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1 Introduction

The purpose of this document is to provide you with a guided tour of the content
management system (CMS) that controls the information that appears to users of the Web
Based Climbing Frame (WBCF). In this document we will look at the CMS interface,

navigation, features, and functionality.

This document will walk you through the CMS screen-by-screen as well as giving you “how-
to” examples for some of the more common or complex activities that you may need to

carry-out in your role as theme editor.

2 WBCF and the CMS

2.1 What is 2 CMS?

A CMS is a database driven application which contains all of the text, documents and
images that are to either be displayed on a website or information capture from the website

(i.e. contact us form).

2.2 What can you do with the CMS?

With the CMS you can:

e Create new learning themes

o Edit existing learning themes

e Assign learning themes to specific unions or employers
o Delete learning themes

e Order learning themes



3 Accessing the CMS

3.1 How to access the CMS
Step 1) Tologin to the CMS go to:

www.climbingframe.unionlearn.org.uk

Step 2) Enter your email address

Step 3) Enter your password

> O- F-

unionlearn

—
Home  About us | Contact

Cliek here Login or Registar 3

Welcome to the union leaming Climbing Frame

unionleam news:

Login

Email b

Password ?

Remember me [ ¢
Login

Forgotten your password?

Login

Email 7

Password ?

Remember me [ ?
Login

Forgotten your password?



http://www.climbingframe.unionlearn.org.uk/

Step 4) Click on the login button )
Login

Email

Password

Remember me [}

Login

Forgotten your password?

Tip: if you do not understand what you need to enter in any of the data entry fields within the

climbing frame simply click on the next to each field and it will open up the contextual
help which will give you a fuller explanation of what data is expected for each field as well as

links off to additional information in certain cases.



4 Creating learning themes

4.1 How to create a new learning theme

Step 1) Click on the Learning Themes tab

Step 2) Click on the Create New Theme link

Step 3) In the pop-up box type the name of the

learning theme

Step 4) Click on the OK button

Home| Learning Themes

r———

€ 4 C % o cimbngamesniceieam ok e A » O &
P Gk e s Bt )

unionlearn

Climbing

—
Home Learming Themes Leamer Management Reports Admin

I Learning Themes  Create New Theme

Learning Themes Qﬂ Welcome to Leaming Themes

Themes (Published)

Themes (Unpublished) S iz |

rformal 2k Lzsming

unionlearn

@ The page at https://climbingframe.unionlearn.org.u... @

Please enter name for the new theme:

[ ok || canca |

& The page at https://climbingframe.unicnlearn.org.u... @

Please enter name for the new theme:

| OK i Cancel




Step 5) Your theme has now been added to the
database and you can now begin adding
content

Step 1) Enter the synopsis

Step 2) Click on the Tag Union(s) link text to
open up a check box list of all the unions.
Select all the unions that you would like to
see the learning theme. Note: If you do
not tick any unions or employers from the
tag list, this theme will be available to all

users. (Shown as "unionlearn” theme)

Forums Uschl Lnks Wy okes ep Pt |

Climbing
L 4

togou:

Learning Themes

Search co

Thermes (Published)

s

Themes (Unpublished)

Infarmal adut Lesering

unienleam

€ & € # & hups/cimbingramesnionieamergul

unionlearn
—
Home Learning Themes Learner Management Reports  Admin

Leaming Themes  Create New Theme

Editing Theme: Test' View
+ versons

This theme Is not yet published. Publish now.

Theme Tk

Add section

Ear Synopsis

ALY HRLIBOO T F F-a-TE
lgoom < EEEEA B

F o | oML @, P Py —

moisyers from the ag s, thi cheme wil e avaiate

Forums e ks byt e P |

Climbing
L J

togout:

Learning Themes B

Search co

Thermes (Published)

Themes (Unpublished)

Infarmal aduit Lesering
Tost

unionleam

SupptingLeamers
e

€+ € # i hios/cimbingtramesnionieamorgaly

8 v O &

unionlearn

—
Home Learing Themes Leaner Management Reports. Admin

Leaming Themes  Create New Theme

Editing Theme: 'Test' View
+ versions
This theme Is not yet published. Publish now.

