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Craft Content Management System
(CMS) Technical Guide

VISIT

This document provides a basic overview of using the Craft Content

Management System on https://www.visitcasper.com/

You may refer to this training guide to walk you through the process
of creating, editing and publishing content on your site.
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1. Getting Started With Your Craft CMS

11. About Craft CMS

Your website is powered by the Craft (Craft) Content Management System. A content management system
(CMS) is a tool for creating, editing, and publishing web pages.

Your CMS can be accessed anywhere via a computer and high-speed Internet access. Special software is not
required, but Tempest does recommend using a Mozilla FireFox or Google Chrome browser for optimal
performance when accessing your CMS.

1.2. CMS Login

From your Internet Browser, go to the URL: https://www.visitcasper.com/storm/

e TRAVEL

2~ WEBSITE
Username or Email n
Password u

Keep me signed in for 2 weeks

Forget your password?

n craft cms

Enter your Username and Password and click “Login.” This will take you to the Craft Dashboard. If you have
trouble remembering your password, click “Forgot your Password?” from the CMS login screen, enter your
Username or Email and click “Reset Password” and a new access code will be emailed to you. Make sure you
use the same username/email address associated with your account.

Username or Email n

Reset Password

Remember your password?

You can also email support@tempest.im for help.
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1.3. Craft Dashboard and CMS

The Craft Dashboard is a fully customizable dashboard, which you can tailor to your needs. There is a series of
tabs located at the left of your screen where you will have the ability to create and publish new Entries, or edit
existing entries.

ke TRAVEL ar =
A WEBSITE = ae

Entries

Glabats Upsaming Events Wehsite Feods

You can locate lists of Pages, Microsites, Alerts, Blogs, Content Highlights and other building blocks by clicking
on the “Entries' tab in the upper left-hand corner of your screen. Through these sections, you can add new
entries or edit existing entries. Each type of Entry has a set of unique characteristics and use cases that are
outlined throughout this document.

Entries ® Allv  Q Search Y E

All entries

Entry Entry Type @ URI
STRUCTURE
geges < @ Home Page Q@ @a°

1.3.1. Website Feeds Dashboard Widget

This widget gives easy access to the URLs for the different JSON formatted Feeds of content on the site.

Website Feeds

Blogs

Local Business
Partner Categories
GeoCodes

Default Calendar

1.3.2. My Drafts Dashboard Widget

This widget will show all of your current drafts for entries.
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My Drafts

Untitled entry

Untitled entry

1.3.3. Refresh iDSS Account Dashboard Widget

This widget allows you to search for an account/partner in your iDSS database and refresh their data on your
website. This is a great tool to use when you want an update made in iDSS to take effect quickly on the site.

Refresh iDSS Account

Search for an account in iDSS to refresh

Search iDSS accounts...

Click Refresh to update the data. This can
take up to 60 seconds...

1.3.4. Recent Blog Entries Dashboard Widget

This widget will display the 10 most recently created blog posts in the CMS.

Recent Blogs Entries

Cactus Bites: Harvesting Fruit from A Saguaro 3/8/2021, nate-davis

1.3.5. Recently Added Events Dashboard Widget

This widget will display the 20 most recently created or submitted events. This includes events added directly
into the CMS, imported via 3rd party sources like a CRM, and submissions to the web submit event form. A
“green” circle indicates the event is Enabled, whereas an “empty” circle denotes that the event is Disabled.

Recently Added Events

Broadway in Tucson:... Added: 2023-06-13
Tucson Cornic Con Added: 2023-06-13
Broadway in Tucson:.,, Added: 2023-06-13
Broadway in Tucson:... Added: 2023-06-13
2024 Tucson... Added: 2023-06-13

Arizaona Opera: Roméo.., Added: 2023-06-13
A FUN Evening of Magic! Added: 2023-06-13
Cologuard Classic, PGA... Added: 2023-06-13
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1.3.6. Upcoming Events Dashboard Widget

This widget will display the 5 soonest upcoming events on the website calendar.

Upcoming Events
A FUN Evening of Magic! 3/2/2024 (All Day)

Cologuard Classic, PGA TOUR Champiens Gelf Tournament 3/3/2024 (All Day)
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2. Publish or Edit Pages in Craft

2.1. Using Structure

Your website's content is divided into unique navigation areas and organized in Craft through “Structure” and
“Sections.” Structure lays out your content similar to a sitemap and allows you to create or edit pages, then
assign them to parent content pages or let them exist independently of the navigation structure.

Entries ® Allv Q Search Y E

All entries

Entry Entry Type Q URI
STRUCTURE
Pages <« @ Home Page @ #@A°

“Parent” pages are top-level pages (blogs, hotels, etc.) and “child” pages are sub-navigation pages, like
“Attractions” underneath “Things to Do.”

When you hover over a page in “Structure”, you can click on its title to edit the page.

If the pages are not displaying the “Structure” view, click the “tiered” icon beside the search box. To view the
entries in a list, click the “list” icon beside the search box.

B G s w = = View v + New entry

Entry Entry Type @ URI Date Updated

@ Home Page @ ®RO Monday

To view additional field information while in the Entries section, click the “View” dropdown and click the
checkboxes for the additional fields you would like to see. You can change the order by clicking and holding the
*» icon, then dragging the field to the preferred position. Fields will display in order from left to right in the list.

From “Structure,” you can adjust the display order of pages that appear beneath main navigation levels. If you
would like to access the Child entries in a given navigation area, click on the arrow to the left of each navigation
area.
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w < @ Things To Do Page @ things-to-do @ 2/21/2023
things-to-dof
<+ @ Outdoors Page 4/12/2023
v = g @ outdoors @ 1E)

Showfhide children
things-to-do/

@® Camping External Link @  outdoorsf 3192021

TR T

Use the <+ icon to drag and drop a page in the order you would like it to appear. This will also change the order
in which pages are displayed in the front-end child navigation scroller and in menu navigation.

2. Publishing a new Parent Page

To publish a new parent page, select Pages from Structure and click the “New Entry” button in the upper
right-hand corner of the screen.

= View v + New entry

Entry Entry Type Q URI Date Updated

Entries ® Allv  Q Search Y E

All entries

STRUCTURE

2.1.2. Publishing a new Child Page

To publish a new Child Page, begin by clicking the check box to the left of the current page. New options will
open up at the bottom of the list. Click the ®¥icon and select “Create a new child entry” from the dropdown
options.

t L
View antry i ] AR
Edit entry
Entries ® Al O Search 1 + Mew entry H

Create a new entry before

All gniri Create an k ft
e - Entry Entry Ty Date Updated

STRUCTURE Create a new child entry

Duplicate
Microsites .
Ll Things To Do P 2172023
&~ IS g Duplicate (with descendants)

Landing Pages

SECTIONS B5 entries m Export...
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21.3. External Links

When you “Add a new Entry” from Structure, you have the option to change the “Entry Type” to an External
Link. Using External Links is an easy way to create a “vanity” URL on your website. Use external links as a way
to promote a 3rd Party website, PDF, or an internal link to a page elsewhere on the site.

Visitor Guide Current v @ Preview View Create a draft
Page |
Title = Entry Type v External Link M
Visitor Guide
Slug guide

The vanity URL is set by updating the Slug in the right sidebar. The link that it should redirect to is set via the
Link URL field.

Link Url =
If linking to an internal site URL, you can link off the root domain, for example: /blog
If linking to a 3rd party URL, please use http:// and the complete URL

/plan-your-trip/visitor-guide/

For example, if you'd like to create a vanity link to send users to your visitor guide page, you might create an
external link and set the Slug to “guide” and then in the Link URL field, you would include the actual guide URL
link, excluding the site domain. The vanity URL would be www.visitcasper.com/guide/ and would redirect users
to your Visitor Guide page.

Remember to assign the External Link to a “Parent” page. This will add a “child navigation” link on the Parent
page and create a new “Button Link” in the Section Navigation. You can do this by selecting the “Parent” in the
sidebar, or dragging the External Link to the proper placement from the Structure view.

2.1.4. Creating 301 Redirects

Create URL Redirects in the Craft CMS by following these steps:
1. When logged into the CMS, click on “URL Redirects” from the main left hand navigation
2. This will take you to an overview of all existing 301 Redirects that are housed in the CMS.

