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1. INTRODUCTION

The purpose of this manual is to support you with the administration of Caritas Czech Republic (CCR) website and

its selected missions. In general, the manual is used for orientation in the VISUZ Content Management System 3
(CMS3), which allows the dynamic management and administration of the content and structure of the website

online, from anywhere, anytime and any Internet browser.

The website is divided into two main parts:
Representative part - the main component of the website, which will be displayed to visitors after entering the

Internet address of CCR website https://moldova.charita.cz/ Once the website becomes operational, the address of

the website may suffer changes, which implies the modification of links on the operational website.
Editorial or Administrative part - which is used to administer the website. This sets the content displayed in the
representative section.

English version - https://moldova.charita.cz/cms/index.php?lang=en

Czech version - https://moldova.charita.cz/cms/index.php?lang=cs

You can watch this @) YouTube video https://www.youtube.com/watch?v=suuZo8roOVU to better understand the

administration of the website.

Attention! The links to the Representative and Editorial/Administrative parts may differ from mission to mission.

The links to CCR Moldova suffered the following changes:

https://www.ccrmoldova.org.beta.2018.charita.cz/cms/index.php?lang=en

- on the 1st of January 2020 became —

https://moldova.charita.cz/cms/index.php?lang=en

and

https://www.ccrmoldova.org.beta.2018.charita.cz/

- on the 1st of January 2020 became —

https://moldova.charita.cz/

The rest of the manual provides practical steps for administering the CCR websites.
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2. REPRESENTATIVE PART

Welcome to the representative part - https://moldova.charita.cz/

The highlighted items/boxes, their editing and more will be described below.

Social networking

settings
Language settings

\ ?/ CARITAS CZECH REPUBLIC
,4 s IN MOLDOVA Main Menu

WHATWEDO Vv ABOUTUS v GALLERY VACANCIES CONTACTUS

LATEST NEWS

We rais

Ensuring anfinclusive.educationforEhildrén all over country -
Kindness is the valug'of all virtues

COMPLETED PROJECTS

WATCH THE VIDEO

Info boxes

Graphic Trailers

Helping where it's needed



https://moldova.charita.cz/

[Moldova

Caritas Czech Republic has been working
in Moldova since 2004, when it launched
its first dewvelopment project in the

country. Since then it has dedicated its

work particularly to home health
care, civil society development,
agriculture, livelihoods support and

inclusive social development

\ FIND OUT MORE

Donations \

Financial contributions are important for
Caritas Czech Republic in bringing aid to
those at home and abroad who need

support, help, hope and solidanty in
moments of need and times of hardship.
Anyone can get involved in the many
different ways.

DONATE /

Homepage/Articles - Caption
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Capacity building in developing community care,

volunteering and social inclusion

A new Medical-Social Center in
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‘s-
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Training for volunteers "All are
different - all are equal™

Kindness is the value)
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Ensuring the quality and
accessibility of medical-
social homecare services
(2019-2022)

Support and Assistance
to the Social Sector of

Moldova (2017-2019) /

Workshop on "Community care -

safe elderly”

Homepage/Articles - Button
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3. EDITORIAL PART

This part is used for designing, editing and creating the CCR website.

3.1 LOGIN

You will log into the editorial system at the following address (straight to the English version):
https://moldova.charita.cz/cms/index.php?lang=en \
In the login box: \

1. Enter the username \

2. Enter your password

3. And click on the Login button

izus CMS® » CCR-Moldova (8829) Cesky  English

‘ 4 ana.kremenic ‘

D eesesees |



https://moldova.charita.cz/cms/index.php?lang=en

3.2 BASIC DESCRIPTION

After logging into the editorial part, you will be welcomed and the system offers you support.
The editorial website consists of a top menu bar and a left menu bar which will remain in place the entire time you
are logged into the system. The functionality of each menu bar, its modules and sub-modules will be covered in this

manual.

Language Personal settings

CCR-Moldova (8829)

'4 Site settings l

Notification

Good evening

Welcome to the administration environment for managing your web presentation. If there is any way we can help you, please do not hesitate to contact us
4 site pages by e-mail at servis@vizus.cz or by phone at +420 270 005 275.
4 Welcome page
Boxes Your opinion
Main Menu Do you have any idea how to improve CMS? Write us.
Quick finks
Bottom Menu
Hidden
Redirect
Action
Articles
Tiles

Website management

Documents
Forms
Gallery

47 Graphic Trallers

Info boxes
Links
Partners

Vacancles

Uploaded files

Newsletter
Directory

3% collaboration

L Personal settings
[

Statistics

Link to the website

Language - list of languages in which the editorial/administrative part operates. Each language is assigned to the
language version of your website, which you will fill with information

Personal settings - are set by your HQ counterpart and you should not edit it.

Website management - main sub-modules to be used in the administration of the website

File archive - here you will upload all files to be published on the website (photos, docs, presentations, etc.)

Web - link to your website




3.3 SITE SETTINGS

Click on the first module Site settings.

You should see 14 sub-modules. Each sub-module is an important component for the interface of the website. Not

each sub-module.

Below you will find the instructions for

4 B9 CCR-Moldova

[ site settings

Notification

A

|

Site pages

Welcome page

Boxes

Main Menu
Quick links
Bottom Menu
Hidden
Redirect

Action

Articles

Tiles

Documents

Forms

Gallery

Graphic Trailers
Info boxes

Links

Partners

Vacancies

@ Back ¢ Modify

Edit Site Settings

Sub-modules

ﬂddress in the site footer
= Facebook Pixel

® Components

m Site Motto

® | anguage Settings

® Social networking Settings
® Site name

®m Nofte at the address in the site footer

= Three Kings Collection/Infobox

® Homepage/Articles

® Appearance of the graphical header on the start page

~

® Menu appearance

®m Appearance of site items
® Document listing appearance

/




3.3.1 Address in the site footer

Here you will fill in the address of your mission. You will notice that the address of CCR HOQ in Prague is set by
default. To set the address of your mission, you should fill in the Custom spaces — Street and No., City, Phone and E-

mail. Press Save and check the website.

Address in the site footer

You need to fill in either all fields or any.

(@) i 12
Street and No. - —
© Custom ’22 Milesti street, 2nd floor \

G (") Praha1
Yy © Custom |Chisinau, MD-2001 }
() 296243330
Phone z
© Custom |+373 68073 616 ]
: ) sekretariat@charita.cz
E-mail 1

© Custom [ccr.moldova.ofﬁce@gmail.com j
/

Caritas Czech Repubilic SITE MAP USEFUL LINKS
in Moldova

News Caritas Czech Republic
22 Milesti street, 2nd floor Projects Czech Development Agency
Chisinau, MD-2001 § o
Tel: +373 680 73 616 Donations Ministry of Health, Labour and

E-mail: ccr.moldova.office@gmail.com Gallery Social Protection

This website was created with the financial Vacancies AOQ Pro-Development
support of the Czech Development Agency. Gontactiis AD Hometare
Site Map AO CASMED

AO ADPI Humanitas

®




3.3.2 Site Motto

The'Site' Motto is'set by CCRHQ: It should be displayed in each language version of the website. Click on Site Motto,
insert the Motto, press Save and the motto will appear on the website.

