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Getting Started 

We’ve done the hard work for you!  Our teams of designers, developers, 
and technicians have set up your new website to make it easy for you to 
make the changes that you need.  In order to do that, you need to go 
behind the scenes to the “Back End”. 
 

Logging into the Administration Side 

Open your web browser.  Internet Explorer works best.  Go to the home page 
of your CivicPlus website by typing its URL in the Address Bar. 

 
 

Type /admin after your home page web address in the Address Bar and hit the 

Enter key or click the  or  button to the right of the Address Bar. 

 
 

Log in using your Username and 
Password that was given to you.   
If you forget your password, put your 
user name in and click the “Forgot 
your password?” link and one will be 
sent to your email.  

NOTE:  Your Username is not case sensitive, 
but the Password is Case Sensitive. 

 

To begin adding, editing, or deleting 
pages, look under the Menus and 
Pages section, click Page Menu. 
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Icon Glossary 

Once you are at the page directory, there are a few icons and terms that 
you need to understand. 
 

 
 

 

The “two page” icon is sometimes called a “Parent” page; it indicates 
that sub pages (sometimes called “Child” pages) exist below this page.  
Clicking on the icon will expand the list to display the next level of 
pages. 

 

 The “single page” icon indicates that this page has no sub pages. 

 

 

The “H” icon indicates that this item is a heading and not a page with 
content.  Headings are used to organize other menus items into logical 
groups. 

 

( Hidden ) means a page has been set to “Don’t Display in Menu” in the 
Rename/Properties area.  It is a live page, can be referenced from another page, 
but it can not be accessed from a navigation menu. 
 
( Expired ) means the content had an ending date and has now expired; it will not 
be visible on the public website. 
 
( Unpublished ) means there is no published content for this page; it will not show 
in the menu on the public side until the page has published content. 
 
If no status is indicated, the page is active and viewable on the public side. 
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Mouse Over Menus 

 

If you have rights to edit a page, you will 
receive this menu if you are a publisher and 
a slightly shorter one if you are an author, 
as you mouse over that page. 
 

 

If you do NOT have rights to edit 
the page, you will receive an 
abbreviated menu as you mouse 
over that page. 

 
 
 

Description of Menu Options  
 
Page Name and NID NID is the unique identifier for a page.  It appears in 

the address bar of your website.  Additionally, when 
you click on the NID number (ex: NID=9), it will bring 
up the current page in a new window so you can verify 
that you are modifying the correct page. 

 
View Content List Shows the list of published and unpublished content 

items. 
 
Edit Published Content If published content exists, this option will take you 

directly to the Online Editor or Page Wizard depending 
on how the page was created.  If no published content 
exists, you will see the Content List. 

 
Add Page This allows you to add a sub-page for the current page.  

When you click Add Page, it takes you to the Properties 
screen for the new page. 

 
Rename/Properties Allows you to change the name of the page, hide the 

page, set up a “sub-site” page, or turn on content 
rotation.  (Not available to Authors.) 

 
Move This moves the current page.  (Not available to 

Authors.) 
 
Delete Clicking Delete will delete the page and all content 

items either published or unpublished.  (Not available 
to Authors.) 

 
Page Address This copies the address of the page to the clipboard. 



Creating Pages with the CivicPlus System                                                 5 of 30 

Creating a Page 

To begin adding, editing, or deleting 
pages, look under the Menus and 
Pages section, click Page Menu. 

 
 

Navigate the menu to locate the page 
where you want to add a sub-page.  To 
view sub-pages, click any “two page” 
icon. 

 
 

Mouse over the page the new page will 
fall under.  Select Add Page from the 
mouse-over menu. 

 
 

Fill out the page’s Menu Item Properties and click Save 
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Menu Item Properties 

Menu Text This is the name of the page.  It will appear in the menu on 
the Public Side. 

 
Display in Menu Display in Menu – The page will be listed in the menu. 

Don’t Display in Menu - Creates a page, but will not list it in 
the menu. 

 
Type Content – Indicates a Page (Menu Item) with content. 

Heading – Indicates a Menu Heading with no content. 
 
Content Rotation None – Allows for only one published content item. 

Sequential – Allows for multiple published content items to 
have alternating versions of the same page. 

 
Template Layout Default Layout – This is the standard layout for most pages. 

Feature Column – This allows you to set up the page so that 
certain right hand column modules such as Calendar and 
News Flash appear. 

