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Introduction to Agility Content Management System (CMS)
Agility is a Software as a Service (SaaS) web content management system (CMS) for managing
vibrant, feature-rich websites. The easy to use, browser-based system allows efficient content
editing, streamlines multi-language requirements, and more. Agility is backed by industry leading
implementation and support teams and includes monthly updates with every account.

Agility applies the standard concepts of a traditional paper publishing workflow to the digital data
on your website. Web pages and content are created by authors and submitted for review. Once
they have been reviewed and updated, they are approved for publishing to the website.
Documents that have been approved for publishing are then published to the live site. Agility
places this workflow in your hands without the need for any specialized web design knowledge or
programming.
Agility also supports the utilities you need to optimize your site for search engines and connect it
with analytics tools.

Getting Started
Welcome to the Agility Tutorial and Reference Guide. This document is designed to train new
users in the day-to-day functions they will be performing in Agility. It is also meant as a reference
guide for more experienced users.
The document is organized to follow the workflow a user will encounter in Agility, starting with
logging in and then proceeding to the workflow of each user role.

Agility Content Manager Requirements
Browser version
Agility is designed to work with Internet Explorer version 7 and above or Firefox version 2 and
above on PC or Mac. Safari, Chrome, Opera, and legacy browsers are not supported.

URL
Agility is a web-based application Located at http://contentmanager.agilitycms.com.

Login
The first screen that you will encounter with Agility is the login page.

Username/Email
The System Administrator will provide you with a username. If you forget your username, you
may enter your email address with the same password to log in.
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Password
The System Administrator will provide you with a password. After you log in for the first time, you
should change your password.

HOW TO: Log into your Agility website
1. Enter the URL http://contentmanager.agilitycms.com.
2. Enter the username and password that you received from your System Administrator.
3. Click the Login button.

HOW TO: Change your password
1.
2.
3.
4.
5.

Log in to Agility.
Click on the Profile link in the footer at the bottom right hand of the viewport.
Enter your password in the Password field.
Enter in the password again in the Verify Password field.
Click „OK‟ to save your new password.
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Home
The Home page is the first page that you come to after logging in. The main sections of the Home
page consist of a menu bar across the top of the page, and a Dashboard consisting of a Status
Panel, Latest Agility Blogs, Content Changes Summary, System Alerts, Links, and „My
Bookmarks‟. At the bottom of the page is your login information and an edit profile link.

Dashboard
Status Panel
The Status Panel dynamically updates to alert you if your site is OK, Synchronizing Content, or
will turn yellow if there is an issue that needs to be addressed.

Agility Blog
The 3 latest blog entries are displayed. Blog topics include tips, announcements and
commentary from the CMS world. You can subscribe to the RSS version of the blog from the
dashboard and click through to see all Agility Blogs.
www.agilitycms.com
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Content Changes
Content changes summarizes the items that have been changed in the last seven days, any
items pending publish on the site, and anything that has been scheduled for release.

System Alerts
This area lists the three most recent alerts from our Alerts section of the Help page. This is a
channel for important announcements about Agility that you need to be aware of.

Links
This is a place where the system administrator can set up links or documents that may be
important for everyone working on the site.

My Bookmarks
My Bookmarks gives you the ability to setup your own links for the site. You can link to any Page,
Module, Linked Content or Shared Content via the new “Bookmark” link that appears on the
toolbar (see below). This can also be an external link that you find useful for the website and want
to store in Agility.

Main Menu
The Main Menu is available across the top of the page at all times while you are logged in to
Agility. It provides links to Pages & Content, Tasks, Shared Content, Settings and Help - Settings
is only available to website designers, managers, and administrators – and shows you what Web
site you are logged into, and allows you to log out. The „Switch‟ link allows you to log into a
different Web site. The functionality of these links is described below.

HOW TO: Add Bookmarks
1. From the „My Bookmarks‟ module on the Dashboard, click the „Add‟ link
2. Input the name of the link, the URL to link to, and select a target of same window or new
window.
OR
1. Navigate to any Page, Module, Linked Content or Shared Content item and click the
„Bookmark‟ link in the top right.
2. Confirm the bookmark details and/or edit the link text or window target.
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Pages
The Pages link takes you to the main page for creating and working with the pages and content of
your website.
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Web site Tree Legend
The Web site tree displays the pages, folders and links that make up your site. The follow table
describes the meaning of the icons in the Web site Tree.

Icon

Description

State

Page Item

Not Published

Page Item

Published

Page Item

Not available in the selected language

Folder

Not Published

Folder

Published

Folder

Not available in the selected language

Link

Not Published

Link

Published

Link

Not available in the selected language
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Shared Content
The Shared Content link takes you to the page to manage your Shared content. Shared content
is content that is used on multiple pages on the site.
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Documents
The Documents link takes you to the document repository for the site. You can upload single
documents or a zip archive that contains multiple documents. Documents are available to add to
content across the site.

External File Storage in Amazon S3
Agility now supports storing all digital assets, including documents, images and videos, in the
cloud. A new Settings section named “External File Storage” was added allowing you to set up
your site to store assets in Amazon S3.
Amazon S3 is an inexpensive solution for storing static files for any website or application. With
S3 storage, you can now use any of the widely available tools (such as S3Fox) to upload files and
they will show up in your Agility Documents section. The documents interface in Agility is
identical whether or not you have external file storage set up.

Edge Server Support
To compliment S3 storage support, you can set your content to propagate on a Content Delivery
Network (CDN) like Cloudfront, Akamai, Limelight, or others. This is especially useful when your
site has heavy flash or video content.
Contact your sales rep to learn about getting set up with Amazon S3 on your site.
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Tasks
The Task link takes you to a list of the tasks that need your attention such as pages waiting for
approval, pages that have been declined, or pages that are waiting to be published. Your tasks
will depend on your user level and the workflow that is set up for your site.
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Settings
The Settings link is only available to you if you are a website designer, manager, or administrator.
If available, clicking it will take you to the Settings page where you can administer various aspects
of the site. See the Administrator section of this document for details.
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Profile
The Profile page allows you to update your user information.

User Data
Your user data consists of your username, your first and last names, your email address and your
password. Your username is read-only and can only be changed by your System Administrator.
Password
You can change your login password by typing in a new password in the password field and reentering it in the confirm password field and clicking „OK‟.
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Feature Requests
You can request a feature by clicking on the Feature Request link in the footer of the page. Enter
your Feature Request, hit ok, and the request will be sent to us for review.

HOW TO: Request a new feature or enhancement
1. Click on the Feature Request link in the footer of the page.
2. Enter your name, email and description in the fields.
3. Once you are satisfied with your message, click the OK button to send the message, or
cancel to discard it
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Help
You can click the Help link in the footer of any page to go through various help topics that are
listed. You can download various Agility documentation or go through common questions in the
help section.

Switch Websites
This option is available when you have access to more than one Agility website.

HOW TO: To switch from one website to another
1. Click on the „Switch‟ link beside the Web site name in the top menu bar.
2. There will be a list of websites that you have access to. Select the website that you wish
to go to.

Logout
To log out of the site, simply click on the Logout button at the top right corner of any page. You
will be logged out of Agility and returned to the login page.
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Workflow overview
Agility allows you to manage your workflow in two ways – manually or automatically. Workflow is
turned on at the page level by checking the Requires Approval checkbox on the Settings tab of a
page. Checking this option turns on the automated workflow. Unchecking it makes the workflow
manual.
Tip: The Requires Approval attribute is inherited from the parent Page on creating a Page, so be
sure to have it set the way you want it before creating new pages. (Note: you can edit the
attribute for a specific page at any time if you have sufficient access rights).
Agility creates an automated and natural flow of managing a website‟s content from editing to
publishing. It starts with the creation of new materials, or editing of existing materials, moves
through to the editing and approval process, and finally arrives at the publishing process where
the material becomes available to the end user on the live website. Figures 1 and 2 on the
following pages illustrate the automated and manual workflow processes.
If you elect to use the manual workflow process, then the approval process is eliminated. Also,
the system does not generate email messages or tasks. However, you can set up alerts on any
pages or modules so that you are notified by email of actions on that page or module. See the
„Alerts‟ section below for more details.
You may also choose to handle all contributing, editing and publishing under one user. In this,
the user access rights should be set to „Manager‟ by the system administrator.
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Contributor adds a
page to the site
Automated
Workflow

System Generated
decline message is
sent to the Editor(s)

Editor edits the
content for a page

Publisher receives
the email and clicks
on the link to open up
the page

Editor requests
approval of the
content

Publisher reviews
the content by
previewing the page

System Generated
approval request
message is sent to the
Approver(s)

Publisher publishes
the page

Approver receives
the email and clicks
on the link to open
the page

No

Page and content
changes are Live!

Approver reviews
the content by
previewing the page

Content
Approved?

Yes
System Generated
approval message is
sent to the
Publisher(s)

Figure 1 - Automated workflow
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Manual Workflow

Contributor adds a
page to the site

Editor edits the
content for a page

Editor contacts
Publisher to let them
know that the page or
content is ready to
publish.

Publisher reviews
the content by
previewing the page

Publisher publishes
the page

Page and content
changes are Live!
Figure 2 – Manual Workflow Sample
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Functions by User Role
Any given user can have 2 roles; a „general‟ role associated with the entire website and a
„specific‟ role associated to pages or modules. A user‟s general role determines their ability to
make changes, approve or decline a page, publish a page and so on. This role is set by the
System Administrator who creates or modifies the user account. By default, a user has all the
permissions associated to that role on all pages and items of the site. The page or module role
settings apply to specific pages or modules and will override the general role. This means that a
user may have limited access to most of the site, but for a particular section may have full
editing/approving/publishing rights. Or a user may have more limited rights to particular pages or
modules.
This gives the System Administrator the flexibility to be very selective on which users may do
which activities throughout the site.
The following is a list of the user roles and their functions

None
If the user website role is set to None, then the user is no longer able to log in to the website. If a
user has page or item access set to None, then they are not able view the page or item.
The „None‟ role is used to restrict users from accessing the system, which is an alternative to
deleting a user. Another common use for the role would be at the page level to restrict a user
from viewing a page.

Reader
The Reader can view the content and properties of a page or module, but cannot make any
changes.
This role is useful for users that may want to view the content of a particular page, but are not
involved in the creation and publishing process of that page.

Contributor
The Contributor has the ability to create new pages and to modify the pages that he creates. If
the page is set to require approval, the contributor must then submit the page for approval in
order to have his content considered for publishing.

Editor
The Editor has all of the rights of the Contributor with the added ability of being able to edit pages
that others have created.

Moderator
The Moderator has all of the rights of the Contributor. The alerts received and access to UGC
tables for a Moderator are configured by the site Administrator in the same way regular roles and
permissions are granted to users.

www.agilitycms.com

25

Senior Moderator
The Senior Moderator has all of the rights of the Moderator with the added feature of receiving
escalations that come in.

UGC Manager
The UGC Manager has access to all UGC tables and has the ability to approve, decline,
comment, delete, and escalate. UGC Managers also receive escalations.

Approver
The Approver has all of the rights as a Contributor but can also approve pages that require
approval.
This role adds the ability to determine that a page or module is ready to be published. The
approver may approve the page or module, moving it through the workflow to the publisher, or
can decline a page or module, sending it back to the editor or contributor for changes or
corrections.

Publisher
The Publisher has all of the rights as the Editor and has the ability to publish pages or modules
that have been approved, or publish at any time if the page does not require approval.

