator may define a sub-heading style that an author can then use 

to mark up the sub-headings within the body copy on a page. 

· To Apply Predefined Styles: 

1. Select the desired text in the (X)HTML Editor. 

2. Select the desired style from the style drop-down list.   

¹  The web site administrator defines styles and determines which 

styles are available in the style drop-down list. 
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ü Inserting Images 

Images can be added to a page from within the (X)HTML Editor.  Some 

pages may have predefined image elements; these control the 

positioning of the image on the page.  When more flexible positioning is 

needed or when the page contains multiple images, the (X)HTML 

Editor is used.  

Images must be uploaded to the Images directory on the Ingeniux web 

server before they are available through the (X)HTML Editor.   Once an 

image is uploaded and selected, attributes can be configured to control 

the display of the image in the page. 

Attribute Description 

Width Sets the native width in pixels.  Changing this value without 

a corresponding change in height can result in distortion. 

Height Sets the native height in pixels.  Changing this value without 

a corresponding change in width can result in distortion. 

Border Determines the width of the border in pixels.   

Horizontal Determines how closely text wraps around the image on the 

left and right; measured in pixels. 

Vertical Determines how closely text wraps around the image on the 

top and bottom; measured in pixels. 

Alignment Determines position of image relative to text on the page. 
4.  

 

· To Insert an Image: 

1. Click in the desired image location in the (X)HTML Editor. 

2. Choose Insert Picture.   

3. Choose Browse.  

The Image Gallery appears in a separate dialog box. 

4. Locate the desired image in the gallery. 

5. Choose Select. 

6. Set image attributes, as desired.  

7. Choose OK . 
 

¹  Because the image is inserted into the (X)HTML Editor, it can only 

display within the context of that specific element.  Areas of the 

page reserved for standard content (such as the header) are not 

accessible to the author. 
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ü Inserting Tables 

The limitations of HTML in positioning content on the page resulted in 

the adoption of tables as a tool for forcing the arrangement of content.  

This practice had its own limitations and is now considered somewhat 

deprecated. 

However, in situations where a tabular arrangement of the content is the 

best possible solution, tables are still used.   For example, data is still 

entered into tables to facilitate ease of interpretation. 

¹  Experienced web developers recommend sketching out any table on 

paper before creating it.  Approaching the table with a plan in hand 

generally yields better results.  

· To Insert a Table: 

1. Choose Insert Table.   

The button expands to show a grid of squares. 

2. Select the desired number of cells from the grid. 

 

3. Click in the last selected cell in the lower right to insert the table. 
 

At the bottom of the menu are two properties options which give fine-

grained control over cells and tables. The first row of an inserted table is 

formatted as a header row.  By default, HTML treats header rows as 

bold and centered.  When the page is rendered and the style sheet 

applied, the header row may appear differently. 

¹  The header row can be toggled on and off using the table option 

menu. 
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ü Setting Table 

Properties 

The table option menu provides common actions such as inserting a 

column or deleting a row.  Access the table option menu by clicking in 

the table with the secondary mouse button. 

At the bottom of the menu are options for cell and table properties.  

These property dialog boxes provide additional control over the 

behavior of cells and tables.  Cell properties include width and height, 

alignment of cell contents, and text wrapping.  Table properties include 

width of the table, margins within the cells (padding), and border width. 

¹  Available cell and table options are constrained by the options 

considered part of HTML. 

ü Deleting Tables 

Deleting a table requires the table be selected.  This is easy to do when 

the table has a visible border, but somewhat trickier when there is no 

border to click.  

¹  The Tab key shifts focus from inside a cell to the whole table. 

· To Delete a Table: 

1. Click on the table border to select the table.  

-or- 

Click inside the table and press r  to select the table. 

2. Press k  on the keyboard. 
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Using Predefined Content 

One of the main benefits of a content management system is the ability 

to reuse content.  For example, a single news story abstract may appear 

in several places throughout the site.  Or contact information for an 

office may appear on multiple pages but only actually exist in one place.  

ü Working with 

Multi-Select Elements 

One way in which predefined content gets added to a page is through 

the use of multi-select elements.  These elements provide a list of 

predefined content from which to choose one or more values.   

