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Note

This manual is a short guideline to help the user when using pimcore.

As pimcore is an extensive CMS system there will be some features the Alpine Space projects will not need
and these will not be described. We tried to hide unused features as far as possible but for some of them this
is technically not possible.

Basics

Log in

Please go to http://www.alpine-space.eu/admin/login and log in with your personal user credentials.

pim

YOUR OPEN SOURCE MULTICHANNEL PLATFORM

Forgot your password?
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Welcome screen

After successful login you will see the welcome screen.

On the left hand side you find your main menu.

The system is structured into Documents, Assets and Objects, which you find next to the main manu.

I - Documents shows all main navigation elements from the website and
User: ASPAdmin « the content.

Documents » |+ - Assets shows a freely defined structure (like folders) to store files (e.g.
Assets »+ PDF,JPG, ...).
p— . . -Objects is used to create content for predefined content groups like e.g.
- News.

Open one of them by clicking on the name or the "+".
You can shift them to the right side of the working space by clicking on ">>"; click "<<" to switch back.

The main part of the working space shows the selected items from Documents, Assets and Objects in
separate tabs. Some items will have a second or third line of tabs below the main tab to navigate through the
tools and options.

m— D moe D oot [0 cortace - H
Documents »|=) | [ save & Publish ~ Eg)Unpublish (5] Dekete | £3 Reoad (@] showinTree () info @Cmen 893
Fl ﬁ Home: — = 5
4 |7 Edit | Preview __'b Settings Properties || () Schedule || 555 Dependencies
R i |
FR-
D about
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Navigation

Navigating around pimcore is possible by ...

- single click

- double click

- right click on most items (see image)
- drag and drop

oo gecko-asems-web.dnsbor X

&« C  [Y gecko-asems-web.dns.boreus.de/admin/?_dc=1452502865

User: project
Documents
4 {3¥ Home
4
4 @D
4@

D about

» @B news-events

D project-results

=
o
=3
L)
=2

= |

=
-
o

5868

UEFHXO0OV L

Add Page
Add Snippet
Add Email
Add Link
Add Hardlink
Add Folder
Copy

Cut
Rename
Convert to
Unpublish
Delete
Search & Move
Open

Refresh

b
3
4

S

Whenever you see this symbol it means that you can drag and drop assets into this area ...

[2) about [Z) project-results [2) contact
Ell Save & Publish - E%Unpublish (51 Delete iR
£ Edit | Preview || 4” Settings Properties || |

)

2 Refresh

Banner:

Banner URL:

Tagline:

1420
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Documents and navigation structure

Basics about the navigation structure

1 Main navigation
2 Second level navigation
3 Third level navigation
4 Alternative navigation
€« C' | [ www.alpine-space.eu//projects/project/en/about
4 con
Project

About 1 News-events Project Results Contact Legal notice
News 2 Events
) News 3 ) Events

Q Project  About

For all Alpine Space projects, the above menu structure is automatically setup with the corresponding
folders, pages, and links in the Documents part of the backend.
You can modify this structure if you want.
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Create or modify a main navigation item (1)

- Go to Documents.
-Ri ght cyourmdjectoamedi and choose " Add Link"

User: project Rl

@D

Documents »|| =

4 @Hum&
4]

PR

4| 2} AddPage 3

B
&8 Add Link s
[ Add Hardink

]

OF

Add Folder
Copy
5 Search & Move

e
.| %% Refresh

- Name the navigation point e.g. News & events.

- The name will be shown in lowercase and without special characters inside of pimcore.
A name that is shown struck through means that this navigation entry is not visible on the front end public.

- Tofill in the publicly visible name on the website click on the new entry to open it in a new tab.
- Click on the tab "Properties” and fill in the name on the right hand side in the field "Name".

- To make the navigation entry public click on "Save & Publish".

FEppE—

[ save s pubish [ Unpublish (5] Dekte | 23 Reoad (G ShowinTres | 85

Link Settings Properties - Dependencies | Notes & Events
Add a predefined Property Set Selehm‘ v @ Add a custom Property  Key Type System Properties »
Type MName alue Inheritable Language Settings
I Inherited: true Language: =
& project fprojecis/project 7= 3

Mavigation Settings
= | Basic Navigation Settings

Name:

Title: /

Target: A
Exclude from

Mavigation:

= | Enhanced Navigation Settings
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Example:

Below you can see a navigation structure in the front end and back end (pimcore).

