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Introduction 

What is Webforum Content Publisher? 

Webforum Content Publisher is a service for creating and maintaining web sites.  
 
The service is aimed at companies and organizations that want to focus on the 
content of a web page and not the technology - yet still have access to advanced 
functionality. 
 
Entirely web based 
Webforum Content Publisher is entirely web based, which means that you can 
access the service from any computer with an Internet connection and a web 
browser. You log on with a user name and a password. 
 
Like working in word 
The interface is very user friendly - if you are familiar with Microsoft Word you 
will feel at home immediately. By using an advanced editor you can work with 
content and make adjustments directly on the screen, there is no need to know 
HTML. 
 

Public and Protected Website 

Webforum Content Publisher can be combined with the service Webforum 
Teamwork. When combining the two services it is possible to create a Public and a 
Protected website. The Protected website is only available after logging in. 
 
There are a few minor differences between the two, which are explained in a 
chapter at the end of this manual. 
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Webforum Content Publisher the first time 
In order to access the administration area when visiting your Webforum Content 
Publisher for the first time, – go to the web address provided to you and click on 
“Login” in the menu. 
 
Enter your user name and password to log in. The layout of the main administration 
page of the publishing tool is shown below. It is accessed by clicking on the Web 
Publishing tab. 
 
Depending on the solution you are subscribing to, you will have access to a Public 
Website, a Protected Website or both. 
 

Overview of the Web Publishing section  - the toolbar and tree structure in the left pane 
and the conent in the right pane.  
 
In the following chapter, the process of publishing information is described. The 
concept is simple and any step can be reversed. Also, before going on-line, draft 
pages can be kept unpublished for review and approval. 
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Requirements 

The web editor has been developed to work on most operating systems and web 
browsers. However, some older web browsers are not compatible. We recommend 
using: 
 

• PC (Windows): Internet Explorer or Firefox 

• Mac: Firefox 

• Linux: Firefox 

 

The principles of Content Publisher 

Webforum Content Publisher has been developed to make web publishing simple. 
The solution separates the graphical profile of the website, such as background 
colour, menu settings, headers etc, from the actual content of each page. 
 
This means that it is very easy to change the the profile of the page without having 
to edit each page. 

The first section of this manual will describe the process of publishing information 
on a web page. The second section of the manual describes how to set the graphical 
profile. 
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Publishing information on the website 

Overview of the toolbar 
The toolbar at the top of the left pane gives you access to some of the most 
commonly used functions. Select the location in the tree structure, where the action 
is to be performed: 
 

 
 

 Add mode (also available when doing mouse right click on Website, Start or 
any child pages) 

  Cut page selected page 

  Copy page 

  Paste page 

  
Delete page 

  
Move page up in the structure 

  Move page down in the structure 

  Preview page 
 

Working in the tree structure 
All functions can be reached directly from the tree structure in the left pane. By 
right-clicking the mouse, a number of options are provided: 
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Open Opens the page in the right pane 
Add page Adds a new page in at the selected location. A submenu with 

the available page types is opened. Same as Add button in tool 
bar. 

Cut Cuts the selected page and any nested (underlying) pages. 
Copy Copies the selected page and any nested (underlying) pages. 
Paste Pastes the selected page and any nested (underlying) pages. 
Delete Deletes the selected page and any nested (underlying) pages. 
Publish/Unpublish 
page 

Depening on if a page is published or un published, the 
opposite option is available. 

Rename Rename the selected page 
Preview Opens a preview of the page in a new window 
 
Another way of moving pages in the structure is to use drag and drop. Simply click 
on a page with the left mouse button, and, while holding it down, move the page to 
the desired location. The pages are moved, including any nested pages. 
 

Creating pages 
Select the location in the tree structure, right click the mouse and select “Add page” 
or use “Add” button from tool bar. A submenu appears, giving the option to select 
the page type. For a normal web page, standard should be selected. The other page 
types are explained later in this chapter. 
  

 
 
When creating a new page, there are a number of page types: 
 
 
Standard The standard page is used when a page shall be created with the 

web editor. 
Link A link is a page type, where a destination URL is provided instead 

of a page. 
News A news module page 
Calendar A calendar module page. 
Login  A page with the login screen (only available on public website).  
Search Template search page. 
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Standard page 

A standard page is the default page type, where the publisher has full control over 
the content. 
 
At the top, a checkbox indicates if the page is published or not. It is possible to 
enter a page title, which will be displayed in the menu. If the page should not be 
displayed in the menu then use Settings tab (see instructions below). 
 
The actual content is entered using the web editor. The online editor is explained in 
detail in the following chapter. 
 

Start page example. 
 
There are a number of tabs available for further settings: 
 

• Content – the default tab,  where content is entered 
• Settings 
• Sponsor Banners (only on start page) 
• Permissions 
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Settings 
The Settings tab varies depending on if it is the start page or a sub page.Only the 
start page has the option News and Calendar: 
 
 

 
 

• Show in menus - by default active. Controls if the page is to be visible in 
the website menu structure or not. 

• Browser settings – possibility to add Title, Meta Description and Meta 
Keywords specific for the page. If left empty, the standard data set in 
General Settings will be used. 

• News – only available on the start page. Select if News headings are to be 
displayed on the start page, and the number of headings to be shown. As it is 
possible to have several News modules on the website, select which to 
display on the start page 
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• Calendar – works in the same way as News described above, One 
additional setting is available – “Show only Future and Ongoing Events”, 
which prevents calendar items older than the current date to be displayed. 

 

Banner / Sponsor 
The display can either be scrolling from right to left or static. An image (logotype 
with hyperlink) can be displayed. The number of sponsors is not limited. 
 
The banner display options are: 
 

• Rotating - all text and images scroll from right to left 
• Static – one image is displayed and changes each time the Start page is 

refreshed or loaded. 
 
