Sobi2 Directory Tutorial

Basic Instructions for Site Administrators

© 2010
Advancing Business Technologies

Nicki Lynch




CONTENTS

Entries & Categories - AWaITiNG ADPIOVAL....cereereesseesssesessssesssssesssssessssssasssssesssssessssssssssssesesss s sesssesesssessss et ssssessssssasssssasssssses 2
ENtries & CateZOries - AQA ENEIY . ceiceeeeseesseesseesseessseesssessssessssessssessssesssssesssssssse s s s £s RS ER R AR SeEEaeEaetaenEeb 4
Category ManA@ETr — AQA A CAtEEOTY .. icureeureessseessseessseessseesssessssessssessssessssessssessssssssssssssssssessssesessassssessssessssesssassssassssassssassssassasassasassasasssasssns 7
Category Manager - Add MUILIPIE CAtEGOTIES ... reureereeseeessesessssesssssesssssessssssesssssesssssessssssssssssesesss s sesssesesssessss et ssssessssssasssssasssasnes 9
CUSTOIMN FIELIAS MANAZET ..couveuueeeueeesseessseeesseessseessseesssessssessssesssseessseessssesssssssse s et s es R8RSR ER SRR E SRR R ER LR ER R R E SRR 9

ENTRIES & CATEGORIES - AWAITING APPROVAL

This section shows all entries added by your site visitors that are waiting to be approved. Here you
have the option to see, approve or un-approve entries made by your visitors. Simply select any entry
from the list and use from the available option from the Top Menu Bar or you also have the option to
approve/un-approve or publish/un-publish any entry by clicking on the red circle with a cross to make
it approved or Published. Likewise if an entry is already approved and or published you can un-

approve or un-publish from the same place by clicking on the Green Check Mark besides the entry.
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Available options:

1. Edit
Edit function could be used to edit and make changes to an entry or could only be used to
view the entry. Clicking on the entry title will also take you to the edit entry screen. Once at
the edit screen make any changes you like and click save from the top right corner else just

click cancel and the entry will stay as it was without any changes saved to the entry.

2. Delete

This will completely remove the entry from the directory.



. Publish

Publish will make the entry viewable from the front end of your SOBI2 Directory.

. Un-publish
Un-publish will keep the entry but make it inaccessible from the front end of your SOBI2

Directory.

. Approve

Entries that require admin approval will need to be approved by an admin. This feature is set
up from Safety Tab in Entry Configuration option within the Configuration Menu Section,
where you can set the option for entries to be published automatically or need administrator

approval.

Un-approve

With this option you can un-approve any already approved entries.



ENTRIES & CATEGORIES - ADD ENTRY

Add Entry (Adding an Entry from admin backend!)
The Add Entry option lets you add an entry from your SOBI2 backend. Once clicked you are taken to

the add entry form where you can add your entry. The add entry form has by default six tabs for the
entry specific information.

Entry Details Tab

:J':Aim New Entry H a

Entry Detalds Categories | Imsges | Meta Info | Publishing | Background

Entry Details

All felds marked wih " &8 mgursd

Company name ™
Sirnet
Rasad / Custom Fields
Caunty Could be set to anything you
Fdar St reguire from
Caunry * ”
el The Custom Fields Manager
Wabsin iﬂ
;“"'*‘*" Fean The Configuration Menu
Fax
Hatfimas
DE'JEIIHI:I";
B4 0| IFE W B Sk B -Fom - B - Fo ey =
il & L E o pee iR EH | A
— [l = | 2= ]

This tab shows fields that are set at Custom Fields Manager Section of Configuration Menu. These
can be set as you require but by default you will see the fields that were preset with your installation
of SOBI2 Directory Component. The fields with a Shopping Tag Icon shows that the field requires
payment and fields marked with an * are fields that are required and must be filled in.

Categories Tab (Choosing a Category for your new SOBI2 entry)
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The Category Tab allows you to assign category or multiple categories to your entry. To assign a
category just click on the desired category and than click on the triple arrows facing right so that
your selected category or categories are shown in the box besides the arrows. Your entry will be
listed in up to five categories you select here. The box besides the Category Name shows the ID of
your SOBI 2 Category or Categories you selected.

Removing Category

To remove the entry from any category just select the category and click the Triple Arrows Facing
Left. It will disappear from the box to show that the entry is no longer available in that category.

