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Revision Information 
 

The following information summarizes the version update information  
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Ekohi CMS BackOffice overview 
Details of all the common terms and concepts that are used throughout the Ekohi CMS BackOffice. 

 
Login Screen 

When we go to the BackOffice for the first time, we are presented with the login screen.  

Login url: http://www.sfdr-cisd.org/ekohi

 

https://our.umbraco.org/documentation/Getting-Started/Backoffice/Login/
https://our.umbraco.org/documentation/Getting-Started/Backoffice/Login/
http://www.sfdr-cisd.org/ekohi
http://www.sfdr-cisd.org/ekohi
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Section 

The Section menu (Sidebar) is the vertical menu located on the left side of the BackOffice. 

A section in Ekohi CMS is where one can do specific tasks related to that section. For example content, settings, media. 
We can navigate between different sections of the BackOffice by clicking the corresponding icon in the section menu. 
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Trees 

A tree is an hierarchical list of items related (and usually restricted) to a specific concept, which could be something like a 

content tree or a media tree. We can expand trees by clicking the down arrow  to the left of the node. 

 

     The Content Tree 
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Node 

A node is an item in a tree. The images and folders in the Media section are shown as nodes in the Media tree, page and 
content in the Content tree and so forth. 

Dashboards 

A dashboard is the main view we are presented with when entering a section within the backoffice, and can be used to 
show valuable information to the users of the system.  
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Content 

Content are the pages and content in the Content section. Each item in the tree is called a Node. Each node in the 
content tree exists out of different fields. Every content item (or Node) is defined by a Document Type. 

Before a piece of content can be created it needs to be defined. That is why, when opening a blank installation of Ekohi 
CMS, it is not possible to create content in the Content section. All content needs a blueprint that holds information about 
what kind of data can be stored on the content node, which editors are used, how it is organized, where in the structure it 
is allowed and so forth. This blueprint or definition is called a Document Type.  

Document Type 

Document types define the types of pages/nodes that backoffice users can create in the content tree. Each document 

type contains different properties or fields. Each field has a specific data type e.g. text, number. 

Properties 

Every document type has properties. These are the fields that the content editor is allowed to edit for the node. 

 

Data Type 

A Data Type defines the type of input for a property. Each document type property has a data type which defines the type 
of input of that property. Data types reference a Property Editor and are configured in the Ekohi backoffice in the 
developer section. A Data Type can be something very simple (textstring, number, true/false,...) or more complex (multi 
node tree picker, image cropper, Grid Layout). 
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The Data type references a Property Editor and if the Property Editor has settings these are configured on the Data Type. 
This means we can have multiple Data Types referencing the same Property Editor. 

An example of this could be to have two dropdown Data Types both referencing the same dropdown Property Editor. One 
configured to show a list of cities, the other a list of countries. 

Property Editors 

A property editor is a way to insert content into Ekohi CMS. An example of a property editor is the Rich Text Editor. It may 
be confused with Data Types. Itôs possible to have many Rich Text Editor Data Types with different settings that all use 
the Rich Text Editor property editor. 

Some important property editors to know 

Archetype: 

An Archetype Property editor wraps other installed property editors. By wrapping the other properties, Archetype allows 
for custom and repeatable fieldset mashups. 

Ekohi CMS allows users to create archetype inside another archetype called nested archetype. 

Rich Text Editor: 

The tiny editing control provides the user with a very familiar and standardized set of tools for managing content. 
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Media 

Media items are used to store assets like images and video within the Media section and can be referenced from content.  

