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2 Suggested System Roles 
Member 

 Access to login 

 No access to edit 

 No access to get to the administration dashboard 

 Access to read only members area 

 Access to modules such as blogs and wikis and forums 

Publisher 

 Access to login 

 Access to edit anything they have permissions to edit set by the admin 

 Access to get to the administration dashboard 

 Access to extra modules such as blogs and wikis and forums 

Administrator 

 Access to login 

 Access to edit anything  

 Access to get to the Security section of the  

 Access to get to the administration dashboard 

 Access to extra modules such as blogs and wikis and forums 

Front End Developer 

 Access to login 

 Access to edit anything  

 Access to get to the Security section 

 Access to get to the administration dashboard 

 Access to extra modules such as blogs and wikis and forums 

 Access to the design section with master pages and CSS editors 
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3 Security – Users, Groups and Organisations 
3.1 Adding a group 

1. On the left menu, click Security and then click Groups.  

 
2. This will bring you to the Groups Maintenance section.  

3. Click the Add New button. 

 
4. Fill in the name of the group with a name of your choice. 

 
5. Don’t tick any boxes. 

6. Click the Save button. 
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3.2 Editing a group 
1. Click Groups on the left menu. 

2. Click the Edit icon next to the group you would like to edit.  

 
3. You will be taken to the same page as when you were adding the group. 

4. Change the name of your group. 

 
5. Click Save. 
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3.3 Adding users 
1. Click the Users button in the left menu. 

2. Click Add New to add a new user. 

 
3. Fill out the details with your information, from the Username field to the Active tick box.

 
4. Click Save in the top right corner. 
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5. You will be redirected to the Add users to Groups section.  

6. Select the Administrators group, and your previously created group. 

 
7. Move the group by selecting it and clicking the Add button to the Selected Groups list. 

 
8. Click the Save button to save your changes. 
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3.4 Finding users 
1. From the User Maintenance screen, click the Search button. 

 
2. This will list all the users that currently exist in the system. 
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3. Find the user you created by filling out the form before hitting the Search button. 

3.5 Editing a user 
1. Find the user you created. 

 
2. Click the name of the user and you will be taken into edit mode. 

 
3. Make a change to the user and click Save. 
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3.6 Deleting users 
1. Search and find the second user you created.  

2. A Delete link pops up next to the user. 

 
3. Note the Delete icon, but don’t delete the user. 

3.7 Adding multiple users to groups  
1. Click the Add Users to Groups Left menu item. 

2. Click the Multiple Users’ Groups button. 
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3. Select a few users and click the top Add button. 
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4. Select a few groups and click the bottom Add button. 

 
5. Click the Save button. 

3.8 Adding organisations 
Organisations are for organising users if you happen to have more than one location in your 

company. You can then assign users to those organisations.  

You can add default groups to the organisation. Then when you add a user to the organisation it 

automatically adds them to the groups also for security purposes.  

1. Click the Organisations button on the left menu and then the Add New button. 

 
2. You are then presented with the form to fill out to create an organisation. 
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3. Fill out the form with your company details  

 
4. Click Save.  

5. Go back to the Security > Users section.  
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6. Search for your user, and Edit. Scroll down to Organisation Details. Add this user to your 

new organisation. 

 
7. Click the Set as Default button to make that company a default for that user. 

 
8. Save your user.  
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7 Security – Permissions 
Users can set permissions for most functions throughout the CMS. Permissions are broken up into 

the following categories: 

 Functions – Publisher and Admin tasks 

 Folders – Content repositories 

 Rich Text Editor – The toolbar buttons available on the editor 

 Fonts – Access to fonts 

 Menus – Access to site menus 

 Templates – Access to page templates 

 Event Types [refer Events Manager Manual] 

 Events Public [refer Events Manager Manual] 

 Lockdowns – Access to misc lockdowns 

7.1 Editing other permissions for groups 
1. Select Security and then click Permissions. 

 
2. Select the Group you created. 

3. Make sure access is Full Access on all tabs. 

4. Click Save. Each time you click between tabs you need to click the Save button. 
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See screenshots below for what all tabs look like under the default settings for Members: 

You can set permissions per group, per folder.  

 

You can set permissions for per Function in the CMS. These include Security functions, Admin 

functions and Module functions. 
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You can set permissions per tool bar or button in the ePhox, Telerik or Editor-Inline editors. 

 

You can set permissions per element. The elements are a list that can be selected from in the 

element drop down when editing an article. 
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You can set permissions on what fonts the users can select from the fonts dropdown in the editor. 

