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Quick Reference Card
Thank you for using Shazzoo. Shazzoo is the user friendly way to create and maintain advanced web content while maintaining a consistent company layout. Shazzoo is recognized for its highly intuitive interface and will get you up to speed in the blink of an eye. This Quick Reference card outlines some of the most common user features of Shazzoo and will give you a flying start.

Shazzoo’s Interface
Shazzoo’s interface contains four main elements which are outlined in below screenshot. All elements except the Sections bar, appear in all pages. The Sections bar however only appears on Shazzoo’s homepage.
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1. Tab bar
2. Sections bar
3. Tool bar
4. Content bar (Can either contain a view, form or editor)


Working with Navigation
Although a content management is all about managing page content it is recommended to create a navigation structure prior to making pages.
Creating menu items:
· Create a new main menu item
· Select ‘Structure’ in the ‘Sections’ bar.
· Click ‘New’ in the toolbar to expand the ‘menu item’ creation menu and click ‘Menu item’.
· Specify a title in the ‘Title’ field and a sort order number in the ‘Sort order number’ field.
· Click ‘Save’ in the toolbar to expand the save menu and click ‘Save and close’.
· Create a new sub menu item
· Select ‘Structure’ in the ‘Sections’ bar.
· Select the menu item in the view under which you would like to create a sub menu item.
· Click ‘New’ in the toolbar to expand the ‘menu item’ creation menu and click ‘Sub menu item’.
· Specify a title in the ‘Title’ field and a sort order number in the ‘Sort order’ field.
· Click ‘Save’ in the toolbar to expand the save menu and click ‘Save and close’.
Menu item properties explained:
· Basics
· Parent path: Specifies the parent folder under which this menu item is stored.
· Title: Specifies the title of the menu item.
· Description: Specifies a description of this menu item.
· Sort order number: Specifies the sort order for this menu item.
· Publication status: Specifies if the menu item is published (online) or draft (offline). 
· URL: Specifies the URL which is opened when clicking the menu item in the navigation of a site.
· Online period
· Specifies when a menu item is online.
· Online period: Always online or a specified date.
· Start date: Specifies the start date when the online period is set to be a specified date. 
· End date: Specifies the end date when the online period is set to be a specified date.


· Security
· Allows a user to specify which visitors of the site can see the navigation item and who can edit the navigation item in the content manager.
· Access: Specifies which visitors of the site can see this menu item.
· Access groups:  Specifies which groups of visitors can see this menu item.
· Editors of this menu item: Specifies who can edit this menu item in the content manager
· History
· Shows the modification history of the menu item.


Working with pages
Creating a page:
· Select ‘Content’ in the ‘Sections’ bar.
· Click ‘New’ in the toolbar to expand the ‘page creation’ menu and click ‘Page’ to create new page.
· Select the template to use for the page and click the ‘OK’ button to create the page.
· Specify the page title in the ‘Title’ field.
· Click ‘Properties/Editor’ to switch to the editor.
· Create the content.
· Click ‘Save’ in the toolbar to expand the save menu and click the ‘Save’ menu item to save the page (or click the ‘Save and close’ menu item to close the page after it has been saved). 
Previewing a page:
· Select ‘Content’ in the ‘Sections’ bar.
· Open a page.
· Click ‘Preview’ in the toolbar to expand the preview menu and click ‘Preview’ to preview the page in the browser (or click the ‘Save and preview’ item to save the page before previewing, which is necessary for new pages to be previewed).
Publishing a page:
· Select ‘Content’ in the ‘Sections’ bar.
· Open a page that has not been published yet.
· Click ‘Workflow’ in the toolbar to expand the workflow menu and click ‘Publish’ to publish the page (You need the Chief Editor role to be able to perform this task).
Linking a page from a menu item:
· Select ‘Content’ in the ‘Sections’ bar.
· Open a page that you would like to open from a menu item (menu item should already exist).
· In the property field ‘Related menu item’ select the menu item under which you would like to store the page.
· Select the checkbox after ‘Menu item link’.
Setting a page as the homepage:
· Follow the steps specified under ‘Linking a page from a menu item’ but in this case select the topmost navigation item.


Page properties explained:
· Basics
· Specifies the basic page information.
· Title: The title of the page.
· Identifier: Specifies the unique identifier that is used to address the page in a browser.
· Web address: Defines the link/url to this page.
· Related menu item: Defines the menu item under which this page is categorized.
· Menu item link: Check box to define if the page should be used as a link from the related menu item.
· Description: Specifies a description of the page.
· Page images: Specifies an image which should be related to this page (for use in page lists).
· Include in these lists: Specifies in which lists a page is stored (can be used to generate page lists on a page, create rss feeds etc.).
· Tags: Specifies tags which have been added for a page.
· Publication date: Specifies when a page was published.
· Content owner: Specifies who the owner of this page is.
· Online period
· Specifies when a page is online.
· Online period: Always online or a specified date.
· Start date: Specifies the start date when the online period is set to be a specified date. 
· End date: Specifies the end date when the online period is set to be a specified date.
· Security
· Allows a user to specify which visitors of the site can see the published site and which authors can edit the page in the content manager.
· Access: Specifies which visitors of the site can see this published page.
· Access groups:  Specifies which groups of visitors can see this page.
· Authors of this page: Specifies who can edit this page in the content manager.


· Search
· Allows a user to specify some search related information which is used by public search engines (e.g. Google, Bing etc.). The behavior of these fields is controlled by settings which have been made by the administrator of the site.
· Web title: The title in which a search engine searches.
· Meta description: The description in which a search engine searches.
· Meta keywords: The keywords in which a search engine searches.
· History
· Shows the modification history of the page.
· Versions
· Displays an overview of all versions of this page.
· Comments
· Displays an overview of all comments that have been submitted for this page. For this functionality a comments component needs to be available on the page. 
· Survey results
· Displays an overview of all surveys that have been created with this page. For this functionality a survey component needs to be available on the page. 
Page workflow explained
· A page that needs to be published can have the following statuses in the workflow: Draft > Submitted for approval > Approved > Published. 
· Shazzoo users can have one or more of the following roles to perform tasks in the workflow:
· Author: Create a draft page and submit for approval.
· Editor: Approve or reject submitted pages.
· Chief Editor: Publish an approved page.
· Users that have multiple roles can skip stages in the workflow (e.g. a user that has author and editor rights can directly approve a draft page).
· Some additional statuses can be used to withdraw pages from the workflow:
· Reject: An editor can decide that a page is not correct and reject a submitted page. The author then needs to alter the page and submit it again for approval.
· Back to draft: A page can at any stage be set back to draft so that it gets ‘offline’ and is no longer accessible for regular visitors (e.g. pages which need to be reviewed because they are incorrect).
· Withdraw: A page can be withdrawn so that it gets ‘offline’ and is no longer accessible for regular visitors (e.g. pages which have expired).
· Archive: A page can be archived. When archived it stays accessible to regular visitors but it will no longer be available in ‘lists’.
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