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About Antilles™

by ]
Antilles
..

Dashboard

Alerts

Antilles SDK

Blog

Events

Form Builder

28 Dashboard

Alerts

MANAGE ALERTS

Events
0 active events

Antilles SDK

ANTILLES SDK

Form Builder
1 active form

List Builder
Locations MANAGE EVENTS MANAGE FORM BUILDER

News

Pages Locations News
0 locations
Payment Center
Rates MANAGE LOCATIONS MANAGE NEWS

Resources

Rates

Orates / 0 branches / 0 watching

Settings Payment Center

i Jofafe

Antilles is a website content management suite
developed and maintained by LRS® Web Solutions.

With an intuitive interface, it’s easy for your in-
house staff to keep your website content fresh.

Consider the Dashboard (pictured above) your
home base. Here, a user can select a specific
module to add, edit, or delete any type of content
on their website. Each module integrates with the
Pages module’s rich text editor.



Logging into Antilles

Navigating to the Login Page
L[] ALMIN | ANTHIES

C O [ https://antilles.me/antilles

Antilles

am Dashboard

-- Dashboard

To make a change to your website, enter your URL
(website address) and add /Antilles or /Admin at the end.
In this case, the URL is antilles.me. Some sites (such as this
one) have a “My Account” button that functions in the
same way.

Once you have added /Antilles to the URL, a login page will
appear asking you to enter your account credentials.

Antilles Basics Logging into Antilles



The Login Page

This is the page that should
appear after following the
steps from page 7. Once
here, enter your email

e®
Anti.lles

Your Email address and password to
login.
| |
If you have forgotten your
password, you can have
Forgot your password sfiemm instructions sent to your

email for a password reset
by following the “Forgot
your password?” button.

Antilles Basics Logging into Antilles



Antilles Overview

The Dashboard

Antilles
.I

& Dashboard

Dashboard
Alerts
Alerts
Antilles
Blog MANAGE ALERTS
Events

Form Builder Events

0 active events
List Builder

Locations MANAGE EVENTS

News

Pages Locations
0 locations
Payment Center
Rates MANAGE LOCATIONS

Resources

Settings Payment Center

Once logged in, you should see the dashboard. The
dashboard is the central location for changing all content
associated with your web page using basic or custom
modules.

Each frame represents a specific aspect of your website or
a module. Your website will have a specific set of modules
customized to your site and tailored to fit different site
management styles.

Each module’s name represents their function. For
example, the Pages module is where you will create basic
pages of information. Resources module contains all
resources, such as photos, graphics, and pdfs. It is
accessible by all the other modules here on the dashboard
(depending on their functionality). Alerts will most likely
not have access to the resources under most
circumstances; however, the Pages module will be able to
use any of the Resources uploaded.

Antilles Basics Antilles Overview

Antilles SDK

ANTILLES SDK

Form Builder

1 active form

MANAGE FORM BUILDER

News

MANAGE NEWS

Rates

0 rates/ 0 branches / 0 watching



The LRS Antilles data share interface allows you to share
data across modules.

Antilles Basics Antilles Overview
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The Sidebar

@
Antilles
Mo

The sidebar is the list of modules that acts as a shortcut
as you work on your webpages. The sidebar allows you to
easily switch between modules while you work.

If you hover over a sidebar item, it will expand to reveal == Dashboard
functions within that module.

For example, in the picture above, the Resources list item
is expanded to reveal a sub-list of functionalities within
the module. From here, you can access;

Donation Module

Feed Reader

e All Resources — To reveal all uploaded resources
e Categories — For sorting through resources
e Upload — Upload a resource to the website Form Builder
e Bulk Upload — Upload multiple resources at a time
This allows for quick access to any module’s functionality. List Builder

Site-Wide Search: Content within the modules is
integrated into an interface that delivers comprehensive
search researches. This includes pages, resources, and
other core components. This means that one search will
bring integrated results from all content, modules, and
pages.

Modules

Pages
13 pages created

Resources
Tuploaded resource

MANAGE PAGES MANAGE RESOURCES

List Builder
2 lists

MANAGE LIST BUILDER

The modules are at the center of Antilles™, and are
discussed more in depth in The Core of Antilles section on

Antilles Basics Antilles Overview 11



page 15. Each module is intended to do a specific task,
usually only relying on other core modules.

Every installation of Antilles includes A set of default
modules for the basic setup of the site. Extra, or custom,
modules are unique to some website installations.

The module colors are different depending on your
installation of Antilles. They are colored based on their
position in the Dashboard, rather than the name of the
module.

Antilles Change Log

Updates
0 updates pending

MANAGE UPDATES -

Wanna see
what's new?

Antilles® —1.19.0 Build 1908

Antilles is always being updated based on the feedback
received from its users. You can view stable release
updates by clicking on the “Build” button in the lower
right-hand corner of the page pictured above.

While it is (sometimes) poor practice in software to
remove legacy features, changes to software do
sometimes remove previous functionality due to
unforeseen circumstances. This page will list any of these
changes when things work in a new or different way than
before.

Antilles Basics Antilles Overview 12



Antilles Change Log Continued

LRS Antilles Content Manager® Change Log

Version 1.19.0 (1908)

Released: August 13, 2019

* Added new Antilles Search including initial integration with Pages, Resources, List Builder, Form Builder, Events,
Locations, and Store

* Added sort by file extension to resource listing page

Updated Antilles search with hooks for other modules to return search results

Updated Antilles resources by category plugin to remove hierarchy from category names

Updated Users audit log to include paging and additional text search functionality

Fixed issue with limited users not being able to add plugins using the lAntillesPlugin interface

Fixed issue where limited users didn't have appropriate role restrictions in filter by category user control

+ Fixed sitemap generation issue where base URL was displaying twice

Here you can view all recent changes made to the website
content management system. Along with recent changes,
this page lists all the different software systems Antilles
uses within its framework.

Antilles Basics Antilles Overview
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Pages

Pages

Dashboard

Donation Module

Location
Feed Reader (Top Level)
Form Builder SEO Page
. . = =m0 Home — hidden
List Builder
= B Search — hidden

EI Pages
¥ _

Pages Module:

Webpages are the building blocks of your website. A
webpage contains all other information your site houses for
user navigation. Pages added will automatically be included
in the top-level navigation/menus, unless specified in the
page settings with the ‘Hidden’ checkbox.

Adding a Web Page

Adding a webpage can be done by either opening the
Pages module, or from the Add Page sub-item in the left-
hand sidebar menu.

On the next page, we will discuss how to add a webpage
and what the different options offer to a user when
creating a webpage.

Web Pages

15



Step-by-step: Adding a Web Page watch how to create a new page

— D

Modified

®10/24/2019
2 Karen Carlson

1. To create a page you can select Add New from the
pages menu in the sidebar or click the Add New button
on the Manage Pages screen. This will add the page to
the menu level you are currently in. The interface above
is at the top level menu, which will add the page to the
site’s main navigation menu.

Manage Content

@ Content {3 Settings 8 Security Q@ SE0®

Page Content

Title Menu Nan
‘ Home | Home
Content
Edit Insert View Format Table Tools

Paragraph B 7 UEE=E=EE £-=-E = 6

2. Once you’ve added a new page, you should see the
“Manage Content” template with four tabs: Content;
Settings; Security and SEO. You are ready to add
content. Let’s begin with the Content tab.

3. Add any additional featured content or plugins that
need to be added to the page. Some examples of
plugins include lists, forms, or anything that’s been
created with a custom Antilles module.

Antilles Core Web Pages
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https://vimeo.com/277334131

Step-by-step: Adding a Web Page: Content

LRS Web Solutions is migrating its content editor from the current TinyMCE to Imperiavi’s Article
Content Editor. During this migration, Antilles version 1.20 includes both content editors — Article RTE
for Pages and Tiny MCE for other modules. Future versions of Antilles will phase out TinyMCE.

Manage Content

® Content £+ Settings B Security Q SEO®
Page Content Featured Content
Title Menu Name Featured Image
‘ [Home ‘ Home No Featured Image
Content (1)
Content
Fomas- B J E E = &L ® ©
Edit~ Inseri~ View~ Format~ Table~ Tools
Paragraph B 7 VY E=E=E = =-EE 6 B L o H- N micons H m
Content (2)
Fomats- B J E E = £ & ©
Page Plugins

Plugin 1{{plugini}}
owoRDs None

Plugin 2 {{plugin2}}

None

Plugin 3 {{plugin3}}

4. ADD PAGE CONTENT: This section includes the main text and images for your

page. The quality of this content is very important for users to find your site
(Search Engine Optimization).

a. Title: Write a short, descriptive title for the new page. It will be displayed at the top
of the page unless otherwise specified.

b. Menu Name in the appearance section is automatically populated with the title of

the page title when it is first typed. If you do not want this page in your menu, be
sure to click “hide in menu.”

c. Content: This is where you put the text contained within the bulk of the page.

a. Forversions 1.15-1.19, LRS Antilles uses a third-party vendor called “Tiny
MCE” and includes features like other word processing software. A full
description of the different features of the rich text editor can be found at

www.tinymce.com. Here’s an overview of the tools within the Tiny MCE
panel:

Antilles Core Web Pages 17
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Edit Menu has some basic text editing capabilities. Most are labelled and do exactly what you
think they would do. The “Paste As Text” is a bit different, but usually only used if you are
migrating content from another site, it will remove any formatting from the text you are pasting
and only paste the words. This is useful so that you're not bringing in any pre-existing css into
your document and allows you to easily set it up with the site’s styles.

Insert Menu allows you to insert links, media (videos, images), templates that we have setup
(accordions, tabs, column layouts), a horizontal line is a divider that exists within your content,
and responsive video is a control that we created so that you could add videos from external
sources such as YouTube or Vimeo and they would respond to different viewport sizes (mobile,
tablet, desktop)

View Menu doesn't have anything to do with content editing

Format is where you're going to set text styles (bold, italic, etc.) Select Format > Formats > Float
Left or Right to position an image to the left or right of a document and have everything else
flow around it.

Table Menu will give you some options to insert a table and the different settings you have for
that

Tools Menu allows you to view the source code of the content that you are editing.