Theme Tk

ad secoon_|

Eart Synopsis:

e ALABRSET HARLABOOD I F0-TE
B 7 U Perehtt - o < IS E EE A S

Dispiay order priorky: 0

[ cranas )

[ o= ]

e e |

Climbing
L ]

togou:

Learning Themes v/

Search: o

Themes (Published)

Thermes (Unpublished)

Tnbormal aduit Lesering
Tost

unicnleam

SupmutngLeamers
r

s/ CAmbinglrame.niorieam g uk

unionlearn
—
Home Learning Themes Leamer Management Reports Admin

Leaming Themes  Create New Theme

Editing Theme: Test' View
+ Versions
This theme Is not yet published. Publish now.

Theme Titk: Test

[sassemon |
at synopss

9-c- fan RtI BN RRABGOD F 90 B8
B0 baguphie - Zoom - |55 B A

S | oML @ evien Prai 0 Chanscimt

Dspiay order prionty: °

(S crunes |

o)




Step 3) Click on the Tag Employer(s) link text to

open up a check box list of Employers.

Step 4)

Step 5) Click the Save Changes button to keep

your changes or click the Cancel button

Select all the employers that you would

like to see the learning theme.

Enter a display order priority. Note: this is

set automatically at O which means that

the learning theme will appear at the

bottom of the list. Should you require it to
appear at the top of the list then enter a

high number, e.g. 100.

to discard your changes.

2 » O &

unionlearn
Climbing —
4 Home Learning Themes Learner Management Reports  Admin

Leaming Themes  Create New Theme

.
Learning Themes Editing Theme: ‘Test'
n o

Search co

Thermes (Published)

g aa=e

Themes (Unpublished)

Infarmal adut Lesering

unienleam

tamenionieam org Ak

a0 &
unionlearn
Climbing —
: ame Home Learning Themes Learner Management Reports Admin
. Leaming Themes  Create New Theme
Learning Themes D Editing Theme: ‘Test' view
Search: ca :
n s ublish now.
Themes (Published)
SRR

Themes (Unpublished)

nborml aduit Lesering

unionleam

3 v O #-
unionlearn
Climbing ————
4 Frame Home Learning Themes Leamer Management Reports Admin

Leaming Themes  Create New Theme

ot
Learning Themes v/ Editing Theme: ‘Test' View
+ verso
n - now.

Search ca

Themes (Published)

Themes (Unpublished)

iéormsl aduit Lesering

unionleam




4.3 Adding sections of content to the learning theme
Step 1) Click the Add Section button

Step 2)

Step 3)

In the pop up box type the name of the
section

Enter the text for the new section in the

editing box provided

8> O &

unionlearn

Climbing —
Frame Home  Leaming Themes Leamer Management Reports Admin

L
lagout’ Learmning Themes  Create New Theme
Learning Themes () Editing Theme: Test' View
- o [+ vemons

This theme is not yet published. Publish naw.

Themes (Published)

Supporting Laamars Add Section
sws sor Lk

Eat Synopsis:

Tast

D0 AL BB HARIVOODT I G-0-TE

B I W Pewnenst. | Zom < 205 66 A&t

D | < HTML 9 rsiew Wt Chascimed

Themes (Unpublished)

il duk eamming + Tog Employerts)
Tast

PA— .
unionleam oo ]

o]

s
P
x
u
u
[t

\E The page at https://climbingframe.unionlearn.org.u... @

Please enter name for the new section:

<« # ¥r s icimbinpframenianieam.orguk T > O~ &
P Ul ks Wy s Wl ok
unionlearn
Climbing —
S Frad Home Learning Themes  Leamer Management  Reports Admin

Leaming Themes  Create New Theme

fogout]

Themes M

Searen 0

Editing Theme: Test'

Ed section: 'Introduction’

Section Tite: Introtucten

Themes (Published)

chDD WB
B4 U P o[ Zom -

fAdAGO D A w-a-ve
EEA- -

Themes (Unpublished)

infarmal Adult Leaming # Deign € HTML @, Preview Words:# Characters 8

unionleam

Supporting Learars
or Lfs

K

Higher Education (+E)

Leamers wth Dabitizs
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Step 4) Click the Save Section button to keep

your changes or click the Cancel button

to discard your changes.