Designer
The Designer has all the rights of the Editor, and has the ability to create Page Templates,
Content Definitions and Module Definitions. The designer can also define what modules appear in
the Module Zones of each page.

Delete
The Delete role has all of the rights as the Editor and has the ability to delete pages.

Manager
The Manager role combines Editor, Publisher, Approver, Designer and Delete role and adds the
ability to change security settings on pages and modules.

Administrator
The Administrator has access to all functions within the system. Additionally, the Administrator is
responsible for creating new users, and configuring the global setting of the website, such as the
dashboard links, language configurations, website configurations, and domain setup.
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User Role Functions in Agility
The sections below describe how to perform the typical functions by user role. As discussed
above, many functions can be performed by users with higher level permissions. Functions that
have already been described for previous users will not be described again, unless there is an
enhancement or additional functionality added by the user role.

Contributor/Editor
The Contributor/Editor‟s main functions in Agility are:







Creating a new Navigation Item (Page, Folder, or Link)
Editing content
Previewing a page or module
Requesting approval for a module
Creating Navigation Item placeholders for Navigation Items in other languages

Creating a new Navigation Item
A Navigation Item is an element that appears on your website. A Navigation Item can be a Page,
Folder, or Link. The Agility website is organized in a standard tree layout, with folders, pages,
and links. This tree layout is translated onto the website as a cascading navigation menu of
Navigation Items on the site.
Folders are essentially containers for other Navigation Items. Pages have Modules Zones where
modules are added to define the content for the page. Links are hyperlinks, either to other
websites or to pages within this site, or to static documents on the site.
All Navigation Items in Agility can have subordinate, or child Navigation Items placed under them
in the tree. The major differences between a Folder Item and a Page Item are that a folder is only
a container for other Navigation Items and a folder is visible on the website navigation, but does
not link to a page with content. For example, your company sells widgets, and you set up the site
to have a widgets folder with green, red, and blue widget pages. When you navigate the menu on
the live site, the widgets item in the menu would not be clickable, while the three widget types
under it would be.
When a new Navigation Item is created it inherits Security and Requires Approval settings from
its parent item.

Properties
Properties are the „attributes‟ of a Navigation Item. When you create a Navigation Item, you must
enter in certain properties. For folders and links, only the name is required. For Page Items, the
page name, title, and page template are all required.
The properties of a Navigation Item are determined by the type of Navigation Item. See the
following chart to see the attributes for each Navigation Item. The bold items are required.
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Site Items

Attributes

Page

Menu Text
Name
Title
Page Template
Meta Keywords
Meta Description
Additional Header Code
Page Specific Scripts
Requires Authentication
Requires Approval
Exclude from Page Output Cache
Exclude from Exclude from Global Scripts
(global Statistics Tracking / analytics scripts)
Visible on Sitemap
Visible on Menu
Menu image / hover image options
Scheduling of release an pull dates
Page Security
Define Alerts

Folder

Menu Text
Folder Name
Requires Authentication
Requires Approval
Exclude from Page Output Cache
Visible on Sitemap
Visible on Menu
Menu image / hover image options
Scheduling of release an pull dates
Page Security
Define Alerts

Link

Menu Text
Link Name
Link (Redirect) Type
Custom URL
Requires Authentication
Requires Approval
Exclude from Page Output Cache
Visible on Sitemap
Visible on Menu
Menu image / hover image options
Scheduling of release an pull dates
Page Security
Define Alerts
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Properties for a New Page Navigation Item
Menu Text
The Menu Text is what shows up on the Web site in the menu for the page that you are creating.
Title
The Title is the HTML title of the web page. It appears at the top of the browser window when
you are viewing a page. It also appears in results returned by search engines such as Google.
Page Name
The Page Name field is auto-populated when you enter the Menu Text. The Page Name field is
the name that will be displayed in the navigation tree on the website. This will also be the physical
name of the page in the browser when you view the page, e.g. if the name „Default‟ is chosen, the
page‟s URL will be http://www.yoursite.com/Default.aspx.
Once these properties have been set, they can be edited on the Settings tab for the page.
Tip: Page names cannot contain the following special characters: „;‟ „/‟ „?‟ „:‟ „@‟ „=‟ „#‟ „&‟.

HOW TO: Change the text for the Menu Item in the navigation
1.
2.
3.
4.
5.

Create a new Page and save it.
Click on the Settings tab
Enter or edit the Menu Text field
Click Save to save your changes.
Click Request Approval to start the publishing process or publish the page.
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Page Template
The Page Template dropdown list allows the user to select the template that will be used for the
page. The list of Templates that is available is set up in advance by Designers, Managers,
Administrators or the Developers of the site. The template defines the layout of the particular
page, as well as the areas of the page that have editable content.
Select the desired template from the dropdown list. If you are unsure which template is the
correct one, you can preview it by clicking the „Preview Page Template‟ link beside the dropdown
list. You can also change the template used on a particular page.

HOW TO: Change a Template used on a page
1. Go to the page you want to change the template on.
2. Click on the Settings tab.
3. Click „Change Template‟.
4. Select a template from the „New Template‟ drop down list.
5. Drag and drop the modules from the current page to the new template.
Note: Any default modules on the new templates will show up in green if you move more
than one module into a zone. If you move more than one module into a zone, you can reorder them here before you save the change.
6. Click OK.
7. Click Request Approval to start the publishing process or publish the page.

Page Templates contain Module Zones. Modules are added to Module Zones to define the
content on the page. Adding Modules to a page is a Designer task and is explained in the
Designer section below.
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Page Tabs
Once a page has been created, additional properties can be access on the various tabs of the
page properties.
Settings
From the settings tab, you can change the Menu Text and other basic page elements. You can
also change the following elements.
Requires Approval
The Requires Approval property sets up the page so that it must be reviewed and approved by a
user with Approval authority prior to being published. This property is inherited from the parent
page. At the root level, it is set ON for non-managers, and OFF for Managers, by default.
This checkbox cannot be changed by any users below the Manager role.
Requires Authentication
The Requires Authentication property sets up the page so that only users of the website who
have been authenticated on the website can view the page. A website must be configured to
have an authenticated area by the web developer for this setting to work.
Check the checkbox to set the Requires Authentication property.
Exclude from Page Output Cache
Exclude from Page Output Cache removes a page from being cached on the website. It is
recommended to leave this setting unchecked.
Warning: If you have a page with a form that collects personal information you must exclude the
page from output cache or that information will be displayed to the next website visitor who opens
that page.
Check the checkbox to use the Exclude from Output Caching property.

Meta Tags
Meta Keywords
The Meta Keywords field allows you to insert keywords for the page. Meta Keywords are used by
some search engines to determine the relevancy of a page to a given search.
Enter individual words or phrases into the Meta Keywords text area, separating each word or
phrase with a comma.
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Meta Descriptions
The Meta Description field allows you to insert Metadata descriptions on the Page. Meta
Descriptions can be used by web search engines to display your page in their results.
Enter description as text into the Meta Description text area.

Note: The zoom action on the Meta Tag and Script fields on page settings will open the same
field in a large dialog to allow you to see more of the text at a time. This is especially useful if
you have a custom analytics script you need to add to a page and you need to see everything at
one.

Additional Header Code
The Additional Header Code field allows you to add various additional code between the <head>
tags of the page. This is commonly used for adding additional Metadata to the page. For
information on Meta HTML, visit the W3.org website at:
http://www.w3.org/TR/html401/struct/global.html#h-7.4.4.
Enter other Meta HTML using the appropriate formatting in the other Meta HTML text area.

HOW TO: Add Code to the <head> Tag of a Page
1.
2.
3.
4.
5.

Go to „Pages‟
Click on the Page in the Web site tree that you would like to add header code to
Click on the „Meta Tags‟ tab
Enter the additional code such as meta tags into the „Additional Header Code‟ field
Save and Publish the Page

Note: Content entered into the Additional Header Code field must be fully formed HTML and
should only be code that belongs between the <head></head> tags. Consult your web developer
for details.

www.agilitycms.com

32

Scripts (Analytics)
The Scripts (Analytics) tab allows you to define scripts that are specific to the given page. Check
the „Exclude from Global Scripts‟ checkbox to remove the Global Scripts from the page. Note that
if a „Page Specific Script‟ is added, it will still apply to a page if „Exclude from Global Scripts‟ is
selected
Many analytics tools provide scripts that need to be added globally or to a page. This is where
you would add page specific analytics scripts.

HOW TO: Add Analytics Script or Custom Javascript to a Page
Go to „Pages‟
Click on the Page in the Web site tree that you would like to add script code to
Click on the „Scripts‟ tab
Enter the script code into the top or bottom „Page Specific Script‟ field
a. Scripts in the top field load before the page content.
b. Scripts in the bottom field load after the page content.
5. Save and Publish the Page
1.
2.
3.
4.

Note: Content entered into the Page Specific Script field must be fully formed Javascript.
Consult your analytics provider or web developer for details.

Menu
The Menu section handles the look and feel of the menu navigation on the website.
As an Editor, you will only need to work with the following Menu fields:








Visible on Sitemap
Visible on Menu
Target
Image
Hover Image
Selected Image

For a full explanation of all the fields in the Menu section, please see the Designer section below.
Visible on Menu
The Visible on Menu checkbox determines whether the item is visible in the Navigation Menu on
the website.
Visible on Sitemap
The Visible on Sitemap checkbox determines whether the item is visible in the Sitemap on the
website.
Target
The Target drop down determines whether the page opens in the same window or a new window.
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Image
The Image field will output images instead of text on the menus for the selected page. This will
not work unless you choose to connect them.
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HOW TO: Make a Page invisible in the navigation menu (or sitemap)
1.
2.
3.
4.
5.

Create a new Page and save it.
Click on the Menu tab
Uncheck the Visible on Menu (or Sitemap) checkbox.
Click Save to save your changes.
Click Request Approval to start the publishing process or publish your changes.

HOW TO: Create a link in the navigation that opens the page in a new window

1. Create a new Page and save it.
2.
3.
4.
5.

Click on the Menu tab
Select the New Window option from the Target dropdown list.
Click Save to save your changes.
Click Request Approval to start the publishing process or publish the page.

Scheduling
The Scheduling feature allows you to specify the time period that the Page is visible on the site
for.
The Release Date specifies when the Page should be „released to‟, or made visible on the Live
website.
The Pull Date specifies when the Page should be „pulled from‟, or removed from the Live website
By Default, the Release Date and Pull Date fields are not set and the Page is visible on the Live
website immediately upon publish and removed immediately upon unpublish.
When the Release Date and the Pull Date are set, the page will be made visible on the Live
website on the Release Date, and removed from the Live website on the Pull Date. After setting
up the Timed Release, the page MUST be published in order for it to take effect. Click the
Request Approval button or contact your publisher.
If the Release Date is set to a date in the past, then the Page will be visible on the Live website
as soon as it is published.
If the Pull Date is set to a date in the past the Page will not be visible when published.

HOW TO: Create a page that is made VISIBLE on a given date
1.
2.
3.
4.

Create a new Page and save it.
Click on the „Scheduling‟ tab.
Check the checkbox for Enable Content Scheduling.
Click on the calendar icon for the Release Date and select a date and time for the page
to be available.
5. Click Save to save your changes.
6. Click Request Approval to start the publishing process or publish the page.
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HOW TO: Create a page that is made INVISIBLE on a given date
1.
2.
3.
4.