Quick undo button

Quick redo button

These are the different formatting tags you can use. All of your headings will be in here as well
as the standard paragraph (for body text). Headings should always appear in descending order
unless you are jumping back up to a previous heading. For example, h2 > h3 > h4 > h2 is fine but
h2 > h4 > h6 is not. This is for accessibility reasons. Screen readers just have an easier time
parsing document content when everything is in order. All pages start with an H1 that is the
page title and there should only be one H1 on any given page. If you need more guidance, talk to
the LRS Web Content Specialist.

A. Bold, Italic and Underline text styles

B. Left, Center, Right align and Justify Content

C. Bulleted List

D. Numbered List

E. Decrease Text Indent

F. Increase Text Indent

G. Block Quote

H. Insert an Image

J. Insert a Link

K. Insert a Table

L. Show content blocks in the image editor (This makes it easier to position and select specific
content)

Web Pages 18



21. M. Insert a Template (accordions, tabs, columns)
22. N. Insert a Responsive Video

23. P. Insert a Modal Window

24. R. View Source Code

25. S. Insert a Plugin (like a form, gallery or a list.)

d. Article Editor

Versions 1.20 and above have the option of using a new content editor, called Article Editor.

Article uses a block format for paragraphs and features similar to other CMS content editors. It also
includes pre-made grids, templates, and snippets customized to your website to help you design your
webpages. LRS is developing a user guide for Article. Submit a Helpdesk ticket for more info.

a -
+ B 0 <

P =] B — =]

3 Embed Table

B ”» <o m ]
rticle - Grid aor

+ ¥ # / =

This is Article RTE.

|Locks pretty. Very Cool!

¢ ® ) ® @

Web Pages



Step-by-step: Adding a Web Page: Additional and Featured Content

Featured Content

Featured Image

No Featured Image v

Content (1)

Formats B 7

& I o

This will be in a second part of the template

Content (2)

Formats B 7

'
1]
1l
%
3

<>

1. ADD ADDITIONAL CONTENT IF NEEDED:
On the right side of the Manage Content template, you'll see
Featured Content and Page Plugins. These are custom-created
modules that the LRS Web Solutions team has added tor your
Antilles site.

a. Featured Content: Select the desired content for the page
from the pull-down menu. This content will automatically
display according to the design of that page’s template.
(The site template can be set in the page settings and will
dictate the layout of content.) Typically, the featured
content will either be in a sidebar or a pre-formatted area.

b. Page Plugins: The page plugins are where you can insert
other module data into the page. This includes lists, forms,
and any other custom modules that have been added to
your site. Plugins can only be added once the page is saved.
You can insert plugins either with in the Content editor
(plug icon) or through the right-side sidebar “Page Plugins”.

You can edit a plugin within a content area.

1. Once the content is added, press “Save” at the bottom of this page.
The page will be added to the main menu navigation.

2. Once a page is saved, you can view it by clicking on the eye icon
in the upper right corner of Antilles.

Web Pages
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Step-by-step: Adding a Web Page: Content Templates

brm Builder Documentation Docume
st Builder Content
Edit Insert View Format Table Tools
Paragraph B 7 U E=E=E =
sources
H- 1 - o8
Insert template

Find the latest documentation on using LRS Antilles he

Antilles User Guides

Tabs

Not to be confused with
Page Templates in the Page Settings, Content Templates are comprised of commonly used layout
techniques within pages. Examples of how these will display can be seen in your site’s Style Guide page
(1t will be your site URL with /style-guide/ at the end, so https://antilles.me/style-guide for example).

Additional columns, tabs, or accordions can be added to the template after it has been added to the
page.

Flnd Tne L1Latest documentation on usling LK> ANTtlilles nere.

Antilles User Guides

Tabs

Web Pages 21
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Step-by-step: Adding a Web Page: Including Videos

How-To Videos

Content
Edit Insert View Format Table Too
Paragraph B 7 U

E- T E &g © &

Insert responsive video

| £ Plugin:~/views/listbuilder/listbuilder-list.asc

Videos can be added to webpages and linked as a resource, however we strongly recommended using a
video hosting platform such as Vimeo® or YouTube® to host your video; once hosted they can be
included through the responsive video button in the toolbar.

Menu Name
Responsive Video X
Link: https://www.youtube.com/wz
Select: | Center ‘
-3 Ok  [eENTE

"
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Step-by-step: Adding a Web Page: Multiple Content Areas

You can now have multiple content areas to your page, similar to a column layout. See the page below,
which has two content areas.

[T AN\ i
& 4225 Interwood N Pkwy

LOCATION é 4225 Interwood N Pkwy, Houston, TX  pjre, r.:"'s
77032

32

Houston Firefighters' Relief &
Retirement Fund

4225 Interwood North Parkway
Houston, TX 77032

#d Map Data | Terme of Use | Report & map error

In LRS Antilles, the setup is like as a dropdown list like this:

@ Content &+ Settings @ Security @ SEO

Title Menu Name
Map Map
MAIN CONTENT v

Main Content

Sidebar Content

Using the drop-down menu, you can manage and edit specific content in each content area.
This is a sophisticated way to get more information in the place that you want it. It’s mobile friendly too.

Note that your website’s theme will need to be modified to support multiple content areas. Contact
Helpdesk for assistance.

Antilles Core Web Pages 23



Step-by-step: Adding a Web Page: Settings
3. After adding content, navigate to the Settings tab at the top of the page.
Manage Content
@ Content £ Settings B Security @ SEO®

Page Attributes

Type

Page v
Parent

(No Parent) v
Template

homepage.master v

Menu Group

' Hidein Menu Hide Page Title | Open New Window

=D Cioes euns (B

c. Type: There are three types of pages that can be added.

i. Page: Your typical page with a header, body content, and a footer. Links
normally in the menu to the page.
ii. Placeholder: Serves as a menu category. Does not link to anything in menu
and has no content.
iii. Link: Links to another page through a URL. Use this for links to other sites or
pages that already exist.

d. Parent: This is the page attribute that determines in which part of the menu the page
will be displayed in. If a page has the (No Parent) attribute selected, the page will display
in the main site level menu. Pages with another page selected as the parent will display
as a sub-item for that page, so long as their parent does not have a parent (This can vary
on a site-by-site basis).

e. Template: This attribute is discussed in the detail on the next page. The template is the
skeleton for the page and will determine how the page is laid out.

f. Menu Group: This is an extra field and should only be modified for back-end purposes.
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Template Field: In Detail

The template field will always have a few options to choose from. This will determine the layout
of the page. Most of the time, the layout for the home page is different than all other pages, so
it has its own template. Pictured below are two examples of how a template might choose to
display page data differently.

Template One Template Two
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Step-by-step: Adding a Web Page: Security
Public Access Level @

Allowed Roles

Everyone

Admin

Content Editor
Content Publisher
Developer
Employee
Registered lUser

Antilles® Access Level @

Allowed Roles

Everyone

Security:

The Security pane is used to manage the Roles that have access to view the page. These are
custom defined and are set to Everyone by default. If it is set to any other role, the user will
have to log into the site to view the page. Roles are discussed in depth in the Roles section on
page 50. New to Antilles 1.17.0, roles can now be restricted in the admin. Only users in the
roles here will have the ability to edit the created page.
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Step-by-step: Adding a Web Page: SEO e

Watch how to add SEO

¥
to rank

SEO

Focus Keyword @

Keyword Analysis

Score: 50 /100 Analyze ©

rs, web solutions, content manager, demo .
- word 'Irs, web solutiens, content manager, demo' does net appear in the copy.
. no words; the minimum recommended lengt
SEO Title @ ; appear in the Sl il
d 'Irs, web solutiens, content manager, demo' do! appear in the SEQ title.
LRS Content Manager Demo Cus rs, web solutions, content manager, demo’
ntain the fecus keyword ‘Irs, web solutions, content
URL Stub ~
than the recommended 50-60.
nome ption which is less than the recommended 120-160

Description @

ption ¢
® The URL Stub is unique.

The LRS Content Manager demo theme.

Sitemap Info

Sitemap Prierity
0.4

¥ Include in Sitemap

Additional Metadata

Additional Metadata

P Search Results Preview

LRS Content Manager Demo
http://antilles. me/home
Robots @ The LRS Contenit Manager demo theme

Meta Robots Index @

M ndex No Index Open Graph Preview

Meta Robots Follow @ LRS Content Manager Demo

_ The LRS Content Manager demo theme
Follow No Follow

Meta Robots Archive @

No Archive
iMessage Preview
Send me the link to that awesome:
website you found. All my friends are
asking for itl
LRS Content Manager Demo
antilles. me
al /=
pringfield,lllinois"

SEO stands for Search Engine Optimization. This section of the page will help you bring your
page to the top of search queries. The SEO section will also provide feedback and suggestions
for any pages that don’t meet current best practices.

a.

Web Pages

Focus Keyword: This is the keyword that will be analyzed by the Keyword Analyzer for
SEO presence.

SEO Title: This is the title that will appear in search results and will be the title used for
SEO purposes. This title might be longer and more descriptive than the page title or
menu title.

URL Stub: This is the stub that will be used for the page. This should be a word that is
readable and linkable to someone in an intuitive way.

Description: This is what will be displayed as the description of the page in search
engine results. Be accurate, and descriptive of the page content.

Sitemap Info: This is the priority of the page as it appears in the sitemap relative to all
other pages. This can be anywhere from 0.0 to 1.0. 1.0 is the highest (home page) and
0.0 is lowest (Outdated pages).

Additional Metadata: This is where all additional metadata is added. An example of this
are Geolocation tags. Be sure to include the full tag when adding additional metadata.
The Keyword Analysis: This box will display suggestions and issues with the page’s SEO
once analyzed.
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Step-by-step: Adding a Web Page: SEO Continued

Keyword Analysis

Score: 100 /100 Analyze ©
® The focus keyword appears in the copy.

® The copy contains 303 words; which is above the minimum recommended length of 300 words.

® The SEQ title contains 51 characters; which is great,

® The focus keyword appears in the SEQ title.

@ The URL contains the focus keyword for this page.

® The URL Stub is unigue.