This list is not used very often anymore. It is recommended to use Styles to control the look and feel 

of the site. 

 

You can lockdown extra article features.  
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You can lock down the master pages that a user can select from the front end, or edit from the Design 

menu. 
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7.2 Editing permissions via the folder attributes 
1. In Publishing > Folder explorer create a folder. 

 
2. Set the folder as a Private folder. 
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3. Scroll down to Folder Security. 

 
4. Give Full Access to the Administrator group. 

5. Give Read Only access to the Members group. 

7.3 Copying permissions 
The Copy Permissions section allows you to copy permissions from one group to another group. Use 

this if a group is going to have similar permissions to another group. Then you can go to the 

permissions section and change them how you need to. 

1. Click Permissions on the left menu.  

2. Click the Copy Permissions link. 
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3. Select the Administrators group. 

4. Select your group. 

5. Click the Copy button. 

 
6. Go back to the permissions section and check to see if your folder still has Read Only access. 

It should now have full access. 
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8 Security - Password Rules 
The password rules are for if you want to limit your users on what passwords they use to make them 

more secure. This will stop users from using regularly known passwords. 

You have the ability to set: 

 If it expires so they will have to add another password 

 The minimum and maximum characters and numbers they should use 

 The minimum upper and lower case characters they have to use 

 The minimum amount of special characters they should use 

 If there are any special characters that they should not use 

 If they can use the special characters in their username 
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The password rules are listed when adding in a new user. 
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9 Security – Active Directory 
The Active Directory Module is an extra purchased module. For instructions on how to connect to 

Active Directory please see the installation guide: 

http://reference.elcom.com.au/Documentation/Installation/Installation 

9.1 Add Active Directory groups 
1. Navigate to Security > Groups. 

2. Click the Add New button to add a group. 

 
3. Select an Active Directory group from the list. 

 
4. Click the Save button. 

http://reference.elcom.com.au/Documentation/Installation/Installation
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9.2 Import AD users from linked groups 
1. Navigate to Security > Import Users. 

2. Under LDAP Import, select the group you have connected to the CMS. 

 
3. Click the Import button. 

 
4. Navigate to Security > Users. 
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5. Search for a user. 

 
6. You should see the user connected to the AD group. 
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7. When editing the group, you will not be able to change the information being controlled by 

Active Directory. 

 
Note: Users will be imported automatically when they login if their group is already connected. 
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10 Workflow 
10.1 Adding a new workflow on Forms 

1. Navigate to the Workflow Module on the left menu. Click Maintain Workflows. 

 
2. Click Add to add a workflow. 

 
3. Ensure the Workflow Properties tab is selected. 

4. Fill out the Workflow Name and Brief Description.  

5. Ensure the Active box is ticked and choose Forms from the Workflow Type drop down. 
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6. In the Days per Basket list that it will stay in a basket for 3 days. 

 
7. Select your previous form you created to be part of the workflow. 
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8. Select the Administrator group as the group that contains the Workflow Managers. Click Add. 

This will populate the Workflow Manager drop down box.  

9. Select your user as the workflow manager. 

 
10. Under the Originating User Groups section, tick Select All Groups for all users to trigger 

the workflow. 
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11. Scroll up and choose the Workflow Baskets Tab. 

 
12. Fill out the Basket Name and select the Basket Owner as your user. 

13. Select the Secondary Basket Owner. This will only be initiated if the Basket Owner is set to 

out of office in the Users area. 

14. Set the Days per basket as 5. 

15. Make sure the On Approval drop box is set to Go To Next Basket and the On Rejection 

drop box is set to Go To Previous Basket. 
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16. Email setting can be set, however emails are not available on Staging sites. 

 
17. Click the Save button. 
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10.2 Adding a new workflow on Articles 
1. Navigate to the Workflow Module on the left menu. Click Maintain Workflows. 

 
2. Click Add to add a workflow. 

 
3. Ensure the Workflow Properties tab is selected. 

4. Fill out the Workflow Name and Brief Description.  

5. Ensure the Active box is ticked and choose Articles from the Workflow Type drop down. 
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6. In the Days per Basket list that it will stay in a basket for 5 days.

 
7. Select the homepage folders to be part of the workflow. 

 
8. Tick All Groups for all users to trigger the workflow. 
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9. Select the Administrator group as the group that contains the Workflow Managers. Click Add. 

This will populate the Workflow Manager drop down box. 

