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1 ezTaskTitanium - The Basics

1.1  Login to your website
|

Login to your account

The login to your account can be found by opening a browser and entering your domain /
edit.

Enter your Login ID and Password

Example: http://www.mydomain.com/edit

ezTaskTitanium™

Login Id

Lserl

Paszsword
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ezTaskTitanium - The Basics

1.2 Page Management

Project Manager
You will log directly into the Project Manager. The Project Manager is your control center for
all of your pages.

Project Manager A‘EZTASK
= Options L -edit/ Logout eZTasKTitanium ™
Filter Options: by Status v Go Clear

( i 3 Your pages
age Nam / Actions Group Status Modified Published  Modified By
emergency.alert EZA Published 08/02/2016  08/02/2016  ezsuper
e | A Edit 06/27/2016 08/02/2016  ezsuper
. & Preview
sample.calendar | 5 Addawehpage i 07/29/2016 ~ 08/02/2016  ezsuper
sample.document_manager 4 # Page Propenies i 06/09/2016 08/02/2016 ezsuper
£ Meta tags
sample.form A e 06/09/2016 = 08/02/2016 = ezsuper
sample.layout Actions ¥ EZA Unpublished 08/14/2016  08/02/2016  ezsuper
samplelayout - Copy Actions ¥ EZA Unpublished = 08/14/2016 ezsuper
sample.layout - Copy Actions ¥ EZA New 08/14/2016 ezsuper
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1.2.1  Sorting Pages

Sorting Pages
There are two options for sorting or grouping your webpages for easy management.
e Click on the Blue column name at the top of each column to sort by that column
alphabetically. You can sort or group by Page Name, Group, Status, Modified date,

Published date, and Modified By.
FIIL

Page Name / Click on Page
' Name to sort by

samp 'E.EI'}-'D'J:-i Fage Name

.
homepage

r.
sample.calendar

| —

e Additionally, you can group your pages by clicking and selecting from the 'by Status'
option at the top of the Project Manager.

by Status v | Go  Clear
by Status
p New Status !

Unpublished
g Offline W
Deleted

Lyt
\a ecured blished 0

(]
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1.2.2  Add & Rename a Page

Add a Page

Add a webpage two ways:

e Click on Options under the Project Manager and select 'Add a webpage'

e Select 'Actions' on any webpage and select 'Add a webpage' from the options.

Actions ¥ ELT Unpu

2 Edit
N Preview
& Add a webpage

Project Manager
= (Options

AN Add a webpage

£¥ Page Properties
8 Delete this webpage
' Publish this webpag

Paoe Name

Rename a Page
To rename, hover your cursor over Actions for that page and select Page Properties, edit or
replace the page name.

Actions ¥ EZA Mew
A Edit |
N Preview Page Property O
a Adda WE'hpEIgE | Enter a page name: [%ars Max.)
¥ Page Properties ! page

« Publish this webpage
(& Copy this page
¥ Meta tags
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1.23  Copy a Page

Copy a Page

Hover over Actions for the page you wish to copy and select 'Copy this page'. The page will
be copied with a - copy' at the end of the page name. Select Page Properties to rename
the page.

Actions * EFA Mew
A Edit

N Preview
& Add awebpage

¢ Page Properties

4 Publish this webpagr
& Copy this page

L Meta tags
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1.24 Set Meta Tags for a Page

Set Meta tags for a single page
Hover over Actions for the page you wish to set Meta tags and select 'Meta tags'. The Page
Meta Tags pop-up window will appear. Complete the form and click 'Apply’

Actions * EZA Mew
Add Meta Tags 0o

A Edit |
a Preview Enter Page Title: (100 chars max.) /

Superviser - Education and Background Requirements
& Addawebpage

e PﬂgE PfﬂpEﬂiEﬁ Enter Page Descnption: (255 chars max.) /
. . [ Superviser and administrators organise and manage the
« Publish ThISWEhpﬂgE administration, and support. Job titles and job descriptions vary

|! (npythis page i widely, and not all will have the same education.
¥ Meta tags p

Enter Key Words: (255 chars max.) /

Apply || Cancel
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1.3  Page Editing

Edit a Page
Edit a page by clicking on the page name or by hovering over Actions for that page and
selecting 'Edit’

samplelayout Acticns EZA Unpul

N Preview

& Add awebpage

L% Page Properties

« Publish this webpage
« Rollback Changes
[ Copy this page

¥ Meta tags

Page Manager overview

Use the page Options to
return to the Project
Manager and to perform
specific functions on
THIS page.

You can retrieve a deleted
widget by clicking on the
Trash can and dragging your
widget back to the desire
location on the page.

dolor sit amet, consectetur adipiscing elit.
dicere? Quid ergo hoc loco intellegit honestum?
Tamen a proposito, inquam, aberramus. Ostendit
wus. Nos cum te, M. Sullae consulatum? Honesta

P
o — oratio, Socratica, Platonis etiam, Itaque multi, cum in potestate

_ essent hostium aut tyrannorum, multi in custodia, multi in exillo

dalorem suum doctrinae studiis levaverunt,

& MNec énim, dum metuit, iustus est, et certe, i metuere

destiterit, non erit;

» Praeclare enim Plato: Beatum, cui etiam in senectute

contigerit, ut sapientiam verasque opiniones assequi £o g
possit.

» Men semper, inguam; Quid nung h
optime, secundum naturam affecty By default your page is in fere melius?
Design mode. Design
mode is where you

cies: create and edit your
non cantinuo. ut ad content fore? Fenonis et

From the bottom tabs
select Layouts,
Modules, and
Widgets to include in

your page Click on Preview to

preview the site as it will
appear when published.

() (e R = T SR
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13.1 Drag & Drop

Using Titanium drag and drop in designing your page
e In the initial page layout you will see 'Drop here!' text where you can drag your Layouts,
Modules, and Widgets. Click on the icon you wish to include in your page and drag
your cursor to the 'Drop here!' location and release the cursor.
¢ Once that drop zone is occupied you can drag additional items by dragging the item
icon to above or below the existing item until you see a red line, then release the cursor
and your selected item will appear in that area.

In this example we drop a Text Editor just below an existing Text Editor headline.

= Text Editor =—

Sample Layout

Release your cursor
and the item will
appear below the
existing widget.

- K&
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Layouts

2 Layouts

Layout selection dictates how your content will be arranged on the page.
Each layout will create a drop zone on the page where you can then load
additional modules and widgets.

ezTaskTitanium Documentation © 2017 ezTask.com, Inc.



Layouts

2.1 1 Column

Select a one column layout to display your content in a single block.
Begin by clicking on the 1-Col Layout and dragging it to the desired location.

= (TE,':_\I'._;C:J"’I'q
o —

L

Drop herel

Drop additional modules, widgets, or layouts in your one column layout.
Here is an example of a Text Editor with an image inside a one column layout.

Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Tubulo putas dicere? Quid ergo hac loco intellegit
honestum? Peccata paria. Tamen a proposito, inguam,
aberramus. Ostendit pedes et pectus. Nos cum te, M. Sullae
consulatum? Honesta oratio, Socratica, Platonis etiam. Itaque
multi, cum in potestate essent hostium aut tyrannorum,
multi in custodia, multi in exillo dolorem suum doctrinas
studiis levaverunt.

s MNec enim, dum metuit, iustus est, et certe, si_ metuere
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2.2 2 Column

Select a Two Column Layout to divide the outside container into two sections. The
width of each section can be customized.
Begin by clicking on the 2-Col Layout and dragging it to the desired location.

' \ 4

Drcp herel Drop herel

Adjust the width of the divisions by clicking on the dividing bar (turning it blue) then
dragging it to the desired width. You can adjust the width at anytime.

[
[}

£
3
1

Rl

o

Drop herel Drop her

Drop additional modules, widgets, or layouts in each drop zone of your two column layout.
Here is an example of a Text Editor with an image inside a two column layout with menus
on the left.

Il
£
3
|

Il
=
A
=
1

Text Editor =—

QUiCKLinkS Lorem ipsum dolor sit amet,

consectetur adipiscing elit.
o Tubulo putas .dicere?. Quid
ergo hoc loco intellegit
Menu — honestum? Peccata
paria. Tamen a proposito,
inquam, aberramus. Ostendit
pedes et pectus. Nos cum te, M.
0 Sullae consulatum? Honesta
oratio, Socratica, Platonis
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2.3 3 Column

Select a Three Column Layout to divide the outside container into three sections. The
width of each section can be customized.
Begin by clicking on the 3-Col Layout and dragging it to the desired location.

Jrop here PR 4
urop herel Jrop herel

c.

Adjust the width of the divisions by clicking on the dividing bar (turning it blue) then
dragging it to the desired width. You can adjust the width at anytime.

/ Layout 3 Column — i
]

- S AT v = o ™ V=t
Drop herel Drop herel Drop herel

Drop additional modules, widgets, or layouts in each drop zone of your three column
layout.

Here is an example of a Text Editor with an image and Dropdown list inside a three
column layout.

I
o
A
=
1

- ] Test Beliror
. Lorem ipsum dolor sit
Click Here = ? P
- amet, consectetur

adipiscing elit. Tubulo
putas dicere? Quid
ergo hoc loco intellegit
PN honestum? Peccata
paria. Tamen a
proposito, inguam,

Sharramaiae Mictandit
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2.4  TabStrip

Use the TabStrip for adding layers of content in a limited space on a webpage and
adding multiple options within one text area.
Begin by clicking on the TabStrip and dragging it to the desired location.

Options:

e Add a tab: Enter a title for your tab and hit "apply”. Repeat for more tabs. Click on

any tab to "Drag and Drop” “any widget” onto the tab.
e Add more tabs: Click the + sign at the end of your tabs list.

¢ Modify a tab: Click the + sign and select your tab from the tab list dropdown and
change the tab name or delete the tab.

e Deleting a tab will also delete "all content associated with that tab".

Selecta Tab 0
Add a new tab... - ) e
You can have as many tabs as will fit within the
container.
Add/Modify a Tab ﬂ Each tab can contain a Module, Widget, or an
additional Layout.
Tabl « v

.

Apply || Cancel | Del¢

S
(]
o
P
m

Here is an example of a three tab layout in Design and Preview mode.
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Tab&trip =

oMU Video | Select

= Text Editor =—

TabStrip in

T

= Text Editor =—

I

I

I

I

I

I

I

1 Design mode
1 I {>
]

1

1

1

1

1
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Video Select

Preview and
published
Tab Strip

Lorem ipsum dolor sit amet

ol

consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore

et dolore magna aliqua.

Email:




Layouts

2.5 Content Rotator

The content Rotator layout is used to randomly rotate any content dropped into the
widget. Stack content widgets inside the Rotator Layout to randomly rotate content
container.

Begin by clicking on the Content Rotator and dragging it to the desired location.

Content
1-’ Rotator

e Click on the top left menu option of the Content Rotator and select Settings.

e Specify the number of areas to view when randomly rotating content in Attributes.

attributes @
v Custom Class
j % Remove Start:
End
Mumber of content areas to disp a;-‘/
N | b1

Example: If you have 3 widgets that are rotating, by setting number content areas to
display to 1, only 1 widget will show at a time during preview.
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Text Editor —

Text Widget 1 - Quid ergo hoc loco intellegit honestum? Peccata paria. Tamen a proposito,

< Content.
Rotator in

DeSign Text Editor =—

Text Widget 2 - Quid ergo hoc loco intellegit honestum? Peccata paria. Tamen a proposito,

|~ K2

Text Editor =

Text Widget 3- Quid ergo hoc loco intellegit honestum? Peccata paria. Tamen a proposito,

J Content Rotator in Preview
L

—

FIN Text Widget 2 - Quid ergo hoc loco intellegit honestum? Pec
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Layouts

2.6 Toggle

The content Toggle layout is used when you want to toggle between hiding and
showing large amounts of content.
Begin by clicking on the Toggle Layout and dragging it to the desired location.

Click on the 'Add a Title' icon to add a title for your Toggle, the Properties pop-up will
appear. Enter the Title and select "Expand this toggle on open" if you would like for it to
appear open when displaying the webpage.

Click to set tite}

. |,_3,.|/
B = I-_ oy

Title @ Options O

Enter a Title: _ d i I
| | “Mpan 5 1O € on open
Here is the Title for my Tcggle.| / P ag p
You can set
your Toggle
to display
open or
closed.
e
Example:
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Here is the Title for my Toggle. Closed Toggle v

Here is the Title for my Toggle. Open Toggle A

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Tubulo putas dicere? Quid ergo hoc loco intellegit
honestum? Peccata paria. Tamen a proposito, inquam, aberramus. Ostendit pedes et pectus. Nos cum te, M. Sullae
consulatum? Honesta oratio, Socratica,
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Modules

3 Modules

Modules provide extended functionality to your web page. From
Calendars, to Document Managers, to Menus, Modules let you create
dynamic functionality for your website.

2= Modules

News — —— L =1, Form ‘ ——— \
Ef Bu"de' % Me% ﬁ SItEHap
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Calendar
|

B~

Aggregated, multi-layered calendaring permits users to manage one or multiple
calendars with Google Calendar™, Calendar for Mac OS X, Microsoft Outlook™, or any

client that supports standard iCal formatting. Visitors can download, subscribe to, and
or print customized calendars with just those events they want to see.

With the Calendar module you can:

e Import events: Import an ICAL file from Qutlook or any other calendar that exports to
the ICAL format.

e Manually add events: Right click on the desired day and simply choose "New
appointment”.

¢ Group and color code your events: Choose the calendar settings icon to add a new
group. Group examples: Holidays, Closings, upcoming events, etc.

