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Caldes CM12: Content Management Software Introduction v1.9 

Enterprise Version:  If you are using Express, please contact us. 

 

Background Information 

This manual assumes that you have some basic knowledge of HTML, although if you have a very simple 

structure you should be able to make changes without any HTML knowledge if you follow this manual 

carefully.  See section 5 for a very basic HTML guide that covers key HTML code 

For more information on HTML code and hyperlinks please see http://www.w3schools.com/tags/default.asp 

Wherever possible the menu section is defined using the Options code, e.g. Options 100 is the Website 

Tools menu in the administration Options area. 

Caldes will help you administer your website, but we don’t actually upload content other than when a site is 

very new.  If you need Caldes to do this for you, we can, but there will be an administration charge.  If this is 

something that you regularly incur, you might consider purchasing a formal training session. 

 

Key to sections 

1. CMS overview 

2. Logging in to the CMS 

3. Changing and adding content (see section 4 for adding a new menu item, e.g. a News item.) 

3.1. Best practice for updating your website 

3.2. Finding the existing content to change 

3.3. Updating the content 

3.4. Formatting images 

3.5. Uploading images 

4. Adding a new menu item to an existing menu 

5. HTML guide basics 

http://www.w3schools.com/tags/default.asp
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1. CMS overview 

The CMS has 3 elements: 

1.1. The website page content.   This is covered in section 3 and accessed from Options 100.6 

1.2. The website menus.    This is covered in section 4 and accessed from Options 100.5 

1.3. The website static structure.   Not covered in this manual but accessed from Options 100.3 

2. Logging in to the CMS 

2.1. Log in to the Options area of Enterprise using the password provided to you separately.   

2.2. Scroll down to Website Tools (Options 100) 

2.3. Make sure that Current web site selection is correctly using the drop down list shown.  Usually 

there will only be one website in the list but you can run multiple websites from this CMS.  If you 

can’t see the drop down, press the 100.2 Intro link at the top of the page. 

3. Changing and adding content 

Note: If you want to add new content, such as a new news item, see section 4 first. 

3.1. Best practice for updating your website 

3.1.1. Use Notepad to paste a copy of the original information. During the process of updating 

a website, you often have to ‘Copy’ and ‘Paste’ data and, to save confusion as to what you 

have edited, keep a copy of the original in Notepad. If you haven’t used Notepad before, you 

will find it by going to your start menu and using the search function.  

 

3.1.2. Any data you upload will not be saved and go ‘live’ until you click on the ‘save’ icon that will 

appear at the end of a process. This will enable you to come out of your updating mode if 

you’ve made a mistake and are worried about it appearing on your live website but also means 

that you might need to use Notepad to save back up information as you go.  
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3.2. Finding the existing content to change 

3.2.1. Menus and sub menus will already have been set up for you.  We will show you how to add 

to these later.  This section is about changing existing content.  Each menu item will have been 

linked to an HTML page.  

3.2.2. Click on the 100.6 Pages link at the top of the screen.  This will show you a tree of all the 

HTML pages used in your site.  If necessary, open up any folders on the left. 

3.2.3. Click on the page that you want to edit.  The page name and the menu name will not 

necessarily be the same but they should be named in a similar way. 

3.2.4. The web page will now show.  Simply make your changes as necessary and then save the 

page. As soon as you save the page it will go live on the website.  For more detailed 

information on how to edit the HTML content, please see the next section. 

3.3. Updating the content 

3.3.1. Do you already have the content (e.g. in word?)  If not, see 3.3.2 below.   

3.3.1.1. If so, if you paste text straight in from MS Word etc, it may include lots of hidden 

formatting that will look awful on a website.  You need to clean it up first.  To do this, 

paste the text into Notepad and then copy it from Notepad and paste it in to the CMS.  

Then format your line returns, bold etc from within the CMS (as detailed in 3.3.2 below.)   

3.3.1.2. Viewing the source code.  If you have HTML knowledge and want to tidy up the code, 

from the page area, click the white button in the top left hand corner.  Click it again to go 

back to HTML view. 

 

3.3.1.3. If you don’t have the content in an external document, you can of course just type in 

the text. Then seen 3.3.2 below for more information on formatting text. 

3.3.2. Formatting text 

3.3.2.1. When you press the return key you will get a new double spaced paragraph.  To 

avoid this and just return on one line, hold down the shift key as you press the return key. 
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3.3.2.2. Use the various tools along the top to make your text bold, coloured etc.  You can 

also add in hyperlinks.   

3.3.2.3. For paragraph and page headings, it is always recommended that you use the H1 

and H2 tag buttons.  This will ensure that all headings are identical in font size, type and 

colour whilst also being good for SEO purposes. 

3.3.2.4. Remember to save the page, by clicking on the  button 
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3.4. Formatting images for your website 

3.4.1. Create a new folder to store images. Below is explained how to upload property images 

onto your website and to do this you will need to save them. Caldes would suggest creating a 

new folder specifically for this purpose so you always have the images should you ever need to 

re-use them. 