Images Tab (Adding Images to your SOBI2 entry)
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Here you can upload images for your New SOBI 2 Entry. There are two types of images you can
upload here one is named Logo and the other is Icon. The option to control the size, visibility etc of
these images could be made within the Configuration Menu section.

Meta Info Tab (Adding Meta Information for your SOBI2 entry)
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This section gives you the option to add the Meta Tags for your entry. Your SOBI 2 Directory
automatically adds this meta information in the head section of your entry pages output to the
browser or search engines. The Keywords which you enter in the keyword section could also be used
as TAGs for your New SOBI 2 Entry.



Publishing Tab (Setting the status for your SOBI2 entry)
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This allows you Publish/Unpublish, Approve/Unapprove, select creator of the entry, date of creation
and expiration date for your SOBI 2 entry. If you don't select a creator by default guest will become
the creator for the entry. And if you don't select the expiry date the entry will never expire.

Background Tab (Selecting a background for your SOBI2 entry)
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Here you can select the background from the default backgrounds available for your entries. You
select any from the drop down list of backgrounds.

Saving

After adding all information you need to SAVE the entry if you do not SAVE all information entered
will be lost. Click “save” from the Top Right corner of your forms page.



CATEGORY MANAGER { ADD CATEGORY
This option could be used to add category to your SOBI2 Directory. To add a category click on the

add category option in the Entries and Categories Menu. By clicking on Add Category Link you are
taken to the Add Category Form. To add a category you will need to fill the information in this form.

The form has the following fields and options for your new SOBI2 Category.
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1. Category Name (Choosing a name for your New SOBI2 Category)

Here you will name your New SOBI 2 Category.

2. Intro text
This is a short text about your new SOBI 2 Category it will also be added to your category

meta description. So you should not use any HTML or Newline etc. Use plain sentences.

3. Category Description
This is where you would describe and give information related to you New SOBI 2 Category. It
gives you advance option to customize and make your SOBI 2 Category Description any way

you like.

4. Publishing (Setting the status for your New SOBI 2 Category)
Gives you the option to publish/un-publish the category. It really helps when you are setting a

lots of categories and want some to be available right away and some at a later date in time.



5. Image (Assigning Images for your New SOBI 2 Category)
The image is your New SOBI 2 Category's main image and is shown when your new category

is selected at the front end of your SOBI 2 Directory.

The Icon is normally a relatively smaller image that is shown besides your New SOBI 2

Category Title in Categories list at the front end.

6. Parent Category (Choosing a Parent Category)
Here you have to select a parent for your category. Your new category needs a parent. You
can make it as a top level category by choosing 1 as the Parent Category ID which would be

the root of your SOBI 2 Directory.

7. Save
After adding all the information; remember to save your SOBI 2 Category. To Save just click

Save at the Top Right Corner of your Add Category Form



CATEGORY MANAGER - ADD MULTIPLE CATEGORIES

This is an advance way to add multiple categories to you SOBI 2 Directory Component

To add multiple categories at once you have to select a category from the category tree and then
insert a semicolon separated list of category names, intro texts and category icons. The category
name, the intro text and the icon has to be separated by a colon. In this way categories are added in

the previously selected category from the category tree.

Example

Only category names:

category name 1; category name 2; category name 3;

Category names and intro texts and/or category icons:

category name 1 : introtext 1; category name 2 : introtext 2; category name 3 : introtext 3;
Only category name and icon:

category name :: icon.png;

CUSTOM FIELDS MANAGER

The Custom Fields Manager shows a list of all the custom fields available. To go to any field just click
the Field Label of that specific field or click on the check mark besides the Field Label and use any of
the options from the Top Bar.

(For More Detailed Information on Custom Fields Please Check The Creating Custom Fields in

Customization Section of This Manual)

CUSTOM FIELDS LIST
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Field Label
Shows the Label and Name of the field. Label is the name that is shown besides the field in
add entry form. Field Name is the actual name of the field. Whenever you need to refer or

access information for a specific field you would use the Field Name.

Add New Entry

All ields wilh ® ane red

Field Labels

Title ® [

Slrest * 5 - |
Pasicode ” : 1
City =

County ™

Field Name as it appears in The Add Entry Form at the front end of your SOBI 2 Directory.

Published
Shows the state of the Field whether it is published or not

Field Type
Shows the type of field. Types include input box, text area, select list, check box, check box

group, text code and calendar to enter the dates.

For Free

Shows if the Field is for free or payment is required to use the field

In Category View
Shows if the field is viewable in Category Listing or Not. Green Check Mark means it is

Viewable in Category List View.