Step5) Repeat as necessary

» - -

unionlearn

——
Home Leaming Themes Leamer Management Reports Admin

[ ]
qqqqq Leaming Themes  Create New Theme
Learning Themes v Editing Theme: Test' cancel
e co | | Edting section: tntroduction

Themes (Published)

LH MBS A AKRITGOD I 5-0-TE
B LU e -[Zom - IS A G-

Themes (Unpublished)

T Q Frevien Wordsd Chiacte 8

unionleam

4.4 Adding sub-sections of content

Step 1)

Step 2)

Step 3)

Step 4)

On the main editing page hover your
mouse over the section or sub-section
that you would like to add a new sub-
section to

Click on the add sub-section link

In the pop up box type the name of the

sub-section

Enter the text for the new section in the

editing box provided

Contents

Il. Introduction 'edit] ‘move down (add sub-section...] [delete I
2. Overview

Contents

1. Introduction "edit] ‘move downl ‘add sub-section... § delete

2. Overview

@ The page at https://climbingframe.unionlearn.org.u... @

Please enter name for the new section:

Cancel

> O &

unionlearn

—
Home Leaming Themes Leamer Management Reports Admin

o
Learning Themes 1 Editing Theme: Test' Cancel
- o Editing Sect

on Tite: What you ne
Themes (Published)
o
Sre- UG RES- A RAREAIO0D- S a-a-Te
20w oem o [ S R A Ga
Themes (Unpublished)
s | Q peien s
Save Secton |
Gan

w )
unionlearn




8 r O &

unionlearn

Step 5) Click the Save Section button to keep

your changes or click the Cancel button e —
[ J

to discard your changes. ——

Search

Themes (Published)

LB ALY A REIAOOT- S 5-a-T2
Pgph .| oo | [ = A An One

Themnes (Unpublished)

unionlearn

Step 6) Repeat as necessary

4.5 Ordering sections of content
Step 1) On the main editing page hover your

a0 k-

mouse over the section or sub-section

unionlearn

Climbing
m

—
Home  Leaning Themes Learner Management Reports Admin

Leaming Themes  Create New Theme

that you wish to re-order

Editing Theme: Test'

*

Themes (Published)

not yet published. Publish now

L8dEQOOD A 5 n-F8
= RAEA- &

hs laarming thems sropsi

Themes (Unpublished)

réorma Akt Laaerin

unionleamn

Step 2) Select the appropriate text link to either Contents

1. Introduction
move the content up or down 2. Overview edit| ‘move up| ‘move down] add sub-section.... delste
e What you need to know
3. Another section

Step 3) Repeat as necessary

10



4.6 Deleting sections of content

Step 1) On the main editing page hover your
mouse over the section or sub-section
that you wish to delete

Step 2) Select the delete text link

Step 3) In the popup box click on the OK button
to confirm the deletion or Cancel button

to discard the request

a5 0k

unionlearn
Climbing —
H Frame Heme  Learning Themes Learner Management Reports  Admin
((((( Learning Themes  Create New Theme
Learning Themes 0 | BEICFRUEUEREES
+ Versons
Searcn: 0
T 10t et published. Publish now
Themes (Published)

Mo bun SREY ARRABIEOD S 5 -l
B

Themes (Unpublished)

informal acit Learring
Tet

unionleamn

Contents

1. Introduction

l2. Overview edit] ‘meve up) ‘move down ‘add sub-section...| [delete I
« What you need to know
3. Another section

@ The page at https://climbingframe.unionlearn.org.u... @

Are you sure you want to delete this section?

[ ok || cance |

4.7 Publishing your learning theme

Step 1) On the main editing page click on the
Publish now text link

a5 0 £

unionlearn
Climbing —
) SR Home Leaming Themes  Leaner Management Reports Admin
..... Leaming Themes  Create New Theme
Learning Themes Qﬂ Editing Theme: Test'

Search, )

Themes (Published)

Themes (Unpublished)