® The description contains the focus keyword,

® The description contains 158 characters; which is great.

o

o Keyword Analysis: Keyword Analysis is what you check against for search results.
The higher the score, the more likely that searches with that keyword will return
your page.

e Focus Keyword: This is the keyword that users will be wanting to find.
e The Copy: This is the page’s main content, which is best optimized when
it contains 300 words or more.

e Search Results Preview: This is how your page will be displayed in search engines.
These fields are determined from the SEO pane, and changes will reflect in this box.

e Open Graph Preview: Open Graph is used in many social media sites, Facebook
included. This is what will be displayed when the page is linked in an app such as
Facebook’s messenger, or in other chat interfaces. There will be additional support
for this in future Antilles releases.

e iMessage Preview: This pane will give a preview of how your page will link when
shared in iMessage, or Apple’s iPhone Messenger

Technical Notes:

Canonical Tags are automatically included for all pages in all modules. This will clarify for search
engines how to index pages so they won't be considered duplicates.

Robots File: Pages default to "Index" and "Follow" for indexing.

Version History

Easily access previous versions of a page and revert if desired. Previously this was only enabled for sites
that had workflow enabled. Starting with 1.20, this is available across all sites. You’ll find it in the Page
listings

How to Use Version History
Go to “All Pages”

Hover over the page you want to access.
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A small toolbar will appear underneath the page title. Click “Versions.”

hidden

Quick Edit | & Versions | il Delete | © Preview | #a Duplicate

You will see a numbered list of the versions of the page. A version is registered when a page is saved.
The most recent version will appear at the top. Here you can see the day and time the version was
created, which user created it and approved it, and if it was published. Previous versions of a page are
considered “drafts.” You can preview any version, edit or delete it. To replace the page with a previous
version, click “Make Active,” which will make that version live, and create a new, “active” version of the
page at the top of the list.

(@ versions | Home

Version Created User Approver Published Status Options

62 1/26/202110:55:22 AM Karen Carlson Never O@ED oPrevew OEdit @ Delete

&1 1/26/202110:5432 AM Karen Carlson Never D@ o Preview @Edit i Delete 2 Make Active
&0 1/26/202110:53:44 AM  Karen Carlson Never O@ED) <Peview QEdt fDelete 2 Make Active
59 1/26/202110:5313 AM Karen Carlson Never O o Preview @Ed:t % Make Active
58 1/26/202110:5238 AM  Karen Carlson Never O@E) o Preview @Edi 2 Make Active
57 1/26/2021105211 AM Karen Carlson Never O@ZE) oPreview @Edi fDelete % Make Active
B3 1/26/20211050:55 AM Karen Carlson Never O@ZE) oPreview @Edic @ Delete % Make Active

Viewing Subpages

It's easy to understand the structure of your website. The green folder icon indicates subpages of your
top-level pages —(top level usually refers to pages visible on your website menu.). To view the sub pages

Pages > All Pages

The green folder number indicates the number of subpages aligned with the top-level page. In the
example below, there are 6 pages as “children” of the “parent” page, called “Personal.”

View Subpages

= @®m5 ® Persona
@ Edit

© Quick Edit | @ Versions | @ Delete | @ Preview | By Duplicate

To view the subpages, click on the green folder.

To easily view the pages up one level, click on the black button, which may contain the name of the
parent subfolder.
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Add new under < | View Top Level Subpages 4

Add new under# | View About Us Subpages 4

This will allow you to move easily between sections of your website. You can have multiple sub-levels of
your website. For the best user experience, don’t have more than 2 or 3 sub-levels of your website. For
guidance, contact LRS Web Solutions.
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Resources

All Resources

[All Categories) ¥

Mo rescurces are in the list.

Resources Module:

The Resources Module manages all uploaded files (Images, PDF, etc.). Any file type you want to
display in your website goes here; whether it is for a download or to display in a page. Some file
types aren't supported by some browsers however. A good reference to show what data types
are supported by which browsers can be found below
https://en.wikipedia.org/wiki/Comparison_of web browsers#lmage format sup

port

Adding Resources Watch how to upload images and files

To add resources, press the “Upload” button above the
resource editor, pictured above. Once there, name the
resource, choose a category, describe it, and upload the
file. Types are synonymous with Categories. Adding
categories is described below

After you upload an image, you will see a reminder to add
alt text with an image. This is text that describes the image
for those with disabilities using screen readers. Learn more
about Alt Text.
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Images X

< All Resources > s Search n

Remember: Add ALT text to images if it is needed.

Choose a file to upload

Adding Resources (Bulk Upload)

Resources

Bulk Upload Bulk Options

Category

[All Categories)

(All Categories)

Images

CHOOSE A CATEGORY

Bulk Upload is used to upload multiple files at one time. To
use this, navigate to the bulk uploader at the top of the
Resources module in the menu. Once there, select a
category and drag your files into the bulk uploader using
classic windows drag and drop. Multiple files can be
dragged at the same time.

Adding a Resource Category

To add a new category, navigate to the category submenu
and add categories by name. Categories only need a label
to be used.

Antilles Core Resources
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Adding Resources (Adding Resources to a Page)

Adding an image will be slightly different than adding
other resources if they are meant to be displayed in line
with content.

Tools
= =EE = i= EE“%@”

ing LRS Antilles here.

For all other resources, you will select the linked list icon
and select a resource from the ‘Link list’ dropdown menu.

I ——
Menu Name

Biographies
Title

Target
Home

= Class
Insertfedit link Search

Antilles Core

(]
il
[
i
i
il
]
3
&)

Find Me
Form Builder
for Approval 404
Error
Kitchen Sink
Style Guide
This Page Stub / Is Unsafe
Biographies

Page!

PDF o
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Blog Module

Watch a video: how to create a blog post

Blogs are a popular way to add fresh content to your website on a regular basis. From a
marketing perspective, regular blog posts allow your company to educate users with your
Expertise, Authority and to earn their Trust (EAT). This encourages users to return to your
site, backlink to your site, which can improve your rankings with search engines.

In LRS Antilles CMS, the blog module is a separate add-on to your site. Talk to your
account representative about adding the blog module, or submit a Helpdesk ticket.

Adding blog posts is very similar to adding pages.

Add a Blogpost

Post Details tab

@ siog oo | compored | comman | s vew o

Search

Any Category b Any Status A Title or Tag
Blog Posts

Title Author Category Tags Date Status

How to Plan a Hassle- Karen Get Started vision 2020, web solutions, website redesign. @©10/28/2019 02:33 PM  Published @ Edit @ Delete
Free Website Carlson website company, how to redesign a website

Redesign

LRS Rescues Macon Karen Case Studies website security, website solutions ©10/20/2019 08:56 AM  Draft @ Edit @ Delete

County Circuit Clerk's  Carlson
Website from
Hackers

The Scariest Part of Karen Get Started website solutions, website redesign, website ®10/14/2019 10:46 AM Published @Edit @ Delete
Website Redesign Carlson content
(And How to

Overcome It)

Click on “Add a New Post”
Fill in the required information. The teaser will be visible from the homepage of the blog.

Posted date: This is optional. You can also schedule the post to be published at a future
date.

Posted By: This is the name of the author. To add authors, click on the “Authors” link in
the Blog SEO menu. You can also leave this blank if you like.

Title: This is the main title of your page. Be sure to include a keyword that readers would
search for.

Subtitle Lead Text: This is the subtitle of your post. Include a keyword if it naturally works.
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Teaser: This is a short, enticing paragraph to excite readers to read your post. Include a
keyword if it is natural.

Details: This is the body of your blog post, containing all the same tools as the Pages
module.

Options (Right Column)
Category: Choose a category and author for your blog

Published box: The blog post will be published by default. Uncheck the published icon to
keep your blogpost as a draft.

Featured Image: this will be displayed at the top of the blog post. If you want it to be
displayed on the homepage of the blog, check Display featured image in details page.

Multi-Site: If you are managing more than one website, make sure your post will publish

to the correct site.

Youa can preview
the post just like

pages.

Blog Post

@ Post Details @ seo

Add
Post Details This is Authors Options Create categories
optional. from the main blog
Posted Date Posted By Category menu

B mm/dd/yyyy --:-- --

Leave blank to use username Uncategorized

Title
[

Subtitle Lead Text

Author

Uncheck
this box if
you do not

None

¥ Published

Allow Comments

Teaser Do not show date

Featured Image This will be
displayed at the top

of your blog post.

Display featured image i

Details

Edit - Insert~ View - Format- Table- Tools L.
Multi-Site

Paragraph B 7 Y A E-E-EE 6 B L

Sites

=2 T o E o

- ok o +'LRS Web Solutiens
Write your content

here or copy/pasted

it from a Word
document.

&rnq -SHVB
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Blog SEO

Click on the SEO Tab. You will see that the Blogpost SEO Tab mirrors the SEO Tab for Pages
(See above: Step-by-step: Adding a Web Page: SEO)

Blog Comments

If your blog post allows comments, you will see an alert when you open Antilles admin.
Approve pending comments in the comments section to make them visible on the site.

Blog Categories

& Blog Categories I ) ) e
H -

Category

Antilles Pro @ Edit i Delete
Best Practices @ Edit @ Delete
Case Studies @ Edit @ Delete
Documentation @ Edit @ Delete
Get Started @ Edit @ Delete
How To's @ Edit @ Delete
Latest News & Edit i Delete
Learn More @ Edit [ Delete
Product Announcement @ Edit @ Delete
Random Thoughts @ Edit @ Delete

H -
Categories help you organize your posts and make it easier for readers to search for what

they want to know.

Creating categories is easy. Click on the blue “Add New Category” button in the top right
corner under the Blog Categories sub menu. Simply type the name of the category you
wish to create and click save.

Categories are automatically organized in alphabetical order.
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Blog Authors

)
2 log Authors

Name Title

Karen Carlson ‘Web Content and SEO Specialist @ Edit ff Delete

Diversify your blog writing with multiple authors. Click on
Authors in the blog sub-menu. Click “Add New Author” in the
upper right corner. Fill in the information as you like. You can
also include an image to pair with the name of your author.

Blog Settings
LRS Web Solutions will set this up for you.
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News Module

The news module functions similarly to the Blog Module. News articles may differ in
article tone, frequency, and length. Dates may be more pertinent to news articles than
blog posts. News articles do not have authors.

The module consists of 3 parts: 1) Settings, which is set up by LRS developers 2) Categories
and 3) All News.