¢ Recurring events: Choose event details to set recurring options.

To begin using the Calendar module click on the Modules tab at the bottom of the page
and then click and drag the Calendar Module to the desired location.

e Modules
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Modules

3.1.1 Options

There are three Options for the Calendar Module: Import, Properties,
Links for iCal

August 2016

Upload iCal: Upload/Import events from an iCalendar file generated by a
Google or Outlook Calendar. Used for importing events.

£ calendar Properties: iCal link, RSS Feed Url, Add/modify event types for this
Calendar.

Add a link to this Calendar to sync with a dynamic iCalendar.
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Modules

3.1.2  Importing an iCal file

(Cal (short for iCalendar) is a computer file format supported by a large number of
products, including Google Calendar, Apple Calendar (formerly known as iCal), and
Microsoft Outlook. Within ezTask Titanium you can upload an iCal (.ics) file to import
calendar data or you can link/sync to another Calendar using the iCal calendar data
exchange.

To upload content from another Calendar. Export and save the calendar content to an iCal
(.ics) file on your local computer.

Uploading an iCalendar (.ics) file:

e Click the Tmport Calendar Events' 52l button, then click 'Click to Browse or Drop files
here.." and navigate to the location of your local iCal file and select.

E Import Calendar x

Click to Browse ar Drop files here..

To upload an icalendar file (.ics), click the "Browse" button.
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3.1.3  calendar Properties

Click on the 'Calendar Properties' Edicon.

Here you can copy the iCal link or RSS Feed link for THIS calendar to import and link to

another Calendar.
You also can customize the event Categories by color and name.

& Calendar Properties *®

Dynamic iCal i J ( Categories 9)
(ical Link |'c?',' only - cannot be modified): + Add new record & Refresh
Ssoftware.com/page/calendar/2408/0 . . ~ .
Name Color

i ID
{ RSS Feed L|'I 1 General Crimscn ra *
TISe s software.com/page/calrss/2408/0/ca 2 Other SeaGreen r *
3 Staff MediumVialetRed r x
4 Google RoyalBlue r x
5 Gray 2666 r *

Apply || Cancel
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ezTaskTitanium Documentation




3.1.4  Links to Calendar: Copy RSS Feed

RSS (Rich Site Summary; originally RDF Site Summary; often called Really Simple
Syndication) uses a family of standard web feed formats to publish frequently updated
information: blog entries, news headlines, audio, video.

Exporting THIS Calendar's RSS Feed URL:

e Click on the 'Calendar Properties' Edicon.
e Double-click to highlight then copy (CNTRL C or Apple C) the RSS Feed Url to your
clipboard.

This can be used to create Calendar Event Feeds in the 'RSS Feed' widget. It can also be
used by 3rd party programs to display events on THIS Calendar.

E Calendar Properties

Dynamic iCal 0

iCal Link {copy only - cannot be modified):
httpe/fnsessoftware.com/page/calendar/2408/0

R5% Feed Url:

ttpy/fnseSsoftware.com/page/calrss/2408/0/ca
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3.1.5 Links to Calendar: Copy iCal Link

(Cal (short for iCalendar) is a computer file format supported by a large number of
products, including Google Calendar, Apple Calendar (formerly known as iCal), and
Microsoft Outlook. Within ezTask Titanium you can upload an iCal (.ics) file to import
calendar data or you can link/sync to another Calendar using the iCal calendar data
exchange.

Copy Calendar iCal link to add your events to another calendar.
This link could be used to carry information to another Titanium Calendar or a 3rd party
calendar.

e Click on the 'Calendar Properties' Edicon.
e Double click to highlight then copy (CNTRL C or Apple C) the iCal Link.

This can be pasted into another calendar that accepts iCal feeds including other Titanium
Calendars.

B Calendar Properties

Dynamic iCal 0

iCal Link (copy only - cannot be modified):

ttpe//nseSsoftware.com/page/calendar/2408/0

R55 Feed Url:
httpy//nseSsoftware.com/page/calrss/2408/0/ca
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3.1.6  Adding and Modifying Categories

Categories allow you to group event types. There must be a Category for an added
(aggregated calendar) or for a regular event on your calendar. For example Education
users may have different categories for District events, Campus events, and Athletics
events, Local Governments may have separate categories for City Council Meetings,
Community Events, and Recycling Schedules. Each Category can be color coded.

The color coding is displayed in the event display on the calendar and in the Category
Legend at the top of the Calendar. You audience can turn off Categories in the
Category Legend to view only the those that interest them.

Day Week Month Agenda | ¥ Categories _{ Print iCa
20 ‘| 6 General

All Day Weekly Staff l 12:15a Test this
Meeting

l 08:00a My Evert

Categories are selected when you add an event, covered in the section Adding
Appointments.

B Add Event

Date: 8/12/2016 o All Day

Subjet General
Other

Descri Staff

Google
&

Gray

Adding and Modifying Categories: Click the Calendar Properties
button E1.
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. In the 'Category' Field, click '"Add new record' to add a new Category type.

. Fill in the Name and Color field.
The color field offers 12 colors for your Categories. You can utilize additional
colors by adding a Hex Value for a color not included in the selection.

Categories 1]

=+ Add new record = Refresh
D Mame Color
1 General B - Crimson v X

2 ote [P 7 S
2 s e . S ¥
4 Google RoyalBlue r x
. Click the check mark + to save changes.

. Modify an event type, click on the pencil icon #" in the row belonging to the
specific event Category you'd like to change.

. Make any alterations, then click the check mark + to save changes.
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3.1.7

Aggregating Calendars

There are instances when you may want to include information from another calendar
into THIS calendar. A good example of this is in Education where a School District
includes events from one or all of the campus websites in a District Master Calendar or
in Local Municipalities when a city includes a separate department calendar (like a
Police Department calendar) in the City Master Calendar. The department or campus
(s able to maintain a separate calendar but also include events on a master calendar.

Adding an iCal feed link. This merges another calendar with THIS
current calendar.

e Click on the 'Links for iCal' icon

e Enter/Paste into the 'iCal Feed Link' the iCal URL copied from another application or
from another Titanium Calendar.

e Select a Category. (You must first create a Category in the Calendar Properties to select
one covered in the previous help section, Adding and Modifying Categories.

e Click on the floppy disk El icon to save changes and add a new record for an
additional iCal link.

B iCalendar Lanad
Enter ar Paste iCal URL Select a Category

Calendar Feeds 0

iCal Feed Link: Select a Categony: Cptions:
Make a selection. .. A

n

PLEASE NOTE: If your calendar includes too many iCal aggregates it many slow
the display response time.
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3.1.8 Adding/Editing A Single Event

Adding an Appointment/Event
e Click on the date to which you would like to add an Event.

e Click on'Add New Event' after it appears in the date box. You can change the date in
the next Add Event screen if you select the wrong date or have an event well into the
future.

Add Mew Event

The 'Add Event' pop-up will appear. Use this form to add the details of your event.

Options available on the Calendar Event form

Event Date:

You can manually change this date by
typing in the date box or click the calendar
=SWY-I-B con to choose from the calendar selector.

Date: 9/1/2015 J «| All Day

Type: General 7

La

Subject:

Description

Events Time:
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Bl Add Event
Date: 9172016 { [ &l Day ’

Ty'r}E: Genaral

b

My = Add Event

Descri

Date: 9/1/2016

Type: Gen
Subject:

] All Day
Start Time: 6:00 AM End Time: 6:00AM (&)
‘ Time Picker
exﬂm 630AM | 6:45AM | 7:00 AM
7115 AM 7:30 AM 7:45 AM 8:00 AM 8:15 AM

Description

&

<«

|| Recurrer

Events Type: (Category)

Select which Category you would like to associate with your event.
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830l De-select 'All Day' and the popup will
a.45] refresh to include options for Start Time

and End Time. Click on the clock iconto

1100 yse the time selector

12:1°

130PM | 145PM | 200PM | 215PM | 2:30 PM
245PM | 300PM | 3:15PM | 3:30PM | 3:45PM
400PM | 4:15PM | 430PM | 4:45PM | 5:00 PM
5:15PM | 530PM | S45PM | GOOPM | 6:15PM
6:30PM | 6ASPM | 7:00PM | 7:A5PM | 7:30 PM
745PM | 8:00 PM




Modules

Bl Add Event

Date: 9/1/2016 (] All Day
Start Time: 8:30AM (9 EndTime: 1015AM (O

Subjeq General
Other

Events Subject and Description:

The Subject is the Event Name
and cannot be blank. This is what
will appear on the calendar.

The Description is optional.

Subject: ™ HYPERLINK MANAGER X
Weekly StafffMeeting
Description hyperlink anchor e-mail

httpe/fwww.eztask.com/myagen: @Jﬂ %
u

Li ext  Agenda

ID )
You can include links in your Description.  pw Window v
Highlight the text to which you would like
to add the link and click on the Hyperlink  pne v

Manager icon. The Hyperlink Manager
pop-up will appear and you can enter a
URL or browse to select a webpage with
your project. ply Class T

QK Cancel
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|lﬂ=ﬂﬂa Weekly Staff Subject as seen in the Calendar display

Meeting -

Description as seen in the Event Details

F*# Event Details
Subject: Weekly S§ff Meeting
Starts on: 9/1/2006 10:00:00 AM
Ends on: 2/1/201% 11.00:00 AM

Description:
Weekly Staff Meeting to review actions items for the coming week.
Agenda

Edit or Delete an Event

Click on the date event you would like to edit. You must be in the software and in Design
mode to edit an event.
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10:00a Weekly Staff E Edit Event
Meeting

Date: 9172016 All Day

8 g Start Time: 10200 AM (5 End Time: 1L00AM (D
Type: General -
Subject:
Weekly Staff Meeting
Description
Weekly Staff Meeting to review actions items for the coming week.
Agenda

- K&

Click the event to edit and the Edit
Event pop-up will appear. Edit event
as needed and save or delete the
event by clicking on the Delete
button.

Save Delete Cancel
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3.1.9 Adding/Editing Recurring Events

Adding a Recurring Event:
e Click on the date you wish to add an Event. Select 'Add New Event'.

e Complete the Add Event screen as explained in the previous section. Click on the
Recurrence option below the Description.

Description
&

Weekly Staff Meeting to review actic

<
‘ Recurrence )

The pop-up will refresh to include a variety of options for Recurring Events.
In this example we are creating a recurring event, Weekly Staff Meeting, that occurs
every Thursday for remainder of 2016, by selecting then saving:

o Weekly
e Recur every 1 week(s) on Thursday

e End by 12/31/2016
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#| Recurrence

Daily Recurevery 1~ week(s) on

® Weekl
reery Sunday Manday Tuesday Wednesday
Monthly
| Thursday Friday | Saturday

Yearly /

Mo end date End after 10 _  occurrences ® End by 12/31/2016 ™

Save Cancel

To create an exclusion to your Recurring event:

First create and save the Recurring Event as described above. While in Design
Mode click to edit the recurring event you would like to exclude. A pop-up will
appear with the options to:

e Edit only this occurrence...

e Edit the series...

Click on 'Edit only this occurrence..." You can then delete that event and it will no
longer be a part of the recurring dates for that event.
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All Day Weekly Staff
Meeting

| All Day Wee kly'4

Meeting

E Edit Event

- i This is a recurring event, do you wapfto:
All Day Weekly Staff
Meeting

Edit only this occurrence...

Edit the series...

Changing options for one instance of a recurring event:

You can change any of the details for one instance of an event that is part of a
Recurring Event Series but once saved that event event WILL NO LONGER BE A
PART OF THE SERIES.

Click on the date of the event (that is part of a series)
Select 'Edit only this occurrence...

Edit the details of your event as describe above and save.

Changing options for a recurring event:

Select 'Edit the series...'
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B Edit Event

This is a recurring event, do you want to:

Edit only this occurrence...

Edit the series...

Edit the details of your event as described above and save. This will save the
changes to ALL events in the series.
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Communicator - News & Events

News
& Events

The Titanium Communicator (News & Events Module) is used to publish articles that include

News, Events, and Announcements for your organization. Using the Communicator Module is
an excellent way to provide article management for the information you would like to
communicate. An RSS Feed is auto-generated for any instance of the module within your
website and the module also creates an automatic archive of your entries making it an ideal
way to manage and track your announcements, press releases, and articles. Additionally, this
module can be configured to post your “Published Articles” to Facebook and Twitter.

To begin using News & Events click on the Modules tab at the bottom of the page and
then click and drag the News & Events Module to the desired location.

BE Modules
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3.21

Settings & Options

There are two Options for the Communicator (News & Events)

Module : Properties, Add an Article

|

When you open a Communicator page you will see a list of existing articles (if any), option

to Search the article titles, Clear the search, and Add an Article

List of existing article
ordered by the most
recent article.

Article Title

How to add a Nevgfirticle

Top 3 Signs It's Time to Redesign
ezTaskTitanium, the New Standard...
Quality Service - No Substitutel

/] 7

You can search your
article titles to find an
article. Click on Clear
to clear the search.