To add a new Banner or Sponsor, click “Add”. Type the name and the Link to the 
website (URL) of the Sponsor. In the Upload dialogue box, upload an Image (e.g. 
logotype) by clicking “Browse…” and select the image file. Observe the image type 
and the size restrictions. It is not possible to upload an image with a width that is 
bigger then the column size. 

  

 
Function for adding a Banner or Sponsor. 
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Permissions 
The functionality of the Permissions tab depends on if it is a Public or Protected 
website. More information is available in the Webforum Teamwork manual. 

Link 

If there is a need to link directly from the menu to another (external) Website, use a 
Link page. Enter the name of the page to be shown in the menu as well as the target 
link (URL). Specify if the external website should open up in a New window, in the 
Same window or “In page”, i.e. as a part of your website. 
 

 
Create a link directly from the menu to a public website.   
 

News 

Webforum Content Publisher has a built-in news module. One or more news pages 
can be created. As described in the start page earlier, it is possible to publish 
headlines from one news page. The News feed is selected under “Settings” of the 
Start page. 
 



 Webforum Content Publisher • Administrator Manual 
 

 Copyright © Webforum Europe AB  13 

News postings are added using a template. The current date is automatically entered 
as the publishing date, but can be changed. The same concept and formatting 
possibilities as for publishing and modifying text on Web Pages, apply for News 
postings. Add the Title of the News item and then enter the text in the web editor. 
 

 
Listing of news postings. 
 

 
Form for posting a news item. 
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Calendar  

The Calendar module works in the same way as News described above. However, 
in addition to the Title of the Calendar Activity (mandatory information), the 
Location can be indicated (optional). The duration of the Activity can be controlled 
by entering the start and end dates. The dates can be entered or chosen from the 
Calendar function. The Start Time and End Time can also be indicated. 
 

 
Calendar template for posting Calendar Activities. 
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Search page 

The template page for having a search page on the website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Login page 

The template page for a Login page. This page is only available on the Public 
website. 
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Web editor  
 
On-line web editor 
When creating a new page, or modifying an existing page, the web editor will open 
up as shown below. The editor is similar to most word processing software, such as 
Microsoft Word. 
 

 
 
At the bottom of the editor, the following buttons are available. 
 

 
 
1. Find & Replace 
 

Search the content in the editor. There is a possibility 
to replace. 

2. Cut Cut text from the editor. 
3. Copy Copy text from the editor. 
4. Paste Paste text from the clipboard. All formatting from the 

copied or cut text is included. 
5. Paste from Word Paste text from Word – the editor removes 

unnecessary Word formatting. 
6. Paste from Word 

cleaning fonts & sizes 
Paste text from Word – the editor removes fonts & 
sizes. 

7. Paste plain text Paste as plain text – the editor removes all formatting 
of the text. 

8. Paste HTML code Paste HTML code directly to the editor. 
9. Undo Undo command – select the command to undo. 
10. Redo Redo command – select the command to redo. 
11. Create table Tool to create a table – either create a table directly, or 

use the table wizard. The table tool is described in 
detail below. 

12. Show/hide table 
border 

Select if the visual gridlines of the table are to be 
shown in the editor. Borders can be formatted using 
the “Create table” tool. 

13. Repeat last command Repeats the latest command performed. 
14. Add image Tool to add images – this tool is described in detail 

below. 
15. Image map editor Tool to create an image map (clickable areas on the 
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image). 
16. Attach file Tool to attach files – this tool is described in detail 

below. 
17. Add flash file Tool to attach flash files – this tool is described in 

detail below. 
18. Add media file Tool to attach media files – this tool is described in 

detail below. 
19. Link to document in 

Document archive 
Add a link to a document in the Document archive. 
Only available in the protected website. 

20. Link to related page Add a link to another page within the web site. Select 
the desired page from the branch structure. 

21. Link text Select the text to be linked, and click on the “Link 
text” icon. A new window opens, allowing you to 
enter the link. By selecting “Target”, you can define if 
the link should open in the same browser (default) or 
in a new browser (New window). 

22. Remove link Select the linked text from which you want to remove 
the link, and click on the icon. 

23. Insert special symbol Tool to insert special symbols such as ©, ®, ß etc. 
24. Change font  Change the font of the selected text from the default 

set for the website.  
25. Change font size Change the size of the selected text from the default 

setting for the web site. 
26. Bold Apply bold formatting to selected text. 
27. Italic Apply italic formatting to selected text. 
28. Underline Apply underline formatting to selected text. 
29. Align text - left Align selected text to the left. 
30. Align text – center Center selected text. 
31. Align text – right Align selected text to the right. 
32. Justify text Justify selected text. 
33. Indent text – right Indent selected text to the right. 
34. Indent text – left Indent selected text to the left. 
35. Numbered list Create a numbered list. 
36. Bullet list Create a bullet list. 
37. Superscript text Superscript selected text. 
38. Subscript text Subscript selected text. 
39. Strikethrough text Strikethrough selected text. 
40. Horizontal ruler Insert a horizontal ruler. 
41. Change font color Change the colour of selected text. 
42. Highlight text Add a background colour to selected text. 
43. Remove text 

formatting 
Remove different types of formatting from selected 
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text – HTML tags, Word formatting, style sheets, and 
font tags. This tool is well suited to clean up text with 
different formatting. 

44. Design mode The default view of the web editor. 
45. HTML mode Switch to HTML mode to edit the source code of the 

page. 

Images 
The web editor has a separate image archive where pictures are stored. The image 
archive is unique to each page, so all images to be used on a page need to be 
uploaded to the archive belonging to that page. To access the image archive, click 
on the “Add image” button (14).  
 

 
The image archive. 
 
To upload an image, click on the “Upload Image” tab and select the file from your 
computer or network by clicking on “Browse”. When the file has been selected, 
click on “upload”. The image will now appear as a thumbnail, and its file name and 
size will be displayed. Repeat this process for all images. The images are sorted 
alphabetically by file name. 
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To add an image to the page, simply click on the thumbnail of the image and click 
on Insert. It is automatically placed where the cursor is located in the editor. 
 