Edit Site Settings

= Address in the site footer
= Facebook Pixel
= Components

® | anguage Settings
Social networking Settings
Site name

L

= Note at the address in the site footer
= Three Kings Collection/Infobox

= Homepage/Articles
-
L]
-

Appearance of the graphical header on the start page
Menu appearance
Appearance of site items

® Document listing_ appearance

Site Motto

LATEST NEWS

We raise

Ensuring anfinclusive.educationgfop@hildrén all o\ SFcountry -
Kindness is the valugiof all virtues

COMPLETED PROJECTS
WATCH THE VIDEO

Helping where it's needed




3.3.3 Language settings

The website supports two kinds of language mutations:
¢ a Classic stand-alone language mutation, in which everything is translated into the selected language - Czech
(Cestina)
e an Alternative mutation, where the selection of the user's language moves only to a specific page on the
website
Other alternative language mutations include: English (Angliétina), German (Néméina), French (Francouzitina),
Russian (Rustina), Polish (Polstina), Bulgarian (Bulharitina), Vietnamese (Vietnamstina), Mongolian (Mongolitina),
Ukrainian (Ukrgjinitina), Romanian (Rumunitina), Georgian (Gruzinitina), Serbian (Srbstina), Albanian
(Albanstina), Khmer (Khméritina) and Arab (Arabstina).

Language Settings

Each language, you can create a custom website (by creating a main page and all the required pages), or just create a special page and link to it. The web
site then displays only those languages in the list of languages that have their own site or have a redirect message set and that language should be
publishable.

If you want to create only one information page for a language, just create any page, view it on the Web, copy its URL, and assign it to that language. You
can also assign an external URL to a language.

Cestina Czech website mutation cannot be disabled

Link to page Czech mutation of the site is not possible to redirect

To activate other alternative language mutations - e.g. English (Angliétina) and Romanian (Rumunstina):

1. Choose: Publish this language version on the website

Angliétina l © Publish this language version to the Web |

<  J
Link to page ‘ No link selected \ e Select 3¢ Cancel ‘
S ) Publish this language version to the Web \
Némcina = A 5
© Hide this language version on the Web \
Link to page No link selected \ e Select 3¢ Cancel
y () Publish this language version to the Web
Francouzstina

@ Hide this language version on the Web

Link to page ‘ No link selected \ w Select 3 Cancel

2. Press Save at the bottom of the page




3. The published Iangqu_e mutations will appear on the website

\
§II\§

We raisée

COMPLETED PROJECTS

To deactivate/hide a language mutation, choose Hide this language version on the Web and press Save at the

bottom of the page.

CARITAS CZECH REPUBLIC —
IN MOLDOVA

~—~
-—
-—
-—

b B

CcS EN RO f®

D

WHATWEDO v ABOUTUS Vv GALLERY VACANCIES CONTACT US

LATEST NEWS

Ensuring anginclusive.eduCatiopsfiog@hildieh all oveFcountly

Kindne:

e valuelof all virtues

WATCH THE VIDEO

Helping where it's needed

1. If you want to create only one information page for a language press Select

N
N
, N
® ; 5 .
Anglictina ° Pl:lbllsh.thls language vt.arsmn to the Web N
() Hide this language version on the Web
Link to page | No link selected l Selectl ¥ cancel ‘

2. Choose URL address and press Continue
3. Introduce the URL and press OK

4. Press Save at the bottom of the page

() Internal page

) Article

() Event calendar

() Multimedia Gallery
) Website

Link to:

() Email address
(| FTP server

() URL address

Continue Cancel




3.3.4 Social network Settings

Social network icons are presented and situated in the header and footer of the website.
To set up a link for a social network:

1. Fill in the Name box (e.g. Facebook, YouTube)

2. Insert the Link to social network

3. Select the box View this social network

Social networking Settings

Paste the link to any social network. If the system supports it, it allows you to enter and securely view it on the web.

[‘9' View this social network ]

1. link - . -
() Hide this social network
Name mFacebookI ‘
Link to social network Ihttps://www.facebook.com/prodevelopement! I ‘
3 @ View this social network
2. link S eat - .
() Hide this social network
Name lYoutube ‘
Link to social network ,https:l/www.youtube.com/user/CharitaCR ‘

4. Press Save at the bottom of the page and check your website

- \
-
Header -~ \ Footer

Caritas Czech Republic SITE MAP
in Moldova

News

22 Milesti street, 2nd floor Projects
Chisinau, MD-2001 i
Tel: +373 680 73 616 Donations
E-mail: ccr.moldova.office@gmail.com Gallery

ABOUTUS Vv GALLERY VACANCIES CONTACTUS
This website was created with the financial Vacancies
support of the Czech Development Agency. Contactus

Site Map

080,




SR

Cosan ropublic

3.3.5 Site name

The'Site name is set by CCRHQ! It should be displayed in each language version of the website.

To set up the name of the website:

1. Click on Site name
2. Insert the name in the box

3. Follow the instructions described there

Site name

The site name appears in the upper left corner next to the Charity logo. This name may be different for each language of your site.
If you do not fill in the name, you will see the existing site name, which can be seen at the top of the CMS.
To wrap a name, use the /.Wrap text with Asteris *Small text*.

IICaritas Czech Republic /*in Moldova*® I
EN s

4. Press Save and check your website -

%
N/ -
CARITAS CZECH REPUBLIC CS EN RO

,é & IN MOLDOVA

WHATWEDO Vv ABOUTUS v  GALLERY




3.3.6 Homepage/Articles

Here you will set up the name of the Caption above Articles (usually it is “News”) and the Button name below
articles (usually it is “More”).
To set this up:

1. Insert the name of the Caption above Articles

2. Insert the name of the Button name below articles

3. To create a link to the Button below articles, press Selt—.&t in the Button reference box
~

Homepage/Articles = ~
~
Caption above articles [News I o~ ~ \
~
Button name below articles more | ~ L |
Button reference [ https://www.ccrmoldova.org.beta.2018.charita.cz/what-we-do/ l I -=e Select Ix Cancel ‘

5. Choose URL address and press Continue

_ Internal page

6. Introduce the URL and press OK © Article

) Event calendar

) Multimedia Gallery

Link to:

7. Press Save and check your website 2 DI

) Email address

) URL address

(V] (EllIhttps://www.ccrmoldova.org.beta.2018.charita.d]

4. Decem!

Capacity building in developing community care,
volunteering and social inclusion Ocnita has a new health care facility

=4~

- AN
29, Noverpiber=News: == - ‘-R mber - Newd™

A new Medical-Social Center in Training for volunteers "All are Workshop on "Community care -
Vulcanesti different - all are equal” safe elderly"
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3.3.7 Appearance of the graphical header on the start page
The Appearance of the oraphical header on the start page on the site is'set by CCRHO! You have two options with

which you can work. Press Save and check the website.

Appearance of the graphical header on the start page

Picture and side Items

Trikralova sbirka 2018

3.3.8 Note at the address in the site footer

The Note o the address i the site footeris set by CCRHO! It should be displayed in each language version of the

website.

To set up the name of the website:
1. Click on Note at the address in the site footer

2. Insert the note in the box

Note at the address in the site footer

[iThis website was created with the financial support of the Czech Development Agency. I \

3. Press Save and check your website ”

Caritas Czech Republic SITE MAP USEFUL LINKS
in Moldova

AO ADPI Hur




3.3.9 Menu appearance

The Menu appearance on the website is set by CCR'HO! You have two options with which you can work. Press

Save and check the header of the website.

Menu appearance

Main Menu + Quick Links

3.3.10 Appearance of site items

The Appeararnce of site items on the website is set by CCRHO! You have two options with which you can work.

Press Save and check the website.

Appearance of site items

Shadow

21. zari 2016 Tfikrdlova sbirka

Trikralové koledniky muzZete potkat jesté o tomto
vikendu

Trikralové koledniky muzete potkat jesté
o tomto vikendu




3.3.11 Document listing appearance

The Doctiment listing appeararice on the website is'set by CCRHO: Here you can choose how the icon of the items

that you upload to the website (documents, presentations, etc.) will appear. You have two options with which you

can work. Select an option and press Save.

