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Logging In

First navigate to your logon page by typing the address in your address bar. This will always be:
http://manage.production.marigold.ab.ca

You will be prompted for credentials to access the staff site:

Windows Security *

Connecting to
manage.production.marigold.ab.ca

Enter your credentials

‘ marigold ‘

9

‘ LLZ 2L L L L

|:| Remember my credentials

oK Cancel

Both the username and password are “marigold”

You will then be directed to the main login page:

netgenlabs.com

Enter your username and password — your username will be in the form: name@library.com (your email address)
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Changing your Password

While logged in to the site. Click on user symbol in the lower left corner of the screen. Then click on “Change Password”
on the slider that opens out. Clicking on Change Information will let you edit your password and email address.

View profile

Change information

This will open your account in the main content area. Click in to the Password fields, then click on the “Send for
Publishing” link in the upper right.
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Moving to the New Platform

While you are building your website on the new platform we want to make sure that the current website is still visible
and functional for users while providing you the ability to create and view your new website. Until your “live” website is
directed to the new platform, you can view your “new” website at a URL similar to the following:

https://library.production.marigold.ab.ca
Replace “library” with your library name; for Marigold it would be:

https://marigold.production.marigold.ab.ca

Once you have completed your website (or are satisfied with your progress and would like to transition), please contact
Marigold IT to have your domain directed to the new website.
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https://marigold.production.marigold.ab.ca/

General Features

There are several features on the website that have been pre-designed and are not directly customizable. They function
the same on everyone’s website and are generally designed to provide a specific function to the users.

These items are:

e GoTo Top Navigation

e eResources

e Top Navigation
o Contact Dropdown
o Tracpac Login

e Search

GoTo Top Navigation

While exploring the website and scrolling down you will see a small arrow appear in the lower right corner of the screen.

You can click on this arrow to return to the top of the screen at any time.

eResources

The eResources are added and updated by Marigold staff. Each site has access to an eResources page
(http://www.mylibrarysite.com/eResources). This page is sorted alphabetically. Users can filter based on multiple
criteria to locate a type of resource, or they can do a “ctrl+f” find to locate a specific resource on the page.
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http://www.mylibrarysite.com/eResources

Top Navigation

There are two links on the top bar of your website. The first is a Contact Dropdown, the second is a link to TRACpac.

Contact Dropdown
The contact dropdown is dynamically generated by information you have filled out about your website (see “Library
General Information” section below for how to edit).

Contact TRACpac Login

Hours Contact Location
Sunday closed Phone: 403.934.6007 Carseland Community Hall
Monday closed Email: 330 Railway Avenue West
Tuesday 10:00am - 430pm | Questions or comments? PO Box 492

7:00pm - 9:00pm Carseland AB TOJ OMO
Wednesday closed i
Thursday 10:00am - 4:30pm ' g
Friday closed
Saturday 10:00am -12:00pm e ?
Holiday hours may apply e

Clicking on the “Contact” link will take a user to the Contact Us Page.

TRACpac link
This link takes a user directly to their login page on the PAC.

10|Page



Search
Clicking on the magnifying glass in the header will open the search screen.

Q

eResources

By default the search screen will search TRACpac using a Keyword search. The search can be changed by clicking the
dropdown and selecting Website.

CARSELAND

Community Library x

F|nd CAanrchh Ty m Q

Catalogue

Or by clicking Keyword and choosing a different search type for the catalogue.
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Keyword

\d Search Term ™

Author

Subject

When searching the website users can filter their results by content type to more easily find what they are searching for.

Filter by:

Event

Event

Gallery
Page
News

The librar
providing
Because «

N -
single poi

i

Keep reac
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How Content is Organized

This section explores how to use the platform editor and how to move around to add/edit content.

Accessing Content
When first logging in to the site you will be shown the content structure and general content page.

Q Content Preview
All
Content structure
S
& Al W All
&» Library Sites
& Marigold Sub items @
& Airdrie
o Select More actions = Upload files
[ Trash
&  Library Sites 14/11/2018 11:38 am il

The Black bar on the far left will allow you to navigate through the administrative parts of the site. You will only need to
access the “Content Structure” (where you are now), and the “Media Library”.

The “Content Structure” appears in a “tree” format where you can open and close various branches of the tree. Click on
the + symbol next to your library to expand the content tree.

Content structure

& All
&» Library Sites
& Marigold
4 Airdrie
Events
& Galleries
[} General Page Title

§ News

General pages and other content categories will appear here for quick access. Primarily you will interact with your site
through the main content structure panel. Click on the name of your library to open it for editing.
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Content structure
& All
) &# Library Sites
9 & Marigold
© A Airdrie=)

™ Events

& Galleries

My P ammeml] Plasmes T
This will open the content structure of your site in the main window

Q, Search content ... Content Preview

You are here: All / Library Sites / Marigold / Airdrie

Content structure
o ﬁ Airdrie [Library Home]
(-] &» Library Sites
© & Marigold Overview Sub items @ Locations Relations
© & Airdrie

eZ Tags

Events
™ Select More actions v Upload files Create new subitem
& Galleries

[ General Page Title
NAME &
i News

0 & Galleries

(=] Test EResources
T Trash o
0§ News

a Events

PUBLISHED 4

15/10/2018 07:39 am

29/10/2018 06:33 pm

30/10/2018 04:42 am

30/10/201810:13 am

TRANSLATI JNS

i1

=] ™ General paae 1ne

Clicking on an item in the content list will open that item for editing.

OO UL 22 am
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Finding Content

NAME 4

O @& Galleries

0 [ TestEResources

O § News <:

O Events

This opens the News container to view the news items
You are here: All / Library Sites / Marigold / Airdrie / News

g News [News Landing Page]

Overview Sub items @) Locations €) Relations eZ Tags
o Select More actions ~ Upload files Create new subitem

NAME 4 PUBLISHED

O ) News 02/10/2018 12:00 am & |
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Creating Content
To add a new piece of content, click on the “Create new subitem” button, then select the type of content you want to
create.

Overview Sub items @) Locations €) Relations eZ Tags

™ Select More actions » Upload files Create new subitem

Content

PUBLISHED _
Book List

O [ News 02/10/201¢ Custom Form
Folder
M 4 General Page

=> News Page

Registration Form
Use these controls to sort the sub items of the currentocanom o rormenu:
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Editing Content
You can edit the page you are currently on by clicking the Edit link in the upper right.

You are here: All / Library Sites / Marigold / Airdrie / News

g News [News Landing Page]

Overview Sith itams R I neatinns &0 Ralatinns &7 Tans

Edit a piece of content in the list by clicking on the icon next to it and selecting edit.

[« Select More actions ~ Upload files

PUBLISHEL

L
O [ News 02/10/20
News |
M Preview
Edit e e—
Co
Use thest a4 of the cun
Copy subtree [
Publishet
Move
------------------ Remove I

=
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Saving Content
While you are editing content, the navigation bar will be greyed out and you will be unable to click on anything. Across
the top of your screen you will see the editing buttons

Ii Storedraft  Store draft and exit ~ Discard draft Send for publishing

@ All / Library Sites / Marigold / Airdrie / News / News

Dashboard

ID: 596

“Store Draft” saves your current draft and keeps you on the editing page.

“Store draft and exit” saves your changes to the draft, then exits the editor page and takes you back to the previous
content container.

“Discard draft” removes any changes you have made and takes you back to the previous content container.
“Send for publishing” saves your changes and updates the website with the new changes.

NOTE: Saving drafts does not update what people see on the website, only when you publish the page does the website
change. Drafts are saved in the background, so you can make changes without affecting the site, and then later publish
the changes when you are finished editing.

NOTE: To see changes made to the live site, you must refresh the page twice. If the content does not appear, make sure
you have published the draft, then contact support.
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Preview your Page
While editing a page you will find the “Preview” button on the right side of the screen.

All / LiDrary Sites / Marigold / Airdrie f Leneral Fage |itle
ID: 599

Title * . P : . VT
General Page Title B Created: 31/10/2018 04:24 am
Philipp Kamps

Modified: 31/10/2018 04:24 am
AAIM Test

Static Link Published version: 1

Manage versions Freview

Clicking on this button will load the current draft that you are working on, so you can see how the changes you have
made will look on the live version of the site.

Marigold Starter §  marigold-starter § | Update view

320px 480px 768px 1024px g 1200px All / Library Sites / Marigold / Marigold Starter / Terms o...
Back to edit Publish

There are several buttons across the top of the preview page where you can change the “size” of the page to see what it
will look like on mobile devices.

To return to editing click “Back to Edit.”

To save your changes and update the live version of the site click “Publish.”
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Content Versions

Whenever a draft is saved and/or published to the site, a new version is created. Old versions are stored so they can be
referenced (or reverted to) later. To access these click on the “Manage Versions” button while editing a piece of
content.

ID: 827
i +*
Title Terms of Use @ Created: 08/12/2018 05:40 pm
Peter Keung
Static Link
hadifies the generated URL
Manage versions Preview
Current draft
Heara Imana - . - .
This will take you to the versions page
Versions for < Terms of Use > (2)
[# VERSION STATUS MODIFIED TRANSLATION CREATOR CGREATED MODIFIED
1 Published I#1 English (Canada) Peter Keung 08/12/2018 05:40 pm 08/12/2018 05:40 pm I
o 2 Draft I+1 English (Canada) MLS Test 06/02/2019 06:58 pm 06/02/2019 07:02 pm B #
Remove selected English (Canada) 4 1 % 2 % EELWUGTEEEE

+— Back

Published version

VERSION TRANSLATIONS CREATOR CREATED MODIFIED COPY TRANSLATION

1 Il English (Canada) Peter Keung 08/12/2018 05:40 pm 08/12/2018 05:40 pm English (Canada) % =

New drafts (1)

VERSION MODIFIED TRANSLATION CREATOR CREATED MODIFIED

2 [#1 English (Canada) MLS Test 06/02/2019 06:58 pm 06/02/2019 07:02 pm B (&

There are multiple things you can do at this stage. You can:

e Preview the different versions

o Copy a version to overwrite the current version

e Edit the current version (or draft)

e Compare two different versions

e Remove a version (delete current or older version)
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Preview Version
Click on the number under the “Version” heading to launch a preview of the version.

Versions for < Terms of

1 Published I+l En¢

0 2 Draft I+l En¢

Copy a version
Click the copy icon to the right of the version you want to copy (and overwrite the current version).

Versions for < Terms of Use > (2)

[#&  VERSION STATUS MODIFIED TRANSLATION CREATOR CREATED MODIFIED

1 Published I*1 English (Canada) Peter Keung 08/12/2018 05:40 pm 08/12/2018 05:40 pm I

This will create a new draft version.

Versions for < Terms of Use > (3)

(# VERSION STATUS MODIFIED TRANSLATION CREATOR

1 Published I+l English (Canada) Peter Keung
O 2 Draft I+l English (Canada) MLS Test
O 3 Draft I+l English (Canada) MLS Test

Which you can then edit and publish. This new draft will become the current version when published.

Edit the current version
Click on the edit button on the right of the page to open the version for editing. Only the most recent version, or draft
versions, can be edited.
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MODIFIED

08/12/2018 05:40 pm 08/12/2018 05:40 pm E i
06/02/2019 06:58 pm 06/02/2019 07:02 pm 'TJ
06/02/2019 07:08 pm 06/02/2019 07:08 pm B &

English (Canada) ¢+ 1 %

Compare two versions
Use the option boxes on the lower right to select versions to compare, then click “Show Differences.”

o 3 Draft I*1 English (Canada) MLS Test 06/02/2019 07:08 pm 06/02/2019 07:08 pm

Remove selected English (Canada) § 2 4 3 4 EENCVGGEEGES

fferences between versions 1 and 2

[z
&

IId version Inline changes  Block changes  New version

Title: Hero Image:

Terms of Use Image version 1:

There is no image file.

Static Link: Image version 2:
There is no image file.

Body:

These are the terms of use

You will be shown the differences between the two versions underneath.

Remove a version
Click on the checkbox to the left of the version to select it, then click “Remove Selected.” This will remove the selected
version from the list.
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¥ Ml W% % 1 %Wl - o 001 D% % 1 e W M 7

(& VERSION

1 Published I+l English (Canz
a 2 Draft I+l English (Canz
v 3 Draft I+l English (Cans

Remove selected ¢
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Deleting an Item

You can remove items in multiple ways.

Navigate to the container of the item and click the icon next to it to bring up the menu. Select “Remove”

1 Starter
tUs
¥ Select More actions = Upload f
ts
ry _
ry Membership 0 4§ News
ry Staff
i [ &, Contact
cy Policy 0 [ eResources
nology &
s O [0 Privacy Policy
s of Use
O [ __Terms of Use
Terms of Use -
= O Preview
B Edit
LJ
Copy
-0 Copy subtree
N Move
g
Remove
— &= Advanced P onaad
Navigate to the page itself and click the “...” icon next to the edit button and select “Remove”

You are here: All / Library Sites / Marigold / Marigold Starter / News / My new news page

D My new news page [News Page)|

Overview

Sub items

Locations { Relations eZ Tags

& Select More actions « Upload files Create new subitemn

Move

Copy

Remove

BB Table op Manage versions

You will be asked to confirm the removal.
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Confirm location removal

[ Al / Library Sites / Marigold / Marigold Starter / News /|

Move to trash

0K Cancel
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Using the Editor

Filling in content on the site is a simple process. Each time you create a new content type you will be asked to fill in a
form with the data that you want to be displayed. The form is laid out top to bottom with only a few required fields.
Each content type has different fields to fill in and those will be explained in more detail in the Content Types section.