For example, a page may be able to display abstracts for up to three 

news stories.  The multi-select element on the page can provide a list of 

possible stories from which one, two, or three are then editorially 

selected.  

· To Use a Multi-Select Element: 

1. Locate a multi-select element in the edit form. 

2. Choose Browse?. 

3. Select the desired item on the left side. 

 ̧ Pressing t  while clicking on items selects multiple items? 

4. Choose Select.   

The selected item(s) move to the right side of the dialog box. 

5. Repeat as needed until all desired items are on the right side. 

6. Choose OK . 

The selected item(s) display in the multi-select text box. 

 

¹  In many Windows applications, double arrow buttons (  ,  ) 

represent ñmove all items.ò  In the Ingeniux environment, they will 

only move the items that are selected. 

ü Using Components 

Another common form of predefined content is the component.  Each 

site has several different component types; often these component types 

are specific to the site design.  In general, a component is a chunk of 

content that is:  
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Å always viewed in the context of another page, never on its own 

Å used in many places across the site 

Component elements on a page are populated with a specific 

component.  This is done by dragging and dropping the desired 

component from the site tree, or by picking the component from the 

Select a Component dialog box. 

 

Select a Component Dialog Box 
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The Select a Component dialog box provides several options for finding 

components.  

Option Description 

Component Type Filter Located in the upper left, this drop-down list 

displays all component types.  Selecting a 

single type restricts the component list to only 

those of the selected component type. 

Component Name Filter Located in the upper right, this text box 

restricts the component list to only those 

whose names contain the typed text. 

Component List Located in the middle of the page, typing a 

letter while in this list will jump in the list to 

components whose names begin with the 

typed letter. 
5.  

 

¹  The preview area in the lower half of the Select a Component dialog 

box displays the content contained within the component selected in 

the component list.  This makes it easier to verify that the 

component selected is in fact the one that is desired. 

· To Use a Component: 

1. Locate a component element on the edit form. 

2. Choose Pick. 

The Select a Component dialog box appears. 

3. Filter for the desired component, if necessary. 

4. Preview the values for the selected component. 

5. Choose Select. 
 

¹  If a component element is no longer needed on a page, the Clear 

button removes any component data from the element. 
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Finishing a Page 

Once a page has been edited, several small steps remain. The page must 

have its spelling checked, be saved, and have its contents previewed to 

ensure that it meets the expectations of the author. 

ü Checking Spelling 

The spellchecker used in Ingeniux is not associated with the (X)HTML 

Editor.  As a result, the spellchecker will check all text and (X)HTML  

elements on the page. 

The spellchecker works much like the spellchecker in Microsoft Word.  

If a misspelled word is found, a dialog box appears with different 

options for correcting the problem.  

Option Description 

Change Causes this occurrence of the reported word to be replaced 

with the selected suggestion, or if the problem word was 

edited, the corrected version of the word. 

Change All Replaces this instance of the word and all following 

occurrences with the word in the Change To box. 

Ignore Causes this occurrence of a misspelled word to be skipped.  

If the same misspelled word appears later, it will be 

reported. 

Ignore All Causes this and all further occurrences of a misspelled word 

to be skipped. Use this button if the word reported as a 

misspelling is actually spelled correctly. 

Add Causes the reported word to be added to the dictionary 

selected in the Add Words To list. 

Add Words 

To list 

Shows all user dictionaries currently open. 

Suggest Searches for more suggested replacements for the current 

misspelled word. The Suggest button is disabled once all 

possible suggestions have been located. 

Undo Removes the last change made. The Undo button can be 

pressed several times to remove the last several changes. 

Undo Edit Removes any changes made to the text in the problem box. 

This button appears only if the text in the problem box has 

been changed. 

Cancel Stops the current spelling checker operation. 

Dictionaries Displays the User Dictionaries dialog to edit contents of 

user dictionaries. 

Options Displays Options dialog to set spellchecking options. 
6.  
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· To Check Spelling: 

Choose Check Spelling.   

 

¹  If any groups of elements on the page contain text elements or 

(X)HTML Editor elements, expand them before running the 

spellchecker to provide visual context for misspelled words.  