 
10. Scroll up and choose the Workflow Baskets Tab. 

 
11. Fill out the Basket Name and select the Basket Owner. 

12. Select the Secondary Basket Owner. This will only be initiated if the Basket Owner is set to 

out of office in the Users area. 

13. Set the Days per basket as 5. 
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14. Scroll down to see the Emails section. Here you can add emails to people depending on the 

event. 

 
15. Click the Save button. 

10.3 Testing the workflow 
1. Login as your user. 

2. Submit the form. 

3. Login as the first approver. 

4. Click the Inbox button in the admin bar. 
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5. Click on the form result submission. 

 
6. Click the Approve button.  
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11 Admin Tools 
11.1 Admin tasks 

The admin task Clean up Classic Redirections deletes all physical web server folders containing the 

default.asp file. Run this task for sites converted to template driven mode from classic. 

The admin task Re-register article links is a clean up housekeeping task you can run when you have 

performed quite a few changes to the site and customisations and you think it may have affected the 

links on your website. Running this can take a long time and make the server not usable for a period 

of time. 

 

11.2 Allowed file types 
Allowed file types manages what the user can upload to the system. If a filetype does not exist here 

you can add it in yourself. To access Allowed File Types go to the Dashboard then Admin Tools and 

select Allowed File Types. 

11.2.1 Add a new file type 
1. At the end of the current list of Allowable File Types, select a File type from the dropdown. 

2. Type in an extension name in the Extension field. 

3. Select an Icon from the dropdown list. 

4. Select a Content Type from the dropdown. 

5. Click the Add button. 
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11.3 Check-in content 
When content is being edited no one else can edit that content. If content has been checked out for 

longer than expected then it is possible that the person has accidently left it checked out. This can 

also be used if someone has left the company or gone on leave and the content is still checked out.  

Check in Content allows you the ability to check in articles, templates, documents, style sheets and 

master pages that others may have left checked out so that they can then be edited. 

 

Click the Search button to view all content that is currently checked out. 

 

From this screen, the current state of content may be viewed by clicking on the preview link. This will 

show all draft changes.  
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The current live version of the page may be viewed by normal navigation to that page.  

 Be sure to check what you would like to do with the content.  

 Click the Undo Checkout button to remove any changes that has been made by the user that 

has checked the content out.  

 Click the Publish button to accept the changes that the user has made. 

11.4 Cloud Storage 
This is a list of all the storage providers that connect to the CMS. They allow you to share information 

through Elcom to Drop Box. 

 

11.5 CRM Providers 
This page lists all the CRMs that the CMS has connected to. The CMS connects to Salesforce and 

Sugar CRM out of the box. 

1. Click Add. 
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2. Select the CRM Type and add the connection details. 

 

11.6 Email History 
Email History keeps a list of all emails that are being sent within the system. The section keeps them 

all whether this is through user management, through modules like the mailing list module, or errors 

sent.The report will tell you when the email was sent, who from and to and what the subject was.You 

can click the Search button to see them all or click the Clear button to remove all from the list if 

needed. 
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11.7 Error Log 
The Error log shows all errors that happen within the system. The error log has an ID connected to 

the issue, the date that the issue happened and some information about the issue. Click on the ID of 

the error to see more information about it. This error can be sent to the helpdesk so as they can take 

a look at what the issue is. Errors can be searched for in the system by ID or message. 
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11.8 Form Responses 
Form Responses allows you to view the responses to any form set up on your website. You can view 

a certain amount of results as well as results for a date range. There is an edit button next to each 

submission so you can edit what is in the submission as well as a delete button to delete the 

submission. 
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11.9 Google Sitemap 
Google XML Sitemap allows the user to submit a master list of all pages on the site to Google for 

indexing. This information is stored in an XML file along with other relevant information where 

specified. It can be as simple as a list of URL's belonging to the site, or can include, last modified 

date, update frequency, and priority. 

The purpose of this Sitemap is to have the most recent version of your URL's indexed in Google at all 

times. 
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11.10 Lookup tables 
Lookup tables allow you to set core setting of the system as well as core settings and properties for 

the modules. For example, there is the ability to set user types and some permission settings for the 

security section, as well as the ability to set code snippets. 

 

 

Once the lookup table is selected that you would like to edit, select the lookup field radio button and 

click the Edit button. Then you can edit the table fields and properties. You can also add a new field 

by clicking the Add button and filling out the details. 
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11.11 Nominated articles 
Nominated Articles have two main functions:  

 As a means of adding additional content to module pages.  

