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Downer Website
CMS Instructions

This CMS instruction manual contains
detailed instructions for the following items:

E How to edit page content

EJ How to create image widgets, add to page block,
and add to page

ﬂ How to create news articles & case studies

B How to upload documents and assign to a page
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E] How to edit page content

Pages list

n In the side navigation, click
Content > Pages.

28 Content v

» Pages

This will bring up the list
of all pages within the
Downer website.
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Search for a particular page
using the search bar.

Click the ‘Add new’ button to
create a new page.

To edit an existing page click
on the green pen and paper icon.
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E] How to edit page content
Edit content

n Page Template — determines
the banner colour and text
styling colours. There is one
for each section of the website,
so use the following general
content pages, for:

About us pages = About us

News and Media pages = News details

People and careers pages = People
Careers - Content

Contact us pages = Contact us -
Content
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To view this page on the front end, go to:
CMS Instructions

n Hero Image/Video — This is
where you add in the page
banner image. The dimensions
must be 17700x34&0px, which
can be edited using the Asset
Manager.

® ~

This & Paragraph 1. Thes fiald must always be fled in with 2 lead in paragrapgh 16 introduce th page.

This is Paragraph 2. This fisid must with

1and Paragraph 2 alv

paragraph. By having Paragraph
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File ~ Edit~ Insert~ View~ Format~ Table - Tools -

| Fomas -

This is the content field. This is whare you will entar the remaining page content. There are a number of simple text styles you

B /f EE=E=E=E

can achieve here. For example:

P

This will appear a5 the contet of the page

L

= E | P W

Paragraph 1and 2 — must

AN

always be filled in with a lead

&

and secondary paragraph to
introduce the page.

Content - this is where you enter
the remaining page content.

Y

[ Manage Page Block

= ==

n To complete the page, check
the ‘Is Active’ checkbox and
click Save.

Save = Saves the page and exits
back to the page list.

Save and continue = Save
the page and remains on the
edit page.
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E] How to edit page content

Text styling

To create Subheading1 — go to Formats > Headers > Subheading 1.

—
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To create Subheading2 - go to Formats > Headers > Subheading 2.
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To create Subheading3 — go to Formats > Headers > Subheading 3.
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To bold or italicise text or create a bullet or numbered list,
click on the buttons shown below:

1—
=
=
Bullet list Numbered list

B I =

s~ | B [T |
Bcld

To create a hyperlink, click on the button shown below, which then
brings up the following pop up:

= | p m | Mmeertink = | Click on the ‘Target’
e |
un = | dropdown to select
T ey ‘New Window’ if you
Targat None - .
want the link to open
| in a new window.

To add an image, click on the button shown below, which then brings
up the following pop up:

<._5@ | Insert/edit image *
Insert/edit image Source L2
Image description
Dimensions ® o COnsIrain proportions
cae
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El How to create image widgets
Image widget list
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El How to create image widgets

Edit image widget

Image Widget Name - This

is text to be displayed on the

image widget. Check the ‘Yes’
checkbox to display this text

on the image widget.

Image — This is where you
select the image for the image
widget. Images must be to the
dimensions of 360x360pXx,
which can be edited in the
Asset Manager.
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& Clear Cache
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Edit Image Widget

Image Widget Name  GMS Instructions Document
Display Name @ Yes Mo

image  /ContenticmsBrochuresspng @ Image size: 360px X 360px

Description

Image Liric - External
Image Link - Internal  Select
cocumentuine |20 Y
Target  Mew TabWincow
Sort Order ]

Is Active [

T =

To add an image widget to a page, it needs
to be added to a page block first, which
you can find out about on pages 7-11.

Great Barrier Reef
Foundation

Tha Great Barcior Rred Foundaticn exista
R0 ot th reed by rising funds for
e —

»

Description — This can be
additional text that appears

on mouseover.

For an example of this, see above
or go to the

*Note: All widgets except the
ones on the communities page
do not require a description.

Define where the image link
should link to:

e External link

e Internal link

e Document


http://www.downergroup.com/communities
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E] How to create and edit page blocks |,
Page block list

In the side navigation, click
Content > Page Blocks.

B8 Content v
Pages
Content item
Asset Manager
Image Carousel
Documents

» Page Blocks

This will bring up the list of
all page blocks within the
Downer website.
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Page blocks are additional sections you
can add to the bottom of a page below the
content area e.g. Widgets, Latest News,
Job Opportunities. To view this page on
the front end, go to: CMS Instructions

Search for a particular page
block using the search bar.
Click the ‘Add new’ button to
create a new Image widget.

To edit an existing page block
click on the green pen and
paper icon.