Introduction 

Layout  

 

        Layout 
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As soon as we logged into the Ekohi CMS backoffice, we can see the above screen. As we can see it is divided into three 

sections 1) Sidebar 2) A Corresponding menu  depending on which section of the sidebar we are in 3) and finally an 

Editing section   

 

Á Sidebar : We will see different options that we can choose from. Keep in mind that everybody will see 

different options, depending on what permissions they have been given. On my screen I have 10 options 

from Content to Approve it, these are basic sections that come with Ekohi CMS.so letôs go through them  

o The content section will be where we edit the content that is displayed on the website, so this 

will be where we spend most of our time.  

o The Media section allows us to upload images and video 

o The Settings section is aimed towards web designers that will work with things like style sheets 

and templates to change the appearance of the site. As a content editor we will not spend a lot 

of time in this section 

o The Members section allows us to see the accounts that people have made at our website. 

o The next sections we will not cover because they are meant for developers and administrators. 
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Sidebar 

 

 

 

Á Content Menu: As we can see on screen there's SFDR home button and if we click on the arrow we get a 

drop-down list. This drop down list is called the content tree. In the content tree we can either click on the 

page to display the editing section or we can click the three dots to get a list of options. If I click on home we 

can see that an editing section appears,  
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... but if I click the three dots an options list appears. It will automatically assume that we want to create another 

page but if we hit the ñdo something elseò button we can see the full list of options.  
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Á Editing Section: The editing section filled with different properties that all have different data types. There 
are different options to click on at the top of the editing section. These are called tabs, the same way a 
browser such as Google chrome, or Firefox can have different tabs. 
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This is the section that one  will find content we will be changing. Important parts of the Editing Section are 
the preview and save and publish buttons at the bottom of the screen.  

o Preview allows us to see changes before they are published to the live site.  
o While save and publish will save the website and publish it to a live site. 
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Creating Media 

Media is handled  same way as content. Instead of defining Document Types one can define Media Types that act as the 
base for media items. Unlike with normal content there are a three default Media Types: 

¶ Folder 
¶ Image 
¶ File 

The Folder Media Type is a container for organizing media items in the media tree. The Image Media Type is used for 
uploading and storing images and the File Media Type is used to upload and store other files in the Media section. This 
means we don't have to define our own Media Types to start using the section. we've already got the tools for organizing 
and uploading media. 

Creating a folder 

It is always a good idea to start by creating a folder for Media items. Make sure to name folders in a way that makes it 
easy for editors to upload files and images in the right place. 

To create a media folder go to the Media section and click the menu icon to the right of Media, alternatively one can right 
click the Media node and choose create. This will bring up the create dialogue. Pick the Folder, enter a name and press 
save. 

Uploading images and files 

There are a couple different ways to do this. We can use the context menu as when creating a folder. Click the menu icon 
next to the folder and choose Image or File, enter a name for media item and click the Choose File button. 
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An easier way to do it is to simply drag and drop the file to the upload area. Ekohi will automatically detect if it is an image 
or a file and create a media item in the folder. We can even drop entire folders (with subfolders) and the folder and file 
structure will be recreated. Alternatively we can click - or click here to choose files and get a standard OS file picker 
dialog. 

The default Image Media Type has 5 properties that will be populated once the image is uploaded. These are Upload 
Image, Width, Height, Size and Type and can be viewed in the Media section and accessed in our templates. 

 

Organizing and editing media items 

The default view for the media section is a card view that lets preview the images and files. 

 

 



 

This document and the information thereon is the property of Medixsoft Inc. and may only be used for the purpose for which it is supplied. Reproduction of 

the content or use of the information thereon, in whole or in part, is strictly prohibited without the express written permission of Medixsoft Inc.  

 

19 

We can select multiple media items and do bulk operations (delete/move) by clicking the image. To edit properties 
on a media item simply click the blue bar at the bottom of the item. 

 

We can switch to a list view by clicking the view toggle next to the search field and selecting the list view. 
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Cropping the Images 
 

If we select an image that has been uploaded to the folder we'll see the full image and the crops we have defined. 

Moving the blue focal point on the image will update the crops to focus accordingly. 

We can also edit the individual crops by selecting them and moving the image or adjust the slider to zoom. 
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Create Content 

Options in Content Tree 
We have various options in the Content Tree such as Create, Delete, move, rollback, reload, and audit trail...etc. 

Usually a content editor has access to Content and Media sections. To get the options menu to appear we go to 
our content tree and click the three dots then "do something else" as we can see that we have a limited list of 
options because of the permissions in this editor account the same way we only have the content option in the 
sidebar.  