User: project kol
Documents |-
P ﬁ Home
4
4 =
€ = C [ wwwalpne-space eW/poec projec/en/abo 4 &= =
oy |:|home
o I;Iabuut
4 & news-gvents
Project 2\
> |:| NEWS-OVETVIEW
4 & events
About News-events Project Results Contact Legal notice . 4 I:l events-calendar
|:| project-results
News Events |;| contact
n 3 News 3 Events |;| legal-notic e
v ot st
m > [0 newsletter
You > BB

> @D

s @D

> G
- To create additional main navigation entries start again as described above.
- To editthe name ofatab, you can simply change it in the fpropert

- To edit the navigation name, you can right click on it and rename it.

Please be careful: Navigation names should not be edited once the website is online otherwise links to
the pages under this navigation item will be broken.

Create a second or a third navigation item (2 & 3)

- To create second or third level navigation entries right click on the first or second level entry and not on
the "Home" item. Then proceed as above.

- You can also drag and drop items to change the order or to change the navigation level e.g. drag it and
drop it on a first level item to become a second level item or drag it out to have the same level.
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Create an alternative navigation item (4)

If you want your navigation item to be visible in the header or footer of the alternative navigation
- Click on the "Properties" tab

- Click on the drop down arrow of "Add a predefined Property Set"

- Choose "Add to header/footer"

- Click on the "+" to insert the item

[ gecko-asems-web.dns.boreus.de/admin/?_dc=1452502865

-
-

User: project «| | £] about @ project * | [] contact *
Documents ») = Ell Save & Publish + EE) Unpublish (] Detete | L3 Reload ([ Show in Tree () info @ Open | 883
4 ¥ Home — = e " T ]
a3 [2 Edit | Preview || g Settings Properties | (i Schedule || ;53 Dependencies
R Add a predefined Property Setl:lv (5] Add a custom Property | Key Type System Properties
FE—3
O about Type  MName Active Call Inheritable Language Settings
IJ_ abou Add to header/footer
4 @ news-gvents 2 Inherited: true Menu Announcement Title Language:
46D
Elws . fy  Project Social Media URL - Facebook t s
> || news-overview
; Social Media URL - LinkedIn L .
4 @ events Navigation Settings
= Social Media URL - Twitter
> | ] events-calendar | ed b ) ) )
| project-resutts Social Media URL - Youtul | Basic Navigation Settings
D contact Name:
| legak-notice .

- Choose the preferred value.

. Welcome L:\ contacts_landing_page *

E!! Save & Publish ~ E%Unpublish | % Delete gReload @Showin Tree o Info @Open 113

[ Edit | Preview | Settings Properties Versions | (o) Schedule | .. Dependencies
Add a predefined Property Set Select a Property v @ Add a custom Property Key Type
Type Name Value Inheritable
= Inherited: false
header-footer-menu header v b4
)  header
= Inherited: true i
footer
both
none

- Click on Save or Save & Publish
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Basics about content pages

There are several different types of content pages and types of content.
A content page consists of a predefined layout and widgets.

A widget is a single block of content to show e.g. an image or text + image. On most layout types you can
add multiple widgets.

Example:

- Headline widget

- Text widget

- Image widget

- Text + image widget
- List widget

The homepage has its own predefined layout and you can choose from e.g.

- Predefined tools e.g. News

- Text

- Callout (link box) with/without image
- Image

The homepage is made of 6 virtual columns.
The width of the chosen widget on the page (i.e. how many columns it should comprise) can be chosen, up
right.

p— aFcC®________________ |

Documents = E:ll Save & Publish = E%Llnpubhsh (2] pekete | 3 Retoad @Shsw in Tree 6 Info @Dpsn 1679
a @Hun\a —_ - 5
e B2 Edit | Preview || g~ Settings Properties || (&) Schedule || 55 Dependencies
4 “ Refresh 5
FE -
L:l heme: Tagline
|=] about

4 & news-events

4 @ news
=) news-overview
4 & events _
|:/ events-calendar
D project-results
D:onta:t mgnmm

|| legal-notice Width [number between 1-6)

£ remeR e News

2
> [ newsletter
[§ )

EEEE

The other pages offer different layouts
- Contact

- Default (predefined single or two column layout)
- Predefined tools/pages e.g. Event calendar, news item, ...
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To add content to a particular menu point, right click on the menu point and choose
"Add Page" and then choose the page type. This new page will be shown in the next level of navigation.