To manage the widgets in a page
block, click on the grid icon.


http://www.downergroup.com/cms-instructions
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E] How to create and edit page blocks
Create page block

Please select Page Block Temnplate

I — Click ‘Add new’ to create a new
Customn Links Cynamic -
page block.

Select Custom Links Dynamic >
Done.
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E] How to create and edit page blocks
Create page block

Title — This is the title of the
page block e.g. name of the
page it is to be featured on.

If you check ‘Display Title on
Image’ this will show the page
block title.
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Title
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2 Manage Widget

Click on ‘Manage Widget' to
select the widgets to display
in the page block.
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E] How to create and edit page blocks

Add widgets to page block

Select Widget Template Name
to ‘Image Widget'.

Select the Widget Name, then
click ‘Add".
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Page Blocks
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Widgets for CMS Instructions Page

Widget Ternplate Name
Image Widget ¥

Widget Name

Aneut Us &

Marmse
CMS Instructions Document
EME Instructions Document.

CME Instructions Docurment

Type
Image Widget
Image Widget

Image Widget

Downer Corporate Sie ~ | M 0 | Seome _

Wity ter wenw trogtien i

Use the sort order arrows to
rearrange the order or widgets.

To delete/replace a widget, click
on the red bin icon, then go back
to step 1 on this page to add
another.
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E] How to create and edit page blocks

Add page block to page

&

Within a page, click on :
‘Manage Page Block’, which 5 butkend
will bring you to this screen. s
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22 Content
Pages
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Assat Managar
\mage Carousel
Docurments
Page Blocks
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Case Studies
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2% Clear Cache
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Page Blocks for CMS Instructions

Page Bock Template | Custom Links Dynae &
Name

Page Block Name | CMS Instructions Pr §

Name
CMS Instructions Page
Latest News

Jab Dpparnities

Qur Fillars

Type

Custam Links Dynamic
Latust Mirwes

Ralated jabs

Tabs ud

s Active

EEER

Sort Order

[ - Select the Page Block type to:

Custom Links Dynamic.

Select the Page Block Name
and then click ‘Add-.

Use the sort order arrows to
rearrange the order of widgets.
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] How to create news articles & case studies
News article/Case Study list

Although news articles and case studies are managed in different sections, the process to edit them are the same.

In the side navigation, click
Content > News/Case Study.

B8 Content

Pages

Content item

Asset Manager

Image Carousel

Documents

Page Blocks

Executives/Board
»  News

» Case Studies

This will bring up the list of
all news articles within the
Downer website.
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Search for a particular page
block using the search bar.
Click the ‘Add new’ button to
create a new image widget.

To edit an existing news article
click on the green pen and
paper icon.
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] How to create news articles & case studies
Edit news article/case study

® O ® 1 powner Group - Add News 11 X | "% CMS inssructions = Aysia
« | (@ www.dewnergroup.comsd

Page Template - should 23 Home 1 Wk 5 el s

Music [ Enertainment (23 Shopping £ Travel

Downer Group

be set to ‘News Details’ as

Add News Item

default. Enter the news article 5 (ool
& Ademin v : . _ ..
title in the ‘Page Title’ field. B e Anae Hero Image/Video - This is

Page Template  News Details

where you add the image to be

¥ Announcsments v

Page Title
W Woboase ~ A
o featured on the news article
Pages - R —— page. The width of this image
. oy i Kayors;, [ o must be no larger than 905px.
Category - You Ca n aSSIQ n image Carousel Meta Description This will be useful for SEO
a news article or case study Dl Haro magenions | o nagarices Y ——
Page Blocks
to one or more categories, C—— paragrapn ! ‘ Paragraph 1, 2 and Content
see below: o T | fields — Follow the instructions
News Case study i Yo - on pages 3-4 on how to popualte
categories: categories: compy s s — . .
g g — . Fomas- B f E E EE £ EEE £ W these fields.
» Downer Group e Community e .
» New Zealand « Health and W Sectors & Sanicns v |
« Engineering, Safety e ¥ 3 i
Construction and « Environment 23 ClearCache s will appear as the content of the page
Maintenance . e _
People o [ Date — This should be the release
« Infrastructure « Diversity .
Services tews Gnngory Gt date of the news article. You can
« Rail back date this if required.
» Mining Landing Page Widget
. Awards Article Title Short Tithe Short :
o Spotless Content Short ant Short -

V3:06 Nov 2017

Page 14 gives instructions
for the following fields
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] How to create news articles & case studies
Edit news article/case study — Landing page widget

Landing Page Widget — These Landing Page Widget
fields populate the news Article Title Short — This should

Article Title Short .
be a shortened version of the

article tile that appears on the

News and media page. Content Short news article title.