A number of settings can be applied on the image. To set the properties, right-click 
on the image and select “Set image properties”. The most frequently used options 
are: 

• Set border width around the image – normally, this should be set to “0”. 

• Image alignment – select if the image should be placed to the left, center, right 
etc. 

• Image width and height – the size of the image can be modified. By clicking on 
“Constrain” the height/width-relation is maintained.  

  

 
Setting the properties for the image. 
 

 

 

It is important to determine the most appropriate size of the image. This will 
depend on the type of image and the size of text to be displayed. A trial and error 
procedure is in most cases the best way to determine the optimal image size. 
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Attachments 

To add an attachment to a page, click on the “Attach file” button (16). The interface 
as well as the upload process is similar to that of uploading images. After the files 
have been uploaded to the Attachment archive, click on the file to be attached. A 
link is automatically placed where the cursor was located in the editor – the link text 
is the file name and size of the attachment, for example “presentation.pdf (55kb)”. 
This text can easily be modified in the editor. 
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Flash media and other media formats 

To add a Flash file, click on the “Flash” button (17). The interface as well as the 
upload process is similar to that of uploading images. After the file has been 
uploaded to the Flash Manager archive, click on the file to set the properties for the 
Flash file. Click on the file name to place the file in the editor.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Other media formats 
By clicking on the Media button (18), a number of other media formats can be 
published in the editor. Currently supported formats are: 
 
*.asf, *.asx, *.wm, *.wmx, *.wmp, *.wma, *.wax, *.wmv, *.wvx, *.avi, *.wav, 
*.mpeg, *.mpg, *.mpe, *.mov, *.m1v, *.mp2, *.mpv2, *.mp2v, *.mpa, *.mp3, 
*.m3u, *.mid, *.midi, *.rm, *.rma, *.rmi, *.rmv, *.aif, *.aifc, *.aiff, *.au, *.snd 
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Tables 

It is possible to create tables in the editor the same was as in Microsoft Word. 
Tables can be used to better control how text is published on the page. 
 
To create a table, click on the “Create table” button (11). There are two ways of 
creating tables – either by directly specifying the number of rows and columns 
using the drop down menu, or by clicking on the “Table wizard”. 
 
For those used to working in HTML and using tables, the quickest way is to create 
the table using the drop down menu. Once the table has been created, right click on 
the table to access all available options to configure the table. 
 
If the Table wizard is used, the first screen to appear is the “Table design” option. 
By clicking on the + and – next to the columns and rows, the number of cells can be 
changed. Column span and Row span are used to merge cells within the table. 
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Use “Table design” to set the number of rows and columns.  
 
When the correct number of rows and columns has been set, click on the next tab 
“Table properties”. This folder allows the user to set: 
 

• Dimension: the width and height of the table either in pixels (px) or percentage 

• Layout: background color, alignment, cell spacing and padding 

• Border of the table 

 

 
Table properties are used to set the size, layout and borders of the table. 
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The third tab, “Cell properties” is used to modify a specific cell. Click on the cell to 
be modified – it will appear in dark grey. The properties that can be modified are: 

• Content alignment: how the information in the cell should be displayed 

• Dimensions: the height and width of the cell 

• Background color 

• Wrapping: how text in the cell should flow 

 

 
The size, alignment and background color of a single cell can be set under “Cell 
properties”. 
 
The final tab, “Accessibility” is rarely used. If the web site is to follow the 
Accessibility guidelines recommended by W3C, titles for the tables can be 
provided. 
 
Close the wizard by clicking on “OK” – the table will appear in the editor. 
 
A table can at any time be modified. Place the cursor in the desired cell and right 
click on the mouse. Depending on the format of the table, a number of options will 
appear, as shown in the image below. 
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The size, alignment and background color of a single cell can be set under “Cell 
properties”. 

Related pages 

The Related pages function (button 20) allows you to create direct links to other 
pages published on the website. To create a link to a related page, place the cursor 
where the link shall be placed, then select the page to be included from the menu 
that appears when clicking on the tool. A link is automatically entered with the 
name of the page. You can modify the name of the link by changing the text in the 
editor. 

Links 

It is possible to add links and e-mail adresses in the editor. If a URL (web address) 
or e-mail address is entered in the editor, they will automatically be linked. 
 
In order for a text, for instance Webforum, to link to www.webforum.com – mark 
the text and click on the Link text button (17). A window will open, where the URL 
can be entered. There is also the possibility to select if the link shall open in the 
same or in a new browser. 

Published 
The Published checkbox allows the Content Administrator to activate or deactivate 
the page without erasing the content. This is convenient if a page needs approval of 
more than one author, or if the page is not yet completed.  
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Configuring the website  
This chapter gives you an overview of available options when designing the website 
layout. In Appendix 1: Detailed Website design you can find detailed instructions 
how to design the layout.  

Settings for the Public website 

When clicking on the Public website, the settings for the website configuration 
become available. There are four tabs: 
 

• General settings 
• Menus 
• Header 
• Footer 

 
By right clickning the mouse while marking the Public or Protected website, the 
option is given to add a Language section. 
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Page layout for the Website.  
 
This section enables the System Administrator to select a unique Workspace name. 
If your Workspace includes Webforum Teamwork, the name will also be used by 
all Workspace tools and functions, e.g. the Activity Report function or when 
sending e-mail messages. By default, the name entered when registering the 
Workspace is shown. You may change the Workspace name at any time. 

General Settings 

Browser Settings 
The section allows you to specify: 
 
Browser settings 

• Title - the title is shown on the top left corner of the Web browser and is the 
name used when the webpage is bookmarked.   