How to Add a News Category
Click Add Category to name a new category. Categories are not required for the news
module.

How to Create a News Article

Create a new article by going to News> All News and click “Add New.” Complete the
details in the left-hand “Details” section.

Title — This is like the headline of your news article. It will be the H1 on the page. Blurb is
like a subhead or “deck” as it is known in journalism. The body section is identical to the
text editor found in the Pages and Blog modules. Add styles and media to enhance your
article. Link to other relevant articles or pages on your website.

News Article

category

Uncategorized

Title

Blurb

Body
Edit Insert View Format Table Tools
Paragraph Fomats- L. B F U A [

E- ® & T E @A o L @

™
]
ikl
[
m
il
il
il

Lorem ipsum dolor sit amet consectetur adipiscing. Lorem ipsum delor sit amet consectetur adipiscing. Lorem ipsum dolor sit amet consectetur adipiscing. Lorem ipsum delor sit amet consectetur
adipiscing. Lorem ipsum dolor sit amet consectetur adipiscing. Lorem ipsum dolor sit amet consectetur adipiscing.

Lorem ipsum dolor sit amet consectetur adipiscing. Lorem ipsum delor sit amet censectetur adipiscimg. Lorem ipsum dolor sit amet consectetur adipiscing.
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In the right “Options” section, you can change the posted date and choose if you want the

article to be hidden after a certain date. Provide an additional link to end the article, a

featured image, which will be displayed on the main page of your news, and other details,

as desired. Save the article.

Options

Posted

6/2012 129 prm

Expires

416/2219 1:49 prr

Link URL
Link Text

Link directhy from title
Cpenin a new window
W Syndicated
W Active

»  Featured

Featured Image

Choose Image_
“ news-1.png

Display featured image in details page

News articles also can be shared to your social media accounts.

Antilles Core List Builder
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Form Builder

Watch videos to learn how to create forms (2
min each)

Part 1: https://vimeo.com/461387864

Part 2: https://vimeo.com/461387872

Part3: https://vimeo.com/461387870

Part 4: https://vimeo.com/461387885

Form Builder Module:

Forms are a great way to collect valuable data for your business and have it sent directly
to an email address, a database, or both. Form submissions can also be encrypted before
being sent using a digital email certificate.

The Form Builder module manages the website’s online forms. Forms are comprised of
pages; pages are comprised of sections, and sections are comprised of fields. (Forms ->
Pages -> Sections -> Fields) By default, the forms are not visible until they are added as a
plugin on a specified page.

Form

I

Sections

/1

s B
s i

o
o
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For example, let’s say we are a company and want to build a form for employee data. A
form might be structured like this:

Job Form

Applicant Info

———

info
employment
m Last Name NS

Tell us about
yourself

Currently
employed?

Here’s how Form Builder looks in LRS Antilles:

& Form Builder

Form Type Active

Complex Form Email {Plain Text) Yes @ Pages MDuplicate $£#Settings @ Delete
Contact Us Email (Plain Text) Yes @ Pages Wy Duplicate £ Settings @ Delets
Customn Diesign & SEQ Questionaire Email (Plain Text) Yes @ Pages ByDuplicate  £¥Settings @ Delete
Outreach Program Email (Plain Text) Yes @ Pages By Duplicate £ Settings @ Delets
Petition: Redistricting Email (Plain Text) Yes @ Pages ByDuplicate £ Settings @ Delets
Project Info Form Email {Plain Text) Yes @ Pages ByDuplicate &#Settings @ Delete
Theme SEQ Questionnaire Email (Plain Text) Yes @ Pages ByDuplicate £ Settings @ Delets
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Forms

Form Type

Dashboard
Donation Module
Feed Reader

E Form Builder Test Email [Plain Text)

List Builder

There are 3 steps to add a form to your site:
1. Create the form in Form Builder.
2. Add the form to a Page.

3. Test the form.

Let’s get started!

Step-by-step: Add a Form (Settings)

Form Name
Header Text
File Edit View Insert Format Tools Table
Paragraph B 7 UEE=EEEE&66 M L& o B 1
0 WORDS
Footer Text

File Edit View Insert Format Tools Table

B/ UEE=EEEEG6 B L o B 1

Paragraph

Once on the Form Builder page, click the “Add
New Form” button in the upper right-hand
corner. Then follow these steps:

Form Details:

Settings

Form Stub

Recipient Email(s)

emaill@domain.comemail2@domain.com

Submit Button text
Submit
W Active
Allow Progress to be Saved

Enable Google reCAPTCHA

Encypt using digital email certificate

(No certificate installed)

Save Encrypted Copy to Database

Antilles Permissions

1. Enter the Name of the form. This will autofill the Form Stub (right column
under Settings) with a hyphenated lowercase version of the title. This is the
text that will display in the URL. Try to keep this short (one or two words)

Antilles Core List Builder
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Add the Header Text of the form. This is the text that displays before the
header, giving the user more details about the form. This could be a call to
action, prompting the visitor to complete the form.

Add the Footer of the form. This is an end message, such as a disclaimer to
the form or an asterisk about information within the form.

Form Submission Message. This message verifies that the user has sent a
form. A custom message will pop up after a form is submitted. If desired, you
can change the message to anything you like. This verifies that the user sent a
form with a custom message and will display after a form is filled and
submitted.

Custom JavaScript on Form Submission — This section can be used to write
custom JavaScript functions that will be triggered when a user submits

a form.
LRS developers will complete this section if required. This section is useful for
Google Analytics snippets.

Right Column Settings:

Form Stub: This is the last words in the url. Keep this short, one or two words.
Add the Recipient of the form. This determines where the form information is
going to, most likely an email address.
Change the text of the submit button if desired. This is the display text on the
submit button for the form.
Check optional boxes in Settings:

e Active: Determines whether the current form is live on the site.

e If you want to build your form over time, click the “Allow Progress to
be Saved” button.

e Enable Google reCAPTCHA: Uses Google’s captcha tool, which is
important for determining if the person submitting the form is a bot.
This requires that the reCAPTCHA Site and Secret Keys have been
setup in the Settings Module.

e Encrypt using digital email certificate: If checked, this will encrypt the
form submission before the email is sent.

e Save Encrypted Copy to Database: Saves the encrypted form

submission to the database. These forms can be viewed in the
Submissions section of the Form Builder Module.
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Settings

Form Stub
Contact Us
Recipient Email(s)
employee@company.com
Submit Button text
Jump In!
 Active
+ Allow Progress to be Saved
Enable Google reCAPTCHA

Encypt using digital email certificate
(No certificate installed)

Save Encrypted Copy to Database

Confirmation Email

Confirmation Email . . .
Send Confirmation Email: When enabled,

this will send an email to the user who fills

Send Confirmation Email

[ o @) out this form based on their email address
. . they use.
Email Address Field
Emall Address T Email Address Field: This is the field
Confirmation Email Subject that contains the users email address when
Thank vou for Registerng they submit the form. You can have multiple

people receive the form. Just use commas to
separate the email addresses.

Confirmation Email Subject

File Edit View Insert Format Tools

Table 2. Confirmation Email Subject: This is

o baragrann 8 7 U the subject line for the email sent to the user
EEEEETE6mL o 3. Confirmation Email: This is the email
m- v message sent to the user

Thank you for registering

Click “Save Form" and you are ready to start
adding sections to the form.

Step-by-step: Add a Form (Sections)

Once you save the Form, you should be
back at the All Forms management page.
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The form you just created will be included
in the list. Now that you have the settings
done on your form, it’s time to build

pages and populate the pages with fields.

To begin, Select your form and click
“Pages.” [a default page will be added].

Name the page and it will be included in
the list.

Add a Page

Contact Us Page 1

Title Sort Order

Contact Us Page 1 0 @ Fields @ Delete Page

Save Pages @

Now you have pages on which you can place the content of the form in the
“Fields.” But first, the content must be organized in Sections. Click on

Fields and you will see three boxes: “Form Fields”; “Add Fields” and
“Sections.”

Form: test

Form Fields Sections
Section New Section Name

Add
No Sections have been added to this form. To get started, add a section. You may then add fields to each section of your form.

No sections have been created.

Save Fields &

In the Sections box, enter the name of the section and press Add. This will add the section

to your form. This section will appear in the Section dropdown list. Once you add a
Section, you can add fields to the sections.
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Sections

New Section Name Add
Section Sort Hide
Title

Contact Info 1 %@

Employment Info 2 & @

Save Sections @

Step-by-step: Add a Form (Fields)

Fields can contain a variety of content, from a person’s age, to their name, to
any information that is required for the form. NOTE: To add a field, you must
first add a Section within the form.

Field Type
v Text Field .
B, Clone Section Form Label
Name]

B Clone @ Delete

[ Add F'@Idﬁ ]
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1. Inthe “Add Fields” section, select the Field Type from the dropdown
menu. For example, a Text Field would be selected for anything that is
text-related, like a name.

2. Enter the Form Label of the input (First Name, Last Name). This will be
the display that the user will see when going through the form.

3. Add the field with the ‘Add Field’ button.

4. Now you can sort this among other fields, mark if the field is required,
clone (duplicate) it, or delete. In the Options box, you can mark if you
want any validations.

5. Click Save Field.

6. Continue to create fields as you need.

Section Field Type

Contact Info - Checkbox

W Clone Section Form Label

Sort Label Type Css Class @ Required
Narme text £ Advanced W Clone i Delete Add Field @
2 Name text £ Advanced ®yClone f Delete
) _ Sections
3 Tell us aboutyor | EXErea £ Advanced ®yClone @ Delete
4 Currently Empl¢ ~ checkbox £ Advanced W Clone i Delete -
Section Sort Hide
Title
Save Fields @
Contact Info 1

Step-by-step: Add a Form (Advanced Fields)

The advanced button leads you to option to customize your fields.

Antilles Core List Builder 47

=]l



Antilles Core List Builder

Field Options
Section Type

Contact Info - Text Field -
Label

Name

CSS Class
Tooltip Text

Last On
Mobile

Tablet
Desktop

Placeholder Text

Function Function Trigger

MNone - MNone -

e Label: Label is the words that will appear before the radio buttons
within the page.

e (CSS Class: This is how the list will be styled, and for the more tech
savvy, it is the class that will be used to style the form field. Fields can
have multiple classes. Separate classes with spaces like shown above
with full and last. Classes are indexed on the last page.

e Tooltip text: This includes adding a small icon to help your user
understand what data you want entered in the field.

e Last On: Last on is used for the field depending on which platform the
field will display in the rightmost column on, and generally used for
style purposes.