Informal Ackt Learring

unionlearn

11



Step 2) You will now see that the status bar has oo S

@ % s cimbngramennionieam org uk/The e siiner ar 04

Forms veehd ks iy ot o proe |

changed from red to green and confirms cumpin

that you are looking at a published

Learning Themes Editing Theme: Test" view

Search: 60
[This is the published live version. Create a new version (draft). I

Themes (Published)

unionlearn

—
Home Learning Themes Leamer Management Reports Admin

Learning Themes  Create New Theme

version

Theme Tite: Test

Supporting Laamers Contents
Skl for L

1. introduction
2. avarien

+ wihat you noad o know
3. Anctner section

“Add Section

Ed: Synopss:

LR TN T Y
B 2 U |Pgahsi. - zeom -

2dF003- 4 5038
3 PR

T
Viekcome to Learming Themes Horais the taxt for the seaming

Themes (Unpublished)

e | ML G preven otz 13 st 1

ot

e # you -
ool s, (Shown 23 “uoniearm” theme)

unionleam g Unions)

+ Tag Employer(s)
Supoartngsamers
il for L
i Otssiay order prioricy. o
ighar Educaton (] ——

Save Changes_|

Co|

Leaming with your Urson

12



5 Editing learning themes & content

5.1 Editing a learning theme
Step 1) Using the left panel click on the learning

8> O £

unionlearn

theme that you would like to edit et ([T o

‘Themes (Published)

> Q:J T
unionlearn

advice service

‘Themes (Unpublished) Panding Registrations

Mo 3¢ ts e
[ TP—

unionleam

Step 2) Click on the Edit button

2 B e

unionlearn

Climbing

—
Home Learing Themes Leamer Management Reports Admin

Learning Themes B
o

wwwwww

Themes (Published)

Themes (Unpublished)

Itormal Ak Lesenes

Step 3) Make your amends — you can change the synopsis text, the unions and employers
selected and the order priority. Or, hover your mouse over a section or sub-section

and click on the Edit text link to edit their contents.

Step 4) Click the Save Section button to keep

your changes or click the Cancel button =B G

to discard your changes.

Cancel

13



5.2 Using versions
You can either edit the Published (live version of the learning theme) OR you can create a

new version (draft) of the theme (this is the recommended route if you are making major

changes). The steps below show you how to create a new version of the learning theme.

5.3 Working with versions

Step 1)

Step 2)

Step 3)

Step 4)

Step 5)

Step 6)

Click on the Versions text link

The versions area will expand and show

you the versions relating to the learning
theme
LIVE indicates the version that is

currently published

Viewing now indicates the version that

you are currently looking at

Click the View version text link next to

other versions to open and edit them

OR
Click on the New version button to
create a new version. This basically
creates a duplicate of the live version
that you can then edit.

OR

Search.

Themes (Published)

Themes (Unpublished)

unionleam

Learning Themes  Create New Theme

Editing Theme: Test’

> O

unionlearn

—
Home Learning Themes Leamer Management Reports Admin

LRUBOOT- I 5 Q-8
EREAS

e

- Versions

View version Delete Emma Pincott 02 June 2010 00 Test

LIVE Viewing now Delete Emma Pincott 02June 2010 120z Test

New version

- Versions

View version Delete Emma Pincott 02 June 2010 w00 Test

LIVE § Viewing now Delete Emma Pincott 02 June 2010 1.0z Test
New version

- Versions

View version _Delete Emma Pincott 02 June 2010 w00 Test

LIVE Delete Emma Pincott 02 June 2010 1z.cz Test
New version

- Versions

LIVE e

New version

- Versions

Deleta Emma Pincott 02 June 2010 secc Test

Delete Emma Pincott 02 June 2010 2.0z Test

View version Delete Emma Pincott 02 June 2010 00 Test

aliiaguaaiieeDelcte  Emma Pincott 02 June 2010 :zcx Test
| New version

14



Step 7) Click on the delete text link to deletea e =
View versmn‘De\ete ‘mma Pincott 02 June 2010 1c.00 Test

LIVE  Viewing now Delete  Emma Pincott 02 June 2010 202 Test

version. You need to delete all versions
in order to delete a learning theme.

5.4 Viewing your learning theme
Step 1) Click on the View button to see how the

learning theme will look when it is o v ———

published

‘Themes (Published)

anHAS MARIIOOD F Hra-
|z SIRB A

‘Themes (Unpublished)

Varmal AR Leartiny

unionleam

15



6 Editing box functions

6.1 What 1s it?

An editing box is a data entry field that allows you to perform a number of formatting and
editing functions which will alter what and how the information that you enter is displayed on

screen.