• Meta Description - Shall include a brief description of max. 255 
characters, which is used by search engines to describe the Web site. 

• Meta Keywords - A Web site classification for indexing in search engines. 
Keywords are comma-separated and can include max. 255 characters. 
Example: webforum, europe, web platform, communication, content 
management. 

 
This information can be entered on each subpage of the website. If title or meta 
information is not provided on a subpage, the General settings will be used. 
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Website - General settings. 
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Surrounding Area settings 
The section allows you to specify: 
 
Surrounding area 

• Where the page shall be displayed in the web browser measured from the 
top left corner of the window.  

• The background of the website, either by specifying a solid colour or by 
providing a background image. 

 

 
All colours can be modified either by entering the RGB code, Hexadecimal code (#) or by 
using the colour picker. 

Page settings 
The section allows you to specify: 
 
Page 

• Set the width of the page. The default value is 750 pixels, but this can be 
changed. 

• Set the alignment of the page – either left of centred. 
• Display a border by selecting the Yes button. Select the border colour by 

entering the hexadecimal code, or by using the colour picker. 
• Set the default font and font size for the website. 
• Set the background colour of the Main area. 
• Set the link colour of the Main area.  

 
Content Margins 

• The content margin is the distance from the border of the page to the 
content. This margin can be set for Top, Bottom, Left and Right. Note that it 
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is possible to set different margins for three sections; Content, Column 
(Side) and Menu. 

 
• Show Printer Friendly Pages displays a link on each page to a version of the 

page, which has been optimized for printing. 
• Last modified provides a number of settings for a link at the bottom of each 

page and can include time and date, publisher etc.  

Side column settings 
These settings apply to the column containing news, events or banners on the start 
page and on news and calendar pages. The parameters that can be set are: 
 
Start page Side Column 

• Width 
• Horizontal and Vertical separator 
• The colour of the separator 
• If the standard system icons should be used  

 
News and Calendar side column 

• Width 
• Vertical separator 
• The colour of the separator 
• If the standard system icons should be used  

 
Column Margins 

• The column margin is the distance from the border of the column to the text 
in the column. This margin can be set for Top, Bottom, Left and Right. Note 
that it is possible to set different margins for three sections; Content, 
Column (Side) and Menu. 

Additional settings  
Webforum Content Publisher has been developed to support Google Analytics to 
measure traffic on the website. Google Analytics is one of the most powerful 
statistical tools and is free or charge to use. 
 
To incorporate Google Analytics, go to www.google.com/analytics and create an 
account. Once the Account has been created, follow the instructions and generate a 
Google Analytics code to be put on your website. It will look like the example 
below. Simply copy the unique user account number (in this case UA-153282-1) 
and paste it in the field “Google Analytics Code” in Webforum. 
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<script src=http://www.google-analytics.com/urchin.js 
type="text/javascript"> 
</script> 
<script type="text/javascript"> 
_uacct = "UA-153282-1"; 
urchinTracker(); 
</script> 

 
Example of Google Analytics code 
 
For more information about Google Analytics, please see the built-in Help function 
in Google. 
 

Menu 

It is possible to choose between a horizontal menu and a vertical menu. If a 
horizontal menu is selected – the subpages of each category are listed vertically. 
 

  
Example – horizontal menu.  Example - vertical menu. 
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Website - Menu settings. 
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The tab for menu customisation has been divided into four sections: 
• Menu type 
• Horisontal menu 
• Vertical menu  
• Language sections 

Menu settings 
This option lets the user select the type of menu to be used: 
 
Menu 

• Horizontal and submenu vertically to the left 
• Horizontal and submenu vertically to the right 
• Only vertical menu to the left 
• Only vertical menu to the right 

Horisontal Menu settings 
If a Horisontal menu is selected, this section applies. The available settings are: 
 
Horizontal Menu 

• Background colour of the menu 
• Height of the menu 

 
Normal 

• The Normal state of the menu element (when not selected): Background 
colour, text colour and if the text should be in bold. 

 
Selected 

• The Selected (Active menu element) (when selected): Background colour, 
text colour and if the text should be in bold. 
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Vertical Menu settings 
The available settings are: 
 
Vertical Menu 

• Background colour of the menu 
• Width, Font size and Item Height of the menu 
• Background colour, Spacing. Colour of the space between menu items 

 
Normal 

• The Normal state of the menu element (when not selected): Background 
colour, text colour and if the text should be in bold. 

 
Selected 

• The Selected (Active menu element) (when selected): Background colour, 
text colour and if the text should be in bold. 

 
Menu Margins 

• The menu margin is the distance from the border of the menu column to the 
menu item in the column. This margin can be set for Top, Bottom, Left and 
Right. Note that it is possible to set different margins for three sections; 
Content, Column (Side) and Menu. 

 
• Icon displayed to the left of menu text 
• Vertical separator 
• Separator Colour 

Language sections settings 
In the case of a multilingual website, it is possible to choose among the following 
three alternatives for the language section:  
 
Language sections 

• Don’t show - If this alternative is chosen, access is only possible in the 
default language.  

• Show as text - Select language with text, which is displayed to the right in 
the horisontal menu, or at the bottom in the vertical menu. 

• Show as flags - Predefined icons with flags that represent each respective 
language section. Click on the selected flag to change language. 
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Header 

 

Website - Header settings. 
 

The settings for Header can be designed in three ways: 
 
 
Text and logo to the left  
This header-style is often preferred 
when the name of a company or 
organisation is shown in the image or 
logotype. 
 
 
 
  
Text and logo to the right  
The title is entered in the text field, and 
the image (logotype) is placed to the far 
right. 
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Image  
To create a customised appearance of 
the Website, a specially designed header 
image can be included. The header can 
be provided by a graphical designer, or 
be created using image editing software, 
such as Adobe Photoshop or 
Macromedia Fireworks. The width of 
the header should be the same as the 
page width. The header should have the 
same width as the page. 

