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This document contains information and instructions for the following:

e Section Manager Page 2
e Category Manager Page 3

+ Toolbar Page 4
e Add New Category Page 5
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From the Section Manager screen you can view, add and edit all of the different sections of your

website.
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CATEGORY MANAGER
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Cateqory Manager
From the Category Manager screen you can view, add and edit all of the different categories of your
website.
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CATEGORY MANAGER - TOOLBAR
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Publish: Check the check box next to the Category that is to be Published (displayed). Multiple Categories may be
selected. Then click the Publish icon.

Unpublish: Check the check box next to the Category that is to be Unpublished (not displayed). Multiple Categories may
be selected. Then click the Unpublish icon. (Note: Unpublishing a Category does not delete it.)

Move: Check the check box next to the Category to be moved. Click the Move icon. The Move Category screen is
displayed. Check multiple check boxes to move several Categories at the same time.

Copy: Check the check box of the Category that is to be the copied. Then Click the Copy icon. The Copy Category screen
will appear. Check multiple check boxes to copy several Categories at the same time.

Delete: To delete a Category, check the check box next to the name of the Category to be deleted and click the Delete
icon. A pop up dialogue box will appear requesting a confirmation of the required delete operation. Click the OK button to
delete the Category. Select the Cancel button to abort the delete operation.

NOTE: It is not possible to delete Categories that contain Content Items. It is necessary to move or delete the
Content Items before being able to proceed with the deletion of the Section.

@ WARNING: Deletion of the Category will be permanent. The Category will not be moved to the Trash Manager and is
not therefore recoverable except via a backup, if one exists.

Upon completing the deletion - or cancelling the action - the administrator will be returned to the Category Manager
screen. It is possible to delete more than one Category at a time simply by checking more than one check box.

Edit: Click the name of the Category to be edited, or select the check box next to the name and click the Edit icon. This
opens the selected Category file in the Category: Edit [category_name] screen.

New: Click the New icon to create a new Category. The Category: New screen will be displayed.

Help: Click the Help icon at any time to view this Help Screen
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ADD NEW CATEGORY
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Category Manager
This will take you to the Category list.

NOTE To add any Categories, you will first need to set up a Section.
These will initially be set up by Helpwise.

Q

e Click on the New icon, situated on the top right hand side corner. This will create a new category.
Al | Category: [New] e v Q O
Save Bpply  Cancel Help
Details
Title:
Alias:

Published: O o @ ves
Section: | News e

Category Order:  New items default to the last place. Ordering can be changed after this item is saved.

Access Level:
Registered
Special
Image: | - Select Image - |

Image Position: | Left |a|

Previewn:
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Add a Title and Title Alias. Choose a Section.
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