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1. Basic Information 
 

 
 
Demo URL: http://www.fiswebservices.com  
Username / Password: Email webdevelopers@fidelityifs-email.com to request. 
 
 



2. Anatomy of a Page 
 

 
 
 
 
 



3. Logging In 
 

1. In the address bar of your browser, add ?ctl=login to the address and hit Enter. This will take you to 
the login screen. 

 

 
 
 

2. Fill in User Name and Password, click “Login” Button 
 

 



4. Initial Page after Login 
 

 
 
Highlighted areas illustrate what is editable on this page. 
 



5. Editing Text within an HTML/Text Module 
 

 
 

1. Click the triangle beneath the title to display options for this particular module.  
2. Click “Edit Text” to display the text editor. 

 



 
 
Refresh Editor – Resets any changes you’ve just made 
Update – Saves your changes 
Cancel – Does not save your changes, returns you to the original page 
Preview – Allows you to see your changes before you save them. 
 
 



5a. Adding a Link  
 

 
 

1. Highlight the words you’d like to be hyperlinked 
2. Click the Link Icon. 

- A new window will pop up, titled Link. 
 

     



3. Click the Browse Server button. 
    - Another new window will pop up, titled Link Gallery. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Select the Link Type 
 
5. Click “Use selected link.” 
    - The Link Gallery window will close, returning you to the Link window which has 
       now been updated. 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Click “OK” 



5b. Adding an Image 
 

 
1. Click in the editor window where you’d like your image to show up. 
2. Click the Image Icon. 
    - A new window will pop up, titled Image Properties. 

 



3. Click the Browse Server button. 
    - Another new window will pop up, titled Image Gallery. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Select an image already on the server 
or 
5. Click “Browse” and then “Upload New File” to upload an image from your computer. 
   - The Image Gallery window will close, returning you to the Image Properties window  
    which has now been updated.  



6. Changing a Module Title 
 
Option One – If Inline Editing is Enabled 
 

1. Mouse Over the title, a Pencil Icon will appear 

 
 

2. Click the Pencil Icon, title will become outlined in red and 2 icons will appear – a diskette, for 
“Save”, and a red stop sign, for “Cancel” 

 
 

3. Make your changes, then click the Save icon. 
 
 
Option Two – If Inline Editing is NOT Enabled 
 

1. Click the triangle beneath the title to display options for this particular module.  
2. Click Settings 
3. Change the Title 
4. Click Update at the bottom of the page. 

 



7. Admin Menu – Important Features 
 

 
 
 



7a. Site Settings 
(Allows you to modify the basic settings for the entire website) 
 

 
 

Click the Question Mark Icon for more information on any field/section.  



7b. Pages 
(Allows you to modify the order of the Navigation Buttons, etc) 
 

 



7c. User Accounts 
(Allows you to add users, change passwords, etc) 
 

 
 
To add or delete users, click the Triangle icon beneath “User Accounts” 
 

 
 



7c. User Accounts – Add New User 
 

 
 

- All fields must be filled in. 
- Checking “Notify”  will send the user an email notifying him of his new account 
- Checking “Random Password” will create a random password and email it to the user. 

 
 
 



7c. User Accounts – Edit User 
 

 
 

- “Force Password Change” will make the user change his password the next time he logs in. 
This is useful when you’ve created his account with a Random Password, because he will 
want to update it to something easier to remember! 

- Click “Manage Roles for this User” to give this user Administrator access. 
 



7c. User Accounts – Give User Administrator Access 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
-Only Administrators have access to update your website. 
 

1. Select “Administrators” in the Security Role dropdown box. 
2. Click “Update User Role”  

 
-Clicking “Send Notification”  will email the user to inform him he’s been given Administrator access. 



7d. File Manager 
(Allows you to upload, download, move, copy, or delete files & folders) 
 

 
 



7d. File Manager – Upload a File 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click “Browse” to find the file you want to upload 
2. Click “Upload File” 

 



7d. File Manager – Delete a File 
 

 
 
Check a file and click the “Delete Files” button or just click the red X next to the file you want to delete. 



7e. Recycle Bin 
(Allows you to restore pages or modules that have been deleted) 
 

 
 
 



7f. Event Viewer 
(Allows you to see which user(s) modified which section(s) of which page(s).) 
 

 
 
 



8a. Pages – Adding a New Page 
 

 
 

1. In the Control Panel at the top of the page, click ‘Add’ 
2. Fill out the new page settings. 

 



 



8b. Pages – Copying an Existing Page 
 

 
 

1. In the Control Panel at the top of the page you would like to copy, click ‘Copy’ 
2. Fill out the copied page settings. 

 
 
 
 
 
 



 
 
 



9a. Modules – Module Types 
 

Basic Modules 
 
Account Login - Allows users to login to the portal. 
 
Announcements - This module renders a list of announcements. Each announcement includes title, text and 
a "read more" link. 
 
Banners - Banner advertising is managed through the Vendors module in the Admin tab. You can select the 
number of banners to display as well as the banner type 
 
BTB Random Image - Displays a random image. 
 
DigFlash - Allows you to easily add a Flash .swf file to your website. 
 