Main Content Body

Body

L
Paragrach = B

5 —

(-
M
il
It
iii
i

£

B % <> 0§

fil
o
®

These are the terms of use

Path: paragraph

The editor that you will be using is referred to as a WYSIWYG (What you see is what you get) editor. This means it has

buttons along the top of the screen that perform functions for you. By clicking on those buttons you can format the
page to your preferences.

You should be familiar with many of the buttons from other text editing programs. They perform the same ways.
Hovering over a button for a few seconds will display a small popup briefly explaining the purpose of that button.
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Body _ .
Paragraph = B T = i

al % > Bold (Ctrl+E)

These are the terms of use

In the editor, in addition to basic formatting, you can add the following:

e Text Links

e Tables

e Book Lists (use the paperclip “Embed” icon)

e HTML Blocks (use the paperclip “Embed” icon)

e Accordions (use the </> “Custom tag” icon)

e Blockquotes (use the </> “Custom tag” icon)

e LibraryAware widgets (use the </> “Custom tag” icon)
e YouTube videos (use the </> “Custom tag” icon)

e Vimeo videos ((use the </> “Custom tag” icon)

e Buttons (select the appropriate class when editing a link)
e Images, with optional right/left floating
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Text Links

To create a link either to another page on the website, or to an external page, enter the text that you would like to
convert. Select it, and then click the “Edit/Insert Link Button”.

Body

Paragraph = B T
% t B %
Insert/edit link

These are the terms of use

S

Fa
Py

This will be a text link

This will open the new <link> window

New <link= tag x

Properties

New <link> tag
Other v QBN

| The url the link points to, starts with link type (like http://). l

View [default]

Target Mone
Clazz Mone A
Title
1
Suffix
OK Cancel

If you hover over one of the text fields, the system will prompt you for the type of information to provide. As above, in
the Href field it is asking for the http:// link to the item.

Once you have filled in the information (only the Href field is mandatory) click “OK” to save the link.

The link will now appear as a link in your content editor.
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Body

Paragraph = B T

TR S Y SRS

&

These are the terms of use

This will be a text link

Edit a Link
To make changes or edit a link, place your cursor inside the link and click the “edit/insert” link button.

Remove a Link
To remove a link, place your cursor inside the link and click the “unlink” button.

Internal Links
If you are linking to another page on the website, you can either fill in the web address in the Href field, or click the

“Search” or “Browse” buttons to locate the page on the site.

New <link> tag O

Other v QBN

Href

SEARCHING FOR LINKS
Clicking on the search button will bring up the search page. If you know the name of the page, you can type it in the
search bar. If you don’t know the name, or know only part of the name, use “*” as a wildcard to search for all “like”

pages.

You can filter your results by content type by selecting the type of content you are looking for from the content type list.
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MNew <link=tag

Properties

*
All _
o 2edarcn
Admin Folder
Banner
Book List -
New website! LEL: you ImIt the content Ty pe ) Z.-'.'-i.":"‘i:'.Z' 0y INEMEITG 2612 ef Publish content classes th
MLS Test User
Teen STEAM MNights Event
Might at the Library Escape Room Registration Form
Might st the Library Escape Boom Event
Storytimne date exception Ewvent Exception

Once you have found your content, click on the button to the left of it. This will import the node ID into the link.

New <link> tag
eznode v QE EI

Href

eznode/ 1077

View [d efau t]

If you can’t find your page, click the red X in the upper right to return to the link screen.

BROWSING FOR LINKS
Clicking the Browse button will open the media browser. If you are linking to another content page, you will look for
content. If you want to link to an image, file or other type of object you will click on Media at the top.

Top Level Modes / All / Library Sites / Marigold / Marigold Starter

Properties
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By default, you will be in the “Content” area.

Click on the links to open the content folders, or select the item by clicking the button to the left of it.

Top Level Modes / All f Library Sites / Marigold f

) Contact

| eResources

) Privacy Paolicy

If you can’t find your page, click the red X in the upper right to return to the link screen.

Open Links in New Window
If you want your link to launch in a new tab, select “New Window” from the target dropdown.

Targe: None

MNone
=Ll New window (_blank)

31|Page



Buttons

Buttons are created in the same fashion as text links. Add the text in the editor, then select it and click the “edit/insert
link” button.

New <link> tag
eznode v QW=
Href
eznode://577
View [default]

Targe: Mone

Clazz Mone

Mone
Title

Button Secondary

I}

In the “Class Field” select either Button Primary, or Button Secondary. The buttons use the colours from your website
template.

i MIErngona ; Mangoi STarter S 1enms or s

% S 3 B %
B

These are the terms of use

This will be a text link

=
|a
L

2
|ﬁ
[

These will appear the same as text links in your editor but will show as buttons when the page is published.
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Terms of [

These are the terms of use

This will be a text link

Style1

Style 2
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Images
Images can be inserted by clicking on the “Insert/Edit Image” button.

Body _
Paragraph = I =E =
&, Eal % <> 5
= = = S

This will open the “Upload New Image” window.

Upload new Image x

Mame
File Choose File | Mo file chosen
Location Media Library
Alternative text

Tags

&

Upload local file

You can use an existing image by Searching or Browsing for it in the same manner as creating a text link (see Text links
section). To upload a new image from your computer, type in a Name for the image, then click “Choose File.”

Upload Search

b

dame | Marigold Logo

$ Choose File | Mo file chosen

Location Media Library

Alternative text

Select the image from your computer.
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Fill in the other fields as necessary, then click “Upload Local File.”

Upload Search

Mame

File

Location

Alternative text

Caption

Tags

Erowse Bookmarks

Marigold Logo

Choose File | M Logo.png

Media Library

Upload local file @

Thrra ara mm ealadad icnamae

This will open the Embed tag page.
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Froperties

Edit <embed> tag

Relation Object: v
View = embed v
slign  Mone v

Max widch {px] 595

Switch embed image Edit image

DK Cancel

You can select how you want the image aligned here, or use the alignment buttons on the editor after it has been
inserted.

NOTE: To change the Image size, edit the “Max Width (px)” to a different value. It will default to the current size of the
image.

SLyIE £

Loream ipsum dolor sit amet, consectetur adipiscing
gravida dictum sollicit

™0 udin. Pellentesque sget fring
“r scelerisque nelgue. Proin
" vulputate elit eget felis mals

Phasellus mauris orci, fringill

MARI GO‘LD luctus sod
LIBRARY SYSTEM

ales erat. In porta interdum
sollicitudin. Sed sed ullamcerper guam, vel suscipit
Westibulum ac interdum elit. Etiam augue ante, ph:
consequat ac, ultricies a arcu.
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Insert/Edit Object

Using the Paperclip embed icon you can insert multiple types of content in to your page.

e Files
e Book Lists
e HTML Blocks

This functions the same as the “Insert Image” window, but you can upload any type of file from your computer, and/or
link to content objects on the site, like book lists and HTML blocks.

Embedded objects appear as so:

©

The Clockmaker's Daughter Read Alikes

[ =]
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Insert Custom Tag
Using the custom embed icon you can insert multiple types of content in to your page.

e Accordions

e Blockquotes

e LlbraryAware Widgets
e Youtube Videos

e Vimeo Videos

Accordions
Accordions are objects that can be expanded by clicking on them to show the content inside. Insert an Accordion by
clicking on the embed icon.

Properties

New <custom> tag

Tag | Accordion ¥

Main
Title

Accordion

Blockquote

LibraryAware Widget
OK Cancel Vimeo Video

YouTube Video

Select Accordion from the dropdown, enter the Title (Header) for the object and click OK

consequat ac, ultricies a arcu.

(=]

Accordion

accordion

[ & B

e

You can move the Accordion up and down by clicking the arrows on the right. Clicking the center button opens the
“embed” window to edit the title.
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Enter your text inside the blue area.
conseguat ac, ultricies a arcu.

My drop down text goes in here

This is marvelous information

Isn't this useful

On the live site it will be formatted based on your template colours.

suscipit odio. Vestibulum ac interdum elit. Etiam augue ante, pharetra quis consequat ac, ultricies a

arcu.

My New Accordion

My drop down text goes in here
This is marvelous information

Isn't this useful

ebug

J6 201

L F e Fo T |

Blockquote

To format text as a quote, type the text in to the editor, then select it and click the custom embed button. Select

“blockquote” from the dropdown and click OK.

Sed sed ullamcorper quam, vel suscipit odio. Vestibulum
ac interdum elit. Etiam augue ante, pharetra quis
consequat ac, ultricies a arcu.

On the live site it will be formatted based on your template.
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Sed sed ullamcorper quam, vel suscipit odio. Vestibulum ac interdum elit. Etiam augue ante,

pharetra quis consequat ac, ultricies a arcu.

LibraryAware Widget
To insert a LibraryAware widget, click on the embed button and input the ID in the custom tag window.

C e —

New <custom> tag
Tag  LibraryAware Widget v

D

Ok Cancel

LibraryAware Widget

libraryaware

[ & B

Youtube/Vimeo Video

To embed a video, click the embed button and input the video ID. You can adjust the default Width and Height for the
embedded video as well.

New <custom> tag

Tag  YouTube Video v

YouTube Video ID KVbel8UiUhU

Width

Height

For Youtube videos, the ID is at the end following the v=

EX: https://www.youtube.com/watch?v=KVbgJ8UjUhU
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For Vimeo videos the ID is at the end of the link following the “/.”

EX: https://vimeo.com/315269363

YouTube Video
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Content Types

There are several different content types that can be created on the website. Each is designed for a specific purpose
(apart from the General page that is made to fit every other use).

The content types are:

e General Page
o Use this for general purpose pages containing information.
o Galleries
o Use this to group images into a gallery structure for users to browse.
e News
o News items present information to visitors in a chronological format.
e Contact Us
o This page contains basic library information and a form for users to contact the library.
e Custom Form
o Forms can be used for multiple purposes and allow users to submit information to the library.
e Folder
o Folders group other content types for ease of management, just like folders on a computer.
e Book List
o Book lists display catalogue items in different views for users to browse and discover library materials.
e Events
o Events appear on the calendar and contain information for users looking to attend, register for, or
discover programming or important events at the library.
e Library Home
o The library home contains multiple sections allowing staff to change information about the library and
the colours and template scheme used on the website. This also allows staff to determine what type of
content is laid out on the library home page and how it is displayed.

Content Title
Each page must have a title. The link to this page is formatted based on the title of the page. For example, if | name my
page “My Title” — the website address will be: librarywebsite/folder/My-Title

All / Library Sites / Marigold / Marigold Starter / About Us / New General Page

My Title

NOTE: The Use of Title is the same on every content type.
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General Page

Most of the content on your website will be built using general pages. They are multi-purpose, can fill a variety of needs
and display all different types of subject matter. To create a general page Navigate to the location that you want to
create it, then click on the “Create New Subitem Menu”.

[ structure

ibrary Sites
# Marigold
! @& Marigold Starter
& [ About Us
[ Board of Trustee
@ [ Mission &
Philosophy
Events
[ FAQs
= Gallery
[ Library Membership
[ Library Staff
§ MNews
[ Privacy Policy

[ Technology &
Computers

™ Toemmm ok D lmm

Side Menu

You are here: All / Library Sites / Marigold / Marigold Starter
- - Location whet
4 Marigold Starter [Library Home]<:= BET———

Overview Sub items € Locations Relations eZ Tags

o Select More actions = Upload files Create new subitem

Content

Book List

0 £ MNews Custom Form 8 01
eResources Landing Page

B & Contact Events Landing Page B 02

[0 [ eResources Falder 810
Gallery Landing Page

O [y Privacy Policy $ General Page B 05
Member Libraries List

O [ TermsofUse 805
Registration Form

0 [ AboutUs 08/12/2018 06

NOTE: When creating General pages, you should mirror the structure of your website navigation. This is because side
menus are created dynamically for you, and they are based upon how the pages are nested inside the tree structure.

Editor View:
Menu Onen Today: 9:00am
View: @ 4 Marigold Starter
& [ About Us About Us Library §
[ Board of Trustee
& [ Mission &
Philosophy .o
Starter Public Library
[ Our Values

Staff

Mission & Philosophy e
Board of Trustees



Side Menu View:

Home » About Us » Mission & Philosophy

About Us X Ml g

Board of Trustees
Mission & Philosophy
Our Values Qur library cc

supporting i

This is accomplished by creating a new general page, while on the main general page in the editor.

& & Marigold
© 4 Marigold Starter

Click *D About Us

‘ ’~ [ Board of Trustee

You are here: All / Library Sites / Marigold / Marigold Starter / About Us

[ About Us [General Page] <& gmml We are now here

Overview Sub items € Locations Relations eZ Tags

™ Select More actions - Upload files Create new subitem

Create New Page here

Current 5ubpages
[0 [ Boardof Trustees 06/02/2019 03:30 pm K|
[0 [ Mission & Philosophy 08/12/2018 06:06 pm I=1

NOTE: You can also Move content after creating it. See Manipulate Content Section

General Page Fields

General pages have 4 fields to fill in:

e Title (Required)
e  Static Link
e Herolmage
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e Body

Static Link

If you would like to modify the URL of your page to make it easier to type directly in to a browser — for example, if the
title of your page is “My Super Awesome Page of Information for All People” that would create a very long URL
[http://www.marigold.ab.ca/About-US/My-Super-Awesome-Page-of-Information-for-All-People], it would be much
easier to type in simply [http://www.marigold.ab.ca/About-US/Awesome].

