| 200 7z 4o ix

1. Introduction to PIONe .........ccooeeeiuiiiiiiiiiiieiieeeeeee e, 1
Goals for this BOOK ......cccuuiiiiiiiiiiiiiiiiiiieceie e 2
How this Book is Organized ...........ccceeevuvviiniiiinieennns 3
Plone 4 vs. Plone 3: What is Different ........................ 4
About the EXamples .....cccveiviiiiiiiiiiiieeieeeeeeeee e 5
Other Places to Find Help ......ccoeeviieiiiiiiiiiiiiiiiiiiieeees 5
Changes, Errata, EIC. ....covcvuiviieiiiiiiiciie e e 5

2. Quick Guide to Creating Content ...........ccceeeeueeeeneeennnnnn. 7
Getting your bearings .......ccooeeeevieeirevereenieeieeeneeenan 7
Knowing Your RightS ........cccoeiviiiiiiiiiiiiiieiecicee e, 9
Content Toolbar ......ccccoooeiiiiiiiiiiiiiii e 11
Adding & Editing Content .......cccccoevevvieeeeeviireeeennnnn. 12
Editing Metadata .....c.cccceveveeuiiiiiiieiieene e eeeeenees 18
Getting it Published .......c.ccoooiiiiiiiiiiiiiic e, 20

3. Using the Rich Text EAitor .......ccccovevviieiiiiiiiieeee e, 23
Overview of the Wysiwig Icons .........ccccceeevveeveninennnn. 24

Use the Save button! .......cccccooveiiiiiiiiiiiiiiiennnnnn. 25
Right Click Menu Items ..........cccceeevveevnneneennnnn. 25
Style Dropdown BOX ......ceceevvueeinieiiiieeineenneenn. 26
The BaSICS .viiuuiiiiieiiii et e e e e e 27
Switching from WYSIWIG mode to HTML
74 L PR 27
Switching from FullScreen Mode to Regular
MOAE .. 27
Handing Quirky Browser Issues ..........c...ccccee.s 27
Playing it safe ... ccccovvevviiiieiiiiee e, 28
Tips for pasting Content into a Plone page ............. 31
Things t0 TIY vveeeeiiieeiiieeeeece e 32
Pasting from Microsoft Word ........c.cccceuveeennnee. 36
Pasting from the Web Browser ..........ccccc.c....... 36
Pasting from a PDF Document ............ccccc........ 37
USING STYIES wruiiiiiiiieieeice et 38
CSS Styles and Plone ........ccoceeveeeviiieiiienieeieeennnn, 39
The Dropdown Styles ......cccccevveeriereeeninneennnnnn. 40
Adding custom Styles to the Dropdown list
(AAmINS ONLY) eevuniiiiieiiee e 41
Benefits of Starting from Scratch ..................... 42
Undoing/Changing Styles in TinyMCE ............. 42
Creating Tables with TinyMCE ........c.cccccoevvvnivennnnnnn. 43
Adding Hyperlinks .........ccccoviiiiiiiiiieiiineeeeieeeeeeen, 48
Adding External LinKs .......cccccoviiiiiieiiiieiniiennnnns 49
Adding Internal Links ......ccccooveveuiiiiiininenennnnnn. 50

Linking to the Middle of the Page (Anchors)

iii



A User's Guide to Plone 4

Autogenerating a hyperlinked Table of Con-

tents at the top of the page .......cccovevvevvvniieennnnen. 55
Linking to a PDF or MS Office file .................... 55
Advantages of using internal links .................. 57
Using Anchors to Make Footnotes ................... 58
Removing Hyperlinks ........cccccceoviiiiiiiiiiiiiiieneceens 59
Adding IMAZES ...uvieereieieeiiie e e e 59
Adding Multimedia ......c.cccccoeiieiiiiiiieiiee e 62
Adding Wiki Links in TinyMCE ........cccccoviviviiieiennnnnn. 63
Tweaking the TinyMCE Settings (Admins only) ........ 64
Changing or Disabling the Rich Text Editor ............. 64
Other Ways to Add & Edit Content ..........ccceeevunennee. 65
Editing Page Properties ......cccccvveviieeeeiieeeennnnneennnn. 65
Z O (<) o 0 B % 0SS 66
Where can I add content? ..........cccceeevuiveiiieeeiieecnnnnnns 66
You can add content only inside a folder ......... 66
Configuring Properties for Item Types .....c....ccccee.... 67
YA (A 1 B T o] I | AP 68
The Edit diSplay ....coveevveiiiieiiiiiieeice e, 70
PageS e 75
Using Presentation Mode with a Page .............. 76
Autogenerating a hyperlinked Table of Con-
tents at the top of the page .......ccceevvvevviiinennnnn. 77
A Ll 1 1 78
EVENTS oo 80
IMAZES i 82
Updating an Image appearing in multiple
PlACES e 84
FAleS e 84
Names and URLs for a File ........ccccccccevueereennnnn. 87
Other Ways to Upload Files ........ccccceeveinnieennnnns 88
Keeping files in a separate folder? .................. 88
3 1S 89
5. Folders & CollectionsS .......cccceveeeiieiuiieiniieeeeeeeeeeeeeeenn 90
General Properties and Behavior .........ccccccceeeeennnneee. 90
Folder content tyPe ....cocvveeeeeiieeieeiieeeeeeereeeeeaeennas 90
The Folder Metaphor .........cccceevviiiiiiieciniinneen. 91
Using Folders to Organize and Group Content
........................................................................ 92
Folders are where you add content! ................ 92
Restricting what content can be added in
0] 16 L2 93
Setting the default appearance for a
0] 16 L) 95