- 4 BB BB & %%&@@@J* M --"% 8

B 7 U ParagraphSt. =~ Zoom - = = I = A v Oy -

/" Design | €3 HTML & Preview Words: 0 Characters: 0

6.2 What each of the buttons do

Within the editing box you have access to a number of function buttons, ranging from

copying text to creating hyperlinks.

V-e- dhB KBS A RAIFIQOE M H-0-7 8
= A~

tE'E

B 7 U ParagraphSt. - Zoom - (= ¢



Below is a list of each of the buttons and a description of their functionality.

Name Image What it does ‘

Undo ¥) - Un-does previous action.

Redo ™~ Re-does previous action.

Cut ¥ Cuts selected text or images

Copy B3 Copies selected text or images

Paste 28 Pastes copied text or images

Paste from " Pastes text from Word. NB: this function not

Word recommended as it keeps Words formatting options which
result in the information not displaying as per the rest of
the site.

Paste plain text B Pastes copied text as plain text. NB: this is the
RECOMMENDED option when pasting text from Word or
any other application into the layout area.

Format stripper oF - Removes all formatting from selected text. Options
available are:

F  Strip All Fermatting

e Strip Css Formattin

(113 p g
if  Strip Font Elements
&F  Strip Span Elements
w¥  Strip Word Formatting

Find and = %Y Finds and replaces specified text.

replace

Hyperlink =X Allows you to add hyperlinks, anchors or email links

manager to selected text.

Remove link - Removes any hyperlinks, anchors or email links
from selected text.

Image manager = Allows you to upload an image to the database,
and insert an image.

Image map =] Inserts a hotspot on an image.

editor

Flash manager D Allows you to upload a Flash file to the database,

and insert a Flash file.

17



Name Image What it does
Media manager e Allows you to upload a Media file to the database,
and insert a Media file.
Insert table - Inserts a table.
Document IilT Allows you to upload a document to the database,
manager and insert a link to the document.
Insert code - Allows you format selected text into a pre-defined
snippet style.
Insert symbol - Inserts a symbol.
W3c checker wic Check content to make sure it is accessible.
Full screen ] Creates a full view editing area
Bold B Makes selected text bold.
Italic Fa Makes selected text italicised.
Underline u Makes selected text underlined.

Paragraph Style

Paragraph 5t.. -

Styles selected text into h1, h2, h3 formats

Zoom

foom -

Zooms in and out of the editing area

Numbered list

Makes selected text into a numbered list.

4 —
3 —
3 —

Bulleted list e Makes selected text into a bulleted list.
Indent iE Moves the selected text inwards
Outdent = Moves the selected text outwards

Spell checker

Checks for spelling mistakes.

-

6.3 Hyperlink Manager

Step 1) Select the text that you would like to 2=
make a hyperlink from

Step 2) Click on the Hyperlink Manager icon

TALBBEY #H RAEEQEd W H-a-ws
B 7 U PaagraphSt. - Zoom + (= = iE #E A v Oy -
This is my [TEIA
/" Design | ¢p HTML @, Preview Words: 4 Characters: 20

18




Step 3)

Step 4)

To create a hyperlink to a web address:
URL: Enter the URL

Link text: don’t change

Target: change the Target from None to

New Window using the drop down (this

will ensure that when someone clicks on your link

it opens in a new window)
Existing Anchor: don’t change
Tooltip: enter a description of the site
that you are linking to
CSS class: don’t change
Click OK to save changes or Cancel to
discard

OR
To create a hyperlink to an email link

(i.e. opens up a mail application ready to send an
email to a specific person)

Address: Enter the recipients email
address, e.g. you@thisplace.com

Link text: don’t change

Subject: enter the subject for the email
(optional)

CSS class: don’t change

Click OK to save changes or Cancel to
discard

6.4 Image Manager

Step 1)

Step 2)

Click on the Image Manager icon

In the image manager popup click on

the Upload Image tab

Hyperlink Manager

Hyperlink Anchor E-mail

URL http://
Link Text hyperlink&nbsp;
Target | None
Existing Anchor | Mone
Tooltip