Al / Library Sites / Marigold / Marigold Starter / About Us / New General Page

Title * : -
My Super Awesome Page of Information for All People [

Static Link
Awesome|

NOTE: Unless you have a specific purpose to change the URL, it is unnecessary. When people click on links to navigate
the site they don’t have to manually enter the address, nor do they usually pay much attention to it. However, if you
were handing our pamphlets or flyers and wanted to direct people to a specific page on your website that was relevant,
you might want to shorten the URL to make it easier for them to find.

Hero Image

This image displays across the top of the page and is used to add visual impact and design to your site. While it is not
necessary to have a hero image, it does add to the overall aesthetics of your website. People are highly visual, and
having high quality imagery at the top of your page creates a positive first impression. Make sure to use high quality
images for this purpose; low quality images will create the exact opposite impression.

To add a Hero image, click the Browse Button and select a file from your computer. NOTE: Image max size is 1440 x 400
pixels. IF you upload a larger image, it will be automatically cropped by the system.

B Al - . .
Hero Image There is no image file.

Mew image file for upload: Alternative image text:

=8y e

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.

HERO IMAGE FROM LIBRARY
If you have already uploaded an image to the image gallery you can re-use that image as your hero image by using the
next field
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Hero Image from Library There are no related object.

Add an object in the relation

Add an existing object Q, Find object

Click “Add an existing object” to browse the site, or type a portion of the name in the find box and click “Find Object”

Body
Most of your page content is added through the Body content editor. For help on using the content editor please see
Using the Editor

Body

Paragraph = B T =E = = = i=
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Galleries

Galleries are broken down into two page types. Gallery Landing pages, and Gallery.

The Gallery Landing page contains a visual listing of all the different galleries associated with it. In general you will only
need 1 gallery landing page, unless there is a specific reason to separate your galleries into different groups.

The Gallery contains a group of images to be displayed in the gallery format. You must create the Gallery before you can

begin uploading images.

Gallery Landing Page

A gallery landing page has been provided for you. It is called Gallery and located in your content tree. You can navigate
to it by clicking the item in the tree menu or selecting it from the Sub Items list under your library name.

Content structure

& All
& & Library Sites

@ & Marigold
& % Marigold Starter
& [} About Us

Events

[ Library Membership
[ Library Staff

i News

[ Privacy Policy

[} Technology &
Computers

You are here: All / Library Sites / Marigold / Marigold Starter / Gallery

@ Galler{ [Gallery Landing Page]

Overview Sub items ) Locations Relations eZ Tags
& Select Maore actions - Upload files Create new subitem

T A
NAM. 3

List of Galleries

[0 +& Canadatravels 10/12/2018 12:00 am

Use these controls to sort the sub items of the current location on frontend:

NOTE: you can NOT create a new gallery landing page from within a gallery landing page.
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Upload files Create new subitern
Content

Book List

10/12/ Custom Form

Folder
Gallery
General Page

Registration Form
3 items of the currermocauormorrrmronrem:

Set

Create a new Gallery Landing Page

To create a new Gallery Landing Page, navigate to the root of your site (your library name on the tree).

SUTILSHIL DU U Lan e

& All
& & Library Sites

& & Marigold

m Marigold Starter

& [ About Us

= Events

Click “Create new Subitem” and select “Gallery Landing Page.”
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Upload files Create new subitem

Content

Book List

Custom Form 8 01:2
eResources Landing Page
Events Landing Page B 02:3
Folder 8102
$ Gallery Landing Page
General Page 8 05:3
Member Libraries List
8 054
Registration Form
08/12/2018 0&:0

NOTE: You cannot create a Gallery unless you are inside a Gallery Landing Page

The only field necessary to create a Gallery Landing Page is the Title. Add one, then save or publish your page.

here: All / Library Sites / Marigold / Marigold Starter / New Gallery Landing Page

Title My New Gallery ‘

Store draft  Storedraft and exit  Discard draft Send for publishing
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Gallery

Galleries contain collections of images, normally with a common theme or purpose.
To create a new gallery, first navigate to the Gallery Landing Page where you want the gallery to reside. Then click
“Create new subitem” and select “Gallery.”

@ & Marigold Overview Sub items Locations i Relations e Tags

& 4 Marigold Starter

& [} About Us
M Select More actions - Upload files Create new subitemn
Evenis
[ FAQs Content
@.@ Gallery Book List
[ Library Membership [J & Canadatravels 10412/ Custom Form Q|
[ Library Staff Folder
i MNews W 4 ¢ Gallery
[ Privacy Policy General Page
[} Technology & Registration Form
Computers Use these controls to sort the sub items of the currermrocauorromromena:
[) Terms of Use Published H Descending Set

There are 3 Fields to fill out for the gallery:

o Title
e Date
o Description

Date
The Date field can be the date the gallery was created, or the date the pictures were taken. This date is shown on the
Gallery Landing Page.
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Home » Gallery

Gallery

Canada travels
4 items December 2018 '

To input the date, you can either manually enter the Year, Month and Day, or use the Calendar icon to select it from a
visual calendar.

Date*  Year Month: Day: g

< February 2019 >
Sun Mon Tue Wed Thu Fri Sat

a7 g A a0 A9
P Fids 29 1

i =i o 2
scription * - =+ | w | o
3 Paragaph ~ B T E = 1|4 | 8 6.7 8 B
0 "-z-za 5 16
i @ X o 3 AR R E AR
= 24 25 26 27 28 1 2
3 I T T S S
Description

The description shows at the top of the gallery once a user has clicked into it. This should be a relatively short
description (1 paragraph or less) of what the images in the gallery are about/for.
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Canada travels

December 09, 2018

$ A cross-canada photo trip
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Adding Images to a Gallery
To add images to a gallery, navigate to the gallery. If you have just created the Gallery and published it, you will be sent
to this page by default.

You are here: All / Library Sites / Marigold / Marigold Starter / Gallery / My New Gallery

@ My New Gallery [Gallery]

Overview Sub items Locations €) Relations eZ Tags
¢ Select More actions - Upload files Create new subitem
NAME & PUBLISHED & TRANSLATIONS

Mo records found.

Alternatively: To locate your gallery -> Select the Gallery Landing page from the tree menu (or from the sub item menu
from the root of your site) then click on the Gallery where you would like to add images.

— [ FAQs

m Gallery

— [ Library Membership

NAME &

&% & MyNew Gallery

[0 & Canadatravels

— [ Library Staff

£ Rlavien

You can upload images either one at a time, or in bulk. To add one image at a time, click “Create new Subitem” and
select “Gallery ltem.”
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Create new subitem

Content

Book List
Custom Form
Folder
Gallery Item
General Page

el Registration Form

There are three fields to fill out for a gallery item:

o Title

e Image

e Caption
Title

The title of the gallery item is a very short description of the image. It will appear on the image when a user hovers over
it.

Olympic Stadium Montreal
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Image

To add an image, click the Browse Button and select a file from your computer. NOTE: Image max width is 990 pixels.

you upload a larger image, it will be automatically resized by the system.

=Telzid - .
Image There is no image file.

Mew image file for upload: Alternative image text:

>

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this

description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.

Caption
The caption appears below the image when a user clicks on the thumbnail to view the larger image.

Historic previous home of the Expos

Uploading Multiple Images
You can bulk upload images to the gallery by clicking on the “Upload Files” button while inside the gallery page.

IF
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You are here: All / Library Sites / Marigold / Marigold Starter / Gallery / My New Gallery
@) My New Gallery [Gallery| = =2

Overview Sub items Locations @ Relations eZ Tags

o Select More actions ~ Upload files Create new subitem

NAME & PUBLISHED 4 TRANSLATIONS

Mo records found.

This will open a file chooser to select images from you computer. You can select multiple images by clicking and
dragging a box around them, by clicking one item, and holding the shift key while clicking on another item, or by holding
the control key and clicking on each item. Once you have highlighted all the images you want to upload, click “Open” in
the lower right.

—~—— —
b Carnera Roll Cards Feedback Logitech Mew folder Saved Pictures Screenshots Uplay
mLﬂl T

et
1-did Axia Portal.png border BSOD.jpg Clearpass-Locked download.jpg IMG_5838.JPG jasjpg 4
termn graphic.jpg png
=-1-9

] ul e lHI Lot ﬂ ﬂ
LIDRARY SYSTEM LABRARY SYSTEM
1 1 dipminn’
Er M Logo.png mislogoblue-em  mislogoblue-sma  RK-AD-thumb.pn  RK-AD-thumb2.p Smart locker tc-the-division-n  threehillsdiagram

1g ail.jpg Ijpg g ng installed.png amed-boss-locati .png
ons-colored.jpg

wla Weird.png

il.png" "border graphic,jpg” "B50D,jpg" "Clearpass-Locked.png” "download.jpg” "FU lcon.png” "M Logo.png” "mislogoblue-email ) V| |Custom Files V|

ﬁ Open | | Cancel |

Muinl cattinne:

The system will upload the files for you, and a popup will appear similar to the following:
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manage.production.marigold.ab.ca says

Files uploaded:
M Logo.png: success

mislogoblue-email jpg: success
mislogoblue-small jpg: success

Do you want to edit the files now?

Click OK to continue and edit the files. The system will auto-fill the titles of the files based on the file name when they
were uploaded. You can then add the Alternative text and caption.
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Edit 3 images
1. M Logo
Title:

®
7

MARIGOLD _
hip LIBRARY SYSTEM st Cats

Image alternative text:

Image:

Caption:

2. mislogoblue-email

Title:

mislogoblue-email

|magg: IH MAH’GO’-D

LIBRARY SYSTEM Rﬂplﬂﬁﬂ (mlﬁﬂ

Image alternative text:

[ R .

When you are finished click the “Save” button at the bottom.
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Image alternative text:
ture

Caption:
Sites
igold

Aarigold Starter $| Save || Discard |

Y About Us

= Events eZ debug
3 FAQs

Editing Gallery Images
You can edit all the Gallery images at once (to bulk add/change Titles and/or captions), or you can edit each item
individually.

BULK EDIT
Click the “Edit All Gallery Images” button at the top of the page.

You are here: All / Library Sites / Marigold / Marigold Starter / Gallery / My New Gallery

@ My New Gallery [Gallery] =>

Overview Sub items € Locations Relations eZ Tags

EDIT INDIVIDUAL
To edit an individual item, click on the Image icon and select “edit” from the dropdown, or click on the item and use the
Edit button in the upper right.
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Overview Sub items € Locations {

& Select More actions - Upload 1

= M Logo

N
¢ [

Freview

Edit

Copy
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News
News is broken down into two page types., “News Landing” page, and “News Page.”

The “News Landing” page contains a chronological listing of all the news pages on the site. There is only one News
Landing Page and it has been created for you. You can find it by Clicking “News” in your tree view.

The News Page is very similar to a general page; the goal is to present content to users.

News Page
To create a news page, navigate to the News Landing Page, click “Create new subitem” and select “News Page”

Content structure

& All
R
]

Library Sites
& Marigold
& % Marigold Starter
& [ About Us
Events
[ FAQs
& Gallery
[ Library Membership
[ Library Staff
${ Mews
[ Privacy Policy

[ Technology &
Computers

[ Terms of Use

News pages have 6 fields:

Title

Author

Date

Short Description
Image

Body

Author
This field is not required and lists the Author of the news item. This appears both on the News Landing Page, and on the
news page itself.

You are here: All / Library Sites / Marigold / Marigold Starter / News

4 NewgNews Landing Page[)

Overview Sub items € Locations Relations eZ Tags

b Select More actions - Upload files Create new subitem

Content

Book List

O [ Newwebsite! Custom Form -
Folder

[0 [ Freedom to Read Week 2019 m

General Page

¢ Mews Page

Registration Form

Use these controls to sort the sub items of the current location on frontend:
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Author

dome » Mews

Filter by: News

My new news page

Feb 20,2019 @

Short Description
Keep reading...

Date
The Date field is the date the news page was originally written. This date is used to order the News Pages on the News
Landing Page — with the most recent item appearing at the top of the list.

To input the date, you can either manually enter the Year, Month and Day, or use the Calendar icon to select it from a
visual calendar.

Date*  Year Month: Day: g

L4 February 2019 >
Sun Mon Tue Wed Thu Fri Sat

27 2R M 430 31 1 2

scription *
i Paragaph ~ B T E = 4 |4 | 2 &6 7|88
1M N '12@'14 15 16

d B % o 0§ 17 18 19 20 21 2 23
= . ETEETIEI]
DA G iE
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Short Description
The short description appears on the News Landing Page as a “teaser” or description of the content contained in the full

News page. You can simply copy and paste the first portion of the News Page in this field, or type a custom description
of the contents on the News Page.

[0 ReaD week

freepom L1 B

Freedom to Read Week is an annual event that

encourages Canadians to think about and reaffirm their

commitment to intellectual freedom, which is guaranteed

them under the Charter of Rights and Freedoms.

Image
The image serves two purposes for the News Pages. It appears on the News Landing Page next to the short description,

and is used as the “Hero Image” for the News Page.

NOTE: To get the best effect from this image, it should be close to 1440 pixels wide, and around 1000 pixels high. This
will create a nicely square sample image on the News Landing Page, and a full size Hero Image for the News Page. In this
case, the image will automatically be cropped (to the center) of the image for the News Page.

Alternatively: Use a wide and skinny image (1440 x 400) to get the best effect from the Hero image, but the sample
image will be small and stretched on the News Landing Page.

