M MAGNA

Magna.com CMS User Guide

Sitefinity




Magna.com CMS User Guide

1 Table of Contents

2 Logging into the Sitefinity CIMIS .....cc..eeiiiieee e e et e e e e e 2
3 LCT=y ] T3 - =T PPt 3
4 Managing images and dOCUMENTS........iiiiiiiieieiiiee e eriee e ertree e e e e e e e st e e s s sabee e e e sabeeesesareeas 4
4.1  Add anew image liorary....... e e 5
4.2 Edit an existing image gallery / Irary ...ttt e et 7
4.3 Image galleries in Other [aNGUAGES......c.uui it 8
5 VI ANAEING PABES e eeeiiiiuuuititeeeeeeeiitttteeeeeessrbtreeeeesssssstbaateeeesssasssrataeeeesssasssreaaeeessessasssraaeesssnnas 9
5.1 CrEatE @ NEW PABE.uuuiiiieeeeeiiiiiitete et e e e sttt e e e e s e s asttretteeeesssasasabeaaeeeesssasssraeaeeeessssnssseaaeees 9
5.2 Adding CONTENT L0 @ PAGE ..uviiiiieiiieeietiee ettt ettt e te e e tee e e e tee e e e ebae e e e abee e e eeabeeesennres 12
5.3  Adding abanner t0 @ Page ....ccocciiii ittt e et e s 13
5.4  Adding animage gallery t0 @ Page ...cccceeiieiieei ittt 14
6 Creating 1anguUAage VariatioNS ....ciiccuiiei ittt e e e e e s sbae e e e nanaeee s 16
6.1  Creating pages in Other [aNBUAZES .......ccoocuiie i et e 16
6.2 Editing pages in OTher [aNGUAEES ......cccvviie ittt st e e e e ateeeeeans 17
6.3 Edit AN EXIStING PABE covvee ittt e e stee e st e e bt e e s te e ste e e sreeeebeeenraeeens 18
7 0] o] [ 1T aY <4 I o - 1= PSPPI 19

HIGH ROAD

COMMUNICATIONS



Magna.com CMS User Guide

2 Logging into the Sitefinity CMS

To edit the live website, start by logging into Sitefinity at sitefinity.magna.com/sitefinity. Use the
username and password provided to you to log in. For training purposes, a separate training site
is available at beta.magna.com/sitefinity. Changes made to this site will not appear on the live
website. Please note: special access must be granted to access the beta site. Please contact
magnasupport@highroad.com.

Login to manage the site

Username

|

o Enter your username

Password

Remember me on this computer

@ Login |

Help: Forgot your password? Help

While all browsers are supported by Sitefinity, all CMS platforms have difficulty keeping up with
changing browser technology and you may encounter small bugs. We recommend using Google
Chrome for Sitefinity.

HIGH ROAD

COMMUNICATIONS


https://sitefinity.magna.com/sitefinity
http://beta.magna.com/sitefinity
mailto:magnasupport@highroad.com

Magna.com CMS User Guide

3 Getting started
As a content author and approver, there are two primary areas of the CMS that you will work in.
“Pages” is where you can see the navigation structure of the site and add and edit pages:

Depending on your level of access, you may only see the functions and areas of the CMS that you
require.

Before you start creating a page, we recommend that you first take the time to upload all of the
required photo and document assets. Creating and editing pages is much easier if all of the
assets are already stored in the system.
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4 Managing images and documents
From the main Sitefinity toolbar, select “Content” and from the drop down, select “Images” or
“Documents & Files”.

Content =

Types of Content

Mews
Blogs

ﬂTI Events /
| Images
Videos /
Documents & File
. ﬁ| Forms
| Lists
' Content blocks

ﬂT| Innovations
Feature Admin

Classification of Content
Tags

ﬂTI Categories

All classifications
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4.1 Add a new image library

From the toolbar, select “Create an image library”.

1. Add your library name. (Note: this name will not appear on this site, it will just allow
you to search and edit your library.)