3.4.2. Correct size for an image to be uploaded. The pre-programmed HTML on your website 

necessitates that your images be web friendly. This is best achieved by using an application 

such as Adobe Photoshop but if you do not have this, you can resize images using Microsoft 

Office Picture Manager. If you do not have Microsoft Office available for you to use, contact 

Caldes Support regarding alternatives. 

3.4.3. File sizes should be less than 500KB and saved in .jpg format. If you have resized your 

image and it still will not save, then you might have to resize it further until you find the 

appropriate number of pixels for the function you are trying to perform. 

3.4.4. To use Microsoft Office, simply: 

 Open up your saved image as per the instructions below 

 Move your cursor over the image then right click on it, then click on ‘Open with..’, 

 

 

 Click on Microsoft Office Picture Manager 

 Click on ‘picture’ along the top bar 

 Click on ‘resize’ 

 The size of picture you need will be subject to the function you wish to perform. When 

selecting from the sizing drop down list available under ‘Predefined width and height’, web 
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images and logos need to be ‘E-mail – Large (314 x 235 px), and brochure images need to 

be ‘Web –Large (640 x 480 px).  

 

3.4.5. Once you have chosen the size of your image, save it as a file that you can then use for your 

website, brochure, etc. 

3.4.6. See the next section for instructions on uploading your image. 
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3.5. Uploading images 

3.5.1. See above for ensuring the images is the correct size and format. 

3.5.2. Click on your HTML page (100.6 Pages menu) and then click the picture tool in the menu 

shown 

 

3.5.3. A new window will appear 

 

3.5.4. Click the ‘Upload an image’ link to browse and upload your image in another pop up window. 

3.5.5. Once uploaded, scroll down through the list of images to select your image and then click the 

OK button to insert it into the page. 
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4. Adding a new item to an existing menu (e.g. a new news item) 

4.1. The correct order to do this is: 

4.1.1. Create the new HTML page (See 4.2 below) 

4.1.2. Add the content to the HTML page (See section 3 above) 

4.1.3. Add in the new menu and attach the HTML page (See 4.4 below) 

4.1.4. Once you have done this a few times it is relatively quick to do.  Usually 15-30 minutes to 

add a News item for instance. 

4.2. Create the new HTML page: 

4.2.1. At this point nothing will go live.  You will be told when this happens shortly. 

4.2.2. Select 100.6 Pages menu 

4.2.3. Click on any existing page on the left (to bring up the tools and buttons) 

4.2.4. Click the ‘New HTML file’ button and in the pop up screen: 

4.2.4.1. Add the new file name.  Use a name that makes it easy to find again and remember 

the name.  (The spaces will be automatically replaced with underscores and the .html 

extension will be added, so do not at these.) 

4.2.4.2. Select a folder if necessary, e.g. News folder 

4.2.4.3. Click ‘Update’ to add the new file. 

4.2.5. Click the ‘100.6 Pages’ link at the top again to refresh the file list. 

4.2.6. The blank page will not be visible yet.  You need to find it from the tree on the left (open the 

folder that you added it to if necessary) and then link on the left to show the blank page on the 

right. 

4.3. Add the content to the HTML page: 

4.3.1. Add the content as per the earlier instructions in section 3 in this manual and save it.  Then 

go to 4.4 below. 

4.4. Add in the new menu and attach the HTML page: 

4.4.1. Select 100.5 Menus 

4.4.2. Click the  at the bottom of the CORRECT menu to add in a new menu.  At this point this 

menu becomes live, so it is important to attach your content straight away.  If you are not ready 

to do this yet, don’t add the menu. 

4.4.3. Fill out the form as follows: 

4.4.4. You need to add the menu label, which is what will show to the visitor in the menu.   
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4.4.5. You then need to click in the grey CMS page box and find your new HTML file added above 

from the tree shown. This bit links the HTML to the menu. 

4.4.6. Add in a Friendly URL.  If in doubt, simply add the same text as the menu label, but with 

‘.asp’ on the end.  E.g. ‘My news item.asp’.  Remember to include the .asp at this point.  If the 

name has already been used then you will be prompted to use something different.  Use a few 

words (2-4) that help with search engine optimisation (ie. help people find this page.) 

4.4.7. Add in the Sort order.  The lower the number the lower it will come down in the menu.  For 

news items we recommend that you start with 999 then go to 998 then 997 etc. 

4.4.8. Click Save.  The other options are more advanced and will be automatically completed if left 

blank, but if you understand any of them then feel free to add information as necessary. 

4.4.9. Test your website.  Make sure that the page displays correctly and that the menu still fits in 

the structure.  If the menu is now too long, you need to remove an old item or extend the 

structure.  (Advanced: Increasing the menu height is usually done by increasing the height of 

Div 4 in 100.3-> Step 5.) 
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5. HTML GUIDE BASICS 

5.1. A web page is made up of visible information, such as text and images and invisible information 

that defines what the page should do or how it should look.  The invisible code is known as ‘HTML’ 

or often described as ‘mark-up’ and this is broken down into ‘tags’. This invisible code is described 

by using less than ‘<’ and greater than ‘>’ signs, which make them invisible to your Browser. 