To add an image, click the Browse Button and select a file from your computer.

age * i : ,
Image There is no image file.

Mew image file for upload: Alternative image text:

D

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.
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Body

Most of your page content is added through the Body content editor. For help on using the content editor please see

Using the Editor

Body
B I

Paragraph b

J BB & <« §

fil
oo
®
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Contact Us

There is only 1 Contact Us Page for your site. It is located at: http://www.yourwebsite.ca/Contact

The Contact Us page is automatically generated from fields located in the Library Home Page item. It can not be directly
edited.

The Contact Us page contains Location information for the library, Hours, Contact information and a basic form to email
the library for general inquiries.
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Custom Form
Forms can be used for a variety of purposes to collect information from users. To create a new Form you need to fill out
several fields:

o Title
e Description
e Fields

e Data (this is where submitted information is stored)
e Recipient
e Thank you text

Description
The description appears at the top of the form and provides the reason for the form and any instructions for filling it out.

My Example Form

This form is an example form for training purposes and really doesn't serve any other

purpose.

Please fill out each field in full detail, it doesn't have to be the truth, but should be very

detziled and precise.

Fields
The fields area holds all the entry fields that have been created for the form. To add a new field to the form click on the
“+"” symbol.

Fields
+ = Field Name ( Text )
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Edit the new field by clicking the name of the field, this will expand the card out with more details.

Fields
+ = Field Name ( Text )

Field Name: |Field Name

Field Type: Text

#| Reguired
Thiz will mark the field as required visually {*) as well as for validation

purposes
Validators

Library Card £ +

Remove Field
=]

Field Name
This is the name of the field, it appears on the left of the field.

L ast Name*

Required
If this box is checked then a user MUST enter data for this field or they can not submit the form.
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Validators
There are four types of validators which can be used to verify that the data entered into the field is appropriate.

Validataors
Library Card || *

Library Card

URL

Minimum Length
Maximum Length

Library card ensures the user has entered the right number of digits, it does NOT check that the card is valid or in good
standing.

URL ensures a user has entered something in the format http://www.somesite.com

Minimum/Maximum length allow you to control how much information can be entered in to a field. For example:
Province — Maximum 2 (for abbreviations), Postal Code — Minimum 6, Maximum 7 (with space).

Field Type
There are 9 types of fields

e Single/Multiple Choice
o Used to present a list of options for user selection
e Date
o Provides a clickable calendar for a user to enter a date, or allows a manually entered date
e Date and Time
o Same as Date, but with a time field
e E-mail
o For user email addresses — this is used for multiple purposes

e Integer
o Whole numbers only
e Number

o Allows decimal numbers
e Password

o For entering passwords, the user will see **** rather than the characters entered
o Text

o General field for single line text entry
e Text Area

o For entering multiple lines of data
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Fields

= Field Name ( Text )

Field Mame: |Field Name
Field Type: | Text &
N Single/Multiple Choice
¥ Required| Date
This will mark{ Date and Time
purpases E-mail
_ Integer
Validators | nyumber
Library Cd Password
Text
Text Area

Remove Field

Il as for validation

=

SINGLE/MULTIPLE CHOICE

Once you select the Multiple choice Field type, more options are presented to you. There are four different types of

choice fields.

e Select

e Select Multiple
e Radio Buttons
e Checkboxes

SELECT: Options appear as a drop down list

Field Name* ¥

Field Name*

Choice Name 1

Choice Name 2

Choice Name 3

H

SELECT MULTIPLE: Options appear as a drop down, where users can select multiple options
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Fleld Name*

Choice Name 1, Choice Name 2 ¥

Choice Name 1
Choice Name 2

Choice Name 3

RADIO BUTTONS: Options appear as a list where users can select one button.

Field Name*

CHECKBOXES: Options appear as a list where users can select multiple boxes.

Field Name*

hoice Name T

)

Choice Name 2

Choice Name 3

CONFIGURING OPTIONS:
You can add items by clicking “Add Option” then editing the text in the “Choice Name” Field.

Click the Red “-“ to remove an item
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| Required
This will mark the field as required visually {*) as well as for validation

purposes

Choice Type Checkboxes  §

Options:

$. Choice Name 1

. Choice Name 2

. Choice Name 3
Add option ¢

Validators

Library Card g +

E-MAIL

There is an extra option to “send copy of this form to this user” — which will send the user a copy of the information
submitted, at the email address entered in this field.

¥ Required

This will mark the field as required visually {*) as
purpases

[ Send copy of form to this user
Validators

i S T & 1

Re-Order Fields
You can drag and drop fields to change their order on the form.
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Fields
‘ + » One ( Text)
|
‘ + w Three ( Text )
‘ + ~ Two ( Text)

Remove Field
To remove a field from the form, click the red “Remove field” button.

¥ Required
Thiz will mark the field as required visually {*) as well as
purposes
Validators
Library Card 2 *

Remove Field

Recipient
Enter the email address(es) of the person(people) who should receive the information submitted in this form. You can
enter multiple email addresses separated by commas.

Recipient
Supparts mulliple e-rmail addresses
separated by commas

richard@marigold.ab.ca, someoneelse@marigold.ab.ca

Thank You Text

After submitting the form, the user will be shown this content - followed by a summary of the data they entered in to
the form.
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My Example Form

This form is an example form for training purposes and really doesn't serve any other

purpose.

Please fill out each field in full detail, it doesn't have to be the truth, but should be very

detailed and precise.

C>Smok'em if you got'em

Fleld Mame:

My Field

View Form Submissions
You can review the form submissions by navigating to the Form and clicking the “overview” option.
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You are here: All f Library Sites / Marigold / Marigold Starter / My Example Form

[} My Example Form [Custom Form] <:=

Sub items

Title:

Description:

Fields:

Data:

Recipient:

Locations € Relations eZ Tags

My Example Form

This form is an example form for training purposes and really doesn't serve any
other purpose.

Please fill out each field in full detail, it doesn't have to be the truth, but should
be very detailed and precise.

+ Field Name ( Text Area)

Show entries Search:

a My Field
Showing 1to 1 of 1 entries Previous Next

4 3
Export to CSV

richard@marigold.ab.ca, someoneelse@marigold.ab.ca

Remove Form Submissions

You can delete submission data by navigating to the Form and clicking the red “-“ next to the form information you

would like to remove.
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[ My Example Form [Custom Form] '<:=

Overview Sub items Locations €) Relations eZ Tags

Title: My Example Form

Description: This form is an example form for training purpos
other purpose.
Please fill out each field in full detail, it doesn't hi
be very detailed and precise.

Fields:
= Field Name ( Text Area )

Data: Show entries !

My Field

Showing 1to 1 of 1 entries

4

Exporting Form Data

You can export the information from the form to a CSV file and open it in Excel or a similar program to sort and
manipulate the data for other purposes. Click on the “Export to CSV” link, then select a location on your computer to
save the file.

75| Page



Fields:
+ Field Name (T

Data:  Show entries

Showing TtoTof 1+

Viewing Registrations for Different Dates
If you have a registration form that has separate registrations for different Event days, you can view the registrations for
a specific event by selecting that Event from the “Event Occurances” dropdown and clicking the “Filter” button.

D Registration [Registration Form]

Overview Sub items Locations € Relations eZ Tags

Title: Registratiop

Fields

Event Dccurrences:l Wednesday, March 06, 2019 (9:00 am) |

Show entries Search: I

Registrations

n n Pater Keunn neterfmmunn ca
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Folder

Folders are purely organizational objects. They can be used to group other types of objects together in a single location
for easy access.

To create a folder, navigate to the location you would like to create it, and click “Create new subitem” and select

“Folder”
You are here: All / Library Sites / Marigold / Marigold Starter / FAQs / Folder / Another Folder
nt structure
@ Another Folder [Folder]
Library Sites
& Marigold Overview Sub items Locations § Relations eZ Tags

= 4@ Marigold Starter

& [} About Us
W Select More actions - Upload files Create new subitem
Events
© [ FAQs Content
& i Folder Book List
i Another Mo records found. Custom Form
Fold
o Folder
& Gallery M 4 General Page

Registration Form

[ Library Membership

Folders appear in the Tree structure to the left and can be expanded or contracted by clicking the symbol next to them.

NOTE: The name of the folder appears in the URL of the page, keep them short and appropriate for public viewing.
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Book List

There are two types of book lists; the standard Carousel, and Featured Book lists. Each is created in the same way but
will appear slightly differently on the website.

To create a Book List, navigate to the location you want to create it, click the “Create new subitem” button and select
“Book List.”

NOTE: Book lists do not “appear” where you create, in the folder structure, you have to insert them in to pages, or add
them to the home page directly. For Inserting on pages please see Using the Editor. To add to the Home page please see
Homepage.

@ Book Lists [Folder]

Overview Sub items Locations Relations eZ Tags

o Select More actions ~ Upload files Create new subitem
Content

Book List

Mo records found. Custom Form

Folder
Book lists have 4 sections to fill out:

e Title

e Short Description
e Read Alike Header
e Books

Short Description
This appears at the top of the book list once a user has clicked to view the full list.
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Home = The Clockmaker's Daughter Read Alikes

The Clockn
Alikes

lockmaker's Daughter, is a New York Tir

Kate Morton writes books with female pr
:out one of Morton's previous books or so

Read Alike Header
In a “Read Alike” or “Featured” book list, this header appears on the carousel view beneath the featured title and before
the carousel. This field is not mandatory, in which case “Read Alike” will appear here.

[ > Read Alike

1": YA g e
ol i ol ” o 3 w»
?' DIS'?ANT ; 4, FORGOTTEN

« HOURS 4}' P ’

g (1Y
T UORTON Y
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Books
This area is for adding books to the list. Books can be added by ISBN, UPC, or Control Number. You can easily scan the

books if you have the hard copies available, or manually enter the numbers into the field.

NOTE: There is a maximum of 25 books per list.

Books Book list is empty.

9?801431EBDD1| ‘ Add book

Set

ISBN: 9780743188001, CN: 17123007
UPC- Remove from list [eres

In falling snow

Books

set

Set as featured
by MacColl, Mary-Rose, 1961- author

Published: 2012

ISBN. UPC, or Control Number Add book

Fiar Iarrralata Aaka s Iralima farmmlatas Aakba s W asdt A niead farminalatas L Aal s ook e ek

Featured Book List
To make this list a featured book list, click the “set as featured” button next to one of the books.
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Standard

Set

ISBN: 9780143788001, CN: 1123007
UPC: Remove from list States

In falling snow .
w Set as featured -
by MacColl, Mary-Rose, 1961- author
Published: 2013 e
m ISBN: 9781430152782, CN: 880020 UPC: " —
s . emove from list
.«  The distant hours : a novel
by Morton, Kate, 1976- author
Published: 2011

Books

Set as featured  output

| hrmas 11PA ae Armseald Blann b KA sl

The book will then be marked as featured.

Books ISBN: 9780143188001, CN: 1123007

UPC:

In falling snow
by MacColl, Mary-Rose, 1961- author

Remove fro

Published: 2013

ISBN: 9787430152782, CN: 880020 UPC:

DISTANT
s HODRS

wd Thedistant hours : a novel

Remove fro

by Morton, Kate, 1976- author

Set as featu

Click the button again to de-select it.

Importing a Book List

When creating a new book list (or working with an empty list), you can import from a list that has been previously
created by Marigold staff for your use. To do so, instead of manually adding items, select the book list from the Import
dropdown and click “Import.”
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Books Book list is empty.

Import book list

Import

The Clockmaker's Daughter Read Alikes
YRCA: Young Reader's Choice Awards
Read the Movies
SBN, UPC, or Control {Shared Book List Marigold Example: Disney Movies

This will automatically copy all the books from that original list into yours.

NOTE: You can add or remove books from this list at your own discretion, it will not affect the original list. If you would
like to re-import the books from the original list, remove all books and the dropdown to import will appear.
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Events

Events are the items that appear on the Calendar views on the website. Each event has a schedule (for how often it
appears) and may include a registration form for people to sign up for the event.

To create an event, select the “Events” landing page from your Tree view, and click “Create new subitem” then select

“Event.”
3 All st

& Library Sites

&% Marigold Overview
4 Marigold Starter
[ About Us
™ Select
i@ Book Lists
Events ¢
[ FAQs
& Gallery O
[} Library Membership
[ Library Staff -
£ Mews =
(Y Privacy Policy
M™ Tarhnalaoe £ IR i1

Events have 8 sections to fill in:

o Title

e Image

e Date Information
e Location

e Cost

e Short Description
o Description
o (Categories

Image

LYCIILD [CLYCSIILD Lalidinyg raycj

Sub items @ Locations Relations

eZ Tags

More actions = Upload files Create new subitem

Content

Book List

Library Board Meeting Custom Form 220
¢ Event
Kid Gamers Club Folder 22
Babytime General Page 821
Registration Form
Teen STEAM Nights 06/02/2(

The image serves two purposes for the Event Pages. It appears on the Event List View next to the short description, and

is used as the “Hero Image” for the Event Page.

NOTE: To get the best effect from this image, it should be close to 1440 pixels wide, and around 1000 pixels high. This
will create a nicely square sample image on the News Landing Page, and a full size Hero Image for the News Page. In this
case, the image will automatically be cropped (to the center) of the image for the News Page.

Alternatively: Use a wide and skinny image (1440 x 400) to get the best effect from the Hero image, but the sample
image will be small and stretched on the News Landing Page.