Clear + Add an Article

Also add a new article
by click "Add an Article”

Date

0&/11/2016
08102015
06/23/2015
06/04/2015

E] Properties option includes feed name, description, RSS Feed URL. Auto archiving
option by month or year.
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Mame the RSS feed for this Communicator articles are automatically archived. With
instance of the Communicator. these options you can specify to nat display the archive list
The RSS feed must have a and show all articles or to show the archive and group the
name. The Description is optional. articles by maonth or year.
\QSS Feed Mame: \f_i.r:r"'wr""g Options: )
Mews and Information Mo archiving, show al ¥

Mo archiving, show all
Archive articles by month
Mews and Information to keep you up-to-date Archive articles by year

Description (Max characters 200):

for all ezTask events and updates,

RS5 URL: (auto-generated):

hitpy//nseSsoftware.com/page/rss/2443

\ This is the RSS URL and path for this instance of
your Communicator. This URL is auto-generated
and cannot be edited. Copy this URL to use in

Apply | Cancel the RSS Feed Widget.
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3.2.2 Add Article

Adding an Article

Click on the Add Article icon E] in the blue bar or click on 'Add an Article' from the
options at the top of the screen. Create your content in the editor. You can add photos,
graphics to your article and format text just as you would when using the Text Widget. The
Permanent Link is not editable and will be created when you save the article.

E Add an Article

Add an Article 0

Title:
How to add a New Article

0'E|E @,m||__sf'|_ i= ‘§E| B 7 U x* X2 A~ 12px ~ ApphyCssCl. - | = Q- | &

To create a new article click on Add Article icon in the blue bar and create or paste your text into this pop-up. Use this text editor
just as you would the editor in Text Widget.

Copying and Pasting from another website or from a word processor like Word can introduce styling to your content that may
distort or interfere with you other content. Itis a good idea to use the Format Stripper after pasting from a website or another
application or you can right-click in this editor and select Paste as Plain Text.

You can set a Creation date for your
article or the Communicator will set it with
today's date when you save the article.
Use the Calendar icon to the right to
select a date from the Calendar Selector

Permanent Link is
auto-generated when
you save the article
and cannot be edited.
Copy this link to give
your audience a direct
link to this article

You can elect to put an Expiration

on your article. On (and after) the

Expiration Date your article will Each article is automatically

not be displayed, The article added to the RSS feed for this
<> remains in the Communicator but instance. Uncheck to remove

is not displayed to the public. the article from the feed.
Permanent Link:

Created date: Expire On: / /

¥l Add this article to RSS feed.

Apply Cancel
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3.23

Edit and Manage Articles

Edit an Article

Click on the title of the article to edit that article. The article will open in the Text Editor,

change and edit your article as desired then click on 'Apply' to Save the article.

¢ You can modify all available fields, including: Title, Article body, Created date, Expire On
and Add this article to RSS feed.

¢ You also have the option to delete the article.

You article will appear in the same order of the original archived article unless you
change the Creation Date and apply.

Article Title ‘/
How to add a New Aricle

Top 3 5igns IT'S Tigig i edit this artide
ez TaskTitanium, the New Standard. ..
Quality Service - Mo Substitutel

Managing Articles in the Communicator

Permanent Links

A Permanent Link is created when you save an article. This is a direct link to the article and
cannot be edited. Use this link to share this particular article with your audience.

You may find a Permanent Link useful when distributing articles like individual Press
Releases.

Creation Date

Each article posted has a date-time value, which is called Creation Date. Normally, this is
set to the date when you publish the post for the first time. But you can change the
Creation Date date for any article, and you can do this either when you first post it or later
on.

The Creation Date is important because it controls the order that articles are shown in:
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e The post that appears first when a reader visits your articles is the one with the most-
recent Creation Date.

e If you have more than one article, then the next-most-recent article is on the screen
underneath the first one. And then the second-next-most-recent, etc.

You can modify the creation date by clicking on the calendar icon i to the right of the
'Created date' text and selecting your desired date from the calendar or simply enter a new
date in the date box. (The default date is set, at the time of the creation of the article.)
Changing the Creation Date will not change the Permanent Link.

It is sometimes useful to edit and recycle certain articles as part of a news feed. For
instance, there may be occasions when using your Communicator as a news feed when
there is just no news to publish. You could keep certain information articles on hand to
post to your feed that informs or reminds your audience of valuable information in
place of absent current news articles.

Expiration Date

You can modify the Expiration Date by clicking on the calendar icon [ to the right of the
'Expire On' text and selecting your desired date from the calendar or simply enter a new
date in the date box.

The primary use of article expiration is to expire time-sensitive content. If the article
contains information about an upcoming event or announcement, for example, and
the event or announcement has passed you no longer want the article to display.
Please note this does NOT delete the article it simple flags the article to not
display. You can edit the article to change or eliminate the expiration date.

Add this article to RSS feed.

By default the 'Add this article to RSS feed' is checked. Uncheck this box to remove this
article from inclusion in the RSS Feed for the article.

Unchecking this box does not delete the article but does remove it from the feed for this
instance of the Communicator.

You can read more about RSS feed in the help section on Widgets>RSS feed

P 1 1nk: . . .
ermanent Link: Each article creates a unique Permalink.

http:/insebsoftware. com/page/article/2] ———— Copy this link to provide a direct link to
this article.

Created date: Expire On:

9/9/2016 [i#] ¥ Add this ard Uncheck this box to remove
\ \ \ this article from the RSS

feed for this instance of the

Change the Creation date to Add an Expiration Date to Communicator.
change the order in which your article that will remove
this article appears. the article from display.
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Directory Module

—
1: Directory
-

Directory Module makes it easy to manage listings. Use it to create a simple address
book, maintain a staff or member directory, organize certain content such as
document, web page archives, or run a link directory. Create a connection with
audience by including personal images in your personnel directories.

NOTE: In some circumstances, for example, for organizations utilizing Personnel
Management software using Active Directory, a staff directory can be set up through LDAP
that will automatically update the staff directory. Setting up the LDAP interface is outside
the scope of basic web page building. For more details on setting up an LDAP connection
contact your ezTask representative.

To begin using the Directory Module click on the Modules tab at the bottom of the page
and then click and drag the Directory Module to the desired location.

BE Modules
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3.3.1  Settings & Options

There are two Options for the Directory Module : Upload, Properties,
Add a new record, Download an Excel file of your existing records.

View all record:

Mame
Alhart ok

Upload a data file in .csv format.
E:’ Modify your directory settings.
Add a new record

E Download an Excel file of your existing records.

ezTaskTitanium Documentation © 2017 ezTask.com, Inc.



3.3.2

Creating a Spreadsheet

To use the Directory Module, you must first input your data into a spreadsheet format using
a program such as Excel (any spreadsheet application will work). You can include
organizing categories such as departments, URLs, email addresses, phone numbers, dates,
etc. In the following example we will create a Directory with the fields:
Name, Department, Position, Email, Phone, Photo

A
Name
Albert, John
Wilson, Amy
Marco, Seth
Barber, Lee
Awsom, Marvin
Berry, Sue
White, Linda
Sammons, John
Avastar, Amy
Coliner, Linda
Booth, Lindsey

Wt~ | (b B e

b | (|
[TE S =]

B =
Department Position
Administration NetCat
Technology LAN Admin
Technology Support
Technology Specialist

Administration
Administration
Administration

Superintendent
Communications
Admin Assistant

Administration Accounting
Curriculum Math

Food Services Director
Curriculum English

Email

demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com
demo@eztask.com

Phone

281-239-
281-239-
281-239-
281-239-
281-239-
281-239-
281-239-
281-239-
281-239-
281-239-
281-239-

3227%56
3227x54
3227x%22
3227x19
3227x42
3227x12
3227

3227x18
3227x09
3227x%23
3227x%22

Photo
manl.jpg
womanl.jpg
manl0.jpg
man3.jpg
noPhotoMan.jpg
woman9.jpg
woman3i.jpg
man7.jpg
womans.jpg
womand.jpg
woman7.jpg

You should avoid inserting special characters in your spreadsheet including these:

# pound

% percent

& ampersand
{ left bracket
} right bracket
\ back slash

ezTaskTitanium Documentation

< left angle bracket
> right angle bracket
* asterisk

? question mark

/ forward slash

$ dollar sign + plus sign
I'exclamation point backtick

" single quotes | pipe

" double quotes = equal sign

- colon
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Importing Files

Importing a spreadsheet

Once you have prepared the data spreadsheet export the data to a comma delimited (.csv)

file.

Using Excel you would select File>Save As then select CSV from the drop-down Save as

type:

File name: I Database.csv

[

Save as type: |CSV (Comma delimited) (*.csv)

[

Excel Workbook {*.xlsx)

Authors: |Eyrel Macro-Enabled Workbook (*.lsm)

Excel Binary Workbook (%, xlsh)

Excel 97-2003 Workboak (*,xs)

XML Data (*.xml)

' Fnldersl Single Filz Web Page (* mht;* mhtml)
Web Page (*.htm;*.html)

Excel Template (*,xdtx)

Excel Macro-Enabled Template (*.xdtm)

Excel 97-2003 Template (.xlt)

Text (Tab delimited) (* tut)

Unicode Text (*. tt)

¥ML Spreadsheet 2003 (%, xml)

Microsoft Excel 5.0,/95 Workbook (*,xs

o

CSV {Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Madntosh) (*.txt)

Text (M5-DOS) (= tet)

CSV Marintnshl (*.05ul

e Click the Tmport Data File' icon in the blue bar.

e Either, click the "Click to Browse or Drop files here..." button, or drag the spreadsheet
file from your local computer onto the "Click to Browse or Drop files here..." button,

click 'Apply'.

& Import Data & Images

Click to Browse or Drop files here_

To upload a Data File or Images, {Ii{k:r\

the "Browse" button.

' Apply || Cancel
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The directory is now viewable in the page builder.
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3.3.4  Editing a Simple Directory

Editing a Simple Directory

You can edit/change single entries from the Titanium interface in Design mode.
Click on the first entry for the record you would like to edit and an Edit a Record pop-up
will appear. Change the record as desired and click on Apply to save the record.

View all records ¥

ministration B Edit a Record

@

Albert, John Record Options O
Awsom, Marvin
Berry, Sue Mame Albert, John

Department Administration

Pasition MetCat

Email gdoherty@eztask.com

Phone 2B1-239-3227x56

Photo manl.jpg

Add a Record to the Directory
Suppose we want to add 'John Smith' to our directory.

e Click on the 'Add a record' icon
e Fill in the Record Options with the information pertaining to the new record, click

‘Apply’
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Record Options ©

Mame Smith, John
Department IT

Paosition Senior Administrator
Ermnail jsmith@email.com
Phone 535-555-5555

URL

The new record will exist in the directory, which is viewable in the page builder.

View all records v GO || Clear + Add a Record
MName Department Position Email Phone URL
Albert, John  Administration  NetCat demo@eztask.com 281-239-3227x56 .f'page.f‘jonesteacher1-Home

Smith, John IT
Wilson, Amy Technology

Senior Administrator  jsmith@email.com 555-555-5555
LAN Admin demo@eztask.com  281-239-3227x54

Edit a Record in the Directory
Suppose we want to change 'John Smith' to 'Jonathan Smith'.
e Click on the first column of the row to be edited. (In this demo, it is the 'Name' column,
and we click on 'John Smith").
e Make desired changes to the Record Options, click 'Apply'.

Mame
Department
Position
Email
Phone

LURL

Record Options i ]
Smith, Jonathan
IT
Senior Administrator
jsmith@email.com

555-555-5555

The modified directory is viewable in the page builder.
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View all records

Mame Department
Albert, John Administration
Smith, Jonathan IT

Wilson, Amy Technaology

ezTaskTitanium Documentation

Position

NetCat

Senior Administrator
LAN Admin

Email
demo@eztask.com
jsmith@email.com
demo@eztask.com

GO || Clear

Fhone
281-239-3227x56

DOD-000-0000
281-239-3227x54

+ Add a Record

URL
/pagefjonesteacheri-Home
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33.5 AddaRecord

Adding a Record to a Directory

You can add a new record to an existing Directory using the Titanium interface in Design
mode.

Click on the Add a New Record icon in the blue bar an Edit a Record pop-up will
appear. Fill in the blank fields for this record and click Apply to save the record. Leaving a
blank field in the record may alter the appearance of the Directory.

E Add a Record

Record Options O

Mame
Department
Position
Email
Phone

Photo
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3.3.6 Delete a record

Deleting a Record to a Directory

You can edit/change single entries from the Titanium interface in Design mode.

Select the first field of the record you would like to delete and the Edit a Record pop-up
window will appear. At the bottom of the window click on Delete, you will then see the
Delete Database Record pop-up that specifies, "Do you want to permanently delete this
record?" Click OK

View all records

Administration

MName / /
Albert, John

Awsom, Marvin

Berry, Sue Apply | Cancel

Sammons. John Imclata]
E Delete Database Record x

Do you want to permanently delete this

— record?
o
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3.3.7  Configuring a Directory

Click on the Properties icon £ to access the fields and set options for how the Directory
will be displayed.

Setting sort fields for a Directory

You can set sort fields, source, displayed width of the field, number of records to display
per page, and a search bar option.

In the following example we set a Primary Sort Field to Department and Secondary Sort
Field to Name. Doing so our Directory's initial display is grouped by Department and
alphabetically sorted by name within each Department.

Column | Mame Sort /

1 Mame Secondary Sort Field / v
2 Department Primary Sort Field T

Resulting in this Display:

Administration == | The Directory records

ame are grouped by
Department and each

Albert, John record in that

Awsom. Marvin Department sorted
Alphabetically

Berry. Sue (ascending)

Sammons, John r

White, Linda

Curriculum
Mame

Avastar, Amy

Setting the display width of a field

The Directory defaults to an even spacing and width for each field. If you have field(s) that
require more or less width than others you can specify the width for one or all fields by
putting a percentage in the width field.

