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The Content Management System (CMS) is a web-based interface to allow the 
editing of websites and databases. Pages and content can be created, and 
resources (such as PDF files) can be stored either publicly or with 
customisable access restrictions. A range of special content types, including 
news items, events listings, FAQs, staff lists, image galleries and online forms 
can be added to sites to make content maintenance easier. Different users of 
the system have different permissions to edit pages and content, to the extent 
chosen by the site administrator. This document is intended to be an 
introduction to Site Administration in the CMS, and a reference for the 
configuration and capabilities of the different types of content. Guide 180 
(CMS Site administration ) should be read first. 

New versions of the Content Management System are regularly released after 
an announcement to all CMS users, bringing additional features and 
enhancements to existing features, and this guide will be updated at the same 
time. You can always download the latest version of this guide from the ITS 
website at http://www.dur.ac.uk/cis/services/web/cms/guides/ 

Requests for help using the CMS, bug reports, and ideas for new features or 
enhancements should be sent to cms@durham.ac.uk 
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Conventions: 

In this document, the following conventions are used: 

 A typewriter font is used for what you see on the screen. 

 A bold typewriter font is used to represent the actual characters you type at the 
keyboard. 

 A slanted typewriter font is used for items such as filenames which you should 
replace with particular instances. 
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1. Site administration and general principles 
Site administrators can change various site-wide configuration options.  

1.1. Permissions 

Permissions are delegated by the Communications Office and can be 
requested through the form at 
https://cms.dur.ac.uk/CMSADMIN/authorisation/ 

You should also complete that form if you no longer need editing 
permissions on a site, to ensure that you no longer receive content review 
messages and similar site-related information. 

1.1.1. The Site Contact permission 

The Site Contact permission has identical editing rights to a Site 
Administrator. However, the Site Contact for a page or site will also be the 
official contact for the site. They will receive system emails regarding the 
site (e.g. content needing review), and we plan to move to them receiving 
emails sent through the Comments and Questions form as well, to make 
that easier for you to manage. 

Every page and site should have at least one Site Contact responsible for 
it. If a page does not have a Site Contact, then Site Administrators visiting 
that page will be shown a prominent warning message and be asked to 
request either themselves or someone else becomes the Site Contact. 

Ignoring this warning may restrict your ability to edit the page. 

1.2. Site configuration 

If you are on the site home page and have Site Administrator permissions, 
a [Configure Site] control link will appear at the top of the navigation 
section. Use this to get to the Site Configuration page. 

 

https://cms.dur.ac.uk/CMSADMIN/authorisation/


Guide 184: Site administration in the ITS web content management system 2 

On the Site Configuration page, change the properties to the values you 
want, and use the ‘Alter site-wide options’ button. The meaning of each of 
the properties is explained below. 

1.2.1. Site name 

This appears in a few places (such as the breadcrumb trail) and names the 
site. The shorter the better, but obviously it must identify your site. 

1.2.2. Site colour 

For templates that support different colours, the base colour can be 
selected here. Please contact us if you require a colour not listed here. 

1.2.3. Additional style sheet 

For site specific styles, you may want to define an additional stylesheet. 
Currently this can only be done by arrangement with the ITS – contact 
cms@durham.ac.uk for more details. For many sites, this feature will not be 
required. 

1.2.4. Site postal address 

This appears as the contact address for the site in some templates. You 
should separate parts of the address by pressing return between each part. 
For example, enter 

Department of Academia 
University of Durham 
Durham 
DH1 3HP 
Telephone: +44 (0)191 33 41234 

If you wish to hide the contact address box entirely, enter “{NO ADDRESS}” 
into the site postal address field. 

1.3. RSS and OpenSearch autodiscovery 

If you have an RSS feed or OpenSearch search specification associated 
with your site (or a section of your site), you can add details of this using 
the [Edit Autodiscovery] link. (If you don't know anything about RSS or 
OpenSearch, you can skip this section!) 

mailto:cms@durham.ac.uk
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This allows you to add new autodiscovery links and remove existing ones. 
Autodiscovery links may either apply just to the current page, or to that 
page and all those below it. 

Autodiscovery links are invisible on the page itself, but some web browsers 
(such as the latest Internet Explorer or Firefox browsers) provide alternative 
ways to use these links. 

1.4. Previous versions of text content 

As a Site Administrator you can view previous versions of text content 
(provided the content has been changed since the release of the first CMS 
version to support this feature on 13 September 2007) by using the 
[previous versions available] control link which appears if any versions are 
available. Because most of the other content types change depending on 
the content of the underlying database (e.g. the news database) this 
feature is only available for text content. 

 

Following this link will give you a list of the available previous versions, 
giving the time each version was replaced at, and the username of the 
editor that altered the content. You can view previous versions from this list, 
and if you need to, replace the current version with any previous version 
(the current version will of course become a previous version at this point). 

This feature can be used to make temporary changes to content more 
easily, or to recover after information is accidentally deleted from a content 
item. 

Note that if a content item is deleted entirely, it is not possible to access the 
previous versions either. 
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1.5. Creating new sites and sub-sites 

To request a new site or sub-site, go to “My Pages” and use the “Request 
New Sites and Sections” link. There are separate forms for new 
independent sites and for sub-sites as part of existing sites. Completing 
these forms will give us the information we need to create new sites as 
quickly as possible. 

Most of the creation of a new site is now automatic, so you will be able to 
start editing the site immediately. 

Once a new site is ready, there is also a form in “Request New Sites and 
Sections” to request that it be reviewed and made live. Again, completing 
this form will ensure that we have all the relevant information to do this. 

1.6. Section root pages 

Many of the advanced content types in the CMS store data by “section” – 
for example, news, events, or FAQs. This allows the data to be entered 
once, and then displayed in a variety of formats on multiple pages. 

Each section has an associated “section root” page which controls 
permissions to edit it, and it is this page, rather than the page the content is 
displayed on, which editors must have permission on. 

The identity of the “section root” page is shown below the content in Site 
Editing Mode. 

 

If you do not have permission, there will be a link to the appropriate Editors’ 
Sitemap to make it easy to find out who can edit the content. If you need 
permission yourself, complete the permissions request form at 
https://cms.dur.ac.uk/CMSADMIN/authorisation/ 

If a page is a “section root”, then it cannot be deleted, as doing so would 
make it impossible to edit any content controlled by that section, because 
no-one can have permission on a page that does not exist. 

If you try to delete a “section root” page, the deletion will be cancelled. 
Page Administrators and those with lower permission levels will need to 
contact a Site Administrator or Contact at this point. Site Administrators and 
Contacts will get a link to a form which allows the “section root” to be 
moved to a different page which is not being deleted. Moving the section 
root may affect who has permission to edit the news, so carefully check the 
permissions on both the old and new pages using the Editors’ Sitemap, and 
edit permissions as described in Section 1.1 as necessary. 

People who have Site Administrator permission on the section root page 
can also move it by editing the (e.g.) news using “Add to, edit or remove 
news items” link, and then using the link at the top of that page to get to the 
form. 

https://cms.dur.ac.uk/CMSADMIN/authorisation/
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2. The News System 

2.1. Summary 

The news system allows you to put news items and headlines on your site, 
create news archives, enhance news items with images and links to related 
contents, and categorise news items for ease of access. The system also 
also allows your news to be syndicated using what are known as ‘RSS 
feeds’.  

2.2. Getting started 

You need to be a Site Administrator to set up news on your site. If you have 
not already done so, go to “Request New Sites and Sections” in “My 
Pages” to create a news section to hold your news. You should say which 
site the news section is for and which URL you wish to control news 
administration. If, for example, you pick http://www.dur.ac.uk/my-site/news/ 
as the controlling URL, then only people who have Content Approver or 
more privileges over http://www.dur.ac.uk/my-site/news/ will be able to add, 
edit or remove news items. 

Once you have a news section set up for you, create a new page, and add 
a new content item of type “News Items Display”. 

 

There are several options on this page, but to get started, all you need to 
do is: 

1 Change the section (first field) to your news section. 

2 Leave everything else as it is, and use the ‘Set News Options’ 

button. 

3 Confirm the meta data and go back to the page. 

http://www.dur.ac.uk/my-site/news/
http://www.dur.ac.uk/my-site/news/
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This gives you this content item – a basic news display. 

Use the [Add to, edit, or remove news items] link to add a news item. 

 

Select ‘Continue’ on the News Items form while ‘New entry’ is selected to 
create a new news item. 

On the next form, enter a subject, some content, and some full content 
(content will be displayed on summary pages, full content will only be 
displayed if someone asks for more details about a news item). Leave all 
the other fields as they are and use the ‘Create record’ button. 
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You do not need to include the ‘Content’ again in the ‘Full Content’, as 
when the details of the news item are displayed, the full content will be 
displayed below the initial content. 

Creating the news item takes you to a page where you are able to 
categorise the news item (if you have created any categories), assign an 
image to the news item (you can also do this by typing the URL in on the 
previous page, but waiting until this stage lets you select the image from a 
graphical browsing tool), and add and remove related links. 

For the moment, just use the ‘Return to page’ link at the bottom of this page 
to go back to your news pages. 

 

The news system has a great range of options and content types 
associated with it. The following sections will cover these options and 
explain their possible uses. 

2.3. Editing a news item 

News items are edited in two stages. In the first stage, the text content, 
publication dates, and other information is entered. In the second stage, 
additional information such as images, related links, and categorisation can 
be set up. 

2.3.1. Stage 1 — basic information 

Subject, short subject, content, full content, byline and author 

institution 

These five fields control the text of the news item. The subject will be 
displayed as a heading or a headline, the content will be displayed on news 
summary pages, and both the content and the full content will be displayed 
on news detail pages. The short subject field is optional, and used within 
the ‘More on…’ link below news items when they appear on a news 
summary page. 

The byline and author institution, if specified, will also be displayed on both 
summary and detail pages. 
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Image URL, image alt text, image caption, caption position and image 

position 

To add an image to a news item, enter the URL and alternative text here. 
You can also select whether the image should be above the news item, or 
floated to the left or the right of it. 

If you do not know the URL of the image, you can also select it using an 
image browser in the additional information. This is the recommended 
method. 

The image caption is optional, and can be placed either below or to the 
right of the image (below is generally better for short captions, right for long 
captions) 

Video, video width, video height and position 

Similarly to adding an image to a news item it is also possibly to add a 
video to a news item, simply select the video from the drop down, enter the 
height, width and select the position. Your video must have already been 
uploaded to the CMS, see Chapter 22 for more information. 

Start date and end date 

The news item will normally only be displayed between these two dates. 
However, some news displays will display items after their end date (news 
archives) 

Is top story, top story until and display order 

If the ‘is top story’ checkbox is checked, and the ‘top story until’ date is in 
the future, this story will count as a ‘top story’. Some news displays will 
display top stories in preference to other stories. 

Display order allows you to completely override the automatic ordering 
carried out by the CMS. By default, all items have a display order of zero. 
Items with a lower display order will be displayed higher up than items with 
a higher display order. 

In general, if you set the display order for one news item, you probably 
need to set it for all of them. Use of display order, except in very special 
circumstances, is generally unnecessary, although you may wish to 
temporarily give the occasional article a display order of -1 to put it above 
top stories. 
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2.3.2. Stage 2 — additional information 

 

After creating or editing a news item, you can edit additional information 
about that item. 

If you have created categories (using the Categories form on the news item 
selection page) you will be able to assign the news item to these categories 
by checking the appropriate category boxes and using the categorise 
button. 

Using the ‘select an image by browsing’ link will take you to an image 
selector, and you can pick an image to go with the news item. The image 
selector works in exactly the same way as the image selector for content, 
described in section 2.7 of Guide 180 

You can also add and remove related links. Related links can either be to 
other news items in your section, or to external web pages.  

 Related news items – To add related links to other news items, 
enter some keywords into the search box provided, then click 
‘Search’. If related items are found, you select them using 
checkboxes next to each search result. 

 To add a related link to another URL, enter the URL and link text 
into the appropriate boxes and use the ‘Add Related Link’ button.  

