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Logging into Sitecore

sitecore

Own the experience’

Login

B Rememberme | Forgotyour password? License options

1. Enter your User Name, Password, and then click Login to log into Sitecore.

2. Forgot Your Password — enter in your User Name to have Sitecore email you a newly generated
password (this may go to your junk email folder — sender: donotreply @website.net).
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The Launchpad — The Experience Platform

Note: Based on the access rights of your account and role, your launchpad may look differernt.

1. The Sitecore Launchpad is well organized in the following categories:
Green — marketing and analytics tools
Red — content editing tools
Orange — tools to organize your digital assets and page workflows
Black — recycle bin to retrieve your deleted items
Blue — account configuration, system steup and app installations
Purple — user account settings

Marketing Applications Content Editing Control Panel Access Management
& > A ~
@ X © » . Yo
Experience Experience Experience Content Editor Experience Control Panel Desktop User Manager Security Editor
Analytics Profile Optimization Editor
L [ ] e 1
. @ <
o | E B K 8| %
Campaign Path Analyzer Marketing Media Library Workbox Access Viewer Domain
Creator Automation Manager
D , L
- A" 4 .
Marketing Recycle Bin Role Manager
Control Panel
2. The contents of this document will focus on:
e Content Editing Tools (Red)
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Navigating Around Your Content Tree

1. Click Content Editor from Sitecore’s launch pad.

Sitecore Experience Platform

Control Panel

7 )( o . AbLd o D ? 6

Experience Experience Experience Content Editor Experience Control Panel Desktop User Manager  Security Editor

Analytics Profile 0 Editor
[} [ ] A &y
e ® i = I
% e = =
] S
Campaign Path Analyzer Marketing Media Library Waorkbox Access Viewer Domain
Creator Automation Manager
V. »
(@) X s
ot -
Marketing Recycle Bin Role Manager

Control Panel

2. The Content Tree contains all of your website’s pages, items, and modules.

NAVIGATE REVIEW ANALYZE PUBLISH VERSIONS CONFIGURE PRESENTATION SECURITY VIEW MY TOOLBAR

< ™ Henry Ford Landing... (1073) * [ Copyto x A Up A First
v
Edit = [ 2 Column Wide Right .. 20f3) & Duplicare + Fm o ~ Down ¥ Last
4 [J] sitecore
. & henryrord
b ] Shared Pages Welcome to Sitecore,
> D Ema
You must lck this item before you can edit it.
¢ locakmvc basesite.com To lock this item, click Edit on the Home tab
» ) henryFord Lock and Edit
2
b & Blog Quick Info
P & HAP
» & POC
) Item ID: {110D359F-DEAS-42EA-9C1 C-8ASDFTETOEFY}
» @ Global
» [ Forms Item name: Home - Display Name: henryFord
B®
b B Layout Item path: fsitecore/contentHome
» & Media Library
- Template: Jsitecore/templates/Henry Ford/Page Templates/Homepage - {CCECC6FB-6E54-4404-013C-737EDCACSET8)
» [E] Templates Created from:  [unknown]
Item owner: sitecore\admin

‘Content Review Settings
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Click the triangle in front of the item that you want to expand and branch out.

NAVIGATE REVIEW ANALYZE PUBLISH VERSIONS CONFIGURE PRESENTATION SECURITY VIEW

H < ™ Henry Ford Landing Pag of 3) 4 M [RcCopyto I = Rename A Up
Save Edit~ [ 2 Column Wide Right Géheti2)f » Duplicate~  [$ Moveto  Delete~ [%] Display name v Down

P

4 [J) sitecore

« & Content fgﬂg henryFord - [Home]
» D Email Campaign Welcome to Sitecore.

) local-mvc.basesite.com Quick Info
4 ¥3 henryFord

» [ TEST Training Area Cardiolog Item ID: {110D559F-DEAS-42EA-9C1C-8ASDF7E70EF 9}

» (B Physician Directory :
Item name: Home - Display Name: henryFord
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Accessing Your Medical Services Module

1. To access the full list of your medical services click the triangle in front of Content in the content
tree and then do the same for Global > List Manager > Services > HFHS.