iv



A User's Guide to Plone 4

Rearranging the default order of items in a

folder VIEW ......ccoeveeeveiiiiiiiieceeeeicee e 103
Performing Actions on Multiple items ........... 104
Moving/copying/pasting items into a different
(0] Lo 1<) S 105
LO00] 1 L<T6l 10 s V<SP UPTTPRTPN 106
Adding a Collection .......cccccevveeveiiiieenieeeennnnn. 108
Setting Search Criteria for your Collec-
1110 ) o P 109
SUbCOlleCTionS .....cccuovieiiiiiiiieiiie e 115
6. History and Checkouts .........ccceevveeeieiiieiiiniiieeiiieeeennns 116
Reverting to Previous Saves (the History Fea-
1100 (<) 116
Page LOCKING ...oevvniiiiiiiiei e 118
Checking Out Working Copies of Published
TEEIMS et 119
7. ShATING coveiiiii e 123
Plone ROIES ...cocoiiuiiiiiiiiiieiii e 123
Assigning Global Roles to Users (Admins Only)
............................................................................... 124
Adding a User to a Group (Admin Only) ................. 125
Assigning Global Roles to Groups (Admins
OILLY) vttt en e en e 127
Assigning Rights for a Content Item to a User or
Group (Sharing Tab) ......ccceeeviiiiiiiiiice e, 127
Who can edit the sharing tab? .........c............. 128
Inheriting permissions from higher levels
....................................................................... 130
Removing Inherited Permissions ................... 132
Removing a right from a user .......c.c..cceeveeunnns 134
Advanced Topic: Setting Up Portlet Permissions
............................................................................... 135
Giving Group Members the rights to manage
or add portlets in certain folders .................. 135
Giving individual members the rights to man-
age or add portlets in certain folders ............. 137
8. Collaborative Editing: Workflows ........cccccovvevvuiniiennnnn. 139
| Q) €0 8 T o) £ R 140
Visibility of Ttems ......cc.oevvieiiiiiiiiiciieeece e 141
Hiding Items from Portlets and Search Results
(Admins Only) ...c.oeveeiiiiiiiiiiieeceeeeeee e 142
Getting it Published: The Stages .......ccccccceevvennneen. 143
Some items do not have states (and do not
need to be submitted or published) ............... 144
WOTKFIOW HiSTOTY oevvuiieiiiieieieiiie e 144




A User's Guide to Plone 4

Submitting CoNtent .........cceevveeeeiiereenineeeeeeeeeeenanns 144
Reviewing, Approving & Scheduling Content .......... 145
Review List Portlet ........ccceeveiiieiiiiiiiieeiieeeens 146
Making the Approval Decision ..........cccccceuu... 147
Approving Multiple Items Simultaneously
....................................................................... 148
Republishing Content ........cccccoeeevveiiieeiiinineeiiineennns 149
Using Working Copies to edit published
SL <) 1 1S 151
Advanced Workflow Topics (Admins Only) ............ 151
Changing Workflows for Folders .................... 151
Notifying People when content has been sub-
mitted or published ........cccccoooviiiiiiiiiiinnnnnnn. 152
9. Managing Portlets .......ccceveveiviieiieii e e 154
General Characteristics of Portlets ..........ccccceeeeeee. 154
Accessing the Portlet Manager ..........cceeveeeueeenneennn. 155
Hiding POTtlets .....oocevuiiiiiiiiiieieeicee e 155
Which portlets will appear on my web page? ......... 157
Using the Portlet configuration screen ................... 159
Ordering and Rearranging Portlets ................ 162
Left or Right? Both or Neither? ...................... 164
Static Text POTtlets .....coveeuivieiiieie e 165
RSS POTTLIETS .uuiireieiiieeie ettt 166
Review POrtlets ......ccocvuiviieiiiiiiiecice e 167
Group POrtlets ...ooiviieeiiiciiieieecece e 168
Recent Items Portlet .......cccoveviieieiieiiieeiecceeeeeeee 168
Navigation POrtlets ........ccceeivieiiiniiieinineeeeneeeeeeennn 169
Two Scenarios for Creating Navigation Portlets
....................................................................... 170
Navigation Portlet Options .........ccccvevevernnnnnn. 173
Easier Option: Use Collection or Static Text
Portlets Instead ......cccceevvveeeieiiiiieiiieeie e, 174
(o)1 I<Tofu T0)'s B 200) o <] =S 174
(@F:1 (23 T F: 1 gl o) o o (<] S 175
A 20 o o (<) 175
Other POrtlets ....ooevuiieiiiiie e 176
10. Improving Navigation & Findability ...........ccccc.coee. 177
Findability and Usability .......cccccooviiiiiiiiiieiiiiineennns 177
Nonhierarchical Content ........ccccccceeeeiiveinieeinneennnn. 179
Improving Findability: A Checklist ........cc..cccuuneee. 181
Use boring but descriptive titles. ........c.......... 181
Always add something to the Summary field
(and make it different from the title) ............. 182
Train all Users to Use Internal Links Cor-
Lol | R 183