 To remove a related link, check the checkbox by that link and use 
the ‘Remove Related Links’ button 

. 
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2.4. News Categories 

News items may be associated with any number of categories, which are 
used when either specifying a category in a news summary, or browsing 
through categories when using the News Categories content type. 

Each category may have a parent category, and possibly child categories 
too. This allows you to sub-categorise news items if you are dealing with a 
large quantity of news items. 

2.4.1. Adding or editing a news category 

 

In a similar fashion to the way you would add a new news item, there is 
also the ability to add categories. 

 

When adding or editing a category you can select an optional parent 
category from the drop-down list. You can only select from valid parent 
categories. Invalid parent categories include the current category that you 
are editing, and any (possibly distant) child categories. 

2.4.2. Deleting a news category 

When you delete a news category, any child categories (subcategories) of 
the category will be moved up to the parent of the current category. In order 
to delete a category and all of its children, you will need to delete each one 
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separately. It is advisable to start from the most distant child e.g. in 
‘Category 1/Category A/Category I’, ‘Category I’ should be deleted first, 
followed by Category A and so on. 

2.5. The News Items Display content type 

This content type has several options for displaying news items. It displays 
news items in various formats. 

Section 

This controls the source of the news items. You should usually select the 
section you have been allocated, but you may occasionally want to display 
news from another source. 

Header text 

This text will be displayed in a heading above the news items. If the news 
item display is the only thing on the page, you will often want to set this to 
be blank and use the page title to provide the heading. 

Number 

If this is left blank, then all news items between their start and end date will 
be displayed (but see ‘restrict to category’ and ‘ignore end dates’). 
Otherwise, only the N most important news items will be displayed. 
Importance is determined in the following way: 

 Lower display order is more important. 

 If that’s equal, and priority to ‘top stories’ is checked below, then news 
items that are top stories (see above for the definition) are more 
important. 

 If that is also equal, then the story with the latest start date is more 
important (so new items get to the top) 

 If there’s still no way to tell the items’ importance apart, they are 
ordered alphabetically by headline. 

Priority to ‘top stories’ 

If this is checked, top stories will go to the top of display lists. Otherwise, 
they will be treated as if they were not top stories. 

Restrict to category? 

This restricts the display of news to only the news from the named 
category. Selecting a category from one section, and specifying a different 
section above, will have unpredictable effects and is not recommended. 

Show category heading? 

If you are using ‘restrict to category’ above, and this box is checked, then 
the category name will be show above the news items. 

Show full text on summary page? 

If this is selected, then the ‘full content’ of news items will be displayed on 
the summary page, instead of being displayed via a ‘More about …’ link. 
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Don't show summary on full text page? 

If this is selected, then the 'summary content' of news items will not be 
displayed on the full text page. This allows you to customise whether the 
summary is a lead paragraph or not. 

'More about' text 

When a link is displayed to a full story, it is usually of the form "More about 
subject". This field allows you to replace "More about" with any other text. 

Ignore end dates? 

Usually, news items will not be displayed once the end date is in the past. If 
this is checked, then they will continue to be displayed. You can also opt to 
display news items only if the end date has passed, or to only display news 
from a specified year – both of these options may be useful for setting up 
news archives. 

Don’t order by start date? 

Normally news items will be ordered by the start date, then the title of the 
items. If this box is checked, news items will be ordered by title only i.e. 
alphabetically. 

Don’t display dates? 

News items are normally displayed as the headline followed by the date. If 
you do not want the date to appear, then make sure that this box is 
checked. 

News Item Header Level 

If your news items display is part of larger document, then you need to set 
the header levels of the news items appropriately. If in doubt, leave this 
setting as it is. 

If there’s no news? 

If there are no news items that meet the criteria set out above for selecting 
news items, the text in this box will be displayed instead. It is often 
appropriate to leave this box blank. 

Small images on summary page 

If the news items have associated images, turning on this option will use 
the smaller thumbnail images on the news summary page. 

Full story page 

By default, if ‘Show full text on summary page’ is not selected, then the 
‘More about …’ links will go to the same location as the summary. 
However, as an alternative, you can send them to go to any other summary 
page. If, for example, you have several news content items around the site, 
you may want them all to point to the same URL for displaying the full news 
item. If so, select this URL from here. 
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While it is not essential to select a URL from the same section as your 
current page, and on the same site as your current page, for consistency it 
is strongly recommended that you do this unless you have good reason not 
to. 

Remember: for this and all content type options with a similar effect, you 
must create the content item you wish to point to first and then set other 
content items to point to it. 

Summary page 

On the detail page you may wish links to ‘more news items’ to return to a 
different news list page. You can select which page should be used here. 

Show feed link? 

Choose whether to display the associated RSS feed link for this news 
listing. It can be displayed only on the listing or on both the listing and 
individual news items.  The default setting is ‘Display on list’, but there 
maybe some cases where this needs to be turned off. See section 2.9 for 
more information on RSS feeds. 

2.6. The News Headlines Display content type 

The news headlines display shows headlines, optionally linked to a page 
with more details. 

 

The options for headline display are mostly a subset of those available for 
item display, and work in the same way. The exceptions are: 

Group by start date 

This lets you group the headlines by the start date of the news items, which 
may be very useful for a news archive. You should not use grouping – i.e. 
leave it at the default of “No Grouping” – if you give priority to top stories, or 
use the ‘display order’ field of news items to make your own custom 
ordering. 
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Location of full news items 

This functions almost exactly like ‘Full story page’ on the News Items 
Display, except that if it is not specified, the headlines will not be links to the 
news items at all, rather than the current page being used. 

Location of news items list 

If you are using a limited list of headlines (for example on your homepage) 
you can set a URL of a longer list of news items (either another headlines 
list or a full news items list) with this option. 

2.7. The News Categories content type 

This is similar to the News Headlines Display, but rather than displaying 
news items, displays a list of the news categories. There are only four 
options (Section, Location of full news items, Show headlines, and Only 
display children); the first two function in an equivalent way to the options in 
the News Headlines Display. ‘Only display children’ may be useful when 
you have a lot of sub-categories in use. When checked, only the immediate 
sub-categories of the current category will be displayed. ‘Show headlines’ 
displays some headlines from the current category below the appropriate 
categories in the list. 

 

The News Categories content type should be used on the same page as a 
News Items or News Headlines display content type. This provides the 
ability to easily browse news categories, which is especially important when 
there are subcategories but you have selected to only display the current 
children.  

Additional News Categories displays may point to the page with the News 
Items/Headlines, which would be useful in the case of a starting page with 
only a list of news categories. 

2.8. Complex example 

For a complex example of what can be done with the news system, look at 
the ITS Newsletter pages (http://www.dur.ac.uk/its/info/news/) which sorts 
news independently into both topics and issues, as well as having a front 

http://www.dur.ac.uk/its/info/news/
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page listing the news in the current issue, before displaying news items on 
a separate article display page (set to ‘hidden’ in its page properties). 

2.9. RSS Feeds 

RSS stands for ‘Really Simple Syndication’, and is a standardised format 
for syndicating news content. Every news section using the CMS has an 
RSS feed associated with it. Users can subscribe to your news feed using 
news aggregating software such as Google Reader or My Yahoo!. This 
allows users to be notified of new content without having to actively check 
for it. Each item in the RSS feed contains a summary of the news item and 
a link back to an appropriate page on your site to show the full news article.   

2.10. RSS and Email Subscription Options 

The association between the RSS feed and the page displaying full news 
items, and the email list settings, can be set using the ‘[Set news feed 
options]’ link below the news listing (available to Site Administrators only). 

 

Using the drop-down menu, select the page in your news section which will 
be linked to from RSS feed items. This page needs to be a dedicated news 
display page. 

Email settings are: 

1. A majordomo mailing list. We recommend you request a new 
mailing list using the form at 
http://www.dur.ac.uk/cis/email/lists/request/ rather than using an 
existing list. The mailing list must allow noreply@durham.ac.uk to 
post to it. A subscription form for this mailing list is described below 
in section 2.14 

2. The email frequency. Emails will never be sent more often than this. 
They may be sent less frequently if the minimum size is not met. 

3. The minimum size for an email, in news items. For example, if you 
set a weekly email frequency, and a minimum size of 5, then if there 
were only 3 new news items in the first week, no email would be 
sent. If there were then 9 new news items in the second week, an 
email would be sent the following Monday containing all 12 news 
items. 

http://www.dur.ac.uk/cis/email/lists/request/
mailto:noreply@durham.ac.uk
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All news items in the section will be considered for sending. Only those 
items with a start date after the last email and an end date after the date of 
sending will actually be sent. (This means that if you have a large minimum 
size, especially with a long email frequency, some news items may never 
be sent as email, as the minimum size may not be reached before they 
expire) 

2.11. News aggregation 

You can combine news articles from multiple sections and categories using 
the “News Aggregator” content type. 

 

You can select a maximum number of news items to display 
(recommended), whether to only display “top stories”, where to send links, 
and a search term. Any news items in a category or section containing the 
search term will be displayed between their start and end dates. You can 
choose whether to display a short summary of the news item, or just the 
headline. 

If the news sections or categories that you are aggregating were not initially 
intended to be aggregated, you may find that the titles are not sufficiently 
informative in their new context. You can choose to display the name of the 
original section as part of the title if this occurs. 

The search term must not be blank, or the content item will display nothing. 

2.12. Secure News 

If you are using the news content type for an intranet, or otherwise 
restricted pages, you may not wish other CMS users to be able to place the 
news items on their pages (even in the normal read-only way) or for anyone 
to be able to read the news via RSS. If this is the case, you can ask for the 
news section to be made ‘secure’. This does the following: 

 The news may only be viewed by content items within the news 
section’s site. 

 The news will not generate an RSS feed of any sort. 

 The news will not be picked up by News Aggregator content items 
(even if they are on the right site) 
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2.13. Copying news items between sections 

If a news item needs to be displayed in multiple sections, you can copy it 
from one section to another. 

The owner of the source section needs to find the news item’s reference 
number. This is done by opening the news item to edit it as described in 
section 2.3. The reference number is then displayed above the editing form. 

 

The owner of the destination section can then enter this number into the 
form on the main news editing page. 

 

The news item, its images, and any related links will be copied. Since there 
can be no guarantee that the categories in the source and destination 
sections will be compatible, categories are not copied. 

2.14. News Subscription form 

If you have configured a mailing list to receive emails as described in 
section 2.10, you will then usually wish to add a form to allow people to 
subscribe to that list. The “News Subscriptions” content type provides this 
form, and can be added to either the main content area or the right sidebar. 

 

It has one option – the news section for which it handles subscriptions. The 
news section must already have been set up as described in section 2.10 
for it to appear on this list. 

3. The Events System 

3.1. Summary 

The events system lets you add details of events, seminars, conferences, 
and other occasions to your site, displayed in a variety of formats, with the 
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option to add repeating events to ease data entry. Users of your site can 
download events in iCalendar format into their own diary programs, or can 
if you enable it – subscribe to your events using an RSS feed reader. 

3.2. Getting started 

You need to be a Site Administrator to set up events on your site. If you 
have not already done so, go to “Request New Sites and Sections” in “My 
Pages” to create an events section to hold your events. You should say 
which site the events section is for and which URL you wish to control 
events administration. If, for example, you pick http://www.dur.ac.uk/my-
site/events/ as the controlling URL, then only people who have Content 
Approver or more privileges over http://www.dur.ac.uk/my-site/events/ will 
be able to add, edit or remove events. 

Create a new page and create a new content item on it of the Events 
Display type. 

 

Set the Section to be the events section you have been assigned, and 
leave the other options as they are, then use the ‘Set events options’ 
button. 

Confirm the meta data and return to the page. 

 

Use the [Add to, edit or remove events] link to get to the events editor. 

Select ‘New entry’ from the Events menu and use the Continue button to 
create a new event. 

http://www.dur.ac.uk/my-site/news/
http://www.dur.ac.uk/my-site/news/
http://www.dur.ac.uk/my-site/news/
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Enter a title, summary and full description for the event, leave the rest of 
the fields as they are, and use the ‘Create Record’ button. Remember, if 
information is in the summary, you don’t need to put it again in the full 
description. 