ü Saving a Page 

A page can be saved at any time.  Saving changes does not cause the 

changes to appear on the published site. 

If there are pending changes that have not been saved, an asterisk 

appears in the title bar next to the page name.  Additionally, the Save 

button on the toolbar is only available when there are pending changes 

yet unsaved. 

· To Save a Page: 

Choose Save.   

 ̧ Pressing t  + Q  also saves the page. 

 

ü Previewing a Page 

The preview tab provides a rendering of the current page as it will look 

when published.  The preview is completely functional, with all 

navigation, links, etc. appearing and working as they will when all parts 

are published to the site. 

¹  Previewing a page also saves working changes to the page. 
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Advancing Pages in Workflow 

The last step in authoring is to advance the page.  In an institution where 

pages are sent for approval, advancing the page might mean sending to a 

web editor.  In a situation where the author has permission to publish, 

advancing the page may mean publishing the page.  In either case, 

advancing the page sends it to the next workstate and to a member of 

the group associated with that workstate. 

¹  Workflows must be configured by the web site administrator and 

pages added to workflow (manually or through page creation rules) 

before a page can be advanced. 

ü Advancing a Page 

By default, the advance button appears as the second to last option on 

the toolbar.  The buttonôs text changes to reflect the available transitions 

at that point in the page work cycle.   

For example, if the page must now go to a web editor for approval, the 

advance button might read ñSend to Editor.ò  When the editor gets the 

page, the advance button might read ñPublishò or ñSend Back to 

Author.ò 

¹  If there is more than one advancing option available, the button will 

appear as a dropdown combo button, with the other choices 

available under the down arrow.  

· To Advance a Page: 

1. Choose the Advance button. 

 ̧ Pressing t  + R  also advances the page. 

2. Select the person to whom the page is sent, if prompted. 

3. Enter a comment to the person, if prompted and desired. 

4. Choose Send, if prompted. 
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ü Viewing 

Page Properties 

At the top of each page in the edit form is the status bar.  It displays a 

collection of information about a page.  These properties include the 

person to whom the page is assigned, as well as the workstate and group 

that currently ñownò the page.  The last workflow comment also 

appears, giving context around what the current assignee may be doing 

with the page. 

Property Description 

Page Name Displays the name of the page given in the site tree; it 

can be changed in the site tree. 

Schema Indicates page type (template) used to create the page. 

ID Distinguishes page from all others in site.  This unique 

number is assigned sequentially when page is created. 

Assigned To Identifies user to whom page is currently assigned. 

Created Displays date and time when page was created. 

Created By Indicates which user created the page. 

Last Modified Displays date and time when page was last checked in. 

Last Modified By Indicates which user last checked in the changed page. 

Start Date Specifies when the page will be available on the live 

site, as set in Page Properties dialog box. 

End Date Specifies when the page will no longer display in the 

live site, as set in Page Properties dialog box. 

Publish As Displays a friendlier name for the page URL, as set in 

Page Properties dialog box. 
7.  

 

· To View Page Properties: 

1. Access the edit form for the desired page. 

2. Expand the Page Properties at the top of the page.   

-OR- 

1. Click on the desired page with the secondary mouse button. 

2. Choose Page Properties. 

 ̧ Pressing _  + c  also displays the Page Properties box. 
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Editing Existing Pages 

While creating new pages are certainly part of the authoring process, 

most work in a web site involves editing existing pages.  When an 

existing page is edited, the published version of the page remains intact 

until the revised version of the page is published.  

Before a page can be edited, it must be located within the site and 

assigned to the person who will make the changes to the page.  

ü Locating Pages by xID 

Each page and component has a unique identifier in the system known 

as an xID.  Each xID is composed of the letter x followed by a number.  

These numbers are assigned incrementally as each new page or 

component is created.   

The xID for a page is displayed in the top right corner of the edit form.  

It is also appears in the site tree if the CTRL key is pressed while 

hovering over the page in the site tree. 

If the xID for a page is known, it can be entered into the Go To Page 

field on the toolbar.   