2. Enter a description to help make you library easy to find.

3. Select “Create and go to upload images”.

Image Library name /

Example: Summer vacation

Description
Click to add a description

P Default image size

» Advanced (Cache, Restrictions, URL, Storage provider)

@ Create and go to upload images J Create and go back to allimages J Backto Images
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4. From the right —hand toolbar, select “Manage Image Libraries” to add your uploaded
images to your newly created image library.

j Closure Systems - Products
t & Semvices - Driver Controls
3 images
Powertrain Systems -
:ﬂ?o Products & Services -
Stampings
12 images
Interior Systems - Products &
Semnvices - Sidewall and Trim
Systems
2 images

10 more image libraries

Manage Image Libraries

5. Find your image library and choose “Upload images in this library”. This option will
open your desktop’s Picture folder for you to choose multiple images to upload.

Images from Powertrain - Sidebar Resources library | « sacto aiimage iraries

Reordsr images More actions + Search... Sortimages | Last uploaded on top [+

© Upload images J Creale an image library J Delete

Note: Hold the “Shift” key down and with your mouse, select multiple pictures.
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6. Select your images for upload and hit “Open”.

(feopn 0 &=

%v|- Desktop » - | 5 | | Search Desktop Fel |
Organize = Mew folder H - 0O @
¢ Favorites i - \.:_

Bl Desktop I : } r
|18 Downloads Libraries Sarah Long Computer MNetwork Sid Rituals
|/ Public

CE_-H"‘ Recent Places
| Recently Change
|/ Gatorade

| Mountain Dew
| Magna

|/ Magna.com

| BrighterLife.ca

-

File name: hd ’]"\393 Fi if;"ipg; " ipeg:™ 'l

[ Open Iv] [ Cancel ]

4.2 Edit an existing image gallery / library

1. From the right —hand toolbar, select “Manage Image Libraries” to edit an existing image
library.

2. Choose the library you wish to edit, by selecting the thumbnail image of the library.

3. From the toolbar, select which action you would like to complete for your library.

Images from Powertrain - Sidebar Resources library | « sacuw aimage ioranes

[+] Upload images J Creale an image fbrary | Delete Reoroerimages Wore actions Search Sort images | Last uploaded on top [+ ]

Upload new images from computer Choose which order the pictures will

appear in the gallery
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4.3 Image galleries in other languages

You do not need to create multiple versions of the same image gallery. However, if you would
like to edit the language of the image gallery captions, you will need to do this on a per image
basis.

1. Select the image gallery you wish to edit, by choosing “Manage Image Libraries”, as
described in 4.1: Add a new image gallery/ library.

2. Once in your image gallery you can add or edit each individual image with the other
language options. This will allow you to add an image to a gallery in another language or
edit the image caption in another language.

[T stabilitaetsunters... AWD_TestRig_web Fahrwerk_Antrieb_web GlobalChassis_Cont.. [ lenkroboter
bremspruefstand_web_1 @ pypished @ Fublished @ Fubished @ Fubished @ rubished
o Published Last modified 09 Mar, 2012 Last modified 09 Mar, 2012 Last modified 09 Mar, 2012 Last modified 09 Mar, 2012 Last modified 09 Mar, 2012

Last modified 27 Mar, 2012

20 % Embed this image | Actions v Embed this image | Actions v Embed this image | Actions v Embed this image | Actions v Embed this image | Actions v
st |
Edit Add Edit Add Edit Add Edit Add Edit Add Edit Add Edit Add Edit Add Edit Add Edit Add

Edit Add Edit Add
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5 Managing pages
Once you are logged in, you will be able to create, edit and manage the sections of Magna.com
that you have permissions and author capabilities.

5.1 Create a new page
Under “Pages”, select “Create a page” from the toolbar menu in the top left corner.

card | Pages | Content Email Ca 5 co g Administration Analytics

Pages

o Create a page More actions «

Once you've select this, you will be required to fill out the information about your new page.

1. Select a name for your page that will be the URL, displayed in the navigation and as
the heading of your new page.

Name

Displayed in navigation. Example: About Us

Put this page...
i@ Attop level
(7 Under parent page...

URL
I magna-test-page | Chang=
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2. Select where this page will appear in the site by choosing “Under parent page”.
Highlight where you would like to put your new page and click “Done”.

Put this page...
() Attop level
@ Under parent page...

