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The Creative Stream CMS is modular and as such installations may vary. Therefore certain sections of this 
document may not be relevant to your CMS. 
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Welcome to your Site! 
 

Logging into your Admin Control Panel 

 

If your website has the following URL: 
 http://www.thebestwebsiteever.co.uk 

Then you can access your CMS Admin control panel at: 
 http://www.thebestwebsiteever.co.uk/admin 

Your login details (username & password) will have been provided to you by your CMS trainer. It is important 
that you keep these details secure and hidden. 

N.B.  If you decide to change your password, make sure it’s not something really obvious! Our system has 
never been hacked, but someone could still log in as you and do a lot of damage to your site if your password 
is password1234, your first name, or the name of your company.  

When you have logged in to the Admin control panel you will see a welcome page (see Image 1.1), and a 
number of tabs on the right allowing you to access your available CMS modules.  

 

 

Image 1.1 
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How to Add / Manage CMS Users 
 
Clicking on the ‘USERS’ tab at the top right of your screen will open the User administration section of the 
Content Management System (CMS). 
 

 

Image 2.1 
 

To add a new user, select the ‘create a new user’ button at the top of the section. 

On the resulting page fill in the user’s personal and login details, this information can later be edited by using 
the “edit user” button on the user’s line. 

1. Tick the button that says ‘Account status’ to confirm you wish the user to have immediate access. 
2. For ‘Account Type’ you then have two options, ‘Administrator’ or ‘Member’: 

a. Administrators by their very nature have access to everything. Only users you trust and have 
trained should be given administrator status. 

b. Members can be added to access members only material in sites where the members’ module 
has been integrated. Members can also be set up with Content Management System access to 
be able to edit pre-determined pages via the ‘CONTENT’ tab in the CMS. (The ‘Select Editors’ 
section further on in this document explains how you can do this.) 

N.B. If you wish to give a ‘Member’ user permission to edit pages in the CMS you will need to ensure the 
‘Access to: Content Management System’ box is ticked for that member prior to assigning pages. 
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How to Add / Edit Pages and Content 
 

So now you’re ready to put some content in.  

Clicking on the ‘CONTENT’ tab at the top right of your screen will open the Content administration section of 
the CMS (see the following image). 

 

 

Image 3.1 

At the top of this section, you will see four buttons: 

 Edit default search engine tags 
 Change default page image 
 View your uploaded images 
 View your uploaded files 

 
Their uses are explained below: 

 Edit default search engine tags 
Clicking this button will open up another screen where you can set the basic information that a search 
engine such as Google might use to help rank your site. 
 
N.B. While Google has now declared keywords dead, the Title and Description are still important for 
site ranking, and keywords may be used in other Search Engines. 
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Image 3.2 

 Change default page image 
Please note that not all websites use this feature. Clicking this button will allow the user to choose 
their default page image from the ‘Image Manager’ (see the following section). 
 

 View your uploaded images 
Clicking this button pops up the Image Manager which allows you to view and upload images to be 
used CMS wide. 
 
The following image is an example of the Image Manager: 
 
 
 
 
 
 
 
 
 
 
 

Image 3.3 

 
Within the Image Manager you can add a new folder to upload files to, or you can ‘Browse’ for the 
image from your computer and upload by clicking on ‘Add Image’. The uploaded image will display as 
a thumbnail in the Image Manager. 
N.B. The Image Manager has an image upload limit of 6MB per file or a physical image size of 
2,900px x 2,175px, and can upload JPEG’s, GIF’s and PNG’s as standard. It is recommended that 
uploaded images are first resized to an appropriate size. 
 

6 
 



 View your uploaded files 
Clicking this button pops up the File Manager which allows you to view and upload files to be used 
CMS wide. 
 
The following image is an example of the File Manager: 
 

 

Image 3.4 

 Within the File Manager you can add a new folder to upload files to, or you can ‘Browse’ for the file from your 
computer and upload by clicking on ‘Add File’. The uploaded image will display as a list item in File Manager. 
N.B. The File Manager has an image upload limit of 6MB per file, and can upload .DOC’s and PDF’s as 
standard. If you require the ability to upload any further file types, ask your Client Services Manager for 
support. 

Below those buttons you will see the pages of your site displayed in hierarchical order. 

 

 
     In this section: 
     Main Section pages are coloured Blue and left aligned 
     Sub Section pages are coloured Grey and are indented 

 
 
Page Edit Options 

With each page created there are a number of options available to the CMS User. These options are available 
to select from the line the Page name is displayed on. See the following image for an example: 

 

Image 4.1 

i.e. For the ‘Become @ Home’ page there are a number of options: 

 edit page 
 add/edit articles 
 select editors 

IMPORTANT 
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 hide/show page 
 delete page 
 edit tags 

Finally, you can re-order the sections and sub-sections, moving them up or down in the navigation by clicking 
on the arrow buttons at the end of each line. Please note you cannot move a sub-section into another section, 
if you want to do so you will need to create a new sub-section page. 