Example with no width values:
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. Width nlaw
m Widt fi." ay
A

Hide

L
Administration
¥ MName Position Fhone
Albert, John NetCat 281-239-3227x56
b Awsom, Marvin Superln:endent 2B1-239-322Tx42
Berry, Sue Communications 281-239-322Tx12
Sammons, John Accounting 281-239-322Tx18
White, Linda Admin Assistant 281-239-3227

Example setting one field value:

m Widt ’/ Display

v 50% Hide

v
Administration

v Name Position Fhone

v Albert, John NetCat 281-239-322Tx56
Awsom, Marvin Superintendent 281-239-322Tx42

= Berry, Sue Communications 281-239-322Tx12
Sammons, John Accounting 281-239-3227x18
White, Linda Admin Assistant 281-239-3227

Additional options for Directory display
At the bottom of the Directory Structure there are additional options that include
Pagination, Search Bar, and a brief record of the import/export history of the Directory

page.
Pagination: ‘/
0 Lines per page (0 = display all on one page)

Options: /

Do not show "Search Bar”

Open links in a new window

Import / Export History: /

Last Upload Date: 1/29/2016 8:47:56 AM
Last Export Date: 8/12/2016 %:56:34 AM

Apply || Cancel
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33.7.1

Secure Email

Secure email is used to link to an email address without revealing the email address to
your audience. A properly configured Directory will provide your audience with a pop-
up form to complete and submit as an email without exposing the recipients email
address.

How To Configure Secure Email

1. Click on the 'Directory Settings' icon £,

2.In the 'Email’ column, set the 'Get URL from' field to 'Secure Email' and 'Display’ to
Select 'Hide This Column'.

3 Position None ¥

Hane /" Hide This Column
4 Email MNone A Secure Emai v ( Ld I—'d;“ s Column

3.1In the 'Name' column, set 'Get URL from' to 'Column 4' (the location of the email
address in the previous step).

1 Mame Secondary Sort Field A Column 4 /" 50% Hide This Column

4. Click 'Apply' to apply settings.

Now, if you preview the page, you can click on a name in the 'Name' column, and it
will bring up a Secure Email form.
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(@ Send a Message...

To: Albert, John

Your First Name:

Your Last Name:

Your Email:

Subject:

Message (300 char. max):
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3.3.7.2 Adding Photos

Your Directory can include images for each record. As used in the following example a
Staff Directory has an individual image for each staff member. When the user
highlights (rollover) a record the image for that individual appears at the end of the

record.
Awsom, Marvin Superintendent 281-239-3227x4 .
Berry, Sue Communications 281-239-3227x1 ‘:‘\
Sammons, John Accounting 281-239-322Tx158% . ./
White, Linda Admin Assistant 281-239-3227

Prepare the Spreadsheet and images for import.

In this example we return to our previous spreadsheet. The spreadsheet contains a Column
for Photo. Each name in the Photo column must correspond and match the file name for
the image(s) to be uploaded. Export the Spreadsheet to a comma delimited file (.csv) as
previously discussed.

Prepare your images. You should have an image for every record that contains a file name

in the Photo Column. For the best results your images should all be the same size, 125

pixels by 125 pixels is a good size.
A B

C D E F
Name Department Position The comma delimited one Photo
Albert, John Administration MetCat datafile must contain a field |- 230 T22yaseh manl.jpg
Wilson, Amy Technology LAN Admin | for a photo name. The 1-239-3227x54 |womanl.jpg
Marco, Seth Technology Support photo name mustmatch  §.539.3377x22 |mani0.jpe

EXACTLY the name of

Barber, Lee Technology Specialist _ 1-239-3227x19 |man3.jpg
Awsom, Marvin Administration Superintenc :_Izzg:dyou upload for that 1-239-3227x42 |[noPhotoMan.jpg
Berry, Sue Administration Communica ) 1-239-3227x12 |womans.Jpg
White, Linda Administration Admin Assistant  demo@eztask.com 281-239-3227 woman3.jpg
Sammons, John Administration Accounting demo@eztask.com 281-239-3227x18 |[man?.jpg
Avastar, Amy Curriculum Math demo@eztask.com 281-239-3227x09 [womans.jpg
Coliner, Linda Food Services Director demo@eztask.com 281-239-3227x23 |Jwomand.jpg
Booth, Lindsey Curriculum English demo@eztask.com 281-239-3227x22 [woman7.jpg

Import the datafile (.csv) and images
e Click the Tmport Data File' icon
e Browse to select the .csv file to upload or drag the file to the Click to Browse or Drop
files here... button. , containing references to photo files.
e Next select the photos to upload that match the photo reference in the .csv file and
click 'Apply'.

Change the Directory Properties to include the photos.
e Click on the 'Directory Properties icon E]
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e In the column corresponding to your photos (in this example, it is named 'Photo’), set
'‘Get URL from' to the column corresponding to your photos.
e Then select 'Hide This Column' and click 'Apply'

= o T TS OOy

] Photo None v Phote / L Hide ais'::clu’nn
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3.4 Document Manager

[0 cument
Manager

The Document Manager is designed to easily manage large numbers of documents.
Documents uploaded are auto-hyperlinked, eliminating the need to create hyperlinks
to your documents. Drag-to-upload multiple documents at once and utilize archive
documents within folders and tabs. File-type icons are automatically populated
according to file extension, and users can add friendly names, create permalinks, and
even secure documents behind a password.

To Begin using the Document Manager click on Modules at the bottom of the page and
drag the Document Manager to the desired location.

o Modules
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3.4.1  Settings & Options

There are two Options for the Document Manager : Manage
Documents and Document Properties

k December

* [ November

PR e o, R [,

= Manage your uploaded documents: You can add folders and files to your
document manager, by right-clicking on an existing file or folder.

£*1 Document Properties: You have the option to Sort files and/or folders and to Open
all links in a new window.
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3.4.2  specifying Open or Download a file

Browsers often treat file link access through websites differently. Some browsers
require a loaded extension in the browser for the users to open a file as opposed to
downloading it. Others will attempt to always open a file.

Generally speaking, if you would like for your audience to attempt to automatically open a
document in their browser you should select the Document Properties option: Open links

in a new window

To set this option click on the E1 Document Properties icon and select 'Open links in a new
window' and 'Apply’

B Document Properties

Options 0

U Sort by folders
O Sort by files

B Open links in a new window

Apply || Cancel
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3.43 Document Sorting and Display

Folder and Document Sorting

Click on the Document Properties to set the Folders and/or Documents to sort when
viewed. Items are sorted alphabetically. If not sorted the files appear in the default view:
the order in which they are uploaded. You can manually change the order of documents by
clicking on the document icon and dragging it to the desired location in the list.

B Document Properties

Options 0

W Sort by folders
O Sort by files

U Open links in a new window

Apply || Cancel

NOTE: When folders and/or documents are set to sort, the sort is only applied to the
preview/publish view and not to the document manager as seen in the following example.
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o

v [ December
[ November
[ October
[ September
1 August
O July
L June
1 May
1 April
1 March
1 February
1 January

Design
Mode as
seen in the
Document
Manager

.1 April

- August Preview/FPublish
view of document

[ December | folders with Sort

£3 February | applied

1 January -
1 July

L June

[ March

[ May

[ November

[ Octaber

[ September

Manually changing the order of documents and folders
As stated you can manually move a document or folder by clicking and dragging the icon

to a new location.
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3.44  Uploading Documents

Uploading documents

If no documents exist in the document manager, you can click on the 'Upload Documents'
icon. Browse or drag file to the 'Click to Browse or Drop file here.." button to upload
documents.

Upload Documents

B Upload Documents ®

Click to Browse or Drop files here_

To upload documents, click on the "Browse™ button.

Apply || Cancel

Uploading documents to a Folder

Click on the Manage Documents F=licon. The Document Manager pop-up will appear
with a New folder you can use to organize your documents.

Click on New folder and complete the Folder Properties pop-up to rename the folder and
add an optional Friendly Name. In this example the New Folder is renamed 2016.
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E Folder Property

Folder Properties o

Folder Mame (Max characters 20):

2016

Friendly Mare (Max characters 200):
2816 - Friendly Mame

Apply || Cancel

Right click on a the folder in the 'Document Manager' pop-up window, and click on

'Upload Files'.
Docy
B 207<
1 Add afolder above
+ Add a folder below
=F Add a sub-folder
£ Folder properties
L] Upload files
M Delete this folder

Browse to upload files or drag files from your computer onto the 'Click to Browse or Drop
files here..." button.
Click 'Apply' to upload the files. Your files now reside in the designated folder.
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E Document Manager

[

4 [ 2016
) 2016_12_03 Agenda.docx
2016_12_03 Agenda.pdf
[€) 2016_12_03 Agenda.pptx
) 2016_12_03 Agenda.xlsx
[E] 2016_12_11 Notes.txt
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Folder Options

Click on the 'Manage Documents' icon =,

Add a Folder

Right click on a folder for options. The first three options allow you to add additional
folders by selecting 'Add a folder above’, 'Add a folder below', or 'Add a sub-folder'. In
this example we add a sub-folder named 2016 Subfolder.

B Document Manager

. Dc

i 4 [ 2017

| f Add a folder above o
© & Add afolder belm/ Folder Properties
I = Add a sub-folder

Folder Mame (Max cggffacters 20): | 4 [ 2016 - Friendly Mame
@‘- L5 Folder properties ’

2016 Subfolder =
™~ 1 Upload files 2016_12_03 Agenda.docx
! ®  Delste this folder Friendly Name [Max characters 204 2016_12_03 Agenda.pdf
@ ZULlb_ L2 11 Notes.txt @ 2016_12_03 Agenda.pptx

] 2016_12_03 Agendaglsx
£ 2016_12_11 Not?d
12016 Subfolder
Folder Properties
Right click on a folder for options and select Folder Properties. Here you can edit/change

the name of the folder and optionally, add a Friendly Name.
Folder Friendly Names are not displayed when you are IN the document Manager.

B Document Manager
E Folder Property
4 207 _

f Add a folder above

@ 4 Add a folder below
4] Add a sub-folder Folder Properties (1]

=)
@ £F Folder properties
Folder Mame (Max characters 20):
g th Upload files 5015
X Delete this folder
% 2016 12 11 Motes.txt Friendly Mame (Max characters 200):

2816 - Friendly Mame
£ 2016 Subfolder 4
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Upload files

Select Upload files. Browse to upload files or drag files from your computer onto the 'Click
to Browse or Drop files here..." button.

Click 'Apply' to upload the files. Your files now reside in the designated folder.

B Document Manager

F| EV- e

1' Add a folder above
B Upload Documents x
‘ Add a folder below
= Add a sub-folder
£ Folder propergj
i Upload files Click to Browse or Drop files here..
R Delete this folder
=] 201b_12_ 11 Notes.txt To upload documents, click on the "Browse™ button.

£ 2016 Subfolder

Apply = Cancel

Delete this folder
Select Delete this folder and a pop-up window will ask for confirmation. Click 'Apply" if
you are certain you want to delete that folder and it's contents.

B Document Manager
P 16 .
120 Bl Delete this folder? x
f Add a folder above

@ ‘ Add a folder below
B = Addasub-folder

@ % Folder proper‘ty 9 Are you sure you want to delete this

& th Upload files —  folder? All documents and sub-folders
M Delete this folder will also be deleted.

=] LULU_LS L1 TNULIES.LAL

£ 2016 Subfolder
0K Cancel
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3.4.6  Securing a File

You can secure individual files that are in the Document Manager by requiring a
Username and Password to access the Document.

Click on the 'manage documents' icon F=.

Right click on the file you wish to secure.

Click 'File properties'.

On the right-hand side, under 'File Security', type a username and password (NOTE: Please
use a more secure password than 'password123’).

Click 'Apply'

B Document Manager

4 02016

@] 2016 12 N3 Ananda dney File Security o
| ? Add a folder above
| . Username (Max ch rs 200;

4 Add afolder below sermams (s ers 20)
) . JohnSmith

< h Upload files /
@ . ﬁ, File properties Password [Case 5&*1%&): characters 20
password123

@. ¥ Delete this file

£ 2016 Subfolder

Click 'Save' to save your changes in the Document Manager window.

Now when you view the Document in the Document Manager and publicly the file will
display with a secure icon.
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4 (201 riendly Name
@] 2016_12_03 Agenda.docx
B\ 2016_12_03 Agenda.pdf
[€l] 2016_12_03 Agenda.pptx
) 2016_12_03 Agenda.xlsx
|=] 2016_12_11 Notes.txt
[ 2016 Subfolder

On the published webpage, when the user clicks on secured file, a window will open,
asking you for a username and password.
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3.4.7 Direct Links to a file

You can provide your audience with a direct link to a file by copying the Permanent
Link provided to that file under File Properties.

e Click on the 'Manage Documents' icon E=l,

e Right click on the file for which you would like the Download URL.

e Click 'File properties'.

¢ On the left-hand side, under 'Download Url', highlight the URL text by double-clicking
and copy.

This URL provides a direct link to the file, otherwise individual files in the Document
Manager are not accessible to the public. That is, someone who visits your site cannot
copy and forward a link to a particular file (if it is uploaded through the Document
Manager) unless you provide them with this Download URL.

The Download URL does not apply to secure files.

2 File Property

File Properties @ File Security O

File Name [Max characters 20): Username {Max characters 20

2016 12 03 Agenda.pdf

Friendly Mame [Max characters 200): Password [Case sensative Max characters 20

Download Url
:[Insebsoftware.com/fpacs

Go to http://nseSsoftware.com/page/file/2455/0/ ...
Print... Ciri+F

Apply || Cancel

Inspect Chrl+Shift+1
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3.5 Form Builder

=l Form
=4 EBuilder

Create and customize paperless forms, polls, and surveys, plus choose to allow file
uploads with submission. Receive results in real-time via email or download everything
at once in spreadsheet format.
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3.5.1  Settings & Options

There are two Options for the Form Objects Module : Form Poperties
and Form Reports

EJ Modify your form properties.
EH create and generate reports
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3.5.1.1 Setting up form requirements

Set the form requirements for sending

There are several options and or requirements in setting up an email form.