Create a new Page and save it.
Click on the „Scheduling‟ tab.
Check the checkbox for Enable Content Scheduling.
Click on the calendar icon for the Pull Date and select a date and time for the page to be
available.
5. Click Save to save your changes.
6. Click Request Approval to start the publishing process or publish the page.

HOW TO: Create a page that is made visible at a given date and made invisible at
a future date
1.
2.
3.
4.

Create a new Page and save it.
Click on the „Scheduling‟ tab.
Check the checkbox to Enable Content Scheduling.
Click on the calendar icon for the Release Date and select a date for the page to be
available.
5. Select a time of day for the release date. The default time is 12:00 AM
6. Repeat steps 3 and 4 for the Pull date. Make sure to set the Pull date to a date and time
after the Release date.

Tip: At any time, if you want to clear the date currently entered, and start again, simply click on
the clear link next to the date you wish to clear.

Version History
Version History is used to keep track of the versions of a particular page. The following
information is displayed in the version history:




The State of the Page: Staging, Awaiting Approval, Declined, Approved or Published
The version date
The user that modified that version.

Version History allows you to revert to a previous version of a page, or of content. You will also
need to revert the individual Modules on the Page to fully revert a Page.

HOW TO: Revert to a previous version of a Page
1. Go to the page to be reverted.
2. Click on the „Version History‟ tab.
3. Click the View link next to the version that you want to revert to in order to confirm that it
is the correct version.
4. Click the Revert link next to the version that you want to revert to.
5. Click the OK button to confirm the reversion.
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HOW TO: Revert to a previous version of Content on the Page
1. Click the Edit link next to the particular Module
2. Click on the „Version History‟ tab.
3. Click the View link next to the version that you want to revert to in order to confirm that it
is the correct version.
4. Click the Revert link next to the version that you want to revert to.
5. Click the OK button to confirm the reversion.

Security
You will not be able to configure security as an Editor. Please see the Manager section to learn
how to set up security for a page.

Alerts
You will not be able to configure alerts as an Editor. Please see the Manager section to learn
how to set up alerts for a page.

HOW TO: Create an Alert on a Page
1.
2.
3.
4.
5.

Select a Page from the Web site Tree
Click on the „Alerts‟ tab
Click on the „Add Alert‟ link
Choose the user(s) that you would like to add the alert to and click „Next‟
Choose the Event that you would like to be alerted on (see the list of events above)

HOW TO: Remove an Alert on a Page
1.
2.
3.
4.

Select a Page from the Web site Tree
Click on the „Alerts‟ tab
Click the checkbox beside the User/Alert Type that you would like to remove
Click the „Delete‟ link
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HOW TO: Create a new Page
1. Select the item on the Sitemap under which you want the new Page to be created
OR
With „Web site root‟ selected, click on the New Page icon to create a new page at the
root level.
OR
Drag and drop a New Page icon to the location you want to create it in
2. Enter the Menu Text and Title for the page.
3. Click on the Preview Page Template link to preview where the content sections are on
the Page Template.
4. Repeat for any other templates that you wish to preview.
5. Select the desired Page Template to apply to the page and click OK.
6. Enter any other properties and click the Save button.

Properties for a New Folder Navigation Item
The following fields are the same as for a Page item: Name, Requires Authentication, Requires
Approval, and Exclude from Page Output Cache.

HOW TO: Create a new folder
1. Select the item on the site map where you want the new folder to be created under
OR
With ‟Web site root‟ selected, click on the new folder icon to create a new page at the
root level.
OR
Drag and drop a Folder Item to the location you want to create it in
2. Enter the Menu Text for the folder.
3. Enter the Folder Name
4. Click the Save button
5. Optional: you can also add or change the Menu or Scheduling attributes for the folder

Properties for a New Link Navigation Item
There are two types of Link: URL and File/Document. The URL link type will create a navigation
item that links to any page or any Web URL. The File/Document type will link to a file or
document.
When you create a new Link item, you must fill out the Link Text and choose the Link Type. For a
URL type, you must add the URL. For a File/Document type, you must attach a file.
You can also add a 'Link' type to your website tree. When adding a „Link‟ type to your website
tree you can now choose between pages on the site, documents from the central Documents
repository, or an off site URL.
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HOW TO: Create a new Link
1. Select the item on the site map under which you want the new Link to be created
OR
With no item selected, click the new Link hyperlink to create a new Link at the root level
OR
Drag and drop a Link Item to the location you want to create it in.
2. Enter the Menu Text and Link Name
3. Choose a page to link to by clicking „Choose Page‟
OR
Choose a file to link to by click „ Choose File‟
OR
Enter a link to another website manually in the text box – should begin with  http://
4. Select the target from the „Target‟ drop down list – either Same Window or New Window
5. Click the OK button.
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Properties for a Saved Navigation Item
After a Navigation Item is saved, the information that is displayed changes. Depending on the
Navigation Item type, a set of tabs will be displayed that allow you to set additional properties for
the Navigation Item.
For the Page type, the Content tab is displayed by default. For the Link and Folder type, the
Settings tab is displayed by default.
All Navigation items have tabs for Meta Tags, Scripts, Menu, Scheduling, Version History,
Security and Alerts. Page type items have a tab for Content.

Content
After creating a new Page the Content tab for the page is displayed.

The Content tab shows the Module Zones on for the particular page. Modules added to Module
Zones add content and functionality to the page.
In the image above, there are three Module Zones: Left Column, Center Column, and Right
Column. A Designer user type can add, replace and clear Modules. An Editor user can edit the
content inside the modules.
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Page Actions
At the top of the sections of page editing is an action bar.

Save
The Save button saves any changes that have been made to the page attributes.

Copy
The Copy button creates a copy of the current page in the same folder. All content modules,
settings, meta tags, scripts, menu settings, scheduling, security, and alerts are copied to the new
page. The name of the new page will be „CopyOf<PageName>‟. The version history does not
copy over to the new page. Once the page has been copied, you can change the name of the
page on the „Settings‟ tab and edit modules on the „Content‟ tab.

Preview
The Preview button will preview the Staging version of the Page to show you exactly how the
content will look on the page.
If you have edit rights on the page, then clicking Preview saves the Page and brings up a preview
window.
If you don‟t have edit rights, a preview window is opened without saving any changes.

Assign Task
The Assign Task button allows you to assign a task to the user of your choice regarding the
current page. The user will receive an email with a link to the page, along with any message that
you enter into the message section. A task will be added to the user‟s task list.

Send Comments
The Send Comments button allows you to send a note about the Page to the user of your choice.

Bookmark
The bookmark button creates a link to the page or module that appears in your bookmarks
section of the dashboard.

Help
The help button opens a help window containing information to assist with working on the
Module.

HOW TO: Send Comments about a Page to another Agility user
1.
2.
3.
4.
5.

Select a Page from the Web site Tree
Click on the „Send Comments‟ link
Select the user that you would like to send comments to from the drop down list
Enter your comments into the „Comments‟ box
Click „OK‟

Note: Agility will send an email to the user that you chose to send a comment to
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HOW TO: Assign a Task for a Page to another Agility user
1.
2.
3.
4.
5.

Select a Page from the Web site Tree
Click on the „Assign Task‟ link
Pick the user that you would like to assign the task to
Enter your comments into the „Comments‟ box
Click „OK‟

Note: Agility will send an email to the user that you chose to send a comment to. Agility will also
create a Task in the Agility Tasks list for the user that you assigned the Task to.
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Status Bar
The Status Bar indicates the status of the page and houses workflow action buttons when
applicable. There are 5 statuses as illustrated below.

Staging

The „Staging‟ status indicates that there have been some changes to the page that have not been
published. Changes to a page include changes to Menu Text, Page Name, Requires
Authentication status, Module placement and other properties.
If the Page requires Approval before the changes can be published, you will see a „Request
Approval‟ button on the right side of the status bar.

Awaiting Approval – Automated Workflow

This status only appears when the Automated Workflow is used. The „Awaiting Approval‟ status
indicates that a user has requested approval for changes to a page. This means that a user with
Approval rights will be required to approve the changes before they are published.

Approved – Automated Workflow

This status only appears when the Automated Workflow is used. The „Approved‟ status indicates
that changes made to the Page have been approved. This Page can now be published.

Declined – Automated Workflow

This status only appears when the Automated Workflow is used. The „Declined‟ status indicates
that the changes to the Page were declined.
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Publishing

The „Publishing‟ status indicates that changes that have been made are in the process of
publishing. When publishing is completed the status should change to „Published‟.

Published

The „Published‟ status indicates that the changes to this Page have been published. When the
Page is published, the Status Bar also indicates the date of when the changes where published
and who published the changes.

Unpublished

The „Unpublished‟ status indicates that a certain module or modules have been removed from the
site. When a Page is unpublished the entire page will be removed from the web site. Unpublished
also indicates that the page or module that has been unpublished also has not been resaved.

New

The „New‟ status appears when you are adding a new module to a page and that module has not
yet been saved.

Published – Requires Page Publish

The „Published – Requires Page Publish‟ status indicates that a module has been published to a
page, but the page itself has not yet been published.
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HOW TO: Request approval on a page
1. Click on the Request Approval button.
2. Type any additional comments you have for the approver.
3. Click the send button to send the notification, or click the Do not send Notification request
approval without sending a notification.
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Editing the Content on a Page
All content in Agility is stored in a Module. Modules can be as simple as an area of HTML or
more complex functional elements such has a poll or Google Map. Depending on the type of
module, you will be presented with fields that are filled out to define how the Module is displayed
or with links to content that is displayed by the module. Modules are added to Module Zones on
a page.

Modules
Module Zone

Module
Modules have five main components: 1) Status Bar, 2) Location, 3) Action Bar, 4) Content and
Settings Area and 5) Language Selector
1) Status Bar

5) Language Selector

2) Location
3) Action Bar

4) Content and
Settings Tabs
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Rich Text Area Module
Status Bar
The status bar indicates the status of this particular Module. These statuses are the same as the
ones described in the Status Bar section of this document.
Location
The location indicates the Folder, Page, Module Zone, and Module that is being edited.
Action Bar
The action bar provides buttons for completing actions on the module.
Save (Contributor and Above)
The Save button saves any changes that have been made to the Module attributes.
Save & Close (Contributor and Above)
The Save & Close button saves and changes that have been made to the Module attributes and
closes the Module dialog
Save & Preview (Contributor and Above)
The Save & Preview button will save changes to the Module and preview the Staging version of
the Module to show you exactly how the Module will look in the context of the Page that it is on.

HOW TO: Preview a Module (Contributor and Above)
1. Go to the Page and Module in Agility that you want to preview.
2. Click the Save &Preview button.
The Preview Bar allows you to switch parameters of the preview such as language, preview date
and Staging, Published and Template views.
Assign Task
The Assign Task button allows you to assign a task to the user of your choice regarding the
current Module. The user will receive an email with a link to the Module, along with any message
that you enter into the message section. A task will be added to the user‟s task list.
Send Comments
The Send Comments button allows you to send a note about the Module to the user of your
choice.
Cancel
The Cancel button returns to the Page that holds the Module without saving any pending changes
to content or settings for the Module.
Bookmark
The bookmark button creates a link to the page or module that appears in your bookmarks
section of the dashboard.
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HOW TO: Send Comments about a Module to another Agility user
1.
2.
3.
4.
5.
6.