Document listing appearance

Icons

Etiam ligula pede

Etiam ligula pede, sagittis
EE  quis, interdum ultricies,

scelerisque eu.

STAHNOUT

Etiam ligula pede

Etiam ligula pede, sagittis quis,

interdum ultricies, scelerisque eL

3.3.12 Other settings

The sub-modules Facebook Pixel, Components, Three Kings Collection/Infobox are not supposed to be edited. They

have been already set for all websites!




3.4 Site pages

This item doesn't link to module, only collected sub-modules. You can click on plus for view of sub-modules. The

sub-modules of Site pages will be described below.

3.4.1 Welcome page

The Welcome page is generally the main page a visitor navigating to a website from a web search engine will see,
and it may also serve as a landing page to attract visitors.

Here you can modify the Label, Title, META keywords and META description of your website.

Hlavni stranka

Page updated.

Label: Home
Title: Caritas Czech Republic in Moldova

caritas czech republic, moldova, humanitarian aid, development cooperation, charity, social sector, health sector, local livelihood,

MER:Kevwortde: education of children

Caritas Czech Republic in Moldova is a non-profit in the field of humanitarian aid and development cooperation, focused on health

META description: : T A =
P and social sectors, local livelihood, education of children and adults.

In the Label box you will insert the name of your home page.

N\ ?/ CARITAS CZECH REPUBLIC
IN MOLDOVA
2N

) What wedo > News

> NEWS

CS EN RO f ® Q

WHATWEDO v ABOUTUS v GALLERY VACANCIES CONTACTUS

ONGOING PROJECTS

COMPLETED PROJECTS

Title should be “Caritas Czech Republic in -your country-"
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The purpose of a META description for your page is to get someone searching on Google to click your link. In other
words, META descriptions are there to generate click-throughs from search engines. The META description is a

snippet of up to about 155 characters, which summarizes a page’s content.

GO gle caritas czech republic Q

Q Al & Images & News [ Videos i More Settings  Tools

About 1,070,000 results (0.71 seconds)

Czech Republic - Caritas

Caritas Czech's rich history of helping the poor and the suffering began during the First
Republic in 1919. Since then, despite a moratorium of its services during

You've visited this page 4 times. Last visit: 12/22/19

Caritas Czech Republic
https://www.charita.cz> ... v

Come and listen to the stories of people who, for various reasons, came to Europe and the
Czech Republic. You will find out whether they consider it their home

Youve visiea this page many Times. Last visit. 1222710

META keywords describe the content of a website shortly and concisely, and are therefore important indicators of a
website's content to search engines. The keywords are generally written in lower case, and separated with a
comma. Today, META keywords are irrelevant for search engine optimization and don't have any ranking
relevance.

At the end you can also choose to activate/deactivate the Welcome page on your website.




3.4.1.1 Boxes

Boxes are components on the website, which are presented as graphic boxes with a title/heading, content, etc. and
displayed only on the homepage. Boxes are designed to display important content for the website, like describing

the mission, projects or donations. Warning: Only the first two active boxes are displayed on the website.

List

Item Edit/Modify
l

) ~
N

Warniyg N

Only the fiSt two active boxes areNWsplayed

N N\

moldova \ G)nations \

Kindness is the value of

all virtues
Caritas Czech Republic has been working Financial contributions are important for
in Moldova since 2004, when it launched Caritas Czech Republic in bringing aid to Ensuring the quality and
its first development project in the those at home and abroad who need wl accessibility of medical-
Iy
country. Since then it has dedicated its support, help, hope and solidarity in social homecare services
work particularly to home care, health moments of need and times of hardship. (2019-2022)
care, civil society  development, Anyone can get involved in the many
agriculture, livelihoods support and different ways

inclusive social development Support and Assistance
to the Social Sector of
J \ j Moldova (2017-2019)

News

12. December - News

Capacity building in developing community care,
volunteering and social inclusion Ocnita has a new health care facility




To create a box:

1. Click the & Modify button. A new window will appear
2. Insert the Name of the box

3. Insert the Content of the box by clicking on the & Editor button. A new window will appear which will be

described below.

4. If you want a button, insert its Name

5. Insert the Link to this button by clicking on Select and following the instructions for inserting a link

(described previously)

6. Select Active status to post the Box on the website.

7. Press Save and check the website

Modification of items Moldova

Name:x

Content:

lMoIdova l

Caritas Czech Republic has been working in Moldova since 2004, when it launched its first development project in the counts

then it has dedicated its work particularly to home care, health care, civil society development, agriculture, livelihoods sup
inclusive social development.

@ pisplay [l Preview [ Web HTML

Button / Name: I‘Find out morel

Button / Link: ‘ https://www.ccrmoldova.org.beta.2018.charita.cz/about-us/

iactive E

Status:

l Select lx Cancel ‘

To edit the Content of the box, a new window will appear named Content editor. The functions in the editor are

similar to Microsoft Office Word. You can edit the text within the window, or paste it from a Word Document.

Content editor

File~v Editv View~ Insertv Format~ Tools~ Table~
DE &« XDhoa RN B BEEO
Paragraph v Formats» T, B 7 Y

[Caritas Czech Republic has been working in Moldova since 2004, when it launched its first development project in the country. Since

then it has dedicated its work particularly to home care, health care, civil society development, agriculture, livelihoods support and
inclusive social development

S ococ IE E N B s - = -l




Main functions in the Content editor can be seen below.

Content editor

File~v Editv View~ Insertv Format~ Tools~

Table

File~ Edit~ View~ Edit~ View~ Insert~ Forma  View~ Insert~ Format~ Insert~ Format~  Tools Format~ Tools~ Table
D New document 4 Undo Ctri+Z <> Source code & Insert link CirltK B Bold Ctri+B
 Redo Ctri+Y e (& Insert image 7 Italic Ciri+
. v Visual aids )
Preview B Insert video U Underline Cirl+U
- Show invisible characters 4
" 3¢ Cut B8 Insert audio S- strikethrough
™% Print Show blocks
Ch copy B8 Insert flash . ;
M save e X* Superscript
Ctri+S ’ <> Insert HTML
I Paste Preview X, Subscript
Templates
Paste as text < Code
EH Table »
Select all Ctri+A Blocks »
() Special character
Align ’

Find and replace

— Horizontal line

o+, Nonbreaking space

[d Anchor

T, Clear formatting

Fomats~ , B 7 U & x ¥ E E =
Headings * hg in Moldova since 2004, when it laun
T B bie~ Table v Paragraph ~ Formats Inline » ly to home care, health care, civil so
oS o Blocks L Paragraph -
OUICE LOGE B Table k Paragraph Alignment » | Blockquote
1 Table properties H d - 1 I Div
Delete table ea Ing Bre
= Dva sloupce
Row 4 =
Heading 2 -
o . Anotace
Heading 3 plok =
;
Cell Head'ng B Blok cerveny]
» =
Table style Heading 5 Blok Sedy (kulaté rohy) =
.
Heading 6 Blok tmavé Sedy (kulaté rohy)|
Blok cerveny (kulaté rohy)
Pre v

Cervena kulicka 1

After you introduce the text and edit it, you can either press the Bl save button
or close the window and Save changes

Content editor

File~v Edit~v View~ Insertv Format~ Tools~ Table~

nE e xDoE LSRN B-mEBE o
B 7 U S x ¥

Paragraph ~ Formats~ Ty =

Caritas Czech Republic has been working in Moldova since 2004, when it launched its first development project in the country. Since
then it has dedicated its work particularly to home care, health care, civil society development, agriculture, livelihoods support and

inclusive social development.