3. To create a new 301 redirect, click the red “+New Static Redirect” button in the upper right hand corner of
your screen.

4. The only fields that should be edited are the Legacy URL Pattern field and the Destination URL field.

5. Use the old/closed internal site URL for the Legacy URL Pattern field and only include the URL after the root
domain. For example: /blog/bad-story/not https.//www.yoursite.com/blog/bad-story/
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6. Use the Destination URL field for the new URL you wish to redirect the old/closed URL to. For example:
/blog/good-story/not https://yoursite.com/blog/good-story/

7.  Click the red “Save” button.

8. Check the 301 on the live website.

Important Tips:

> Always use a leading and trailing / in your 301 redirects.

> Never try to 301 an open/active entry in the CMS. The entry must be disabled (not live) to be
301'd.

> You cannot 301 a URL from your website to a 3rd party domain/URL. Use external links for this
use case.

> Avoid using REGEX and other advanced 301 redirect rules.

2.2. Main Content tab

The “Main Content” tab is where you can build elements to a page.

Page Title - From the Main Content tab, enter the “Title” of your entry. The “Slug” field will automatically
populate to match whatever you enter in the “Title” field and will also remove all non-alphanumeric characters.

Main Content Digital Marketing Entry Type Page il
Tithe = Slug things-to-do
Things To Do
Parent + Choose

> See Customizing URLs (slugs) and Assigning Parents Pages for more information about customizing

slugs.

Alternative Title - Use this for cases where you wish to have a short “Title” for navigation, but a longer more
descriptive one to show up on the page.

Subheading - Brief, 3-6 words of copy that will appear below the entry title.

Introduction - The introduction will be in a different style font.

Preview image - This will show in listings and other featured content.

Display Options - Lets you choose where you would like this page to be visible on your site.

Hide Child Nav Scroller - This lets you hide or show the child navigation bar at the top of the page if that
particular page has child pages.

2.2.1. Page Builder

The Page Builder is where you will add copy, images, embedded media content like YouTube videos or
Instagram posts, along with adding content blocks and forms.
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There are a series of 7 “tabs” where elements to build a page are located. Each element is called a “Content
Block” and you are able to add as many content blocks as necessary to customize your page.

Page Builder
To ensure the best user experience, make sure to add a "Page Title & Intro™ block to every page. We recommend placing the H1 page title below your
Hera image, or at the Wop of the page. This is a best practice for SEQ and search on your site

+ Text v Showcase v Madia v Listings v Forms v Maps v 3rd Party Media v

Page Title & Intra

> When building a page, please remember to add the “Page Title & Intro” block to the page by selecting
the “Text” dropdown and clicking the Page Title & Intro block.

2.2.2. Page Title & Intro

Click on the Page Title & Intro block to add it to the page. Within the Page Title & Intro, you can turn the
Preview Image on/off on the page and turn on/off the social sharing icons. There is also an option to have a
Page Title Heading Override for a secondary font option.

You can also include a Subheading or short summary text that will be displayed along with the title/intro.
Adding a link is optional.

Color Options are also available for the Page Title & Intro block.
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Page Title & Intro

Show Social Sharing
Display options to share on Facebook, Twitter and Email.

@

Show Preview Image
This will render the preview image with the entry title and description.

®

Page Title Heading Override
If specified, this will be used instead of the Title and Alternative Title. This field is useful if you want to
emphasize text in the heading.

Subheading
Displays below the Heading.

Summary Text
Additional content that will display with the titlefintro.

<> T B I O = ty Es @ = 2. -
Link
(Mo link)

Background Color

O eo00®

2.2.3. Text - Rich Text Editor

Before you begin to publish or edit any pages in Craft, it is important to have a basic understanding of the
primary content editor and the procedure for adding text links and files.
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Click on the “Text” tab, then select “Rich Text” to add a new block of text.

Rich Text Lv o

Preheading
Displays above the Heading.

Heading

Text

<> T B I O

i
C
l
&
1l
=
I

The Text Editor toolbar has a variety of options to choose from.

- You can click “< >” to add code/see the source HTML.

- You can change the text headings format by clicking onthe" "icon.

- To add links to files, click the Files upload icon and upload a file or search for an existing one.
- You can add a Stylized Button to a link by clicking the “water droplet” icon.

Advanced features include the “Source” <> button which allows you to view the content in raw HTML and the
“Format” button which allows you to set font sizes and styles. You may also include a custom table or add

horizontal line breaks. You can use the toolbar to assign basic formatting like bold and italics, as well as appear
in numbered or bulleted lists.

At the bottom of the block, you have additional settings to change the layout of the text to be centered or split
into columns, assign a background color, or configure an Anchor Link.

Background Color

O 0000

Layout

Default v

Anchor Link Text

Use a brief word or phrase 1o create a #text link in the page body. When using multiple anchor text links
please make sure each anchor is unigue.

Adding a Text Link or Link to an Entry
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- You can embed text links in the copy of your page with the text editor. First, highlight the text you
would like to link, and click on the “Link” button from the toolbar. A pop-up will appear, selecting either
“Link to an Entry” or “Insert Link.”

= If this is an internal site link, choose “Link to an entry” and select from the available entries then click
“Select” to add the link.

= If thisis a 3rd Party link, choose “Insert Link” then copy/paste your URL, check open in a new window
and click “Insert” to add the link, and make sure to click the “Open link in new tab” option.

Text
< || B I (4] = th = - = 2.} =
Since our inception, we've always delivered outstanding cr  Link to an entry in for excellence
and eommitment to innovation have led us to be recagniz“m
Unlink

URL *

https://www.tempest.im/

Text

commitment

[J Open link in new tab

Make Link Into Button

Highlight an existing text link, then click the “droplet” Style button, and select “Make Link into Button.”

Text

<> T B 2. ] =

Since our inception, we've al
and commitment to innovatioltTiave e - cU o ouugrnit leaders throughout the industry.

Learn More

Embed Files

First, highlight the text you would like to link and click on the “File” button from the toolbar.
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Text

<> | B [ O = E= (=] = 2.} —

Since our inception, we've always deliveredding creative solutions to our clients. Our passion for excellence
and commitment to innovation have led us to be recognized as thought leaders throughout the industry.

[ LEARN MORE ]

A pop-up will appear when you can select from the existing “Assets” by searching or have the file ready and
click the “Upload files” icon, then click “Select”.

You will also want to make sure that the link “opens in a new window” by clicking on the text link and clicking
“Edit.” From the popup check the box for “Open link in new tab.”

2.2.4. Split Text + Image

Click on the Text tab and select the “Split Text + Image” block. This adds a new block that allows you to display
text and an image side-by-side. All the fields of the Rich Text block are available for the text content.

Split Text + Image v o

Heading

Summary Text

(<)

1l
G

<> q B I ¢)

Image
To add an image, click the "Add image" button. Select from the existing images or click upload.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

+ Add Image

There is a toggle to flip the position of the text and image left to right. You can also select a background color to
display behind the text and image. You also have the option to add Anchor Link Text.
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Reverse on Desktop?
By default, the image will render on the right with content on the left. Reversing this will flip the order.

@

Text Background Color

O XX X

Anchor Link Text
Use a brief word or phrase to create a #text link in the page body. When using multiple anchor text links
please make sure each anchor is unigue.

2.2.5. Text - Blockquote

Click on the Text tab and select the “Blockquote” block, this opens up a new block that allows you to add a
quote and a citation.

Blockquote + RV

Quote

Attribution 1
Attribution 2

Background Color

O XX X _

2.2.6. Text - Accordion

This field allows you to add content that can be collapsed and expanded in a dropdown-style display. To add an
Accordion, click “Text” then select the “Accordion” element. To begin, click the “+ Content Section” button. You
can add as many Accordions as you need. The “Title” will display as the label for the dropdown, and the
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“Content” is what will display when the block is expanded. The first Content Section will be auto-expanded, and
the other sections in the Accordion are visible when the user clicks to expand.

Accordion v o

Accordion *

Content Section Ly o
Title *
Content
<> T B I O = h ES cd = —

<+ Content Section

2.2.7. Showcase

The Showcase block lets you display content in a number of layouts each with a unique style. This content block
can be used with related content from Blogs, Local Businesses, Pages, Events, and other content from Entries.