Select a Page from the Web site Tree
Click on the Module that you would like to send a comment about.
Click on the „Send Comments‟ link
Select the user that you would like to send comments to from the drop down list
Enter your comments into the „Comments‟ box
Click „OK‟

Agility will send an email to the user that you chose to send a comment to

HOW TO: Assign a Task for a Module to another Agility user
1.
2.
3.
4.
5.
6.

Select a Page from the Web site Tree
Click on the Module that you would like to assign a task for.
Click on the „Assign Task‟ link
Select the user that you would like to assign the task to from the drop down list
Enter your comments into the „Comments‟ box
Click „OK‟

Agility will send an email to the user that you chose to send a comment to. Agility will also create
a Task in the Agility Tasks list for the user that you assigned the Task to.

Content and Settings Tabs
This is where you will configure all content and settings for modules.

Content
The Content tab houses the fields that you will fill out to configure this module or populate it with
content. If there is linked content on this module, there will be a link in the Content and area that
directs you to this linked content. A Module may link to one or more Content Items or Content
Lists.
To edit content, click on the Module name, or the „Edit‟ link beside the module name and edit the
properties and content on the dialog that comes up.
A Form and/or Content Editor are displayed for you to enter content into.
The Content Editor allows you to edit Content on your website, much like how you would edit a
document in Microsoft Word®.
For a detailed guide on how to use the Content Editor, please see „Using the Agility Content
Editor‟ in the appendix or download the Agility Editor user guide from
http://www.agilitycms.com/Support.aspx.
You can also use the Content Editor to enter in HTML code directly, or to edit the HTML code
created by the Content Editor.
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HOW TO: Edit Content in HTML mode
1.
2.
3.
4.
5.

Enter text into the Content Editor.
Click on the HTML button along the lower bar of the Editor.
Make changes to the HTML code
Add any HTML code as desired.
Click Save to save your work.

HOW TO: Upload multiple documents to your Agility site
1. From your computer, right click on the folder or set of files that you would like to upload
and select „Send to -> Compressed (zipped) folder‟
2. Note the name of the zip file that was created in the folder that you are in
3. Log into Agility and click on the „Documents‟ link
4. Select the folder that you would like to upload the files to
5. Click on the „Upload Zip‟ link
6. Browse and select the file that you zipped in step 1
The zip file will automatically upload as long as it is within the file size limit given above the
„browse‟ field.
NOTE: The folder structure in the zip file will be maintained when you upload the zip file to Agility
NOTE: Documents that you upload to the Documents area will be available from any Rich Text
Editor or File Attachment field within Agility
Tags
The Tags tab will display if the module is set to allow tags. From the tags tab, you can create
new tags and assign existing tags to the module. The list of tags is shared across all content in
Agility.

HOW TO: Add Tags to a Module
1.
2.
3.
4.
5.

Open a page
Click on the „Edit‟ link for a module that has tagging enabled
Click on the „Tags‟ tab
OPTIONAL: Click on the „New Tag‟ link to add a new tag to the tags list
Click on the checkbox beside a tag to tag a module

Scheduling
You can set a Module to be made visible on a certain date and invisible again on a future date.
This works the same way as it does for a Page (see above) except it only affects the specific
Module on the Page.
Tip: Be sure to co-ordinate your Content Scheduling dates for pages and content.
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Version History
Version history for Modules works exactly as it does for pages (see the pages section).
As mentioned above, version history for Modules allows you to revert to past versions of the
particular Module, independently from the pages that they live on.
Security
You will not be able to configure security as an Editor. Please see the Manager section to learn
how to set up security for a Module.
Alerts
You will not be able to configure security as an Editor. Please see the Manager section to learn
how to set up security for a Module.
Advanced
You will not be able to configure the Advanced tab as an Editor. Please see the Manager section
to learn how to set up security for a Module.
Language Selector
The Language Selector is used to select the language that you would like to view and edit content
in. The available languages are configured by the system administrator. The language selector
drop down list is located in the top right corner of the module.
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Content Lists
A Module may link to one or more content lists. You may also find Content Lists in Shared
Content (described below).

Content List Actions
A content list has two sets of actions: the global actions and the specific actions. The global
actions are in the blue link bar at the top of the dialog. The specific actions are the light blue links
that are right above the list.
The buttons for actions that are available depend on your user level. For the Contributor/Editor,
the global actions that are available are Save, Save & Close and Cancel. The specific actions
are Move Up (when applicable), Move Down (when applicable), Export, New Item, Import and
Refresh.
We now use a completely client templated grid which loads from a web service, requiring less
data to be passed to and from the web server for each page of the list. This means that it is
much faster and easier to find data within a content list.

www.agilitycms.com

51

Global Actions
Save
Saves the changes to the settings for Content List.
Save & Close
Saves changes and closes the dialog.
Cancel
Closes the dialog without saving changes
Bookmark
The bookmark button creates a link to the content list that appears in your bookmarks section of
the dashboard.

Specific Actions
Export
Export will export all of the checked items to a .CSV file.
New Item
New Item will open a dialog with fields to add the values for a new list item.
Import
Import allows you to import values from a .CSV file. Note that the columns in the .CSV must
match the fields that are displayed when you click „Import‟.
Refresh
Refresh will reload the values in the list.
Move Up and Move Down (Up and Down)
When the Default Sort setting on the List Settings tab is set to „Item Order‟, the Up and Down
actions will appear. These actions allow you to rearrange the order in which items in the list
appear. Select an item, then click the Up or Down link to move the item up/down one row.
Tips: To select more than one item, click the checkbox beside the items. The Move Up and
Move Down actions will apply to all of the selected items.
If at any time a selected item reaches the top or bottom of the list, no further movement in that
direction will be possible for all items currently selected.

List Settings
The List Settings tab is described in the Manager section below.
Advanced
The Advanced tab is described in the Manager section below.
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Shared Content
Shared Content is content that has been created independently of a particular page in order to be
used on multiple pages. Shared Content views can be of Content Items, or Content Lists. Agility
treats it as its own separate entity, with its own independent workflow.
This means that approving or publishing changes for a page does not affect any pending changes
to Shared Content. The reverse is also true. Approving or publishing Shared Content does not
affect any pending changes for any pages that contain the Shared Content. Shared Content
generates its own tasks, has its own alerts, scheduling, security settings, and version history.
You must be granted Editor rights by the System Administrator in order to be able to edit Shared
Content.

HOW TO: Edit Shared Content
1.
2.
3.
4.
5.

Click on the Shared Content link on the Menu bar.
Click on the name of the item/list you want to edit.
If you selected a content list – select the item you want to edit, if not, move on to step 4
Make changes to the content as desired.
Click Save to save the changes.

Tasks
Tasks are action item reminders generated by the automated workflow in Agility to remind users
that they have to take an action to progress content through the workflow.
Tasks can also be assigned to you by other Agility users.
As an Editor/Contributor, the following actions will generate a Workflow Task:


Request Approval

Declined Page tasks
If your page is declined, you will receive an email notification. The task will also be added to your
task list.

HOW TO: Work on a declined Content task
1. From any page in Agility, click the Tasks link in the top Menu.
OR
Click the link to the page in the email notification that you receive regarding your task.
2. Click on the „Open‟ link for the task you wish to work on.
OR
Click the task to open it.
3. You will be brought to the Content that was declined. Make any changes that are
necessary and click Save.
4. Click Request Approval (see above for the Request Approval How To). This will clear the
task from your Tasks list.
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Multi-language Websites in Agility
Agility allows you to manage websites in multiple languages. A dropdown for each language
appears in the Language Section on the left navigation pane, above the Sitemap when on the
Pages & Content screen.
When you create a new page on any of the language sites, a Navigation Item Placeholder is
created in all other language sites. This placeholder will have all of the same attributes that the
original item in the first language has. You will need to create the actual item in each language in
order to replace the placeholder. (It doesn‟t matter which language has the item created on it
first).
The same is true for individual pieces of content. If you are viewing a piece of content in one
language, and then switch to another language, a corresponding placeholder for that content is
created. Clicking Save will save the item in the new language.

HOW TO: Create a Page in a New Language
1. Go to Pages
2. Make sure that there are multiple languages configured for the site by pulling down the
language dropdown.
3. Select a desired language
4. Click on the Page that you would like to configure
5. Fill out the Page details
6. Set up the item with all the desired modules and settings
7. Save the Item
Note: Pages can have different page names and titles, content and other settings for each
language
8. After clicking Save, you will have a corresponding Navigation Item to the one that was
created on the first language website

Tip: When viewing a language website, the unconfigured pages will have a red exclamation point
on the icon to indicate that it is a Navigation Item Placeholder and not an actual item.

Tip: If the Navigation Item is a Page, the new page will have all of the same attributes, but will
not have the same Content. All Content will need to be added to the new page once it is created
from the Navigation Item Placeholder.
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Copy Across All Languages
Sometimes, in a multilingual site, you need to have a field that is the same across all versions of
a given item. For instance, you might have a product that has a translated name, but the
product ID code might be the same.
Now you can specify a field that persists across all languages. Simply select the checkbox
located next to „Copy across all languages?‟ – see following image.
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Designer
Page Creation and Setup
The Designer is responsible for setting up Page Templates, Module Definitions, Content
Definitions and Shared Content Views, and for defining the types and placement of modules on a
page.

The Basics
Pages are built based on the instructions laid out in the Page Template. The Page Template is an
ASPX file which contains information about the layout of the Page and defines what Module
Zones a Page can have.
The properties and output of a Module are defined by the Module Definition. The designer can
place modules on a page to determine the content or functionality for the page.
The structure of Content is built based on the configuration of Content Definitions. Content can
either be attached to a Module or set up as a Shared Content Item or Shared Content List.
The following diagram illustrates the basic construction of pages, modules and content in Agility
and how those elements are output on the website.

Agility Content Manager Relationship Overview

Agility Content Manager Web Application
Pages & Content
(Page and Content Instances)

Settings
(Page and Content Definitions)

Web Site

Web Project (Microsoft Visual Studio)
Page

Defined by

Page Template
(Definition of a Page)
Module Zone
Definition

Web Page

Module Zone

Display
Definition

Defined by
Defined by

ASPX File

Module Zone
Definition

Module Zone
Data Link
Module Definition

Data Link
Web Page

Input Form

Module
Input Form

Display
Definition

Content Link
Defined by
Output Template

Output Template
Linked to

Defined by

ASCX File

Content Definition

Web Page
Content Link

Item Field
Linked to

Item Field
Content
Item Field

Defined by
Item Field

Item Field
Item Field

Figure 4 Agility Content Manager Page and Content Relationship Overview
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Page Templates
Page Templates define the graphical layout and Module Zones for each Page that is created with
this template. Page Templates have two parts – a physical Page Template File and a Page
Template Reference. The Page Template Files are ASP.NET Web Forms (.aspx files) that are
created in Microsoft® Visual Studio® and are uploaded to the website. They contain server
controls (e.g. <div id=”ModuleZoneName” runat=”server”>) that are marked as Module Zones that
are used to place content within the pages. The Page Template Reference is a record that is
stored in Agility to map the template settings with the code on the Page Template file.
For a complete explanation of how to create the Page Templates Files, please see the Agility
Developer Guide.

HOW TO: Add a Page Template Reference to Agility
1.
2.
3.
4.
5.
6.

Log into Agility as a Designer or Administrator
Click on the „Settings‟ link on the main navigation
In the Customization settings section, click on the link to Page Templates
Click on the „New Page Template‟ link.
Enter a name for the Page Template.
Enter the relative URL to the template file on the website. This should point to the
template .aspx file.
7. Click Save & Close to return to the template list,
OR
Click the Save button.
You can now proceed to adding Module Zones to the Page Template (see below).
8. If this Page Template is only to be used on particular Pages, enter the names of those
pages in the Use Only on Pages(s) field.