Select

D Home e
» [ AboutMagna @
» [ Global Reach
+ [ Capabilties

» [ Body & Chassis Systems

3 D Powertrain Systems

3 D Exterior Systems

Do)

3. If you would not like your page to appear in the navigation, unselect “Show in
navigation”.

[#]Show in navigation
Use this page only to group other pages
This page doesn't have its own content and redirects to the first subpage

[]This page redirects to another page
This page doesn't have its own content and redir

another page in the website or to an external page

These are developer options you will not need
to use these when creating your page.

HIGH ROAD

COMMUNICATIONS

10



Magna.com CMS User Guide

4. Create a page from an existing template structure, by selecting “Use template”.You
will have the option to choose from 5 template types —choose the type you would like
and select “Done”.

Note: The column types that are used in the Capabilities sections are listed below with
examples. You will only need to choose from these 2 column types.

Select a template

Warning: changing the template might break the layout of the page.

Custo

Custom Custom Custom Custom

3 Column Layout 2 Column Layout Global 1 Column Layout

Used by 0 pages Used by 42 pages

Custom

TwoColumnNoTitle

Used by 29 pages

[7]Use the selected template as a default template when you create a new page

0 Done | or Cancel Use your own master file

Column Examples

Two column: http://www.magna.com/capabilities/interior-systems/innovation-
technology/multi-shot-technology

Three column: http://www.magna.com/capabilities/powertrain-systems

5. Add descriptions and keywords to optimize your page for search.

6. Select “Create and go to add content”.
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5.2 Adding content to a page
From the template you selected choose which content type you would like on your page, from
the list of content widgets in the side toolbar.

Drag widgets

to add content to the page

+ Content /
Content block

For text, select “Content block” from
the widget toolbar, and drag this over

= to the pre-defined area where you
— would like the content to live.
X l Image
For a banner, select “Image” from the / F . I drag this wideet
. . EEE | |mage gallery =] or an image gallery, drag this widge
widget tooI_bar, and drag this over to EEE over to the pre-defined area where you
the pre-defined banner area. News would like the gallery to live.
Blog posts
Events
i Video
o | v
—— Video gallery
[ | Documentlink
+*
[F1EE | Download list
*
Feed
:z Farm
i= | List
Blogs list

Note: The other widgets, are rarely used on Magna.com. If you would like to add one of these
features, please check with Lorna McNeill as this may require some development and design
implementation.
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After you have dragged the widget to a pre-defined area, enter content by clicking “Enter
content” or “Edit”. This process also applies to other widget types.

Enter content

5.3 Adding a banner to a page

Drag and drop the “Image” widget over to a pre-defined banner area and choose “Select an
image” or “Edit”.

Insert an image from your computer or an existing image uploaded to a Sitefinity image library.
(See also Managing Image Galleries)

English | Deutsch | HAF &%
i Image # Edit | Morsw

(]

Select an image
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5.4 Adding an image gallery to a page
Drag and drop the “Image gallery” widget over to the pre-defined area. All image galleries will
automatically upload to this page.

1. Choose “Edit” to narrow which image gallery you want displayed. (See also Managing Image

Galleries).
B

Image Gallery
m Settings
Which images to display?
@ All published images Choose from an already existing image gallery
i~ From selected image library, .
() Upload new images... Create a new image gallery
¢ Harrow selection (by category, tag, date)
Sortimages

Last published on top |Z|

\ Choose “As they are ordered in image gallery”
from drop down menu
@ save | or Cancel
HIGH ROAD
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2. From the “settings” tab, be sure to select the “thumbnails + overlay (lightbox)” gallery type:

Image Gallery
Images m

o Select image gallery type

= - () Thumbnails + Detail page

mmm
] |

i@ Thumbnails + Overlay (lightbox)

Thumbnail strip + Image on the
-l ° Primag
EmEE| |EEEE Same page
B | O Simple list
[ |
| -
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6 Creating language variations

6.1 Creating pages in other languages
After you’ve created your page in English, you have the option to add other translations. You will
find this option in the top toolbar, when you are in editing or creating your page mode.