All emails contain a 'from’, 'subject’, and 'to’ field. These must be filled in during the setup
of your form in order for the form to work.

From - 'Sender’
Enter a Sender email address in the (sender) field. This field is required.
This can be you, the creator's address, or a generic address setup for this purpose like,

info@yourdomain.com

This field should be a valid email address.

Subject - 'Email Subject’

Enter the overall subject of your form. Utilizing this field can be very useful in managing
the responses to your form. If you have multiple forms in your project and each is labeled
descriptively in the Subject field you can direct your email client to automatically file the
responses in set folders.

To - 'Email results to'
Enter the email address to whom the form response should be sent. You can have multiple

addresses separating each by a comma.

The SPAM Protection field is Optional but highly recommended.
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mailto:info@yourdomain.com

B Form Properties

Email & Security 0

Your email address (sender):
youremail@domain.com
Email Subject:

Subject of email

Email results to (separate by a comma):

recipient@domain.com

/S LS/

SPAM Protection: (Optional)

¥| rdd SPAM protection {Captcha Bot)

Apply || Cancel

Confirmation Options

Show a pop-up window as confirmation, link to another page, or send the user to a

download file.

Create a pop-up window with a Message
Enter a Message for the user to see in response to a form submission.

ezTaskTitanium Documentation
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Confirmation Options o

Confirmation message:
Thank you for participating in our survey!

Thank You!

Thank you for participating in our survey!

This is what the
user sees after
submitting your
form.

Link to a webpage in your project
Select the webpage from within the project to send the user to.

Link to a webpage in your project:
Standard

Administration

Link to a file or an external URL

Enter a document for the user to see in response to a form submission.

Link to a file, or enter a URL: ]
RewardForEnteringQurSurvey.PDF

¥ open link in a new window
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3.5.2 Create a Form

Form Objects

A form is built using form objects. There are eight form objects, located on the Titanium
editor tab at the bottom of the page.

To add a form object to the page, drag it from the editor tab to the form area in the web
page builder. The form area is outlined with a blue dashed line.
The form objects you drag to include in the form must be inside that line.

Submit

:E # The Form

; Objects must
: ¥oUT Name be inside the
x blue dashed
I line.

]

= @

1 .

¢ Email:

1

1

1

1

= @

1

|

1

|

1

I

Dropdown

A Dropdown s list representing a set of choices, only one of which can be selected at
any time. The advantage of a drop-down menu, compared to radio buttons or check
boxes, is that it takes up less space.

Click the 'Edit Form Object' icon [ Fill in the options accordingly. If this is to be a
mandatory field on the form, click 'Make this required field’, and click 'Apply'.
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E Dropdown Property ®

Settings i ] Content @

i - i 1) 1 i i
Heading (appears above object): Dropdown options (seperate by a comma):

Dropdown Heading Selection one, Selection two, Selection
- e three, Selection four

Description {optional):

This is an optional description of the
Dropdown selection.

£ P
¥ Make this required field.
Dropdown Heading
Appl}f Cancel This is an optional description of the Dropdown selection.
Selection one v
How the Selection one
Dropdown Selection two
appears on the / Selection three
page. Selection four

Radio Buttons
A Radio Button is a labeled icon representing one of a set of options, only one of
which can be selected at any time.

Click the 'Edit Form Object' icon [ Fill in the options accordingly. If this is to be a
mandatory field on the form, click 'Make this required field’, and click 'Apply".

B Radio Button Property

settings @ )

3 < . -

>ettings Content
Heading (appears above object): Radio buttons options [seperate by a comma):

Radio Button Heading Select one, Select two, Select three

Description {optional):

This is an optional description.

Radio Button Heading
This is an opticnal description.
® Select one

Select two

Select three

1] prak
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Checkboxes

A checkbox is a small box into which a check is entered as the response to a question.
Checkboxes can have multiple selections.

Click the 'Edit Form Object' icon [ Fill in the options accordingly. If this is to be a
mandatory field on the form, click 'Make this required field’, and click 'Apply".

E Check Box Property ®

Settings i ] Content @

'nnl'- -3 ity H i 3
Heading (appears abave object): Checkbox options [seperate by a comma):

Ch | A —
Checkbox Heading Checkbox one, Checkbox two, Checkbox
- e three, Checkbox four
Description {optional):

This is an optional description. ]
Checkbox Heading

5 This is an optional description.
|#| Checkbox one
¥ pake this| [ Checkbox two
|| Checkbox three
|| Checkbox four

Comments

The Comments Object give the visitor the opportunity to enter more than just a few
characters of text.

Click the 'Edit Form Object' icon [ Fill in the options accordingly. If this is to be a
mandatory field on the form, click 'Make this required field’, and click 'Apply".

B Comments Property ®

Settings 0

Heading (appears above ohject):

Content 0

] Make this required field.
Comments Heading

Description {optional): Comments Heading

This is an optional description. This is an optional description.
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Email Field
The Email Object is text input that checks for proper email formatting.
Click the 'Edit Form Object' icon [ Fill in the options accordingly. If email confirmation is

required, (meaning that the user will enter the email address twice) click 'Required email

confirmation." If this is to be a mandatory field on the form, click 'Make this required field',
and click 'Apply'.

& Email Property x

Settings o Contert @

Heading (appears above ohbject): Confirm Heading [appears above object):
Email: Confirm Email:

Description {optional):
l ? - 1# Required email confimation.

This is an optional description @ Make this required field

Email:

This is an optional description

Confirm Email:

Text Field
The Text Filed Object is the most commonly used form object and is for one-line text
input.

Click the 'Edit Form Object' icon [ Fill in the options accordingly. If this is to be a
mandatory field on the form, click 'Make this required field’, and click 'Apply".

E Text Box Property ®

Settings o Content @

Heading (appears above object): ® Make this required field
Textbox Heading

Description (optional):

This is an optional description.

4 Textbox Heading

This is an optional description.

Divider
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A divider button is used to separate fields on the form. Any fields after the divider
button will not display on the page until the divider button is clicked. Conversely, any
fields before the divider button will not display once the divider button is clicked.

Click the 'Edit Form Object' icon £ Fill in the options accordingly, and click '‘Apply’

E Divider Property

The user must
complete all

_ required fields
Settings O tD[g:Dntinue to
the remaining
form when
Click here to see the remaining form crossing a

divider

Click here to see the remaining form
Submit

The Submit Object is used at the end of the form for submission.

Button Text:

Description (optional):

This is an optional description

Click the "Edit Form Object' icon [ Fill in the options accordingly, and click 'Apply’

& Submit Button Property

Settings ®;

Button Text:
Submit Button Text

Description {optional):

This is an optional de:cri:uti-::un.|

Submit Button Text

This is an opticnal description.
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Form Reports

Whether or not the submissions of the form are being emailed to someone, you can
click on the Reports button and download a data file of the submission for that report.

Click on the Form Reports icon in the top blue bar.

Fom Reports]
Radio Button Heading

This is an optional description.

The Form Report pop-up will appear and you can select the format of report to download
or delete all the data from the form submissions.

Report Type O

Select a report type:

Download an Excel File v |
Download an Excel File

Download a Comma Text File (.csv)
FPermenently Delete Form Data?

You can also specify a date range to report on by selecting the Date Range option at the
top left of the Form Report window.

E Form Report

Date Range O

Select a date range (optional):

"o August, 2016 L

S M T W T F 5

2 3 4 5 6
[ 9 10 11 12 13
34 14 15 16 17 18 19 20

23 24 25 28 27

i
[N O ]

|
[an] ==

I

3 2 ]
g 3|Tuesday, August 16, 2!316[

| oh (¥ )
r-a
[s=] o
fa
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3.6 Mega Menu

CEE

Mega menus are designed for large sites with numerous web pages. It is a drop down

interface that is triggered by the user hovering over a main navigation tag and shows
all options in one main, mega-panel and oftentimes groups related topics into
categories. (MegaMenus are an optional feature of Titanium)

To begin click and drag the MegaMenu module to the desired area. Note that your
MegaMenu may only be styled to function in certain areas of the webpage.

o Modules

Document =1, Form
- Hanager E!/ Builder

Tips for planning a Mega Menu

¢ Group like items together based on where you think users may look for them.
Does a link to your training courses live in the Services category or the Support
category? Think about your users’ view of the world — or better yet, survey them — to
understand how your audience would look for training, before deciding where it
goes.

e Avoid overdoing the mega-menu by grouping too many things together. If it
requires substantial time for a user to read through the options, you've lost all
benefit of a mega-menu. Simple is always better.

e Be succinct in how you label items, but add short descriptions if needed. Avoid
internal terms that new prospects won't understand, so as not to confuse your
audience.

e Don't “kitchen sink” it — just because something can go in the mega-menu doesn't
mean it should. If it's ancillary to the category, it shouldn't be there. So for example,
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a "featured case study” promotion should not be in the Support mega-menu. It will

be regarded by your task-oriented web visitor as an annoying distraction.
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Modules

3.6.1  Settings & Options

There is one option for the Mega Menu Module : Edit this Menu

W

Edit this menu

Menu

Expect the following options to appear in the “"Edit dialog”.

e Edit menu items: by default the first menu item is labeled “Menu”. Right click on a
menu item to add a menu item “above” , "below”, “submenuitem”, “edit”, or
"delete” this menu item. To reorder menu items, click and drag item to the desired

location.

e Additional options include: Enter “Menu text” and “alt/title” tags. Linkitem to a
web page and link to a file (not working at this time). Manually enter a URL and
choose option to “open the link in a new window/tab”

e Also choose “Column” (1-5) for the parent item.
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3.6.2  Using the Mega Menu Editor

The Mega Menu Editor displays the menu in a structured multi-level arrangement of
entry items. This allows you to fold and unfold categories of links making your menu
easier to manage.

How the Editor corresponds to the displayed Mega Menu.

NOTE: Width of the MegaMenu.

The Mega Menu (like other Titanium Modules and Widgets) is designed to fill it's container.
Additionally, the drop-down of the Mega Menu will fill the width of the container. The only
exception to this is if you select the upper level submenu to be a Single Column.

Mega Menu example build

In this illustration there are four initial entries that will display as the main navigation tabs
of our menu. The multi-column drop-downs will be sub-menus of each/any of these initial
items.

E Edit Mega Menu

i
-
i+
3
L
| Il

Item 1 Item 2 Item 3 Item 4

Here we have added 4 Categories to Item 2 of our navigation.
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SRR ERLCLE e Editor will tell you what

column of the drop-down you
have assigned to your
submenu

- Category 1 - Column: 1
Category 2 - Column: 2

Category 3 - Column: 3

Each Category displaying in
it's assigned column. You can
have up to § columns in
your drop-down.

Item 1 Item 2 Item 3 Item 4
Category 1 Category 2 Category 3 Category 4

Now we add submenus that belong to specific categories. In this example numbered
submenus under Category 1 and Category 2.

E Edit Mega Menu

- Item 1
! You can continue to nest submenus
= I_‘em - being mindful that too much nesting
- Category 1 - Column: 1 maybe overwhelming to your
. Submenul audienc_e and could present is;ues
when displayed on mobile devices.
Submenu2

=} Category 2 - Column: 2

- submenul Item 1 Item 2 Item 3 Item 4
- Submenu2
Submenu3
- Category 3 - Column: 3 Category 1 Category 2 Category 3 Category 4
- Category 4 - Column: 4
.. Ttem 3 Submenul Submenul
Ttem 4 Submenu2 Submenu2
Submenu3
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3.6.3  Add Edit Delete Mega Menu Items

Add a Mega Menu Item

Click on the 'Edit this Menu' icon E=4
A new Mega Menu will begin with one entry called Menu, as seen here.

& Edit Mega Menu

Right click on Menu and you will see the standard options for Adding or Editing a menu.
You can add a new menu item above, below, or as submenu. Any of these selections will
invoke the Add New Mega Menu Item window. Complete the form selecting a link for that
menu item and click 'Apply' to save.

B Edit Mega Menu

1 Add an item above
¥+ Add an item below
=# Add a submenu item
ﬁ Edit Menu Item

E Add New Mega Menu Item x

Menu [tem 0 Link Options 0

Menu text: Standard -
My first menu entry

Administration -

Link to file or erter a URL: _-
http/s

ALT tag (optional):

Edit a Mega Menu Item
Right click on the item you would like to edit and select Edit Menu Item. Complete the Edit
Mega Menu Item form and click 'Apply' to save the menu item.
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B Edit Mega Menu

- Home

ﬂ 1 1‘ Add an item above
= P ¥+ Add an item below
: =} Add a submenu item
£ Edit Menu Item
: ®  Delete Menu Item

L Falandar - Sindla Column

Delete Mega Menu Item
Right click on the item you would like to delete. Select Delete Menu Item and OK the
delete confirmation.
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3.6.4 Add Edit Delete Mega Menu Submenu Items

Add a Submenu Item

Click on the 'Edit this Menu' icon E=H

e Right click on a menu to add a submenu under
e Select 'Add a submenu item".

e Fill in the forms with the desired information.

e Click 'Apply' to save your changes.