 

When you save the Menu Item Properties, you will be taken to the Add New 
Content page.  There are four different page types that you have from the 
Page Type pull down menu:  Page Wizard, HTML Upload, Editor, and Link.  
The default is Page Wizard. 
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Version Name Default for this is the Menu Text or Page Name typed in 
earlier.  This does not show on the public side of the website 
only the administrative side.  It can be edited to indicate the 
difference between different drafts for the page. 

 
Beginning Date Optional.  Only use if the page is to begin displaying at a time 

other than at the time of publishing. 
 
Ending Date Optional.  Only use if the page is to stop displaying at a time 

in the future. 
 

Page Content Types 
 
Page Wizard The Page Wizard is a way of creating content for pages so that 

the formatting is done automatically.  You can input the page 
title, the section title, and your content, and the result is a page 
that fits the graphical scheme of your website.  Pictures, 
hyperlinks, and documents can also be added. 

 
HTML Upload This content would be created in Word and saved as an HTML 

document.  (Recommended for pages with more sophisticated 
layouts.) 

 
Editor This content is created directly online using the Online Editor.  

(Recommended for simple changes to existing pages and creating 
pages with mainly text.) 

 
Link This is used to create a menu item that takes the user to a 

different web address.  This address can be external or internal. 
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Page Wizard Options 

 
Selecting this option provides you with a few controls for formatting text as well as 
displaying images, headings, and relating documents or other websites.  Page 
formatting is done for you by the Page Wizard. 
 

Text Only This option allows basic content without the full formatting 
options of the Online Editor.  The Page Title is the main heading 
title, and the Section Title is the heading for just the content of 
this section.  You can have multiple sections in different layouts.  
The Page Title, Section Title and content area are already pre-
formatted with the styles that match the rest of your site. 

 

 
 

Right Image This option is just like the previous section, but adds a picture to 
the right side of the column.  You can insert a caption under the 
picture should you choose. 
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Left Image The same as Right Image but the picture and caption will be on 
the left. 

 

 
 

Contact Info This option has a text content box, as well as a place for you to 
enter contact information.  The fields that you fill in will be 
displayed on a right side column like the departmental main 
pages.  If you don’t put any text in the box, it won’t show up on 
the page.  The “Hours” fields are there to customize as you wish. 
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Page Wizard Toolbar Items 
 

 

 
Help Launches the CivicPlus Support website. 

 

 
Spell Check 

Clicking this button initiates the spell check dialog, 
where you can find misspelled words in your content. 

 

 
Paste 

This button will allow you to past plain text from the 
clipboard. 

 

 
Document Link 
Wizard 

This button will open the document center, allow you to 
select a document, and then insert the link to that 
document in a hyperlink. 

 

 Hyperlink 
Clicking this button initiates the dialog to insert a 
hyperlink in the highlighted text. 

 

 Break Hyperlink This removes the hyperlink from the highlighted text. 
 

 Bulleted List 

Clicking this button allows you to make a bulleted list.  
You can continue bullets or numbering with the enter 
key, then backspace over the last bullet or number to 
end the list. 

 

 Numbered List This button allows you to make a numbered list. 
 

 
Bold 

Click this to make the highlighted text appear 
boldfaced. 

 

 
Italics This button makes the highlighted text appear italicized.

 

 
Underline 

Clicking this button makes the highlighted text 
underlined. 

 

 
 

 

At the bottom of each Page Wizard section you will have the 
option to add or delete the previous section.  Only the bottom 
section can be deleted at a time.  Once you delete, the 
information that is deleted is erased. 
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Image Loader 
 

When you click on the Insert 
Image button, you will see the 
Image Loader.  Click the Browse 
button to select the image you want 
to insert. 

 
 

 

Keep in mind that the image can not be larger than 
250k, and will be formatted to be no larger than 
250x175 pixels.  If you choose an image that is larger 
than 250k, the Image loader will let you know that it is 
too large.  If the image is larger than 250x175 pixels, it 
will automatically be readjusted to fit those dimensions. 

 

Once you have selected the image that 
you are going to use, the file name will 
appear in the left side.  If you have 
loaded more than one image, those file 
names will appear as well.  You can 
highlight the file on the left to see a 
preview on the right side. 

 
 

 

Before you click Insert Selected Image, you will 
need to enter the Alternate Text (a brief 
description of the picture); if you want the image 
to be a hyperlink, you will need to enter the web 
address and whether you want the link to open a 
new window or remain in the same window from 
the “Link’s Behavior” pull down menu.  (We 
recommend opening in a New Window.) 
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After you click Insert Selected Image, 
you should receive notice that you have 
successfully inserted your picture. 