5.2. Most tags in HTML have an opening tag and a closing tag.  So for instance to define the ‘body’ of 

your page you will open a <body> tag and at the end of the whole page it will close again </body>.  

You will see that the closing tag is pretty much the same as the opening tag except that it has a ‘/’ 

near the beginning. 

5.3. You should see this guide as just that, a guide and so you will need to adapt the examples below to 

meet your needs.  As you get to know these you can adapt them to do additional things, such as 

add colours, weights and font sizes etc. 

5.4. Adding a link (a href): 

5.4.1. Example link to the Caldes website 

5.4.2. Start by opening the tag, with <a href= 

5.4.3. Then add the URL of the web page that you want to link to, starting with an inverted commas 

“, then add the URL including the http:// element so that the website knows 100% where to go.  

Without this, the page may think it’s a relative link, i.e. relative to the URL of the current page, 

which might not work.  Remember to close off the URL with closing inverted commas “. 

5.4.4. If you want the page to pop up in a new window ad target=”_blank”.  This is the same for all 

links and will fire up the new page in a blank window.  If you want the link to stay in the same 

window, leave this out. 

5.4.5. Close off the first part of the tag with a less than sign ‘>’ 

5.4.6. Now add your text that you want the visitor to click on 

5.4.7. Finally add your closing tag to define the end of the link </a> 

<a href=”http://www.caldes.co.uk” target=”_blank”>Click here to see the Caldes website</a> 

5.4.8. It is really important that you do not miss out any of the quotation marks etc. 

5.4.9. When finished it will look something like this to the visitor: 

5.4.10. Click here to see the Caldes Website 

http://www.caldes.co.uk/
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5.5. Adding an image 

5.5.1. The image tag doesn’t have a closing tag. 

5.5.2. <IMG opens the tag 

5.5.3. border=0 ensures no border on the image. 

5.5.4. The alt element allows you to add some simple text describing the image.  Useful for search 

engines and for blind users.   

5.5.5. The src element describes the path to the image source.  You can add the full path here 

although the CMS may change it to a relative path.  It probably helps to add the image first, 

using the ‘Uploading images’ section above first.  This will give you the source path. 

5.5.6. Remember to close the tag with a “>” 

    <IMG border=0  alt="my image" src="images/cms_web_images/myimage.jpg"> 

5.5.7. It is really important that you do not miss out any of the quotation marks etc. 

5.6. Adding a link by clicking on an image 

5.6.1. This combines the two above as follows, the purple area being the link and the red being the 

image (which replaces the text in the link example): 

<a href=”http://www.caldes.co.uk” target=”_blank”><IMG border=0 alt="my image" 

src="images/cms_web_images/myimage.jpg"></a> 

5.6.2. Write the whole thing as one line.  It doesn’t matter if it wraps on to more than one line, but 

any spaces that are between an opening and closing tag, but not in the tag itself may show as 

spaces on screen, pushing your image down a line possibly.  It is therefore best to remove any 

spaces that are not within a tag. 

5.7. Line breaks 

5.7.1. <br> or <br /> - both work to add a single line return. If in doubt, the second one is better but 

takes longer to type. 

5.8. Paragraphs 

5.8.1. This will add a new paragraph, which is very similar to adding two line breaks. 

5.8.2. <p>Add your new paragraph here</p> 

5.9. Horizontal rules 

5.9.1. <hr> - Useful for putting a line across the whole page to break up a section 

5.10. Heading tag – will set the text to heading format as set across your whole site. 

5.10.1. <h1>Put your heading here – used by search engines too</h1> 
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5.11. Tables 

5.11.1. Not as complicated as you would think: 

5.11.2. <table> opens the table and </table> closes it.  Put this around the whole table. You can also 

use the border=1, cellpadding=x and cellspacing=x elements to pad out the table by a few 

pixels and turn the border on and off (1 or 0).  Cellpadding pads out within each cell and 

cellspacing puts spaces between each cell. 

5.11.3. Now add the table body <tbody> and </tbody> (Good practice, but not essentially required.) 

5.11.4. Then start a new row by opening the row tag <tr> 

5.11.5. Add in your columns, one after the next with the <td>content</td> tags.  Align these as 

required. 

5.11.6. Close off the row with </tr> 

5.11.7. Then repeat for the next row until you get to the bottom. 

5.11.8. If a column needs to span two cells, use colspan=2 etc.  <td colspan=2>Two columns</td> 

<TABLE border=1 cellpadding=2 cellspacing=2> 

        <tbody> 

  <TR> 

                 <TD  align=left> Row 1 column 1</TD> 

                  <TD  align=left > Row 1 column 2</TD>            

</TR> 

               <TR> 

<TD  align=right > Row 2 column 1</TD> 

<TD  align=right > Row 2 column 2</TD> 

</TR> 

<TR> 

               <TD colspan=2  align=left > Row 3 column 1 and 2 all the way across</TD> 

</TR> 

 

</tbody> 

</table> 

Row 1 column 1            Row 1 column 2 

Row 2 column 1            Row 2 column 2 

Row 3 column 1 and 2 all the way across 

 