— HOME NAVIGATE REVIEW ANALYZE PUBLISH VERSIONS CONFIGURE PRESENTATION SECURITY VIEW MY TOOLBAR
H < Senvice (of3) * @ [R Copyto x =1 Rename A Up # First
Save Editv ¢ Service Folder (20f3) ¥ Duplicate [% Moveto Deletev [F] Display name w Down ¥ Last
SESTCh O § m Q
» & POC -
4 @ Global
Wl HFHs

»
»
»

»
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(& Affinity Tags

¢J Button Styles

{J Callouts Styles

¢J Email Campaign
@ Fontlcons

@ Hero Banner

{J HFHS Custom List
¢ Import

¢ Labels

{J Paragraphs

{J Settings

& Skip To ltems

J Social Media ltems

Quick Info

Item ID:

Item name:
Item path:
Template:
Created from:

Item owner:

Advanced

J Text Positions
J WFFM Data Aponiaace
@ callouts Help
. Indexing
@ Navigation
@ Notifications Insert Options
¢ ListManager 1tom Buckets
» @ Departments
»  Genders i
» @ Insurances Lifetime
» @ Languages Publishing
4 @ Senvices

+ |@ HrFHs SEEALY

{3349C065-1204-4ABD-ABE 1-AF82E7 1F43C6}

HFHS

Isitecore/content/Global/List Manager/Services/HFHS
Isitecore/templates/Global/Component Templates/Predefined Folders/Service

[unknown]

sitecore\admin

Advanced Heart Failure Statistics

[ Allergy and Immunology
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Adding a New Medical Service
To add a new medical service:

a. Right-click the HFHS Services folder, select Insert, and then select Service to create a
new medical service profile or Service Folder to create a new folder structure to organize
your list of medical services (Red)

b. Select the Home ribbon, go to the Insert section, and click Service or Service Folder
(Orange)

NAVIGATE REVIEW ANALYZE PUBLISH VERSIONS CONFIGURE

H < (T] Senvice (10f3) Ij‘] (R Copyto x

v
Save Edit~ ¢ Sermvice Folder (20f3) & Duplicate » [% Move to Delete »

» ¢ Navigation
@ Notifications \lj HFHS
4 {J ListManager
» @l Departments
- Quick Info
» @ Genders

» @ Insurances
—  Item ID: {3349C065-1

» @ Languages

4 @ Senices Item name: HFHS
4 ﬂ;ﬂ/, F— | 0 senice ~ tem path: Isitecore/cont
' Q search @l Senvice Folder emplate: Isitecoreftemy
@ [} Duplicate [ Insertfrom template
@, .., Created from: [unknown]
¢ Delete
@ Item owner: sitecore\adm
=3 Rename
@1
= Copying »
|
- Sorting »
[Z1 Console
@1
Scripts >
& | o P Jisorders
Refresh
@1 o etal Cancer

555 Maryville University Drive | FifthFloor | St.Louis, MO63141 | P:(855)411-7738 | Perficient.com | page8



[DERFICIENT

vision. execution. value.

2. Enter the label of your medical service that you want displayed in the front-end of the website
when prompted and then click OK.

Message X

Enter a name for the new item:

Service)
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1.

Entering the Service Data

Name field to edit the display name (Red).

If the Teaser field is active for your organization, add a short description about this service in the

field (Orange).

To link the service landing page for this service, click Insert Link on top of the Link field and select

the landing page from the content tree (Green).
Note: Landing page must be created first.

If the Service Image field is active, then click Browse to open up the Media Browser and select an

image to add from the Media Library (Blue).

The Name field will default to the name that you entered when creating this item. Click inside the

Name:

Heart Care

Teaser:

Introduction text about this service.

) Link:

| Insertlink § | Insert media link Insert external link Insert anchor

[ /Home/Services/Cardiology

| |

Semvice Image:

Properties Open media library Editimage Clear

Nimages/Hero Images/Henry Ford/Services/heart patient andy mobile

Insert email Insert JavaScript Follow

Refresh

Clear
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2. Click the green + (noted in Red) to add a new Alterative Service Names field. Type in the
alternative service name that you want associated with the medical service.

Use the red x to delete the field or the blue arrows to arrange the hierarchy of the fields (noted in
Green).

Alternative Service Names

Alternative Service Name:

Aortic Disease

o)
<

Cardiac Rehabilitation

S|
>
<

Women's Heart Center

©
>

Vascular Disease

€l _
=
b

3. Save the item when done.
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Publishing an Item

1. Select the item or page that you want to Publish, open the Publish ribbon and then click the

Publish button (Red) or click the down arrow. Then select Publish Item from its drop down menu
(Orange).

_—
=  HOME NAVIGATE REVEW ANALYZE GIEEERIP VERSIONS

{ ".: A% Experience Editor {. Fublishing viewer
Change Publigh. - 4. Preview
€8] Publish site

4. Publish item

o
il

Content Q

2. Click Publish to publish the item.

Publish Item

Select the relevant publishing settings for the item.

Publishing
|®) Smart publish - publish differences between source and target database.

Publishing language

Selectall
+| English

Publishing targets

# Internet (web)
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