E Edit Mega Menu

o Item 1
1. Jrama D
P T Add an item above

4 2dd an item below

| =» Add a submenu item

L8 Edit
® Dels Menu ltem @ Link Options @
Menu text:
Gl Standard -
Category 1
ALT tag (optional): Administration -
LI 1ag (OpTl alj).
Select a page... -
Position: =
Column 1 . Link to file or enter a URL:
hittp://
Column 2
Column 3 O Open link in a new window
Column 4
Column 5
Single Celumn Select the Column for the submenu

Edit a Submenu Item

Click on the 'Edit this Menu' icon E=4
Right click on the item you would like to edit and select Edit Menu Item. Complete the Edit
Mega Menu Item form and click 'Apply' to save the menu item.
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2 Edit Mega Menu

! f.,] |

—J Ttem 2

-_J, I::ataﬂnr'..' 1 - f_ﬂ|||mn' 1
f Add an item above

‘ Add an item below
I =» Add asubmenu item/
ﬂ' Edit Menu Item

® Delete Menu Item
----- Category & - CoOlumm &

Delete Menu Item
Right click on the item you would like to delete. Select Delete Menu Item and OK the
delete confirmation.
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Create horizontal, vertical, panel bar, drop down style menus for your
website navigation. Use drag and drop feature to reorder menu items.

3.7.1  Settings & Options

There are two options for the Menu Module : Edit this Menu and
Menu Properties

|

o [ Edit menu items: by default the first menu item is labeled “Menu”. Right click
on a menu item to add a menu item "above” , "below”, “submenu item”, “edit”, or
“delete” this menu item. To reorder menu items, right click and drag item to the
desired location. Enter “Menu text” and “alt/title” tags. Link item to a webpage or
link to a file. Manually enter a URL and choose option to “open the link in a new

window/tab”

. E] Menu Properties: Choose a menu type: Horizontal, Vertical, Panel bar, or
Dropdown lists. For the Panel bar type of menu there is an additional option to
allow all panels to expand. If this is not selected only one panel bar option will
expand at a time. (By default this option is checked). All menu types have
"animation settings for "expand delay” and “collapse delay”.
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3.7.2

Select Menu Type and Animation

The Menu Module provides four different ways to display your

menu navigation:
Horizontal, Vertical, Panel Bar, and Dropdown List

Select the Menu Type
e Click on the 'Menu Properties' icon £
e Click on the down arrow under Menu Type and Select the type of menu you would like
to use.

E Menu Properties

You can set the animation
on the menu. This sets
the speed the dropdown

Menu Type o or flyouts are revealed. Animation o
\ S \ Expand Delay
arizontal - 4
Horizontal ! I - e
Vertica Collapse Delay
Panel Bar I
| Cols 1 ] ms
I Dropdown List I 0

Menu Type Examples

Horizontal Menu - Typically used as the main navigation menu across the top of a website

HORIZONTALMENUITEM] HORIZONTALMENUITEMZ HORIZONTALMENUITEM4

Vertical Menu - Often used as quicklink navigation in a website sidebar.
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VerticalMenulteml

VerticalMenultem?

Vertical Menultem?3

Vertical Menultem4 >

. imr =

SsubMenu?

Panel Bar Menu - Similar to quicklinks and used in sidebar navigation, the Panel Bar
submenu items fold and unfold by user interaction.

PanelBarMenu PanelBarMenu

Sublteml

Subltem2

Dropdown List - Can be used within the main content of a website and provide the user
with a dropdown selection.

Make a Selection v

Make a Selection

Dropdown2
Dropdown3
Dropdown4
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3.7.3

Add Edit Delete Menu Items

The Menu Editor displays the menu in a structured multi-level arrangement of entry
items. This allows you to fold and unfold categories of links making your menu easier
to manage.

Add a Menu Item
Click on the 'Edit this Menu' icon E=H
A new Menu will begin with one entry called Menu, as seen here.

B Edit Menu

Right click on Menu and you will see the standard options for Adding or Editing a menu.
You can add new menu item above, below, or as submenu. Any of these selections will
invoke the Add New Menu Item window. Complete the form selecting a link for that menu
item and click 'Apply’ to save.

El Edit Menu

- M
4+ Add anitem above
4 Add an item below
* Add a subhmeann item

LWL = Add New Menu Item x

Menu ltem @ Link Options @
Menu text: Select 2 page... -
My first menu E"try|
ALT tag (optional): Link to file or enter a URL: I
httpe/f
O Open link in a new window

Edit a Menu Item
Right click on item you would like to edit and select Edit Menu Item. Complete the Edit
Menu Item form and click 'Apply’ to save the menu item.
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B Edit Menu

1 Add an item above
¥+ Add an item below
= Add a submenu item
ﬂ' Edit Menu Item

® Delete Menu Item

Delete Menu Item
Right click on item you would like to delete. Select Delete Menu Item and OK the delete
confirmation.
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3.74 Add Edit Delete Menu Submenu Items

Add a Submenu Item

Click on the 'Edit this Menu' icon E=1

e Right click on a menu to add a submenu under
e Select 'Add a submenu item'.

e Fill in the forms with the desired information.

e Click 'Apply' to apply your changes.

El Edit Menu

Menu
- HorizontalMenultem1 #

- HorizontalMenultem2 #

A_a

j Horizor="* A=mTam
4 Add an item above

L. Sub
+ Add an item below /
e Sub

=} Add a submenu item

& Sub
_____ Sub| ¢ B Edit Menu Item ®
------ Submenu
Menu ltem @ Link Options @

Menu ted: / sample.layout -

Submenul

ALT tag (optional): Link to file or enter a URL: I

httpe/f
O Open link in a new window

Edit a Submenu Item
Click on the 'Edit this Menu' icon =

Right click on item you would like to edit and select Edit Menu Item. Complete the Edit
Mega Menu Item form and click 'Apply' to save the menu item.
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Bl Edit Menu

hen

- HorizontalMenultem1 #
----- HorizontalMenultem?2 #
j HorizontalMenultem4 #

- Subn - o ’
1‘ Add an item above

4+ Add an item below
=+ Add a submenu item
""" Subn ﬂ' Edit Menu Item

""" Subn 3¢ Delete Menu Item

----- Subn ar

Delete Menu Item
Right click on item you would like to delete. Select Delete Menu Item and OK the delete
confirmation.
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3.8 Site Map

[ o SiteMap ]

Create a dynamic Sitemap based on one or more “Shared Menu” items.
The Sitemap Module is an automated site map builder that runs from the links you
build in your website menus.

To begin click on the SiteMap module at the bottom of the page and drag to the

desired location.
BE Modules

News ~— g [) 012N
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3.8.1  Settings & Options

There is one option for the Sitemap Module : Site Map Properties

|

Sources
Select which menu(s) you'd like to extract links from to populate the site map. You can
selectively choose menu(s) or select all menus.

B Site Map Properties

Sources 0

Check/Uncheck &

main.menu

schoolMenu

dropdown

Options

Set the number of columns to display, the number of sections per column, and alphabetize
the section, and click 'Apply'.

This often requires a little trial and error to create an effective display.

ezTaskTitanium Documentation © 2017 ezTask.com, Inc.



Options ®; /

Mumber of columns to display: (1 *

/

Mumber of section per column:

Alphabetize by section:

Tips
e For long site maps, it is recommended to split them into multiple columns.
¢ Alphabetizing by section improves readability and navigability.
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3.8.2  (Creating a Site Map

e Click on 'Site Map Settings'
e Select the Sources, whose links will be used to populate the site map (menus and
quicklinks are frequent sources of site navigation links).

Check/Uncheck &
main.menu
schoolMenu
Business
dropdown
Master.Menu
doMenuBackground
GeorgeMenu

SingleQuicklinks

3.If you would like to set the number of columns, the number of sections per column, or
alphabetize by section, set those options, and 'Apply'.

Options 1]

Mumber of columns to display:| 1 ¥

Mumber of section per column:

Alphabetize by section: v

The site map will now be viewable in the page editor.
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Getting Started
* Media
* Comminicator Module
* Image Widget
* Image Galleries
« Media Player
* R55 Feed Widget
* Mavigation Modules
* Menu Module
* Mega Menus Module
* TabStrip Widget
« Utility Widgets & Modules
* Calendar/5cheduler
* Code Object Module
* Document Manager
* Text Editor
* Smart Farms Module
« Staff Directory
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Widgets

4 Widgets

Widgets provide the means to insert commonly used types of information,
and display it in a meaningful way.
Currently Titanium offers six widgets.
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Widgets

4.1 Code Object

[CJ Code ]
Object

The code object is designed to accommodate code generated by: Facebook Feed,
Twitter Feed, embedding video IFrames from Vimeo, YouTube, School Tube etc. or any
widget on the Internet that offers embedded code objects.

NOTE: Paste only “well-formed” code into the Code Object Widget, and the object
will render on the webpage when previewing and in the published page.

Add a Code Object Widget.
Click on the Code Object Widget and drag it to the desired location.

(W e,

You will see the widget with an Insert Code label in the location. Click on on the Inset Code
and Paste your code into the widget and click Apply to save the widget.
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Insert Code 0

e, | Paste your well-formed
code here

Apply || Cancel
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4.1.1  Example Code Objects

Here are some example code objects:

e Embedded YouTube video
<iframe width="100%" height="230" src="https://www.youtube.com/em

e Embedded Facebook feed
<div id="fb-root"></div>
<script>(function(d, s, id) {
var js, fjs = d.getElementsByTagName (s) [0];
if (d.getElementById(id)) return;
js = d.createElement(s); Jjs.id = id;
js.src = "//connect.facebook.net/en US/sdk.js#xfbml=1&version=v
fjs.parentNode.insertBefore(js, fjs);
} (document, 'script', 'facebook-jssdk'));</script>
<div class="fb-like-box" data-href="https://www.facebook.com/Face
data-colorscheme="1ight" data-show-faces="false" data-header="tru
data-stream="true" data-show-border="true" width="410px" height="

e Embedded Twitter feed

<a class="twitter-timeline" href="https://twitter.com/ezTask" hei
width="428px" data-widget-id="560834435323424769">Tweets by @ezTa
<script>!function(d, s, id) {var Js,fjs=d.getElementsByTagName (s)
[0],p=/"http:/.test(d.location)?'http': 'https';if(!d.getElementBy
{js=d.createElement (s);]Jjs.id=id;Jjs.src=p+"://platform.twitter.com
fjs.parentNode.insertBefore(js, fjs);}} (document, "script","twitter

e Example Twitter feed in code object:

Insert Code 0

<a class="twitter-timelina" href="https://twitter.com/ezTask"
height="300px"

width="428px" data-widget-id="360834435323424769" > Tweets by
@ezTask</ax

<script>function{d,s,id){var |5 fjs=d.getElementsByTagMNamez(s)
[0].p=/"http:/ test(d.location) T hitp" httpsif{!d.getElementById{id))
{is=d.createElement(s);js.id=id;js.sre=p+"//platform.twitter.com fwidgets
)5

fjs.parentMode.insertBefore(js, fjs):}}{document,"script”, "twitter-w)s");
</script> P
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Add an image to a page that can link to documents, images, and web pages. The
image is auto sized based on the container width. Images can be used for button

navigation as well. Using this widget to place an image will improve “Responsive
design”.

Add an Image Widget.
Click on the Image Widget and drag it to the desired location.
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4.2.1  Settings & Options

Initially there is one option : Upload images

i [

Upload images

Once you have loaded image there are four options : Upload images,
Edit this image, Image Properties, and Delete this image

Upload: Upload one image, either by dragging and dropping, or by browsing your

local filesystem. To replace existing image, upload another image.

H Image editor: Resize, color, crop, and/or rotate the image.

EJ Image Properties: Add Alt/Title tags, Link to a file, link to a URL, Open link in a new

window, and or create a rollover.

ﬂ Delete Image: Delete the existing image.
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4.2.2 Example: Editing an Image

Upload image for personnel profile.
In this example we are uploading a small image to use next to a personnel bio. Our
objective is to have a small image and descriptive text for each individual.

Upload an image
e Click on the 'Upload Images' icon.
e Click on 'Click to Browse or Drop files here...
e Select the desired image file, either by dragging and dropping, or by browsing your
local filesystem.
e Click 'Apply’

E Upload Image x

Click to Browse ar Drop files here..

To upload an image, click on the "Browse” button.

Apply || Cancel

The image is now viewable in the page editor. Unfortunately, the resolution of our image
doesn't go well with the default column width.

NOTE: Remember that the default behavior of the Image Widget is to fill the width
of it's container.

Let's change it!
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Image Settings

e Click on the Tmage Properties' icon E]
e Select 'Use original image size' and click 'Apply'
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& Image Properties
Select 'Use original image size'

only if your image is less than

_ o 300 pixels wide. Images less than

Options 300 pixels will display well on

mobile devices but images larger
Align Center ~ | will likely not display correctly on

\ mobile devices.

B Use original image size

-

Alt Tag & Title: (256 characters max.)

The image is now its default size. This image is a little dull. Let's spice things up by editing the
image!

1

Editing an Image
e Click on the 'Edit this Image' icon &)
e The image will open in an editor.