To add a Showcase block to the page, click “Showcase,” then select one of the layouts.

Showcase - Default Cards Content Anchor Link v &%

Layout

| e | B R = N

Default Cards Listing Cards Heroes Default Banners Alt Banners Mashup Spotlights

- geE g

Card Slider Pano Slider

To add content to a Showcase block, select from one of the Showcase content options.

Entry - can select from Pages, Blogs, Local Business listings, Content Highlights, and other content sections.
The selected layout will display (depending on the supported fields of the layout) the related content’s title/alt
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title, preview image, and a short snippet of the introduction/description.

Override - allows you to display content from Entries but change something in the way it displays in this
placement without editing the source entry, such as the heading/title, image, etc.

Custom - create a content block manually by filling in the heading, summary, image, and other fields

Event - allows you to select an event from the website calendar. The “Override” option is available to adjust the
content display for the particular entry in which it’s displayed.

Event Category - allows you to select an event category or categories and display upcoming events

Blog Category - allows you to select a blog category or categories to display recent blog entries

+ Entry = Override = Custom = Event  Event Category = Blog Category

Choosing the “Custom” entry option will allow you to create a content block manually without using related
content sources.

Custom Content Geo (Optional) #tv

Preheading
Displays above the Heading.

Heading

Subheading
Displays below the Heading.

Images

Images should be 1920x1080. To add an image or images, click the "Add images” button, Select from the existing images or click
upload files.

Once an image is added the "Title" and "Alt Text” can be modified by double-clicking an the image.

+ Add Images & Upload files
Summary

<> T B i O

ii
o
m
g
I
E
|

Link

(Mo link)

Showcase blocks have some additional options in the “Settings” tab that will vary per layout type. Click on the
Settings tab to add a Heading. The block can also be made into an anchor link by adding a brief word or phrase.
This will also display the anchor link text at the top of the page.
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Showcase - Cards Content =~ Settings v o

Q Different layouts support different fields. Please refer to the respective field instructions to see which
layouts are supported.

Heading
Supported layouts: Cards, Card Sliders, Large Cards, Banners, Spotlights

2.2.8. Media - Image (Asset)

To add an image to the entry, click on the “Media” tab of Page Builder and select the “Image” block.

When you click on the “+ Add Image” button, a new window will open up to display your existing images. You
can select from your library or upload a new image. You can also add a caption, link, and choose the layout from
a smaller centered image or full-text width.

> When uploading an image, extremely large image files (> 5 MB) may take a long time to upload.
Additionally, large files may slow page load times on the live site.

> Images should be no more than 1920px wide or 1200px tall and under 10 MB. IMB is adequate.

Image (Asset) >

Image
To add an image, click the "Add image" button. Select from the existing images or click upload.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

+ Add Image

Caption
Enter content here, HTML code will not render in this field. Keep the content brief, if it is too long it could get truncated.

Layout
Full v
Link

URL v Open in new window?

30 S. 15th Street Suite 1001 Philadelphia, PA « Office: 800-274-8774 « Fax: 800-274-8775



n tempeSt VISIT CASPER — CMS USER GUIDE — PAGE 22 of 88

2.2.9. Media - Photo Galleries

To add a photo gallery, choose the block from Media > Photo Galleries. For more about creating Photo Galleries,
jump to: 3.10. Photo Galleries Section.

Photo Galleries Bv o

Heading

Photos

+ Add an entry

2.210. Media - Video Galleries

To add a video gallery, choose the block from Media > Videos. For more about creating Video entries, jump to:
3.13. Videos

Videos v o

Heading

Videos

+ Add an entry

2.211. Media - Hero Videos

Hero Videos let you display a full width video on the page. This content block relies on related content from the
“Hero Videos” Section.

Click on "Media," then select “Hero Video.” Click on “+ Add an entry” to select one entry from the Hero Video
Section.

Hero Video v

Hero Video Entry =«

+ Add an entry

You can add a Heading and button to display over the Hero Video.
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Vimeo Overlay Heading Text
Will not render on Youtube videos.

Vimeo Content QOverlay
Will not render on Youtube videos.

Vimeo Video Link
Will not render on Youtube videos

(Mo link) ~

> Please see the Hero Videos Section for more information about adding Hero Videos.

2.2.12. Media - Sponsors

To display sponsor logos on the page, click “Media” then “Sponsors” to add the Sponsors block.

Click on “+ Add a Sponsor” to choose a sponsor entry to display. This block relies on related content from the

“Sponsors” Section.

Sponsors v o

Heading

Sponsors

<+ Add a Sponsor

2.2.13. Listings Section

This block is used for all listings on the site; it is widely used on pages to list partners. To add listings to a page,
click the “Listing Section” block.

Within the block, click “+Listings” to select the type of listings to display. You can select from Blogs, Deals,
Events, Partners, and more.
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+T
Displ:
Choos
Visik
Icon

These

+ A

Listing Section

Heading

+ Listings v
Partner Listings

Event Listings Media v EOrmsty

Blog Listings

Deal Listings 5 page to be visible on your site.

.. v
Press Listings

Media Listings
olor icons in SVG format.

Saved ltems Listings

Global Search Listings

Hide Cuveeee oo ..

& v oo

3rd Party Media v

Partner Listings

Partner Listings

Partner Categories *

+ Add a category
Partner Regions

+ Add a category
Cuisine Type

+ Add a category

Amenities
These additional filters allow the website user to search by amenity,

+ Add a category

Amenity Filter Label

Filters  Settings v &
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Partner Categories, Partner Regions and Cuisine Type are exclusive filters. When these filters are selected, only
Listings with these Categories applied will appear in the Listing Section. For example, if a Cuisine Type filter is

used and some Partner Listings do not have a Cuisine Type category applied, these listings will not appear even
if all Cuisine Type Categories are selected.

> Partner Categories - To select which partner categories to display on the page, click “+Add a Category”
and assign the appropriate categories to the page. At least one Partner Category is required in a Partner
Listings Section. If more than one category is selected, a category filter will display on the page.

> Partner Region - Adding multiple regions will display as a “Location” dropdown on the website, please
Click “+ Add a category” and select appropriate regions.

> Amenities - These additional filters allow the website user to search for specific features such as Free
Parking or Wifi. They can be applied to all Partner Listings. You must add at least two amenities for this
filter to work. Unlike the other filters, the Amenities filter is inclusive and will only filter out results
when selected by the user on the front end.

> Additional Settings can be adjusted to show/hide listings images.

Event Listings

Event Listings Filters  Settings v &

-
Event Categories »
+ Add a category
Partner Regions

+ add a category

> Event Category - To select which event categories to display on the page, please click “+ add a

category” and assign the appropriate categories to the page. If more than one category is selected,
there will be a category filter on the page.

> Additional Settings can be adjusted to show listings images or turn off the map.

Blog Listings

Blog Listings Filters  Settings v %

Blog Categories *

Select "Add a category" then select one or more categories to help identify what the blog is about.

+ Add a category
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> Blog Category - To select which blog categories to display on the page, please click “+ add a category”
and assign the appropriate categories to the page. If more than one category is selected, there will be a
category filter on the page.

If new blog categories are added, they will need to be assigned to the listing page.

The blog category filters can also be turned off in the Settings tab.

v v

Deal Listings

Deal Listings Filters  Settings v | <&

Deal Categories *

+ Add a category

> Deal Category - To select which deal categories to display on the page, please click “+ add a category”
and assign the appropriate categories to the page. If more than one category is selected, there will be a
category filter on the page.

If new deal categories are created, they will need to be assigned to the listing page.

The deal category filters can also be turned off in the Settings tab.

A\

Media Listings

Media Listings By o

Show Filters
When turned off this will hide category/keyword filters on listings.

O

Show Images
This will hide pictures in listings for Events and Partner/Business Listings only.

O

> Using this block will display all Media entries on the page in chronological order.
> The images and keyword search can be turned off by toggling the filters ON or OFF.
> When new media entries are created, they will automatically display within this listing section.
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Press Listings

Press Listings -

Show Filters
When turned off this will hide category/keyword filters on listings.