 Setting content that is sent out in an email by the system.  

They are created by:  

 Creating an article with the required content.  

 Assigning it to the appropriate nominated article in Admin then Nominated Articles.  

Nominated articles that come with the system appear inside the Base > Site layout folder in the 

folder explorer. 

 

Article Nominated Article 

Refer A Friend Email text – general  
Refer a Friend email  

User Rejection Email text – general  
User Rejection Email Content  

User Activation Email text – general  
User Activation Email Content  

User Change Login Email text – general  
User changed username / password email content  

User Password Reset Email text – general  
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User reset password email content  

User Forgot Password Email text – general  
Forgotten password – email content for new password request  

User Forgot Password 
Confirmation 

Email text – general  
Forgotten password – email content for change confirmation email  

Search - Search Tips Searching  
Search Text for Tips if no results found on Search Results Page  

Corporate Directory Heading Corporate Directory  
Corporate Directory Search - text at the Top of the page  
Corporate Directory View Details - text at the top of the page  

Event Details Custom View Events – General  
Events Custom Details View  

Event Heading Events – General  
Calendar Top of Page  
Event Advanced Search - text at the top of the page  
Event Details Page - text at top  
Event Details Page Booking View - text at top  
Event Details Page Training View - text at top  
Event Featured Page - text at top of the page  
Event Quick Search Page - text at the top of the page  
Event Search Page - text at the top of the page  
Event Search Training Page - text at top of the page  
Event Up and Coming - text at top  
Event View Enrolments - text at the top of the page  

Email Marketing Heading Mailing List  
Mailing List Signup text  
Mailing List Subscriber Details - text at top (Add Mode)  
Mailing List Subscriber Details - text at top (Edit Mode)  
Mailing List Unsubscribe - text to appear on page  

Store Locator Heading Store Locator  
Store Locator Details Page - text at top of the page  
Store Locator Index Page Top Article  
Store Locator Page - text at top of the page  

FAQ Heading FAQ  
FAQs - text at the top of the answer page  
FAQs - text at the top of the listing page  

Article Published Email Email text – general  
Article Published – email text for new article send to mailing list  
Article Published – email text for new article send to security groups  

Document Published Email Email text – general  
Document Published – email text for new/updated document send to 
mailing list/security group  
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11.12 Offline tasks 
Offline tasks are system tasks that are set up to run in the background of your site. When your site is 

set up some of the tasks are set up for you. There are some tasks that you might need to set up 

yourself however or give to your Sys admin to set up.  

It depends on what you have selected to use in Admin tools and what modules you have access to as 

to what tasks you can add. Some examples of these are for the mailing list module (the email bounce 

back processor, mailing list bounce back, mailing list import, mailing list send), email publishing and 

LDAP support. Sometimes you will need to add SMPT server settings for emails or Active Directory 

settings to use these services.  

To look at what types of tasks you can add with your current configuration: 

1. Click Admin tools > Offline Tasks. 

2. Click the Add Task button. 

 
3. Click on the Add In Name dropdown list and take a look at the options that exist in the list. 
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11.13 Robots.txt File 
This file is where you put all the links to pages you would not like search engines like Google to index. 

Eg login pages. The line that says Disallow: / stops the entire site from being referenced by Google 

out of the box. Remove this line to start referencing the site in Google. 

 

11.1 SMS Providers 
There are 2 SMS providers that we support, Telstra and Message4u. These are used for SMS alerts 

with the Events module. 
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12 Admin tools – Global site settings 
The Global site settings section is where all the main administration settings are held. To access 

Global Site Settings go to the Dashboard then Admin and click Global Site Settings. 

Setting Description 

URL Allows configuration of the URL for this website. 

Run in HTTPS This will run the entire site under HTTPS. This can only be enabled 
if you have purchased an SSL certificate and set it up on your web 
server. This is for sites that need to be extra secure like eCommerce 
sites. 
 

Site Name The admin name of this website. There are a few places this is 
used: 

 There is a sitename content tag <~~Sitename~~>.  

 The license manager uses it to set up the license 

 In a multisite setup this is the name of this particular site 

 Some emails that are sent use it  

Enable site Allows an entire site to be activated/deactivated. Particularly useful 
during a multisite environment. 