 

Use the ‘return to page’ link on the next page – you don’t need to do 
anything there yet. 

 

3.3. Editing an event 

Events are edited in two stages. In the first stage, the text content, dates, 
and other information is entered. In the second stage, additional information 
such as images, related links, and categorisation can be set up. 
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3.3.1. Stage 1 — basic information 

Title, summary, full description and venue 

These provide basic information about the event. Which of these fields are 
displayed depends on the display context. You do not need to duplicate 
information in the summary field in the full description field, as the summary 
will always be displayed at any time the full description is displayed. 

Contact email 

This is the email address to contact for further information about the event. 
Addresses in the @durham.ac.uk domain should be used where possible. 

Contact information of other forms should be placed in the summary or full 
description fields. 

Start date time and end date time 

These fields hold the dates and times of the start and end of the event. See 
the information below on setting up repeating events. 

Image URL, image alt text and image position 

Information about an image attached to the event. This can also be 
specified using an image browser in the second stage, and this is the 
recommended method. 

Top event until 

If this date and time is in the future, the event will be given priority when the 
events display is in the “Single top event” mode. 

Repeat frequency and repeat times 

This lets you easily set up multiple repeating events. Set the repeat times to 
the number of copies of the event (0 copies and 1 copy are equivalent and 
cause no repeats) and set the repeat frequency to the desired gap between 
repeats of the events. 

For example, an event running Monday to Friday could be set up either as: 

 Start date time – Monday 9am 

 End date time – Friday 5pm 

 No repeats 

or as: 

 Start date time – Monday 9am 

 End date time – Monday 5pm 

 Repeat frequency – repeat daily 

 Repeat times – 5 

The difference between the two is important. The first creates a single 
event running continuously from 9am on the Monday to 5pm on the Friday. 
The second creates five separate events running from 9am to 5pm on each 
of the week days. Either option may be appropriate in different 
circumstances. 
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Research Aggregator 

Select this checkbox to have the events displayed on the University 
research events list at http://www.dur.ac.uk/research/events/ and possibly 
in other places (see Section 3.7) 

3.3.2. Stage 2 — additional information 

This stage functions in exactly the same way as the additional information 
for a news item – see section 2.3.2 for more information. 

3.4. The Events Display content type 

This content type is used to display selected events in various formats. 

Note:The Selection and Display Mode events used to be combined into a 
single field. You may now select the two independently, though be aware 
that not all options make sense together. 

Section 

This field specifies the source of the events to display. Usually you should 
use the one assigned to you. 

Selection 

This lets you choose which events are selected. The options available are: 

 Top events: select the highest priority events, using ‘top event until’ 
to determine this. 

 Today’s events, calendar week/month/year’s events: select all 
events – past or future – from the current day, week, month or year. 

 Next 7/14/30 days’ events: select all events from those days 

 All (past, future) events: select all events, all past events, or all 
future events. 

 Current term events: future events in the current term.  
Automatically roles over when the term changes. 

 Specific term events: all events from a specific term. 

Events taking place over multiple days will be selected if at least some of 
the event occurs within the selected time period. If an event is repeated, 
only those occurrences that fall at least partly within the selected time 
period will be selected. 

Restrict to category 

Select the category to only display events from that category (note: 
selecting a category from a different section to the section selected above 
may have unpredictable effects). 

Display mode 

This lets you select the events you wish to be displayed and the style of 
display. There are several types of option. 

http://www.dur.ac.uk/research/events/
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 Full Event Details: display all details for every selected event 
(generally best with Single Top Event as the Selection) 

 Detailed summary, compact summary, or events table (by date): 
display the events taking place on particular dates, in varying levels 
of detail. 

 Detailed summary, or compact summary (by event): display each 
event once, together with the dates it takes place on, in either high 
or low detail. 

 Calendar (month view) and calendar (day view): display a calendar 
of events. In month view, the event titles appear within the calendar. 
In day view, the events for the selected day appear below the 
calendar. In general, calendar display modes should be used with 
the All Events Selection. 

 List of months and list of years: list the months or years in which 
events happened. Choosing a month or year will display the events 
within that month or year. 

Show Email on Events list 

If this option is set, then the contact email address for an event will be 
shown on the summary lists. Whether it is set or not, the email address will 
appear on the detailed description of an event. Turning this off makes the 
display more compact. 

Reverse order 

When checked, this reverses the display order, putting the earliest events 
last. It is most useful for displays of past events. 

Only display each event once 

This removes duplicate entries for an event. So, if an event took place on 
Monday and Tuesday, and was repeated twice in the following weeks, it 
would only appear in the listing on the first Monday. This is generally only 
useful for archives of previous events. 

Fixed heading 

If you would prefer a fixed heading for the events content item to the 
automatically generated variable headings, enter it here. 

Maximum number of events shown 

In the same way you can limit the number of news items shown on a 
summary page, you can limit the number of events that will be displayed in 
this type. If you do not want to limit the number of events, leave the value of 
this field as 0. 

If the selection mode is “Top events”, for compatibility with previous CMS 
versions this option behaves slightly differently: blank or zero will be treated 
as “one event” rather than “unlimited events”. 
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If there’s no events 

If no events are in the time period specified, this text will be displayed 
instead. For example, if the display mode was “this month’s events”, “No 
events this month” might be appropriate text here. 

The default is to display no text. 

Where should links for more detail go? 

If you want a single page to display event details, you can choose to have 
the links for more detail go to a page other than the current one by 
selecting it here. This is recommended if you have multiple Event Displays 
for the same section within a site. 

Event item header level 

This allows you to select the top header level used for displaying events, to 
allow the events display to fit in with other content on the page. If the 
events content type is the only item on the page, then the default 'h2' 
should be used. 

Show feed link? 

If this box is checked, a link to an RSS feed of the events will be displayed. 

Show event submission link? 

If this box is checked, a link will appear to allow people to submit events to 
this event section. Submitted events will appear as "proposed events" links 
at the bottom of the event editing screen describe in step 3.2. Using the link 
will view the submission and give you the option to either accept or reject it. 
If you reject it, it will be deleted. If you accept it, then you will be able to edit 
any of the event details before making it live in the events system. 

3.5. Events aggregation 

You can combine news articles from multiple sections and categories using 
the “Events Aggregator” content type. 

 

To use it, specify a search term. Any news items in a category or section 
containing the search term will be displayed between their start and end 
dates. You can also choose to display more information about the events 
on a separate page, and to have the display choose all events today, this 
week, this month, this year, a specific calendar year, or upcoming. You can 
use the Number of events field to limit the amount of events displayed. 

If the events sections or categories that you are aggregating were not 
initially intended to be aggregated, you may find that the titles are not 
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sufficiently informative in their new context. You can choose to display the 
name of the original section as part of the title if this occurs. 

The search term must not be blank, or the content item will display nothing. 

3.6. Secure Events 

If you are using the events content type for an intranet, or otherwise 
restricted pages, you may not wish other CMS users to be able to place the 
events on their pages (even in the normal read-only way) or for anyone to 
be able to read the events via RSS. If this is the case, you can ask for the 
events section to be made ‘secure’. This does the following: 

 The events may only be viewed by content items within the events 
section’s site. 

 The events will not generate an RSS feed of any sort. 

 The events will not be picked up by Events Aggregator content 
items (even if they are on the right site) 

3.7. Research Aggregator 

The Research Aggregator content type allows you to display research-
related events and seminars (see Section 12) for selected events and 
seminars sections. An example of this for all research-related events and 
seminars in the University is at http://www.dur.ac.uk/research/events/ 

You can select multiple sections for display in many common browsers by 
holding Ctrl and clicking on the sections to select or unselect them. 

The display can either be a calendar view, or a short summary list.  If a 
summary list is chosen, the number of items displayed can be limited. 

3.8. Importing events 

The Events content type can import events in the iCalendar (ICS) format 
from other websites. Use the “Import events from ICS files” link to start. 

 

Enter the URL of the file (this URL must not require authentication or 
cookies to access it) to download it into the events system. 

The ICS format does not include information for all fields relevant to an 
events entry in the CMS, so you may need to manually adjust some of the 
data after it is imported. 

http://www.dur.ac.uk/research/events/
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If you import the same URL twice, only events which have been added to 
the ICS file since the last import will be added, so you will not overwrite any 
changes made to previously imported events by doing this. 

4. Staff Lists 

4.1. Summary 

The content management system can automatically generate staff listings 
for known departments. Most departments are already listed in the system, 
but if your department is unlisted, or the list is empty or incomplete, then 
contact cms@durham.ac.uk with department details. 

The staff list draws data from multiple sources, primarily the University 
Directory (http://www.dur.ac.uk/Directory/) and the Profile system that is 
part of the CMS. To edit the information displayed by the staff lists, change 
the information in these source systems as appropriate. 

4.2. The Staff List content type 

The staff list content type has several options. 

 

1 Select the department you want a staff list for. 

2 Select the layout to use. There are several options:  

 Staff Lists can be displayed as a table (as in the example below), or 

as a bulleted list, a list of staff profiles (recommended for short lists 

only), or a ‘gallery’ of photographs similar to a departmental photo 

board. The default is to use a bulleted list. 

mailto:cms@durham.ac.uk
http://www.dur.ac.uk/Directory/
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 For table, gallery and bulleted list display, staff can either be 

arranged alphabetically, optionally with links at the top of the list, or 

they can be sorted by category (see categorisation method, below). 

The default is to sort by category. 

 Gallery displays work best if all the staff photographs are of a 

consistent (and reasonably small) size and proportion, and if all (or at 

least most) of the staff have photographs. The number of 

photographs displayed on each row of the gallery display will depend 

on how much additional information you choose to display in the next 

step. 

 
 

3 There is a set of checkboxes that controls what extra information is 

displayed in the list. In tables these will be in column cells, and in the 

headed list type they will be contained in brackets after the person’s 

name. It is recommended that you do not choose more than 2 of 

these options for the headed list display. In the gallery display, this 

information will be displayed to the right of the photographs – you 

should only use this for relatively short pieces of information. 

If you select the ‘initials’ option, this will be displayed instead of 

given names. 

In tabular and gallery layouts, you can also display “extended” 

information. More information about the extended information and 

how to use it is available below. Because of the large amount of 

space extended information uses, you can only use one of them, 

and not in all layouts. 

In tabular and headed list layouts, you can choose to hide the name 

field. 

4 If you wish to restrict the display to a particular category, you can 

enter this category name into the following box. Which categories 

are available depends on the categorisation setting above. 

If you check the ‘Reverse Filter’ checkbox, then the filter will restrict 

display to categories not covered by the filter. So, for example, the 

filter “Staff” would normally exclude all categories not containing 

‘Staff’, but if you check ‘Reverse Filter’ it will exclude all categories 

that do contain ‘Staff’. 

In previous CMS versions several separate categorisation methods 

were in use. The current version uses a single categorisation system 

managed via the Staff Profile system (see Guide 182 for more 

information) 
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5 You can choose whether or not to include phone/fax numbers not 

associated with individuals to be displayed in the list. 

6 There is then a set of drop-down menus that allow you to select 

what information to display on detailed staff profiles (not all 

information will be relevant or available for all staff, but if the 

information in a particular category is missing the rest of the profile 

will still be displayed). To avoid displaying something, use the ‘Hide’ 

option for that information. Otherwise, select the position you would 

like it to be displayed on the staff profile. General contact information 

will always be displayed before any of the optional information here. 

These options have no effect if you display staff profiles on a 

separate page as described below. 

7 You can then select if you want information about a staff member’s 

affiliation to other departments to be displayed. The default is to 

display it (though not to link to that department), but you can turn this 

off using the “View this department’s job titles only?” checkbox. 

8 If you want to use a different page to display the detailed staff 

profiles on, select it from the drop-down list. If you leave this as ‘Use 

Current URL’ but want research groups and other parts of 

department profiles to be links to an appropriate department profile 

display, select this display from the drop-down list. 

One option available here is to “Use departmental profile page or 

directory”. This option uses the Primary Profile URL specified by 

each department for their staff (see ITS Guide 182) or the university 

Directory if none has been specified. If you are displaying a staff list 

that will include staff outside your department, we recommend you 

use this option (which is available on all staff-displaying content 

types in this section) as this will make display of profiles more 

consistent and reduce duplication. 