Content Large Content Large - If relevant, this
can be highlight figures e.g. 2

List Image Url Path ® maximum 360px wide, any height awards’ shown below.

i
*“Five milliop hours L
-free at Wheatstone

List Image URL Path — This
should be the same image is

LLd

Background Colour Select Color

uploaded in the content section,
Latest News/Related Articles Widget however resized to a maximum
of 360px wide, with any
Avrticle Title Short o
height.

Alternatively, if there is no news

Thumbnail Image URL ® must be 240 x 172px exactly
path article image, you can select
Video Url Path ® a background colour from the
dropdown list.
v 2o D

3: 06 Nov 20 Page 15 gives instructions
for the following fields

14
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] How to create news articles & case studies
Edit news article/case study — Latest news/case study widget

Landing Page Widget

Avrticle Title Short Article Title Short
Content Short Content Short

Content Large  Content Large

16/10/2017
Five million hours LTI List Image Url Path  List Image Url Path ® maximum 360px wide, any height
free at Wheatstone

LLd

Background Colour Select Color

Latest News/Related Articles Latest News/Related Articles Widget
Widget - These fields - Article Title Short — This should
Article Title Short
populate the news article be a shortened version of the
Wldget that appears in any Thumbnail Image URL | Thumbnail Image URL path ® must be 240 x 172px exactly news article title.
path
‘Latest News' or ‘Related
News’ sections. Video Url Path  Video Url Path ®

Thumbnail Image URL Path -
This should be the same image is
uploaded in the content section,
however resized to 240px X

172px exactly.
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How to upload documents
Documents list

® 0 ® 4 DownerGroup-Covtents X “F Dowear Grous- Documents % | 3 CMS nstractons %t Downer wins Quebec kon Ore X Ay

« O | @ waw.downergroup.com/ss cument/List ot @ H P DS o
i Apps [Z1Home [N work [ SocislMecia 3 Blogs X News [ Music [ Entertainment [ Shopping £ Travel

In the side navigation, click

Downer Group Downer Corporate Site = | 4 0 | IS <
Content > Documents. o—
N h Documents
bt Search for a particular document
am & Adein - Q saarch .
@& Content PR e— using the search bar.
Pages S Click the ‘Add new’ button to
22 Conen v | b - create a new document.
Content item - Downer Group brochure - Relationships creating sLccess 1 Za
Coeeent ieen Resuhs of Meeting 1 a8
owner in NSW Z &
Asset Manager frmme :M :s , . —=
¥mage Carousel DN in Queensiand El w -
FAimare Dawner in Victaria 4 g
Image Carousel — Downer in Western Australs s Z 8 ] o
P e : z)e To edit an existing document
» Documents rews e e b iy ’ o click on the green pen and
Case Studies Tamwaorth Asphalt Plant Emergency Management Man - updated Nov 2014 9 e o
Compary Mistory 2016 Downer Sustainabiity Report 0 & paper iCOn.

ThIS W||| bring Up ‘the ||S‘t Of n Setings w Tamworth monitoring results - june 2016 10 Z W
W Suppler Regis. " TAMWORTH MONTORING DATA. 7 ® 8

all documents within the S| [ ——— m @8

N o H o1 1 8

DOWner WebSIte. Py = Appendin 2017 Dividend ] P
Chairman's address and Chief Executive Officer's report 0 a8

£ Clear Cache

Frnerpency Managuemen t Plar - Mohile Wasth Processing 10 e

Do News - ssue 11 10 & &

2017 Downer Sustainability Report 0 8

Chint Exncutive Officer's Repert to Sharsholders L] e

-?aaﬁn7aw:r.
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How to upload documents
Add document

Add Document
Title — Should be the name

of the document. Title
File Url Path | File Url Patt @
File Url Type  PDF :
Date Published  03/11/2017
SortOrder 0
Docurnent Category  Document Gategory
Document Type Annual General Meetings
Annual Reports

Beoard Policies
Brochures

Document Type — Click on the
relevant items in the left column,
then click on the right arrow to
make this document appear on
that page.

File URL Path - Click on the
up arrow icon button to upload
a document into the Asset
manager.

Date Published — Enter the date
the document was published/
released/uploaded.

Sort Order — This defines the
order a document appears

and should be entered in
incremements of 10. You may
need to check the sort order of
other documents in the relevant
section to see which spot you

want the document to be placed.
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For further information,
please contact:

jessica.puz@downergroup.com

or
' T@walterwakefield.com.au
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