To add an image, click the Browse Button and select a file from your computer.
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Image *
Width: 990px

There is no image file.

Mew image file for upload: Alternative image text:

¢ Browse. ..

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.

Date Information
This is where you set the schedule for the event. You can have multiple schedules if the event runs on different days or

on alternative schedules.

By default the event will have a single entry:

Date Information *

11/02/2019 1500 [tO| 11/02/2019 16:00
Al A

You can edit this or remove it. If the event only happens once, select the date and time the event will happen.

If the event is on a schedule, set the first day that the event will be happening, and then click the dropdown and select
“recurring.”

Date Information *

11/02,/2019 1500 |to

LlAll day

Durati

| Single :l

|

Reciaring

Add date rule
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To set up a recurring schedule, select the frequency (Every X weeks/months) and the day that the event re-occurs
(Sunday-Saturday). If the event runs for a set period of time, select “on” from the “ends” dropdown and select a date
when the event will no longer be held.

11/02/2019

All day

Recurrings | EVEry | 2

e
il

dd Smm /S vy

to

1/0272079 16:00

Duration is T hour

on| Sunday & |ends| on 4

February, 2019 - 3
Sun Mon Tue Wed Thu Fri Sat
1 2

3 4 5 6 & g

m 1 12 13 15 16
17 18 19 20 22 23

24 25 26 27

NOTE: Click the downward arrow in the date field to bring up the calendar view

Multiple Schedules

To add a second recurring schedule, click the “Add Date rule” button, and repeat the same process as above for adding a
new date rule. For example: An event that happens Every Tuesday at 2:30pm and Thursday at 11:30 am would look like

this:

Date Information *

Recurringg | every

1470272019

Recurringg | e@very

Add date rule

14:30 |to| 120272019

Duration is 1 hour

week(s) § | ON | Tuesday 3 |ends

11:30 |to| 140272019

Duration is 1 hour

weekis) § | ON | Thursday 2 ends
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Location
The location appears in the event list view and on the event listing page.

=] &
Location Next to the children's area, on the green rug with the blue lettering

Ukulele Lessons for Seniors

Date: February 2, 2019
Time: 1:00pm - 2:00pm
Location: Library Program Room¢

Strum along to your favourite songs and some new ones too.
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Cost
The cost appears on the event list view and the event listing page.

Event Title Here

Date: February 12, 2019
Time: 2:30pm - 3:30pm
Location: Next to the children's area, on the

Cost: $1,000,000

See more...

Short Description
The short description appears on the event list view and should be a brief summary of the event.

Ukulele Lessons for Seniors

A" %

Date: February 2, 2019
Time: 1:00pm - 2:00pm

Location: Library Program Room

S5trum along to your favourite songs and some new ones too.

See more...

Description
This should be a full description of your event, it can include text, graphics and other content just like a General Page.
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Categories

There are 9 main Categories to select from, and each one contains several subcategories. Each event must belong to
one (and only one) main Category, but can appear in multiple subcategories. When filtering for items on the calendar,
users can filter by multiple main categories, and if they select only a single category, they can further filter by the
subcategories selected.

Categories *
Adult

Sub categories for: Adult

Clubs

Computers and Technology
Crafts, Games, Hobbies
ESL and Newcomers
Entertainment

Learning and Enrichment
Makerspace

Writers and Readers
Events

Filter by:

Adult ( Baby & Toddler ) ( Family ) Preschooler

( Senior ) ( Special Event ) ( Teen )

Clubs

Crafts, Games, Hobbies

« Previous STEAM and Makerspace

Summer Reading Club -
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Event Schedule Exceptions

If a recurring event needs to be rescheduled because there is something else taking place at that time, or to cancel a
single day, you can add that exception without having to manipulate the overall schedule. To do so, navigate to the
Event, but do not edit it. You should be at the main Event page.

Click “Create new Subitem” and select “Event Exception”

Marigold Starter / Events / Event Title Here

Relations el Tags

W Select More actions - Upload files Create new subitem

Content

Book List

Mo records found. Custom Form

Event Exception
M 4 Folder
General Page

Use these controls to sort the sub items of the currel Registration Form

[} Ry Y Anasse dllfaa Y [Py

The Event Exception has all the same fields as the standard event type except the Category selector. The Date Field is
slightly different.

Date Information
Select the date you want to change
| want to the event

If for some reason some of the event details are different on a specific day. EX: Thursdays the event is in Meeting room
2 instead of Meeting room 1.

Select the date you want to change
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Select the date you want to change | 2019-02-26 ~ |
- -select- -

| want tc:the event 2019-02-12

20190214

2019-02-19
2019-02-21

2019-02-26
2019-02-28

And select “change” from the dropdown.

Date Information

Select the date you want to change | 2019-02-26 ~
the event

skip

| want to

NOTE: The “skip” option is only for when you need to cancel the event for this day altogether.

Once you have selected the date to change, edit the information in the fields that is different, and publish the event
exception.

You are here: All / Library Sites / Marigold / Marigold Starter / Events / Event Title Here

Event Title Here [Event]

Overview Sub items @) Locations €) Relations eZ Tags

o Select More actions - Upload files Create new subitem

NAME & PUBLISHED & TRANSLATIONS

[ [ Feb26thcancelled 11/02/2019 03:36 pm g |

Event Registration Forms

Registration forms use a unique registration system to allow patrons to sign up to scheduled events. The event creator
can define the maximum number of participants, and add a waitlist where users can sign up to be automatically
registered if/when a slot opens up from another user cancelling.
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To add a registration form to an event, navigate to the event and click “Create new subitem” then select “Registration
Form.”

You are hepe: arigold / Marigold Starter / Events f Event Title Here

Event Title Here [Event]

Overview Sub items @) Locations Relations eZ Tags

& Select More actions - Upload files Create new subitemn

Content

Book List

0 [} Feb26thcancelled 1 Custom Form

Event Exception
M q Folder
General Page

Registration Form
Use these controls to sort the sub items of the currenocamomrorrronen:

Registration forms are simplified versions of the custom form with some minor changes. There are 6 options to fill out:

e Title

e Fields

e Registration Limit

e Wait List Limit

e Recipient

e Event Type Checkbox

Fields

The registration form fields are preconfigured and you can add as many (or few) as needed. To add a field to the form,
click and drag it from the “inactive” fields list to the “active” fields list.

92| Page



Fields

Inactive Fields Active Fields

«b Last Name (text) | < Email (email) * required |
« Phone Number (text) | '-PI' First Name (text) |_|

$ Age (text)

+ Barcode (text)

«b Parent/Guardian Name (text) I

b Allergies (textarea)

+ Notes / Comments
(textarea)

Registration/Wait List Limit
Enter numeric values in these fields dictating how many people may register, and/or how many people may be included
in the waitlist.

Registration Limit 10

Wait List Limit

Recipient
Enter the email address(es) of the person(people) who should receive the information submitted in this form. You can
enter multiple email addresses separated by commas.

RECipr nt
Supparts mulliple e-rmail addresses
separated by commas

richard@marigold.ab_ca, someoneelse@marigold.ab.ca
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Event Type Checkbox
There are two overall types of event registrations:

e 1:Users must register for each individual event. EX: Paint Night every second Thursday — users would need to
register for each session they were interested in.

e 2:Users register for the whole event series. EX: 6 weeks of Guitar lessons — users would register once and
expect to attend each upcoming lesson without having to re-register.

By default, the registration form is “Type 1” where a user registers individually for each event. To change the form to
“Type 2” where users register for the entire series, click the checkbox.

One event only (for O
recurring events)

Once you have completed the form, publish it to activate the registration features.

Event Title Here [Event]

Overview Sub items €@ Locations (i Relations eZ Tags
¥ Select More actions = Upload files
NAME & PUBLISHED & TRANSLATIONS
0 [ Feb 26thcancelled 11/02/2019 03:36 pm Ity |
O 0O signup 11/02/2019 03:55 pm i+l
M 1 1

Review Registrations
To view your registrations, see View Form Submissions.
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Home Page Objects

There are several types of content that are only available on the home page. They are created in the “Media Library”

rather than the “Content Structure.” These include:

e Banners

o These are advertisements that appear at the top of your Home Page

e Featured Cards

o These are advertisements that appear as small cards with short descriptions

o These need to be created in groups or 2 or 3 cards.
e Fun Facts
o This appears as a section break on the Home Page

First click on “Media Library” on the black bar to the far left.

Media library

% Media
&» Library Sites
& Marigold

« & marigold-starter

User accaunts

Expand your Tree and you will see the different item types in the library:

Media library
5 Media
& Library Sites
%% Marigold
&a marigold-starter
w# Banners
%# Featured Cards
& Files
w# Fun Facts
% HTML Blocks
w# Images

&7 Menu Structure
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Banners

Click on Banners to add/view banners for your site. To create a new banner click “Create new Subitem” and select

“Banner.”

edia library

# Media
| & Library Sites
& & Marigold
& & marigold-starter

g# Banners

%% Featured Cards
& Files

&# Fun Facts

& HTML Blocks
&» Images

& & Menu Structure

Trash

Banners have 8 fields to fill in:

o Title
e Description
e Image

e CTA Text/Colour/Link

e Text orientation

You are here: Media / Library Sites / Marigold / marigold-starter / Banners

§% Banners [Admin Folder]

Overview Sub items € Locations Relations

& Select More actions « Upload files Create new subitemn

Content

Banner
0N Freegal Music Featured Card
Fun Fact
- b AutoMate HTML Block
oo Solaro Menu - Main Menu ltem
(Mot |
Mo File

Image

las thamas amstenles to st tha b Bamaas af tha secant laastine an feanmt amed:

e Blend Background Colour

Title

For Banners, the title does not appear on the live website.

Description

This text appears over the banner and should be a short description of what you are trying to advertise. Use one

sentence or less.
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i

AutoMate === |

Do-it-yourself auto
repair made easy,

r 1] AN

Image
The image needs to be a high-quality image that is free of text or other additions. It should be a clear picture that
highlights the product or service you are trying to highlight

NOTE: Images need to be at least 1440 x 500px — if the image is larger, it will be cropped automatically by the software.

To add an image, click the Browse Button and select a file from your computer.
- + R .
Image There is no image file.

Mew image file for upload: Alternative image text:

¢ Browse. ..

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.

Call to Action
The call to action (CTA) section allows you to customize how the banner appears on the site.

The CTA Text is the text that shows on the button
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The CTA Colour is the colour that the button appears as.

The CTA Link is where you want a user to be directed when they click on the button.

Text Orientation

The text can appear to the left or right side of the image. Depending on the image, one side is usually better than the
other.

Blend Background Colour

This either enables or disables the colour overlay selected in the text section. For some images it isn’t necessary to
include a colour overlay for the text to be readable, but for most it is.

| e

AutoMate =

Do-it-yourself auto
repair made easy.
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Featured Cards
Click on “Featured Cards” to add/view featured cards for your site. To create a new card click “Create new Subitem” and

select “Featured Card”

You are here: Media / Library Sites / Marigold / marigold-starter / Featured Cards

Media library
@ -
& Media §# Featured Cards [Admin Folder]
& & Library Sites
© & Marigold Overview Sub items ) Locations Relations

& & marigold-starter

L

% Banners

M Select More actions - Upload files Create new subitemn
¢ﬁ Featured Cards
& Files Content
& Fun Facis Banner
& HTML Blocks 0o Meet Libby => Featured Card
& Images Fun Fact
(] B  Summer Readin
& & Menu Structure b g HTML Block
[ Loop Around the Lake Sunday Jur Menti - Main henu fiem
W Trash 0 OverDrive m
File
0 Flipster Image
I Pronunciator

Featured cards have 7 fields to fill in:

o Title

e Code

e Description
o C(CTAText

e CTALink

e Background Image
e Background Colour Overlay

Code
Using the code field overrules all other content on the page and should only be used for a very specific purpose. In
general, leave this blank.

NOTE: This will not remove the background image, so you can upload an image and it will still appear behind the code.
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Description
This appears as the body of the card, it should be a short description (one sentence or less) about what you are trying to

advertise/direct people toward.

Get started...

CTA Text
This it the call to action text that appears on the lower part of the card.

CTA Link
This is where a user should be directed after clicking on the card.

Background Image
This image appears as the background for the card. It should be a regular image without additional text or added

features.
NOTE: This image is limited to 380x380px. You should crop your image to this size before uploading.
To add an image, click the Browse Button and select a file from your computer.

Image *

Width: 990px

There is no image file.

MNew image file for upload: Alternative image text:

o>
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Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.

Background Colour Overlay
There are three options for the overlay, this can be set to one of the two template colours, or turned off. Depending on
the image that is being covered, some effects might look better than others and/or the text may be easier to read.

Background Colour Overlay % None

Colour 1 -
Colour 2 -

Colour 2

OverDrive

"'-,,4.'1_.

M,!
Coe A

UFELOVE
< SURVIVING

OLLYWD(
ifavou rl'li_';L‘rh OeDsa

fin__g_ertps ) Borrow eBooks & Audiobooks

Find out more...
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Fun Facts
Click on Fun Facts to add/view fun facts for your site. To create a new fun fact click “Create new Subitem” and select

“Fun Fact.”