O

Show Images
This will hide pictures in listings for Events and Partner/Business Listings only.

O

> Using this block will display all Press entries on the page in chronological order.
> The images and keyword search can be turned off in the Settings tab.
> When new press releases are created, they will automatically display within this listing section.

Other Listings

> Saved Items Listings and Global Search Listings can also be selected and displayed within the Listing
Section, however these are already present on the required pages and can be ignored.

2.214. Forms - CMS or CRM

This tab allows you to select a form to display on the page. You can choose between CMS forms or forms
synced with the CRM. To add a form to the page, click “Forms” and select from one of the forms in the
dropdown.

+ Text v Showcase v Media v Listings v Forms v Maps v 3rd Party Media v

CMS F
Display Options orm

Choose where you would like this page to be visible on y¢ iDSS Form

=

> For more information about CMS Forms please see Section Creating/Editing Forms in Craft.

2.215. Maps

Entry Map

The Entry Map has three different layouts: Block Map, Floating Map, and Routing Map. You can add points to
the map by selecting from local businesses, events, or you can plot a custom point on the map with the
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“Override” and “Custom” tabs.

Entry Map - Block Map v o
Heading
7

Layout

m=l Lo LI

H=]. — & — g

= - - . - 3

Block Map Floating Map Routing Map

4+ Map Entry Override Custom Event

To set up a map featuring Local Businesses, select “+Map Entry,” then “+Add an Entry,” then choose the
businesses you want to show on the map from the list. The map will utilize the latitude and longitude that is
related to the business’s address and display on the map with a waypoint.

If you'd like to add Pages, Blogs, or other entry types to the map, select the “Override” tab, then click “+Add an
Entry.” You can also use this method if you'd like to feature a Local Business on the map, but want to edit a text
field or switch out the photo. Click on the “Overrides (Optional)” tab to edit the Heading, Summary Text, Image,
and Link. Once you've selected the Entry to use, click on “Geo (Optional)” to add the address information or
latitude and longitude of where that entry should appear on the map. You can also click on the waypoint and
drag it to where the entry should be located on the map.

If using the Routing Map layout, you can edit the path of the route that displays by clicking and holding on the
entry title, then dragging and dropping the selected Entries into a different order. The displayed route will
adjust accordingly.

Grouped Map

The Grouped Map lets you group together several entries to display as a section on the map with a custom
heading. You can also select the color of the waypoints on the map from the available palette. You can select
from partners, events, or you can plot your own points on the map with the “Custom” and “Override” tabs.

Grouped Map v

Heading

+ Maps v
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> Partners/Events must have a latitude and longitude to display on the map.

Map Group v %

Heading

Color

L X X

=+ Map Entry Override Custom Event

To set up a map featuring Local Businesses, select “+Map Entry,” then “+Add an Entry,” then choose the
businesses you want to show on the map from the list that appears. The map will utilize the latitude and
longitude that is related to the business’s address and display on the map with a waypoint.

If you'd like to add Pages, Blogs, or other entry types to the map, select the “Override” tab, then click “+Add an
Entry.” You can also use this method if you'd like to feature a Local Business on the map, but want to edit a text
field or switch out the photo. Click on the “Overrides (Optional)” tab to edit the Heading, Summary Text, Image,
and Link. Once you've selected the Entry to use, click on “Geo (Optional)” to add the address information or
latitude and longitude of where that entry should appear on the map. You can also click on the waypoint and
drag it to where the entry should be located on the map.

2.2.16. 3rd Party Media - Embed Code

Click on the “3rd Party Media” tab in the Page Builder, then select the “Embed Code” block. From here, you can
add 3rd Party Embedded HTML like a Youtube or Instagram embed.

Embed Code v o

Heading

Embed Code *
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If using a Youtube or Instagram embed code, select the correct option within the “Embed Code Type” drop
down. Using this helps in processing the code for display and displays it more optimally on both desktop and
mobile devices.

Embed Code Type

Standard v

| Standard

4+ YouTube Forms v Maps v 3rd Party Media v

Instagram

s

> Embed scripts added to the “Text Editor” block will be removed upon saving the page, please use the
Embed Block for all 3rd Party HTML.

> Use Live Preview to verify the embed code prior to publishing.

2.2.17. 3rd Party Media - Split Content + Embed Code

Click on the “3rd Party Media” tab in the Page Builder, then select the “Split Content + Embed Code” block. This
block allows you to display text and an embed code side-by-side, similar to the Split Content + Image block. It
has all the features of the Rich Text block, plus an embed code block that will be displayed next to the text.

Heading

-
Rich Text
<> || B / 4) = th = cd = 24 —
Embed Code

A
Embed Code Type
Standard w

If using a Youtube or Instagram embed code, select the correct option within the “Embed Code Type” drop
down. Using this helps in processing the code for display and displays it more optimally on both desktop and
mobile devices.
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You can change the side in which the embed code displays turning the “Reverse on Desktop?” toggle ON or
OFF. You can also add Anchor Link Text, which will display a jump link near the top of the entry.

Reverse on Desktop?
By default, the content will render on the right with embed code on the left. Reversing this will flip the order.

@

Text Background Color

O I XX

Anchor Link Text
Use a brief word or phrase to create a #text link in the page body. When using multiple anchor text links
please make sure each anchor is unigue.

2.2.18. 3rd Party Media - SnapSea

This allows you to embed a SnapSea Gallery within the page. Click on the “Media” tab then select “SnapSea” to
add a new block and select from the available SnapSea Galleries.

SnapSea Gallery & Embed  + RV

Heading

Gallery

Select a SnapSea Gallery or Single Embed v

2.2.19. 3rd Party Media - Weather

This block will display the upcoming week's weather on the page. To add Weather to a page, click “3rd Party
Media” and select the “Weather” block.

Weather v o
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2.3. Digital Marketing Tab

Navigate to the Digital Marketing tab, from here you can:

> Add Custom Meta Title, Description, and Keywords

Add SEO Tracking Pixels

Customize the Social Meta Image

Show/Hide Newsletter Sign Up Snippet

Requires Site Password - Turn this on to enter a password before viewing content on the page.

YVYVYY

Main Content Digital Marketing

Requires Site Password
Leave set to OFF unless you want visitors to this page to enter a password before they view content. Password requirements to access the live page apply to all
visitors, including CMS admins. The password is managed here in Globals > Security

@

Show Newsletter Signup

| @)

Meta Title
It is best to keep the meta title between 50-60 characters.

Meta Description
It is best to keep meta descriptions between 150 and 160 characters.

When all of your content is entered, click the red “Save” button in the upper right-hand corner of the screen to
save your edits or publish the new page.

2.4. Drafts

You can create a “Draft” of an entry by clicking on the “Create a draft” button at the top right.

Things To Do Curmant « = Proview  * View Creato a draft n
Main Confent Digital Marionting Erlry Typa Page b
Titlg = Slug thengs-to-do
I [Thirgs To Do I

Parent + Choose

Once a draft has been created, you can make changes to this content without affecting the current version. You
can also come back to drafts at a later date to continue making changes.
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ThingsToDo Drafti0v & @ Preview View Apply draft

Main Content Digital Marketing Entry Type Page v
Title * Slug things-to-do
[ Things To Do ]

Parent + Choose

To go to a previously saved draft, click on the dropdown beside the entry title at the top to select your draft
from the list. This may say “Current” at the top if you are currently editing / viewing the active version of the
entry.

Things To Do ® Proview o View Croate a draft m

+ Current
Wain Content Saved at 8:52 PM by Ak Pran Entry Typa Page b

SRAFTS

Title = Biraft 10 Shug things-to-dao

Soved a8 662 PM by Ash Praty

Things Ta Do

Changes to drafts are saved automatically, you will see a checkmark on your draft indicating the changes have
been saved to your draft.

To leave a draft, click the dropdown to go to a different draft or the current version, or navigate away from the
entry by clicking on “Entries” or any other navigation item in the CMS.