9 Select the style you wish to display publications in. Records of 

publications can currently be displayed in either APA, AMA  or 

History styles, but additional styles can be added if requested and 

described. Additionally, each style has a “(no highlighting)” version. 

If this is selected, authors from the University will not have their 

names highlighted in bold. 

10 You can also select the ordering for publications – either by date, 

alphabetically by category, or a rough ordering of importance 

(books, then journal articles, then others; or journal articles, then 

books, then others). This ordering may not suit every department, 

and we are happy to consider other custom orderings of categories. 

Only staff who are marked as ‘On Stafflist’ by their department will appear 
on a staff list. 
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4.2.1. Extended information 

Tabular staff lists may include one piece of extended information, which is 
drawn from the detailed staff profile. The following options are currently 
available: 

 Job description: If there are any “Additional information” blocks in 
the staff profile with the Heading “Job Description” these will be 
displayed here. See section 11 of ITS Guide 181 for more 
information on creating these blocks. 

 Research interests: This option lists the research specialities 
entered on the profile. Section 5.1 and 5.2 of ITS Guide 181 have 
more information on entering this information. 

4.3. The Staff Profile content type 

This content type is used to display the profiles of individual staff members. 
It can display either a specific selected staff member, or be used by the 
Staff List content type as a place to display profiles for the staff on that list. 

 

Staff Email or Username 

Enter the email address or username of a member of staff to display their 
profile. Alternatively, you can leave this blank, and the content item will 
display the profiles that other content items request. 

Department restriction 

If the above is blank, set this to the department that will be using this profile 
content item to display profile information (from a staff list, for example) 

If you selected a staff member above, set it to their department. 
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This is not strictly necessary to display staff information with this content 
type, but leaving it at the default ‘no restriction’ may lead to very unusual 
search engine results for your site. Also, using this option allows you to use 
the “Display only this department” feature which will hide affiliations to other 
departments, including research groups and projects. 

Information 

This set of drop-down menus is identical in function to the similar 
checkboxes on the Staff List content type above. 

Location of research information 

If you want research groups, projects, and other department profile 
information to be links to a departmental profile page, select the page’s 
URL here. If left at the default, no links to this information will be generated. 
Three different options are available for the three areas of information 
(research groups, research projects, and other individuals) 

Citation Style 

Select the style you wish to display publications in. Records of publications 
can currently be displayed in APA, AMA or History styles, but additional 
styles can be added if requested and described. As with the staff list, each 
style has a “(no highlighting)” variation, and the ordering of publications 
may also be changed. 

5. Department Profiles 

5.1. Summary 

There are several content types for displaying departmental profiles. The 
main one is “Departmental research staff, publications, groups and/or 
interests”, but “Research Group Details” and “Research Project Summary” 
are also used. 

5.2. Department profile 

This is the main content type for displaying departmental profile 
information. It has a range of options for display. 
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Select the department or research centre to display from the drop-down list. 
You can then select what information you want to display about the 
department or research centre (some information is not stored for research 
centres, and so these boxes have no effect for research centres). The 
“Display only this department” checkbox allows you to turn off display of 
information about other departments on staff profiles. 

Normally links to research groups and research projects will go to a page 
generated by this content item describing the group or project. If the group 
or project’s website URL field has been completed, and the “Use websites 
rather than profile pages” option is ticked, these links will go directly to the 
group or project’s website. 

The information that can be stored in each of these categories of 
information and how to edit this information is further explained in Guide 
182. 

You can select which categories of staff you would like to be displayed. For 
example, specifying ‘Research’ would select only Research Staff and 
Research Students. Unlike the staff list you can only use Profile System 
Categorisation here. If you leave this blank all visible staff will be displayed. 
This, obviously, has no effect if ‘Show Staff’ is not selected. 

If you check the ‘Reverse Filter’ checkbox, then the filter will restrict display 
to categories not covered by the filter. So, for example, the filter “Staff” 
would normally exclude all categories not containing ‘Staff’, but if you check 
‘Reverse Filter’ it will exclude all categories that do contain ‘Staff’. 

You can select the style and category ordering used to display publications. 
See the section on staff listings for more details. 

Only staff marked as ‘On stafflist’ for their department in their staff profile 
(see Guides 181 and 182) will be displayed. 
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You can also select a separate URL to display staff profiles. This is 
recommended, as it gives you much more control over what information is 
displayed for a member of staff – see Section 4 for more information. 

If you want to display sub-sections (research groups, research projects, 
teaching groups) at a separate URL, you can select this URL here. You can 
also select a different URL for research projects compared with the other 
types of sub-section. 

 

5.3. Research Group Details 

This content type displays the profile system’s information on a research 
group. 

 

1) Select the research group from the drop-down list. They are 

categorised by department. 

2) Select the information to display. All of this information can be edited 

as described in Guide 182. 

Show header 

Shows the name of the research group and the department it is in. 
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Show description 

Shows the text description of the research group 

Show staff list 

Show the list of staff assigned to this research group. If this is selected, 
then you can also optionally select “job titles”, “telephone numbers” and/or 
“room numbers” options to be added to the staff list. 

Show selected publications 

Show the list of publications by staff in this research group that are relevant 
to the research group 

Show research areas 

Show the research areas that the research group covers. 

Show related links 

Show links related to the research group’s activities. 

3) If you are displaying a staff list, select the method to use to sort staff. 

There are three options: 

Alphabetically: Staff will be sorted alphabetically by family name 

By category: Staff will be sorted by category. 

By category, out of department staff go into ‘Associated Staff’: 

Similar to ‘by category’ but any staff not in the department that the 

research group belongs to will be placed in an ‘Associated Staff’ 

category at the bottom of the list rather than into the category they 

are belong to in their department. 

4) If you are displaying a staff list, and want the staff list to link to 

individual staff profiles, select the page that those staff profiles are 

on. 

5) If you are displaying the header, and want the department name to 

link to a department profile, select the page containing the 

department profile. 

6) If you are displaying related publications, you should select the 

citation style you want to use for this display. 
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5.4. Teaching Group Details 

This content type displays the profile system’s information on a teaching 
group. 

 

1 Select the research group from the drop-down list. They are 

categorised by department. 

2 Select the information to display. All of this information can be edited 

as described in Guide 182. 

Show header 

Shows the name of the research group and the department it is in. 

Show description 

Shows the text description of the research group 

Show staff list 

Show the list of staff assigned to this research group. You can also choose 
to display the staff list alphabetically or by staff category. 

3 If you are displaying a staff list, and want the staff list to link to 

individual staff profiles, select the page that those staff profiles are 

on. 
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4 If you are displaying the header, and want the department name to 

link to a department profile, select the page containing the 

department profile. 

5.5. Research Project Summary 

The research project summary simply displays a compact list of a 
department’s research projects. 

 

1 Select the department to list research projects from. 

2 Select (optionally) a page containing research project profiles. 

3 Select the number of projects to display (leave it blank for all 

projects) 

4 Select the order to display the projects in. If you are displaying all 

projects, then “alphabetical order” or “categorised alphabetical order” 

is recommended. Using random order, with a selection of projects, 

will randomly change the projects displayed per view. Due to the 

nature of the Content Management System, this will give a different 

selection of projects on the live website each day. 

5 Select the timing restrictions on the projects. You can display all 

projects, or only display completed projects, current projects or 

forthcoming projects. 

6 Optionally, select a category of projects to restrict to by entering all 

or part of its name. If the text you enter is part of multiple categories, 

then all of those categories will be displayed. 

 

5.6. Role Holders Listing 

This content type allows you to display the holders of a particular role in all 
departments in the University. 
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Select the standard role you wish to display. This will display all holders of 
this role within the University (with email addresses where the department 
has provided one). Remember that not all departments may use a 
particular role. 

5.7. Research Group Listing 

 

This content type provides a list of all the research groups in a department, 
with links to their web pages if these have been entered. 

 

Groups with no web pages yet recorded (see Guide 182 for more 
information) will not be linked, but will appear. 

5.8. Research Project Details 

This content type allows the display of details for a research project in a 
similar way to the Research Group Details content type in Section 5.3 
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You can select the project to display, which components (e.g. title, aims, 
results, membership, etc.) of the project are shown on the web page, the 
style for publications, and whether to link to another page to display staff 
profiles.  

5.9. Departmental Research Grants 

This content type allows the research grants received by staff in a 
department or research centre to be listed. 

 

Grants must have been selected for web display as described in Guide 181 
to be displayed. 

5.10. Departmental Facilities 

The “Services/Equipment list” content type allows the display of 
departmental facilities and equipment. Select the department to display, 
and select whether or not to display “extended information”. In general, 
extended information should only be displayed on pages that are restricted 
to university members (or more narrowly) 
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Departmental data has not yet been entered into this system in large 
numbers, so the data displayed is unlikely to be useful except for those 
services that are centrally advertised at 
http://www.dur.ac.uk/research/analytical.services/database/ 

5.11. Departmental research interests 

The Research Interests Display content type lists all research interests 
entered for a department’s staff (see Section 5 of Guide 181), optionally 
with links to their staff profiles. 

In general this content type works best if the research interests have been 
entered consistently from a small controlled vocabulary. 

 

5.12. Selected publications 

The Selected Publications content type lets you display selected 
publications from a specified department. 

You can select the most recent publications (most recently published or 
most recently added to the system) from staff in a specified department, 
and/or restrict publications to particular categories, publication years, 
and/or languages. 

http://www.dur.ac.uk/research/analytical.services/database/
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You can also select the citation style for the publications, and the number to 
display. 

This content type replaces and extends the old Recent Publications content 
type. 

5.13. Publications Search 

The publications search content type allows you to place a search box on 
your pages to find publications by keyword, author and/or year, restricted to 
a department, research group or research project. 

 

Search results can be displayed on the same or different pages. 

 

Select a department, and optionally also a research group or research 
project to search within. (If the group or project is not in the selected 
department, or you select both a group and a project, you are unlikely to 
get any results) 

The maximum results number can be limited if a large number of 
publications are expected to be found. In general this option should only be 
used if space is limited. 



Guide 184: Site administration in the ITS web content management system 39 

Search results will usually be displayed on the same page as the search 
box. You can adjust this to use a different page, provided that page also 
has a publications search content item on it. 

Where the publications have sufficient information for a “publication detail” 
page, you can specify a separate page to display that information (which 
must contain a staff profile content item) 

The citation style can be selected in the usual way for these content types. 

6. The  Noticeboard 

6.1. Summary 

The noticeboard content type sets up a small noticeboard, allowing anyone 
to submit notices for inclusion. 

Notices that are submitted are not immediately displayed, but instead go 
into a holding stage, to be approved (and edited if necessary) by the 
noticeboard administrator. 

As with news and events, if you want to use the noticeboard, you must go 
to “Request New Sites and Sections” in “My Pages” to create a noticeboard 
section.  

If you would like to be emailed when users submit items to the noticeboard, 
please contact us to let us know which email address notices should be 
sent to. 

6.2. Adding a noticeboard 

Add a new content item of the ‘Noticeboard’ type. 

 

Enter the section you have been assigned, the number of notices to display 
(you may wish to leave this blank for unlimited notices), and, if you are 
using categorisation, the category restriction for this noticeboard display. 

You may require that people submitting notices provide an email address, 
and you may further restrict this to allowing University email addresses 
only. 
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Normally, both the current notices and a submission link will be displayed. If 
you would like to display these on separate pages, you can choose to 
display only one of them. 

6.3. Submitting notices 

The ‘submit a notice’ link can be used by anyone to submit a notice. It gives 
a form for them to complete. 

 

Once the notice has been submitted, the submitter will get a short 
acknowledgement message. 

 

6.4. Editing and approving notices 

Use the [add, edit or remove notices] link to start editing. 
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The second section, ‘Notice Categories’ is identical in functionality to the 
News categories editor. Select an existing category to rename it or delete it, 
or use ‘New entry’ to create a new category. 

The first section is split into two halves, approved and unapproved notices. 
Approved notices are potentially (assuming the display time is set correctly, 
and an appropriate content item exists) displayed on the website. 
Unapproved notices will not be. 