Most forms will have grid styles defined in the /style-guide page

e Placeholder Text: This is text that will show in the field giving the
person a description of what the expected value in the field is.
Function can be removed in this version.

e Option Values: These are the different radio buttons that can be clicked
on and should be separated with the | character. This is just above the
enter button on most keyboards on the shifted backslash key.

e Default Value: This is for a field that has a preselected field. When the
form loads, if there is a default value then that option value will be the
checked value.

e Option Required Trigger: This is the value from the list of options that
cannot be selected to submit the form. For example, “—select a value—
”is commonly used for this field.
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Choose One

Pipe delimeted (i.e., One|Two|Three

Populate with U.S. states #

Default Value

‘ Choose One

Option Required Trigger

Choose One
Function Function Trigger
None v None

Step-by-step: Add a Form (Add to Page)

Now that you have pages, sections
and fields, you are ready to add the
form to page on the website. Forms
are considered “plugins” to the page.

First a page must exist to house the
form (See Add a Page). Once the
webpage is added and ready, edit the
page and click the plug icon. Select
Form Builder and select the form you
want to add from the dropdown
menu. Click “Validate Plugin”

List Builder
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Events

Form Builder

List Builder

Locations

News

Pages

Payment Center

Plugin Manager

Manage Plugin

Form Builder

Form Settings

List

Contact Form

d Plugin Validated

i

FindMe Find Me

Content
Edit Insert View Format Table Tools

* Paragraph B 7 U E

[l
1]
.
i
.
|

| £ Plugin:~/views/forms/forms-form.ascx FormStub=Contact-Form |

Ir@en (

AT T AT CARNTUeITTAE TTRETE T T TR AT TRE e T O TSFOTT TN e T F TR AaMeETT e

NOTE: Plugins can only be added after they are validated.

Insert the form, save the page and then preview it to see your form.

List Builder

50



ng for LRS

Contact Info

First Name ©°
Last Name’

Tﬂlmammﬂo’

Currently Employed?

Employment Info

Past Employment

® CONTACT US PAGE 1

Step-by-step: Add a Form (Section — Advanced Options)

Section Options section

Primary Condition Operator Page

AND - Default Page -

Choose Section To See Controls

Section A - Control Section o -

Control to Watch Operator  Controlling Dropdown Value (select )
Controlling Dropdown e v == o Choose One o -
Add Condition
Section Field Operator Value
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Here you can set conditions on the section
that allow it to be hidden or shown. This
includes adding or hiding sections based on
criteria and user’s information.

To add a condition: (1) Select a section of the
form that contains a control you want to
watch. (2) Select the control you want to
watch the value of. (3) Select your equality
operator. (4) Select the value that will satisfy
the condition.

Section Options section B - Controlled by Checkbox

Primary Condition Operator Page

AND o Default Page o

Choose Section To See Controls

Section A - Control Section -

Control to Watch Operator  Controlling Dropdown Value (select)

Controlling Dropdown - == - Choose One -

Add Condition

Section Field Operator value

Section A - Control Section Controlling Dropdown [sslect == Route Delete 6

[ camisno

You can add as many conditions as you like to
build the logic for your form. You can (5)
choose to combine the various conditions
with an OR clause or an AND clause.
Condition values cannot be edited but they
can be (6) deleted.

You can move this section to another part of
the form by selecting a different Form Page
Part (7)
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List Builder
List Builder

shboard

ation Module

List Builder Module:

d Reader Sort

n Builder 0 Edit [tem

Builder 20 Edit lter
0 Edit ltem

George Washington
Thomas Jefferson

Benjamin Franklin

List Builder is used for templating and storing site data that can be displayed as a list. Here

are some good examples of when to use list builder.

Company Team/Employee Directory
Locations

Banner Images

Social Media Icons

Portfolio

List Builder is good for repeating data that is either large or changing often. Once a list’s
display is structured, items can be added easily without having to worry about formatting.

Antilles Core List Builder
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Creating a List Step-by-step (Structuring the List)

Template

List Builder uses an HTML template that can be built into the theme of your website or added to
a content page as a plugin. To create a list builder template, paste the HTML code of the item you
want to create below. The repeating section will be repeated for each item a user adds to their
list. You can specify the fields that a user will see when editing a list item and use the
{{placeholder}} values for those fields in your repeating HTML template.

List Name

Biographies

Header Template HTML

=h1=Travel through history!=/hl=

1. Press “Create List” at the top of the All
Lists section of the List Builder
module.

2. Enter a name for the list. This will
automatically populate the List Stub
with a lowercase version of the title.

The stub is primarily used for referring to
a list within a page’s template, instead of
a page’s content. Modifying a theme is
not currently supported in the
administrative section and can only be
done in the code behind.

3. Enter the Header Template HTML.
This is what will display before the list
when it’s added in a page.

For example, “Figures through History”
for a list of biographies. This is useful if a
list is placed on multiple pages and has an
introduction that might need changing in
the future.

4. Enter the Footer Template HTML. This
is what will display after the list when
it’s added in a page.

5. Press “Save List” at the bottom of the
page. Don’t worry about other fields,

Antilles Core List Builder

Settings

List Stub

biographies

Placeholder Fields

Please save this list first before adding fields.

List Variants

Please save this list first before adding
variants.
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they will be changed after the list is
saved.

The sections labeled “List Details
Template HTML” and “Details Page” are
discussed further in the guide on the next

page.

Step-by-step: Adding a List (Structuring the List Continued)

6. Once the list is saved, it should return
you to the list settings, with the
placeholder fields ready to be added.
These are the different kinds of fields
that are to be repeated.

For example, “Name” “Biography Text”
and “Image” might be fields that are to be
repeated, as each entry in the biography
list contains each of these fields.

Placeholder Fields Text Field
Field Type Form Label
Text Field v bio
Form Label _
Required
‘ name

Required Add Field

No fields have been added to this list. 1
Update Sorting 2
“The first figld serves as the admin preview column

when displaying the itams in this list.

[

7. Once all the
placeholders
are set, create
the template for
the list items.

Below is an example of this. Keep in mind
the List Item Template is HTML formatted.

Antilles Core List Builder

Placeholder

{{namel}

{{biol}

[tfull-biol}

Type

text

text

text

&

& 1

&
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List Item Template HTML (Repeating)

<h3>{{namel}</h3>

<p={{bio}}=/p=

<img src="{{image}}" alt="Picture of {{name}}">

<span=<a href="{{item-details-url}}'~Read More!</a=</span=

4

Use [{item-details-urlll if vou intend to insert a link to an item details paae. You will need to create a CMS paae and

Step-by-step: Adding a List (Adding Items to the List)

If you followed the steps from the previous
section, the list is now structured, and ready for
items to be added to it.

Navigate back to the List Builder admin, where
the list should be and press the link to the list that
was just created to start adding items to the list.

I List Builder

ashboard

bnation Module List Builder

prlhszess List Template
rm Builder B @ nies Biographie

:t Builder

Lists

AlLists [RREREEEE

8. Once you’ve pressed the “Add
Record” button (pictured above and
to the right) a display will show for
Placeholder Fields that were specified
earlier. These fields will be formatted
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based on the type of input they were
declared as.

(Text, Text Area, and Image in this
case.)

Step-by-step: Adding a List (Adding Items to the List
Continued)

-

Choose File | No file chosen

full-bio

George Washington (February 22, 1732[b][c] - December 14, 17°
and soldier who served as the first President of the United States from 1789 1
one of the Founding Fathers of the United States. He served as Commander
Continental Army during the American Revolutionary War, and later preside
convention that drafted the United States Constitution. He is popularly cons
driving force behind the nation's establishment and came to be known as tF
country,” both during his lifetime and to this day.

=

9. Press “Save” to save the item and
continue adding items to the list with
the “Add Record” button.

Items in the list are automatically sorted
in 10s, so new items can be added
between existing items later if necessary.
(In this list, George Washington will be

first.)
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List Builder

shboard

ation Module

d Reader E

n Builder 0 Edit ltem George Washington
Builder 20 dit ltem Thomas Jefferson
ists 20 dit Item Benjamin Franklin

ment Center

Step-by-step: Adding a List (Adding the List to a Web Page)

e

EI Erges Edit~ Insert~ View~ Format~ Table~ Tools
Paragraph B 7 U =

=z3] '|T£::::j'i’.<>%

[l
]
.
i
-

Resources

Settings

Find the latest documentation on using LRS Antilles here.
Updates

Antilles User Guides

Users
Tabs

Current Version

£ Plugin:~/views/listbuilder/listbuilder-list.ascx ListStub=antilles-user
User Guides (current)

10. Select the plugin icon from the top of
the text editor in the page content
area

11. Select ListBuilder — List from the
dropdown menu
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Plugin Manager

Pages Edit Inser]
P .
Resources 7 Manage Plugln
BH- T
Settings 1 Select A Plugin
Find the 1 i
Updates Select A Plugin
Antille Blog - All Posts
Users
Tabe Blog - Post
Blog - Recent Posts
Custom UserControl
Data Template
Currer .
| Form Builder
£* Plugin;

List Builder - List

Resources - By Category

Search - Results

Step-by-Step: Adding a List (Adding the List to a Web Page)

@ conen: | PIUGIN Manager *
{
| List Settings
Title
List
Learr
images-gallery -
Content Filter on
Edit Inser Not Filtered v
He Filter By URL Segment
= T ﬂ Select Segment -
Featur¢ Plugin Check
Enhance tk
View Featy
Insgrt | Close
How-To ¥

12. In the plugin settings, select your list
from the dropdown menu and press
“Insert” after the plugin has been
checked.
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I homas Jetfterson

Thomas Jefferson was the third president

Read Mpre!
Beniamin Franklin

The list of Biographies should now display on
the page.
Step-by-step: Adding a List (Adding a Details Page)

Once a list is created, sometimes items in the
list need to have their own page dedicated to
themselves.