Things To Do Draft10~ & & Proview o View [ R mn

Main Content Digital Markating Fecent changes ta the Current revision have
bean menged into this draft,

Title =
I Thirgs Ta Do I Eniry Typa Page e
Alvernative Title Shug things-to-do
Use this title instead of the entry titke. The navigation will still render the entry titlhe but on the entry and in related content
the alternative tithe will render.
Pasent + Choosa
kare Things To Da
= MAuthor J  ® james-spiboy %

Intreduction

With musoums, histonc sies, keng trads, goll courses and shopping arcund every cormer, TUCSCN gives you the Past Date Apaf2021 T07 PM "

Ireadem G roam, exglanng a part of 1he country like fs ather

When returning to a draft, you may see a yellow highlight and message, indicating that the current version has
been modified after the draft has been edited. Recent changes to the current revision will be automatically
merged into the draft.

You can delete old drafts if they are no longer needed by clicking the red down arrow on the right beside the
“Save” button, then selecting “Delete Draft.” Please note that there is no “Undo” option, deleted drafts are
removed from the system permanently and there is no way to recover a draft.
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Save and continue editing X5
ain Content Digital Marketing Entry Type
Delate draft

Tiviom o Shin fhinmc.frern

2.41. Sharing a Draft

Once a draft has been created, the URL of the draft can be shared. First, go to the draft, then click “View.” This
will load a live preview of the draft and generate a unique URL that can be shared among team members for
review by other team members.

_

Man Content Digital Markating Entry Type Page w

Each time you click "View" to see the draft page, the URL will be different, but they will each be referencing the
same draft and changes.

> Draft Share URLs expire after 24 hours. After they expire, they will link back to the live page.

2.5. Live Preview

When editing or creating a new page, a helpful feature to see your changes in real-time is the “Live Preview”
option. Click the “Preview” button to see how the page currently renders and how changes affect the content.

Things ToDo  Draft 0w # - @@”“‘” [ optyaratt | sovo arate |~

hdain Content Digital Marketing Entry Type Page e

This will open a side-by-side of the Publish Screen and a preview of the page.

oo Priview |_i-1 B 0 £ Petrosh
Tithe = — R A= TRAVEL

T = Ak ' WEBSITE a
Afernative Tithe
Use viva orky inanead ol the enley ke, TR auuvigaton sl £151 sender
1he entry litke but en The entry 5= i related contor? The aRernate QUTDOORS SHOPPING HISTORY CYCLING MWIGHTLIFE DEALS HIDDE
1iThe Will SR,

More Thenga To Do

Intreguction

'With museuss, Rlstoric sites, hidng traits, goif courses and

shapging ansund ewicy cotnnr, Tutssn givet you tha freados b
giendascis ttoendoein decioued P—
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Close the live preview to go back to the publish page.

2.6. Customizing URLs (slugs) and Assigning Parent Pages

In the Craft CMS, the part of the URL that is specific to the entry is referred to as “Slug.” When creating a page,
it is possible to customize the URL to be different from what appears when auto-populated from the page
name. Once the page title is entered, click the text for the “Slug” to edit the URL.

Main Content Digital Masiopting —_— Entry Type Fage b

e T—

Title = <_\_\_S'..'l| . thirgs-Lo-do -H-_-)
—

I Things To Da I —_— R

Parent + Choose

> Note: Craft will convert any uppercase letters to lowercase when saving your page.
Assigning parent page

When a new page is added, unless assigned to a Parent page, it will automatically be placed on the root of the
domain at the end of the Structure list. If you would like this new page to be a child page/subpage to a parent
page, click on the “+Choose” button below the “Slug.”

Main Content Digital Maskating Ertry Type Page o
Tithe = I—— — Shug things-to-do
| [fhings To Do ] <q-:="_':—_______. _‘—h\..__\

Parent + CI';;LL_/'
Alternative Title — —

A popup will appear allowing you to select from a list of pages. Use the keyword search or select from the list.
Click “Select” when finished to assign this page to the selected parent page.

See also, Publishing a new Child Page for adding a child page from the Structure view.
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3. Publish or Edit Entries in Sections

3.1. Alerts Section

To add a new Alert in Craft, click Entries > Alerts then click on the red “+ New Entry” button at the top right of
your screen.

Give the Alert a title, short summary, and Link.

Title *

Short Summary Text
Enter content here, HTML code will not render in this field. Keep the content brief, if it is too long it could get truncated.

Link Url
If linking to an internal site URL, you can link off the root domain, for example: /blog
If linking to a 3rd party URL, please use http:// and the complete URL

http:f/
Link Target
Open in new window if the link goes to 3rd party website.

Same Window v

To feature the Alert across the entire site, toggle “Show Sitewide” toggle to ON.

If you'd like the Alert to only appear on certain pages, make sure “Show Alert Sitewide” is OFF, then select
“+Add an Entry” below Related Alert Pages to select the Page entries where the Alert should display.

Show Sitewide?

No O Yes

Related Alert Pages

<+ Add an entry

The Expiry Date field can also be used to set the alert to Expire at a certain date/time.
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Tithe + Sl

I Author AP @ Ash Pratt x

Short Summary Text ——

(__:

n &
Entes content hene, HTML code will not render in thes Tield, Keeg the comtent baal, il it is (oo larng it could gat ":” Date o L

btruncated.

e e —
w Dat
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3.2. Blog Authors Section

To add a new blog author in Craft, click Entries > Blogs Authors then click on the red “+ New Entry” button at
the top right of your screen.

® Alv [Q Search Y ] = View v

Entry Job Title Date Updated

® Guest Blogger Freelancer Writer 7:24 PM

1-1of 1 entry Export...

This will direct you to the “Create a new entry” publish page.

Title = Slug

[ Ll

Author AP @ Ash Pratt x

From the Author Content tab, enter the name of the person in the “Name” field. The “Slug” field will
automatically populate to match whatever you enter in the “Title” field, and will also remove all
non-alphanumeric characters.

Scroll down to fill in the Blog Author contact information and any social media links.
Please make sure to upload a 200 x 200 px minimum headshot.

When all of your content is entered, click the red “Create Entry” button in the upper right-hand corner of the
screen to save and publish your Blog Author.

Blog Authors can be added to blogs via the Related Content section at the end of the Blog entry while
creating/editing a blog.
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3.3. Blog Section

3.3.1. Publishing A Blog

To add a new blog in Craft, click Entries > Blogs then click on the red “+ New Entry” button at the top right of
your screen.

You will be directed to the “Create a new entry” Publish page.

Create a new entry @ Preview ¢ View

Main Content Digital Marketing Slug
Title * Author AP @ Ash Pratt x
[ J
Post Date i} (0] x

From the Main Content tab, enter in the “Title” of your blog. The “Slug” field will automatically populate to
match whatever you enter in the “Title” field, and will also remove all non-alphanumeric characters.

Main Content Digital Marketing Slug top-places-to-eat

Title * Author AP @ Ash Pratt x

Top Places to Eat

Post Date i} Q x

Scroll down to fill in the other fields like Introduction and Preview Image.

To add a Preview Image to your blog, click “Add image” under the Preview Image field. A window will pop up
where you can search for a previously uploaded image, or upload a new image.

Preview Image
To add an image, click the "Add image” button. Select from the existing images or click upload.
Once an image is added the "Title" and "Alt Text™ can be modified by double-clicking on the image.

+ Add Image

To display the Preview Image on the blog post, open the “Blog Title & Intro” block and turn the “Show Preview
Image” toggle ON.

Show Preview Image
This will display the preview image with the title & intro.

@

The “Post Date” field in Craft is the date that appears on the blog listings. You can add dates in the future to set
a blog to “Pending” status. The blog will not be live until after that date/time has passed. This is helpful if there
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are multiple blogs that are created on the same day, they can be set to “published” at a later date.

keain Content Diigital Marketing Slug top-places-to-eat

b * T Author AP @ Ash Pratt x
Title __‘_"‘-;,._._:\_\_ il

Tap Places to Eat L= S

\E:*:"‘- Date = o] x

Alternative Title ——
Lrsn this tile instead of the entry title. The navsgation will s1ill render the entry title Bul on the entry and in related conbent Expiry Drate 1= o] x
Uhe alternative tithe will render,

To add Content to your blog, click on one of the Blog Page Builder options to begin.

> For more detailed information for adding Content, see Page Builder.