3.4.2 Main menu

This module manages the structure of the Main menu on the entire website. On top you will find the main buttons
of the module. Ttst List or | 8T Tree are 2 different types to view the Main menu page (with or without
subpages), 2" Order gives you the option to change the order of appearance of the pages in the Representative

and Editorial parts and "4 Add - is for adding new pages.

¢aBack [=]List Tree § Order dpAdd < Narrow (@ Refresh

Main Menu

Main Menu » list pages

Page In the menu Page type Status Action
: ~ = |- = =%
What we do Yes Articles active S R
News Yes Articles/Rubric active S R
0Ongoing_projects Yes Articles/Rubric active S R
Completed projects Yes Articles/Rubric active S R
About us Yes Content page active e ¢
Donations Yes Content page active L R
Documents Yes Documents/Rubric ative | & R
Site Map Yes Sitemap active | & R
Gallery, Yes Gallery/Rubric active | B
Vacancies Yes Articles/Rubric active I 4
Contact us Yes Content page active Ve ¢
Documents Yes Documents/Rubric non-active | x

X/Y = active subpages / inanivwbpages

N\
In this module, we cangreate site structures - individual pages and subpages. To view any content on the website, we

need to create a page ?n\which the content will be published. We must select the Page type according to the

published type of content. S N
\
N S
/4 CARITAS CZECH REPUBLIC \
* IN MOLDOVA \ Co.EN; RO f® Q

R

WHATWEDO Vv ABOUTUS Vv GALLERY VACANCIES CONTACTUS

NEWS

ONGOING PROJECTS

COMPLETED PROJECTS

=
‘We care
"~ Whenyou are a caregiver, you kno¥

touch yours . e
Kindness is the valugof all virtues

ONGOING PROJECTS
WATCH THE VIDEO




To create a Page:

1

Click on the “"add Add button

2. Select a page type

Some of them are mandatory and exist in the system:

Address (Adresdr)
Error 404- page not found

Preview Form

Some pages are unique and exist in the system only once:

Some pages can be created only if there is a Rubric of that type:

Currently (News)
Archive

Form

Newsletter (subscription)

Newsletter (logoff)

3. Let’s select Articles
4. Fill the Basic settings:

a. Parent page - You will see the whole
tree of the website. Select Main menu

(Hlavni menu) to publish the page as a main

Articles — only if you have Articles/Rubric
Documents — only if you have Documents/Rubric

Gallery — only if you have Gallery/Rubric

Basic settings

Main Menu » addition pages » page type selection

Select a page type

= Content page
= Link
= Directory

® Adresar - kulicky pro klienty (the page is

= People directory
® Organization Directory

= Service Directory
= Device institutions

m Action
® Events/RSS

= Currently
= Archive

= Articles/RSS
= Articles/Rubric
= Documents

= Documents/Rubric

= Gallery
® Gallery/Rubric

= Campaign

= Sitemap

® Links

® Links/Rubric

= Three Kings Collection

® Vacancies
= Search
= Intentions

= Newsletter (subscription)

= Newsletter (logoff)

rm (the page is unique and it already exists|

i it already exists

Main Menu » addition pages

Page type:

Parent page:

In the menu:

Status:

page.
b. Section - If you want to publish the page

Section:

as a parent page — don't tick any box.

Number of items on the page:

¢. Number of items on the page — insert the ...

number of articles you want to be shown on

the page.

Title:*

Heading 1 (H1):

URL ID:#+

d. Label — introduce the name of the page.
Just clink on Title, Heading 1 and URL ID —

to repeat the same name.

Content:

e. Click Editor to introduce the Content

as it was described previously in the manual.

f. If you want, fill the META Description and
the META Keywords for this page.
5. Press Add.

META Description:

META Keywords:

Articles

l | Hiavni menu

=)

chosen menu.

Show in web menu

|active -

e

menu, you will move the page itself ond all its supages to

[ what we do / Completed projects
[[] what we do / News
[[] what we do 7 Ongoing projects

[ vacancies

Selected:0/4

Al 3 Nothing

@ Display [.]Preview IJiweb [I] HTML




You can select the order in which the pages will appear on the website by pressing Up / Down and Save.

Main Menu » order pages

For browsing you can use, in addition to the keys, the arrow keys, the PgUp, PgDown, Home, and End keys.

About us
Gallery
Vacancies
Contact us
Documents

il

You may notice the in this example the page Documents is non-active. This way it won’t appear on the website.
But it must be created (as a Documents/Rubric page type) so that you can upload Documents to other pages of

the website. The same goes for Articles and Photos (Gallery).
$aBack [Elust TgTree § Order ghAdd

Main Menu » list pages

Page

<l Narrow (& Refresh

In the menu Page type Status Action
=l = 2 SR

What we do Yes Atticles active g R
News Yes Articles/Rubric active S R
Ongoing projects Yes Articles/Rubric active S R
Completed projects Yes Articles/Rubric active S R
About us Yes Content page active e ¢
Donations Yes Content page active e 4
Documents Yes Documents/Rubric active S R
Site Map Yes Sitemap ative | R
Gallery, Yes Gallery/Rubric active e 4
Vacancies Yes Articles/Rubric active g R
Contact us Yes Content page active e ¢

X/Y = active subpages / inactive subpages




Main Menu » list pages

Page Subpages  Inthe menu Page type Status Action
Ell=  [l%
What we do Articles active B ¢
About us Content page active b 4
Gallery Gallery/Rubric active ] X
Vacancies Articles/Rubric active =B b 4
Contactus Content page active B 7R
Documents Documents/Rubric, non-active A %8

X/Y = active subpages / inactive subpages

List pages

Page column - consists of each page title.

Subpages column - contains the number of active/inactive subpages under selected page (It is not visible when the
list is opened in | 2™ [ree mode). Each subpage can have its own subpages.

In the menu column - indicates the visibility of the page in the menu. The page is available even if it is not visible in
the menu, but can still be referenced from other pages.

Status column - specifies if the page is active or inactive. Only active pages can be seen on the website.

Action column - has the @ Change the page type, 4 Modify and x Delete buttons.

When Main menu is in [T1tst List mode, you can access the subpages by clicking on their respective number in the

Subpages column.

Main Menu » list pages

s
v

Page In the menu Page type Status Action
CE H-__Ex
What we do 3/0 Yes Articles active W ¢
About us 3/0 Yes Content page active
Gallery 0/0 Yes Gallery/Rubric active i)
Vacancies 0/0 Yes Articles/Rubric active ®| &
Contactus 0/0 Yes Content page active &
Documents /9 Yes Documents/Rubric non-active | 58

X/Y = active subpages / inactive subpages

Each page has its own type, which determines what information is published on the website and is intended to be

used when creating and adding page.

®AKAKXXX




3.4.3 Bottom menu

The Bottom menu administers the footer of the website. Usually here you will the Site Map, Useful Links, Mass
media, Legal Info, Access info or any other important stuff (it's for you to decide). Any pages and subpages are

created the same way as in the Main menu.

About charity » list pages

Page Subpages  Inthe menu Page type Status Action
\ \ - [= = El%
SITE MAP /0 Yes Content page active D 4
USEFUL LINKS - /0 Yes Content page active B IR
-
X/Y = active subpages / inactive subpages -

Subpages of the SITE MAP page- -

- -

Subpages  Inthe menu Page type Status Action

| CH 0|

Yes Link active

B
&

News

7 R
Projects 0/0 Yes Link active R 4
Donations 0/0 Yes Link active S R
Gallery, 0/0 Yes Link active Ve
Vacancies 0/0 Yes Link active S R
Contact us 0/0 Yes Link active S R

7 R

2
S

Site Map Yes Link active

Caritas Czech Republic SITE MAP USEFUL LINKS
in Moldova

News Caritas Czech Republic

22 Milesti street, 2nd floor Projects Czech Development Agency

Chisinau, MD-2001
Tel: +373 680 73 616 Donations Ministry of Health, Labour and

E-mail: ccr.moldova.office@gmail.com Gallery Social Protection
This website was created with the financial Vacancies AO Pro-Development
support of the Czech Development Agency. Contactuis AG Homecare
Site Map AO CASMED

AO ADPI Humanitas

®




3.4.4 Quicks links/Hidden/Redirect

The Quick links module is for publishing links in the header of you website (e.g. Vacancies, For media, Bulletin or

Contacts).