Select the notice you wish to edit from the appropriate list, and use the 
‘Continue’ button by that list. 

 

 

Edit any of the submission details as appropriate and check the ‘Approved’ 
box if you want to publish it. It will appear between the ‘Start display’ and 
‘End display’ dates. The notice’s submitter will be emailed to tell them their 
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notice has been approved, if they provided an email address when 
submitting the notice. 

If you do not wish to approve a notice, then you may wish to delete the 
record to keep the data tidy. 

Having edited a notice (whether you approved it or not) you can then 
categorise it (if you have created any categories) 

 

If you approved the notice it will then immediately be available to view, 
provided that the dates are set appropriately. 

 

7. The FAQ System 

7.1. Summary 

The FAQ System lets you store categorised questions and answers. As 
with news, events and the noticeboard, you must go to “Request New Sites 
and Sections” in “My Pages” to create an FAQ section before you can use 
the system. 

7.2. The Frequently Asked Questions content type 

Create a content item of the Frequently Asked Questions type. 

 

Set the section to the one you have been assigned, and, if you want to 
restrict display to only questions related to a particular category, enter the 
category’s name in the ‘Restrict to category’ field. 
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If no category is selected for restriction, a list of categories will be 
displayed. Note that, if any questions are not in a category, an additional 
“Uncategorised” category will be available. 

 

Otherwise, a list of the questions in that category will be displayed. You can 
choose to hide the category heading if you wish (this can be useful if you 
are displaying a particular category on its own page, and the heading is 
being dealt with by other page content). 

 

Each question is displayed as a question-answer pair. If ‘Use only one 
page?’ in the form is checked, these will all be displayed below the list of 
questions. Otherwise the list of questions will be links to pages containing 
the individual questions. 

 

You can also display an RSS feed for FAQs, and choose to display the 
answers on a different page to the questions (useful if you have several 
categories of FAQ’s on your site). 

Display format allows you to choose a more interactive display, such as an 
accordion that will hide the answers to the FAQ’s until a user chooses to 
display them. This is useful if your categories have a lot of questions or 
FAQ’s have large answers. 

Please note that the display formats require that the user has JavaScript 
enabled in their browser, however if JavaScript is disabled, then it will 
default to none so that the FAQ’s are still available. 

7.2.1. User suggestions 

If you tick the “Allow user suggestions” checkbox, a link to a suggestions 
form will appear on the page. It’s recommended that you also enter an 
email address in the “notify about user suggestions” checkbox so that you 
receive an email if the form is used. 

Users can suggest questions and optionally answers, which will need to be 
approved by an administrator before they are displayed. 

7.3. Editing the questions 

To start editing the questions and answers, use the [Add, edit or remove 
FAQs] link. 
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Category editing is similar to the editor for news, events or the noticeboard. 

To edit a question and answer, select the question to edit from the top 
drop-down list, or use ‘New entry’ to create a new question and answer. 

 

Once you have created or edited a question, you can then categorise it (if 
you have created categories) and add or remove related links. These 
functions are identical to those for news items. 

 

You can click on a related link to edit it instead. 
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8. Online Forms 

8.1. Summary 

The Online form content type allows you to create and maintain web forms 
which can be used to gather information from users of your pages.  

Once you have published your form, you can view collected data and 
import it into an Excel Spreadsheet. 

8.2. The Online Form Content Type 

Create a content item of the Online Form type 

 

Set the section to the one you have been assigned. Like the ‘News’, 
‘Events’ and ‘Features’ content types, if your section does not appear here, 
you will have to create a Form Section by going to “Request New Sites and 
Sections” in “My Pages”. 

Once you have added an Online Form content type and have set the meta-
data, you will see the appropriate control links appear on the page you are 
editing. Click on ‘Add to, edit, or remove this form, or get results’. 

 

8.3. Adding/editing a form 

To create a new form, select ‘New entry’ in the ‘Form Administration’ panel 
and press ‘Continue’.  

To edit and existing form select it from the drop down and press ‘Continue’. 

 

You will now have a set of tabs that allow you to update different aspects of 
the form, in general they should be completed in order from left to right, but 
if you are editing an existing form this may not be necessary. 
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8.3.1. Settings 

 

The settings tab allows you to control the general style of the form along 
with a few options: 

Title 

This is the heading that is displayed above the form. 

Description 

A brief description of the form and is intended to help users identify the purpose of 

the form 

Submit Text 

The text that will appear on the submission button of your form, it should be a verb 

related to the purpose of your form. 

Reset Text 

The reset button is optional and will not be displayed if the Reset Text field is left 

blank. Please Note: This is generally recommended – reset buttons are often 

harmful to usability – but if the form will be completed repeatedly by the same 

person on multiple consecutive occasions, it may be useful to include one. 

Confirmation Text 

The text to be displayed to the user on a successful form submission. It may include 

simple HTML elements such as links, bold items and lists. 
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8.3.2. Fields 

 

 

The fields tab allows you to specify sections and fields to appear on your 
form.   

Sections can have as many fields as required, however it is recommended 
that you group the fields into sections, for example a Personal Details 
section may have fields for first name, last name and age. Each section 
also allows you to set the Title and Intro text, these should be used to help 
the user understand what the section is about. 

To add fields to a section, use the ‘Add Field(s)’ panel at the bottom of the 
page to add a number of fields to a new or existing section. For example: 
add 3 fields to a new section with the legend ‘Personal Details’, or use the 
dropdown to select the existing  section to add the fields to.  

 

To help manage larger forms, sections and fields can be 
minimised/maximised by clicking their title in the grey bar above them. 

Each field allows you to set a number of options to change the type of data 
being restued and the way the field is displayed. 

For each field, you can specify: 

Label 

The name or label for the field. For example ‘Enter your name’. 

Guidance 

Use this to add any supplementary information which you think will aid the user in 
the filling out the form. It can contain HTML elements such as links or lists 
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Type 

There are various types of field that can be used: 

 Small text – Perhaps the most common type of field. This is a single-line text 
box used for small of amounts of information, for example, a name or an 
email address. 

 Large text – This is a multiple-line text box useful for large amounts of 
information, for example a postal address or an enquiry. 

 Select multiple (checkbox) - Presents the user with number of checkboxes 
that they can select. More than one can be selected if required.   

 Select option (radio buttons) – Presents the user with a number of radio 
buttons, only one of which can be selected. For example, can be used for 
questions requiring a ‘Yes’ or ‘No’ answer. 

 Select option (drop down) – Presents the user with a drop-down list of items. 
Only one can be selected. 

 Date – Presents the user with 3 fields for day, month and year. This is used 
to standardise how dates are entered using the form. 

 Email – If you add a field of this type as a required field, the user will need to 
enter a valid email address otherwise the form will not be submitted.  

 File – Allows the user to upload a file. 

 IP Address (hidden) – will attempt to collect the users IP Address 

 Username (hidden) – if used with a password directory, the field will be 
populated with the users ITS username 

 Machine Name (hidden) – similar to IP Address but collects, where possible, 
the name of the machine the user is on. 

Note: Hidden fields will not be shown on the form or the data collected sent 
to the user that submits the form. It will however appear in the download and 
the administrators email. 

Size  

This controls the size (in characters) of a small text box. For example, if you’ve 
specified a small text field with the name ‘Post Code’, you may want to set this to ‘8’, 
which is the maximum number of characters in a UK postcode .  

Required 

Whether the user is required to fill out this field (otherwise the form will not be 
submitted). 

Available Options 

If you have field that presents the user with a number of options (in other words, if 
you’re using a ‘select multiple’ or ‘select option’ field type), enter one value per line 
here. 
You can set a different value from the one being displayed by using the | character, 
so for example an option of 1|One would display One on the form but 1 in the data 
received. 
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Once you have specified the form fields, click on ‘Save’. You can than choose add 
more fields and sections to the form, or assign the form to the page you are 
currently editing.  

8.3.3. Fields - Reordering 

By default, fieldsets and fields are in the order that you added them. To re-order 
them, use the arrows in the fieldset panel or in the ‘order’ column of each field.  

 - Move field(set) up one place. 

 - Move field(set) down one place. 

 - Move  field(set) to the start. 

 - Move field(set) to the end. 

You can only move fields within a fieldset. If you want to move a field to a different 
fieldset, you have to delete the field, and re-add it to a different fieldset. 

8.3.4. Fields – Deleteing 

Fields and section can be removed from the form by selecting the confirm checkbox 
and pressing delete below the field/section you wish to remove. 

 

8.3.5. Emails 

 

There are 2 types of email that can be setup, the first is the confirmation 
email that is sent to the user on a successful submission and the second 
are admin notifications that can be sent to specified email address with the 
data of the submission. 

For each type you can specify the Subject, Message and Fields that will 
populate the email, and the order the fields will be displayed (by default 
they will be displayed is the same order as the form). 

It is also possible to set the “to” and “from” email addresses, to either data 
collected by the form itself, authentication user details (if the form is 
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displayed with a /password/ directory) or to email address of your choice 
that can be entered manually. 

By default, any blank email address fields will use noreply@durham.ac.uk 
which means that the users will not be able to reply to you with additional 
information. 

8.3.6.  Data 

The data tab allows you to view/download the form submissions. 

 

Choose which format you would like the results to be displayed, and click 
on ‘Show Results’ 

a) Printable page – this is an HTML page which can be printed from the 
browser.  

b) Excel Spreadsheet – this downloads the form data in Excel format. If 
this option is selected, you will be prompted to choose a location to 
save the Excel file. 

c) View Individual Records – this display list of the records with a link to 
view more information on each record. 

You can choose to only download data submitted between two dates. If the 
‘Download all data’ option is selected, all submitted data will be downloaded 
regardless of the dates selected. 

By default, the start date is set to the last time the submitted data was 
downloaded. 

 

Attaching submitted data to an Excel Spreadsheet 

As well downloading data in Excel format, it’s possible to ‘attach’ a form to an Excel 
spreadsheet using Excel’s data import functions, which can then be ‘Refreshed’. 
Please note that when you refresh the data, all submitted data will be downloaded 
from the database and this may take some time. To attach the data, follow the 
instruction on the ‘Data Administration’ page. 

8.4. Assigning a form to a page 

To assign a form to a page, use the ‘Display Form’ panel. This is a drop-
down menu listing the forms you have added to your section.  

mailto:noreply@durham.ac.uk
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8.5. Creating a new form based on an existing form 

If you would like to create a new form based on an existing form, you can use 
the ‘Duplicate’ form under the setting tab. You will be prompted for a name for 
the new form and it is recommended that you call it something different to the 
existing form.  

The settings, sections and fields will be duplicated into a new form for you to 
modify and add to your pages. Note that user submitted data associated with a 
form will not be duplicated.  

8.6.  Clearing data 

Using the ‘Clear data’ fro under the Data tab will delete all submitted data 
associated with the selected form. This must be used with great care as this 
cannot be undone. It’s recommended that you create a back-up of the data by 
importing it into Excel before deleting form data. 

9. Image Galleries 

9.1. Summary 

Image galleries allow you to place a selection of 
images on a page in either a thumbnail view or a 
list of full-size images, and associate a title and 
caption/description with each image. 

When someone clicks on a thumbnail or one of 
the images in the full size list, they will be taken 
to a new page where they are shown the full size 
image, the title (derived from the alternative text 
for the image) and the caption/description. 

Images are organised into collections, which are 
associated with site-specific sections. You can 
create a section for your collections by going to 
“Request New Sites and Sections” in “My Pages” 

9.2. The Image Gallery content type 

Three options are available when adding an Image Gallery content type to 
a page. 
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Section – you can either select from an existing section, or use your own. If 
you do not see a section listed for your site, please contact the ITS web 
team. 

Collection – if you have not set up the collection you want to use, 
temporarily select ‘No Collection’. You will need to change this once you 
have created the collection you want to use (see below). You must select a 
collection from the same section that you have chosen in the first field. 

Mode – there are currently three different modes: thumbnail preview, 
thumbnails with accompanying text, and full size list. This affects how the 
images are displayed on the gallery index. Most of the time, the thumbnail 
preview will be the best option, though if most of your images have 
accompanying descriptions of similar sizes, then using the thumbnails with 
accompanying text option may be better. 