Blog Page Builder
To ensure the best user experience, make sure to add a "Blog Title & Intro” block to every blog. We recommend placing the H1 blog title
below your Hero image, or at the top of the blog. This is a best practice for SEO and search on your site,

+ Text v Media v Showcase v Map 3rd Party Media v

Blog Title & Intro

Assign Categories to your blog so that users can filter by that category or tag.

Blog Categories *
Select "Add a category" then select one or more categories to help identify what the blog is about.

+ Add a category

> Live blogs can be seen here: https://www.visitcasper.com/blog/

> Blogs are listed in chronological order with the most recent first.

3.3.2. Related Content

At the bottom of the blog post, you can assign Related Partners and the Related Blog Author.

Related Blog Author
Choose one author for your blog.

4 Add an entry

Related Partners
Click "Add an entry" then select from the list of related partners.

4 Add an entry

- When assigning Related Partners, make sure to assign ALL the listings for a particular partner. This will
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allow the blog to be shown as related content on all of the Partner’s listing detail pages, but will only
display the Primary listing on the Blog at the bottom.

3.4. Content Highlights Section

Content Highlights are an additional way to showcase key site elements. You can create a new Content
Highlight by clicking “Entries > Content Highlights* and clicking on the “+ New Entry” button.

Give the content highlight a Title, Subheading, Summary Text, Image, link URL.

Title *

Heading
If left blank, the title will be used.

Image
To add an image, click the "Add image" button. Select from the existing images or click upload.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

+ Add Image

Subheading

Short Summary Text
Enter content here, HTML code will not render in this field. Keep the content brief, if it is too long it could get truncated.

Link

Entry v + Choose Query, starts with “#" or "?" Open in new window?

> Please see Showcase for more information on how to assign a page.

3.5. Hero Image
The Hero Image section is useful when you want to create saved versions of hero images and text.
To create a Hero Image entry, click Entries > Hero Images, then click “+New Entry.”

Note: The title is only for internal site reference, please name the entry something obvious like a description of
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the image or the page it will be displayed on. This will make it easier to locate related content on pages.

Title = Slug iconic-landmarks

Iconic Landmarks
Author AP @ Ash Pratt x

Upload your image in the same fashion you would any image on the site. 1920x1080 px is the optimal size. Try
to avoid text-based images and remember images will always crop from the center, unless the focal point is
adjusted in the CMS Image Editor

> See Editing an Image for more information on how to edit an image after it is uploaded to the CMS.

You can add a custom Heading and additional text to display on the hero image.

Preheading
Displays above the Heading.

Heading

Images
Images should be 1920x%1080. To add an image or images, click the "Add images"” button. Select from the existing images or click upload files.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

+ Add Images & Upload files

Summary
Enter content here, HTML code will not render in this field. Keep the content brief, if it is too long it could get truncated.

You can also add a link button to display on the Hero below the text by selecting an Entry or adding a URL.

Link

Entry w + Choose Open in new window?

Custom link text

> [fthe URL is internal, just use the URL off the root domain. For example, /things-to-do/, not
www.visitcasper.com/things-to-do/.

> Please see Showcase for more information on how to assign to a page.
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3.6. Hero Video Entries

Go to “Entries > Hero Video” to begin adding a new entry. Similar to Hero Images, the Title is for internal
reference.

Title =

Video URL : Play Arrow
Embed a video from Youtube or Vimeo. This will render the video with a play arrow.

4+ Add Embed Link & Upload a file

Vimeo Auto Streaming Video
Embed a video from Vimeo only, this will auto-play the video with no audio.

=+ Add a Vimeo video

Poster Image

Upload an 800x600 pixel image that will serve as the preview image for this video. This may also be used to substitute the video on mobile
devices.

=+ Select a poster image & Upload a file

There are two ways to add videos to Hero Video entries: through Vimeo or through Youtube. Vimeo will allow
for videos to autoplay, whereas Youtube will show a play button.

- To add a YouTube Video, click on “+ Add Embed Link” and select from the existing YouTube assets or
click “Embed” to add a new YouTube URL.

- To add a Vimeo Video, click on “+ Add a Vimeo video” and select from the existing Vimeo assets or click
“Embed” to add a new Vimeo URL.

T
URL ttp://
)-Clips-Visit-Tri-Cities.json 2 KB 6/25/2021 Q

s oer Y

> Please see the Media - Hero Video section for more information on how to assign the Video to a page.

‘son 2KB 8/13/2021 Q

3.7. Media Entries

Navigate to the Media Section and click “+ New Entry” to begin adding a media entry. Give your Media Entry a
Title, Intro, Image and Link URL.

If you are linking to a PDF from assets, go to assets and locate the PDF, click on the blue globe to open the PDF
in a new tab. Copy/paste the URL to the Link URL field.
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Title =

Introduction

Image
To add an image, click the "Add image” button. Select from the existing images or click upload.
Once an image is added the "Title™ and "Alt Text” can be modified by double-clicking on the image.

+ Add Image
Link Url

If linking to an internal site URL, you can link off the root domain, for example: fblog
If linking to a 3rd party URL, please use http:ff and the complete URL

kit

3.8. Photo Galleries Section

To add a new Photo Galleries entry in Craft, click Entries>Photo Galleries then click on the red “+ New Entry”
button at the top right of your screen.

Give your Photo Gallery a concisely worded call out phrase. This will appear on the front end as the title of the
gallery.

Click on “Add Images” to begin building the gallery, select from the existing image assets or upload new images.

Drag and drop the images into the order you want them to display. The first image will be the thumbnail for the
gallery. The rest will display in a lightbox when the user clicks on the thumbnail.

Title =

Outdoars

Images

Images should be 1920x1080. To add an image or images, click the "Add images" button, Select from the existing images or click upload
files.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

'

Beach2 Copy ® 1sm X Woodmansee ® Trees sky for.. X

+ Add Images & Upload files
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3.9. Press Section

To add a new Press Release entry in Craft, click Entries>Press then click on the red “New Entry” button at the
top right of your screen

> Live Press Releases can be seen here: https://www.visitcasper.com/media/articles/

> Press entries list in chronological order with the most recent first.

You will be directed to the “Create a new entry” publish page.

Main Content Degital Marketing Slug
Title = Authar AP @ Ash Pratt
Past Date | o x

From the Main Content tab, enter in the “Title” of your Press Release. The “Slug” field will automatically
populate to match whatever you enter in the “Title” field, and will also remove all non-alphanumeric characters.

To add a main image to your Press Release, click “Add image” under the Image field. A window will pop up
where you can search for a previously uploaded image, or upload a new image.

Image
To add an image, click the "Add image" button. Select from the existing images or click upload.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

+ Add Image

You can add content to your Press Release by entering your content in the WYSIWYG Body Content Editor. The
WYSIWYG editor is where you can format your text similar to a standard document editor.

You can add text with styles like bold and italic, bullets or tables, and images.

Body Content

Main Content area. You can click "< >" to add code/see the source HTML. You can change the text headings format by clicking on the " q
"icon. To add links to files, click the Files upload icon and upload a file or search for an existing one. Note: If you copy a table or iframe
code into source, please remember to set the width from a fixed pixel setting to “100%"

(<) = 24 —

< T B | 0O = th
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3.10. Sponsor Directory

To add a new Sponsor entry in Craft, click Entries > Press, then click on the red “+ New Entry” button at the top
right of your screen. Give the Sponsor a Title, logo, and include the website URL to make the logo clickable.

Title =

Logo
Use a transparent .png image when possible, at least 150x150 pixels.

+ Add Image

Link Url
If linking to an internal site URL, you can link off the root domain, for example: /blog
If linking to a 3rd party URL, please use http:/f and the complete URL

http://

> Please see the Media - Sponsors section for more information on how to assign Sponsors to a page.

3.11. Videos

Navigate to the Videos Section and click “+ New Entry” to begin adding a Video entry. Give your Video a Title
and click the “+ Add Embed Link” button.

Title =

Youtube or Vimeo URL =

Have the Youtube or Vimeo URL from your browser ar share link ready and click "Add Embed Link" to begin. Then click the "Embed Link"
button to add it to this entry

+ Add Embed Link & Upload a file

Poster Image

Upload an 800x800 pixel image that will 5erve as the preview image for this video. This may also be used to substitute the video on
mobile devices.