 

 

Options in content tree 
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Letôs go through the options in this list, they are pretty self-explanatory but can be confusing:  

o Create makes new pages  
o Delete removes a page  
o Move changes the level of a page  
o Copy will duplicate a page  
o Sort changes the order of the pages 
o Rollback reverts back to a previous save point  
o Audit Trail shows us what changes have been made on each page  
o Publish displays the content on website.  
o Send To Publish sends  content to a publisher/admin  
o Notification allows us to be notified when something changes 
o Send to Translation sends new content to a translator if we have a multi-lingual site 
o Reload Nodes allows us to essentially refresh the page.  
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Creating (or) Editing a page/new item 

 

Letôs start off by creating a new page. The first thing to think about is where we want this new page to reside. If we want to 
create a level two page then I can right-click on the level 1/Home page and hit create, or hit the three dots.  
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Next we will be given a list of available document types to use. One can think of these document types as a template of 
pre-selected properties and data types. 
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Internal page  

 

Creating/Editing internal page 

¶ Go to SFDR Home 

¶ Choose the document type Internal Page. 

¶ If we look at the properties tab we can see that the document type is specified. 

¶ If we are unsure what document type to use look at other pages in the properties tab to see what was 
previously used.  

¶ Now we can enter test information and hit save.  

¶ If we preview our website, we can see that the new test page has been created. 
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We have 4 tabs in the internal page document type. Left Wing, Body, Right Wing and Special Right Wing. 

Letôs discuss in detail about each and every tab. 
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ü Left Wing: The left section of the webpage. 
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We have several property editors in the Left wing section, letôs go through each and every property editor. 

Include In Navigation: One canôt see the page in Main navigation unless check the checkbox. 

Example: 
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Restrict Access: if we enable this, the respective page will be showed only when user logged into the website. 

Show Left wing: Check the show left wing check box to see the left wing section on the webpage. 

 

Left Wing Header: Header for Left wing section 

 

Left Wing Links: Link is an Archetype Property editor. It wraps other installed property editors. By wrapping the 

other properties, Archetype allows for custom and repeatable fieldset mashups. 
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In the above screen Link Archetype Property editor has 5 other Property editors, 

Page Link Name: To specify the name to be displayed on Internal page link. 

Internal Page Link: This is a content picker property editor where user can select the internal page from the 

content tree. 
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If we click on the Add button we will get the list of internal pages from the content tree, we can choose either one of 

the page. Here I would like to select Departments Page for test purpose. 
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External Link Name: To specify the name to be displayed on External link. 

External Link: This is a text string property editor where one can enter the url of a website.  
Note: Do not forget to include  http:// or https:// before website url, otherwise it will throw an error. 
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If we give both internal and external link then internal page link will be populated on the webpage. Always internal page 

link has priority. If we want to see the external link on webpage, remove the internal link and page link name(if specified 

so). 
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Restrict Access: if one check the restrict access check box then link will be showed only when member login into 

the website. 
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As we can see Link archetype has two buttons initially, plus and power buttons. If we want to create more than one 

link we can click on plus(+) button. 

 

 
Now we got another Link archetype, like this, we can create as many as we want to. 

 

      will un publish the link . 

     sorts the links. 

  X     deletes the link. 

 

 

Contact Information: Here we can enter person/office contact information and office hours. 

We can create multiple contacts by clicking + button. 
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Make sure to check theò Show contact infoò check box to see the contact information on webpage. Similarly check 

the ñshow office hours on site?ò. 
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Founding Member: Here we can enter Founding member details, it is an archetype property editor and it has two 

property editors called designation and Founder Name, again Founder Name is an archetype property editor. 

We can create multiple Founding members and one founding member can have multiple founder names since 

founder name is also an archetype property editor. And make sure to select ñshow founding members on site?ò to 

display their information.  
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I have created two founding members, first founding member is CEO and he has one founder name called Test 

Founder 1. The second founding member is CFO and he has two founder names called Test Founder2 , Test 

Founder 3 
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Representatives Section: Here we can enter representativeôs information. It has two property editors called 

Representative section header and Representative list. 