H & % 54 &£ 5 A 3 B B m T 13 &

e Click on the 'Hue/Saturation' icon .
e Select from functions at the top of the editor when you are satisfied with the edits click

‘Apply’
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4.2.3  Example: Linking an Image

We have an image. We want the image to link to a website: https.//www.eztaskcom

")

e Click on the Tmage Properties' icon EJ

e Paste or type the link in the 'Link to file or enter a URL' field.

e If you would like there to be a rollover, select 'Create Rollover'. This "zooms" the image
when it is hovered over. Now click '‘Apply’

E Image Properties ®

Options 0 Link @

Align Center - Standard -
Administration -

M Use original image size
Select a page... -

Alt Tag & Title: {256 characters max.)
Link to file or enter a URL: [

http:/fwww.eztask.co "nl
O Open link in a new Window

B Create Rollover

Apply || Cancel

Now, when you preview the page, you can click on the image and it will take you to the
ezTask website.
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Widgets

4.3 Image Gallery

Ima
[E Galleglgr ]

Upload multiple images to your Image Gallery widget. Browse to select your images or
drag and drop images to your upload window. Select a Gallery style.

Add an Image Gallery.
Click on the Image Gallery Widget and drag it to the desired location.

Image
Gallery
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43.1  Settings & Options

Initially there is one option : Upload images

Highlight and drag images to the gray bar then release to upload or click on the gray bar
to browse and select images. Click Apply to finish the upload.

Upload Images

B Upload Images »®

Click to Browse or Drop files here_

Drag images here to
upload or click in the
gray bar to browse

and select, then click

Apply | (Cancel Apply

Once you have loaded images there is an additional option for
Image Gallery Settings.

The Settings for the Image Gallery offer options to change the look and feel of your

slideshow.
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Configuring the Settings for the Image Gallery.

Style - “Select a style” offers you 3 options:
1) Slideshow - A standard slideshow

2) Slideshow with Thumbnails - A standard slideshow that displays a thumbnail preview
of the images in the slideshow below the slideshow that allows the user to click and

navigate to a particular image.

3) Slideshow with Navigation - A Standard slideshow that displays a pager (circular dots)

below the slideshow that allows the user to click and navigate to a particular image.
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Style & Size 0 Animation 0

Select a style... - Select animation... -
Slideshow Slide Duration
Slideshow with Thumbnails ' | b0 seC
Shdeshow with Navigation
Height O Auto start slides show
{ — b 400 px O Enable random order
Apply | Cancel

Image Size - “Select image size” offers you 2 options

1) Use stretch and fill — Takes each image, ensures that it fills the width and height of
the slideshow and then centers the image. The default height for Stretch and Fill is

400 pixels. The height is adjustable.

2) Use actual size — Allows you to display each image at it’s original width without any
scaling or stretching. The default height for Actual Size is 0. To keep your images at

their original size always use 0 for the height.

Note: The best practice for an effective Image Gallery is to edit images to the same size, a size that
maximizes the Image Gallery area. However, editing each image is often time consuming and for
some challenging. For these reasons, Titanium has the option Stretch and Fill that will fill the
Image Gallery area without editing the size of the image.
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B Gallery Settings x

Style & Size 0 Animation 0

Select a style... - Select animation.., -

Select image size.. - Slide Duration
Select image size...
Use stretch and fill
Use actual size

O Auto start slides show

4 e— b AQ0 px O Enable random order

Apply || Cancel

Animation - The Animation section offers the ability to configure slideshow behavior.

o Animation - “Select animation...” options configure how images transition in and out. Set
images to Fade In/Out (default), Slide in Horizontal, Slide in Vertical. The Animation Type

is used for all images in the Image Gallery.

o Slide Duration - “Slide Duration” determines how long each slide is displayed before it

transitions to the next slide.

o Auto Start - The “Auto start slideshow” button determines whether the slideshow runs by

itself or if the user has to click the navigation arrows to see each slide.

o Random Order - The “Enable random order” button will show your slides in a random

order.
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B Gallery Settings x

Style & Size 0 Animation 0
Select a style.. - Select animation.., -

Select image size... - Fade In/Out
1 | Slide in Horizontal SEC
Slide in Vertica
/ O Auto start slides show

Height

4 —l PA00 px O Enable random order

Apply || Cancel

4.3.2  Image Settings and Options

Overview
In addition to Settings for the overall Image Gallery you can also change the settings for each

image. Images loaded into the Image Gallery are displayed as a thumbnail preview allowing
you to see all of your images in your gallery with their relative orientation and size. The
thumbnail preview provides a simplified view and access to settings and properties for each

image.

Place your cursor on the image and options for that image appear. The hover screen provides

the:
1. Name of the image
2. The size of the image.
3. Image Settings

4. Image Edit
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5. Delete the image.

applesjpg
640px by 480px

< 2R S

Place your cursor over the
Image to see the Name of
the image, pixel
dimensions of the image,
and icons to access Image
Settings, Image Edit, and
Delete the Image.

Image Reordering - Drag and Drop

To change the order of the images in your image gallery, click and hold the image to drag and

drop it into a new position.

Image Settings
Click on Image Settings to access the Alt Tag, Caption, and/or Description for the image.
You can also assign a link to the image.
e Alt Tag
Note: The term "ALT tag" is a common shorthand term used to refer to the ALT attribute
within in an IMG tag. Any time you use an image, be sure to include an ALT tag or ALT
text. Doing so will provide a clear text alternative of the image for screen reader users.
Properly formed Alt Tags are required on all images in order for your website
to be ADA Compliant.
¢ Caption Title
Enter a Caption for your image and it will appear in a bold font when the image is
displayed.
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e Caption Description
The Caption Description will appear along side the Caption Title but in a regular
weight font.

e Link
Click on the blue folder to browse and select a webpage image link or enter the URL.
You also have the option to have the link "Open in a new Window"

E Image Settings x

Captions & Tags i ] Link @

applesjpg
640px by 480px

Alt Tag: (256 characters max.) Link to file or enter a URL: _-

Basket of Apples / http://thebestapples.com

“ O Open link in a new Window

Caption Title: (100 characters max.)
/ Beautiful Bounty

Caption Description: {100 characters max.)
Qur Apples are picked fresh from the
Orchard.

Apply || Cancel

Using a Shift-Enter at the end of the
Caption Title will put the Caption

B Description on the line below the
Caption Title

Beautiful Bounty
Our apples are picked fresh from the Orchard

- A - - inid A% - d»

Beautiful Bounty Our apples are picked fresh from the Orchard
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Edit Image

Click on the Edit Image icon to open the image editor.

applesjpg
640px by 480px

< TR |

The Image Editor comes with several options for manipulating your image. You can rotate
the image, flip the image vertically or horizontally, change the color style of the image to
grayscale or sepia, crop, or scale the image. The two most useful options being crop and
scale.

Crop an image
B Edit Image

H & ¢ % 20 &£ 5 A &5 B B & 3

Py

Once edited as 3 \
desired click to D - = Crop v
save the image. U 3 / '

Width: 452 | px

Height: 289 | px

Apply | Cancel
adt I

You can specify the crop
area by sizing the Crop

M Area Bounding Box (in the
8 red dashed line) or by
changing the values in the
Crop dialog. Click on

4 Apply to save your
changes.

Resize an image
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B Edit Image

H & ¢ % 20 &£ 52 A B B B B &3

Once sized as LM -
! ) . B Resize X
desired click to R, - "
save the image. W .

\ Preset Sizes: | CustomWxH ¥

Width: 549 E N
Height: 412 p:-c/

Percent: %

Apply | Cancel

Resize the image by
changing the size of the
Image Bounding Box (in the
red dashed line) or by
changing the values or
percentage in the Resize
dialog

4.3.3  Example - Stretch and Fill or Use Actual Size

Stretch and Fill

Selecting "Stretch and Fill" will take each image and fill the width and height of the slideshow
on display.

In this example we use an image with a vertical orientation. You see the entire image in the
Design Mode thumbnail, but the image in Preview (and Published) Display is cropped and filled
to the width of the slideshow, the height of the image is centered vertically.

This image has a vertical
orientation. When using
Stretch and Fill the image
is stretched to fit the width
of the Slideshow and

vertically centered in the
image.
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Note: Stretch and Fill is the default behavior for the Image Gallery.

Use Actual Size
Selecting "Use Actual Size " displays the image as it is originally uploaded relative to the width
of the slide show

When using Actual Size
the image is displayed as
itis originally uploaded. In
this example with a vertical
arientation

Note: If the original image is too large it is scaled to fit within the Image Gallery area.
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43.4 Example: Gallery Styles

Slideshow Gallery Style displays your images sequentially (unless otherwise selected),
using the animation you selected (the default animation is Fade In/Out) , for the
duration you selected (the default duration is 3 seconds).

Slideshow

Beautiful Bounty
Our apples are picked fresh from the Orchard

Slideshow with Thumbnails
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Beautiful Bounty
Our apples are picked fresh from the Orchard

Beautiful Bounty
Our apples are picked fresh from the Orchard
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4.4 Media Player
|

i

Upload a video or link to an existing video. You can also link to YouTube or playlists.

Add a Media Player.
Click on the Media Player Widget and drag it to the desired location on the page editor.
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44.1  Settings & Options

There are three options : Upload images, Select Aspect Ratio, and
Properties

i
=
e

Upload: Upload HTML5 compliant video formats - mp4, webm, or ogv.

Set aspect ratio: Select 4:3, 3:2, or 16:9 (HD). This will set the frame size for your
video. You can also manually set the frame size in the Media Player Settings.

3 Properties: Choose a style — Media Player, or Media Player with playlist. Or link to
an external video.
Choose “"Media Player” to view an uploaded video or link to an external video,

Example: http://youtu.be/GglEnnSGwIAD™ .
Choose “Media Player with playlist” and enter a link to a YouTube playlist.

Example: PL2HUHS50kl73JFq_QDyqVgq9GCZ0DdI9L00H .

Also choose to 'Auto start media player'.

Note: Linking to an external video or play list will supersede your uploaded video.
Remove the link and the local uploaded video will play.
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44.2 Importing a Video and Resizing the Media Player

Importing a Video

Upload a Video
e Click on the 'Upload a Video' icon ﬁﬂ, or, if no video has been uploaded in the widget,
click the icon in center of the Media Player editor.
e Either drag and drop your video file onto the 'Click to Browse or Drop files here...
button, or click the button to browse to your video file, click 'Apply'

B Upload a Video ®x

Click to Browse or Drop files here._..

To upload a video, click the "Browse" button.

Link to a Video
e Click the 'Settings' icon 2]
e In 'MediaPlayer Settings' paste your YouTube link in the 'Link to external video' form,
and click '‘Apply’

Link to external video:
https://youtu.be/03IUOMy_iFw

Resizing the Media Player
Changing the Aspect Ratio
e Click the 'Set aspect ratio' icon and select the desired Aspect Ratio.
For default, HD YouTube videos, the default ratio is 16:9 (for default non HD YouTube
videos, the ratio is 4:3). (Since our demo video is an HD YouTube video, we select 16:9).

=
4:3

3:2
16:9

Manually Specifying the Width and Height Parameters
1. Click the 'Media Player Properties' icon 3¢
2. Set the Width and Height parameters to your desired targets, and click '‘Apply’
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B MediaPlayer Properties

Style & Size @

Media Player -
Width
{ —— b 500 px
Height
<1 b 400 px
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Text Editor
|

A
Text Editor

Cut and paste text from Word or Notepad or simply type in the desired content. Format

the content by applying a CSS class from the dropdown. Add a table, create a
hyperlink, add an image and more.

Add a Text Editor
Click on the Text Editor Widget and drag it to the desired location.

Here is the Text Editor in a webpage.

NOTE: There is no blue bar at the top of the widget.

Always Save your Changes, the changes you make in the Text Editor are NOT
automatically saved.

At the bottom of the Text Editor are the 'Design’ 7" and HTML' *? icons.

Use 'Design’ 7" to use the standard functions of the Text Editor.

Use HTML' *? to edit the content of the Text Editor directly as HTML (for advanced
users).

litor =—

g
( Save Changes... | Text Ec
alar sit amet, sed turpis vel, dictum justo mauris magna,

dolar tempus eu cursus eleifend elit. Fusce ullamcarper ligula
scelerisque, etturpis. Sem pharetra arcu, eget suspendisse penatibus
vel hymenaeos, vehicula purus. Quis amet risus sit et et eget, ornare
ipsum elit nisl, conubia nullam tristique elit at mauris sit, tristique eu.
Interdum eu eget convallis interdum ultrices amet, ultrices sed duis ad
praesent sem, donec posuere vitae laoreet, diam tempaor velit, lacus
libera. Duis eu morbi massa, dolor fusce quis, facilisi vivamus
suspendisse risus et ac, eraturna diar‘n.l
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4.5.1

Settings & Options

NOTE: You must save changes to the Text Editor before the changes will take
effect. The “"Save Changes” button will appear on the widget bar when the
content of the text editor is modified. (Making changes in “"HTML" view will not
invoke the “Save Changes” button )

q. Save Changes...

dolor sit amet, sed
¢ dolortempus eu cursus eleifend
. scelerisque, etturpis. Sem phare
¢ vel hymenaeos, vehicula purus.

HNCERTE TN EE S B DR PO | T

Options - these options appear at the top of the page under the blue page Options
e - C-Vm B QHE M EEEEEE S

B 5 U ahe x* %2 A~ 12px - Moma » ApplySscl. - | e = Q- | B- B & H

Toolbar: The toolbar rides at the top of the page being edited when you click inside
the Text Editor widget.

File = |
Save
\ﬂ Save file drop down menu. This can be used to save changes to the Text Editor
widget.
)

" Undo. Clicking this icon will revert changes. You can click the arrow to see a list of
changes.

CH

" Redo. Clicking this icon will redo a previously undone change. You can click the
arrow to see a list of possible changes.

akbs
v Spellchecker. Clicking this icon activates Spell checking mode in the Text Editor.

= Print. Clicking this icon prints the text from the Text Editor.