This is where the “List Details” item is used,
which will redirect the user to the page, to
individual items. (A single page for George
Washington, in the example above.)

Create a new page and add the plugin “List -
Details” to the plugin list, and the page
content.

Manage Content

@ Content £+ Settings B Security Q sE0 @

Title Menu Nam
| Bicgraphies Detailg | Biograph
Content

Edit Insert View Format Table Tools
Paragraph B /U ===£&s:=

T ™ cons 1

{{plugin1}}

Antilles Core List Builder
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Page Plugins

Plugin 1 {{plugini}}

None v

None

Custom UserControl
Form

List

Search - Results

None v

1. Before returning to list builder, create
another page underneath Biographies
titled Biography details and add the
plugin labeled “List — Details” to the

page.

Step-by-step: Adding a List (Adding a Details Page)

Antilles

List Builder
List Builder
List Template List Stub Options

Biographies Biographies biographies @ =

2. Once the List — Details plugin has been
added,
return to the list settings in list
builder.

3. In the settings page for the list, select

the page you’d like the details to
appear on for each individual item.
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Select Page Stub
404
Antilles-Core
biographies

biography-details
Error L5

findme

form-builder

Home

Kitchen-Sink

Search

Style-Guide
This-Page-5tub-ls-Unsafe

Select Page Stub

4. Once this is done, go to the List Item
Template and add a reference to the
List-Details page so that users can
navigate to it from the list. {{item-
details-url}} will generate the link
automatically.

List Item Template HTML (Repeating)

<h3>{{name}}</n3>

<p>{{bio}}=/p>

<img src="{{image}}" alt="Picture of {{name}}">

<span=<a href="{{item-details-url}}'>Read More!</a=</span=

i

Use H{iter-details-urlll if vou intend to insert a link to an item details pace. You will need to create a CMS paae and

Antilles Core List Builder
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Step-by-step: Adding a List (Adding a Details Page)

List Details Template HTML

c:m = ::P ame ]. c:_."_t;:-.-
=p={[full-bio}}<fp=|

SEO Friendly Details Placeholder (Text Field)

Select SEO Friendly Placeholder

Details Page

biography-details

5. Add a list details template to the list,
which will display for each individual
item when the user navigates to the
details page.

Biography Details
Thomas Jefferson

Thamas Jefferson (April 13 [0.S. April 2] 1743 — July 4, 1826) was an American Founding
Father who was the principal auther of the Declaration of Independence and later
served as the third President of the United States from 1801 to 1809. Previously, he was
elected the second Vice President of the United States, serving under John Adams from
1797 to 1801. A proponent of democracy, republicanism, and individual rights
motivating American colonists to break from Great Britain and form a new nation, he
produced formative documents and decisions at both the state and national level. He

was a land owner and farmer.

Above is the list details template,

while the right content is the list template

And now each item in
the list will have its
own details page,
displaying any details
you’ve included about
the item in the item
details template.

Antilles Core List Builder

Thomas Jefferson

Thomas Jefferson was the third president

Read Mgpre!
Beniamin Franklin
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Alerts

Alerts allow you to communicate important messages to your users on your homepage.

0 Alrcs

Text URL Active

Test 2 # True @ Edit § Delete
Lorerm ipsurm dolor sit amet, consectetur adipiscing elit, sad do siusmod termpar inciddiunt ut labore et dolore # True @ Edit & Delste
magna aligua. Quiz ipsurm suspandisse Ultrices gravida. Risus commodo cicerra masecenas accumsan lacus vel

facilisis.

You can set alerts to specific pages. You also can override the base alert color for
subpages to draw attention when page changes from primary alert.

Creating a new alert is easy. Click “Add New” and fill out the information. If you
would like it to be a link, add a URL. Click “Active” to activate the alert. Click
Save and then Cancel to return to the dashboard.

Manage Alerts

Alert Content

Text

URL
Start Date
End Date

Active

Events

Events

MANAGE EVENTS =

The events module allows you to easily create and maintain events within LRS Antilles CMS.
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The Events module is an advanced feature of LRS Antilles Content Manager. If you don’t
see Events on your dashboard, contact your account representative or submit a Helpdesk
ticket to inquire about adding the module.

Use the Events module when you have a series of recurring events. With this module, you
don’t have to worry about changing details on every page you placed an event. You can
make changes in the admin and it will automatically be updated on the webpages that
include that event.

The module consists of three sections: All Events,
Categories and Settings. The settings will be setup
for you by LRS Web Solutions.

Categories

Step by Step: How to Create an
Event Settings

1. Create Categories — Categories are not
required, but they help to keep your events organized.

1} Event Category

£} Genera B Security

Category Name

Classes

Category Color

. :eE'Ia'a|
M Active

To add categories, click “categories” and then “Add New” in the upper right side of the
screen.

Type in the desired name of the category and choose a color if you wish. Categories are
active by default. Uncheck the box if you want to deactivate the category.

If you wish to restrict the people who have access to this category, click on the security tab
and select which roles may have access to this category of events.

Save the category, and you will see it in the category list. -

2. Create an Event
Once you've created categories, you're ready to create events.

Click “Events” > “All Events” and then click “Add New” in the upper right side of the
screen.

LRS Antilles Users Guide 65



8 Events o | ctms Lt

Category Sort By Search
Classes - Start Date - t L t m

Mo events are in the list.

Choose the category for the event and fill in the required information. Include an end date
so that your event will not be visible after the date has passed. The ”Blurb” is the short
description that will be shown underneath the title of your event. Keep this brief, to about
200 characters.

B Events

tegory

nnnnnnn

wwwww

uuuuu

aaaaaaaaaaaa

u Registration
Alow Regisiration

=0

In the Body section, add a description of the event. You might include details about specific
rooms, parking instructions, or other details. You can also add photos, links, and text styles.

On the right side of the screen, Options include de-activating the event, selecting it as
featured to have it display on a homepage or featured section, or selecting it as an all-day
event. Featured events will display when the start date is a future date and end date is
within 1 year.

Under Location, type in the name of the location, and the address, if needed.
Within the Recurring section, select the frequency of the event.

Registration - If you have a registration form for the event, selected the dates for
registration.

Featured Image - Choose or upload an image to be the main image associated with the
event.

Tags - Add keywords to the event for site searches.
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Save your event. Hit Cancel to return to the Events dashboard.

Save the event.

Add the Events to Your Page

Events are added as a “Plugin” to your webpages so they will be publicly visible.
Here’s how to do it:

Open the page on which you want to display the events. Click on the plugin icon.
Depending on the version of Antilles you’re using, that icon will either look like a plug
(Versions 1.16-1.19) or a wand (Version 1.20). That will open the Plugin Manager.

|/

Select events from the dropdown menu. Select the category and any customization that
you want to make to modify how the events are displayed. Click insert, and the plugin will
be displayed on the page. Although it looks strange in the admin, save and preview the
page to see how the events are displayed on the public facing webpage.

Plugin Manager

Events Settings

Category

Featured Only

Details Page Path

Home -

Plugin Check -

Insert || Close
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Locations 1701

Locations

31504 locations

MANAGE LOCATIONS

The Locations module allows you easily manage multiple
locations for your company. The Locations module consists of a dashboard with all your
locations, Categories and Types.

All Locations

Categories

Types

Settings

All Locations — Displays a list of all your locations. This also is where you will add locations.

Settings — This will be set for you by LRS Web Solutions’ developers.

v

Types — Segment your location by available service, such as “branch only” “atm only” or
“takeout only” “indoor dining” or other information that your customers might find useful

when filtering locations.

Categories

How to Add a Location
From the Antilles Dashboard, choose Locations > All Locations

Click “Add New Location”

Give your location a name, and add the address and contact information as desired. A text
editor is included where you can add any details, photos or other media to enhance your
listing. If you website includes the taxonomy module, add keywords to help users find this
specific location.

Add Details

In the right column, select the category and type of your location, if applicable. Add a
featured image, such as a photo of the building. Add a holiday schedule if applicable. The
Lookup Coordinates will locate the longitude and latitude of your location, to aid map
directions.

Add SEO

LRS Antilles allows you to add SEO for your locations. This is especially valuable for local
SEO. The SEO tab allows you to add a Meta Title and Meta Description that will be shown
to users in search results. Make sure these titles and descriptions are unique to each
location. Ask LRS for help with the SEO tab.
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Portfolio Module

The Portfolio module is a custom module that is designed for your company’s unique
products and services. The platform allows you to display relevant information that will
give your prospective customers details of your products and services.

The Portfolio Module packages various types of content all within a specific listing. Each
listing is self-contained, so you can add portfolios to pages to create more robust
information on multiple pages.

Any changes you make to an individual listing is automatically updated throughout your
site, wherever that listing is posted.

You can build listings and easily make them visible or hidden from public view.
Portfolio listings can include:

e Unique titles

e Services with unique descriptions and multimedia
e Pertinent dates and locations

e Awards

e Project files

e Images and videos

e Photo albums

How to Use the Portfolio Module

While your company’s portfolio will be customized for your needs, here is the general
process of using the Portfolio Module:

The module includes 3 sections:

1. Clients
2. Services
3. Categories

ﬂ Portfolio All Projects

Clients

Senices

Categories

Create these by clicking “Add New” in each of the sections. Fill out the appropriate
information. You'll need this information to add to your listings.

Users Guide
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Once you have Clients, Services and Categories established, you can then move on to
create individual listings.

Create a Basic Listing

Listings include the title, location, a numerical order, a box to check if you want the listing
to be visible, and the option to delete.

Below is an example of a typical blank listing. Fill out the information you like. You also will
have the option to add photos.

Portfolio Listings

Adding New Listing

Project Title Client
I I

Active Date Completed Location

Full Description

Edit Insert View Format Table Tools

Paragraph Fomats- L. B [ U A EESm I=-iZ-3 3= 6
= M F 1 SEEAEY 4

Save Listing

In the right column, you'll select the appropriate services and categories, so your users can
easily filter the listings.
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Services Provided

Services
Cammerical Electrical -
Altermate Power l
Design Build | Design Assist
Low Valtage

Pt O I T p,

Cerl-Click to select multiple

o

Categories Served

Categories

Covernment -
Histaric Restoraticn l
Site Lighting

Electrical

Cerl-Click to select multiple

Awards

Current ltems

Add a new item below

Set the Order

Once you have your listing created, you can number the listings to arrange their order of
appearance. We recommend using increments of 10 for easier rearranging as you add
listings. Do this in the Sort order column.
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Enhance Your Listing
Once you have your listings created, enhance your listing with photos or other files.