· To Locate Pages by xID: 

1. Click in the Go To Page field.   

2. Enter the xID for the desired page. 

3. Press c  . 

-or- 

Choose Go To Page.   
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ü Searching for Pages 

When an xID is not known, the search tool provides another way to find 

the page.  The scope of the search includes all data entered on the page.  

Searches produce a list of files that contain the word or phrase no matter 

where they appear in the text.   

Search results are for exact matches only.  Partial matches are not 

returned, and there are no wildcards.  Therefore, if there is a page with 

content ñhomecomingò, searching on ñhomecomò will not be 

successful. 

Consider the following rules when entering a search term.  

Å Queries are case-insensitive.  

Å Words in the exception list (a, an, and, as, and other common words) 

are ignored during a search.  

Å Punctuation marks such as the period (.), colon (:), semicolon (;), 

and comma (,) are ignored during a search.  

Å A logical OR is assumed between multiple terms.  

For example, the search term environmental research returns all 

articles containing environmental and all articles containing 

research. 

Å Use quotation marks to specify an exact match. 

For example, ñenvironmental researchò returns articles that 

specifically mention environmental research, but does not return 

pages that merely contain the term research. 

 

· To Search for  a Page or Component: 

1. Select the Search tab in the left pane. 

2. Enter the search term(s) in the Keywords to Search for. 

3. Choose Search. 

The first 25 search results appear in the lower half of the Search 

pane. The upper left portion of the Search pane displays the total 

number of results for the search.  
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Assigning a Page 

Only the person to whom a page is assigned can make changes to the 

page.  Assigning a page can serve as a way of managing the edit 

process, where people assign pages to one another with instructions.  

But when people want to make the changes personally, they must also 

assign the pageðto themselves. 

· To Assign a Page: 

1. Select the desired page in the site tree. 

2. Choose Assign To.   

 ̧ Pressing t  + I  also assigns the page. 

3. Choose the person to whom the page will be assigned. 

Names shown in blue are currently logged into the system. 

4. Enter a comment, if necessary. 

5. Choose OK . 
 

¹  The name of the person to whom the selected page is assigned 

shows up in the upper right corner of the edit form.  The edit form 

may need to be refreshed to show the change in assignment.  

Clicking on the edit tab refreshes the edit form. 

. 
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Advanced Authoring Tasks 

Objectives 

In this chapter, you will: 

¶ Explore the Admin client. 

¶ Upload documents, images, and media files to the CMS. 

¶ Revert to earlier versions of a page.  

¶ Delete pages and restore pages from the Recycle Folder. 

¶ Explore communication options within Ingeniux CMS. 

¶ Access help through the Ingeniux support site. 

 



 Advanced Authoring Tasks 

Ingeniux Corporation 37 

Introducing the Admin Client 

There are two main views of the Ingeniux CMS software: the Author 

client and the Admin client.  The Admin client displays all the options 

available in the Author client, plus some additional functionality.  

Groups of power users may use the Admin client without giving them 

administrator privileges.   

ü Accessing the 

Admin Client 

Permissions determine which view each type of user sees.  For example, 

a power users group may be given permission to use the admin client.  

When a member of the power users group logs into the Ingeniux site the 

Admin client view launches instead of the Author client view.   

ü Exploring the 

Admin Client 

There are several visual clues that differentiate between views.  These 

options are hidden from the Author client view but appear in the Admin 

client view. 

Menu Bar and Toolbar Options 

While the Author client provides a single toolbar across the top of the 

screen, the Admin client provides both a menu bar and a toolbar.   

 

Author Client View 

 

Admin Client View 

¹  The Admin menu is only visible when logged in as a user with full 

administrator privileges. 
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(X)HTML Editor Functionality 

The (X)HTML Editor displays additional toolbar options.   

 

Author Client View of (X)HTML Editor 

 

Admin Client View of (X)HTML Editor 

Hidden and Read Only Elements 

Some elements on an edit form appear in the Admin client, but not the 

Author client.  These elements have no visible indicator in the Admin 

client; they simply do not appear in the Author client view. 

For example, an edit form might include an element used to classify the 

page, determining where the content reappears across the site.  Use of 

this element might be restricted to editors and administrators by 