# rind and Replace. Allows you to search, and replace, the text in the Text Editor.

ad Image Manager. Opens the file manager, where you can select uploaded images to
display in the Text Editor. Or, you can upload new images from your local file
system.
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I
& Document Manager. Opens the file manager, where you can select uploaded
documents to display in the Text Editor. Or, you can upload new documents from

your local file system.

~ . : , : . .
= Image Map Editor. Select sub-regions of an image to link to various websites (e.g. a
world map, in which each continent links to the Wikipedia article for that continent).

N - . . . .
= Format Stripper. Remove various formatting. Clicking on the arrow expands the

menu.

& Strip All Formatting
Strip Css Formatting
Strip Font Elements

Strip Span Elements

%Y % R

Strip Word Formatting

Align Left. Align the content in the text editor to the left.

Align Center. Align the content in the text editor to the center.

Align Right. Align the content in the text editor to the right.

Justify. Justify the content in the text editor.
== Indent. Indent the selected line(s).
= Outdent. Outdent the selected line(s).

= Bullet List. Add bullets to the selected line(s).

1—

= Numbered list. Make a numbered list of the selected line(s).

B Bold. Click to type in bold text. Click again to disengage. Highlight text in the Text

Editor and then click to bold the selected text.

7 Htalic. Click to type in italicized text. Click again to disengage. Highlight text in the
Text Editor and then click to italicize the selected text.
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U underline. Click to type in underlined text. Click again to disengage. Highlight text
in the Text Editor and then click to underline the selected text.

ahe Strikethrough. Click to strike through your text. Click again to disengage. Highlight
text in the Text Editor and then click to strike through the selected text.

x* Superscript. Click to type in superscript. Click again to disengage. Highlight text in
the Text Editor and then click to convert the selected text to superscript.

Subscript. Click to type in subscript. Click again to disengage. Highlight text in the
Text Editor and then click to convert the selected text to subscript.

A~ . T . .
Foreground Color. Click to select a text color. Highlight text in the Text Editor and
select a text color to apply to the highlighted text.

"™ 7 Font Size. Click the arrow to select the font size, in pixels.

Morma

" Paragraph Style. Click the arrow to select the paragraph style.

\ PR
Arnle 8 |
Apply C55 Cla. - |

Apply CSS Class. Click the arrow to select the CSS class.

-

* New Paragraph. Create a new paragraph.

Horizontal Rule. Add a horizontal line to the page.

]

" Insert Symbol. Click to insert a symbol.

E

“Insert Table. Click open the Table Wizard, and configure the design and properties
of the table.

B Show/Hide Border. Click to toggle border.

& Hyperlink Manager. Add a hyperlink. Select text, an image, etc. and then click the
icon to add a hyperlink to the text, image, etc.

&

Remove Link. Highlight a link and click this icon to remove the link.
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4.5.2

Example: Adding Text, an Image and a Hyperlink

Adding Text

Click inside the Text Editor, and start typing. When you are finished typing click 'Save
Changes' at the top left of the Text Editor.

ditor =—

Save Changes... Text

Lorem ipsum dolor sit amet, sed turpis vel, dictum justo mauris maagna,
dolor tempus eu cursus eleifend elit. Fusce ullamcarper ligula
scelerisque, etturpis. Sem pharetra arcu, eget suspendisse penatibus
vel hymenaeos, vehicula purus. Quis amet risus sit et et eget, ornare
ipsum elit nisl, conubia nullam tristique elit at mauris sit, tristique eu.
Interdum eu eget convallis interdum ultrices amet, ultrices sed duis ad
praesent sem, donec posuere vitae laoreet, diam tempaor velit, lacus
libero. Duis eu morbi massa, dolor fusce quis, facilisi vivamus
suspendisse risus et ac, erat urna diam.

<

Styling the Text

Text entered into the Text Editor is automatically styled to the body font of your site.
You can can set the style by highlighting the text you wish to style.

Click the 'Apply CSS Class' and select a style from the dropdown and Save Changes
(In this example, we will edit the 'Apply CSS Class', and select 'Heading 2')

Save Changes... _

Here isourTme, " Apply CSSCL. - | T = Q - | E
Lorem ipsum dolor sit amet, sed tul EArass
magna, dolor tempus eu cursus ele

ullamcorper ligula scelerisque, et tu Headlng1 -

eget suspendisse penatibus vel hyr Heading}l /
Quis amet risus sit et et eget, ornar H_
= {:Heading2|

rallonn brindinn ol ad oo oo nik e
I hyperlink I
textred
textgray

Your new formatting is displayed in the Text Editor widget.
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~ Hereis ourTitle
. Lorem ipsum dolor sit amet, se
magna, dolor tempus eu cursu

Adding an Image

Click the Tmage Manager' icon & Select the image either from the existing uploads, or

. , . Eﬂi Upload .
click the 'Upload' icon to browse your local file system.
Once you have selected your image, a preview of it will be displayed in the Image
Manager.
=1 IMAGE MANAGER
- » @ CH x = =F Upload Ep Image Editor B[ & 3 2
fupload/page/0144 Chrysanthemum,jpg
‘ — — —
m docs - - .
W images docs images widgets

W widgets
W common
Chrysanthe
mum.jpg

properties

Page 1/1: Tterns 1-4/4 Insert Cancel

e You can edit your image before Inserting it.

e When you are ready to add your image to the page, click the 'Insert’ button at the
bottom right of the Image Manager.

e The image is now viewable in the Text Editor.

Adding a hyperlink

¢ Highlight some content in the Text Editor (e.g. some text, or an image).
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Here is our Title

Larem ipsum dolor sit amet, sed turp
magna, dolor tempus eu cursus eleifi
ullamcorper ligula scelerisque, et turg
eget suspendisse penatibus vel hyme
Quis amet risus m ornare
nullam tristique elit at mauris sit, tristi
convallis interdum ultrices amet, ultric

e Click on the Hyperlink Manager' icon 8_5
e Add a url, or email address. You can also edit the Link Text.
e Click 'OK".

The selected content is now a functioning link.

= HYPERLINK MANAGER x

hyperlink anchor e-mail

http:/www.eztask.com @Iﬂ E
URL

Link Text  Lorem ipsum dolor sit amet,

ID )
Target  Mone A4
Existing Anchor  Mone v
Tooltip
C55 Class  Apply Class -
QK Cancel
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453  Example: Adding a Table

Quick Insert

Click the 'Insert Table' icon
On the grid, select the number of rows and columns.

F  Table Wizard

Re-size the table by dragging one of the white squares on the perimeter of the table.

O B e
oo — ——— .

R B 0

e You can type in a cell, add an image, or use other toolbar options.
‘Mame Email Telephone

John john@eztask.com 555-555-5555x21

‘Roy  roy@eztask.com  1555-555-5555x23

e Right-click on a cell to bring up table options.
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Insert Row Above

Inzert Row Below

Celete Row

Insert Column to the Left

Insert Column to the

light
Delete Column

Merge Cells Honzontally
Merge Cells Vertically

t Cell Horizontally

(¥4
=]

plit Cell Vertically

(%]

Delete Cell

Cell Properties

EH
B
H
cil
EH
]
53]
it
g
Bl
B

Table Properties

l;"

e Click the Show/Hide Border icon “ 1o toggle the table border.

Mame Email Telephone

John  john@eztask.com  555-555-5555x21
Mary  mary@eztask.com 555-555-5555x22

Foy royeztask.com A55-555-5R55x23

Using the Table Wizard

e Click the 'Insert Table'icon i v.
e Click the Table icon to the left of the 'Table Wizard' text.

-2 S

B  Table Wizard
e Configure your table in the table wizard.
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1 TABLE WIZARD X

table design table properties cell properties accessibility
Columns Rows

Columns : P = Column Span: >

Rows : > =
Row Span : e

Ok Cancel
e Add three rows, one column and two column spans to the top row.
table design table properties cell properties accessibility
Columns Rows
Columns: o = Column Span : =
Rows : o =
Row Span :
oK Cancel
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e In the 'table properties' tab select the 'telerik-reTable-1' CSS Class Layout.

table design table properties cell properties accessibility

1 1 'S
Dimensions C55 Class Layout

Height: o pinels % | telerik-reTable-1 v |

) o o Mo C55 Class Layout
. pixels, %
Width = telerik-reTable-1

telerik-reTable-2 Last Row
Lvout telerik-reTable-3 Last Column
S telerik-reTable-4
Cell Spacing: - telerik-reTable-5
Cell Padding: : Preview :
) % Jan Feb Mar Total
Alignment: East 7 7 5 10
West 6 4 7 17
Background
= gf,ouln - South g 7 9 24
e Total 21 18 21 60
Style Builder: &4
C55 Class:  Apply Class -
Back Image: ™
Id:
oK Cancel
e Select 'OK".
e Fill in your table accordingly.
Demo Contact Information
MName Email Telephone
John john@eztask.com 555-555-5555x21
Mary mary@eztask.com 555-555-5555x22
Roy roy@eztask.com 555-555-5555%23
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4.6 RSS Feed

[ % RSS Feed ]

RSS (Really Simple Syndication) uses a family of standard web feed formats to publish
frequently updated information: blog entries, news headlines, audio, video. Enter a URL
of any RSS feed to generate a feed list. The RSS feed widget will generate thumbnails
for each item in the feed that contains an image.

4.6.1  Settings & Options

There is one option : RSS Properties

= Res Feed —

Enter a link to an RSS Feed:

httpe/s Apply

Property Options

RSS feed URL: Enter a fully qualified URL to access a feed. This will include internal
feeds (like our Communications module or Calendar) or external feeds.

Example: http://feeds.feedburner.com/makeuseof-"*

Articles to display: Choose the number of articles to display in your feed.

Characters in the title: Choose the number of characters to display in the title. 200 by
default is standard setting.
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Characters in description: Choose the number of characters to display in the

description. 200 by default is standard setting.

Choose sort descending: Choose the order to display your articles. This is using the
date the article was published. This option unchecked will sort ascending, oldest
item first.

Thumbnail size: Choose the "width and height” the thumbnails will appear. Default is
50px x 50px.

Turn thumbnails off: Use this option to ignore thumbnail images.

Type of feed display: Standard RSS Listing, Calendar Text Listing, or Calendar Object
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4.6.2  standard RSS Listing

Create a Standard RSS Listing

Highlight and Copy the RSS feed from the Communicator instance you would like to
source.

B Communicator Properties

RSS Feed @

R55 Feed Name:

Mews and Information

Description (Max characters 2000

RS5 URL: (auto-generated):

hitpy//nseSsoftware.com/page/rss/1015

Return to the page where you have place the RSS Feed widget
e Click the 'RSS feed properties' icon E]
e Paste the link to your feed in the 'Enter RSS Feed URL' form

e Select the Standard RSS Listing options (the default) and configure your options, click
‘Apply

The RSS feed is now viewable in the Page Editor.
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B RSS Properties x

RSS Feed @ Options o

Entar IS a » /
ErterAss Feed URL / Standard RSS Listing v

http://nseSsoftware.com/page/rss/1015

Thumbnail width

Number of Articles to display (e b S0 px
1« = P 5
Thumbnail height
MNumber of characters in Title o e— bS50 px
1 e—— boo200
MNumber of characters in Description O Turn thumbnails of
1 — P200

B Sort Descending

O Open links in a new window
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4.6.3  Calendar Text Listing

Create a Calendar Text Listing

Highlight and Copy the RSS feed from the Calendar instance you would like to source.

E Calendar Properties

Dynamic iCal 0

iCal Link (copy only - cannot be modified):
httpy//nseSsoftware.com/page/calendar/2238/0

RSS Feed Url:

ttpy/fnseSsoftware.com/page/calrss/2238/0/ca

Return to the page where you have place the RSS Feed widget

e Click the 'RSS feed properties' icon EJ
e Paste the link to your feed in the 'Enter RSS Feed URL' form

e Select the Calendar Text Listing option and configure your options, click '‘Apply’
NOTE: if you are using an aggregated calendar, which pulls events from multiple
RSS feeds, click the 'Show aggregated events’ box to display events from all

aggregated calendars.
RSS Feed @ QOptions (i ]

Fnftar RS ol "
Erter Ass Feed URL / Calendar Text Listing /r
/0

http://nseSsoftware.com/page/calrss/223
/ Mumber of items to display
- 1 b5
B Show aggregated events l

O Open links in a new window

The Calendar RSS feed is now viewable in the Page Editor.
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4.6.4 cCalendar Object

Create a Calendar Object
The Calendar Object is a small index calendar. The dates with events are highlighted
on the calendar. The user clicks on a date and is taken to information for that day.

Highlight and Copy the RSS feed from the Calendar instance you would like to source.

E Calendar Properties

Dynamic iCal 0

iCal Link (copy only - cannot be modified):

httpy//mseSsoftware.com/page/calendar/2238/0

RSS Feed Url:

ttpy/fnseSsoftware.com/page/calrss/2238/0/ca

Return to the page where you have place the RSS Feed widget

e Click the 'RSS feed properties' icon EJ
e Paste the link to your feed in the 'Enter RSS Feed URL' form

e Select the 'Calendar Object' option and configure your options, click 'Apply’
NOTE: if you are using an aggregated calendar, which pulls events from multiple
RSS feeds, click the 'Show aggregated events’ box to display events from all
aggregated calendars.
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E RSS Properties x

RSS Feed @ Options o

Eriar DC o .
FrierfSS Feed URL Calendar Object /’

http://nseSsoftware.com/page/calrss/2238/0/c

B Show aggregated E'—.—'E”t/

O Open links in a new window

The Calendar Object feed is now viewable in the Page Editor.

= August, 2016 =»
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