Quick links » list pages

Page updated.

Page Subpages In the menu Page type Status Action
EEE Ell- [
00 Yes Archive active D 4

o

\ ?/ CARITAS CZECH REPUBLIC
IJ s IN MOLDOVA

WHATWEDO Vv ABOUTUS Vv GALLERY VACANCIES CONTACTUS

It relates to Public Directory (Adresar pro verejnost), the Page not found

function and Forms (Formuldi - nahled).

Hidden Menu » list pages

Page Subpages  Inthe menu Page type Status Action
™ = = []*

Adreséf pro vefejnost 0/0 No Adresar - kulicky pro klienty active e

Page not found 0/0 Yes Error 404-page not Found active 22

FormuléF - nahled 0/0 No Preview Form active W 4

The Redirect menu'is set by CCRHQ! When your website is down, the user will be redirected to another website.




3.5 Action

The Action module is for creating events on your website (e.g. volunteer, public, benefit events, concerts, etc.). To
publish the Action module on the website you have to create in the Main menu an Action type page.

Main Menu » list pages I
Page subpages  Inthe menu Page type status Action
— Y | -
CH = oS-
What we do 30 Yes | Articles I ative |B & R
About us 3/0 Yes Content page active B R
Gallery 0/0 Yes GalleryfRubric active B R
Vacancies 0/0 Yes ArticZ/Rubric ative |B L ¥
Contact us 0/0 Yes Contént page active N 4
Documents 0/0 Yes Doffients/Rubric nonactive % & ¥
== w | v ae | & 3

—

—
N ?I CARITAS CZECH REPUBLIC =

,é s IN MOLDOVA -_— Q

i
- - CS EN RO fF ®

WHATWEDO Vv ABOUTUS Vv GALLERY VACANCIES CONTACTU-  EVENTS

Afterwards in the Action module, to create an event:

List
Date from Date to Name Place Category HP Newsletter Status Action
=) & - B2 s »®
1.1.2020, 21:00 2.1.2020, 21:00 :yg unteering — o e mmm e e mmm mmm e e mmm _Prag: AR Volu_nleer Eve—n(s Yes Send active é x
30.12.2019, 21:15 30.12.2019, 22:01 ril Prague Volunteer Events 1 Yes Send active é x
|
1. Click on the “"Add Add button |
2. Fill the Addition of event window, by choosing the Date from and Date to I
3. Check the View Date. The setting determines the format in which  Events |
you want the site to display its date :
4. Insert the Name of the event
S B
5. Insert the URL identifier (usually the same as the Name)
6. Insert the Place 6
7. Select the exact GPS position of the Place |
8. Select the event Category / Y \
9. Insert an Annotation ——

30.12.2019, 2135 - 30.12. 2019, 2201

N U/
L ]
10. Insert a Description ’él&§ Cal'lta! N

11. Select the Region of the Place

| <@ (B

12. Select the type of Campaign

13. Select the Contact person

Volunteering

14. Attach a Picture, a Multimedia Gallery of an Article to the event

1.1.2020, 2100 - 2.1.2020, 2100

Prague

Il 3

15. Press Add and check your website

Akee pro dobrovolniky




Addition of event

[¥/ show on homepage [¥| Show in RSS [V Show AddThis

Date from:+ [30.121019, 21:07 |j25]Calendar ! Today =
Date to:s 30.12.2019, 21:07 |J35| Calendar 7! Today =
f ® FROM-TO/date, time (12, 6. 2012, 12:30 - 14. 6. 2012 16:00)
FROM-TO/Date (12. 6. 2012 - 14. 6, 2012)
OD/Date (12. 6. 2012)
View Date:x FROM/Date, time (12. 6. 2012, 12:30)
OD/Month Year (6. 2011)
OD/year (2011)
Jhe setting determines the format in which you want the site to display its date.
Name:=
URL identifier:»
Place:=

Gps: noic 4 = l Q Select lx Cancel
’I iVqunteer Events )

[ Public events
[[] Benefit Events
[] eeseda

[[] open poor Day
[ spiritual
Category:# [J concert

[ Expert Seminar
[] other

[[] bonor meetings

[[] Press conferences

Annotation:

l o Editor l@ Display [C]Preview [JiWeb [5] HTML

Description:

@ Display ([C]Preview I3 Web [E] HTML

Newsletter:

Region: %
Campaign:

Contact person:

Status:

Other

llﬁﬂ Multimedia Gallery = Articles I

[ Select 3¢ Cancel ‘

33



3.6 Articles

This is the Articles management module. This is the most used module in your day to day administration of the

website. Here you can share articles and sort them into different pages/sections of your website.

B

List
Released Titulek
g 5
12.12.2019  Capacity building in I ity care, ing and social inclusion
4.12.2019  Ocnita has a new health care facility
29.11.2019 | A new Medical-Social Center in Vulcanesti

20.11.2019  Training for volunteers "All are different - all are equal”

29.10.2019  Workshop on "C¢ ity care - safe elderly”

8.10.2019  Kindness is the value of all virtues

1.7.2019  Ensuring the quality and accessibility of medical-social homecare services (2019-2022)
1.6.2019 | Support and Assistance to the Social Sector of Moldova (2017-2019)
1.1.2017  Home Care in the North of Moldova (2013-2016)

1.1.2017 Protection of children in Moldova (2014-2016)

To create an Article:

|| Narrow @/ Refresh

Posted in HP Newsletter Sharing Status Action

- e - B Ex%

News Yes Send - active | P 4
News Yes  Send - active | i 4
News Yes  Send - active | P 4
News Yes  Send - active P %
News Yes  Send - active P 4
News Yes  Send - active | 4
Ongoing projects Yes  Send - active | i, 4
Ongoing projects Yes  Send - active | i, 4
Completed projects Yes  Send - active P %
Completed projects Yes  Send - active P X

1. Click on the ==add Add button and fill the Addition of article window

2. Select the Release date

(you can qlwqys use a pQSt the to pUbliSh an [V] Show on homepage [] ShowasTOP [¥] ShowinRSS [V Show AddThis

article with a different date)

3. Insert the Title

(it has a limited character number)
4. Click in the URL Identifier window to
Duplicate the Title of the article

Annotation:

5. Annotation - Click ¢ Editor to introduce

the Annotation of the article as it was

described previously in the manual

(short introductory information about the Content:
Content of the article)

6. Press Save

7. Content - Click ¢ Editor to introduce the ..

Content of the article as it was described

previously in the manual

8. Press Save

URL identifier:

[1212.2019, 22:08 | &3] Calendar {% Today =

|capacity building in developing community care, volunteering ar|

‘CIosing—conference~on-(apacity~bui\dingAin~developing—(ommuni ‘

On 12 December 2019, took place the conference "Capacity building in the development of community care, v
inclusion in the Republic of Moldova”, which totaled the results of the project "Support and assistance for the so
2017-2019", funded by the Czech Agency for Development and implemented by the leading partner Caritas Czef
‘AO Pro-Development, together with People in Need and AO Homecare.

 kditor |@ Display [ElPreview Biweb [E]HTML

The event was attended by representatives of the Ministry of Health, Labor and Social Protection, the Czech De =
governmental organizations, students, as well as medico-social experts. The conference addressed such topic

the development of community care in the country and strategies for social inclusion through the organizations !
grants under the project. Also, the partners of the project presented the final results of the implemented activities

Additionally, the event included 3 thematic workshops on challenges in the development of integrated community.
opportunities in training of volunteers in the medical-social field and also in promoting social inclusion of disad
end of the conference a final resolution was prepared, which you can access here.