In the following sections you will gain more familiarity with each of these options; some are self explanatory, 
others may require further information. 
 

Edit page 

Selecting edit page will load up the test editor for that page. See the following image for an example. 

 

 

Image 4.2 

At the top of this page you will see three text boxes. 
Their uses are explained below: 

 Page Heading 
The text you enter in here will appear as you have written it, directly above the content as a page 
heading. 

 Menu Title 
The text you enter here will appear as you have written it, in the site’s menu/navigation. 

 Page Name 
The text you enter here will be used by the system to compose an ‘Easy URL’.  
Using the example above, writing ‘become at home’ will render the page’s URL as ’become_at_home’ 
and can be viewed by your visitors by typing the following into their browser: 
‘http://www.thebestwebsiteever.co.uk/become_at_home’ 

 

Below those text boxes is the Page Image assign. 
If your site uses the Page Image module you will be able to choose the appropriate page image for this page 
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by selecting ‘choose image’. 
 

Below the Page Image assign, you can fill in the Item Content using the content editor. 

You can either type directly into the content editor, or if you want to copy/paste you need to do this from 
NotePad. If you copy/paste from Microsoft Word, the editor functions (i.e. font and colour) will confuse the 
CMS and your website text may not appear how you would like. Copying into a NotePad document first, will 
clear out any needless editing functions and ensure the only text editor functions you see are ones the CMS is 
instructed to perform. 

In this editor you have a large range of options to add/edit page content. While most options are self 
explanatory, some require a little more explanation and so are outlined below. 
 

 

Adding / editing images 

Place the cursor at the beginning of the line where you wish to insert the image. 
On the second line of the content editor you should see the following button  
Clicking on this button will open up the image options dialog popup. See image below. 
 

 

Image 4.3 
 
Browse Server 
Select ‘Browse Server’ to locate the image you want to use. Clicking this button will open up the ‘Image 
Manager’ talked about earlier on in this section. 

Alternative Text 
In the text box entitled ‘Alternative Text’ enter a description of the image you have chosen for example ‘this is 
an image of two boys and their pet dog’. Alternative text is an accessibility requirement. 
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Size 
Choose a size to display the image. Preset image sizes are used to ensure a level of consistency throughout the 
website. If your website is responsive, please use half/third width or full width options. 

Border 
Choose whether or not to add a border to the image. If you do not wish to place a border around the image, 
leave this box set to ‘0’. 

Align 
Select whether you would like the image to appear aligned to the left or the right of the content. You must use 
the matching left right option to the size, so use third/half width right if you want your third width image to 
display on the right of your text. You may also choose if you want a border with this dropdown option. 

When you are happy with the chosen options, select ‘OK’ to accept the options or ‘Cancel’ to close the image 
options box and return to the page editor. 
 
 

Adding / editing links 

Select the portion of text, or the image that you wish to turn into a hyper-link. 
On the second line of the content editor you should see the following button 
Clicking on this button will open up the link options dialog popup. See image below. 
 

 

Image 4.4 

 To link to a web page on your own site: 

Enter the relative address of the page/site you wish to link to in the text box titled ‘URL’. You must make 
sure that you put a forward slash before the link, and it is safest to copy this from the address bar in your 
browser. i.e. ‘/the-team’ or ‘/news/my-news-article’ 

Click ‘OK’ 
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 To link to a web page on another site: 

Enter the absolute address of the page/site you wish to link to in the text box titled ‘URL’.  
i.e. ‘http://www.creativestream.co.uk/the-team’ 

Click on the ‘Target’ tab and choose ‘New Window (_blank)’ 

Click ‘OK’ 
 

 To link to a file you want someone to be able to download (such as a PDF): 

Select ‘Browse Server’. 

The following ‘File Manager’ should then popup. 
 

 

Image 4.5 
 
Select ‘Browse’ to locate the file on your computer and click ‘Add File’. 

Once added to the file manager, select it from the file list. 

Click on the ‘Target’ tab and choose ‘New Window (_blank)’ 

Click ‘OK’ 
 

Adding videos, maps, etc. 

If you would like to display a Google map or a Vimeo or You Tube video in your content, you can do so easily. 
This also works for many other common large service suppliers, like PayPal, Eventbrite, Survey Monkey, etc. 
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although you may not need the responsive tools for these – best to test the page on all devices once you’ve 
put it in. The important thing with a responsive website is to make sure this looks good on all devices. 

The way to do this is to follow these instructions, which we will use You Tube for in this case: 

1. Get your web page ready in the editor by putting something like VIDEOGOESHERE in a new paragraph 

2. Copy the “embed” code from the video page (found in share > embed) and don’t worry about size 

3. Go back to the editor and press the “Source” button 

4. Find the code where your VIDEOGOESHERE text is – this is likely to be within a 
<p>VIDEOGOESHERE</p> tag 

5. Select just the VIDEOGOESHERE text and paste in your code, which will look a bit like this: 
<p> <iframe width="560" height="315" src="https://www.youtube.com/embed/iTot6i2D3Lc?rel=0" 
frameborder="0" allowfullscreen></iframe></p> 

6. Press the “Source” button to go back to the main editor view 

7. Select the “I Frame” that is now showing in a large box 

8. Press the “Format” dropdown and choose “Ext. 16:9” 

9. Save and publish the page 

You will now have a responsive embedded video showing on your page. 

