12. To Edit, Delete a Category

Editing a Category

You may change the names of Menu items any time you want to. Jusedlit that
category because menu item is the way a category is shovtheowebsite. You may
also change any data of a category as necessary.

In this example, you will change the category "Wgs" to “Reviews” in the English
section. You will also learn about other displagneénts of a category.

A. Login theControl Panel as usual.

B. Click "Website Manager" on the top menu. SeledCategories' in the drop
down list. You may, instead, click on tlategoriesicon in the center area.

A list of existing categories will appear.
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C. Sdect which language site to manage.

You are going to edit category "Writings" in thedliah site, so you will click on
the box near the upper left corner and selEaglish Site".

The list will show the categories of the Englistesi
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You will notice that this list contains 2 categariaf the same name “Writings”.
One belongs to the Top Menu and the other belangetLeft Menu.

* If you want to change the tile, you will need tatdmbth of them.

* If you want to change other data, you only neeedib the actual
category. You do not need to edit the link catedogy: menu link).
Note: In this Admin Guide, we have added the categoryitings” to
the Left Menu as the actual category. The one efTthp Menu is only
a link category. Therefore, we only need to edtchtegory
“Writings” in the Left Menu.

D. Click the title 'Writings" under Left Menu; you will see the category record
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You should only edit the data in these 5 boxesyHagve the most common purposes.

1. Parent. If you want this category to be the “child” ofather category,
click on the arrow at the end of the Parent boxseidct another category.
Title. If you want to change the name or title of trasegory, type the
new name here&/ou may use 2 different titles for the Left Menuahe
Top Menu.
Content Type. If you want to change content type of this catggist
select another content type here. However, youldremoid changing the
content type to a quite different type becausenmblesite will not display
the existing content correctly.
Properties. In the Properties group, you can turn on or offis functions,
or re-arrange the order of this category.
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» Order. If you want to change the order of this categaryelation to
the other categories, just click the arrow at the ef the box and
select a new position.

* EnableRSS. You can turn on the RSS function for any categdugt
check the small box on the same line with “Enalf&SR RSS (stands
for Really Simple Syndication and) is the functtbat feeds the latest
news from your website to viewers who useéR88 Feed Reader web
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page. An example of an RSS reader web page iSthmgle
(http://igoogle.com).

* Allow Comment. If you want to let readers submit their comments,
just check the small box on the same line with 6MIComment”.
There will be a comment box at the bottom of eatibla in this
category. These comments, if there is any, willlisplayed above this
box. A reader’'s comment must be approved befappears on the
website.

* EnableRating. This function, if turned on, will let readers &te an
article on a scale of 1 to 10, represented byrs sach star is equal
to 2 points.

5. Active. As default, the “Active” box is always checked wkear you add
a new categoryt means the category will appear on the websifletri
away.If you un-check this box, the category will not appmathe
website. You can use this box to temporarily hidat@gory from view.

6. The following functions (marked as 6, 7 in the pre) should be edited
with care. You must know how they affect the webbifore editing
them.

» Set AsHomepage. If this box is checked, the website will dispthys
category as the homepage. Viewers will see thig plag first time
they visit your website. Only one category can éteas homepage.

» Pagelnterface. The web pages of this category can be displaydd wit
one of many page interfaces (or formats). Each idigaghows how
the interface looks like. The gray rectangles hesftames for various
sections of the web page. The first one is theulefisterface for a
new category. It contains a left panel, a centeepand a right panel.

You can select a different interface for this catgg

You can select a different interface for this catggYou can also edit
the elements inside the interface to make the vagje fook the way
you want. Click on Edit Page L ayout” button to start making
changes to these sections.
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Take a quick look at these elements to see tiwmnhiit a simple task.
You need to know more about your website beforeinggthese
changes. You will learn more about these settingbe two articles
“To Changethe Display of an ArticleList” and “To Changethe
Display of an Article”.
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After clicking the ‘Edit Page L ayout” button, a screen will appear that
resembles the page interface. This screen is divitte sections of the

web page.

e Each section is named after its position on the paafe.
e Each section contains some functions (or elements).
e You can turn on or off these functions, by checlongin-checking

the boxes.

e You can move a function up or down within a secti©hck on the
function and click the “Up” or “Down” button to meuhis

function.

e You can setup these functions to work the way yaantwClick on
the function and click the “Edit” button to entéetsetting screen.

e You can also add a new function to this group d& we
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When you have finished editing these elementsk thie “Save” button at
the bottom.

E. Click the 'Update" button at the top or bottom of this screen. Tressage
"Update Successful!" will appear near the upper left corner.
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F. Go to your website and check if the category hanlobanged. You muséfresh
the web page to see the changes you have just made. ClickRlefr &sh" button
of your browser, or hit theF5" key on your keyboard.

You have finished editing a category.

Deleting a category

In this example, you will delete the category "\Mgis” in the English section. Here is
how to do it.

A. Login theControl Panel as usual.

B. Click "Website Manager" on the top menu. SeledCategories’ in the drop
down list. You may, instead, click on tlategoriesicon in the center area.

A list of existing categories will appear.
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C. Sdect which language site to manage.

You are going to delete categomytitings' in the English site, so you will click
on the box near the upper left corner and seleagfish Site".

The list will show the categories of the Englistesi
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You will notice that this list contains 2 categariaf the same name “Writings”.
One belongs to the Top Menu and one belongs tbefieMenu. You will need to
delete both categories. If you do not delete thegmy “Writings” in the Left
Menu, which is the actual category, visitor cahl aticess the category from
there. If you delete only the category in the I\é&nu, the website will get an
error if a visitor clicks on it.
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D. To delete a category, you can just click theshcan icon on the same line with
the category that belongs to the Left Menu. You el asked to confirm.
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Click "OK" if you really want to delete.

E. Then, click thdrashcan icon on the same line with the category that belongs to
the Top Menu. You will be asked to confirm. ClicdRK" to delete.

Please note that you can also delete a categochdbing on the title to view the
category record; then click the “Delete” buttortted top or bottom of the record. You
will also be asked to confirm deletion.

NOTES: When you delete a category, all the artibldenging to this category are
not deleted. These articles are still in the weliesebut the visitor cannot access
them unless they are mapped to other categoriearhaot deleted.

You have finished deleting a category.
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