HOW TO: Delete a Page Template Reference in Agility
1.
2.
3.
4.
5.

Click on the Settings link.
In the Customization settings section, click on the link to Page Templates
Select checkbox next to the Page Template you wish to delete.
Click on the Delete button.
Click OK to delete the Page Template or Cancel to cancel the operation.

HOW TO: Edit a Page Template Reference in Agility
1.
2.
3.
4.

Click on the Settings link.
In the Customization Settings section, click on the link to Page Templates
Make any changes to the Template as desired.
You can select the „Module Zones‟ tab to add, remove, or reorganize module zones on a
page template (see below)
5. Click the Save and Close button to return to the Page Template list.
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Module Zones
Module Zones define the areas of the Page that can house Modules. Each Module Zone must be
mapped by name to a server control (e.g. <div id=”ModuleZoneName” runat=”server”>) in the
.aspx Page Template file in order to have content correctly output to Pages for those Module
Zones.
The Module Zones tab of the Page Template displays all of the Module Zones that have been
defined for the Page Template.
You can edit a Module Zone by clicking on the name of the Module Zone. You can also select
and delete an existing Module Zone. To preview your changes to the Page Template, click the
Preview Page Template link in the General Setting tab.

HOW TO: Add a Module Zone to a Page Template (in Agility)
1.
2.
3.
4.
5.

Click on the Settings link.
In the Customization Settings section, click on the link to Page Templates
On the Page Template configuration screen, click on the „Module Zones‟ tab.
Click New Module Zone
Enter a Display Name and Reference Name for the Module Zone

NOTE: The Display Name is displayed when you create a page using the given Page
Template. The Reference Name is the name that is referenced by the Page Template code.
6. Select the Default Module(s) form the list on the left
7. Click OK to save the Module Zone settings and return to the Page Template
configuration screen.
NOTE: A Page Template can have multiple fixed modules in a module zone. These modules
can be "defaulted" to be created in staging mode (instead of new) with default values. If the
module cannot be created (because it has non-defaulted properties), it is left as new. This
allows you to more easily specify what any given page in the site will be populated with when
it is added to the sitemap.

HOW TO: Edit an existing Module Zone
1.
2.
3.
4.

On the Edit Page Template configuration screen, click on the „Module Zones‟ tab.
Click on the Module Zone that you would like to edit.
Make any changes to the Module Zone.
Click OK to save the Module Zone and return to the Page Template configuration screen.

Deleting an existing Module Zone
Deleting an existing Module Zone from a Page Template removes it from all pages that are
currently using it. This will remove any Content from those pages in that Module Zone.

HOW TO: Delete an existing Module Zone
1. On the Edit Page Template configuration screen, click on the „Module Zones‟ tab
2. Click the checkbox beside the Module Zone you want to delete and click „Delete‟
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Module Definitions
Module definitions define content and functionality that can be added to a page. A module has
five tabs:
1. General Settings – defines the Name and Description of the module and sets tags and
visibility.
2. Properties – define the content or settings that can be captured for a module.
3. Input Form – defines the layout of the form that the Editor or other content manager will
use to add content or set settings for the module.
4. Output Template – defines how the module will be displayed on the Web site.
5. Page Usage – indicates what pages are using the module.
For details on how to set up Module Definitions, see the Agility Developer Guide.
General Settings
These settings control the basic elements of the module
Name
The name of the module as it appears to users adding a module to a page.
Description
The description of the module that helps users when selecting the module.
Allow tags
Determines whether the tags functionality is enabled for the module.
Hidden
Hides the module from all users below Deesigner permission level.
Properties
Agility provides a graphical user interface to add properties to a module. Agility supports the
following properties – Text, HTML, Date, Number, Number with Decimal, True/False, Dropdown
List, File Attachment, Image Attachment, Attachment List and Linked Content.
Property names cannot contain spaces or the following characters „!@#$%?/ \‟.
Text
Text properties are simple text fields.
HTML
The HTML property creates an input field that uses Agility‟s Content Editor (See Content Editor
Appendix below).
Date
The Date property creates a simple Calendar date picker field.
Number
The Number property creates an input field that accepts only integer numbers.
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Number with Decimal
The Number with Decimal property creates an input field that accepts only numbers. The
numbers may have decimals.
True/False
The True/False property creates a checkbox. Checked is true and unchecked is false.
Dropdown List
The Dropdown List property creates a dropdown list. You can add the choices you wish to the
dropdown
File Attachment
The File Attachment property provides the ability to attach a file of any type to a module. There is
a limit to the size of file that can be attached.
Image Attachment
The Image Attachment property provides the ability to attach an image file to a module (i.e. .gif,
.jpg or .png files). There is a limit to the size of file that can be attached.
Attachment List
The Attachment List property provides the ability to add a list of files to a module. This is
particularly useful for things like image or video galleries. In an attachment list field, there is a
checkbox that will allow you to expand uploaded zip files. This will add all of the files from the zip
into the attachment list. If you want to keep the zip file intact, simply leave the checkbox
unchecked.
Linked Content
The Linked Content property provides the ability to link content to a module. Linked Content is
defined with a Content Definition (described below). Linked Content can either be a list of content
or a single item. Linked Content can be created with each new instance of a module or the
Linked Content property can be bound to a specific piece of content (Content View) so that each
new instance of the module is linked to the same content.
Input Form
The Input Form is displayed when an Editor or other content manager opens an instance of a
module on a page. The Input Form is automatically generated based on the properties that are
defined, but can also be customized. When customizing, you can add any code to the Input Form
that is supported by ASP.NET. Please see the Agility Developer‟s Guide for more information on
how to customize the Input Form.
To preview the Input Form, click on the „Preview the Input Form‟ link. This works for both system
generated and customized Input Forms.
Output Template
The Output Template defines how the Module is displayed on the Web site. The Output
Template can be generated based on the properties defined for the module, or it can be
customized, or it can refer to a User Control (.ascx file) on the Web site itself. When customizing,
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you can add any code to the Output Template that is supported by ASP.NET. Please see the
Agility Developer‟s Guide for more information on how to customize the Input Form.
Page Usage
The page usage tab lists all of the pages in the site that use the module. A user can click on the
link to a page to access the page and the instance of the module used there.

Content Definitions
Content Definitions determine properties for a specific type of content. A Content Definition has
three tabs:
1. General Settings
2. Content Fields (similar to Module Properties)
3. Input Form (similar to the Module Input Form)
Content Definitions do not have an Output Template because they are not directly displayed on
the Web site. Content Definitions are used to define the structure that Agility content is stored in.
Modules can link to one or more Content Definitions which can be used to define the content that
is used on the Module.
For details on how to set up Content Definitions, see the Agility Developer Guide.
General Settings
These settings control the basic elements of the module
Type
Type can be set to content item or content list (a list of content items).
Name
The name of the content item or list as it appears to users accessing it through shared content.
Description
The description of the content item or list.
Allow tags
Determines whether the tags functionality is enabled for the content item or list.
Hidden
Hides the module from the list of modules when you click „+ Add‟ on a page

Content Fields
Content Fields on a Content Definition are set up the same way as they are for Module
Properties. Content Fields have the same choices as Module Properties except there is no
Linked Content option.
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Input Form
Input Forms for Content Definitions work the same way as the Module Input Forms. Please see
the description of the Module Input Form above.

HOW TO: Add a Module Definition
1. Go to Settings  Module Definitions
2. Click on the „New Module Definition‟ link above the list of Module Definitions
3. Add a name and description for the module
NOTE: The name and description will appear when you are adding the module to a page, so
it is important to provide good information for these
4. Click on the Properties tab
5. Click „Add Property‟ to add a property
6. Add the Property Name and Label. The label is what will show up on the Input Form and
the name is what is referenced by code.
7. Select the Property Type from the drop down list. Depending on the type you choose,
you may be presented with different options
8. Optional: Click on the „Required‟ checkbox to make this property required
9. Optional: Set the Default Value of the property (not always applicable)
10. Repeat steps 5 to 9 to add the required properties to the module
11. Click Save when you are done adding a porperty
12. Click on the Input Form tab and click the „Preview Input Form‟ to see how the properties
are laid out on the form
13. Optional: choose „Use Customized Input Form‟ and click „Customize Input Form‟ to
customize the code for the form
14. Optional: Choose „Use Internal Frame (IFrame)‟ and enter the IFrame URL – using this
option will clear any properties you have previously set
15. Click on the „Output Template‟ tab
16. Click on „Generate Default‟ to generate the default output template and customize
OR
Select „User Control on Website‟ and add the path to a .ascx file starting with ~/ where
the ~ indicates the root of the page (e.g. the path to www.site.com/modules/module.ascx
should be entered as ~/modules/module.ascx)
17. Save the Module
18. Publish the Module to push the changes to the output template down to the site - If the
module you are looking at has been published, but you are required to publish the Page
to see your changes, you will see a message on the status panel stating that.
NOTE: If you have changed a content item or module and you attempt to close the dialog
without saving, you will receive a message stating that the item has been changed and allow
you to continue, or cancel and save your changes. This prompt also happens when you click
Publish, Unpublish, Approve or Decline.
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HOW TO: Add or Edit Properties on a Module Definition
1.
2.
3.
4.
5.
6.
7.

Go to Settings  Module Definitions
Click on a Module title to open a Module
Click on the Properties tab
Click „Add Property‟ to add a property
Click on the Property Name to edit a property
Add or edit the field name and label. The label is what will show up on the Input Form
Follow the instructions from step 7 in “HOW TO: Add a Module Definition” above

HOW TO: Customize the Output Template of a Module Definition (in Agility)
Go to Setting  Module Definitions
Click on the Module Definition you wish to edit
Click on the Output Template tab
Select „Output Template in Agility‟
Click „Generate Default‟ to generate the default output template
Enter any customization as desired. Please note that if you add any additional Properties,
you will have to manually add code to the Input Form for them
7. Click Save to save your changes, or click Cancel to discard them
1.
2.
3.
4.
5.
6.

Note:

You can also put the custom code for the Output Template in a user control which is
uploaded to your Web site. Select the „User Control on Website‟ option and set the path
to the user control starting with ~/ which represents the domain of your site. (e.g. the path
to www.yoursite.com/modules/moduleoutput.ascx should be entered as ~/
modules/moduleoutput.ascx)

Tip:

You must Publish the Module Definition to see the changes on the live site

Tip:

When you are making changes to the Module Definition Output Template, you can
preview the changes by Previewing the Web site in a new window, open to a page with a
the Module that you are changed.

HOW TO: Add Specific Instructions to an Input Form
1.
2.
3.
4.
5.
6.
7.
8.
9.

Go to Settings
Click on „Module Definitions‟ or „Content Definitions‟
Open a Module Definition or Content Definition by clicking on its name
Click on the „Input Form‟ tab
Click on the „Use Customized Input Form‟ radio button
Click on the „Customize Input Form‟ link to open the code for the input form
Using HTML, add the required instructions to the input form
Click on the „Preview‟ tab to preview your changes
Save
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HOW TO: Add a Content Definition
1.
2.
3.
4.
5.
6.

Go to Settings  Content Definitions
On the Content Definition page, click the New Content Definition button.
Select Content Item or Content List as the Content Definition Type.
Enter a name for the Content Definition.
Enter a description of the Content Definition.
Click the Save button to save the Content Definition.