 
 

When you have finished loading your image, if you want a caption that will 
appear below your picture, you will need to enter the text below the content of 
your section. 

 

 
 

Once you are finished with your content and pictures, you click the Save or 
Save and Publish button. 
 
Save will keep your content, but it will not be visible on the public website.  
Save and Publish will make the page available on the public website. 
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HTML Upload 

 
This option allows you to directly upload an HTML file (or Microsoft Word-
generated Filtered HTML) as the content for this page. 
 

 
 

Create your document using one of the templates that has been provided by 
CivicPlus.  These templates have been set up with the look and feel of the rest 
of the website’s pages. 

• The “Departmental Page Template” is designed for Departmental 
home pages with contact information on a column similar to the 
Contact Information from the Page Wizard. 

• The “Page Template” is for general use for most pages. 
 

Save the document as a “.doc” file, paying close attention to where you are 
saving it (e.g. My Documents – Website Documents). 

 
You are also going to save the document as 
HTML.  The way you do this depends on your 
Word version. 

• Word 97 – File, Save As HTML 
• Word 2000 – File, Export, Export to 

Compact HTML.  You may also need 
to download the Microsoft Office 
2000 HTML filter in order to convert 
the HTML correctly.  You can 
download this program from our 
Support site. 

• Word XP or 2002 or 2003 – File, 
Save As, Change the file type to 
Web Page Filtered. 

 

 
You will receive a warning about 
losing “Office-specific tags”.  
Click OK or Yes. 
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Go to the home page of your CivicPlus website by typing its URL in the Address 
Bar. 

 

 
 

Type /admin after your home page web address in the Address Bar and hit the 

Enter key or click the  or  button to the right of the Address Bar. 

 
 

Log in using your Username and 
Password that was given to you.   
If you forget your password, put your 
user name in and click the “Forgot 
your password?” link and one will be 
sent to your email.  

NOTE:  Your Username is not case sensitive, 
but the Password is Case Sensitive. 

 

Click Page Menu under the Menus 
and Pages section. 

 
 

Navigate the menu to locate the page 
where you want to add a sub-page.  To 
view sub-pages, click any “two page” 
icon. 

 
 

Mouse over the page the new page will 
fall under.  Select Add Page from the 
mouse-over menu. 

 
 



Creating Pages with the CivicPlus System                                                 15 of 30 

 
Fill out the page’s Menu Item Properties and click Save 

 

 
 

Fill out the page’s Menu Item Properties and click Save 
 

 
 

When you are at the Add New Content window, put in the Version Name 
field a name for your page that will help you remember what it is.  This name 
will not be visible to the public side of the website.  Start and End Date fields 
are for when you want this page to go “live” on your site.  If you do not put in 
a date, it will go “live” as soon as you Save and Publish. 

 
Be sure to select HTML Upload from the Page Type drop down box. 

 

Click Browse.  Find the HTML copy of the 
document you created (e.g. My Documents – 
Website Documents).  Click Open. 
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You will be taken into the Upload 
Preview with the content you just 
uploaded. 

 
Look over the document.  If everything is 
how you want it, you click Save and 
Publish or Save (depending on your 
permissions).  If you need to make any 
changes, you will click Save and Edit 
Content.  This will take you to the Online 
Editor.  Keep in mind that any changes 
you make in the online editor will not be 
saved in the original Word document that 
you just created. 

(NOTE: If your document contained an 
image, see Inserting an Image for more 
information.) 

 

 
After you click Save you will be taken to 
the Content list.  Your content will be listed 
under Unpublished Content.  If you are 
an author, select Submit from the 
Actions drop down menu.  If you are a 
publisher select Publish and the 
documents will be listed under the 
Published Content. 
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Online Editor 

To create a page “from scratch” using the Online Editor 
 

Go to the home page of your CivicPlus website by typing its URL in the Address 
Bar. 

 

 
 

Type /admin after your home page web address in the Address Bar and hit the 

Enter key or click the  or  button to the right of the Address Bar. 

 
 

Log in using your Username and 
Password that was given to you.   
If you forget your password, put your 
user name in and click the “Forgot 
your password?” link and one will be 
sent to your email.  

NOTE:  Your Username is not case sensitive, 
but the Password is Case Sensitive. 

 

Click Page Menu under the Menus 
and Pages section. 

 
 

Navigate the menu to locate the page 
where you want to add a sub-page.  To 
view sub-pages, click any “two page” 
icon. 
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Mouse over the page the new page will 
fall under.  Select Add Page from the 
mouse-over menu. 