¢ editor |@ pisplay (=] Preview [ web HTML

9. Select Newsletter and the Status of the article. Newsletter is the automatic or manual distribution of news or

offers to registered followers.




Other

. . ure Multimedia Gallery = Articles = Action
Fill the Other window: TrET— =
10. Select the Main section (only [ What we do / Completed projects
. . . What we do / News
Articles and Articles/Rubric pages e ——————

D Vacancies

will appear here)
11. Select Other headings

Selected: 1/4

12. Press Save

<~ Al 3¢ Nothing

Atrticles, as well as galleries and documents, are organized on the website into sections. In general, the section is

divided into two categories: Main section (each article must be allocated under a main section which specifies where

the article is saved and displays it accordingly on therelevant site page) and other headings or sections (articles can

be added to other headings sections and displayed there).

l B Select' x Cancel ‘

Other
TO Gdd a picture tO the AI‘tiCle: Posted in m Multimedia Gallery  Articles = Action
13. Click the Select button. A new . [ Wi oo B daiio s
) . . . IT, add a new file drag it from yot omputer to this place. Max size 500 MB. Only GIF, P\
File Archive window will appear ‘

(we will described it later),

where all files uploaded to the

Editorial/Administrative part are saved. You can select a photo from there, or save a new one to the Archive and

select it). You can also Add a new file drag it from your computer to this place. Max size 500 MB. Only GIF, PNG,

/PG, TIF, BMP, PSD files
14. Give the photo a Title e

1. Press Save

To add a picture to the Article:

Capacity building in developing community care, volunteering and social inclusion

16. Press the “"4dd Add button and
Select an already created Gallery to your
Article (we will described galleries later)

17. Press Save

-
You can also add Articles or an Action to your Artjcle: =
-

-

f’

-
Each time you press the Save button

at the bottom of you page, the latest
changes to the articles will be saved

and displayed on the website.

After you finish, check your website.

;  inclusion

Capacity building in
developing community care,

volunteering and social




3.7 Tiles

Tiles are used for promotion of important information that the visitor should find / know / learn about, even in the

case that he/she did not reach the website via homepage, but through sub-pages. You can find the Tiles on the

right of the Boxes, as well as in the left menu of the sub-pages.

Tiles contain a title and a link. You can add a picture in form of a pictogram. The Caritas icon may be the best

picture you can display here. Only the first three active Tiles are displayed on the website.

To create a Tile:

—

2.
3.
4.

check your website

Click on the “7add Add button and fill the Addition of items window

¢ Back ist CH:-Order
List
Item

Kindness is the value of all virtues

Ensuring the quality and accessibility of medical-social homecare services (2019-2022)

Support and Assistance to the Social Sector of Moldova (2017-2019)

Warning

Only the first three active links are displayed

Insert the Name of the Tile

Select a Link

Select a picture from the

Addition of items

Status Action
[
active Va4
active s R
active & R

l Select' ¢ cancel ‘

5 select | 3¢ cancel ‘

Picture:

I
Archive or Drag one [ vo e setectea
5. Press Add and |

Moldova

Caritas Czech Republic has been working
in Moldova since 2004, when it launched
its first development project in the
country. Since then it has dedicated its
work particularly to home care, health
care, civil society development,

agriculture, livelihoods support and

inclusive social development.

FIND OUT MORE

Status: active :

Donations

Financial contributions are important for
Caritas Czech Republic in bringing aid to
those at home and abroad who need
support, help, hope and solidarity in
moments of need and times of hardship.
Anyone can get involved in the many
different ways.

DONATE

Kindness is the value of
all virtues

Ensuring the quality and
accessibility of medical-
social homecare services
(2019-2022)

Support and Assistance
to the Social Sector of
Moldova (2017-2019)




3.8 Documents

The Documents module used for adding any types of documents (e.g. word, pdf, presentations). Like the Articles

and the Gallery modules, it needs the creation of a Documents/Rubric page to make possible the addition of

documents.

List

Document Pages

l =

HomeCare services in Moldova (2018) Documents
Documents
CCR in Moldova (2018) Documents
Documents

Status Action
= =%
active & R

active g R

To add a Document to your website:

woNo=

b

Click on the “"4dd Add button and fill the Addition of document window
Insert the Label (name) of the document
Add a Description by clicking the ¢ Editor button

vSelect a Document to upload Addition of document

from Archive or Drag one Iahels (

Select a Homepage
(to be created in Main menu)
Chech il‘l WiCh in pqge |ists Description:

the Document will appear

Press Add and

l & Editor l @ pisplay [ Preview [ web HTML

check your website [ o e s

Document:*

I [ select Ix Cancel ‘

Eo—

[[] About us / Documents

Show in page lists: [ pocuments

Selected:0/2

Status: | active E

CARITAS CZECH REPUBLIC
IN MOLDOVA

WHATWEDO v  ABOUT US V/

All - 3¢ Nothing

GALLERY VACANCIE. EVENTS CONTACT US

Documents

OUR TEAM

DONATIONS. HomeCare services in CCR in Moldova (2018)

Moldova (2018)

DOCUMENTS

SITE MAP STAHNOUT
STAHNOUT




The Forms module is used for managing CCR forms. For instance, forms can be used for contact, surveys, public

polls, etc. Here you will find a list of Forms. ltems column inclused types of boxes under the form. Replies include

completed and sent user responses to the form. The number of current ltems and Replies is also displayed. We can

access it by clicking on it.

1 Back ist gpAd ~
~ ~
~
Form ~ ~ Items Replies Display Status Action
‘ ~ | — =] %
Test \A items » 2 replies » 0 4 active E &8 & %
test4 items » 1 replies » 1 1 active 1E]} D a4

In the Repilies list of the Form we can check the selected reply written by someone, by pressing the @ Display
button. BBadc [ it
List from form test4

Date of insertion Reply Subject

\ | Il Il | %
1.1.202017:07 | testd@test.com testa 1 X

Variable symbol Action

The - exportto csv Export to csv button is used for transferring replies to forms to the .csv format (e.g. Excel)

To start the process of creating a Form: Addition of forms
1. Press the ©4dd Add button “

|
2. Insert the Name of the Form [
[

3. Insert the E-mail / To - insert the e-mail ————

Addresses to which you want the form to be

sent. Multiple recipients can be added.

4. Insert the E-mail / From = usually you
will fill in the same e-mail address as inthe ..o«

previous row.

5. Insert the E-mail / Subject © Doy preview Bwen [ HrmaL

6. Insert the E-mail / Message header

7. Insert the Result OK — information for

Result Error:

The website user to be displayed after the

Form has been successfully submitted.

@ Display [|Preview §fweb [E HTML

8. Insert the Result Error — information for — cenerste arisbie symeo L] Yes, generate s variabie symbai]
Append < br/> As CSV suffix to an e-mail message: | [7] ves, attach the reply to the email as a. C5V. extenslorl

Status: [aave  [+]

The website user, that will appear after the

Form failed to be submitted.