File Type File
Browse

HeroImage
‘Add File

Associated Files

Add photos
Choose how the photos are displayed.

Hero Image — This is the large image that will be displayed at the top of your listing page.
Make sure this is a landscape (horizontal) image.

Listing mage — This is the image that will be displayed on the homepage of your portfolio,
alongside the other listings.

Image — These are additional images added to the project.

Choose the Dimensions of the Images
In the CSS Class column, select or type either portrait (vertical) or landscape (horizontal)
image. This is how it will be displayed to public users.

Portfolio listings are often popular content on your website and encourage conversions, so
have fun with your Portfolio module!

LRS Antilles Users Guide 72



Users

Search n

Last Name First Name Company Options
@ Admin Antilles LRS @ Edit @ Reset Password @ Delete
LastName FirstName Company @ Edit @ Reset Password @ Delete

Users Module:

Users are the core of Antilles accessibility. Accessibility is evaluated on a page-by-page
basis for the website, and a module basis for the administrative area of Antilles. Restricting
access to web pages is done in the Page Module, while restricting access to Antilles
Modules is done in the User Module.

Adding a User

Adding a user can be done by opening the
Users module on the main dashboard.

On the next page, you’ll learn how to add a
user and what permissions can be given to a
user when creating a webpage.
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Step-by-step: Adding a User

Status Require 2-step verification
Active v
First Name User Roles
@
Administrative Roles
Last Name Admin
Employee

® Mo Access

Email
Additional Roles

Content Editor
Company Content Publisher
Developer

Registered User

Password

Require Password Change

Generate Password
Interval (Days)

1. Navigate to the Users module and click the “Add
New” button at the top of the page. (This is shown
on the previous page’s image.)

2. Enter the information pertaining to that user.

All fields are semantically labeled and pertain to
qualities of the user. Once the password is set, it can
only be changed by the user when logged in. All
password resets are randomly generated. Email and
Password are used for logging in.

3. Specify Roles for the user. These are discussed in
detail on page 50.

4. Decide if you want the user to be required to
change their password within a set interval. This is
a good practice for website security.

5. Press “Save” to add a user into the system.
Use the generate password checkbox to generate a
more secure password for the user. All passwords are

encrypted.

6. Specify if the user is to use 2-Step Verification. This
is discussed in more detail on page 52.

LRS Antilles Users Guide



User Roles

Roles Add New 4+
[ Adapjew+

Role

Admin

Content Editor
Content Publisher
Developer
Employee

Registered User

User roles determine a User’s access to both webpages
and administrative modules.

By default, the Admin role can’t be modified. This role has
access to all modules and all pages of the website. Admin
and Employee roles are special roles and are roles for
users that use the Antilles Dashboard. All other roles other
than Admin can have their module access limited by
marking the checkbox next to each module. If a module
isn’t checked, it will not show up in the user’s Antilles
Dashboard.

For users who aren’t making changes to the Antilles
Dashboard, a role would be assigned to them with no
modules checked. The user’s access would then be
determined in the Page module, mentioned on page 15.

LRS Antilles Users Guide
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Users Audit Log

Dashboard

T e g

Donation Module Filters
Application User
Feed Reader PP
-- ALL-- v - ALL -

Form Builder

List Builder Log Entries {past 12 months)

408 log entries (0.078 seconds)

B Date Application Action User
®2/22/2018 2 Users User wsmail@lrs.com Logged In Public
Resources T:32 PM
o ©® 2/22/2018 B Pages Page Biography Details Saved / Updated Antilles Admir
Settings -
12PM 12]
SSL Manager ©® 2/22/2018 B Pages Page Biography Details Saved [ Updated Antilles Admir
TMI2EM 12]
Updates @ 2/22/2018 B Pages Page Biography Details Saved / Updated Antilles Admir
110 PM 12]
Users
O 2/22/2018 B Pages Page Biographies Saved / Updated Antilles Admir
.08 PM 12]
@ 2/22/2018 B Pages Page Biographies Saved / Updated Antilles Admir
.08 PM 12]
m 2 hma B Nanac Nams Dinaranhise Souad /1 Indatad Antillac Admair

“The locksmith told him that locks are on doors only to
keep honest people honest.”

Checking to see who is accessing your website information
is important. While data is encrypted, and measures are
taken to prevent unauthorized access, sometimes
passwords are leaked through physical documents and
data is accessed in other ways.

The Audit Log allows administrators to view changes to
data within your website. This log is populated with up to
12 months or more of logging information depending on
your site configuration.
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2-Step Verification

2-Step Verification

\& Require 2-step verification

Status: Pending Activation

This user will be required to install a

guthenticator app to generate security codes

To add 2-Step Verification for an individual user, check the
box within the panel labeled “2-Step Verification”. Once

that box is checked, the user will be prompted to configure
their 2-Step Verification once they login to their account in

Antilles for the first time.

Ant.illes

Enable 2-step verification

An authenticator app lets you generate security
codes on your phone. To do so, download a
TOTP compatible authenticator fi he
App Store for i0S or Goo Play

then scan the QR Code
the QR code, you may alternatively enter the
following code: CWGOX3FYPGIFDHECX

y for Android and
w. If you cannot scan

Once you have set up your authenticator app,
please enter the 6 digit verification code from
your device

Users Guide

On the left is the prompt the user is given
when they login with 2-Step Verification
enabled on their account. The user will then
have to download one of the two software
links listed, based on their mobile operating
system. Any 2-Step Verification app will work
for this; the Google authorization apps are
linked for convenience.

Once the 2-Step Verification is configured,
the user will be prompted to enter a code
from their device for all future login
attempts.
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Settings

Resources

Settings

¥

Modules

Redirects

Schedule

Settings Module:

The Settings Module contains all global resources associated with the site, such as the name of the site,
the theme of the site and the email for the site. Some settings are intended to be used by developers of
the site as well and are discussed more in the API.

This module is different than other modules, so instead of a step-by-step we will go over the different
panels within the settings area.
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General Settings

»» |ntegrations

Google reCAPTCHA

6LeVDOWTAALAANaRVOec

6LeVDQWTAAAAATKUISSFAC

Sign up for an API key pair

& Genera o Appearance = Emai @ Security @ SEQ
General Social Media
Site Name Facebook Account Site Key
Antilles f
Base Domain Twitter Account Secret Key
antillesme v
Theme Name Google+ Account
mnaterial-LRS v G+
Menu Levels LinkedIn Account
2 in
Enable Workflow for
Publishing
(2]

e Site Name: This is the name of the site, it will

appear in the top tab for each page.

Base Domain: The domain where your site will be
located. (Note: You must own your domain name,
have your DNS pointed correctly, and have your
site hosted for this to function as intended.) The
base domain is also used for the password reset,
and the sitemap generation.

Theme Name: This is where the templates for the
site’s web pages are stored. Most sites have one
theme, but in a rare case they could have more
than one theme.

Menu Levels: The number of menu levels that are

used for the site. 2 is the default, which allows for
headings and subheading in the site menu.

Settings

Site Search

Search Engine

LRS CMS Search v

Your site is now using the LRS
CMS Search,
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Appearance Settings

£+ General o Appearance = Emai 8 Security @ SEC #» |ntegrations
Icons Dimensions Colors
Favicon Maximum Content Image Windows Tile Color
width
Choose File | No .en #hababa
1280

Apple Touch Icon

Maximum Content Image

[ Height

.. I'Nofile chos o

MS Application ECAECELSL 024

Ellegeeiiey No -en Maximum Thumbnail Image
width

200

e Favicon: This is what will be displayed in the tab at
the top of the page for the whole site.

e Apple Touch Icon: If your site is converted into an
application for iPhone, this is what will appear as
the App’s icon.

e MS Application Icon: If your site is converted into
an application for the MS store, this is what will be
used as the icon for Microsoft related products.

e Windows Tile Color: If the website is used as an
application within windows tile display, this is what
color the tile will appear as. It is currently using a
hex color as the placeholder, for more info on hex
colors go here http://www.color-hex.com/

e Maximum Content Image Width / Height: This is
the maximum allowed height and width for images
that are displayed within the site (for locally
resourced images).

e  Maximum Thumbnail Image Width: This is the
maximum allowed width of images that are
displayed using the /Thumb/ prefix within the site.
(Again, for locally resourced images.)

Settings
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Email Settings

£ General o Appearance &= Emai B Security @ SEC #»» |ntegrations
SMTP Server Email Certificate
Mail Server S/MIME Email Certificate
Mail Server | Choose File | No file chosen

SMTP Username Valid until: 1/3/2019 | View | Remove

SMTP Password

SMTP Port @

e Mail Server: This is the SMTP server that the
website uses to send out emails for various
modules such as Form Builder, or the password
reset in the User Module.

e Admin Email: The email associated with the site
administrator. This is used as the default email for
notifications about the site, and possible other
functions that are site specific.

e Email From: This is the default email that is used
for forms that are sent from the site. This might not
affect custom forms and might need to be updated
elsewhere.

e Email Certificate: This is the certificate that is used
primarily to encrypt form submissions through
Form Builder. This uses the public certificate
installed on the site to only allow those with the
private certificate the ability to view the
submission.

Settings

Default Addresses

Admin Email

person@address.com

Email From

no-reply@Irswebsolutions.com
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Security Settings

£ General o Appearance

Users

Max Login Attempts

L
-

Require Two Factor (TFA /
2FA) on new accounts

e Max Login Attempts: This is the maximum number
of login attempts users are allowed before they are
locked out of the site from their local machine. It’s

based on their IP address.

e Require Two Factor (TFA / 2FA) on new accounts:

& Emai

This will require users to set up two factor
authentication for the site, and use an

authenticator app on their smart phone to verify

their identity.

Settings

a8 Security
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SEO (Search Engine Optimization) Site Settings

These settings will be set for you by the LRS Web Solutions team.