Representative list has header ,sub header and Representative Property editors.  

Representative section can contain more than one representative list and a representative list can contain more 

than one Representatives. Make sure to check ñShow representatives on site ñ to see representatives information. 
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Sponsor Logo Slider: Here we can specify Sponsorós information, it has various property editors. 

o Slide Image: it is a media picker property editor , we can choose logo/image of the sponsor form the 

media. 

o Slide Header Text: it is a rich text editor property editor , we can give header text for Logo/Image. 

o Slide Description: it is a rich text editor property editor , we can write description of the Logo/Image. 

o Display Order: To specify the order of image. 

Make sure to enable ñShow sponsor logo slider?ò to see slider on website. 
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ü Body: The Middle section of the webpage. 
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We have several property editors in the Body section; letôs go through each and every property editor. 

Image: It is a Media picker property editor, we can choose images from the media. The selected image will be banner of 

the page. 
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Header Text: Header for the banner. 

Enable Slider: Check  óEnable sliderô to see slider on website  

Slider Duration: The time duration between slides  

Slider:  
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Media Name: Name of Image/video 

Is Media type Internal?:  Check if the media type is internal 

Internal Media Link: To upload image or video  

External Media Link: To specify the url of media 

Include in site? : check to show the media on website 

Restrict Access?: check to show media after user login 

 

How to create slider? 

Adding Internal Images 

o Specify the image name/description in the Media Name field  

o Check óis Media type internal?ô  

o Select the image by clicking internal media link field  

o Check ô include in site?ô  

o Hit save and publish  
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Adding Internal Videos 

o Specify the video name/description in the Media Name field  

o Check óis Media type internal?ô  

o Select the video by clicking ó internal media link ófield  

o Check ô include in site?ô  

o Hit save and publish  
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Adding External Images 

o specify the image name/description in the Media Name field  

o give image url in external media link field  

o checkô include in site?ô  

o Hit save and publish  
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Adding External Videos 

o specify the video name/description in the Media Name field  

o give video url in external media link field  

o checkô include in site?ô  

o Hit save and publish  
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Creating Multiple slides 

To create multiple slides simply click on the + button in óMediaCenterô property editor. 

 

 

Un publishing slides 
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o If we donôt want to see a slide on website ,we can un publish it by clicking on power button. 

 

o We can republish it by doing the same thing(click on power button) 

o Hit save and publish  

 

 

Deleting slides 

o If we want to remove a slide, simply click on the  X button. 

 

 

 

o Hit save and publish  
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Content Description: this is a rich text property editor, we can enter the Content of  page here. 
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Show Message Board? : Message board will get displayed if we enable this check box. 

Is Police Message Board? : enable this if it is a police message board. 

Message Board Items: It is to create Message boards; we can create more than one message boards. 

o Message Title: Title of the message board. 

o Message Sub Title:  Subtitle of the message board. 

o Post Time: it is a date picker property editor, we can select a date here. 
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o Message Detail: Description of the message board. 

o Message Priority: it has 3 distinct colors(Red, Green and White), we can choose either one based on 

priority. 

o Police Message Priority: it has 2 distinct colors(Red and Green), we can choose either one based on priority. 
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If we click on the View details link, we can see the message description. 

 

 

 



 

This document and the information thereon is the property of Medixsoft Inc. and may only be used for the purpose for which it is supplied. Reproduction of 

the content or use of the information thereon, in whole or in part, is strictly prohibited without the express written permission of Medixsoft Inc.  

 

73 

ü Right Wing: Right section of webpage. 
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We have several property editors in the Right Wing section; letôs go through each and every property editor. 

 

Redirect Links: it will navigate to document/ internal page link/ external link. Since it is an archetype property 

editor We can create multiple redirect links. 
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Redirect link has various property editors, lets discuss them. 

o Display icon: it has list of icons, we can select the appropriate icon to our link. 
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o Document link name: Name of the document to be displayed on document 

o Document Link: we can pick the document from the media. 

 










































































































































































































































































































































































































