 

 
The Background Colour and Text Colour of the Top frame are selected by entering 
the hexadecimal code, or by using the colour picker. 
 

Footer  

A field can be created as page footer, which is located at the bottom of all Web 
pages. This function can be activated / deactivated and has the following options: 

• Height and Font size 
• Text colour 
• Background colour 
• Text - which is displayed at the foot of the page, e.g. company name and 

address information. 
 
 

 
Website – Footer settings. 
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Protected website 
The features and possibilities when it comes to creating a website are more or less 
the same for the Public and Protected website.  
 
The main difference is of course that it is possible to use advanced Permission 
settings to set up access rights for Groups and Users when you work with the 
protected website. This is described in more detail in the following chapter. 
 
Link to documents in the Document Archive 
A feature only available in the Protected website is the possibility to link to a folder 
or document in the Document archive of Webforum Teamwork. This is done by 
clicking on the Document icon in the web editor. 
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Built-in functionality 
Webforum Content Publisher has a number of built-in tools, which can be activated 
for your Website. 

Free-text search 

All published information, including News and Event postings, is searchable using 
the search engine. Search with multiple words can be performed in the following 
way: 
 

webforum europe Finds all pages containing either 
webforum or europe. 

”webforum  europe” Finds all pages containing the exact 
phrase “webforum europe” between the 
quotation marks. 

webforum +europe Finds all pages containing both 
webforum and europe. 

 
To activate the search tool on your website, include a Search page in the menu 
structure. 
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User Administration & Permissions 
 
By using Webforums advanced permission settings, it is possible to set up rules for 
the admistration of the website. 
 
Users and Groups can be added to Webforum Content Publisher in the same way as 
for Webforum Teamwork. More information is available in the Webforum 
Teamwork manual. 
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Support & Contact information 
In case you have questions regarding the Workspace and its functionality, click on 
the Help link in the header to ask the contact person for information.  
 
It is also recommended that you visit the Webforum homepage at 
www.webforum.com, where useful information and hints, as well as system 
updates, are posted. The most recent versions of the User Manual and the 
Administrator Manual are also posted there. 
 
For other questions, use the support form at the website or send an e-mail to 
support@webforum.com. 
 
Webforum is a continuously developed product and user input is very important. 
Please feel free to contact us regarding suggested improvements or new features. 
 
Webforum Europe AB 
Solna Torg 13, 3tr 
SE-171 45 SOLNA, Sweden 
 

Switchboard/sales: +46 (0)8 527 400 70 
Support: +46 (0)8 527 400 80 
Fax: +46 (0)8 527 400 40 
 
Internet: www.webforum.com 
 
E-mail 
General: info@webforum.com 
Sales: sales@webforum.com 
Support: support@webforum.com 
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Appendix 1: Detailed Website design 

Purpose 
The purpose of this appendix is to describe the most important steps when 
designing the graphical profile for a website. This guide covers how you can use 
available settings together with recommendations and tips on how to design the 
layout as desired.  
 
Each section will have these areas described;  

• Navigation path 
• Layout  
• Setting details 

 
Reading instructions 
You can be a beginner to content publishing or you can have experience of other 
publishing tools. You can start doing layout changes without reading this document 
but to better understand how to use the content publishing tool please read this 
document quickly once and then use it as reference when doing changes to your 
website. 

Design Guidelines 
We suggest that you work with two browser windows. Open the Web publishing 
module in one window and have the internal or public website open in the other. 
Now you can switch between windows to check modifications you make. 
 
Check other websites for layout and design ideas. See examples available at 
www.webforum.com 
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Design your public website 
With the content publisher tool you can design the layout of your website. For 
example you can set page size, different menu types, colours, fonts etc. The settings 
are grouped in different areas and can be set on three levels; Website, Start / Home 
page and Page. All settings are found in the tool on tabs described below. 
 

 Website level 
- General settings 
- Menus 
- Header 
- Footer 

 Start /Home page level 
- Settings 
- Sponsor Banners 

 Page level 
- Settings 

 

Website – General Settings 
 
Browser settings 
This section describes how settings for the browser can be used. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. General Settings (tab in right pane)  
4. Browser settings  

 

 

2 

1

3

4
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Layout 
 
 
 
 

 
 
 
 
Setting details 
 
Title:  Title can be set for a website, the start page, or on the 

page level. The title is shown in the top left corner of the 
Web browser and in the tab. The title is the name used 
when the webpage is bookmarked 

 
Meta Description:  Not displayed in the browser. The field is used by search 

engines and describes the website. Enter a brief 
description of maximum 255 characters  

 
Meta Keywords: A website classification for indexing in search engines. 

Keywords should be comma-separated and can include a 
maximum of 255 characters 

 
Favorite Icon:  The icon is displayed in the URL of browser, tabs, for 

bookmarks or favorites fields. Use the upload function to 
add or change the icon. Supported file type is [ico] 

 
 

Browser setting: Title 

Browser setting: Favorite Icon 
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Surrounding Area 
This section describes settings for the surrounding area on a Website. Picture 1 is 
showing the definition of surrounding area. 
  