9.3. Adding, editing or delete a collection and images 

You will only be able to add, edit or delete collections if you have at least 
content approver privileges over the section selected in the Image Gallery 
content type. 

 

To add, edit or delete a collection, you must already have a gallery content 
type on a page. In editing mode, click on ‘Add to, edit or remove collections 
and images’. 

 

To create a new collection, select the ‘New Entry’ option and click the 
‘Continue’ button. Otherwise select the collection you want to edit or delete 
and click ‘Continue’. 

 

If you are creating a new collection, enter the name of it and click ‘Create 
Record’. If you are editing an existing collection, you will need to click ‘Alter 
Record’. If you want to delete an existing collection, you will need to tick the 
box and click the ‘Delete Record’ button underneath the ‘Alter Record’ 
button. 
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When you have created or altered the collection, you will be presented with 
a page where you can add images to the collection. 

To add an image, click the link ‘add an image by browsing’. This will bring 
up the image browser. Select the image you would like to add by clicking 
on ‘Use this image’ next to the relevant one, and you will be presented with 
a page where you need to add some information about the image. 

You should not select images that are very large, since this will cause 
problems for whoever is viewing the site when they click to see the details 
of the image. Generally, 640x480 pixels is a reasonable maximum size for 
an image. 

 

You should always provide the caption. Try to keep the length reasonably 
short (10 words or fewer) for best results. 
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The description is optional but recommended for most images. The 
ordering option may be useful if you want your images to be displayed in a 
particular order. If you do not use the ordering field, your images will be 
displayed in the order that they were added to the collection, oldest first. 

When you are happy with the details you have entered, click ‘Use this 
image’ and follow the link on the next page back to editing the gallery. 

Images can be edited or deleted later by clicking on the ‘Edit’ link next to 
the image. 

Link URLs and Link Text may be specified and will be used for full-size 
gallery images, and for the items in slideshows. Either both or neither 
should be specified – links will not work if only one is given. 

9.4. Additional image meta-data 

You may want to provide additional information about images for a 
particular gallery. For example, a gallery of CMS screenshots might include 
page URL and date taken as additional information. 

9.4.1. Managing meta-data fields. 

The meta-data fields available to a gallery are managed via the ‘Edit meta 
data’ form. 

 

To add a field, enter the details in the ‘New:’ row, and to delete a field, 
check the ‘Delete’ checkbox for it. To edit fields, just alter the information 
already there. Use the ‘Update Image meta-data fields’ button to save 
changes. 

You can choose whether or not meta-data should be included with the 
summary information for an image when the gallery is displayed (it will 
always be included with the full information), and whether the field should 
be used to find the image for searches on the University website. 

9.4.2. Setting meta-data for an image 

If you have added some fields, a form will appear for each image in the 
collection to set the meta data. 
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Simply enter the information into the fields as appropriate and use the 
‘Update image meta-data fields’ button. The standard fields (caption, 
description and position) are edited via the link as before. 

9.5. Slideshows 

A “Slideshow Feature” content item allows the images within a gallery 
collection to be displayed as a slideshow. This content type is designed to 
be used either within the main body of a page, where it will use the full-size 
images, or in a sidebar, where it will use the thumbnails. In either case, the 
best results will be achieved if all of the images within the collection are the 
same size. 

 

Select the gallery section and collection. You can then choose to have 
either a manually advanced slideshow (set the delay to 0), or an 
automatically advancing one with a particular delay (set the delay to the 
length of time between images in seconds). 

Automatic advancing requires Javascript to be enabled in the user’s 
browser, and the user’s browser to be relatively modern. If this is not the 
case, the slideshow will revert to the manual mode for that user. The 
images below show a slideshow content item in the main content area, and 
in a sidebar. 
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10. Removed 

11. Site maps and listings 
To add a site map or listing, use the ‘Sitemap’ content type.  

 

You have several options. The first is the maximum depth. A maximum 
depth of ‘1’ will only list the site home page and its children; a depth of ‘2’ 
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will list the site home page, its children, and its grandchildren; etc. A 
maximum depth of ‘0’ will list all pages on the site. Pages which have ‘Hide 
this page in site maps?’ set in their page properties will never be displayed 
in site maps. 

The second option ‘Format’ lets you choose how the site listing will be 
displayed. “Hierarchical list” will display the site in a tree structure similar to 
a conventional site map. “Alphabetical index” will display the pages of the 
site alphabetically. 

 

Hierarchical list 

 

Alphabetic index 

You can also choose whether to include hidden pages in the site map. This 
is generally not recommended, as hidden pages are usually used either for 
unfinished parts of the site in draft, or for pages that should not be 
accessed directly (for example profile displays, news details, etc.) If hidden 
pages are excluded, then children of hidden pages will also be excluded. 
This makes it easier for you to develop a draft part of the site without 
needing to hide every page within it. 

The site map will normally list the site that it is placed on. You can list any 
other site or sub-site in the CMS by entering its URL into the “Alternative 
base” field – for example, entering http://www.dur.ac.uk/undergraduate/ into this 
field would generate a site map for the undergraduate information site. 

We recommend (see Section 3.2 of Guide 180) that you hide the page with 
the site map on from being listed in site maps, to prevent a potentially 
confusing circular link. If you have used an alternative base for the site map 
that does not contain the site map page itself, then you do not need to do 
this. 

12. Seminar Listings 
The Department Seminars content type can be used to record and display 
seminars on the web. As with other special content types such as news or 
events, you must create a section for your seminars by going to “Request 
New Sites and Sections” in “My Pages”  

Seminars in the system are grouped into series, with each series having 
options to set default values for time, location, and so on, to save on typing 
when entering seminar details. 

http://www.dur.ac.uk/undergraduate/
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12.1. The Department Seminars content type 

This content type has several options to control seminar display: 

 

Section selects the set of seminars to display, and by default all series 
within that section will be displayed. By entering a series name into the 
Restrict to seminar series? box, only seminars from that series will be 
displayed. 

You can also choose what information is displayed on the lists of seminars 
(if you need other display options here, please email cms@durham.ac.uk to 
ask) by using the Information to display on lists of seminars option, 
hide series summary text to turn off display of the usual day, time and 
location information on seminar series pages, and restrict display by date 
– either to the last or next N days, or to a particular calendar or academic 
year (the default is to display all seminars you have entered). For example, 
you could use 

 “Display all in the next N days” and enter 28 in the box to display the 
next four weeks of seminars 

 “Display all in year N” and enter 2004 in the box to display all 2004 
seminars. 

You can also choose a maximum number of seminars to display,  

mailto:cms@durham.ac.uk
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Seminar information is also available in iCal (for download to calendar 
software) and RSS (subscription) formats. Display of links to these 
alternative formats can be enabled within the content configuration. 

12.2. Editing seminars and seminar series 

In site editing mode, an “[Add to, edit, or remove seminars]” link will appear 
below the seminar listing if you are authorised to edit the records for that 
seminar section. This will take you to a page where you can edit seminar 
series information and seminar information. 

 

If you have not yet entered any series, you will not be able to enter any 
seminars, as all seminars must belong to a series. 

Select the series or seminar you wish to edit (or ‘New entry’ to add a new 
record) and use the appropriate ‘Continue’ button. 

12.2.1. Seminar series 

 

The Series Name identifies the series in the editing system and on the 
website. The other fields allow you to provide default information for 
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seminars in this series (day of week, time, location, and local contact). If 
there is no appropriate default, leave the field blank (use ‘Irregular’ for usual 
day). 

The ‘Usual Time’ field will be ignored if ‘Usual Day’ is set to ‘Irregular’. 

You can also enter a short description of the seminar series, which will be 
displayed on the web, both on the series summary pages and on the pages 
of individual seminars. 

12.2.2. Seminars 

 

The following information about seminars can be entered: 

Speaker name, institution, ‘comments’ and speaker URL 

The Speaker Comments field can be used to add additional information 
about the speaker. 

Seminar title, abstract, URL, and notes 

These fields are used to set information about the contents of the seminar. 
Other than the title they are all optional. 
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Location, Date and Time, Contact 

These fields are used to set information about the time and place of the 
seminar if it differs from the normal time and place for this seminar series. 
The date portion of the date and time field must always be set to the 
seminar date, but you can use the normal series time by setting the 
seminar time to midnight. 

Series 

This allows you to assign the seminar to a series. 

Research Aggregator 

Select this checkbox to have the seminars displayed on the University 
research events list at http://www.dur.ac.uk/research/events/ and possibly 
in other places (see Section 3.7) 

12.3. Mailing list 

You can set up a seminar mailing list by getting the CMS to send details of 
the seminars in the next week to a specified email address (no email will be 
sent if there are no seminars next week). 

 

Only one ‘to’ address can be selected, so to mail the details to more than 
one person, this address must be a mailing list itself. 

13. Random or cycling content display 
You may at times want to change the content of a page on a daily basis – 
for example, you may have several categories of news item, and wish to 
change which category is highlighted on your home page daily. 

The “Randomised content” content item can be used to do this. 

http://www.dur.ac.uk/research/events/
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Enter the content IDs (see Section 2.3.4 of Guide 180) of the content items 
you want to use. Only one of these will be displayed at any time. The 
choice of which to display can be one of the following: 

Random each day 

A random content item will be selected for display each time the page is 
written out (usually daily). When viewing in the CMS, this will display a 
different random item each time the page is loaded. 

Cycle daily 

The content items will be cycled through in order from top to bottom, with a 
new content item used each day. To cycle weekly, just add seven content 
item IDs (weeks start on Monday). If you just want to display different 
content at weekends, then you could enter (assuming your week-day 
content is ID 10000, and your weekend content is ID 11000) 

10000 
10000 
10000 
10000 
10000 
11000 
11000 

Cycle monthly 

This is the same as cycle daily except that the content item only changes to 
the next in the series on the first day of each calendar month. Entering 
twelve content items will obviously give you a yearly cycle (starting in 
January). 

14. News Feed Display 

14.1. Summary 

The News Feed Display content type allows you to display news from 
external web sites on your pages. Many sites provide news feeds in the 
form of RSS of Atom formatted XML files, which are identified by: 

 symbols like this: , ,  
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 or hypertext links such as ‘RSS’, ‘Atom’, or ‘Feed’. 

14.2. Displaying a News Feed 

You need to have Site Administrator permissions to display a news feed on 
your site.  

1 Select ‘Add new content item’ on the page you want the news feed 

to be displayed 

2 Select the ‘News Feed Display (RSS/Atom)’ from the list of Site 

Administrator-only content types. 

 

3 Configure the news feed display using the following options: 

 Feed URL – This can be obtained by going to the site that 

contains the feed you want to display, right-clicking the 

RSS link or button, then selecting ‘Copy Shortcut’ or ‘Copy 

Link Location’ from the contextual menu. 

 Feed Title – Normally the displayed title of the feed will be 

the title of the RSS feed, but if you want a different title 

you may enter this here. 

 Number – The number of items from the feed you want to 

show 

 Display format – Set how you want to display the feed.  

 Title format – If you’re displaying the news feed as part of 

a larger document, you need to set the appropriate 

heading level.  

 Show date – Choose whether you display the publish date 

for each item 

4 Click the ‘Edit News Feed Display’ button, then set the meta-data for 

this content item.  
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14.3. Displaying a sidebar news feed 

 

The news feed content type can also be used in a sidebar, and has 
different options in this case. 

 

The feed URL, feed title and Number options function as above. The format 
of sidebar news feeds is fixed, but you can select whether – in browsers 
which support this – the news feed will automatically change between items 
or not. 

15. Password-protected file download 
The password-protected file download allows files (PDF, Word, etc) to be 
stored securely, and accessed using chosen combinations of username 
and password independent of the normal University usernames and 
passwords. Different sets of documents may be given separate passwords. 

This allows documents to be restricted to a small group of users, some 
outside the University. 

To use this content type you will need to request a file section to store your 
documents. 