I owme LII.JIE.IJ R R =g

© & Marigold Overview Sub items ) Locations € Relations

ﬁ & marigold-starter

— %a Banners
M Select More actions - Upload files Create new subitem
— &2 Featured Cards
— & Files Content
m Fun Facts Banner
— & HTML Blocks 0N Fun Fact Featured Card
— & Images ¢Fun Fact
€ & Menu Structure | 4 HTML Block

Menu - Main Menu ltem

Use these controls to sort the sub iterns of the cmrem

[ Trash _
File
Path String B Ascending + Set

Image

Fun Facts have 3 fields to fill out:

e Title
e Text
e Background Image

Title
The title does not appear anywhere for the fun fact.

Text
This is the content that will display in the fun fact area. It should be short — one sentence or less.

The “hashtag” key on your keyboard (#) is called an 'octotroph’
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Background Image
The background image appears behind the text. It should be a textured graphic or otherwise abstract image. It needs to

be at least 1440px wide.

NOTE: An overlay will be applied to the image automatically to help contrast with the text and make it easier to read.

To add an image, click the Browse Button and select a file from your computer.

- 2 & . .
Image There is no image file.

Mew image file for upload: Alternative image text:

>

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.
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Library Information and HomePage
To edit general information about the library, the design template, system settings and the Homepage settings, click on

your library name from the tree view, and click the blue “Edit” button.

Content structure

& All

Q & Library Sites
6 & Marigold

$ 4 Marigold Starter

@ [} About Us

— il Book Lists

— 5] Events

~ [} FAQs

— &) Gallery

— [ Library Membership

— [ Library Staff

You are here: All / Library Sites / Marigold / Marigold Starter

4 Marigold Starter [Library Home]

Overview Sub items € Locations ) Relations eZ Tags

@ Select More actions ~ ‘ Upload files Create new subitem

NAME 4 PUBLISHED 4
= i News 03/10/2018 01:29 pm
O &, Contact 07/11/2018 02:52 pm

TRANSLATIONS

i1

EH Table options 4 »

PRIORITY 4

(=]

(=]
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Library General Information
Select the “Content” tab from the menu on the left.

All f Library Sites / Marigold / Mar

Name *
Design
System
Layout Ll

Here you will find:

Library Name (Internal — this is what appears on the tree view)
Title (this appears on the website itself)
Address

Opening Hours

Opening Hours Description

Phone Number

Fax Number

Email Address

Social Media (Facebook/Twitter/Instagram etc)
Manager

Assistant

Board chair

Card fee

Population

Library Symbol

Services Provided

Map Link

Staff List Page

Newsletter (Title/Text/Button/LInk)

Support your library link (Donate/Volunteer)

Opening Hours
Setting a schedule both allows the website to dynamically tell users if the library is open or closed today, as well as to

provide

a listed schedule for them to review.

There are four sections to the hours:

All year
Summer Time

Marigc

Starten
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e Special Rules
e Special Days

Fill in your regular schedule in the All Year Area

Opening Hours

All year
sundays Open
9:00am - 5:00pm

Mondays Closed

Example: 9am - 8:30pm

Tuesdays Open
9:00am - 5:00pm
Wednesdays Open
9:00am - 5:00pm
Thursdays Open
9:00am - 5:00pm
Fridays Open
9:00am - 5:00pm
Saturdays Open

9:00am - 5:00pm

If you have Summer hours, enter the dates when the summer hours apply to your library. Once you fill in both fields,

another list will appear (same as above) for you to fill in the summer hours.

Summer time

From 01/02/2019 to

Sundays

Open %

Example: 9am - 8:30pm

Mondays

Open 3

31/03/2019
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If there are specific days that the library is open/closed outside of a regular schedule (ex: those who are open only a few
days over the summer rather than on a weekly schedule) you can add those days in the Special Rules. Click “Add Rule”
then fill in the information. This can also be used to add STAT holidays that occur yearly.

For example, if you are only open June 27" and July 14" over the summer (every summer) you would enter the
following:

Special rules

Yearly & 27/06/2019 Open %

Open June 27th n
Yearly 5 14/07/2019 Open %

Open July 14th n
Add rule

To add Special days, click “add day” under special days and fill in the information. The only difference between special
rules and special days, is that special days do NOT recur, they happen once only, ever. EX: Library is closed because
everyone is on vacation.

Special days
dd/mm./yyyy Open %

Add day

Opening Hours Description
If you have special considerations for your hours, you can add a comment here that appears below the regular schedule.
Often simply “Hours may change without notice” or something to that effect is included. This is not mandatory.

E-mail Address
This address is used for the contact form, and anywhere the email address for the library is displayed.

Social Media (Facebook/Twitter/Instagram etc)
Please include the link to your social media accounts, with the http:// included.
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Twitter https://twitter com/MarigoldLibSys

InStRaram https://www.instagram.com/marigoldlibrarysystem/
Pinterest http://www.pinterest.com/marigoldlibsys/
YouTube

https://www.youtube.com/channel/UCsIP3HbMfHsL3féy

Services Provided
This should be a link to a page where you have described the services in the library

Map Link
This should be a link to a map showing the Library’s location.

Newsletter

At the bottom of your website homepage is a section talking about your library newsletter. These fields allow you to fill
in the information for it. If you do not have a newsletter you can disable this section from appearing on your home page
and can ignore this section.

Stav i.nformed With Get the latest about Library events, new programs and services

and other Library news through our monthly e-newsletter. You

our month_l‘y can unsubscribe at any time by clicking the unsubscribe link at

the bottom of the emails.

newsletter

Support your library links
This section appears in the footer on each page of your website. It has two buttons, one to Donate and one to
Volunteer. You will need to provide links to forms or pages that provide direction to your users on how to proceed.
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4 Support your Library
Help build a brighter future for your library and

\ community. Thank you for your generosity.

Donate Volunteer
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Design Template
Select the “Design” tab from the menu on the left.

You are here: All / Library Sites / Marigold / M:

Content

=
e}
[
[T
=

System

Layout

Here you will find:

e lLogo
e Favicon
e Map

e Theme Colours

Logo
s used

eager

Remi

Logo

This is the main logo for your Library. Please note that the width is limited to 132px in the header, so size your image
accordingly. Provide as close to a square image as possible, images that are long or tall and narrow will appear badly.

Logo
Originally uploaded image is used

STARTER

Remove image

Mew image file for upload:

Browse...

Current image: Library-Home.jpg
MIME type: image/jpeg

Size: 13.09 kB

Dimensions: 764 x 447 px

Alternative image text:

Starter Library

Favicon

The favicon is the small symbol that appears on the browser tab next to the title of the page. By default, this will appear

as the Marigold symbol unless it is changed.
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sace Library System X | P,' Starter Library Site * | F,' Freedom to Read Week 2019 x | +

NOTE: These images are designed to be small and not very detailed, but still recognizable. Do not use a complicated logo
for your favicon. If in doubt, please contact Marigold for assistance.

Map
This is an image of a map view showing your Library’s location. The link to the map is in the “Content” settings.

SAralfmare Waler Hark v

Map Current image: marigold_map.png
st o Holy Crass Callegiate ) MIME type: image/png
Size: 43.34 kB
Marigold Liory System ) Dimensions: 317 x 358 px

1l £ i Hon Petro-Can

Remove image

MNew image file for upload: Alternative image text:

Browse__.

Theme Colours
There are several sections to the Theme Colours:

e Preset Selector

e Base Colours

e Special Colours

e Backgrounds

e Buttons

o Text

e Text Decorations
e Icons
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BASE COLOURS

There are 6 colors that are defined and control how everything on the website is displayed. These can be found here.
You can individually change these colours either by pasting in a HEX code or clicking in the field and using the colour
selector.

Alternatively, you may fill in a “theme” by using the “Preset Selector” picking an option and clicking “Apply”

NOTE: Until you publish these changes, they will not be live on the website

Theme Colours Praset Colour Scheme 4 » m

Colour Scheme 1

Base Colours Colour Scheme 2
Colour Scheme 3

Primary Dark Colour Scheme 4
Colour Scheme 5
Colour Scheme 6

Primary Light Marigold HQ
Peace HOQ
Peace River

Secondary Dark Airdrie

Secondary Light #COFFD4

The Base Colours are applied through the template based on the following:
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Primary Dark

- Header Top
- Banner Background (if needed)

- Calendar Bar

- Contact icons

- Back to Top icon

- Text H1-H4, H6 Overlay
+ Primary button (Off)

+ Printer Icon (On)

Secondary Dark
- Background for Header text
100% opacity / Blend mode: Multiply

- Search lcon (Hover/On)

Secondary Tint
- Background for Dropdown nav

- Background for Overlays

- Pop-up Sharing menu (Hover/On state text)

Primary Light

Secondary Light

Secondary Tint 2

- Pop-up Sharing menu - text

- Text - links

+ Text - H5, H6 - Accordion Body

- Side Menu - links, radio buttons, check-boxes
+ Sharing icon

- eResources icons

« Printer Icon (Off)

- Social media icons - On state

+ Header bottom > Hours & Search icon (Off)
- Primary button (Off)

+ Home page > section divider lines

« Footer Button - outline (On & Off) & fill (On)

.« Footer > Mail icon, subheads

- Background for accordion bars

- Background for pop-up sharing menus

NOTE: If you have any problems aligning your brand colours with the base colours on the website, please contact

Marigold for assistance.

WARNING: If you do not have specific brand colours, you will need to select an overall colour palette before
attempting to design a colour scheme for your website. Entering random and/or non-complimentary colours here can

destroy the overall look and feel of your site.

ADVANCED COLOUR SELECTION

Because of how colours vary, sometimes the light/dark needs to be swapped to provide more contrast and better
visibility to the end user. The remaining colour selectors allow you to make these minor tweaks, as well as show where

each colour is used on the website and what it is used for.

Not every item can be individually altered, and the ones that can will only have two options.
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Footer Button Outline (On) | Secondary Light | I

Primary Button (Off) Secondary Light ¥ -

Secondary Dark

) Secondary Light
Primary Button Text (Off) FBIGCRT |

NOTE: Only change these if you notice that objects on the site need to be changed because they are difficult to see
and/or read.
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System

Select the “System” tab from the menu on the left.

All / Library 5
Content

Design

Google Analytic
Layout

Here you can enter your website URL, and Google Analytics ID. The website URL is used when generating the member
library listing.

NOTE: You should not have to change these settings after they have been created.
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Homepage
Select the “Layout” tab from the menu on the left.

You are here: All / Library Sites / Marigold / Marigold Starter
Content
Layout L
Design
Banner Carous:
System

¥ [Banner Ca
Layout

This is where you can manipulate the content that appears on your library Homepage. There are six sections that can be
added to your site:

e Banner Carousel

e News

e Events

e Book List
e Fun Fact

e Featured Cards

The order of these items can be manipulated by drag-and-drop or using the arrow buttons on the right. Clicking the
Trash button will remove that type of content from your home page.

NOTE: This does not delete any actual content, it just removes the object from appearing on the Home Page.
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Layout

Banner Carousel v | Add block Expand All § A@.
¥ [Banner Carousel] PO
¥ [News] PO
¥ [Events] PO

¥ [Book List]
¥ [Fun Fact]

¥ [Featured Cards]

Store draft  Store draft and exit = Discard draft Send for publishing

Click on the arrow to the left of any item to expand it and view the information displayed in that section of the Home
Page.
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Banner Carousel
These banners appear at the very top of the Home Page beneath the main menu.

NOTE: For creating banners see the section “Banners” under Homepage Objects.

# [Banner Carousel] A+ Vb

Mame:

Add itermn

Queue: no items.

Items Class Location N
node
Media/Library-
_ Freegal i : :
O Music Banner Sites/Marigold/marigold- open »
I
starter/Banners
Media/Library-
[ Solaro Banner Sites/Marigold/marigold- open »
starter/Banners
Media/Library-
[ AutoMate Banner Sites/Marigold/marigold- open »

starter/Banners

Remove selected

You can add up to five banners, and they will rotate based on the order in which they were set up. You can click-and-

drag the items to change their order.
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View

Ite Cl Locati

ms ass ion s :
Media/Library-

[ Solaro Banner Sites/Marigold/marigold- open »
starter/Banners

_| Freegal Music Banner Media/Library-Sites/Marigold/marigold-
starter/Banners open »

Media/Library-
[] AutoMate Banner Sites/Marigold/marigold- open »
starter/Banners

Remove selected

To add a banner, click the “Add item” button.

# [Banner Carousel]

Mame:

Add item <=

Queue: no items.

Select “Banners” in the Browse page.
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Browse

To select objects, choose the appropriate radio button or checkbox(e
To select an object that is a child of one of the displayed objects, clic

A marigold-starter [7]

|1n 25 50

[l & Featured Cards

[l & Files

[0 & FunFacts

Click the checkboxes next to the banners you would like to add and click the “select” button.

10 SE1eCT an 0Dject inat 1S a cnia ot ont

e A Banners [3]

L |1n 25 50

acks

chae ¥ ¥ Freegal Music

# ) AutoMate

[ [ Solaro
=> By o
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News
By default, this section will be filled with the 3 latest news items in chronological order (newest first). If you would like

to manually insert items in to this list you can do so here.

NOTE: We recommend you do not edit this area unless there is a very specific reason to semi-permanently “feature’ a
news article. Static information is better suited for other elements, such as the banners or featured cards.

Click on “Add Item” to add a specific news item. Select “News” in the Browse page.

Browse

To select objects, choose the appropriate radio but
To select an object that is a child of one of the disg

A Marigold Starter [14]

10 | 25 50

ship

[ &, Contact

Click the checkboxes next to the news items you would like to add and click the “select” button.
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=i .