The other options are related to aspect ratio: 

• Ext. 16:9 = widescreen video (current standard) 

• Ext. 4:3 = old sized video 

• Ext. Square 

• Ext. letterbox = much thinner option 

This should give you many options to embed your external content. 

 

Select editors 

In order to use this feature, the user must first be set up as a member in the Users table. This is accessible 
from the ‘USERS’ tab at the top of the CMS. Once the user has been set up as a ‘member’ you must tick the 
‘Access to the CMS’ option (see ‘User’ section of this document for more details) you can then set them up to 
edit pre-specified pages. 

To do this, go to the ‘CONTENT’ tab of the CMS. On the edit options line of the page you want to give the 
member user permission to edit, click on ‘Select Editors’. 

On the resulting page you will see a number of tick boxes. Those next to the names of Administrators will be 
ticked but greyed out. These cannot be edited, as administrators by their very nature have access to 
everything. 
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Next to the names of member users the tick boxes can be ticked or un-ticked to give the member user access 
to those pages on the system. Once ticked and submitted, the member user will be able to view that line and 
that line only on the ‘Content’ tab of their CMS admin control panel. They will have to be logged into the 
control panel to do this. 
 

Hide / show page 

Clicking on ‘Hide/show page’ will toggle the page as visible or hidden in the main navigation. 

N.B.  Please note that this does not render the page inaccessible. Anybody who knows the page’s URL, or 
clicks on a hyper link will still end up on that page. It is simply hidden from the main navigation only. 
 

Delete Page 

Clicking this button will pop up a dialog box that will request confirmation that you do indeed wish to delete 
the page. You will need to agree to this request to delete the page. 

N.B.  Please bear in mind that having confirmed your wish to delete this page, it is lost forever.  
 

Edit tags 

This option allows you to alter the META tags that Search Engines use to rank your web page, allowing the 
creation, and refinement, of your ‘Landing Pages’. (This is an extensive subject area, of which the basics are 
covered in the ‘edit default search engine tags’ section in this document.) 

13 
 



How to Add / Edit News Articles and Events 
 

Clicking on the ‘NEWS’ or ‘EVENTS’ tabs at the top right of your screen will open the necessary administration 
section of the CMS. (See the following images) 

The News and Events sections have very similar functions but for a couple of important features: 

 Events will expire when the date attributed to them has passed.  

 News items will stay on the News pages until they are archived. 
 

 

 

Image 5.1 
 

 
 
    Upcoming or current listings/events are coloured Blue 
     Expired or archived listings/events are coloured Grey 

 
 

 

IMPORTANT 
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Within these sections you can: 

 Add a news item or event 
 Edit a current news article or  event 
 Hide/show a news article or an event 
 Delete a news article or event  

 
You can also  

 Archive/restore a news article 
 

Add a news item or event 

1. To add a news article or event, click the ‘Add a news item/event’ button at the top of the page. 
2. On the resulting page, enter the ‘Date of news item/event’, ‘Title of news item/event’, insert the 

‘News item/Event content’ and then choose a portion to add as the ‘Summary of news item/event’. 
3. Once completed, select ‘Save & Publish’. 

 
 

Edit a current news article or current event 
Selecting ‘edit’ will open up the page editor for further editing. 

 

Hide/show a news article or event 
Clicking on the ‘show/hide’ button will toggle the article or event as being visible or hidden in the article or 
event listing. 

N.B.  Please note that, as with pages/sub pages, this does not render the news article inaccessible. Anybody 
who knows the article’s URL, or clicks on any hyper link will still end up at that article. It is just hidden from 
the news listing. 

 

Delete a news article or event 
Clicking ‘delete’ will pop up a dialog box that will request confirmation that you do indeed wish to delete the 
article or event. You will need to agree to this request to delete the article or event. 

N.B.  Please bear in mind that having confirmed your wish to delete this article or event, it is lost forever. 

 

Archive/restore a news article 
Clicking on the ‘archive/restore’ button will toggle the article as being available in the main news listing, or in 
the archive listing. 
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Additional Modules  
Case Studies 

Click on the CASE STUDIES tab to access the Case Studies section (this may have been renamed as “Stories”) 

 

Documents 

Site Manager offers a simple way for your site users to download documents and listen to sound files online. 

Promos 

Promos are another way to create changeable content for your site’s homepage. The banner will scroll 
through the slides that you insert in this section, and link to the relevant pages. 

Gallery 

 

Message Block 

Click on the MESSAGE BLOCK tab to access this section, which allows you to edit a small area of text on your 
homepage. 
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