Webmaster email Sets the email address for functions that refer to webmasters email 
address elsewhere in the software. Some examples of emails that 
are sent to this email is: 

 When an article expires an email is sent to this address 

 In a multisite environment an email is sent to this address 
when a new site is created 

Company Name Set the name of the company that the site belongs to. There is then 
a content tag that can be used to display this company name in the 
system. 
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12.1 Advanced Search Settings 
These settings are for the Advanced Search module. This module is only used rarely as the 

enterprise search module has superseded it.  

 

12.2 Article Settings 
The article update and review adds a review period to ALL articles in the system. If you do not set it 

here then you are able to set it per article in the article attributes. 

Once an article is read for review then a note at the top of the page in the admin bar is added to let 

you know there is something for review. 

 You can automatically update the version number if an article for review is embedded. 

 You can add a reason for editing which appears in the version history. 

 You can get the Bodytext section in the article attributes to display using a content tag. 

 You can automatically fill the brief description with the article name. 



Elcom Administrator Training 

Notes:  

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

  
Page 55 

 
  

 

12.1 Cache Options 
Ticking these boxes means the pages refresh harder, but load quicker. 

 

12.2 Code Insertion 
This inserts the code here into all pages in the Head tag of the site. This is good for JavaScript and 

styling. There is also the ability to add code into the article attributes per page. 
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12.3 Content Logging 
These tick boxes are what you need to tick when using the article/folder/events accessed reports. The 

reports won’t work if these are not ticked and some are not ticked out of the box. 

The time difference is added there if you need to log in a different time zone such as US time.  

 

12.4 Dashboard RSS 
This is to hide the RSS feeds that are on the right hand side of the dashboard.  

 

You can add 2 extra feeds to appear on the dashboard if you would like to also.  
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12.5 Display Settings and Icons 
The Display Settings and Icons are for changing some of the look and feel of the CMS.  
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12.6 Document Settings 
This is to force all documents that are uploaded to go through a review process after a certain amount 

of months. The same as with article review, an inbox (1) icon pops up in the admin bar at the top of 

the page for something that needs to be reviewed.  

 

12.7 Editor Settings 
The settings for the Telerik editor are here. You are able to: 

 Use absolute or relative paths for images 

 Change the auto-save time or remove it 

 Convert & to the HTML equivalent &amp; automatically 

 Set a new line as <p> or <br /> 

 Change the editor height as it appears all the time for all users. 

You can also set the default editor for all users. This is handy if you have purchased the ePhox editor. 
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12.8 Event Rules 
The Event Rules are the main settings for the Events Module.  
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12.9 External Social Media Settings 
These settings are for the Facebook login, and publish events from the CMS to Facebook. 

 

12.10 Folder Settings 
Set the default for created folders to Private if it’s an intranet or public if it is a corporate site. Tick the 

box to reset all the folders to the setting you would like it to be set to. 
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12.11 Forms 
This setting is an ability to set extra permissions on who can and can’t see forms. 

 

12.12 Google Analytics 
This sets the code version that can be used when adding Google analytics links. There is also a tick 

box to automatically add Google code to documents. 

 

12.13 Home Page 
This setting sets the homepage article. If the homepage needs to be moved then it should be reset 

here. 
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12.14 Image Settings 
These image settings are here to allow the user to set different sized images that can be inserted into 

a page. This is for responsive images. 
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12.15 jQuery Library 
This setting references where the jQuery library exists. There is more detail about this in the 

implementation training. 

 

12.16 Logging In 
There are quite a few settings you can set when logging in. These include: 

 Forcing the user to change their username or password when they log in 

 Displaying the logout button on the top admin bar. There is a possibility of using the login 

element on the page so the user might want this turned off. 

 Displaying a “Logged in as <name>” message is legacy functionality.  

 Set how many times a user can get their password wrong before they are locked out of the 

system. 

 How long they are locked out for if they are locked out. If set to 0 minutes then the feature is 

disabled. 

 Set who gets an email when someone is locked out. 

 Run all logging in in https secure mode if you have a security certificate. 

 Change the name of the login page if different one was created by an implementer. 

 Turn on auto login for all users based on a cookie, LDAP or a HTTP header created by a 

systems person. This is not recommended for administrators to implement. 
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12.17 Meeting Manager Settings 
These settings change some of the look and feel of the meeting manager module. 

 

12.18 Metadata 
This setting assigns Description and Keywords for the whole site.  
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12.19 Miscellaneous 
The miscellaneous section has a few different settings. 

1. Amend the GST assigned to a membership. 

2. List the site ID. This is useful in a multisite setup.  

 

12.20 Multi-Site Settings 
These settings govern if the multisite will be displaying the same search results for different modules. 