C55 Class | Apply Class =

OK

Hyperlink Manager

Hyperlink Anchor E-mail

Address
Link Text |hyperlink&nbsp;
Subject

(55 Class | Apply Class -

0K

=

] Image Manager
[=] Tmage Manag

E] [E]

Cancel

Cancel

s = xjoue ]

ImageManager|
CFNewslette (CFNewsletters

s s

HomePage. Loggedin

KT

2. hems 11010 of 17
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mailto:you@thisplace.com

Step 3)

Step 4)

Step 5)

Step 6)

Step 7)

Click on the Select button

Navigate to and click on the file that you
wish to upload
Click Open

Repeat steps 3 -5 as necessary

Click Upload

You can then see a preview of your
image, plus you can also click on the
Insert button at this point to add it to the

content.

= Upload

Add

Owerwrite if file exists?

Max file size allowed: 19.07 MB

File extensions allowed: *.gif, ".xbm, “xpm, ".png, "ief, " jpa, "Jpe, "jpeg,
= tiff, ~.tif, .rgb, ".g3f, "2owd, ".pict, *.ppm, ".pgm, *.pbm, ".pnm, *.bmp,
*.ras, ~.pcd, ".ogm, ".mil, ".cal, “fif, ".dsf, ".cmx, ".wi, ".dwg, ".dxf, ".svf

Upload
& Open ==
A
@—() <« TUC - Web based climbi... » Content = [ 3 [ scarch Content 2|
Organize »  New folder = 0O @
J-Fa;””:‘ M irig?—'m library Arrangeby: Folder =
esktop
8- Dounloads Name Date modi
| RecentPlaces =
| ™ CFMewsletterimage.png 19/04/2010|
5 Lbrories ] Contact Us.docx 19/04/72010)
B Documents ) About Us.docx 19/04/2010]
] Welcome Page Text.docx 19/04/2010]
il dreamm H &
@ Music ] Acknowledgements Page.docx 16/04/2010)
@] Links Page.doo 16/04/2010)
&) Personal L 9
& Pictures
B videos
T P— —— ’

Filename: CPNewsletterimage png

Upload

CFMewsletterlmage.png Select
Select xRemove
Select X Remove
Add

Overwrite if file exists?

Max file size allowed: 19.07 MB

File extensions allowed: *.gif, ".xbm, "xpm, ".png, ~.ief, *.jpg, " jpe, "jpeg,
= tiff, ~Aif, “.rgh, *.g3f, “owd, *.pict, *.ppm, *.pgm, *.pbm, *.pnm, *bmp,
*ras, *.pcd, *.cgm, *.mil, *.cal, *.fif, *.dsf, *.cmx, *.wi, *.dwg, *.dif, *.suf

[E] Image Manager
G 0 X ©uUplosd ] Image Editor (5] 5 0 0
/ContentimageManager pemom—
4 | 7 imageManager| = | Filename Size
[ CPNeslette | [llegos
7 Help [ IPublications ‘_*w
F
5 igher Educ Skilsfor Life [
[Supporting Leamers
1 HomePage_ .
[1TU Education
et
[ Usdaw - Learning with
[ Informal Ad
Wi CFNewslettedmagepng 43444
[ Leamers wit
[Eluloffernenjpg 5762
[ Learming ant
[ Learming for
[ Learming wit
[ Logos
[ Publications
selesten Preview |  Properties
5 Skilsor Lie || (8) (] 5
« b Page2 of 2. Items 11 to 18 of 18 Insert Cancel
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6.5 Document Manager

Step 1)

Step 2)

Step 3)

Click on the Document Manager icon

In the document manager popup click

on the Upload Image tab

Complete steps 3 — 7 as per the Image

manager above

0.6 Media Manager

Step 1)

Step 2)

Step 3)

Click on the Media Manager icon

In the media manager popup click on
the Upload Image tab

Complete steps 3 — 7 as per the Image

manager above

0.7 Flash Manager

Step 1)

Step 2)

Step 3)

Click on the Flash Manager icon

In the flash manager popup click on the

Upload Image tab

Complete steps 3 — 7 as per the Image

manager above
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