In Details View
Similar to Category View it shows if the field is viewable in the details view or not.



7. Reorder

Option to reorder the fields that are shown in the add entry form

8. Order
Similar to the above but you can give order humbers to all the fields and give new order to all

the fields at once. A very handy option.

9. ID
Shows the Field ID

ADDING NEW CUSTOM FIELD

(For More Detailed Information on Custom Fields Please Check the Creating Custom Fields in

Customiztion Section of This Manual)

To add a new field, just click on the Top Bar at the top right corner of Custom Fields Manager Page.

It will take you to the Add New Field Form Page.
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Here you can add your new SOBI 2 Directory Field. Enter your desired information in the form and

click SAVE to save the new field.

1. Field Name
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This is the Unique name of the field.

2. Field Label

Fleld Details

Label for the field. Shown in New/Edit Entry form and in Category and Details View (except

text code) if selected.

3. Field Type
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Select the type of field for your Add Entry Form Field. Available options are

¢ Input Box
Text Entry Box in a single line, where limited text entry can be added



o Text Area

A box to add multiple lines of information.

e Select List (Drop Down)

Drop down list of options to choose from.

e Check Box

Similar to a Radio Button, one of the predefined option is selected by just clicking on it.

e Check Box Group

Matrix of Check boxes. With Columns and Rows for multiple predefined options.

e Text Code
An HTML Code area where any desired code could be added. It shows only in the Add
Entry Form. It could be used for anything like adding special instructions or adding images

etc.

e Calendar

Calendar to enter date.

. Published
The state of the field Published or Not

. Field Description

It will be shown in the New/Edit Entry form as tooltip of an information symbol.

. Use WYSIWYG Editor
Select if TinyMCE editor should be used in the New/Edit Entry form. This will work only if text
area is the selected type. A WYSIWYG FIELD MUST NOT BE SET TO REQUIRED!

. CSS Class

CSS class used for the New/Edit Entry form.

The CSS classes for the Category and Details View are created automatically using the field
name.

For the Category View: span.sobi2Listing_field_xxx

For the Details View: span#sobi2Details_field_xxx



8. Add New Line
A Newline will be added in front of this field. It is with Formatted Fields Output in Templates
(For More Information check the Template Customization Section of this Manual)

9. Show Label

If selected yes the Field Label will be shown even in the Category and Details View.

10. Preferred Size

Size of input box or select list. Valid only if input box or select list is the selected type.

11. Maximum Length

Maximum number of characters. Valid only if input box is the selected type.

12, Rows
Number of rows of input field. Valid only if text area is the selected type OR pixel height for

player if linked media.

13. Columns
Number of columns of input field. Valid only if text area is the selected type OR pixel width for

player if linked media OR number of columns for the checkbox group.

14. Required
Makes the Field Mandatory.

15. For Fee
Makes the Field Free if selected yes otherwise becomes a Paid Entry Field means the user has

to pay to use the field.

16. Fee

Amount of Fee you want to charge if the previous option is set to NO.

17. Show Field
Select the views where the field should be shown. Select Hidden if the input of the field should

be shown nowhere.

18. Administrative Field

Only the administrator will be able to enter data in this field via the back-end.



19. URL Field
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Select if the field is for an URL, an email address, a linked image or a linked video/audio file.

20. Search Method
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Choose your preferred method of search for this field.

e General Box

Search in normally performed through the general search box of SOBI 2 Directory Search

e Select Box

A Drop down box option will be added on search page to search for this field.

e No Search
Will make this field not searchable. Use this option if you don't want the field to be
searched.
(For More Detailed Information on Custom Fields Please Check The Creating Custom Fields

in Customization Section of This Manual)

EDITING CUSTOM FIELDS
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To edit a field just click on EDIT from the Top Bar at the top right corner of Custom Fields Manager
Page. It will take you to the Edit Field Form Page. Here you can edit your existing SOBI 2 Directory

Field. Change your desired information in the form and click SAVE to save the edited field.



REMOVING/ DELETING CUSTOM FIELDS
Simply select the field you want to remove an click Delete from the Top Bar
CHANGING ORDER OF CUSTOM FIELDS

To change the order of your custom fields simply use the up and down arrows in the Reorder Column
or you can also give the new order numbers to all the Custom Fields in the Order Column and click
the Save Icon besides the Order Column Title. The order you choose here will be the order in your

Add Entry Form.