 

12.21 My Account 
These settings are for the My Account Module. 
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12.22 Non-Article Pages 
This sets all extra out of the box created aspx pages as private so users who are not logged in can’t 

see them. 

 

12.23 Payment Gateway 
These settings are for the Events module when paying to attend an Event. 
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12.24 Ratings 
These are the settings for the Content Ratings content tag. These allow you to change the look and 

feel of the ratings module. 

 

12.25 Spam 
The Spam settings enable the ability to use Captcha with the Form Creator module. Captcha is the 

small image that you need to read and type out to avoid spam programs from filling out the form 

multiple times. 

 

12.26 Site Settings 
The site settings section turns on quite a few different settings. For example: 

 Article numbering prefixes articles with numbers so when they are added they always have a 

number in front of them. You can set what type of prefix this is also in the settings. 

 Auto login for single sign on. Must be used with Active Directory. 

 Inherit Folder Public Name for Friendly URLs stops the full folder path being shown in the 

URL 

 Secure Admin Lockdown stops the use of local administrators for local groups. 
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For more information see the reference site. http://www.reference.com.au 

http://www.reference.com.au/
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12.1 User Friendly URLs 
The Generate Now button starts a process that generates all the URLS from folder names.   

 

12.1 User Settings 
These settings are settings for the Security area. They force a user to fill out the organisation when 

creating a user, and they auto populate missing user fields when synching with Active Directory. 

 

12.1 What's New Email 
This is an internal report email that can be sent out to someone at certain frequency like, hourly or 

daily or weekly to let them know what articles have been added recently. 
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12.2 Workflow Settings 
These settings set up default templates and settings for emails that are sent with the Workflow 

module.  

 

12.1 Software Version 
You can find the software version at the bottom of the Global Site Settings. You will need to click the 

Save button whenever you make a change. 
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13 Reporting 
13.1 Reports Dashboard 

The Reports Dashboard lists all the current reports that have larger export functionality. They give the 

ability to: 

 Generate to screen - view the report onscreen. 

 Export as CSV - this will allow you to export the report to be viewed in excel or another 

spreadsheet application.  

 Generate at CSV offline - a CSV file will be emailed to you using the offline tasks. 

 Generate PDF offline - a PDF file will be emailed to you using the offline tasks. 

 

13.2 Alerts 
The alerts report allows you to see what articles have given email alerts out when they were edited 

and to who the alerts were sent. 
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To set up alerts you need to set a few settings. 

1. Make sure the Alerts tick box is ticked in Admin tools > Global Site Settings > Site Settings > 

Membership. 

2. Go to http://mysite/myaccount/myaccount.aspx whilst logged in. 

3. Create an alert through this section. 

 

When you hit the Generate button it creates an excel spread sheet that lists all the alerts that have 

been sent to all users. 

13.1 Article Engagement 
The Article Engagement report lists the information about the article that the user has inputted. The 

report lists: 

 URL, Article name, Date, last accessed, Date Created 

 Number of comments 

 Number of helpful 

 Number of not helpful 

 Number of Facebook shares 

 Number of Twitter shares 

 Number added to favourites 

 Next review date 

 Date last edited 

 Edited By 

http://mysite/myaccount/myaccount.aspx
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To run the report click the Generate to screen button. 
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13.2 Articles Accessed 
The articles accessed report allows you to see what users are viewing what article or page. You need 

to turn this on before it will work. To do this, tick the Keep a log of all articles that a user accesses tick 

box under Admin tools > Global site settings > Content Logging. There are quite a few things that you 

can do with this report: 

 You can select if you want to see articles that users accessed from a date range.  

 You can make it detailed or just with a summary.  

 You can sort the report.  

 You can select all articles or just one article to report on 

 You can report on one user, a group or all users. 

 

When you hit the Generate button it creates an excel spread sheet that lists: 

 What user tried to access what article 

 How many times 
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 When it was accessed 

 

13.3 Articles Acknowledged 
The Articles Acknowledged report allows you to set up the ability to gather data from logged in people 

who read your articles. They can click the acknowledge button to let you know that they have read the 

article. 

The acknowledge button is an element you can put on the page. 