HOW TO: Add a Content Field to a Content Definition
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Go to Settings  Content Definitions
Select the Content Definition you wish to add a Content Field to
Click the Content Fields tab
Click the Add Field link
Enter a Field Label and a Field Name for the new Content Field.
Select the type of Content Field – depending on the type you have selected, you may
presented with different options
Optional: If the Content Field should be a required field for the piece of content, check
the Required checkbox.
Optional: Set a Default Value for the field
Optional: Enter the maximum length of characters that will be accepted in the field, if
desired (not always applicable)
Save

HOW TO: Edit a Content Field
1.
2.
3.
4.
5.
6.

Go to Settings  Content Definitions
Select the Content Definition you wish to edit
Click on the Content Fields tab
Click on the name of the Content Field you want to edit.
Make any change to the Content Field.
Save

Tip: If you set your form to be customized, and then want to add additional Content Fields, add
the Content Field and then click the Reset Input Form in the Input Form tab.
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HOW TO: Customize the Module or Content Definition Input Form
Go to Settings  Select Module or Content Definitions
Select the Content or Module Definition you wish to customize
Click the Input Form tab
Select the Use Customized Input Form option.
Click the Customize Input Form link.
Enter any customization as desired. Please note that once you have a customized the
Input Form, if you add any additional Content Fields or Properties, you will have to
manually add code to the Input Form for them.
7. Click the Preview tab to see how the Input Form will appear to content editors.
8. Click OK to save your changes and save the Module or Content Definition, or click
Cancel to discard your changes and return to the Content Definition page.
1.
2.
3.
4.
5.
6.

Note: Once a Module or Content Definition has been used to create new content, the Properties
or Content Fields can no longer be set as required fields. However, you can add new
non-required Properties or Content Fields to the Module or Content Definition at any
time. Be sure to make all fields required that need to be before creating content using
the Module or Content Definition.

Deleting Module or Content Definitions
A Content Definition can only be deleted if there are no Content Views on the system that were
created using the Content Definition. Clicking the delete button starts the process of deleting a
Content Definition.

HOW TO: Delete a Module or Content Definition
1. Go to Settings
2. Select Module or Content Definitions
3. On the Module or Content Definition page, select the checkbox next to the module or
content definition to be deleted.
4. Click the Delete button.
5. Click OK to delete the content definition, or cancel to keep it.

Editing Module or Content Definitions
Clicking the Title of the Module or Content Definition starts the process of editing an existing
Definition.

HOW TO: Edit a Module or Content Definition
1.
2.
3.
4.
5.

Go to Settings
Select Module or Content Definitions
Click on the title of the Module or Content Definition you wish to edit.
Make any change within the tabs for the Module or Content Definition
Save & Close
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Content View Configuration
Content Views are accessible from the Settings under Customization, Content Views. A Content
View is an instance of a Content Definition. Each piece of content on the site resides in a
Content View.
The Content View configuration page allows the designer to manage Content Views. Existing
Content Views can be searched for separately from the page that holds them. New Content
Views can also be created.
Creating a Content View
The main reason for creating a Content View is for setting up Shared Content. Clicking the New
button starts the process for creating a new Content View. Content Views can be Items or Lists
Items

HOW TO: Create a new Shared Content Item
1. Go to Shared Content OR Settings  Content Views
2. Click the „New Content Item‟ link
3. Select the desired content definition from the Content Definition dropdown list
Note: Only Item content definitions will be listed. If there are no items in the list, it means
that there are no Content Item content definitions
4. Enter the Content Display Name and Content Reference Name for the Content View
5. OPTIONAL: Enter the relative URL of the page that should be used when previewing the
Content View into the Item Preview Page textbox. (e.g. ~/home.aspx where ~ represents
the URL or path of your site)
6. OPTIONAL: Check whether the content Requires Approval.
7. Click Save and Close to return to the Content View configuration or Shared Content
page.
Note: If you have changed a content item or module and you attempt to close the dialog
without saving, you will receive a message stating that the item has been changed and allow
you to continue, or cancel and save your changes. This prompt also happens when you click
Publish, Unpublish, Approve or Decline.
Lists
Lists can be sorted on one of their visible columns. By default, the list will be sorted by the item
order in the list. The sort order can be changed in the setting of a Shared Content List or any
other list Content View.

HOW TO: Create a new Shared Content List
1. Go to Shared Content OR Settings  Content Views
2. Click the „New Content List‟ link.
3. Select the desired content definition from the Content Definition dropdown list.
Note: Only List content definitions will be listed.
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4. Enter the Content Display Name and Content Reference Name for the Content View
5. OPTIONAL: Enter the relative URL of the page that should be used when previewing the
Content View into the Item Preview Page textbox. (e.g. ~/home.aspx where ~ represents
the URL or path of your site)
6. OPTIONAL: Check whether the content Requires Approval.
7. Click Save and Close to return to the Content View configuration or Shared Content
page.
Editing a Content View
Select a Content View from the list and click the Content Name to edit a Content View.
Searching for a Content View
The Search feature on the Content View allows you to search for particular pieces of content.

HOW TO: Search for a Content View by Content View Name or Modified By
1.
2.
3.
4.

Go to settings and click on Content Views
Enter text to search for in the Search field and click the Go button
View the search results to find the desired content
To return to viewing the full list, click the Clear button

Page functions of the Designer
On top of what a Contributor or Editor can do, the Designer can also define the modules that are
housed in the Module Zones of a Page.
Defining Modules on a Page
The Designer defines what Modules are housed in each Module Zone of a Page.

HOW TO: Add Modules (Content) to a Page
1.
2.
3.
4.
5.

Create a Page
Click the „Add‟ button beside a Module Zone
Select the Module that you would like to add from the Module list
Click on Edit Module to edit the module properties and/or content
Click „Save‟ to save the module
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Approver
The main function of the Approver is to approve pages or modules that have been submitted for
approval.

Tasks
When a user clicks on Request Approval on a Page or Module, a task is created for all approvers
that are associated with the Page or Module. These tasks will be listed on the tasks page. You
will also receive a system email regarding the pending task if the requesting user selects to send
the alert. (See above for Requesting Approval in the Page Actions section).
To access the item that needs approval, you can either click the link in the email notification you
received to go directly to the page or module that is awaiting approval, or click on the tasks link in
Agility to view all of your pending tasks.

Opening a task
Navigate to the Tasks screen by clicking on Tasks on the top navigation. Click task text to go to
the page or module that is awaiting approval.

Deleting a task
If you want to delete a task from the list, check the box next to the line item for the task and then
click the Delete button. Click the OK button to delete the task, or cancel to keep it.
Warning: Deleting a task only removes the task from the pending list. It does not affect the status
of the Page or Module itself.
All tasks are automatically removed from a list when the Page or Module status changes. So if
another user approves the Page, or if the Page is published by the System Administrator, then
the associated task is automatically removed from your list.
The approve/decline process is applied from the Page level to encompass all non-shared
modules on the page. For Shared Content, the approve/decline workflow is distinct from the
Page because Shared Content is usually used on more than one page.

HOW TO: Approve changes to a page or module

1.
2.
3.
4.
5.

Click on the Tasks link on the Menu bar
Click the text of the Task
Review the pending changes to the Page or Module
Click the Approve button in the Status Bar if the changes are acceptable
On the approval notification page, enter any additional comments to the publisher and
click OK to send the email OR click Cancel to skip sending an email (this will still approve
the changes)
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HOW TO: Decline a page or module

1.
6.
2.
3.
4.

Click on the Tasks link in the Menu bar.
Click the text of the Task
Review the pending changes to the page or module.
Click the Decline button if additional changes are required.
On the declined alert page, enter any additional comments to the Editor and click OK to
send an email
OR
Click Cancel to not send an email (this will still send the decline).
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Delete Role
The delete role has all the same rights as an Editor plus the ability to delete pages and content.

HOW TO: Delete a page
1. In the site map navigation, click on the page you want to delete.
2. Click the Delete button.
3. Click OK to delete the page, or cancel to keep it.

HOW TO: Delete an item from a list
1. On a module with a list or on a shared content list, click the checkbox(es) beside the
item(s) you would like to delete
2. Click the Delete button above the grid.
3. Click the OK button to delete the item(s), or cancel to keep them.

HOW TO: Delete Shared Content
1.
2.
3.
4.

Click on the menu option for Shared Content.
Select the piece of content you want to delete.
Click the delete button.
Click the OK button to delete the item, or cancel to keep it.

Note: You can only delete shared content if it is not currently being used on any page. If the
Shared Content is a list, you can delete items from the list just like you would for a single use list.
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Publisher
The Publisher role has all the same rights as an Editor plus the ability to publish pages and
content.

Tasks
When an Approver user clicks Approve on a Page or Module, a task is created for all publishers
that are associated with the Page or Module. These tasks will be listed on the tasks page. You
may also receive a system email regarding the pending task if the requesting user selects to send
the email. (See above for Requesting Approval in the Page Actions section).
To access the content that is ready for publishing, you can either click the link in the email
notification you received to go directly to the page or module that is waiting for publishing, or click
on the tasks link in Agility to view all of your pending tasks.

Opening a task
Navigate to the Tasks screen by clicking on Tasks on the top navigation. Click task text to go to
the page or module that is awaiting approval.

Deleting a task
If you want to delete a task from the list, check the box next to the line item for the task and then
click the Delete button. Click the OK button to delete the task, or cancel to keep it.
Warning: Deleting a task only removes the task from the pending list. It does not affect the status
of the Page or Module itself.
All tasks are automatically removed from a list when the Page or Module status changes. So if
another user approves the Page, or if the Page is published by the System Administrator, then
the associated task is automatically removed from your list.
The publish process is applied from the Page level to encompass all non-shared content on the
page. For Shared Content, the publish workflow is distinct from the Page because Shared
Content is usually used on more than one page.
Publishing pages with lists or shared Content Lists that require approval will only publish items of
the list that have been approved.
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HOW TO: Publish a page

1. On Pages & Content, navigate to the page that you want to publish.
OR
Click on the link in the task or notification to the page waiting for publishing.
2. Click on the publish button.
3. Click the OK button to publish the page, or cancel to leave the page unpublished.

HOW TO: Publish a Shared Content Item or Shared Content List
1. On Shared Content, navigate to the item or list that you want to publish.
OR
Click on the link in the task or notification to the item or list that is waiting for publishing.
2. Click on the Publish button.
3. Click the OK button to publish the item or list, or cancel to leave the page unpublished.

HOW TO: Publish a Batch of Recent Changes
1.
2.
3.
4.
5.
6.

Click on the „Reports‟ link
Click on the „Recent Changes‟ report
Select „Pending Publish‟ as the state
Click the checkbox beside the pages and modules that you would like to publish
Click the „Publish‟ link above the list to publish the changes
Click the OK button to publish the item or list, or cancel to leave the page unpublished.

Note: You can also use the “Publish Recent Changes” button on Pages and Content when you
don‟t have a page selected. This takes you to the recent changes report to the pending
publish view.

Why is this important? From this report you can see everything that needs to be published
from anywhere in the website.
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Unpublishing
Unpublishing is the process of removing a piece of published content or page from the Published,
live site and returning it to Staging.

HOW TO: Unpublish a Page or Shared Content
1.
2.
3.
4.