Magna Test (en)

Other translations: Add Add Ackd

@ Publish J Save as Draft J Preview J Mureactiunst or Backto Pages

1. Selecting “Add” in the other languages, will bring you directly to the beginning steps of
creating a new page.

2. Fill out the page information in the corresponding language and select “Create and go
to add content” or “Back to...” —which will take you back to your page in English.

o Create and go to add content J Back to Magna Test
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6.2 Editing pages in other languages

To edit a page in another language, choose from the “Translations” column from the main
“Pages” view.

STATUS / PAGE TRANSLATIONS ACTIONS DATE / GWNER
Home [ 22 ] 3 View @ Actions v 18 May, 2011
Published Edit Edit Edit Edit Kris Blazejewicz

» About Magna [ 22 ] [ View ) Actions w 18 Jul, 2011
Published Edit Edit Edit Edit Kris Blazejewicz

» @ Global Reach 2 ] @ View € Actions 18 Jul, 2011
Published Edit Edit Edit Edit User Not Found

v | Capabilities (3 View @ Actions v 31 Aug, 2011
Published Edit Edit Edit Edit George Stinson

» Body & Chassis Systems ZH [ 22 ] (3 View  © Actions w 27 Oct, 2011
Published Edit Edit Edit Edit George Stinson

» @ Powertrain Systems ZH 12 ] @ View € Actions 09 Sep, 2011
Published Edit Edit Edit Edit George Stinson

» Exterior Systems 2H [ 22 ] (B View @ Actions v 27 Oct, 2011
Published Edit Edit Edit Edit George Stinson

- @ Seating Systems zH [ oE | 4a | (B View @ Actions v 12 Sep, 2011
Published Edit Edit Edit Edit George Stinson

» About Magna Seating =l B B3 [ View @ Actions w 13 Jul, 2011
Published Edit Edit Edit Edit User Not Found

Alternatively, you can choose to edit another language page while you are in page edit mode.
You can find this option from the top toolbar, when you are editing a page.

Other translation=: [Etl cair 5= Eait EEd'rt

@ Publish J SaveasDraft | Preview | Moreactions v | or Backto Pages

Note: You can make text changes in other language pages, but adding or deleting widgets from a
page is synced with all language versions.

You cannot change the layout or widgets of a page, without affecting the other language
versions.
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6.3 Edit an existing page
Select your group’s page that you would like to edit, from “Capabilities” list. Use the arrows to
select lower level pages for editing.

w | & Capabilities
Published

[
I

(B View € Actions v

» Body & Chassis Systems ZH [ view @ Actions v
Published Exit

Powertrain Systems
4 |B Published

[
[}

& View € Actions w

E m
Edit Edit Edit
]
Edit Edit Edit
[N ] 4]
Edit Edit Edit

» Exterior Systems B E [ 12 ] (B View @ Actions v
Published Edit Edit Edit Edit

» @ Seating Systems El E3 3 [ view € Actions w
Published Edil Edit Edit Edit

Hybrid & Electric Vehicles/Systems BEERA (3 View  © Actions w
Published Edit Edit Edit Edit

» @ Interior Systems B EERA [ View € Actions v
Published Edit Edit Edit Edit

» Vision Systems ZH [ 12 ] il View € Actions w
Published Edit Edit Egit Egit

» @ Closure Systems B E [ 1] @ View € Actions ¥
Published Edit Edit Edit Edit

» @ Electronic Systems en ]z oe] sa] B view € Actions v
Published Edit Edit Edit Edit

» Vehicle Engineering & Contract Manufacturing enfzH [ oE i View @ Actions w

Edit Eai

g
o
g

Published

Once your page is selected, you can edit the page following the same steps as adding content,
images etc. to a new page. Add or edit content blocks, images, image galleries and banners.
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7 Publishing a page
The last step is to publish your page. Once you have reviewed the page in “Preview” mode, you
can “Publish” your page.

An email notification will be sent to Lorna O’Connor who will approve the change and your page

will be live.
Your page will go live, once Preview your page in a web
approval has been made. browser.

\ /

& Publish J Save as Draft J Preview J More actions + J or Backto Pages

l D Publish/Unpublish on Specific Date
D Delete
Save your page without publishing [ Unpublish There are additional options to
it live to Magna.com. publish your page or unpublish, on
specific dates or right away.

Alternatively, you can delete your
page.

Note: Any actions to publish, unpublish or delete a page will need to be repeated in all language
versions.
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