FR—
a6
D home
D about
4 & news-events
|| led Add Page b | [3} Defautt (2 columns)
D {33 Add Snippet 3 L_d Diefautt (single column)
D g Add Email 4 L_d Event Calendar
(2 e Ada ik [ Event Detais
@ — ) —
. s Add Hardlink L_d News details
. @ ¢ Add Folder [cd Mews overview
: &2 Copy L_d Project Newsletter
. D =
. @ Cut |-g} = Empty Page
= Rename ‘ I

Description of each page type

The main page type you would use/edit is the Default type. The other types are listed below for sake of
completeness. However, predefined pages (as event and news related pages) are managed in the Objects
section. Details can be found in the AEventso and fANew

Default (single/two column)

Choose this layout to show mixed content - e.g. a mix of several headlines, text blocks, images,
downloadable files and so on.

If you choose "two columns" the right column can show also predefined content like e.g. an image slider or
the newsletter archive.

Event calendar and Event details

These layouts are used respectively to show the calendar of project events or the display of one specific

event. It is already set up in the basic project structure and does not need to be reproduced.

Guidance on how to add an event entry to your websitec an be found in thadthdéiEvent so |
Object chapter below.

News overview

These layouts are used respectively to show the news overview or the display of one specific news article. It

is already set up in the basic project structure and does not need to be reproduced.

Guidance on how to add a news item to youofthev@biesti t e can
chapter below.

Empty Page
Don't use this layout! Unfortunately it is not possible to hide it.



HiIltCIrcy -

Alpine Space

Widgets

Most page types offer several content block modules called widgets to present and style your content.

Example:

Wl List box

il Text

il Text + Image

il Download list
it Image slider

il Timeline

i Image

Wi News

il Events

Wl Text

i Callout with image

il Callout without image

il Image Wl Contact

il Budget and Priority

[ Headline

Create a content page

The following example

shows how to create a content page by choosing the

"Default (single column)" layout.

- Right click "Add Page" on the menu which should display the content.

- Choose "Default (single column)" from the list.

User: project
Documents
4 @ Home
4]
R
4@

. § D

ho

L_& Add Page
€3y Add Snippet
g Add Emai
&f Add Link
[ Add Hardiink

o Add Folder

08 DDD -

] Copy
Cut

Rename

8868

Convert to
Unpublish
Delete

Search & Move

Open

V@I XRODH e

Refresh

“®

-

L_c‘!, Default (2 columns)

L_c‘!, Default (single ¢ olumn)

L_c‘!, Event Calendar \
L_c} Event Details
L_c‘!, Mews details

v v

L_Cl News overview
L_c‘!, Project Newsletter

L_c‘!' = Empty Page
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- Fill in a name in the "Key" field. The "Navigation" field will be filled in automatically.

¥
Please enter the name of the new document
Key: Praject main outputs
Navigation: Praject main outputs \
Title:

OK Cancel

- If this new page was not opened automatically, open it manually.
- To load the banner image click on Assets and search for your image but don't click on it.

- Drag your image to the right into the image area. The red and white target symbol you see in the
screenshot below illustrates the area a file could be dropped into.

— neeeEees |

Documents »|+ E:ll Save & Publish = E%Unpublish (2] etete | 3 Retoad (G showinTree () info @om 670
Asset | = — - . . . a
% = 3 Edit || [ Preview || * Settings Properties || () Schedule | 42 Dependencies
4 it Home
- .
4 () projects R S|

El| ’ ‘
M| banner jpg

M| example-2 jpg

| example1 jpg Banner. —

@ Your tagline will appear here
Create multiple lines by pressing enter @

Banner URL.

- If you want to add a link on the banner image fill out "Banner URL".
- If you want to add text in front of the banner image fill out "Tagline".

- To save your work done so far click "Save".

o
»|l+ m Save !l' ; p. Save & Publish ~ 7’ Delete @ Reload @Sho’w in Tree 0 Info @Open 743

£ Edit

leve || g~ Settings Properties || (J Schedule || ;i Dependencies

% Refresh 5

Banner:

©
Alpine Space
Programme

-
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Now we add some text and an image slider.
-Clickthegreen"+"under t he fandchooseiText. f i el d
- Fill in the "Headline" and the field for running text below it.

- Click the green "+" and choose "Image slider".

- Fill in the requested fields and drag multiple images into the "Images" area as you did before with the
banner image (see above).