+ Select a poster image & Upload a file

This will bring up the video asset folder where you can select from previously embedded videos or you can
choose to embed a new video using the “Embed” button. Copy/Paste a YouTube or Vimeo URL to add to your
existing assets. Then, select the new video.

n ZKB 8/13/2021 [*)
URL |http://

s s b Cline \/icit_Tri_Citiac ican 2 KR RIDEIINI1 a

4
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4. Creating/Editing Local Businesses

Please see the iDSS Section for more information about using the iDSS CRM for Local Business Listings.

4. Adding a New Business
To add a new Business in Craft, click on the Entries > Local Business section, then click “+ New Entry.”

The Main Content tab is where you enter your general partner data. There are additional tabs for Assets,
Categories, Contact Information, and more.

—

Main Content Assets Categories - Venue Info Contact & Social Digital Marketing Import IDs

4.2. Main Content

The Title, Search Term and Partner Sort are required fields.

Search Term: As a best practice the Search should include the Business Title, with additional search terms
added.

Title =
Budget Inn
Search Term

Automatically populated by the CRM importer and used to determine the sort order of the partner listings, or editable at entry level for use
with sitewide/listings keyword search results, Please do not use complete sentences,

Budget Inn
Alternative Title

Use this title instead of the entry title. The navigation will still render the entry title but on the entry and in related content the alternative
title will render.

If the partner has multiple listings, assign one as the “Primary Listing” by turning the toggle ON.

Primary Listing

| @)

Use the Body Content field to add a description to the Partner Detail Page.
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Body Content

Main Content area. You can click “< >" to add code/see the source HTML. You can change the text headings format by clicking on the " §
" icon. To add links to files, click the Files upload icon and upload a file or search for an existing one. Note: If you copy a table or iframe
code into source, please remember to set the width from a fixed pixel setting to "100%"

<> T B I 6} = ch

i
)
M
|
I

Add the Business Address using the Street Address, City, State and Zip code fields.

Address

Street Address

Street Address 2

State/Province Postal Code m United States w

To show the partner on the map, locate their latitude/longitude and enter that information in the fields
provided.

Latitude
Add a latitude and Longitude to have the map appear an the Partner/Event, you can go here to look up the latflong
https:ffwanetlatlong.net)

Longitude

Partner Sort: Add AAAA or ZZZZ to the beginning of the Business Name, ie AAAABUDGET INN

- Businesses with AAAA added to their partner's name will appear first in listings.
- Businesses with ZZZZ added to their partner's name will appear last in listings partners.

Partner Sort
Automatically populated by the CRM importer and used to determine the sort order of the partner listings, or editable in CMS via AAA
(first) or ZZZ (last) preface before partner business name.

ZZZZBUDGET INM
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4.3. Assets

Set images for the Local Business by adding images to the “Gallery Images” field. Click “+Add Images” to select
from existing assets, or click “Upload File” to upload a new image.

The first image in the Gallery will display as the “Main” image, the others will display on the detail page in the
gallery slideshow.

Gallery Images

Images should be 1920x1080. To add an image or images, click the "Add images" button. Select from the existing images or click upload
files.

Once an image is added the "Title" and "Alt Text” can be madified by double-clicking on the image.

+ Add Images & Upload files

If you'd like the image to fill the image container, you can set the “Show Entire Image” setting to “Allow
Cropping.”

Show Entire Image
Some blocks will crop an image to fit it in a particular shape or area, Keeping this set as "Show Entire” will ensure the entire image is
shown but it may alter the intended appearance of the block.

Allow Cropping ( | Show Entire

4.4, Categories

Click on the Categories tab to assign Partner Categories, Regions and Amenities.

Main Content CMS Custom Content Assets Categories - Venue Info Contact & Social Digital v

Partner Categories

+ Add a category

Partner Regions

+ Add a category

Cuisine Type
+ Add a category
Amenities
These additional filters allow the website user to search by amenity.

+ Add a category
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4.5. Contact, Social, and Hours Information

Click on the “Contact & Social” tab to add Contact information, Social Links, Website URL, and hours.

Main Content CMS Custom Content Assets Categories - Venue Info Contact & Social Digital v

Contact Phone

4.6. Digital Marketing

When sharing the event on social media, you can update the Meta Title/Description/Keywords and Meta Image.

t

CMS Custom Content Assets Categories - Venue Info Contact & Social Digital Marketing v

Meta Title
It is best to keep the meta title between 50-60 characters.

Meta Description
It is best to keep meta descriptions between 150 and 160 characters.

Meta Keywords
It is best to keep meta keywords between 150 and 160 characters.

2565
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5. Microsites

Microsites can have their own navigation separate from the main site navigation. You can access Microsites by
clicking Entries > Microsites.

To begin adding a new microsite entry, please see Publishing or Editing Pages in Craft.

To assign a navigation to a Microsite, scroll down to the bottom of the right-hand column to view the current
assigned Navigation. To select a different navigation, click the X next to the Title and select from the available
options.

Tiths » Shug
| Parent + Choose
Altermative Tithe
b his tithe iratead of the entry tithe, Thi navigation will 430 render this ertry 1ithe but on the antry 854 in relited content thi altemmivg Bugthor AP ® Ash Pran X
tithe will render
Post Date K £
Introducticn Expiry Date = Lo E
STATLIS
Enabled [ §
HOTES AROUT YOUS CHANGES
+ Acd Image
Page Builder g =
To ervgune the best user expenence, make sung 10 add 8 “Page Tithe & infro® Block 16 every page. We recommind placing the i page tithe (L mavigation 4 Add an entry
bvisborey yousr Haero imagae, o ot the top of the page. This is a best practice for SEQ and search on your sibe e o
— S

= [[+] 1045671
+ Text v | Showcase v | Media~ | Listings ~ | Forms v | Maps ~ | 3rd Party Media v

Status Y Draft

5.1. Navigations

To update the Microsite Navigation, click on Navigations from the left hand dashboard. To add a new Microsite
Navigation, click “+New Entry.”

@ Al v [Q Search T ] = View v m

Entry Past Date ~  Expiry Date Authar @
@ Microsite Navigation Ihrzon MO ® Hate Davis
® Main 12/2020 Jd | @ james-spibey
=i of 4 entries Export...

Click on the appropriate Microsite navigation to change the navigation’s entries, update the Header Logo,
Footer Text and Social Links.
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Set the Title to the name of the Microsite. This is for internal use only.
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Set the “Home” entry as the home/main page of the Microsite. Assign the Main, Secondary, and Footer

navigation as needed based on the other pages within the Microsite.

Title =

Hoeme

+ Add an entry

Main Mavigation

+ Add an entry

Secondary Navigation

+ Add an entry

Footer Navigation

+ Add an entry

To set the Microsite logo for the header and footer, click “+Add image” below “Microsite Logo Image” to select

from existing assets or upload a new file.

Microsite Logo Image

pixelated.

+ Add Image

Microsite Footer Text

B I = (<] —_

Microsite Facebook URL
Please include https://

http://

Microsite Instagram URL
Please include https://

http://

Use a transparent SVG when possible with an aspect ratio consistent with the main site logo. PNG logos will work but may appear
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6. Landing Pages

Landing Pages are similar to the main site pages with one distinction, Landing Pages cannot have child pages.
Landing Pages are a great place for one-off content pages, promotional pages, infographics, etc.

6.1. Publishing Landing Pages

To add a new Landing Page in Craft, click Entries > Landing Pages, then click on the red “+ New Entry” button at
the top right of your screen.

Publishing a landing page uses all the same fields as Pages.

Create a new entry ®Praviow  #* View m'

Kain Corong Digital Marketing Endry Type Landing Page w

I Aathar AP @ Azh Pratt x

6.2. Vanity URLs

Landing Pages can also be used for adding Vanity URLs, which are typically “quick links” used in marketing or
on social media.

To create a Vanity URL, create a Landing Page, then change the “Entry Type” to "External Link.”

Give the Entry a Title and update the slug to the desired Vanity URL.

Landing Page

Title * Entry Type v External Link v
Guide
Slug guide

The vanity URL is set by updating the Slug in the right sidebar. The link that it should redirect to is set via the
Link URL field.