To select an abject that is a ch

M News [2]

10 | 25 50

nbership
ff [ New website!
[] Freedom to Read We

icy
i &

> -
s5e
Events

Events function exactly as News Items (see section above)

Book List
You can have multiple book lists in a single section on the home page, and you can have multiple book list sections.

To assign a name to the Book list group, fill in the Name field:

2« [Book List]

Mame:

Recommended Lists ‘

Add itemn

NOTE: If you want to show a “Featured” book list, make sure it is the only list in the section. If you add multiple lists you
will lose the “Featured” look.

NOTE: To create book lists, see the “Book Lists” section under Content Types.

To add a list, click on “Add Item” and select the book list from the browse page (if you have a folder that the book lists
are in, select the folder first, then the book list inside it).
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[] FAQs

Click the checkbox next to the book list(s) you want to insert and click “Select.”

10 | 25 | SO

[+ The Clockmaker's Da

When multiple lists are added they appear as a carousel with multiple tabs:

Book Lists

g O 3

LIST 3 LIST 2 THE CLOCKMAKER'S DAUGHTER READ ALIKES
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Fun Fact
Fun facts act as section breaks on the home page.

NOTE: For creating fun facts see the section “Fun Facts” under Homepage Objects.

# [Fun Fact] * ¥ @

Mame:

Add item

Queue: no items.

View

ltems Class Location
node

Media/Library-
_ Fun Fun 4 i :
= Sites/Marigold/marigold- open »
Fact Fact
starter/Fun-Facts

Remove selected

To add a fun fact, click the “Add Item” button, then select “Fun Facts” from the Browse menu.
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Browse

To select objects, choose the appropriate radio button ¢
To select an object that is a child of one of the displaye

A marigold-starter [7]

10 | 25 | 50
® NAME
& Banners

&= Featured Cards

s Files

Click the check box next to the fact you would like to enter and click “Select.

”

4 Fun Facts [1]

10 | 25 | 50

[ Fun Fact

NOTE: Only one fun fact should be inserted in to each section.
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Featured Cards
Featured cards appear as a group of clickable objects on the Home page.

NOTE: For creating featured cards see the section “Featured Cards” under Homepage Objects.

# [Featured Cards] A+ ¥ W

MName:

Add itermn

Queue: no items.

View
Items Class Location :
node
B ) Featured MEdIEI.-'rLllfr_Fﬂl‘y- ;
[ Pronunciator i Sites/Marigold/marigold- open »
starter/Featured-Cards
il e Featured hﬂedsaleh_rary— )
[ Flipster P Sites/Marigold/marigold- open »
starter/Featured-Cards
Featiadt Media/Library-

[ OverDrive e Sites/Marigold/marigold- open »
starter/Featured-Cards

Remove selected

To add a featured card, click the “Add Item” button, then select “Featured Cards” from the Browse menu.
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Browse

To select objects, choose the appropriate rad
To select an object that is a child of one of th

A marigold-starter [7]

10 | 256 | 50
&  NAME
& Banners
(Featured Cards)
& Files

Click the check box next to the card(s) you would like to add and click “Select.”

4 Featured Cards [6]

10 | 25 | 50

[ NAME

[ [} OverDrive

[} Flipster

[J [ Pronunciator

[) Meet Libby

[ [ Summer Reading

[} Loop Around the Lake Sunday June 24, 2

NOTE: For each feature card section make sure there are at least 2 cards and no more than 3 cards.
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Menu Structure

Menus are all managed in the “Media Library” section from your black side menu
the “Menu Structure” section to view the three menu types.

User accounts

&

Setup

Metgen Tags

There is the:

& Media
& Library Sites
&# Marigeld
- &% marigold-starter
w# Banners

&% Featured Cards
w» Files
& Fun Facts

w2 HTML Blocks

&» Copyright Links
a» Main Menu

w# Quick Links

e Main Menu

o Appearsin the top header of the site
e Quick Links

o Appears in the footer

e Copyright Links
o Appears beneath the footer

. Click on “Media Library” then expand
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Link Order

The order the links appear is managed by the “Priority” assigned to each link. By default you can not see this option in
the table. To turn this on so you can modify the links click the “Table Options” button.

Upload files $ EH Table options

Then click the box for “Priority” and click “Close”

Table options

Number of items per page:

| 10 l.,;ll

25 ®

50 I.;,II

Visible table columns:

h

Thumbnail

| Name
Visibility

. Type
Modifier
Modified
Published
Translations

| Section
MNode ID
MNode remote ID

| Object ID
Object remote ID

OO0 0000000~ N =

Object state
Priority

¢ Close
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Items with a LOWER priority appear FIRST (at the top or to the left).
NOTE: You can create negative values (ex: -1).

To edit the priority, click on the number and type a new value.

BILITY & TYPE 4 FRIORITY 3
ible Admin Folder 0
ible Admin Folder i}
ible Admin Folder 10|
1

NOTE: Everything is created with a default priority of 0. When things have the same priority, the item created first
appears first.
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Creating Links
There are two ways to creat a link to a menu item. You can use an Internal Link or External Link. Each menu item allows
you to create a link using either.

Internal Link
If you are linking to a page on the website use the Internal Link. You can either browse for the object by clicking “Add
Existing object” or type in a name and click “Find Object.”

Internal Link

Takes precedence over Link field

There are no related object.

Add an object in the relation

Add an existing object ‘ Event Title| Q, Find object

If you click “add an existing object it will open the Browse menu. Click through the menu items (or use the tree view on
the left) until you find the item you are looking for.

You are here: All
Content structure

e All

Browse
& & Library Sites
& & Marigold
© @ Marigold Starter To select objects, choose the aj
© [) AboutUs To select an object that is a chil
i@ Book Lists A Al [-ll
Events
[} FAQs 10 | 25 | 50

[ Library Membership
[ Library Staff g Library Sites

4 News

[} Privacy Policy Cancel
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. i Lo
Events

L D FAQS 10 | 25 | 50

— [ Library Membership

— [ Library Staff © Event Title Here
— 4 MNews

Library Board Meeting
— [] Privacy Policy

— [} Technology &
Computers

9] Kid Gamers Club

— [ Terms of Use @ Babytime

o Teen STEAM Nights

9] Night at the Library Escape Room

9] Storytime

9] Planning Financially for Post-Secondary ¢

9] Ukulele Lessons for Seniors

DR -

If you use the Find Object a list of relevant items will appear for you to select from.
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Internal Link

Takes precadence over Link hield

There are no related object.

Add an object in the relation

Add an existing object Event Title Q Find ohj

List 3 [Book List] /Library-Sites/Marigold/Marigold-Starter/Book-Lists

List 2 [Book List] /Library-Sites/Marigold/Marigold-Starter/Boak-Lists

Event Title Here [Event] /Library-Sites/Marigald/Marigold-Starter/Events
Libl’ﬁl’}f Board Meeting [Event] /Library-Sites/Marigold/Marigold-Starter/Events

The Clockmaker's Daughter Read Alikes [Book List] /Library

Sites/Marigold/Marigold-Sarter/Book-Lists
Read the Movies [Book List] /Content-Templates/Marigold/Re-usable-Content/Baok

$¥RCA: Young Reader's Choice Awards [Book List] /Content

Templates,/Marigold/Re-usable-Content/Book-Lists

The Clockmaker's Daughter Read Alikes [Book List] /content

Templates,/Marigold/Re-usable-Content/Book-Lists

Link
Manually enter the link you would like to send the user to.

Link http://www.myfacebookpage.com
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Main Menu

The main menu is broken down into three layers of items.

e Menu - Main Menu ltem

o This appears directly on the menu of the page as the topmost category level.

e Menu— Menu Column

o Each Main Menu Item can have up to three inner columns and must have at least one.

e Menu-Sub Menu Item

o These are the clickable menu links that take users to pages on the site. They can be added to any menu

column.

yTARTER

Main About Us

Menu Column 1
Starter Public EIErary
Staff
Mission & Philosophy

Board of Trustees

-

Sub Menu Iltem

Open Today: 9:00am - 5:00pm

Library Services Programs & Events

Menu Column 2 Menu Colum 3
Our Partners Qur Picture Pages
Marigold Library System

TRAC

TAL (The Alberta Library)
RISE Network
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Main Menu [tem

The site template is designed to have up to a maximum of four main menu items. These should be very broad
categories beneath which you can fit multiple subcategorie. We have provided examples for what we believe are useful

generic headers for your use.

To add a Main Menu Item, click on “Main Menu” from the media library, click “Create new subitem” and select “Menu —

Main Menu Iltem.”

Media library
& Media
& & Library Sites
& & Marigold
& & marigold-starter
%# Banners
%» Featured Cards
&2 Files
%# Fun Facts
& HTML Blocks
& Images
& & Menu Structure
&# Copyright Links

& Main Menu @

& Quick Links

There are 3 fields to fill out:

e Title
e [nternal Link

You are here: Media / Library Sites / Marigold / marigold-starter / Menu Structure / Main Manu

§# Main Menu [Admin Folder]

Overview Sub items ) Locations Relations

& Select More actions - Upload files Create new subitemn

Content

Banner
0 About Us Featured Card
Fun Fact
0 Library Services HTML Block
o0on Programs & Events $ Menu - Main Menu Item
Cn e Meda |
File
Image
Mo 4 9

o Links to a page on your own website

e Link

o Links to a page not on your website

Title

This is what appears as clickable to the user.

Links
See “Creating Links” above.
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Menu Column
To add or edit menu columns, click “Main Menu” on the media library tree view, then select the menu for which you
would like to edit the column.

¥ =elect More actions - Uplt
&3 Featured Cards
wa Files
&a Fun Facts
% HTML Blocks 0
%# Images
0 Library Services
&2 Menu Structure
R O Programs & Events
$ & Main Menu
w» Quick Links D eResources

NOTE: There are two types of Menu Columns; a list of text links or an image link.

About Us Library Services

Programs by Audience

Preschool Programs
Children's Programs

Teen Programs

Family Programs

Adult & Senior's Programs
Special Events

Browse All

Kid Gamers Club

You may have up to three columns in each Main Menu item. To add a Column click “Create new subitem” and select
“Menu — Menu Column.”
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D About Us [Menu - Main Menu ltem]

Overview Sub items € Locations Relations

© Select More actions = Upload files Create new subitem

Content

| Banner
I Column 1 vij: Featured Card
Fun Fact
- D Column 2 VE HTML Block
0o Column 3 Qﬁ Menu - Menu Column

There are 5 items you can fill in for a Menu Column:

e Title

e Image

e Image Description
e Image Internal Link
e Image Link

Title

The Title only appears if you are making an Image link Column. If this is a text link column the title will not appear and

we recommend labelling it Column A/B/C or 1/2/3 (or similar).

If you are making an image column this title appears below the image.

Image

If you are creating an image link, this is where you upload the image you would like to use. Please note the image size is

255x255px.

To add an image, click the Browse Button and select a file from your computer.
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Image *

There is no image file.

Mew image file for upload: Alternative image text:

¢ Browse. ..

Alternative image text will appear if for some reason the image is unable to load and for visually impaired users this
description is used by their screen reader. You can enter a brief description (one sentence or less) of the image here.

Image Description
This appears below the title and should be a short (one sentence or less) description of the page you are sending the
user.

Links
See “Creating Links” above.
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Sub Menu Item
To add text links to columns, click on the menu column you want to add the link to, click “Create new subitem” and

select “Menu - Sub Menu Item”

You are here: Media / Library Sites / Marigold / marigold-starter / Menu Structure / Main Menu / Progran

". Column 1 [Menu - Menu Column

Overview Sub items @ Locations Relations

W Select More actions = Upload files Create new subitem

Content

Banner
0 Programs by Audience Featured Card
Fun Fact
0 Preschool Programs HTML Block
Oon Children's Programs ¢ e A
Cn e Meda |
File
I Family Programs Image

There are 4 Fields to fill in for a Sub Menu Link

o Title

e Display as Header
e Internal Link

e Link

Title
This is what the user sees as clickable.

Display as Header
This will format the link a different way. It isn’t necessary to have column headers, but it helps organize the data.
Columns may have multiple headers in them to break links into sub groups.
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Header $Sta:ter Public Library

Staff
Mission & Philosophy

Board of Trustees

NOTE: Headers can be links, but do not have to be links, they can just be text. For just text, don’t add a link in the link
sections.

Links
See “Creating Links” above.
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Quick Links

These links appear in the footer of your site and should be a “Quick” navigation to lesser used pages. Normally people
look for About us, Contact, Policy and FAQ pages in the footer.

Quick Links
About Us

Contact Us
FAQs

Quick links only include “Main Menu” Items. For creating main menu items see “Main Menu ltems” section above.

When creating Quick Links, navigate to the quick links section on the tree and add new Main Menu ltems.

Marigold
L W Select More actions = Upload files Create new subitern

& airdrie

Content
& carseland

& chestermere Banner

& marigold-starter o0 About Us Featured Card
& mistraining Fun Fact
(] Contact Us
& Banners - D s HTML Block
w» Featured Cards 0o FAQs $ Menu - Main Menu ltem
Fun Facts )
= Mo File
HTML Blocks
- Image
w# Images
& Menu Structure Use these controls to sort the sub items of the current location on frontend:
& Copyright Links Friority - Ascending % Set
= I = T =

& Quick Links@gz debug
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Copyright Links

Copyright links appear beneath the footer on the right side of the page. Generally Terms of Use and Privacy Policy links

go here.

Terms of Use Privacy Policy

Copyright links only include “Main Menu Items”. For creating main menu items see “Main Menu Items” section above.