15.1. Adding file downloads to the CMS 

Add a content item of the “Password-protected files” content type. Files are 
stored in file groups, and each file group is associated with a file section. 
Each file group will have a different set of authorised usernames and 
passwords. 
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15.2. Managing file groups 

 

Use the [Add to, edit or remove from this information] option to start editing 
file groups. 

 

File groups can be created, edited and deleted using the second option, 
and you will need to create at least one group before you can start adding 
files or users. Currently the only configurable parameter for file groups is 
the group name. Groups can be renamed later without affecting any files, 
users, or display on the web that has already been set up for that group. 

To edit users or files for a group, just use the linked name. 
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15.2.1. Managing users within a file group 

 

Enter a username and password and use the ‘Add user’ button to add a 
new user for this file group. Users added for one file group will not be able 
to access files in any other file group, but will be able to access all files 
within that file group. 

To remove a user, select the checkbox and use the ‘Remove user(s)’ 
button. 

Passwords are stored encrypted on the system, so it is not possible to 
retrieve a forgotten password – you must delete the user and re-add them 
with a new password. 

15.2.2. Managing files within a file group 

 

To upload a file, use the Browse… button to find a file on your computer, 
and enter a public description for the file in the ‘Description’ field, and then 
use the ‘Add file’ button. The description will be potentially visible on the 
internet to all users, not just those who you have added above, so should 
not itself contain any restricted information. 

Files that are no longer needed or that were uploaded in error can be 
removed by selecting the appropriate checkboxes and using the ‘Remove 
file(s)’ button. 

15.3. Allowing uploads 

To allow user uploads to a file group, change the “upload or download” 
option to “upload”. Users will then be able to use their username and 
password to upload files to the group. 
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Files uploaded in this way will be virus-checked, but you should 
nevertheless ensure that the usernames and passwords are not distributed 
too widely. 

It is possible – and sometimes advisable – to create an upload-only group 
for which you do not add any public download forms. To download the files 
from this group, add a download form for the same file group to a hidden 
CMS page (and set this page not to be published). You can then use this to 
download the files yourself, and process them accordingly. A separate 
download-only group can be used to distribute those uploaded files you 
have approved. 

If you need file upload functions without any particular restriction on who 
can upload files, or restrictions that can be met solely by restricting the 
page to particular university members, then the Forms content type may 
provide a more convenient way of doing this. 

16. Podcasts 

16.1. Summary 

The ‘Podcast / Media feed’ content-type allows you to publish audio and 
video content in such a way that users can subscribe to it. When you 
upload new files and add them to your Podcast they will be automatically 
downloaded to the user’s computer. This is useful, for example, for 
publishing an ongoing series of lectures you are recording.  

16.2. Podcast / Media subscription content type 

Two options are available when adding a Podcast content type to a page. 

 

Section – you can either select from an existing section, or use your own. If 
you do not see a section listed for your site, please contact the ITS web 
team. 

Number – this is the number of items you want to display in the Podcast 
feed. 

16.3. Editing the Podcast feed 

You will only be able to edit podcasts if you have site administrator 
privileges over the section selected in the Podcast content type. 

 

To edit a Podcast, you must already have a Podcast content type on a 
page. In editing mode, click on ‘Edit this feed’. 
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To add a new podcast item, select the ‘New Entry’ option and click the 
‘Continue’ button. Otherwise select the item you want to edit or delete and 
click ‘Continue’.  

Title – Title of Podcast item 

Description – A description of the audio/video content.  

Media URL – This is the web address of the media file to add to the 
podcast. When you upload resources using the resource system, you can 
see the URL of each resources in the category listing. You can copy URL to 
this field. Please note that the URL must include ‘http://’ at the beginning of 
the address. Please note that the filename of you media should not contain 
spaces. 

Duration – This the duration of the media you have uploaded. It needs be 
in the following format: HH:MM:SS (Hours, Minutes, Seconds)  

Type – Here you select the ‘MIME type’ for your media. This instructs the 
Podcast software to deal with the media in the correct way. There are a 
number of different types of media you can publish 
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 PDF – application/PDF 

 MP3 audio – audio/mpeg 

 MPEG 4  audio  - audio/x-m4a 

 MPEG 4 video – video/mp4 

 Quicktime Video – video/quicktime 

Display Order – In general, the display order should be left at zero for 
all items, which will display the most recent items first on the web page. 
If you want a different order, then enter display order numbers for every 
item. The higher the number, the further down the page it will appear. 

 

Once you have added some items, they will appear on the your page in a 
similar way to news items, with the subscription link below the list.  

 

17. Removed 
This section of the Guide has been removed. 

18. Reader-submitted Comments 
The "Reader-submitted Comments" content type allows readers of your 
page to add their comments to it. The content type has two options: 

 

The first option controls whether there is one set of comments for the whole 
page, one for each news article, or one for each event. Obviously, the latter 
two only work sensibly if there is a news items display or events listing on 
the page. The "Static CMS page" option will work with pages containing 
dynamic content such as news items, but this may be confusing to users. 

The second option controls whether URLs are allowed in the comments. 
This option is only recommended for pages that are restricted to University 
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members, as public pages that allow this will not be able to filter out 
unwanted spam comments as effectively, giving you a greater workload in 
approving comments. 

The third option allows you to specify an email address which will be 
notified if comments are received. For most pages, where comments will be 
relatively rare, you should set this so that someone is reminded to check for 
comments needing approval. 

Once the comments form is added, readers of the web page are able to 
add comments by completing a simple form. 

 

Once the comments are submitted they are held for approval, and can be 
reached using the [moderate comments] control link below this form. 

This allows you to view all moderated and unmoderated comments, and 
edit them before approval. 

 

Only comments marked as 'Approved' will be displayed. You may also edit 
comments here if necessary.  
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The 'Allow HTML' box is used to allow submitters to format their pages with 
HTML. It is strongly recommended that you do not enable this option unless 
you trust the submitter and are able to verify the safety of the HTML 
content, as a malicious user could embed attacks on future readers of the 
page in the HTML. 

Once approved, comments will appear on the page above the submission 
form. 

19. Restricting access to pages to people outside the 

University 
Restricting access to pages in the CMS is possible using a /password/ 
directory and access restrictions if all authorised readers of the page are 
members of the University. See section 3.6 of ITS Guide 180 for more 
information on this facility. However, if some external readers also need 
access, this is not suitable. 

Where external readers need to be given access to a restricted page or set 
of pages, you need to ask for a custom login section to apply external 
restriction rules – email cms@durham.ac.uk to do this. From October 2009, 
this access restriction method is also available on CMS-generated sites 
hosted outside the www.dur.ac.uk domain. 

External restriction rules apply to a page and any descendants of that page. 
All users going to pages covered by an external restriction will be redirected 
to a login page. They will only be able to view the original page once they 
have entered a correct username and password. 

 

19.1. Managing users 

Site Administrators will see a link on “My Pages” to “Manage custom 
logins”. Following this link and then selecting a custom login section allows 
user management. 

 

mailto:cms@durham.ac.uk
http://www.dur.ac.uk/
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From this page existing users can be edited and new users added. To 
delete an existing user, follow the link to delete them and then use the 
“delete this user” link. 

 

The username can be any combination of letters, numbers and special 
characters. It cannot be changed once set, and cannot be the same as 
another user in this login section. (Different login sections may have entirely 
independent users with the same username) 

It is not possible to find out the current password for existing accounts. You 
can however reset the password for existing accounts and set a password 
for new accounts. If you leave this box blank, the existing password will be 
unchanged. For new accounts, a random password will be generated. 

Accounts can be of two types: 

Anonymous accounts have no email address specified. Only the 
administrator can change the password of the account. These are intended 
for pages where the need for security is low, but open access is not 
appropriate, and where there are too many people who need access to set 
up individual accounts. You would then need to find a way to give the 
anonymous username and password to the appropriate people. 

Named accounts have an email address specified. Password resets 
carried out by the administrator cause the new password to be emailed to 
this address, and the owner of that email address is able to change the 
password (or reset a forgotten one). These are generally the more 
appropriate type of account to use, and are essential for use in cases 
where the need for security is moderate or high. 
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19.2. Files and resources 

The normal resources system is not able to restrict access to resources in a 
way suitable for use here. Use the Password-Protected Files content type 
instead (see Section 15 of this guide for further information) 

19.3. Security warning 

This login system is not suited to cases where external users need access 
to extremely sensitive or secure information. Please contact the ITS to 
make separate arrangements in these cases. 

 

20. Layouts 

20.1. Boxed layout 

20.1.1. Summary 

The boxed layout content type allows you to aggregate content from other 
CMS pages onto one page in a grid based layout. 

20.1.2. Adding/Editing a Boxed layout   

To add a Box Layout, click add new content item, select the Boxed Layout 
type from the list and click Use this content type. To edit an existing 
layout click the green edit link below the layout. 

You will then be presented with a form that will look similar to the image 
below. (If you are editing an existing layout the form may have data already 
completed.  

 

The form allows you to set which pages are displayed in the grid and where 
in the grid there are to be displayed. When you add the layout to the page, 
the form will present you with 4 fields: 

 Title – The title that will be display above the box (can be left blank if no title 

is required). 

 Link URL – The URL of the page that the title and/or image will link to (can 

be left blank for no link). 
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 Page URL – This is the URL of the page that contains the content to be 

displayed within the box. 

 Image URL – This is the URL of an image to be displayed above the content 

in the box. (Can be left blank for no image). 

 Style – can be used to remove the border and background colour on each 

box 

 Blank – check this to insert a blank box. 

To add a page complete the Title, Title Link URL, Page Url and Image URL 
fields and click save. 

The form will be saved and re-displayed with the data entered plus two new 
sets of fields. This is so that the grid can be built up. The form is arranged 
in rows and columns and so that the position of each box is the position 
that it’s content will apear on the page.  

To add a column complete the box shaded purple at the end of the row, 
and to add a row complete the box shaded purple at the bottom of the form. 
You can complete multiple boxes at once. 

Remember to click Save to save your changes. 

21. Social Web 

21.1. Social Bookmarks 

21.1.1. Summary  

The social bookmark content type allows you to display selected icons that 
link to various social bookmark and networking sites. The bookmarks allow 
the visitor to quickly bookmark and/or share the current page for future use. 

21.1.2. Displaying Social Bookmarks  

In site editing mode click Add New Content Item, select Social 
Bookmarks from the Site Administrator list and click Use this content 
type. 

You will then be presented with a form that will look similar to the image 
below. (The form may vary if content has been added already, and the 
available Bookmarks may be different) 
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The form allows you to set various options that control how the Bookmarks 
are displayed: 

 Title – The title will be displayed above the Bookmark icons (can be left blank 

if no title is required). 

 Title Type– This is the type of tag to be used for the Title above. 

 Show Site Name – If this option is checked, the site name will be displayed 

next to the site icon. 

 Display Orientation – Aligns the bookmark icons horizontally or vertically. 

 Show Help – If this option is checked a link will be displayed that offers the 

visitor help about social bookmarks. 

 Bookmarks – Check the Bookmarks that you wish to be displayed on your 

page. 

 

 Once you have completed the form, click Save Changes. 

21.1.3. Requesting a New Social Bookmark 

If there is a site bookmark that you wish to use but is not listed, please 
contact the ITS Service Desk with the name, web address and where 
possible an icon for the site, and it will then be put forward for approval. 
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22. Video  

22.1. Summary 

The video content type allows various formats of video to be played through a web 

flash based player. The current recommended format for video is mp4 (encoded 

with h.264) although the video can be converted using the Uploading a Video steps 

below. 

22.1.1. Uploading Video 

Before the video content can be added to the page, the video file must be uploaded 
to resources. To upload the file(s) please complete the following steps 

1. Log a call with the IT service with a subject of Web Video Upload. In the call 

please state the url of the page, and where on the page you want the video to 

appear.  

2. Once you have the call number created in step 1, please send the videos on CD 

or DVD to the Service desk. Please write the call number clearly on the disc  

The video files can be in the following formats: .asf .avi .dv .flv .mov .mp4 .mpeg 

.mpg .wmv  

3. We will then convert the video to the appropriate format and upload the files to the 

video resources. 