£ Ceneral o Appearance =& Emai

Meta Tags

Default Meta Title <title>

Photobot Studios

Default Meta Keywords <msta name="keywords">

LRS, Content Manager, Demo

@ Security

Default Meta Description <meta name="description">

This is a default description

Default Meta Extras

Q SEO

»» |ntegrations

Text Files

Robots.txt

User-agent:®

Humans.txt

humanstxt.org/
The humans responsible & technology colophon

b Solutions
A websolutions.com/
ebsolutions

e Meta Title: This is the title that search engines will
use when they index your site.

e Meta Keywords: While mostly deprecated by
search engines, these are the keywords search
engines will use for your site.

e Meta: This is the description search engines will
use to find and display your site in their results.

e Meta Extras: This is used for any additional tags
one might use for site-wide meta settings. An
example of this would be a geo-location tag.

e Robots.txt: Used to tell search engine bots which

pages should be indexed.

e Humans.txt: Used to declare authorship of a site,

and for humans to look at.

Settings
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Integration Settings
These settings will be set for you by the LRS Web Solutions team.

£+ General © Appearance = Email 8 Security Q SEO & |nisgrations
Google Git

Google Analytics ID Repo URL

Google Tag Manager ID Git Login

Sign up for Google Tag Manager Password

Branch

Google Verification ID Enable Git for Updates &

Gogs Webhook

These settings are Analytics settings for all pages and are
included in each page template. Only the IDs and keys
need to be entered.

e Google Analytics ID: If you have a Google Analytics
Account, this is where the ID will be entered.
http://analytics.google.com

e Google Tag Manager ID: If you have a Google Tag
Manager ID, this is where the ID will be entered.
https://www.google.com/analytics/tag-manager/

e Google Maps API Key: If you have a Google Maps
API key, this is where the ID will be entered.
https://developers.google.com/maps/

e Google Verification ID: If you have a Google
Verification ID, this is where it will be entered.
https://developers.google.com/site-
verification/vl/getting started

e Bing MS Validate ID: If you have a Bing MS Validate
ID, this is where it will be entered.
https://msdn.microsoft.com/en-
us/library/ms753962(v=vs.110).aspx

Settings

Azure Blob Storage

Resource Storage Provider

Local Storage

Storage Account Name

Storage Account Key

EndPointSuffix

Default Storage Container

Bing

Pl b4 s s I
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Azure Blob and Git: These settings allow the site to
be synced with a git repository, or an Azure hosting
environment.

Settings
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Site Search Settings

Site Search

Search Engine

LRS CMS Search r

Your site is now using the LRS CMS

Search.

These settings are used for searching within your website.
To use Google’s site search, the CSE ID will have to be
used, and you will have to sign up through the link
provided.

To add a search to the site, create a page and add the
search plugin to the page. For more info on adding plugins
to pages, see the Form and List sections on pages 30 and
39 respectively.

Social Media Settings

These settings will be set for you by the LRS Web Solutions team.

Social Media

Facebook Account

f

Twitter Account

w

Linkedin Account

These links are straightforward. Include the links to your
website’s various social media accounts, and they will
automatically be updated within the website.

While these may vary on a site to site basis, typically social
media icons are either located within the header or the
footer of a page, which would depend on the page’s
template (see page 22).

Settings
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Site Lock
¥ Site Settings

£} General © Appearance = Email B Security

Site Lock U:

Site PIN (5 characters) M
close

Locked Message

Sorry, this site has been closed down as it was N .
originally a demo site. Please visit our main site ]
<a href="http://iwww.getantilles.com"=herel</a= n I es

' Enable Site Lock PIN Required

Sorry, this site has been closed down as it was originally a demo site.
Please visit our main site here!

U

If you have an Antilles account, you can to unlock this site.

Site Lock locks down the entire website in extreme
circumstances and will prevent users from accessing any
page within the site unless they possess a 5-digit pin
number. The admin login page will still work normally if a
site is locked. A message will then display to any user who
tries to access the site.
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Enabling Workflow

Feed Reader
Form Builder
List Builder
Pages
Payment Center
Hesources

Settings
Settings
Modules
Redirects

Schedule

S5L Manager

Updates

General

Site Name

Antilles

Base Domain

Theme Name

material-LRS

Menu Levels

2

ﬁ Enable Workflow for Pul

Enabling workflow allows authorized users (marked with
the content publisher role) to review content before it is
published to the site. The first step for enabling workflow
publishing is to mark it as active within the main settings
module for Antilles. Once the box is checked, set the roles
for the accounts that will be approving and editing content

[Users Roles].

Settings
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Enabling Workflow (Continued)

User Roles

Administrative Roles
® Admin
Employes

No Access

Additional Roles

' Content Editor
Content Publisher
Developer

Registered User

Content Editor

User Roles

Administrative Roles
® Admin
Employee

No Access

Additional Roles

o Content Editor

o Content Publisher
Developer

Registered User

Content Publisher

The second step for enabling workflow publishing is to
update the roles for users based on who will be editing

and who will be approving content changes. Pictured

above is the default configuration for an account that will
be publishing content, and an account that will be editing
content. These are both changed through the “Edit User”

page (Users > All Users > Edit).

The next page covers a sample of what a typical workflow

would look like for content publishing and content

approval. The users will be referenced as Publisher and

Editor to demonstrate the workflow.

Settings
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Workflow Example

Content

Edit- Insert- View - Format- Table - Tools

L) Paragraph n I U iEE=EE =

{{alugint}}

c
1|
il
il
il
.
i
i
il

= 66 M L o FE- T Mmicons B &

This line of content is pending approval

P » STRONG 2WORDS

W Submit for Approval

@Approval Request

An approval request to publish this content will be sent to the selected approver. Any previous approval requests for this page will be cancelled. To save this page as a
draft and request approval later, un-check the "Submit for Approval” box. Please select the content approver you would like to review and publish this content.

FirstName LastName
@ Antilles Admin

Comment

Please review the attached changes for publishing ‘

First, the Editor will log into Antilles and make their
changes to the page. In this example, they’ve added This
line of text is pending approval.

At the bottom of the Edit Page should be a checkbox
marked “Submit for Approval”. Checking this will open
another panel titled, “Approval Request”. This will email
the user (the Publisher) that is selected from the radio
buttons with the comment and changes. The email will
also provide them a direct link to publish the changes
made by the Editor.

The approval request will be the user marked in the radio
button list below the content page.
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Workflow Example (Continued)

— B i P
= =0 ® Biographies
@ Edit | @ Quick Edit | 8\igrsions | @@ Delete | o
Preview | By Duplicate
— —_— - —_ —_
Pages
Versions
Biographies
Version Created User Approver Published Status Options
& 2/23/20181219:57 AM Content Edit MNewver M pending Approval o Preview @Edit @ Delete T @
5 2/22/2013 N:08:56 PM Antilles Admin Never B active o Preview @Edit § Delete
4 2/22/2018 :0339 PM Antilles Admin Never B praft o Preview @ Edit @ Delete  #® Publish

Once the Editor makes the changes and sends them out
for approval, the Publisher will then have to log in and
approve the changes through the “Versions” panel in the
Page Module. Below are the possible states (status) for a
version.

e Pending Approval: The Pending Approval status
means that an Editor has modified the page
recently and would like the content to be approved
by a Publisher. All comments about the version can
be viewed by pressing the chat bubble next to the
status. All Versions that are pending approval will
revert to the Draft Status if a different version is
published.

e Draft: A draft is any version that is currently not
active. All other versions will default to the Draft
status if another version is published. All pages that
are saved by Editors will also become drafts by
default if they aren’t sent for approval.

e Active: This is the version that is currently being
displayed on the front. Once a page is published by
a Publisher it will become the new active page.
Comments can also be made about active pages.
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Workflow Example (Continued)

rer Published Status Options
VAdmin 2/23/201812:28:28 AM %Al:tive < Preview @ Edit
Never O Draft < Preview @ Edit
Never O Draft < Preview @ Edit
Pages
@ Antilles Admin posted a comment. D 2/23/2018 123037 AM Version: 6 | ShowPreview
Comment @

The changes were great! They've been published

The changes were great! They've been published|

G Content Edit posted a comment. © 2/23/20181219:59 AM

Please review the attached changes for publishing

Email Notification

' Antilles Admin
+/ Content Edit

Pictured above are the comments for any version of a
page (found by pressing the Chat Bubble icon next to a
version’s status). This is useful for sending emails and
providing feedback to either an Editor or Publisher
involved in a page’s content production.

Remember, all pages can be previewed as well with the
preview button next to any given version of a page. This is
how the Publisher will view the changes for a version
before publishing the content.

Antilles Core Settings
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Antilles Updates

8;-"2—’2@5 3:28:59 PM: Cht
Rates 8/2/2018 3:28:59 PM: Ch:

8/2/2018 3:28:59 PM: Che
Resources 8/2/2018 3:28:59 PM: Ch:
8/2/2018 3:28:59 PM: Che
Settings 8/2/2018 3:28:59 PM: Ch

8/2/2018 3:28:59 PM: Ch
8/2/2018 3:28:59 PM: Ch:

S5L Manager

Updates

Users

Updates:

The Updates Module contains an interface that will let you to update your installed
modules. This includes the Antilles Core installation as well. Please note that the core
installation takes significantly longer to install than all other modules.

Antilles Updates



Updating Modules

rrined.

jte server

i

Clear Log

Check f:::ﬁml.,lpdatea * |=

.,

Alternatively, you can manually upload a package as well
for installation.

Upload Package

Upload your own package (zip) to be installed.
Choose File | MewhModulezip Uplﬁad

LRS Antilles Content Manager® Updates

Pending Updates Upload Package
23/201812:32:45 Al Choose File o fils chosen Uplo
Maintenance
Activate / Clear Update Mode
enczn Iy e

To view all modules that have updates, first press the
refresh button in the bottom righthand corner of the

update module. Press install now to install all updates
listed.

Please note that once you press ‘Install Now’, you will go
into a maintenance mode. The site will go down until all
modules are successfully or unsuccessfully installed.

These updates will also include core Antilles updates,
which take significantly more time to install.

Antilles Core Antilles Updates
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To avoid complications with your site during an upgrade,
submit a Helpdesk ticket for assistance from LRS Web
Solutions technicians.

Antilles Updates
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