When creating Copyright links, navigate to the copyright links section on the tree and add new Main Menu Items.

dry olles
viarigold & Select Maore actions = Upload files Create new subitem
& airdrie
& carseland Content
& chestermere Banner
& marigold-starter I Terms of Use Featured Card
% mistraining Fun Fact
& Banners - Db Privacy Policy HTML Block
&a Featured Cards ¢ Menu - Main Menu Itemn

Fun Facts .
® File
R Use these controls to sort the sub items of the currel Image

%@ IMmages
- Priority E Ascending ¢ Set

%@ Menu Structure

& Copyright Links@z
eZ debug

& Main Menu

& Quick Links Clear cache: Quick settings:

|l Phiwl.sx aislona Maelbiix sxdicescalew Tasswmlada ool =
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Advanced Tips

There are many ways to accomplish things using the new website platform. As you become more familiar with the
platform you may look for different ways to accomplish similar tasks. The main goal of this manual is to provide easy to
follow step by step instructions. For those people who would like a more in depth understanding of using the platform
this section will detail option for using advanced features to perform tasks.

Testing

There is a testing platform where you can experiment with the system and not worry about affecting your live site or
changing content on the live site. Everything on the production environment is mirrored on the staging environment,
the URLs are the same, except anywhere you would normally see “production” it would be “staging”.

NOTE: The staging environment will be overwritten and “reset” on a semi-reqular basis. Back up any content that you
would like to keep.

Editor access:
https://manage.staging.marigold.ab.ca

Live access:
https://website.staging.marigold.ab.ca ex: https://marigold.staging.marigold.ab.ca
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Navigation
Some tips for navigating the platform.

Breadcrumbs
Wherever you are on the website, there will be trail broken out for you to see where you current are, and to easily
navigate back to higher levels. In the editor you will see the breadcrumbs at the top, just beneath the top menu:

ere; All / Library Sites / Marigold / Marigold Starter / Events f Event Title Here / Sign up
™ n F o . S .. - »

You can click on any of these links to go back to that level of the editor. For example, if | wanted to return to the
“Events” item to add a new event, | could click on “Events”.

On the live site, breadcrumbs appear beneath the site logo, and are used the same way.

STARTER

Open Today: 9:

About Us

Home =» AboutUs » Mission & Philosophy

AbaHEts X Micaion

Moving between edit and live
You can easily navigate between the editor and live view of the site by pasting a portion of the URL back and forth. To
do this, open the editor, and the live site in different tabs.

Then, for example, if you are viewing the “Mission and Philosophy” page at the URL:
https://www.marigold.ab.ca/About-Us/Mission-Philosophy

Copy everything after your main site url (/About-Us/Mission-Philosophy) and paste that into the editor tab so your URL
would be:

https://manage.production.marigold.ab.ca/About-Us/Mission-Philosophy

This will take you directly to the page in the editor, so you can edit it and make changes. You can also copy from the
editor side and paste it on to the live side to navigate to the page you are currently editing.
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Create Here
If you would like to create content inside a container, you can do so by clicking on the menu for the container, and
selecting “Create Here” then selecting the type of content to create.

NOTE: Be careful, the create here menu contains all content types, many content types will not display properly (or at all)
when created in the wrong location.

For example, if you wanted to create a new “News” item, you could do so by selecting the News Landing Page and
clicking “Create Here” then selecting “News Page”. This saves you from having to click in to the News landing page, and
use the “Create new subitem” button.

AU Foae

™ Select More actions - Upl
Banner

Book List

O ‘i Custom Form

eResource

(A Preview eResources Landing Page
Edit Event
0 Event Exception
Copy Events Landing Page
- Db Copy subtree Featured Card
g 0 Move File
Remove Folder
@ [y Advanced " FunFact
Add to my bookmarks Gallery
- Add to my notifications Gallesy Rem

Gallery Landing Page
IQCreatehere ’ ¥ g Fag

+~ General Page

o Events HTML Elock
Image
0 [ \Library Staff Library Home

Member Libraries List
O Technaology & Computers
D 9y P Menu - Main Menu ltem
. ) Menu - Menu Column
[ [ Library Membership
Menu - Sub Menu Item

[ [ FAOs Mews Landing Page
° News Page
= = ~-oklists Reqistrati
arigold-5Starters# egistration Form -
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Manipulate Content

There are many ways to manipulate content in the editor. When viewing a piece of content, next to the blue “Edit”
button is a button with “...”. Click to Move/Copy/Remove and Manage versions for the current content piece.

able op Manage versions

You can also click on the icon next to the item in the table and perform many different operations.
Preview/Edit/Copy/Move/Remove/Add to Bookmarks/Add to Notifications/Create Here

Advanced -> Swap/Hide/Sitemap/Manage Versions/Manage Aliases

[ Preview

Edit

Co Py
Copy subtree
Move

Use these
Remove

el Advanced k

Add to my bookmarks
Add to my notifications

lear cach Create here b

All caches ¥
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Advanced 3

Add to my bookmarks
Add to my notifications

| Create here k

an

Y

Swap with another node

Hide / unhide

Siternap for subtree

Reverse related for subtree

Manage versions

Manage URL aliases -

Move or Copy Content

If you would like to move content on the site to a new location, you can do so in several ways — ie: you have created a

new folder, or want to re-locate an item to a different menu location.

To move content you can use the “...” button next to the “Edit” or click on the menu link and select “move.”

| Technology &

Computers

Freview

[ Edit

Copy
Copy subtree
& Move

Remove

[ Advanced r

e Add to my bookmarks
Add to my notifications

[ Create here 3

-

[ Technology & Computers

This will open the Browse tool. Navigate to the location you would like to move the content to, click it, then click

“Select.”
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s} [} FAQs

() i Book Lists

NAVIGATING
When viewing the browse screen, you can navigate through the tree structure of the website.

T SEICLL UL LD, LTUUSE LTS DU TS T WL U LTS RDUALED 1, LIS IR LTE DTiTeL wd

To select an object that is a child of one of the displayed objects, click the object narne for a list «

4 Marigold [7Me=aCurrent Location

10

25 | 50

@

Q@

& Airdrie

% Chestermere

% Carseland

4 mlstraining

4% Consort Municipal

4 Acadia Municipal

4 Marigold Starter

To enter an object, click on its name, you will then move “in” to that item/folder and see the contents inside.

Subfolders/Subitems
in Current Location
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@ 4% Chestermere

O 4 Carseland

O f & mistraining

© % Consort Municipal

O % Acadia Municipal

10 SEIEUL UDDEULS, CHUSE Ue appirupnidile rduig DQuion ur Crgveos|es), ul

To select an object that is a child of one of the displayed objects, click the

4 mistraining [15] <: Current location

10

- ™ after clicking

@

[ Library Staff

[ Technology & Computers

[ Library Membership

[} FAQs

il Book Lists

£ MNews

To select the object click on the radio button (or checkbox) next to it and click the blue “Select Butotn”. The action will
then be performed on that object.

[ Suggest a Book

Events

© [} Custom Form Page

Values
Select Cancel

To Go back to a higher level in the tree structure, click on the “Up Arrow” icon next to your current location.
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I To select objects, choose the appropriat
To select an cbject that is a child of one

¢1~ mistraining [15]

10 | 25 | 50

g Pag _

©  [3 Library Staff

You can also use the full tree structure on the right to navigate to a specific location.

|
& 4 mistraining
© [ About Us

[] Board of
Trustees

[ Caleigh's Page

& [ Mission &
Philosophy

L [} our values

$— il Book Lists

— [ Custom Form Page

— [ Events

— ™ EANe

After clicking you will arrive in the selected object or folder.

== lo select an object that is a child ot ene of the displays

4 Book Lists [4]

10 | 25 | 50

The Clockmaker's Daughter Read Alikes

List 2
List 3

Good Books
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Change Page URL
You can change (or add) the URL that a page appears at by managing the URL aliases. This can be used to shorten a URL
if you need to include it on print and want to make it easier for patrons to manually enter in to their browser. For

example —a URL like: http: //maps.google.com/maps?f=qshl=ensgeocode=&time=sdate=sttype=6q=
Stadhouderskade+42, +Amsterdam, +The+Netherlands&s11=40.71451,-74.0071
4&sspn=0.625578,1.560059&1ie=UTF8&z=16&1iwloc=addr&om=1

Would be really difficult for a user to type in to their browser. You can shorten that to anything you would like by
clicking on the menu item for the content and selecting “Advanced” and “Manage Url Aliases”

[0 [ Privacy Policy 08/12/2018 05:3
Privacy Policy -

N ) 08/12/2018 05:4
Preview

o [ Bt 08/12/2018 06:0
Copy

IR 08/12/2018 06:1
Copy subtree

g [ Move 09/12/2018 11:0
Remove

= d"‘E'”':E'j ’ Swap with another node ~4:3

Hide / unhide

0o Add to my bookmarks 11
Add to my notifications Sitemap for subtree

0 [3 Create here ¥ Reverse related for subtree 1:2

[0 [y Library Membership Manage versions 1:4

¢ Manage URL aliases -
=1 ™ CAMies a7mnaan1a 116

Note: the current URL alias is in the format /library-sites/Marigold/website/location/location/location

[Library-Sites/Marigold/Marigold-Starter/Privacy-Policy

You can add a new alias by entering the name in the URL Alias name field — NOTE: You must include /Library-
Sites/Marigold/Library-Name and capitalization DOES matter here.
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Create new alias

URL alias name: Destination:

/Library-Sites/Marigold/Marigold-Starter/My-new-name | ‘Privacy Policy
Language: | English (Canada) v |

Alias should redirect to its destination

With Alias should redirect to its destination checked eZ Publish will redirect to the destin
URL will stay the same — no redirection will be performed.

[+
Place alias on the site root

Un-check to create the new alias under Marigold Starter. Leave it checked and the new a

Create

Then click “Create.”
NOTE: The Alias cannot contain spaces, use a “-“ in place of the space bar.

Your new alias will appear in the URL Aliases section.

URL aliases for <Privacy Policy> (1)

B4  URLALIAS LANGUAGE
O  /Library-Sites/Marigold/Marigold-Starter/My-new-name =1 English (Canada)

Remove selected Remove all

Generated aliases (1)

Note that these entries are automatically generated from the name of the object. To change these names you must edit the objec
specific language and publish the changes.

URL ALIAS LANGUAGE

[Library-Sites/Marigold/Marigold-Starter/Privacy-Policy I#1 English (Canada)

You can then navigate to http://www.mylibraryname.com/My-new-name and the page will display.
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Hide a page
If you would like to keep a page active but not visible to the public, you can hide it from the menu list. Click on the menu
item -> Advanced -> Hide / unhide

[ Library Staff

Library Staff -

b

Preview

Edit

O

Copy
Copy subtree

- Move
-

Remove

# Advanced *  Swap with another node -

{, Add to my bookmarks Hide / unhide

Add to my notifications Sitemap for subtree

D create here ’ Reverse related for subtree

[  Privacy Policy Manage versions

Manage URL aliases o
™ Tarme ~f llea

On most tables the “visible” column is not shown.

™ Select More actions ~ Upload gk

§-

O & News 03/10/2018 01:29 pm i+

[ L] [ TR e A R T T I T T T ol S = _m

To show it, click the “Table Options” button and select “Visibility.”
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Table options

Number of items per page:

10
25
50

Visible table columns:

Thumbnail
Name

Visibility

Type

Modifier
Modified
Published
Translations
Section

Node ID

Node remote ID
Object ID
Object remote ID
Object state
Priority

ROOOOOORMEROODO

Create new subite

VISIBILITY & PUBLISHED &

Library Staff 11/02/2019 C
O [ Services Visible 11/02/2019 C

[0 ™ Library Membership Visible 11/02/2019 C
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Custom Code

The platform can embed pieces of custom code that you may receive from outside sources to embed in your website.
These are commonly used for outside forms, newsletters, facebook/twitter feeds etc. Any time you have a piece of code
that you need to embed on your website you will use the “HTML Blocks” content type.

Creating an HTML Block
HTML blocks are located in the Media Library. Navigate to the library, and click on “HTML Blocks” on the tree menu.

WIEUE ey
& Media
& Library Sites
&# Marigeld
- &» marigold-starter
%@ Banners
%a Featured Cards
ws Files
%# Fun Facts
m HTML Blocks
%@ Images

& Menu Structure

&# Copyright Link

Click “Create new subitem” and select “HTML Block.”

Upload files Create new subitem

Content

Banner

Featured Card

Fun Fact
HTML Block

Menu - Main Menu Item

Set File
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The Title will not appear anywhere on the site, but the block needs to have a name.

Paste your code in the “Code” field.

TP
T Name of Block

sl <APPLET CODE="Main.class” WIDTH="800" HEIGHT="500"=>

</APPLET>|

NOTE: The code can only contain HTML, CSS and Javascript.

Embedding HTML Block

Blocks are embedded the same as all other objects. Once they have been created you can find them when inserting
objects in the editor. For help using the editor see “Using the Editor” and/or “Insert/Edit Objects.”
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Version History

Version 1.02

e Added version History page

e Updated feature card section to include new editor interface and explain how the code section interacts with
the background image

e Updated Custom Forms section to better describe the number and integer fields

e Added more detailed instructions for Moving/Copying data and how to use the browse interface

e Adjusted some image spacing

e Added Image Max Width screenshot and note

e Adjusted General Page Side Menu section for clarity

e Added hero image from library field to General Page

e Added selecting different registration dates to Custom Form Section
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