22.1.2. Adding/Editing Video 

Once the video files has been uploaded, browse to the page  

To add a new video player, in site editing mode click Add New Content Item, then 

select Video Player from the Site Administrator list and click Use this content type. 

To edit an existing video player, in site editing mode click Edit just under the video 

player to be changed. 

You will then be presented with a form that will look similar to the image below. (if 

editing an existing player most of the information will be prefilled) 
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The form allows you to control what, how, and where the Video Player displays, 

there are 6 different sections explained below, note some of the sections may be 

disabled due to security privileges. 

Preview 

The preview gives you a guide as to how the video player will look on your web 

page. Please note that this is a guide only, please view the page to see the final 

player 

Video 

The video properties Title and description can be used to give an overview of what 

the video is about. The File setting is the video file that is to be played. 

Related Videos 

Related videos can be used to display a list of videos that are related to the current 

video, or that may have potential interest to the viewer. It is recommended that there 

are a maximum of 5 related videos.  

 Add: Select the video from the dropdown list and click Update.  

 Remove: Tick the checkbox next to the video(s) in the list and click Update. 

Layout 

These settings affect the layout of the video player and its controls. 

 Width is the width in pixels of the video player (recommended to be 480) 

 Height is the height in pixels of the video player (recommended to be 360)  

 Position sets the alignment of the video player on the page 

22.1.3. Removing a video 

To remove a video player, in site editing mode click Delete just under the video 

player to be changed. Please note that this will not remove the actual video file just 

the video player from the page. 

If you wish to completely remove a video file, please use the resources system. 

22.2. Using video elsewhere 

The graphical text editor used in news editing, events, and elsewhere (but 
not in the main text content type) has a button to add videos. You will need 
to know the URL of the video file and its preview image to use this option, 
which is intended for advanced users only. 

23. Tag clouds (word clouds) 
Tag clouds allow you to display a selection of the most common words on 
your site, as links to search for those words within your site. This content 
type can be used in both the main content area and in the sidebar. 
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Start by setting the Site path. The content item will only produce useful 
content if the site path has been searched for words first. Unfortunately this 
takes too long for us to provide for all CMS pages in advance, and so is 
only available on an opt-in basis. Please let us know which site(s) you 
would like to be opted in by contacting the IT Service Desk. 

You can select the number of tags you wish to display. 40 is probably the 
highest number suitable for sidebar display, but larger numbers could work 
in the main content area. 

You can select words to exclude. A number of short common words (e.g. 
“the”, “and”, and so on) are automatically excluded and cannot be included. 
Any other word can be excluded here if needed. Each word should be on 
its own line. Similarly you can select words to always include in the cloud, 
provided that they appear at least once in the searched site path, and 
provided that you don’t select more words for forced inclusion than you are 
displaying tags in total. If you both include and exclude a word, it will be 
excluded. 

By default words will go to a search of your site for that word, using the 
search page specified below. You can assign particular words to specified 
fixed URLs using the “Specific destinations” box. Words not assigned here 
will be searched. 

The page used for search results can also be selected. In general, leaving 
this as “use default search page” will give acceptable results, but you can 
also use a Search content item (see section 24) which you have previously 
set up. 
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24. Search 
The search facility allows you to have a Google Search Appliance powered 
search box and results page within your site. You can add the search box 
to both the main content of the page or in the right hand column in a feature 
box style and also add parameters to the search to filter the results. 

24.1. Display Options 

 

The Search box display can be configured to suit your needs, the heading 
and button text can all be changed as to give the user more information 
about what the search does. 
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24.2. Results Page 

By default the search results are displayed on the same page as the search 
box, but it is possible to change this by adding the search content type to 
other page and then selecting the page in the dropdown list of results 
pages. 

Please note that if you are wanting to use the search box in the right hand 
column you must have already setup a results page, as results cannot be 
displayed the right hand column. 

 

24.3. Search Filter 

The search filters allow you to build complex search queries on behalf of 
the user, for example if you wanted to restrict the search to just your site 
you could use the parameter inurl eg inurl:/its/ then when the user 
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searched for “printer” the result would only contain matches for printer on 
the ITS site.  

The parameters available are detailed below  

daterange: Restrict search to documents with modification dates that 
fall within a time frame. You can search any dates between 1900-01-
01 and 2079-06-06.  
example:2008-01-20..2009-01-20 

link: The query prefix link: lists web pages that have links to the 
specified web page. No spaces can come between link and the web 
page URL.  
example:www.google.com 

site: Restrict search to documents within a domain or directory.  
example:www.google.com/about 

filetype: The query prefix filetype filters the results to include only 
documents with the specified file extension  
example:pdf 

-filetype: The query prefix -filetype filters the results to exclude 
documents with the specified file extension.  
example:doc 

intext: restricts the search to documents that contain any of the 
search word in the titles or body text of the documents. 

allintext: restricts the search to documents whose titles or body text 
contains all the search terms. 

intitle: restricts the results to those with any of the query words in the 
result title. 

allintitle: restricts the results to those with all of the query words in 
the result title. 

inurl: restricts the results to documents containing that word in the 
result URL 

allinurl: restricts the results to those with all of the query words in the 
result URL 

25. Training courses display 
This content item allows you to display basic information about future 
University training courses. Select the course provider you wish to display 
from the drop-down list: 

 

A table of the future courses will be displayed alphabetically by course 
name. 
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This content item provides a public view of some of the information 
available at http://apps.dur.ac.uk/tcbs/ and links to the training course 
booking system for further information. 

26. Route planner 
The Route Plan content type allows you to add a route planner to your pages (either 

the main content or the sidebar) that uses Transport Direct to show public transport 

and car routes to a destination. 

 

Enter the postcode that you would like people to be able to plan routes to. If you 

would like them to be able to enter travel dates, tick that box – otherwise, it will 

automatically plan a route leaving immediately. 

 

Submitting the form will take the user to Transport Direct to show a route plan. 

http://apps.dur.ac.uk/tcbs/
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27. Table sorting 
Adding a Table Sorter content type to any page that contains 

tables of data will make the tables sortable.  Sortable tables 

are only available to users who have JavaScript enabled in 

their browser and will only apply to tables that have two or 

more rows of data.  If JavaScript is not available, there will be 

no change to any tables. 

Once a table has been made sortable, clicking in a header cell 

will sort the table according to the contents of the column.  An 

arrow icon in the cell will indicate if the column has been 

sorted in ascending or descending order.  In the example to 

the right, the Name column has been sorted in ascending 

order. 

28. Photo Banner 
Photo banners allow you to display a large amount of related information in a small 

space similar to the banner on the University homepage. An example is shown 

below; however the colours will change to match your sites colour palette. 
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The banner can contain multiple sections (these form the tabs along the bottom) and 

which consists of a background image and numerous items to be displayed (in the 

panel on the right or left). The items can be entered manually or pulled from the 

News content type, Events content type or an RSS feed.  Hovering your mouse over 

an item will display a more information box. 

The height of the banner is determined by the smallest height of the background 

images used. 

NOTE: This content type relies on JavaScript for functionality; if JavaScript is not 

available it will display the information as standard plain text content. 

28.1. Adding/Editing the Photo Banner 

If the Photo banner has not been added already, you can add it in site 
editing mode by clicking Add New Content Item, and then selecting Photo 
Banner from the list of options. 

If you are editing an existing banner, click the Edit link underneath the banner 

in site editing mode. 

You will then be shown a screen similar to below. (If you are editing an 
existing banner it will already have content and will look different)  



Guide 184: Site administration in the ITS web content management system 85 

 

At the top a title for the banner can be set.  If no text is entered then the title 
bar won’t be shown. 

The left hand side lists the sections of the banner and the right shows the 
options and items for the currently selected section. To change sections 
simply click the section on the left hand side. 

28.1.1. Sections 

Each section must have a least 1 item (or use a feed) and has the following 
required settings: 

 Title, used to identify the section and for the tab name on the final 
display 

 Image, the background image to be used. This must be at least 600 
pixels wide and 250 pixels in height. 

 Alignment, this sets the item display to the left or right of the 
banner. 

 Use feed, changes the source of them items to display. 

The sections can be re-ordered by dragging and dropping the section tabs 
on the left hand side into their preferred order. Tabs that can be ordered 

are marked with  

28.1.2. Items 

The items that are displayed can come from different sources: 
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Manual, each item can be given a Title, a URL to link to and some text for 
further information. The sections can be re-ordered by dragging and 
dropping the section tabs on the left hand side into their preferred order. 

Tabs that can be ordered are marked with  

  

News Feed, the items can be pulled directly from one of your news feeds 
by checking the Use feed option and then selecting the feed from the drop 
down list. The news items can be restricted to a certain category if required.  
The number of items option allows you to state how many items are 
displayed. 

 

Events Feed, the items can be pulled directly from one of your events 
feeds by checking the Use feed option and selecting the feed from the drop 
down list.  The event items can be restricted to a certain category if 
required.  The number of items option allows you to state how many items 
are displayed.  By default, the date of the event will be displayed along with 
the summary.  The date can be hidden if required or if you want to enter the 
date manually into the summary. 
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RSS Feed, the items can be pulled directly from RSS feeds by checking 
the Use feed option and then entering the URL of the RSS feed. The 
number of items option allows you to state how many items are displayed. 
Please note that the RSS feeds are cached for 1 hour so may not update 
instantly. 

 

28.1.3. Deleting  

Both items and sections can be deleted by checking the delete checkbox 
under the appropriate item or section. If you delete a section, all of its items 
will also be removed. 
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29. Twitter Feed 
The Twitter Feed content type allows a Twitter feed to 

be added to a page.  It can be added to both the 

main content area of a page and the right hand 

sidebar.  A preview can be seen to the right.  The 

colours of feed will change to match the colour 

palette of the site the feed has been added to. 

If the screen name, profile image, real name, 

description or URL is changed by the Twitter user, 

they will automatically update in the feed. 

29.1. Configuration 

When adding a Twitter Feed to a page, there are a 
number of options you can choose in the User 
Settings and Tweets Settings sections.  If you have 
Javascript enabled you will see a preview of the feed 
to the right of the settings which will give you an idea 
of how the feed will look when on a page. 

29.1.1. User Settings 

Screen Name 

The screen name must be set for the feed to be 

added to the page.  This should be the name of the 

Twitter user you want the feed to follow without the 

‘@’ at the start. 

Display Profile Image? 

When this box is ticked the profile image of the 

Twitter account will be displayed with the feed. 

Display Real Name? 

When this box is ticked the real name of the Twitter 

user will be displayed with the feed. 

Display Description? 

When this box is ticked, the description of the Twitter user will be displayed with the 

feed. 

Display URL? 

When this box is ticked, the URL of the Twitter user will be displayed with the feed. 
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29.1.2. Tweet Settings 

Maximum Displayed 
Tweets 

The number of tweets to 

be displayed in the feed 

can be set up to a 

maximum of 20.  The 

actual number of tweets 

displayed may be lower 

than this number if the 

Twitter account doesn’t 

have at least that number 

of tweets posted. 

Display Replies 

When this box is ticked, 

replies sent from the 

Twitter user to other 

Twitter uses will be shown 

in the feed. 

Display Retweets 

When this box is ticked, 

retweets by the Twitter 

user will be shown in the 

feed. 

Display Tweet Date/Time 

The date and time that the 

tweet was posted can be 

shown or hidden in the 

feed.  When shown the 

date and time can either be set to be a relative time (e.g ‘2 minutes ago’) or the 

exact date and time that the tweet was posted. 

30. Message Board 
The message board content type provides simple message board functionality for 

communication between users.  Users must be identifiable to be able to use a 

message board and so the content type can only be used on pages in a /password/ 

section or Custom Authentication section. 

30.1. Configuration 

There are two simple options for message board configuration. 
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30.1.1. Threads per page 

This is the number of threads to display per page when viewing the list of threads.  
Defaults to 10 but can be changed to 25 or 50. 

30.1.2. Posts per page 

This is the number of posts to display per page when viewing a thread.  Defaults to 
10 but can be changed to 25 or 50. 

30.2. Administration 

Only simple administration is available in the form of deleting threads.  More 
advanced administration options may become available if deemed necessary. 