Vi



A User's Guide to Plone 4

Use tags effectively .......ooovveiiiiiiiiiiiiiiiniiennnnn. 183
Exclude certain items from appearing in navig-
ation or searches (Admins only) .......cc......c.... 186
Become familiar with all the different displays
for content .......coeeeeiiiiiiiiiii e 187
Resist the tendency to use default displays for
all your folders ......coooeevueiiiiiiiiiiiiiiineeeiieeeees 187

A folder which has a content item set as de-
fault view need a way for its contents to be

VISIDIE e 188
Rearrange items in a folder so that the more
important items appear On top ......ccceeeeuvenenns 188
Use portlets to call attention to special pages
and colleCtionsS .......cccevuiveeeiieiiiieiiie e, 188
Turn off unnecessary portlets ........cccceeeveennnn.. 189
Try to ensure uniformity in folders at the same
level by using templates ......c.c.coeevvuiiieerinnrenns 189
Use anchors and table of contents for long
PAZES e 190
Use the Move feature of Plone to reorganize
100 3 L < 190
Enable Review List portlet .........covevveviennnennne. 190
Find a way to make popular items more
190400 3011 8 TS o | SN 190
Use collections judicially .......cccccevvveviiiriiennnnn. 191
Make RSS feeds from your site easy to find
....................................................................... 191
Using Search ......ccocoiiiiiiiiii e 191
Advanced Search .........cccoooiiiiiiiiiiin 193
Troubleshooting Advanced Search ................. 195
11. Common Plone Tasks ......ccccceeiviiiiiiiiiieiiieciieeeeeee, 196
Making RSS FeedsS .....covivuiiiiiiiiiiiiiceee e 196
How browsers detect RSS feeds .............c....... 196
Making visible links to RSS feeds on a Plone
ST it 197
Making an RSS feed (the easy way) ................. 198
Making an RSS Feed (the slightly more difficult
TWAY) tnevunerneennerenernnreneesneesneesnsesasesaeenseensesneenneenn 199
Partial RSS Feeds vs. Full RSS Feeds ............... 201
The RSS Portlet ....ccocveveiiiiiiiiiieice et 202
Deleting CONtent .......ccooeeevuieeeeeiuireeeriaeeeereeeeeeennnns 202
Setting Up an Image Gallery ........ccooeeevvvievneinnnnennn. 203
12. Global Settings for Creating Content .........c.c..cceeue... 204
Add ONS e 204
Calendar ......coceoiiiiiie e 205

vii



A User's Guide to Plone 4

Q0] 1T of n To) s V- SN 205
Content Rules .......cooeeiiiiiiiiiiiiiiiii e 205
EITOrS oo 205
HTML Filtering .....ccccuoveeeiiiiiieieie e 205
Image Handling ..........ccoeeviiiiniiiiiiiiieeeccie e 207
MarKUpD eeneieeieie e 208
Enabling Wiki Markup .....cc.ccoeevviiiiiniiniiennnnn. 208

AV V4 Tex= 1 0 T0 ) o NP 209
Search Settings .....c.ccevvviiviiiiiiiii e 209
SECUTITY  cuiiniiiiii i e e e eaes 209

Site (Global Settings) .....ccceeeveivirieiiiiieeeiinreeeieeeeees 210
ThemesS .....oiiiiicie e 210
TinyMCE Configuration Settings ........ccccceveeevuierenns 212
Layout Tab ..ccceevveieiniiiiiiicec e 212
Additional TinyMCE Toolbar Buttons ............. 213

%4 0 1< T 214
Users and GIOUPS ...ooeeerurrererniereernaereeenneaeeenneeeenns 216
Zope Management Interface ........cccoeevviiviivinnnnennn. 217

A. Basic Plone Workflows ........ccccoeviiiiiiiiiiiiiiiieee e, 218
Simple WOTKEIOW ....couvviieiiiiiiiiieeceeeeeeeee e, 218

Omne State WOrKflOW .......cceuieiiiiiiiiiiiiceieieeeee e, 220
Community WOrKfIOW ......ccevvviiiiiiiieeiieeeeeeeeeeeea, 220
Intranet/Extranet Workflow ........ccccceeeveiviiiniiinnnnnn. 222

(€3 LoT7-F= AR 226
8 6 1 G 235

viii