Picture 1- Sections within a website: The picture illustrates a public website with a 
standard start page. 
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Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. General Settings (tab in right pane)  
4. Surrounding Area 

 

 
 
 
Layout 
 
 
 

   
 
 
 
 

2 

1

3

4

Surrounding area: Background 
Colour 

Surrounding area: Background 
Image 

Surrounding area: Left Margin Surrounding area: Top Margin 
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Setting details 
 
Top Margin:   Margin from browser header to the top of the page 
 
Left Margin:  Margin from the left border of the browser to the left 

border of the page. This setting works only for a left 
aligned page (Page setting) 

 
Background Colour:  The background colour of the website is displayed on all 

pages. Use the colour picker function to select desired 
colour or enter a colour code (In hex format) manually  

 
Background Image:  The background image of the website is displayed on all 

pages. Use the upload function to select the image.  
Supported file types are [jpg, jpeg, png, gif] 
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Page settings 
This section describes how settings for the whole page and page content can be 
used. Note that page settings are affecting all sections in Picture 1 above. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. General Settings (tab in right pane)  
4. Page 

 

 
 

2 

1

3

4
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Layout 
 
 
 
 
 
 
 
 

 

 

 
 
Setting details 
 
Width:  The page width on all pages on the website. Remember 

to optimize the website even for small screens. 
Recommended width is between 750 – 950 pixels  

 

Page content margins: Top, 
Right, Bottom, Left  

Page setting: Width 

Page setting: Show Border 
(Yes), Border colour (Red)  

Page setting: Main background 
colour (Green) 

Page setting: Main Area link 
colour (Blue) 

Page setting: Show printer friendly pages 
(Yes) and Last Modified (Date) 
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Alignment:  The page can be aligned as centered or left. The page in 
the picture above is centered which means that the page 
is centered in the browser window 

 
Show Border: The border is the outer line of the page together with the 

line for the horizontal menu field 
 
Border Colour: Use the colour picker function to select desired colour or 

enter a colour code (In hex format) manually 
 
Font:  Default font on all pages in the website unless no other 

font is specified 
 
Font Size:  Default font size on all pages in the website unless no 

other font size is specified 
 
Main Area Background Colour:  

The background colour in page content, side column, 
and menu fields unless no other colour is specified 

 
Main Area Link Colour:  The colour of linked text in all pages  
 
Top Content Margin: Margin from the line above to the text in the page 

content area 
 
Right Content Margin: Margin from the right line to the text in the page content 

area 
 
Bottom Content Margin: Margin from the line below to the text in the page 

content area 
 
Left Content Margin: Margin from the left line to the text in the page content 

area 
 
Show Printer Friendly Pages: 
 If the function is turned on, a linked printer icon with 

text is displayed at the bottom of each page in the 
website. When a user clicks on the link, a new window 
opens containing only the text from the previous page 
and i.e. the menu will not be displayed.  

 
Last Modified: If the function is turned on it is possible to see when the 

page was modified the last time. The text is dispalyed at 
the bottom of each page. Choose the format of the data 
to be displayed as one of the following: Name, Name 
and Date, Name and Time, Date, Time  
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Side column – Start, News and Calendar Page 
This section describes settings for the side column on the start page and news or 
calendar page. Picture 1 shows the definition of the side column. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. General Settings (tab in right pane)  
4. Start Page Side Column settings 

 

 
 

2 

1

3

4
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Layout 
 
Start page Side column 
 
 
 
 
 

         
 
 
Setting details 
 
Width:  The width of the side column 
 
Horizontal Separator: It is possible to display a separator line between areas in 

the side column. Choose the line type from the following 
options; dashed, dotted or solid 

 

Width 

Side column 
margins: Top, 
Right, Bottom, 
Left 

System Icon 

Vertical and Horizontal 
Separator 
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Vertical Separator: It is possible to display a separator line between the 
content area and the side column. Choose line type as 
dashed, dotted or solid 

 
Separator Colour: Use the colour picker function to select desired colour or 

enter a colour code (In hex format) manually 
 
Use System Icons: System icons are predefined symbols for News and 

Calendar. A system icon is displayed in front of the 
header text in the side column 

 
News and Calendar page side column:  

On a News or Calendar page it is not possible to have a 
horizontal separator, except for that, all settings are the 
same as for a start page 

 
Column Top Margin: Margin from the line above to the first header text in the 

side column area 
 
Column Right Margin: Margin from the right line to the text in the side column 

area 
 
Column Bottom Margin: Margin from the line below to the text or image in the 

side column area 
 
Column Left Margin: Margin from the left line to the text in the side column 

area 
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Additional settings 
This section describes how the service Google Analytics can be used. The service is 
used to measure traffic on the website. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. General Settings (tab in right pane)  
4. Additional settings  

 

 
 
Layout 
 
The Google analytics code is not displayed in the page. However it is possible to 
view the code in the source for the page. Open any page in the website and right 
click in the browser window and select “View Source” from the context menu. Use 
the search function to find your Google Analytics Code. 
 
Setting details 
 
Google Analytics code: Enter code on format UA-XXXXXX-X 
 
To incorporate Google Analytics, go to www.google.com/analytics and create an 
account. Once the Account has been created, follow the instructions and generate a 
Google Analytics code to be put on your website. For more information about 
Google Analytics, please see the built-in Help function in Google. 
 
 
 

2 

1

3

4
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Website – Menus 

 
Menu 
This section describes settings for the menu fields. 
  
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. Menus (tab in right pane)  
4. Menu settings  

 

 
 

2 

1

3

4
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Layout 
 
Type: Only Left Vertical  

 
Type: Horizontal and Left Vertical  

 

 
 

 

Only Vertical Menu: 
The vertical menu is 
displayed for the start 
page and all other pages 
on the website 

Horizontal and Left 
Vertical Menu: Layout 
when “Home” (start 
page) is selected 

 

Horizontal and Left 
Vertical Menu: Layout 
when “Company 
Information” is selected 
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Setting details 
 
Menu Type: The menu type can be Horizontal, Vertical, or a 

combination of them. You can also choose if the vertical 
menu should be aligned to the left or to the right. If you 
only want to have a horizontal menu you can choose the 
option “Horizontal and Left/Right Vertical” and set the 
vertical menu width to zero   

 
 
Horizontal Menu 
This section describes settings for the horizontal menu.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. Menus (tab in right pane)  
4. Horizontal Menu settings  

 

 
 

2 

1

3

4
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Layout 
 
 

 
 
 
Setting details 
 
Background Colour: Area in the menu where no menu items are displayed 

(see layout above). Use the colour picker function to 
select desired colour or enter a colour code (In hex 
format) manually 

 
Height: The height (in pixels) for the menu row 
 
Font Size: The font size for the text displayed in the menu 
 
Normal/Selected 
Background Colour: The background colour in the normal/selected menu item 

field. Use the colour picker function to select desired 
colour or enter a colour code (in hex format) manually 

 
Text Colour: The text colour in the normal/selected menu item field. 
 