 
 

Fill out the page’s Menu Item Properties and click Save 
 

 
 

Fill out the page’s Menu Item Properties and click Save 
 

When you are at the Add New Content window, put in the Version Name 
field a name for your page that will help you remember what it is.  This name 
will not be visible to the public side of the website.  Start and End Date fields 
are for when you want this page to go “live” on your site.  If you do not put in 
a date, it will go “live” as soon as you Save and Publish. 

 

Select the Editor option the from 
the Page Type drop down menu. 

 
 

Create the document (see Online 
Editor manual) 
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If you click Save, your document will 
be saved as a “draft” and will be 
listed under the Unpublished 
Content on the Content list page.  
Your content will be listed under 
Unpublished Content. 
 
If you click Save and Publish, your 
document will be sent to the website 
(unless you have set a Start and 
End date). 
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Link To Another Page 

Internal Link (link to another page on your website) 
 

Go to the home page of your CivicPlus website by typing its URL in the Address 
Bar. 

 

 
 

Type /admin after your home page web address in the Address Bar and hit the 

Enter key or click the  or  button to the right of the Address Bar. 

 
 

Log in using your Username and 
Password that was given to you.   
If you forget your password, put your 
user name in and click the “Forgot 
your password?” link and one will be 
sent to your email.  

NOTE:  Your Username is not case sensitive, 
but the Password is Case Sensitive. 

 

Click Page Menu under the Menus 
and Pages section. 

 
 

Navigate the menu to locate the page 
where you want to add a sub-page.  To 
view sub-pages, click any “two page” 
icon. 

 
 

Mouse over the page the new page will 
fall under.  Select Add Page from the 
mouse-over menu. 
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Fill out the page’s Menu Item Properties and click Save 
 

 
 

Fill out the page’s Menu Item Properties and click Save 
 

When you are at the Add New Content window, put in the Version Name 
field a name for your page that will help you remember what it is.  This name 
will not be visible to the public side of the website.  Start and End Date fields 
are for when you want this page to go “live” on your site.  If you do not put in 
a date, it will go “live” as soon as you Save and Publish. 

 

Select Link from the Page Type 
drop down menu. 

 
 

Click Find Page Link 

 

Locate the page you would like to 
link to and click on its name. 

 

The address for the page will be pasted into the Link line. 
 

Use Link’s Menus – Choose Yes if you want the menu 
to reflect the sub pages of the linked page.  Choose No if 
you do not want the menu to reflect the sub pages of the 
new page. 
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Choose Open in Same Window or 
Open in New Window. 

 
 

If you click Save, your document will 
be saved as a “draft” and will be listed 
under the Unpublished Content on 
the Content list page.  Your content 
will be listed under Unpublished 
Content. 
 
If you click Save and Publish, your 
document will be sent to the website 
(unless you have set a Start and End 
date). 

 

 



Creating Pages with the CivicPlus System                                                 23 of 30 

 
Link To Another Page 

External Link (link to another page outside of your website) 
 

Go to the home page of your CivicPlus website by typing its URL in the Address 
Bar. 

 

 
 

Type /admin after your home page web address in the Address Bar and hit the 

Enter key or click the  or  button to the right of the Address Bar. 

 
 

Log in using your Username and 
Password that was given to you.   
If you forget your password, put your 
user name in and click the “Forgot 
your password?” link and one will be 
sent to your email.  

NOTE:  Your Username is not case sensitive, 
but the Password is Case Sensitive. 

 

Click Page Menu under the Menus 
and Pages section. 

 
 

Navigate the menu to locate the page 
where you want to add a sub-page.  To 
view sub-pages, click any “two page” 
icon. 
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Mouse over the page the new page will 
fall under.  Select Add Page from the 
mouse-over menu. 

 
 

Fill out the page’s Menu Item Properties and click Save 
 

 
 

Fill out the page’s Menu Item Properties and click Save 
 

When you are at the Add New Content window, put in the Version Name 
field a name for your page that will help you remember what it is.  This name 
will not be visible to the public side of the website.  Start and End Date fields 
are for when you want this page to go “live” on your site.  If you do not put in 
a date, it will go “live” as soon as you Save and Publish. 

 

Select Link from the Page Type 
drop down menu. 

 
 

Type or Paste the web address 
you want to link to.  (Remember 
to include the http://)  

 

The Use Link’s Menu is not relevant to an external link. 

 

Select Open in Same Window or Open in 
New Window.  If it is a link outside of your 
site, select Open in New Window.  
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If you click Save, your document will be 
saved as a “draft” and will be listed 
under the Unpublished Content on the 
Content list page.  Your content will be 
listed under Unpublished Content. 
 