Click on the Pages and Content link from the top menu bar.
Select the currently published page or piece of content that you want to Unpublish.
Click the Unpublish button.
Click the OK button to unpublish the page or item, or cancel to leave the page published
to the live site.

Note:

Follow the same process for Shared Content. Just navigate to the Shared Content page
first.

Publish Unpublished Items from List
Sometimes, you can get into a situation where someone has inadvertently unpublished all of the
items in a content list. Now you can quickly re-publish them from the “Publish List” button on the
content list status panel. Normally, only items that are “pending publish” (in the staging or
approved state) are published on this action, but now you can override that to include
unpublished items as well.
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Manager
The Manager role combines Editor, Publisher, Approver, Designer and Delete Role and adds the
ability to change Page level and Module level security settings and add notifications on Pages
and Content.

Alerts
Alerts are email communications to particular groups of users by role, to individual users,
regarding a change in status on the page. The alerts tab is available to managers and
administrators.

HOW TO: Create an Alert
1.
2.
3.
4.
5.
6.

Navigate to the Page, Module or Content List you want to add an Alert to.
Click on the Alert tab
Click on the Add Alert link
Chose the user(s) you would like to add the alert to and click Next
Chose the events that you would like to set up alerts for
Click Finish to save the alert, back to make changes to the users that are being alerted,
or cancel to discard the changes.

Description of Alerts
 New (Page or Content List ): A new page has been created under the current page or a
new item has been added to the Content List
 Update: The page or module has been updated
 Approve: The page or module has been approved
 Request Approval: A user has requested approval for changes on the page or module
 Decline: An approval request has been declined
 Publish: The page or module has been published

There is no limit to the number of alerts that can be added to a page.

HOW TO: Delete an Alert
1.
2.
3.
4.

Expand the Alerts section.
Click on the checkbox beside an Alert in the list
Click the Delete link
Click OK to delete the notification, or Cancel to leave it.

Security
Security settings on Pages and Modules determine which users on the system have what level of
access to the Page or Module. All users have a general system level security. Page level security
overrides the general setting and Module security overrides the Page setting.
Security for Pages and Modules allows the manager to grant additional levels of security, or
restrict access, for particular users.
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HOW TO: Create a new Security on a Page or Module
1.
2.
3.
4.
5.

Navigate to the Page or Module that you want to add a security to.
Click on the Security tab.
Click on the Add User link
Select the user(s) you would like to add to the security setting and click Next.
Click the role(s) you would like to grant the user(s) on this Page or Module and click OK.

Note: To edit or delete a security setting, click the checkbox beside the setting and click the
„Delete‟ link

Inheritance
Security is an attribute that is inherited from the parent page when a new page is created. When
a manager sets a security setting on the top level page, all pages that subsequent users create
underneath that page will inherit that security setting.
Every page has the ability to „Inherit Security from Parent‟. This is a useful option when changes
are made to the Security settings of a parent page, and you want to propagate that security to
only a few of the children under that parent.

HOW TO: Inherit Security from Parent
1.
2.
3.
4.

Navigate to the Page you want to have Inherit Security.
Click on the Security tab.
Click on the Inherit Security From Parent link.
Click on the OK button to have the page Inherit from Parent, or cancel to leave the
security setting for the Page.

Propagation
Propagation takes the security settings of the parent and applies them to all children pages. This
is a very useful way to make a change to one page, and then apply it to all sub pages. This does
not affect the Security settings of Shared Content Items on any children pages. You will need to
change them separately.

HOW TO: Propagate Security to Children
1.
2.
3.
4.

Navigate to the Page you want to have Propogate Security.
Expand the Security section.
Click on the Propagate Security to Children link.
Click on the OK button to propagate security settings, or cancel to leave the security
setting for the Page.

Module Advanced Settings
Modules have an advanced settings tab that only Managers and Administrators can see.
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From here, you can change the Module Display Name, and whether or not the module requires
approval.

HOW TO: Change the Display Name of a Module
1.
2.
3.
4.

Open a Module on a Page
Click on the Advanced Tab
Change the Module Display Name
Click Save or Save and Close

The new Module Display Name will be displayed in the Module Zone on the page where it was
changed.

Content List Advanced Settings
Content Lists have List Settings and Advanced settings that only Managers and Administrators
can access.
List Settings
The List Settings tab allows you to choose which fields are displayed on the list and what the
default sort of the list is.
Advanced
The Advanced tab on a Content List allows you to define advanced settings of the content list
such as whether it requires approval and what page should be used when you preview a list or
specific item in the list.

HOW TO: Change the Columns that are Displayed in a Content List
1.
2.
3.
4.
5.
6.

Open a Content List from a Module or Shared Content
Click on the List Settings tab
Click „Include‟ beside the fields that you would like to display
Click „Exclude‟ beside the fields that you do not want to display
Use the up and down arrows to change the order that the columns are displayed in
Click „Save‟ to save the changes.

HOW TO: Change the Sort Order of a Content List
1. Open a Content List from a Module or Shared Content
2. Click on the List Settings tab
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3. Choose the Default Sort value from the left dropdown list
4. Choose the sort direction from the right dropdown list
5. Click Save or Save and Close

HOW TO: Set the Preview Page that a Content List Displays in
There are two preview settings for a content list: one for where the list displays and one for where
an item in the list displays.
List Preview:
1. Open a Content List from a Module or Shared Content
2. Click on the Advanced tab
3. Enter the URL in the List Preview Page box (e.g. ~/products/products.aspx)
Item Preview:
1.
2.
3.
4.

Open a Content List from a Module or Shared Content
Click on the Advanced tab
Enter the URL in the Item Preview Page box (e.g. ~/products/products.aspx)
Enter the Item Preview Query String Parameter (e.g. „ID‟) – this is determined by the
Web developer. It is this parameter that is used to select a specific item from the list

NOTE: The Preview Pages must be pages in Agility and the path should start with a ~/ which
represents the domain that the site is hosted on (e.g. www.yourdomain.com/)

Administrator
The Administrator has access to all functions within the system. Additionally, the Administrator is
responsible for creating new users, and configuring the global settings of the website, such as
language configurations, website configurations, and domain setup.

Publish all pages
This function allows the manager or administrator to quickly and easily publish all content in
Staging to Published. It will publish all pages for the particular language that is currently selected.
If you want to publish all pages for more than one language site, you will need to switch to each
language and then publish all pages.

HOW TO: Publish all Pages
1.
2.
3.
4.
5.

Log in as an Administrator.
Click on the Pages & Content link on the menu bar.
Select the language that you want to publish all pages for.
Click the Publish All Pages link.
Click on the OK button to Publish All Pages, or cancel to leave the site in the current
state.

www.agilitycms.com

77

Settings
The Administrator is responsible for making changes to the general Web site settings.

Configuration
The configuration section sets up site-wide configuration settings.

Global Configuration
Set the Web site display name, the reply-to address for alerts, the support email, the default
language, and create links that show up on the dashboard for all user types.
Website Display Name
The Website Display Name is the name that appears at the top of the Content Manager. This is
useful when switching between multiple Agility databases and allows you to reference which site
you are working on.
Type the name that you wish to appear in the text field.
Reply Address
This Email Address will be used as the Reply Address on all notifications.
Type the email address that you wish to use as the Reply Address in the text field.
Support Email
This Email Address will display when the user sees an error message.
Default Language
This is the default language that is displayed in the user interface when viewing content and
pages in the site.
Select the language to use from the dropdown list.
Links
This is a place where the system administrator can setup links or documents that may be
important for everyone working on the site.

Language Configuration
The Language Configuration setting allows you to create new language settings to be used for
websites. The language code that you use will be incorporated into your website pages. Some
typical language codes are en-us, en-ca, and fr-ca. For a complete list of language codes, please
see
http://msdn.microsoft.com/library/default.asp?url=/workshop/author/dhtml/reference/language_co
des.asp

HOW TO: Add a New Language to your Website
1. In Settings, click on the link to Language Configuration.
2. Click the New Language link.
3. Enter the name of the Language in the Language Name field.
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4. Enter the Code in the Language Code field.
5. Click the OK button.
6. The new language will appear above the sitemap on the left side of the Pages & Content
screen. You can switch to the new language at any time by clicking the language link.

HOW TO: Set up a Multi-language site with a URL for each language
1. In Settings, click on the Domain Configuration link
2. Click New Domain
3. Enter the Domain Name and Default URL for Language 1 and pick Language 1
 E.g. www.domain.com, default.aspx, English
4. Enter the Domain Name and URL for Lanaguage 2 and pick the Language 2
 E.g. www.domainfr.com, default.aspx, French

HOW TO: Set up Multi-language site with a single URL
5. In Settings, click on the Web site Domains link
6. Click New
7. Enter the Domain Name and URL for Language 1 and pick Language 1
 E.g. www.domain.com, default.aspx, English
8. Enter the Domain Name and URL for Lanaguage 2 and pick the Language 2
 E.g. www.domain.com, default.aspx?lang=fr-ca, French
Note: In point 8 above, the URL parameter must be ?lang= and the language code must be the
same as what is set up for the Language in the Language Configuration.
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HOW TO: Enable the Google Sitemap for your site
1. Add the following line to the Web.config file for your website:
<system.web>
<httpHandlers>
<add verb="*" path="*googlesitemap.axd"
type="Agility.Web.HTTPHandlers.GoogleSitemapHTTPHandler"/>
</httpHandlers>
</system.web>
Note: You will need to have access to the files for this website to set up the Google Sitemap

Domain Configuration
The Website Domain configuration settings allow you to set up a path to your website. This path
will be used when you Preview the site from Agility.
The path is the combination of the Domain Name and the Default URL. The Domain Name is
either the domain for your site (e.g. www.yourdomain.com) or the path to your site when it is in
development (e.g. localhost/site/dev/). The Default URL must be an .ASPX page. It is
recommended that the Default URL is set to home.aspx.
You must have one path for each language on the site and/or one for each load balanced server.
When you are setting up a path, select the language from the dropdown list. If you only have one
domain that is reused for multiple languages, use URL parameters on the Default URL that
indicate the language.

Global Scripts
The Global Scripts section allows you to place a javascript, such as an analytics script, into all
web pages on your website. Many major analytics packages will give you the script that you can
include in this box.

HOW TO: Enable WebTrends, HitBox or Google Analytics
1.
2.
3.
4.

Go to Settings and click on Global Scripts
Click on the link to Enable global script for this Website.
Enter JavaScript for the Analytics tool into the box.
Click the OK button.

The script that you enter into the box will be replicated on every page of the site that has Global
Scripts enabled. You can override the script on a page-by-page basis on the Scripts tab for the
page.
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Caching
Manage caching settings for the site or clear the cache for one of the site domains.
Enable Output Cache
The Output Cache setting determines whether the website will use page output caching. Page
caching significantly speeds up performance on website page requests. It is strongly
recommended to leave this setting enabled.
To Enable/Disable Output Caching, check or uncheck the box.

Web Logs
Access the Web logs for the site(s) that are set up in the Domain Configuration.

HOW TO: View a log file
1. In Settings, click the Web Logs link
2. Select the Domain to view logs from using the drop down box
3. From the Log File drop down box, select the Log File you would like to view. Log files
are named with their date
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Customization
The customization section contains settings related to customizing the particular instance of
Agility. See the Agility Developer Guide for more information on customization.

Content Views
All content in Agility is stored in Content Views. This area allows you to access all of the Content
Views in the system.

Content Definitions
Content Definitions define the structure of content. You can add, edit and delete Content
Definitions from this area.