- Again 1 if you want to save, click "Save" now.

- You can delete the widget or change the order by using the appropriate buttons.
Bﬁﬂ@lﬂ

- If you want to publish the page click "Save & Publish" on top.

[Z) new-content * '*

ﬂ Save - E]‘, Save & Publish ~ ||

- | Delete @ Relc

[ Edit | Preview ttings Properties

“Z Refresh 5

g

Newsletter

pimcore allows you to create and edit a Newsletter, with a predefined layout, by following the instructions
below. Then you can send it to yourself and use your own newsletter sending tool to disseminate it to your
newsletter recipients.

- To create a Newsletter right click on the "Newsletter" folder or subfolder (e.g. year 2016) and choose "Add
Email" > "Project Newsletter".
Enter the name of the newsletter (YYYYMM) and click "OK".

U,
4 [ newslettsr

CJ2016
E&, Add Page 3

€4y Add Snippet [

g Add Email b | Eg Project Newsletter
&g Add Link £g = Empty Email

[e) Add Hardiink ||

8888

- A predefined layout will be shown.
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- Fill in all fields and add or remove widgets (Text or Text + Image)i n t h e

AEdIi

t

0o t

ab.

- When your newsletter is ready, in order to fill in its name, which will be shown in the e-mail subject field,

click on the tab "Settings".

[-] special-issue-july-august * '*

[ save & Publish ~ () Save to 7Sheep = g} Send [ Unpubiisn
Lz 1 Edit _Preview .~ Settings Properties Versions

« | Email Settings
Subject:
From:

Tas

- Fill in "Subject". This text will be the e-mail subject of the Newsletter.

-Donét forget to click

Save" USave& Bubdlishd wilBpublitsh thik i s h "
newsletter in the newsletter archive (if you created one).

- To send the newsletter, enter your e-ma i | address in the

4] nlexample * *

[ seve & Pubish - (+) Saveto7

heep - g Send iéUnpublish (5] Detete
L:;; Edit | Preview _J’: Settings Properties || ;.a Dependencies N

| Email Settings
Subject:

From:

To:

cC:

BCC:

NLexample

juliz.chenut@alpine-spacs.su

julia.chenut@alpine-space.eu; &

Multiple recipients can be spacified by separating t
Example: receiver@pimcare.org; receiver2@pimcar

sett

ngs

t

ab

- After the Newsletter was successfully sent to you, you can send it to your recipients with your own sending

tool.

dur

and

r
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Assets

Use Assets to store all the documents (PDF, ...) and images (JPG, ...) you want to use on the website.
Please avoid uploading videos (prefer linking to or embedding of the video on an external platform, e.g.
Youtube). Please avoid uploading files exceeding 10 MB.

User: project <
Documents |+
Assets ¥+ \

,:c:,}-::lbjects |+

Create a folder

Create a structure by adding folders as you need them.
- Click on "Assets".

- Create a folder by right clicking on the e.g. the "Project acronym" item and select "Add Folder".

User: project < I
Documents ||+
Assets || =

F] @Homc—

4]
]
o Addasset(s) b
o Add Folder
Copy

- Enter the name of the folder and click OK.
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Upload assets

To upload a PDF or JPG or any other file type you can choose from two options:

Option 1: Right click on the folder you want to upload your file to and choose from the available options.

User: project <«
Documents ¥+
Assets || =

4 43¥ Home
a7

4]
|71 banner-pic tures

o Addasset(s) P iy Upload Files

g Add Folder d Upload File (Compatibility Mode)
= Edit Filename [& Upload ZIP Archive
Copy & Import from Server

Cut (@ Import from URL

L)

K Delete
=

=’

Search & Move

Refresh

Option 2: Drag and drop a file from your desktop onto the folder in pimcore.

For images you should set additi o ncartentibothfbarrienfees and n ,
search engine optimised:

- Once an image is uploaded click on it to open the image in a tab and click on the "Metadata" tab.

~

- Click on the field "Value" of "title" and "alt" to fill in the text for both items. This is needed for web
accessibility reasons.

Title should provide additional information and follow the rules of the regular title: it should be relevant, short,
catchy, and concise. The title can be seen if e.g. the "mouse over" function is enabled.

Alt text is meant to be an alternative information source for those people who have chosen to disable images
in their browsers and those user agents that are simply unable to visually distinguish the images. The "alt"

imet