If you click Save and Publish, your 
document will be sent to the website 
(unless you have set a Start and End 
date). 
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Inserting an Image 

Create the document in Word, convert it to HTML and upload it to your website 
following the instructions under Creating a Page. 

 

 

When you see your content in the 
Online Editor, click on the area in the 
red box where the image should be. 

 

 

This will pop up a window where you 
can upload, edit and insert the image. 

 
 

Browse for your picture and click 
Open.  Click Upload. 
 

 

Your image will be in a folder that will have the same name as the page you 
created with “_files” at the end of it.  Inside of that folder will be the image files 
that Word has taken out of the HTML file that you uploaded. 
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You should see your picture in the 
upper right box, and the file name 
listed in the upper left box.  It is 
normally listed as “image001.jpg”. 
 
If you select the wrong picture, you 
can delete the picture by clicking on 
the black X to the right of the file 
name in the left column.   
 
You can rename the picture by 
clicking on the Pencil to the right of 
the file name.  Be sure to type the 
extension of the file (.jpg, .gif, etc) 
when renaming it.  Click OK and then 
click on the file name to make sure 
the URL field updates with the new 
name. 
 

 

 

In the Alternate Text box type in a basic description of what the picture is, 
which will show on the public side as a mouse-over effect.  This is for ADA 
compliance. 

 

Click Insert Selected Image when you are finished.  If you have more than 
one image in your document, you will have to repeat these steps. 
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Permissions 

If you are an administrator of this page, you must also set the permissions for 
the page. 

 

 
Anyone you wish to work on the page must be in a group that has either 
Author or Publish rights to the page. 

 
Permissions will be handled in a more in-depth discussion elsewhere. 

 
 

Editing a Page 

 
From the Page Menu, mouse over the page you wish to edit: 
 

To change the Menu Item Properties (page name, display/don’t display in 
menu, content or heading type, or content rotation), click on Rename / 
Properties.  

 
To edit the currently published content, click on Edit Published Content.  If 
there is published content, this will take you directly into the Online Editor.  If 
no there is no published content, you will see the Content List. 

 
To select which content item you wish to edit, click on View Content List. 
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From the Content List: 
 

To upload a new content item, click Add New Content.  Follow the instructions 
under Creating a Page: Page Content Properties. 

 
To edit published or unpublished content with the Online Editor, select Editor 
from the Actions drop down menu to the right of the content item you wish to 
edit. 

 
To upload replacement content, select Upload from the Actions drop down 
menu to the right of the content you wish to replace.  You will lose the 
document originally uploaded or created with the Online Editor. 
 
To change the Content Name (not seen on the public side), the Page’s 
beginning or ending date, or the Page Type (HTML Upload, Online Editor, or 
Link), select Properties from the Actions drop down menu to the right of the 
content you wish to modify.  Changing the page type to Link will delete 
anything that was uploaded or created in the Online Editor. 
 
NOTE:  Editing with the Online Editor is recommended for small 
changes only.  For larger changes, modify your original Word 
document, save as HTML and upload a new content item. 
 

 

Moving a Page 

 
From the Page Menu: 
 

Mouse over the page you want to move.   
 
Select Move from the mouse-over menu and then mouse over the specific 
location you want to place the page. 
 
From the mouse-over menu, select Insert Above, Insert Below, or Insert 
as Sub-page.  Exit Move Mode returns to Page Menu to normal without 
moving the page.   
 

NOTE: While in Move Mode, it also indicates which Page is chosen to move 
and provides directions on how to use the Move Mode. 
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Deleting a Page 

 
From the Page Menu: 
 
To delete the page and all of its content items: 

Mouse over the page and click Delete in the mouse-over menu. 
 
A pop up will appear asking if you want to delete this page.  Be sure you have 
selected the right page and click OK.  If you are not sure, click Cancel. 
 

To delete a content item: 
 

Mouse over the page and click View Content List in the mouse-over menu. 

Select Delete from the Actions drop down menu to the right of the content 
item you wish to delete. 
 
A pop up will appear asking if you want to continue.  Be sure you have selected 
the right content item and click OK.  If you are not sure, click Cancel. 
 

 

 

Linking to a Page 

 
If you would like to link to a page on your website: 

From the Page Menu, mouse over the page and click Page Address. 

This will copy the link to your clipboard. 
 
Go to the document in which you wish to post the link and use the Paste 
function (usually Ctrl-V or right click and select Paste) where you would like the 
link to be. 
 

 