Bold: Enable if the text should be bolded when menu item is 

normal and/or selected 
 
 

Selected Menu item 

Normal Menu item 

Background Colour 
for the menu 
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Vertical Menu 
This section describes settings for the vertical menu.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. Menus (tab in right pane)  
4. Vertical Menu settings  

 

 
 

2 

1

3

4
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Layout 
 

        
 
 
 

Selected Menu item 

Normal Menu item 

Background Colour Spacing 

Background Colour  
(Menu) 

Menu column 
margins: Top, 
Right, Bottom, 
Left 

Menu icon 

Vertical Separator 
(Solid) 

 

Width 
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Setting details 
 
Background Colour: The colour in the menu where no menu items are 

displayed (see layout above). Use the colour picker 
function to select desired colour or enter a colour code 
(in hex format) manually 

 
Width: The width (in pixels) for the menu column 
 
Font Size: The font size for the text displayed in the menu 
 
Item Height: The height (in pixels) for a menu item 
 
Background Colour, Spacing: 
 The space between menu items  
 
Normal/Selected 
Background Colour: The background colour in the normal/selected menu item 

field. Use the colour picker function to select desired 
colour or enter a colour code (in hex format) manually 

 
Text Colour: The text colour in the normal/selected menu item field 
 
Bold: Enable if the text should be bolded when menu item is 

normal and/or selected 
 
Menu Top Margin: Margin from the line above to the first the menu item 
 
Menu Right Margin: Margin from the menu right line to the menu item 
 
Menu Bottom Margin: Margin from the line below to the menu item or 

background area 
 
Menu Left Margin: Margin from the menu left line to the menu item 
 
Icon: An icon is displayed in front of text inside the menu 

item. It is only possible to have icon in a vertical menu. 
Use the upload function to select the icon. Supported file 
types are [jpg, jpeg, png, gif] 

 
Vertical Separator: It is possible to display a separator line between the 

content area and the menu column. Choose line type 
from following options; dashed, dotted or solid 

 
Separator Colour: Use the colour picker function to select desired colour or 

enter a colour code (in hex format) manually 
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Language sections 
This section describes settings how a website can handle different language 
sections. To create a language sections use the new page icon from the toolbar or 
right click on the Public Website in the left pane. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. Menus (tab in right pane)  
4. Language sections settings  

 

 
 
Layout 
 
Vertical menu 

     
 
 
 

2 

1

3

4

Don’t show Show as Text Show as Flags 
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Horizontal menu 

 
 

 
 

 
 
 
Setting details 
 
Links: If your website has language sections you can choose to 

display the link to each section as text or as flags (see 
layout section above for details) 

 
 

Don’t show 

Show as Text 

Show as Flags 
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Website – Header 

 
Header  
This section describes settings for the header field.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. Header (tab in right pane)  
4. Header settings  

 

 
 
Layout 
 
Type: Text and Logo right  

 
Type: Text and Logo left 

 
 

2 

1

3

4

Logo Text

Background Colour 
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Type: Image 

 
 
 
Setting details 
 
Type: The header field is displayed on all pages in the website. 

Display an image or a combination of your logo and text 
in the header field. A recommendation for an image size 
is; mimimum height 40 pixels and the width should be 
the same as the page width. The type Image requires an 
uploaded image and the text and logo types require data 
input in the other setting fields. Note that the image or 
logo is linked and when clicked the user is directed to 
start / home page 

 
Image: Use the upload function to select the image. Supported 

file types are [jpg, jpeg, png, gif] 
 
Text:  The text to be displayed in the header field 
 
Logo: Use the upload function to select the logo. Supported file 

types are [jpg, jpeg, png, gif] 
 
Text Colour:  The colour of the text displayed in the header field 
 
Background Colour: The background colour in the header field 
 
 

Image
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Website – Footer 

 
Footer 
This section describes settings for the footer field.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Public Website (left pane)  
3. Footer (tab in right pane)  
4. Footer settings  

 

 
 
Layout 
 
Show Footer (No) 

 
Show Footer (Yes) 

 
 
 
 

2 

1

3 

4

Footer Text Background Colour
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Setting details 
 
Show Footer: The footer field is displayed on all pages in the website. 

If e-mail address or a web page is entered as text they 
will automatically be linked 

 
Height: Height (in pixels) of the footer field  
 
Font Size:  The font size of the text in the footer field 
 
Text Colour: The colour of the text displayed in the footer field  
 
Background Colour: The background colour in the footer field 
 
Text:  The text to be displayed in the footer field  
 
 

Start /Home page – Settings 

 
General Settings 
This section describes general settings for a start page 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Start page (left pane)  
3. Settings (tab in right pane)  
4. General settings  

 

 
 
Layout 
 
If this setting is applied on a start level it means that the whole section is not shown 
in the menu. 
 
 

2 

1

3

4
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Setting details 
 
Show in Menus: When a new start page is created this field is enbled by 

default. It controls if the page is to be visible in the 
website menu structure or not. This setting is also 
available on page level 

 
 
Browser Settings 
This section describes browser settings for a start page. If no data is entered on the 
start page level then website level data will be used automatically. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Start page (left pane)  
3. Settings (tab in right pane)  
4. Browser settings  

 

 
 
Layout 
 
 

 
Setting details 
 
Title:  Title can be set for a website, the start page, or on the 

page level. The title is shown in the top left corner of the 
Web browser and in the tab. The title is the name used 
when the webpage is bookmarked. If there is no data 
entered on the start page level the browser setting fields 
(Title, Meta Description & Keywords) will be taken 
from the website level 

 

2 

1

3

4

Browser setting: Title 
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Meta Description:  Not displayed in the browser. The field is used by search 
engines and describes the website. Enter a brief 
description of max. 255 characters  

 
Meta Keywords: A website classification for indexing in search engines. 