Dynamic Forms - Create custom and dynamic forms for your Portal. 
 
FAQs - FAQs allow you to manage a list of Frequently Asked Questions and their corresponding Answers. 
 
Google Analytics – Allows you to add Google Analytics to your website. Gain rich insights into your 
website traffic with Advanced Segmentation, Custom Reporting, Motion Charts and more. 
 
HouseIndex - HouseIndex can display a text-based sitemap of your site, optionally listing all tabs with their 
descriptions, keywords and modules. 
 
IFrame - The HTML iframe creates an inline frame that contains another document, which can be located 
on your or any other site. 
 
Links - This module renders a list of hyperlinks. Links includes an edit page, which allows authorized users 
to edit the Links data stored in the SQL database. 
 
OnyakTech.Oseta - A ticker, a slide show, a portfolio management tool with images, links, easy editing, 
unlimited frames. 
 
Search Input - The Search Input module provides the ability to submit a search to a given search results 
module. 
 
Search Results - The Search Results module provides the ability to display search results.  
 
Text/HTML  - This module renders a block of HTML or Text content. The Html/Text module allows 
Authorized Users to edit the content either inline or in a separate administration page. The content is stored 
in the database. 
  
User Account - Allows users to register and manage their account. 
 



Premium Modules 
 
Blog - Blog Module 
 
BTB Yahoo Weather - Generates a weather report for given location(s) with data from Yahoo! 
 
Documents - This module renders a list of documents, including links to browse or download the document. 
Documents includes an edit page, which allows authorized users to edit the information about the 
Documents (for example, a friendly title) stored in the SQL database. 
 
Events - This module renders single and recurring events and includes Master and Sub Calendars with 
Event Rollup, TimeZone Adjustment, Event Enrollment, and Event Notification. 
 
Feedback - Feedback allows visitors to send messages to the Administrator of the portal. 
 
Feed Explorer - Allows users to browse RSS feeds using a tabbed user interface 
 
Forum - The core forum module. 
 
Google Adsense - Allows you to serve Google Adsense ads in your site 
 
HouseMenu – Alternate (or additional) form of navigation. An easy-to-use CSS-based menu with many 
built-in options. 
 
Media - This module renders Media files. The module looks at the file extension and create the correct tag 
block to render the media in the browser. 
 
News Feeds (RSS) - News Feed allows you to consume syndicated news feeds in Rich Site Summary (RSS) 
format. 
 
Reports - This module displays a report based on the results of a SQL Query. The display is controlled by 
selecting one of many Visualizers to display the data, ranging from a Grid to an HTML Template and even 
more! 
 
Repository - A file/object repository module that includes skinning and community features like comments 
and user ratings. 
 
Repository Dashboard - A Dashboard companion module for the Repository Module. Lists categories and 
top n lists such as most downloaded, latest files, etc.  
 
Stock Quotes - Allows users to access and display stock quotes and other public stock information. 
Updated every 20 minutes. 
 
User Defined Table - User Defined Table module allows editors to create a custom data table for managing 
tabular information with individually defined fields (columns). Users can be allowed (by security roles) to 
add, edit or delete own or all users data. Besides default grid rendering, data display can be optionally 
formatted using XSL stylesheets. 



9b. Modules – Adding a New Module 
 

 
 
 
1. In the top (white) control panel, select the radio button next to Add New Module 
2. Module: Select the module you want to copy.  
3. Title: Module’s Title or Header, if needed 
4. Visibility: Same as Page (typical) 
5. Pane: Select where you want it to go 
6. Insert: Module can be added above or below existing modules 
7. Align: Module can be aligned Left, Right, or Center 
8. Click Add 
 
 
 
 
 

9c. Modules – Adding an Existing Module 
 

 
1. In the top (white) control panel, select the radio button next to Add Existing Module 
2. Page: Select the page to copy the module from. 
3. Module: Select the module you want to copy.  
4. Visibility: Same as Page (typical) 
5. Pane: Select where you want it to go 
6. Insert: Module can be added above or below existing modules 
7. Align: Module can be aligned Left, Right, or Center 
8. Click Add 
 
 
 
 



 

9d. Modules – Moving a Module 
(Modules can be moved between Panes on a page.) 
 
 

 
 
 
1. Click the triangle beneath the title to display options for this particular module.  
2. Select Move, and then select to which Pane you would like it moved. 



9e. Module Settings 
(Allows you to modify the general settings for one particular module on a page) 
 



 



Appendix A: Working with Tables  
 

1. Adding a Table 
 

 
 
1. Click the table icon 
 - Table will be added wherever your cursor is located in the editor window. 
 



2. Properties Window 
 

 
 

·  Rows are horizontal. 
·  Columns are vertical. 
·  Width can be set in pixels or percentages (for example, 100 percent) 
·  Cell spacing increases distance between the cells. 
·  Cell padding increases white space inside the cells 
·  Alignment may be Left, Center, or Right



3. Table Created  
 
 

 
 
 
This is the table that’s created by using the default properties shown in #2.



4. Settings 
 

 
 

1. In the Editor window, right-click in a cell to access Cell Properties. 
2. Right-click anywhere in the table to access Table Properties (Same window as in #2 will appear). 

 
 