1. Go to an article you have created.  

2. Edit the page.  

3. Click on the down arrow of the elements drop down. 

  
4. Select acknowledge and click the green plus button. 

 
5. Publish the page.  

6. Click the Acknowledge button. 

Once people have clicked the button you can run the Articles Acknowledged report. 
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The articles acknowledge report has many options. They include:  

 People who have or have not acknowledged the page 

 In summary or detailed form 

 Ordered by user, date or article 

 Report by one or all articles, one or all users/groups. 

 

When you hit the Generate button it creates a report on who has acknowledged it and how many 

times. 
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13.4 Articles Modified 
The Articles Modified report allows you to see what articles have been edited recently or between 

date ranges.  

 

When you hit the Generate to screen button it creates a report that lists: 

 The name of the article that was edited 

 The folder that article exists in 

 When it was edited 

 Who edited it 
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13.5 Content Deleted 
The content deleted report allows you to see what content has been deleted recently between a date 

range. 

 

When you hit the Generate to screen button it creates an excel spread sheet that lists: 

 The name of the content that was deleted 
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 The type of item that was deleted, typically folder or article. 

 The date it was deleted 

 Who deleted the content 

 If it still exists in the recycle bin or if it was deleted entirely from the system. 

 

13.6 Content Management Activity 
The Content management activity report gives you the ability to report on an overview of the system. 

You can see which users/groups edited what articles or folders and when this was done between date 

ranges. 
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When you hit the Generate button it creates an excel spread sheet that lists: 

 Who edited 

 What folder/articles 

 Names of folders and articles 

 When they edited 
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13.7 Content Rating 
The Content Rating report connects with the DisplayRating Content Tag. Users are able to rate the 

page when copied and pasted into the editor. 

1. Edit an article. 

2. Edit a Content Editor element. 

3. Click on the content tag button in the editor. 

4. Copy the DisplayRating tag. 

<~~DisplayRating~~> - Inserts the Display Rating icon to enable users to rate the page   

5. Paste into the editor. 
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6. Click the Publish button. 

7. View the page and click the stars to rate the page. 

 

You can then run the report and see what has been rated. In the report you can view all articles or a 

specific article. 
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When you hit the Generate button it creates an excel spread sheet that lists: 

 All articles that have been rated 

 What their rating is out of 5 stars 

 The articles average 

 

13.8 Document Alerts 
The alerts report allows you to see what documents have given email alerts out when they were 

edited and to who the alerts were sent for a specific document. 

To set up alerts you need to set a few settings. 

1. Make sure the Alerts tick box is ticked in Admin tools > Global Site Settings > Site Settings > 

Membership. 

2. Go to http://mysite/myaccount/myaccount.aspx whilst logged in. 

3. Create an alert through this section. 
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When you hit the Generate button it creates an excel spread sheet that lists all the alerts that have 

been sent to all users. 

 

13.9 Documents Downloaded 
The Documents Downloaded report displays documents that have been downloaded by users of the 

system so as you can see what has been downloaded. 
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13.1 Documents Downloaded Summary 
The Documents Downloaded Summary report displays documents that have been downloaded by 

users of the system so as you can see what has been downloaded. This has less fields to display 

than the full report. 

 

13.2 Event Registrations 
The Event Registrations report lists all the user registrations for an event. All the user details are 

displayed in the output. 
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When you hit the Generate button it creates an excel spread sheet that lists: 

 Event details 

 User details 

 

13.3 Folders Accessed 
The folders accessed report allows you to see what users are viewing what folder. You need to turn 

this on before it will work. To do this, tick the Keep a log of all articles that a user accesses tick box 

under Admin tools > Global site settings > Content Logging. There are quite a few things that you can 

do with this report: 

 You can select if you want to see articles that users accessed from a date range.  

 You can make it detailed or just with a summary.  

 You can sort the report.  

 You can select all articles or just one article to report on 

 You can report on one user, a group or all users. 
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When you hit the Generate button it creates an excel spread sheet that lists: 

 What user tried to access what folder 

 How many times 

 When it was accessed 
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13.4 Link Management 
The Link Management report shows all the links throughout the sit. You can see all the links inside 

and connecting to Articles, documents, folders, images, and other. The link management Offline Task 

needs to be running for this report to work. 

 

When you hit the Display button it lists: 

 The link 

 Where the link exists 

 If it’s good or bad 

You can then filter by folder, type or if the link is good or bad. 
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13.5 List Articles 
The List Articles report shows all the articles that have been added to the system during a date range. 