Add Back

9. Tick the box Generate variable symbol




10. Insert an Initial var symbol — the incoming filled forms will automatically get a number that will allow us to

better control and orientation.
11. Tick the box Yes, attach the reply to the email as a. CSV extension
12. Press Add

Nevertheless, we still need to create individual Item boxes.
1. Clickon items=»1
2. Press the Add button
3. Insert the Name of the item
4. Select the Item type
Below you will find the desciprtion of all the options of ltem boxes:
a) Text line-type

1. Insert a Remark

Text line-type

Text Box-textarea
Email-Text

Email, sender-text

CheckBox check box

Selecting one of several options-radio
Drop-down box-Select

File, attachment

Title

Text description

2. Insert the Minimal length of characters (pre-established — 5)
ine break
3. Insert the Maximal length of characters (pre-established — 255) ' A
4. Select Field width /
5. Select the Checking the entered data way in which the data will be vplidated
6. PressAdd  addition of items
/
| ,

Item type: If Text line-type EI

Required: [”] required field

Status: l active : !

b) Test Box-testarea — the same as option (a)
¢) Email-Text - the same as option (a)

d) Email, sender-text - the same as option (a)

Options

Remark:

Minimal length:
Maximal length:
Field width:

Checking the entered data:

®msa|ay L Preview I web HTML




Charita

Cosan ropublic

Options
Field width: [Dlouha [+
e) Check Box
1. Select Field width
2. Insert Remark
Remark:
3. Select how to Show Items
4. Press Add
l & Editor bDisplay ElPreview Eiweb [E] HTML
Show items: ﬂ

List

5. ChCh on Opt|°n5 Item Type Required Options Action
testd CheckBox check box Yes Options (2 @ VS x
test7 CheckBox check box No Options (1 @ Va x

6. Press Add Modification of option test 8

Name:*l‘tests ‘I

Status: | active :

7. Insert the Name of the Option

8. Press Save

Repeat the same process, by adding more Check Box Items.

f) Selecting one of several options-radio — the same as option (e)

g) Drop-down box-Select — the same as option (e)

h) File, attachment Options

Maximum file size:

1. Select Maximum file size

Allowed file types:

viechny typy soubort n

2. Select allowed file types

3. Select the folder in the Archive
4. Press Add

Folder in AS:

i) The Title, Text description and Line break options are for graphic forms.

Congratulations, you have created a Form box.




To make it visible on the website:

1.
2.

Go to Main menu

Click on the Form page type

Fill in the Basic settings:

3.
4.
5.

6.
7.
8.

Select the Form

Insert the Label

Click on the boxes for Title,
Heading and URL ID

Insert the Content

Add META data if you wish
Press Save and

check your website

Main Menu » list pages

Page Subpages  Inthe menu Page type Status Action
& = = [ %

What we do 3/0 Yes Articles active B R
About us 4/0 Yes Content page active LI S
Gallery. 0/0 Yes Gallery/Rubric active A | 4
Vacancies 0/0 Yes Articles/Rubric active LN 4
Events 0/0 Yes Action active B R
Contact us 0/0 Yes Content page active B R
Documents 0/0 Yes Documents/Rubric non-active % ¥
Test 0/0 Yes non-active T & ¥

ol

Page type:

Parent page:

In the menu:
Status:

Form:

Label:*

Title:x

Heading 1 (H1):

URL ID:x*

Content:

META Description:

META Keywords:

Form

‘ Hlavni menu

Note: Items on the top level are menu types. If you change the menu, you will move the page itself and all its supages to
chosen menu.

Show in web menu
G

(= |
lﬁesn i l

| testt 1

@ Display ([Elpreview Eiweb [E|HTML

-




SR

Cosan ropublic

3.10 Gallery

This is the photo/pictures module. To set up a Gallery, you should first create a Gallery/Rubric page type in the

Main menu.

<2 Back List <F Order

List

Released  Name Rubiky Status Action

[ I |[= [] %
12.12.2019 (fCapacity building in developing community care, volunteering_and social inclusion (11) Gallery active Jl@®IP ¥
4.12.2019 | Ocnita has a new health care facility (9) Gallery active | ¢ [ﬁ‘j P x
29.11.2019 JA new Medical-Social Center in Vulcanesti (7) Gallery active SlBIP ¥
20.11.2019 \Jraining for volunteers "All are different - all are equal” (5) Gallery active ZlEIP ¥

To create a Gallery:

1. Press the “74dd Add button and fill in the Addition of Multimedia Gallery window
2. Insert the Name of the Gallery

3. Select its Release date

4. Click on the URL Identifier box to duplicate the Name

5. Insert a Description

6. Select the Main section

7. Select Other headings

8. Select a Picture Addition of Multimedia Gallery

to represent your Gallery ¥ show addthis

Name:= ﬁ
9. Press Add )
Release date:x [4.1.2020,21:45 | [ Calendar 1) Today =

URL identifier: = I ,\I

Description:

l & Editor l@ Display (=] Preview [ Web HTML

Status: [active :

Other

Posted in Seo
Main section:x

E Gallery l 1

Selected: 0/ 1 " Al 3¢ Nothing

Other headings:




To add pictures to your Gallery:

1. Click on the name of the newly created Gallery and you will redirected to the List items of gallery

2. There are 2 ways of adding pictures to your gallery:

a) Press the “"4dd Add button and a new window will appear Addition of items

b) At your discretion, you can insert the Name of the photo

¢) Insert a Caption

d) Press Select to add a picture from your Archive, drag it to the Picture box or upload a picture from your
device to the Archive by dragging it to the

e) Close the File Archive window

f) Press the Add button

Addition of items

Plus button

¢aBack BB Previews

& Bulk edit T Import

Elust <k order

List items of gallery

without border without border without border

without border without border without border without border

Name: I

Drag here Caption:

N

\ Characters: 0/ 255

I 2] Selectlx Cancel ‘

Picture:

1 new file drag it from your

Status: [ active :

Select here

Archive

;

File archive

1Back "EFreviews [Tllist FAddfolder [ Addfile ‘@ E | pat tlNarrow @ Refresh

Documents Gallery

Gallery - czech version

), ;{Drag herel

without border

without border



2. The second way gives you the opportunity to Import multiple photos from the File Archive
a. Press the T11mport Import button

b. In the Import to gallery window find the folder with the photos you want to upload and select multiple

SBack B§Previews [EList <boOrder & Bulkedit ©pAdd
photos i = =

List items of galle
c. Press Import e

3. Check your website

without border without border without border without border without border without border

g

without border without border without border without border without border

Archive > Gallery > News > 12.12.2019

Import to gallery Capacity building in developing community care, volunteering and social
inclusion

I 0410.jpg I 0412.jpg I 0416.jpg

0421.jpg 0422.jpg 0424.jpg 0425.jpg

WHATWEDO v ABOUTUS v GALLERY VACANCIES EVENTS CONTACTUS

Gallery
0426.jpg

ember 12, 2019 Gallery
Capacity building in developing community care, volunteering and social inclusion

MORE PICTURES

You can always Delete a photo from

your Gallery by pressing the # button  ..cvccooe e

Ocnita has a new health care facility

without border

S 4

et

MORE PICTURES




3.11 Graphic Trailers

The Graphic Trailers module is one of the most important design element of your website. They appear only on the

home page and have to be representative for the activities of your mission. It is important to select high-quality

pictures for Graphic Trailers.
<7 Back List <E Order
List

Picture Item

Status

=

l
% - R
§ )? A / We care
LY ﬁ
" % "K’!

We raise

active

active

Action

Jl= =%

7 R

To set up a Graphic Trailer:
Click on the “"4dd Add button and fill the Addition of items window

-
.

2. Insert the Name of the Graphic Trailer

3. Check or keep unchecked the Show as Banner button (at your discretion)
4. Insert a short description in the Content window
5.