Keywords should be comma-separated and can include 
max. 255 characters 

 
News 
This section describes how to display news on a start page.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Start page (left pane)  
3. Settings (tab in right pane)  
4. News 

 

 
 

2 

1

3

4
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Layout 
 

          
 
 
  
 
 
 
Setting details 
 
Show News Items:  If this field is set to “No” below fields will be disabled 

and there will not be any news posted in the side column 
of the start page. When you want to display news on the 
start page enable this field and enter the number of items 
and select a news page.  

 
Number of Items:  The number of News items to be displayed in the side 

column of the start page  
 
News Page:  Select the parent news page containing the News Items 

to be displayed on the start page 

Show News Items (Yes) 
Number of Items (3) 
News Page (NewsToday) 

Show News Items (No) 
 

News Page 

News Item 
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Calendar 
This section describes how to display calendar events on a start page.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Start page (left pane)  
3. Settings (tab in right pane)  
4. Calendar 

 

 
 

2 

1

3

4
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Layout 
 

          
 
 
  
 
 
 
Setting details 
 
Show Calendar Events:  If this field is set to “No” below fields will be disabled 

and there will not be any calendar events posted in the 
side column of the start page. When you want to display 
calendar events on the start page enable this field and 
enter the number of events and select a calendar page.  

 
Number of Events:  The number of Calendar events to be displayed in the 

side column of the start page  
 
Calendar Page:  Select the parent calendar page containing the Calendar 

events to be displayed on the start page 

Show Calendar Events (Yes) 
Number of Events (2) 
Calendar Page (Calendar) 

Show Calendar Events 
(No) 
 

Calendar 
Page 

Calendar 
Event 
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Show only Future and Ongoing Events: 
  If this field is unchecked all events will displayed 

(events that has taken place are also displayed). Enable 
the check box when you only want to display future and 
ongoing events  

 
 

Start /Home page – Sponsor Banners 
Banner Settings 
This section describes how to create and display sponsor banners on a start page.  
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Start page (left pane)  
3. Sponsor Banners (tab in right pane)  
4. Banner details 

 

 
 

2

1

3

4
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Layout 
 

          
 
 
  
 
 
Setting details 
 
Banner display option:  When you want to display a sponsor banner you have 

following options; rotating or static. A rotating banner 
scrolls from the right to the left. You can have as many 
banners as desired.  

 
Banners:  To add a new Banner, click “Add”. Type the name and 

the Link to the website (URL) of the Sponsor. In the 
Upload dialogue box, upload an Image (e.g. logotype) by 
clicking “Browse…” and select the image file. 
Supported file types are [jpg, jpeg, png, gif]. It is not 
possible to upload an image with a width that is bigger 
then the column size. 

Banner display Option 
(Static (random)) 

Banner display Option 
(No banners) 

Linked 
Image 
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Page – Settings 

 
General and Browser Settings  
This section describes both general and browser settings on the page level. 
 
General settings 
Settings described for pages (all page types) below a start page in the website 
structure. The different page types on the website are; Standard, Link, News, 
Calendar, Login, and, Search page. The login page is not available in the protected 
website. 
 
Browser settings 
Below are browser settings described for the page level. If no data is entered on the 
page level then website level data will be used automatically. 
 
Navigation path 
 

1. Web Publishing (module tab)  
2. Page (left pane)  
3. Settings (tab in right pane)  
4. General settings  
5. Browser settings 

 

 
 
Layout 
 
Show in menu 
If this setting is applied on the page level it means that the page is not shown in the 
menu but it is possible to navigate to the page through a link or if the URL is 
enterered manually.  

2 
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Browser setting: Title
 

  
 
Setting details 
 
Show in Menus: When a new page is created this field is enbled by 

default. It controls if the page is to be visible in the 
website menu structure or not.  

 
Title:  Title can be set for a website, the start page, or on the 

page level. The title is shown in the top left corner of the 
Web browser and in the tab. The title is the name used 
when the webpage is bookmarked. If there is no data 
entered on the page level the browser setting fields 
(Title, Meta Description & Keywords) will be taken 
from the website level 

 
Meta Description:  Not displayed in the browser. The field is used by search 

engines and describes the website. Enter a brief 
description of maximum 255 characters  

 
Meta Keywords: A website classification for indexing in search engines. 

Keywords should be comma-separated and can include a 
maximum of 255 characters 

 
 

Browser setting: Title 
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Design your protected website 
 

 
Sections within a Protected website: This example illustrates an Intranet standard start 
page with different sections highlighted. 
 

Protected website - general  
All layout settings for the protected website can be done in the same way as when 
designing your public website. Please find design instructions above. Below are 
settings described that only applies to the protected website. 
 
The protected website consists of your Intranet (the Web tab) and modules in the 
top header area. 
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Protected website - specific settings 
 
Top Header Area 
Only setting that can be changed in this area is the “Workspace name”. This can be 
done by an administrator in the Admin tab. Note that the workspace name is used in 
other places in your workspace, see below for an example.  
 
 
Navigation path 
 

1. Admin (module tab)  
2. Settings (left pane)  
3. Workspace Name 

 

 
 
Layout 
 

 

2 

1 

3

Workspace Name 



 Webforum Content Publisher • Administrator Manual 
 

 Copyright © Webforum Europe AB  78 

 
Setting details 
 
Workspace Name: Enter the name of your workspace. Note that the 

workspace name is used when e-mails are sent from the 
workspace. See example below for an invitation e-mail. 

 
 

Invitation e-mail example 
 
 

Workspace Name 