You can filter articles by: 

 Folder 

 Active articles 

 Start date 

 End date 

 

When you hit the Generate button it creates an excel spread sheet that lists: 

 The start and expiry date that is being filtered on 

 The articles 

 What folder they are in 

 What each articles start and expiry date is 
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13.6 List Folders 
The List Folders report shows all the folders that have been added to the system. You can filter 

folders by: 

 Active folders 

 Inactive folders 

 

When you hit the Generate button it creates an excel spread sheet that lists: 

 The site name that contains the folders 

 The folder names 

 When they were created 

 What user edited them 
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13.7 List Members 
The List Members report shows all the members that have been added to the system. You can filter 

members by: 

 To and from date that they were added 

When you hit the Generate button it emails a report that lists: 

 What users were added 

 When they were added 

 

13.8 List Subscribers 
The List Subscribers report lists all the people in the subscribers list that is connected to the mailing 

list module. 
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13.9 List Users 
The List Users report shows all the users that have been added to the system during a date range. 

You can filter users by: 

 First and last name 

 User type 

 Date that they are active 

 

When you hit the Generate button it creates an excel spread sheet that lists: 

 The date range that was chosen 

 All users 

 First and last name 

 Email address 

 Company name 

 User type you chose 

 What groups they belong to 
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13.10 Push to live Audit Trail 
The Push To Live Audit trail shows all the items that have been pushed from one server to another 

with the use of the push to live module. 

13.11 Searches performed 
The Searches Performed report lists all the search words that were used by the users of the site. You 

can filter the report by: 

 Most popular 

 If they were successful to return results 

 If they failed to return results 

 By a date range 
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When you hit the Generate button it creates an excel spread sheet that lists: 

 What search report you selected 

 The keywords 

 Number of times each keyword was found 
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13.12 User Audit Trail 
The User Audit Trail report lists information about a user when they login and change passwords. 

 

To run the report click the Generate to screen button. 
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13.1 User Engagement 

 

 

 

13.2 User Forms 
The User Forms report shows you a report of who has filled out what form. 

There is the ability to select the form type. This allows you to see a basic report, forms you submitted, 

forms submitted by your group, and forms submitted by all users. 

You can filter the report by: 

 Report name 

 Submission dates 
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 All fields or specific fields in the form 

 

13.3 User Lockout 
If a user puts their username or password wrong an amount of times determined by the admin, the 

user will be locked out. The User Lockout report is to view what users have been locked out recently 

and how many times between a date range. 

 

When you hit the Generate Report button it creates an excel spread sheet that lists: 

 The date range 

 The IP address of the person locked out 

 Their username 

 The date they were locked out 

 The date they will be let back into the system 
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13.4 User Logs - Detailed 
The User Logs report shows a report on the users that have been logging into the system. You can 

report on: 

 Who has or has not logged in 

 Between a date range 

 As a summary or detailed 

 By a particular organisation 

 All users or a specific user or group 
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When you hit the Generate button it creates an excel spread sheet that lists: 

 Who logged on  

 How many times they logged in 

 When they logged in 

 The persons IP address 
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13.5 User Preferences 
This report displays the multiple different types of user preferences of a particular user which are set 

up for the logged in user in the My Account module.  

 

13.6 Where Article Is Used 
The Where article is used report shows users on what article a specific article is embedded using the 

embedded article element by selecting the folder and article that you want to check. Use this to check 

before you delete an article to see if it is going to cause an error.  

 

When you click the Generate button it displays the report underneath. If the article is not embedded 

anywhere then it displays the message in red “The article is not used”.  
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If the article is used then it will tell you the name of the article that it is embedded into and what folder 

it exists under and a link to that article.  

 

13.1 Where master page is used 
The Where template is used report shows what folders, articles, modules and user agents are 

currently using what master pages.  

 

When you click the Generate button it displays the report underneath. If the master page is used then 

it will tell you the name of the folder, article, module or user agent that it is being used by and what 

parent folder it is under and the date it was created.  
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13.2 Where Taxonomy Is Used 
You can generate a report listing where all Taxonomies are used, or select specific Taxonomy 

branches to generate a report. 
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13.3 Where Template Is Used 
The Where template is used report shows what articles are currently using what templates.  

 

When you click the Generate button it displays the report underneath. If the template is used then it 

will tell you the name of the article that it is being used by and what folder it exists under and a link to 

that article.  
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14 Final Revision 
1. Find your user and add some additional contact details in the Optional information. 

2. Find where the bad link report is. 

3. Add a new group and add yourself to it. 

4. Give your new group all access in permissions. 

5. Check to see if anything is checked out by other users in the Admin section. 

 

 