Select a high-quality Addition of items

Picture Name:* | lﬂ Show as Banner

6. Select a Rotation time
(in second:s) of the Graphic
Trailer before the next one Content:

appears.

7. Select a Button / Name

@ pisplay (=] Preview [ web HTML

for your future link [ o ft seected

152 select] 3¢ cancel ‘

Picture:*
8. Select a Button / Link.

Rotation time:

Usually it’s a URL address to

Button / Name: I I

one Of your mOSt important Button / Link: ‘ No link selected

I Select lxcancel ‘

pages on the website Youtube / Link: [ )

Name:x l.f,l Hide Name (| Hide Content ["| Hide Buttorl

Status: active E]

9. You can also insert a
YouTube / Link

10. You have the option to Hide Name, Content or Button - for design reasons

11. Press Add and check you website




WHATWEDO Vv ABOUTUS v GALLERY VACANCIES EVENTS CONTACTUS

LATEST NEWS

4 —
When'you are a caregiver, you knwa_y you.willtouch a lifelor a'life will
touch yours |
Kindness is the valuglof all virtues

ONGOING PROJECTS
WATCH THE VIDEO

Content

Button name
+

Rotation time
Button link otation tim

2" Graphic Trailer

WHATWEDO v ABOUTUS Vv GALLERY VACANCIES EVENTS CONTACTUS

LATEST NEWS

Ensuring anfinclusive.educationsfor@hildren all over country
Kindness is the value'of all virtues

COMPLETED PROJECTS
WATCH THE VIDEO




3.11.1 Info boxes

The Info boxes are managed through the Graphic Trailers module. The creation and editing of Info boxes is the
same as for Graphic Trailers. You canadd / delete, turn on / off, determine their order and properties. You can have

multiple items in the list of Info boxes, however only first two of active Info boxes will be published on your website.

<7 Back List <EbOrder fpAdd
List
Picture Item Status Action

active

Warning N\

Only the first two active boxes are displayed \

WHATWEDO v ABOUTUS v  GALLERY VACANCIES EVENTS CONTACTUS

LATEST NEWS

Lonmp?
We rais )

Ensuring anfinclusive.educationforehildréh all over country —
Kindness is the valug'of all virtues

COMPLETED PROJECTS
WATCH THE VIDEO




This module manages Links to other websites (e.g. sponsors or stakeholders), which will be displayed in the header

of your website. To set up a Link you need to have a Link type page in the Main menu.

<7 Back List | &5 Order
List

Name Web

no item

To create a Link:

-—
.

@@ N o U k& W N

Press the “"24d Add button and fill the Addition of link window
Insert the Name of the link.

Insert the Web - URL address of your link

Insert a short Annotation

Select a Picture

Select the Main Section (from the Main menu)

Select other headings/sections

Press Add and check the header of your website

Addition of link

Posted in Status

Action

®

Name:* l l
Web:x | |
Annotation:
@ pisplay ([l Preview HIweb [E]HTML
’ No fil IE’; Select] xCance[ ’
Picture: l
ad 1

Main section:* [j :

Other headings: Selected: 0/0

o |
2
<
m

Status:

Al 3¢ Nothing

Add
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3.13 Partners

One of the last modules in the Administrative/Editorial part is the Partners module. Here you will insert the links to
the main partners of your mission. Caritas Czech Republic is a mandatory one. It will be represented on your

website as a moving banner with all the logos of your partners.

<7 Back List <FOrder ©jAdd

List

Item Status Action

\ [

Caritas Czech Republic active Va4

Czech Development Agency. active L R

Ministry of Health, Labour and Social Protection of the Republic of Moldova active g R

AO Pro-Development active g R

AO Homecare active S R

Asociatia Obsteasca Centrul de Asistenta Socio-Medicala la Domiciliu ,.CASMED" active VD 4
TO Gdd Cl partner: Asociatia pentru Persoane cu Dizabilitati de Intelect HUMANITAS active / x

1. Press the “"~4 Add button and fill the Addition of items window
2. Insert the Name of the partner

3. Select the Logo (from your Archive / Device) or drag it

4. Select the Link (URL address)

5. Press Add and check the bottom of your website

Addition of items

Name:* I I
sefected l [ select ]x Cancel l
Logo:#*
’ To add a new file drag it from your computer to this place. Max size 500 MB. Only GIF. PNG, JPG, TIF, BMP, PSD files. ’
Link: 1 No link selected [ - Select ]x Cancel '

Status: ' active :

Our Partners /

Guvernul Republicii Moldova

Ministerul Sanatatii, Mu

N2
K Caritas 8%) CZECH REPUBLIC

DEVELOPMENT COOPERATION

Caritas Czech Republic SITE MAP USEFUL LINKS
in Moldova




3.14 Vacancies

This module manages Vacancies. To set up a Vacancy you need to have a Vacancies type page in the Main menu.

You can also choose to set Vacancies as simple Articles in an Article type page.

To set up a Vacancy:

1. Press the “"#% Add button and fill the Addition of items window

2. Insert the Position name

3. Click on the URL Identifier box to duplicate the Position name

4. Insert the Effective Date of the publication of the Vacancy

5. Insert the Place of performance of the job

6. You can also Select the exact GPS position

7. Select the Position Type == == = == == == == = = == == == =)

8. Select the Relationship Type — Full-time/Half-time

9. Select the onset of the Job (the expected start date)

10. Insert all the relevant info in the Ad Text window

11. Select a Contact person

12. Select whether Recruitment is open or not

13. Select the Addition of Free space

Priority of this job @] show AddThis

. PressAddand " J
URL identifier: » | |

check your website — ( TR )
Place of performance:x | |

GPs: ‘ Position not selected

-- Select the type — v
— Select the type —

Director

Statutory representative

Head of equipment

Social service worker

Humanitarian and development aid worker
Press officer

IT worker

Administrative staff

Economic worker

Coordinator Ttikings Collection

Technical/operational Staff

Healthcare Professional

| Q SelectIxCanceI ‘

I-- Select the type —

 Eo—

© Exact date () Other

Position Type:

Relationship Type:

The onset of:

[5.1.2020 | [83 calendar {} Today
Ad Text:x
@ pisplay (=] Preview 1 web HTML
Contact person: - ]
Recruitment:
priority: [-Common priority [
Status: | active E]




3.15 File archive

File archive contains all photos/pictures/videos/documents that you uploaded to your Administrative/Editorial part.

You can choose to always drag photos or docs from your Device and never use the Archive. Nevertheless it makes

your life much easier if you organize you archive properly and use it when you need to upload all kinds of files to

your website. You can always Import data to and Export data from your File archive.

{aBack PEPreviews [Sllist [FAddfolder [ Addfile TImport @ Export ] Data

Archive

File archive

Documents Gallery [Chilery - czech version

0/3 [Aselectall []Deselect [X] Reverse selection |— -

Q

| Expand @ Refresh




4. Log-off

This is the most important module. This module makes your life wonderful. This is the module that you use before
you decide to go and have a great evening. You may choose to just close the page, the browser, your device and

throw it out of the window, but | suggest you press the Log off button and the Ano one. Voila, you're free!

CCR-Moldova (8829) @help & Anakremenic (Y Log off
I Site settings Hello
4 site pages

Welcome to the administration environment for managing your web presentation. If there is any way we can help you, please do not hesitate to contact us
4 T] Welcome page by e-mail at servis@vizus.cz or by phone at +420 270 005 275.
Boxes
Main Menu Your opinion

Do you really want to log off? e

Quick links. Do you have any idea how to improve CMS? Write us.
Bottom Menu
Hidden
Redirect
Action
Articles
Tiles

g N
Forms