Page Templates
Page Templates define the layout and Module Zones on a page that is created using this
template. You can add, edit and delete Content Definitions from this area.

Module Definitions
Modules are used to define content or functionality on a page. You can add, edit, publish, and
delete Module Definitions from this area.

Tip: Module Definitions must be published for them to show up on the site. If a Module
Definition is changed, it must be published before it will work properly.

Tags
Tags are used to create commonality between various content modules on the site. When a
module has „Allow Tags‟ selected, Editors and above can associate tags with all instances of that
module. The Tags list is the global list of tags for the site in all languages. When you create a
tag from the global tags list, it is available for all modules that allow tagging. Tags can also be
created from the module by the Editor. These tags will populate the global tags list.
Tip: Enabling tags will allow content editors to associate tags with content. However, for the
tags to have an effect, logic has to be coded into templates or modules to read the tags and
make use of them.

HOW TO: Add Tagging capabilities to a Module Definition
6. Go to Settings -> Module Definitions
7. Open an existing Module Definition or create a new one
8. Click on the „Allow Tags?‟ checkbox
When tags are allowed, there will be a „Tags‟ tab on the module when it is added it to the page.
Editors and above can then create new tags and assign them to a module
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HOW TO: Manage Global Tags List
1. Go to Settings -> Tags
2. Create, edit and/or delete tags in the list
Note: There will be a column in the tags table for each language. You can have corresponding
tags for each language.
Warning: The global tags list is common across all content on the site. Deleting a tag will delete
it for all content on the site

Content Editor
This section allows you to set default values for the Content Editor.
Editor Style Sheets
The Style Sheets setting is for specifying the cascading style sheets (CSS) at a global level.
Links to all of the style sheets listed here will be output on every page of the website. The global
style sheets are also used within the Agility Content Editor so that the styles of content looks as it
would on the site.
Type the relative paths to the CSS files that you wish to apply in the text field. Separate multiple
style sheet paths using commas.
Editor Break Type
This setting determines the type of HTML line breaks that will be created when the Enter key is hit
in the Content Editor – BR or P.
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Users and Security
This section provides settings related to the users and security of your Agility instance.

Users
Add, edit, send Notifications, and delete Agility users.

Global Security
Set up the Website Username and Password Strength for this Agility instance. Generate the site
key that is used to match this Agility instance with your Agility site.
Website Username
This setting allows you to enter the Username to use to log in to the website when previewing
pages that require authentication.
Type the username that you wish to use to log in with in the text field.

Password Strength
The Password Strength setting determines the type of passwords that must be used by users
logging into Agility.
Weak passwords allow you to create a user with any initial password of at least 1 character.
Medium passwords require a password of at least 6 characters with at least 1 letter and 1
number.
Strong passwords require a password of at least 9 characters with at least 1 letter and 1 number.
If a user changes their password, they will have to select a new password that meets the
Password Strength setting.
Select the Password Strength from the dropdown list.

HOW TO: Create a new user
1.
2.
3.
4.
5.
6.

In Settings, click on the Users link
Click the New button.
Enter a User Name, First and Last Name, Email Address, and Password.
Click the Roles tab
Check one or more Role check boxes.
Click the OK button.

HOW TO: Edit a user
1. In Settings, click on the Users link.
2. Click the name of the User you want to edit.
3. Make any changes to User Name, First and Last Name, Email Address, and Password or
Role check boxes.
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4. Click the OK button.

HOW TO: Disable a user
5.
6.
7.
8.

In Settings, click on the Users link.
Click the name of the User you want to disable.
Remove all Roles for the user except „None‟.
Click the OK button.

HOW TO: Delete a user
1.
2.
3.
4.

In Settings, click on the Users link.
Click the checkboxes beside the users you want to delete
Click the „Delete‟ link
Click the OK button.

Note: Users are never permanently deleted because Agility retains the history of activity for that
user. A deleted user is removed from the list, but can be restored if necessary.
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User Generated Content
User Generated Content (UGC) is something that has been possible with Agility for a while, but
we have greatly enhanced the capabilities.
UGC refers to any content that is created by the users of the website itself. This can be
anything from a “Contact Us” form submission to comments, ratings, photos and videos.
Agility now allows you to publish videos directly to your YouTube channel and photos directly to
your Flickr gallery. This saves an immense amount of time when you are managing a campaign
across multiple channels.
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Moderation
User Generated Content can be configured to run through a moderation queue before it is
published.

New videos, photos, comments and other content is placed in the 'New' list where it can be
reviewed by moderators. When the moderators approve content, it is published to the site. In
the case of YouTube videos and Flickr photos, the content is also automatically published to
these channels when it is approved.

Website Users & Facebook Connect
Website Users refer to the end users that can sign up and log on to your website. This used to
be done with custom code or third-party plug-ins. Now, you can manage your website users
directly within Agility, and apply custom moderation rules to your new users.
User profiles can also be tied in with Facebook Connect. This means users can log in with their
Facebook credentials which provides access to Facebook profile data, including their news feed
and friends list.
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Item counts on listing tabs
The number of items under each tab is now displayed, and will update on demand as the tabs
are clicked through, or if you perform searches in UGC. The numbers are listed in brackets i.e.
(123) on the tab, as shown in the image below.

Send Comments, Publish and Decline with Comments
You have the ability to send comments to a user when their content has been published or
declined. This notification will, by default, be sent to the website user who created the record.
You can also create custom templates for these emails in the User Generated Content
Definition. So, you can have unique emails go out for French and English for example.
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Moderation Improvements
There are several new moderation features, such as:
 a new Role for Moderator and Senior Moderator
 an Escalation state and action on UGC records. Escalating a record sends it back to
the "Awaiting Review" list for the Senior Moderator to review
 an Illegal Words list and setting that allows you to block a list of illegal words from some
or all of the UGC and user profiles in the system.
 Abuse flagging: any record can be flagged as abuse and will be pulled from the site
after a configurable number of abuses have been reported.

Field Types
 You can setup a field to be an "Email Field", designating it as a destination for an Email
Address. An email field can be specified as an "Alert" field, meaning that its value may
be used to send moderation notifications to the user.
 Tweet fields: you can now designate and UGC field as a 'Tweet field'. When the UGC
item is published, the text in the Tweet field will be posted to your designated Twitter
account.

History Tab
The history tab on every UGC record keeps track of each and every state change that the
record may go through. Comments may be inserted into the history as well.
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Import and Export from UGC Lists
You can also import and export CSV files to and from any UGC list. You will be prompted with
the file format based on the content definition of the list.
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Contact Us
If you would like to contact us regarding Agility Content Management System please visit our
website at: http://www.agilitycms.com/. Or email us support@agilitycms.com.
To reach us by phone or fax:
Phone: 416.591.2500
Toll Free: 1.888.299.2998
Fax: 416.352.5270
Or visit us in person:
Agility CMS c/o Edentity Web Systems Inc.
Suite 201
40 Spadina Ave.
Toronto, ON
M5V 2H8
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Appendix
Menu functions in Agility
The Menu section on the Navigation Item deals with the way the item will be displayed in the
website navigation.

Visible on Sitemap
Select whether the given page is visible on the Web site sitemap.

Visible on Menu
Select whether the given page is visible on the site menu.

Target
Select the target window that the page will open in when the menu item for the page is selected.

Image
The Image field specifies the image that is used for the menu item (optional).

Hover Image
The Hover Image field specifies the image that is used when the user hovers their mouse over
the menu item.

Selected Image:
The Selected Image field specifies the image that is displayed in the menu when the user has
navigated to this page.
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Using the Agility Content Editor
The Agility Content Editor has a wide range of tools for editing text in HTML content sections. The
following is a complete listing of each of the tools in the editor. It is also available when you click
the
button on the Editor. For the complete documentation on the editor, please see the
document RadEditorEndUserManual_v7.pdf which can be downloaded from the Agility Web site
on the support section.
GENERAL BUTTONS
Design button - Switches RadEditor into Design
Mode.

-

HTML button - Switches RadEditor into HTML
Mode.

-

Allow users to create image maps through
draging over the images and creating hyperlink
areas of different shapes.

-

Toggle Screen Mode - Switches RadEditor into
Full Screen Mode.

-

Zoom - Changes the level of text magnification.

-

Find and Replace - Find (and replaces) text in the
Ctrl+F
editor's content area.
Spell button - Launches the spellchecker.

-

Cut button - Cuts the selected content and copies
Ctrl+X
it to the clipboard.
Copy button - Copies the selected content to the
clipboard.

Ctrl+C

Paste button - Pastes the copied content from the
Ctrl+V
clipboard into the editor.
Paste from Word button - Pastes content copied
from Word and removes the web-unfriendly tags.
Undo button - Undoes the last action.

Ctrl+Z

Redo button - Redoes/Repeats the last action,
which has been undone.

Ctrl+Y

Format Stripper button - Removes custom or all
formatting from selected text.

-

Quick Help - Launches the Quick Help you are
currently viewing.

-

INSERT AND MANAGE LINKS, TABLES, SPECIAL CHARACTERS, IMAGES
and MEDIA
Image Manager button - Inserts an image from a
predefined image folder(s).
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Image map - Allows users to define clickable
areas within image.

-

Insert Table button - Inserts a table in the
RadEditor.

-

Flash Manager button - Inserts a Flash animation
and lets you set its properties.
Windows Media Manager button - Inserts a
Windows media object (AVI, MPEG, WAV, etc.)
and lets you set its properties.

-

Document Manager - Inserts a link to a document
on the server (PDF, DOC, etc.)
Site Links dropdown – Inserts a link to a Page on
the server.
Hyperlink Manager button - Makes the selected
text or image a hyperlink.

Ctrl+K

Remove Hyperlink button - Removes the
hyperlink from the selected text or image.

Ctrl+Shift+K

Insert Spec al Cha acter drop own - Inserts a
special charact r (€ ®, ï¿½, ï¿½, tc.)

-

W3C XHTML Validator button – checks your html
code for errors.
Template Manager - Applies and HTML template
from a predefined list of templ tes.
CREATE, FORMAT AND EDIT PARAGRAPHS and LINES
Outdent button - Indents p ragraph

to the left.

-

Indent button - Indents paragraphs to the right.

-

Align Left button - Aligns the selected paragraph
to the left.

-

Center button - Aligns the selected paragraph to
the center.

-

Align Right button - Aligns the selected paragraph
to the right.
Justify button - Justifies the selected paragraph.

-

Remove Alignment button – removes any
alignment code from the paragraph
Bulleted List button - Creates a bulleted list from
the selection.

-

Numbered List button - Creates a numbered list
from the selection.

-

CREATE, FORMAT AND EDIT TEXT, FONT and LISTS
Bold button - Applies bold (strong) formatting to
selected text.
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Italic button - Applies italic (em) formatting to
selected text.

Ctrl+I

Underline button - Applies underline formatting to
Ctrl+U
selected text.
Text Color (foreground) button - Changes the
foreground color of the selected text.

-

Text Color (background) button - Changes the
background color of the selected text.

-

Custom Styles dropdown - Applies custom,
predefined styles to the selected text.

-

Heading and Paragraph Styles – Selects a format
for heading or paragraph.
OTHER KEYBOARD SHORTCUTS
-

Selects all text, images and tables in the editor.

Ctrl+A

-

Finds a string of text or numbers in the page.

Ctrl+F

-

Closes the active window.

Ctrl+W

-

Closes the active application.

Ctrl+F4
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