Link Url =
If linking to an internal site URL, you can link off the root domain, for example: /blog
If linking to a 3rd party URL, please use http:// and the complete URL

/plan-your-trip/visitor-guide/

For example, if you'd like to create a vanity link to send users to your visitor guide page, you might create an
external link and set the Slug to “guide” and then in the Link URL field, you would include the actual guide URL
link, excluding the site domain. The vanity URL would be www.visitcasper.com/guide/ and would redirect users
to your Visitor Guide page.
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It can also be helpful to hide these from search to avoid duplicate results but that is not required.

Link Target
Open in new window if the link goes to 3rd party website.

Same Window v

Display Options
Choose where you would like this page to be visible on your site.

Hide From Navigation and Search v

Visible Everywhere
Hide From Navigation
Hide From Search

Hide From Navigation and Search

- \Vanity URLs will always be lowercase. They will create a 301 redirect which is a best practice for SEO.
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7. Managing Assets

All images, icons, and file assets for use across all pages of the site are stored in the “Assets” section.
- Animage and file only needs to be uploaded once and can then be added to any entry.

Assets can be dragged/dropped into a folder directly from your desktop, or by clicking on the “Upload Files”
button in the upper right hand corner of the Assets menu.

. TRAVEL -
4% WEBSITE o e

o - U ... ]

CAE t=ayes & Pl

Ratet Fisansma Fils Siza Fita Modifisd Date Upleded by @

e

Assets can also be uploaded directly to an Image field while editing/publishing content wherever there is an
“+Add Image” field. When clicked, an asset window will appear. From here, files can be dragged and dropped
over the interface to upload, or by clicking the “Upload Files” button.

Preview Image
To add an image, click the "Add image" button. Select from the existing images or click upload.
Once an image is added the "Title" and "Alt Text" can be modified by double-clicking on the image.

<+ Add Image

Filename File Size File Modified Date Upleaded By

- liles
. eng-images
- leans
. maen-images
. meti-images

- EosEer-Images
& Upload files
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7.1. Sorting and Searching Assets

To change from list view to thumbnail view, click the appropriate icons in the top right corner.

o Allw Q Search T = = View v @ Embed @ Upload files
K

Select all

Tucson San Xavier del Bac in ov... Events hero Blog hero food DMAFB

To sort images by title, date uploaded, size, or another sort type, click the “View” button in the upper right
corner.

From this menu, you can also display additional columns of information about your assets when in the “List”
view, such as dimensions, date uploaded, and more. You can change the order the columns display by clicking
and holding the <icon, then drag to the preferred order.

@ Al w Q2 Sgarch

T = @Emm & Upload files
_— e

=y _

- Y

Select all Table Calumns <« Filename

= w* Fil Size

#* & File Modified Date
s o Uploaded By

% wr Link - :
5 File Kind

In the Search bar, typing a keyword will automatically start displaying results that match the search keyword.
As a best practice, make sure to check the “Search in subfolders” option. This will search for assets in ALL
folders in the CMS. If you do not see this option when searching, you are searching in a subfolder. Click the
“home” button to go to the root asset folder, then try again.

@ Allw Q, beach X T E 2 = View v & Embed & Upload files
C B>

7.2. Folders and Organizing Assets

An image or file uploaded to the main “CMS Images & Files” folder will be uploaded to the “root” folder. Once

30 S. 15th Street Suite 1001 Philadelphia, PA « Office: 800-274-8774 « Fax: 800-274-8775



n tempeSt VISIT CASPER — CMS USER GUIDE — PAGE 56 of 88

uploaded, assets can be dragged and dropped into folders to organize the files.

To create a new subfolder from the main “CMS Images & Files” folder, click the “home” icon to go back to the
“root,” then click the down arrow, then click “New Subfolder.”

Assets ® All»  Q Search T
CMS Images & Files
YouTube Embeds Mew subfolder

When viewing a subfolder, you'll see the folder’s title in a “breadcrumb” following the “home” icon.

@ Allw Q Search T u B = View v & Embed & Upload files
.

Asset Filename File Size File Modified Date Uploaded By v

To add a child folder to an existing folder, click into the folder where you would like the new folder to be stored,
then click the down arrow and select “New Subfolder.” In this same dropdown, you can rename a folder, move it
to a different folder, or delete the folder.

- CAUTION: Deleting a subfolder that contains Assets will delete ALL the files contained within.
Make sure to move any assets that should remain in the CMS to a different folder before deleting.

# herg-images
Asset New subfolder |, File Size File Modified Date  UploadedBy @
Rename folder
Eidg Tucso n_2022-01-04-170011_mozo.jpg TE0 KB Vafa0zz @
Maove folder
San X
del Ba Idar . :
- Delete folder  rauiar_del_Bac_in_overcast_weather.jpg 4 MEB 692020 @

As a best practice when reorganizing assets to new folders, do them in small batches, no more than 10 images
at a time. Wait for the file transfer process to complete and repeat as needed. Also, don't close your browser if
there is an active file transfer in progress, doing so will break the file transfer and may corrupt the files.

7.3. Updating an “Asset” with a new file - Replacing Asset

This can be helpful when updating links to the same PDF on multiple pages, or if there is one image throughout
your site that needs to be updated. You are able to update the asset without the need to update the asset on
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the individual pages.

> This is a permanent change and there is no way to recover the original asset. It’s recommended to
download the original asset prior to replacing it.

1. Locate the file/image you would like to replace and click the title of the asset to access the editing page.

2. Click the “Replace File” button. This will open your computer’s file system. Make sure the new file has a
different file name than the original file you are replacing.

3. Search for the file, then select it and click “Open/OK.”

4. The replacement upload will take a moment, then you will see the filename updated with the new file
name, and if the file was a different image, you will see the thumbnail change.

Title =

Beach Bus @ View £ Downlsad n

Beach Bus

Image Alt Text
Describes the image for search engines and pesple who are visually impaired. All images should have alt text, up to
125 characters

& green VW bus driving down Huntington 5t
Image Capticn Flgname = beach-bus.jpg
The capltion that will show for this image (in places that support it).

Cruising on Huntington St

Usage Mot Lised
Image Credit
Jane Do 1] 1045631
Locatian CMS Images & Files

7.4. Editing an Image
The CMS has a built-in image editor that allows you to do the following:

- Crop, rotate, or flip an image.
- Adjust the focal point of the image, which is the center point where the image is cropped from
- Add Alt Text, an Image Caption, and an Image Credit.

Anywhere you see an image in the CMS, double click the image to open the quick edit panel, then click “Edit
image” in the upper right hand corner of the image thumbnail.

This will open up the CMS image Editor, use the tools there to crop, rotate, flip, the image or adjust the focal
point.
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Beach Bus & Wiew & Download & Replace file m!

Image Alt Text

Describes the image for search enganes and people who ane visually impaired. All images should have all text, up o

A grean VW bus driving down Huntington 5t

Image Caption Filaname = beach-bus.|pg

After editing an image by cropping, rotating, or flipping the photo, make sure to save when complete. If the
image is for a specific placement, you may choose to “Save as a new asset” which will make a copy of the image
with the edits you applied. This will allow you to use both versions wherever needed in the CMS.

Cancel Save as a new asset Save

7.4.1. Focal Point

Depending on an uploaded image’s orientation, you may find that photos don’t crop on the site the way you
might prefer. The Focal Point tool allows you to adjust the point from which the image is cropped.

Once in the CMS photo editor for an image, click the Focal Point button to see a dot icon appear over the image.
From there, drag the point over the image’s subject to update the focal area.

> Note: It may take several hours for the focal point update to appear since images are cached by your
web browser.

o =
Rotate [0" Rotate Left "] Rotate Right

gul X FlipVertical ¥4 Flip Hosizontal

& Focal Point
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7.4.2. “Friendly” Image Titles and Files Names

When uploading an asset to the CMS Images & Files section, the image’s title will be created based on the
filename. For example, if the file name is “mountain-view.jpg,” the image’s CMS title would be “mountain view.”

Once uploaded, you can view an image’s settings including Title, Alt Text, Caption, Credit, Filename, dimensions,
and more.

It is a best practice to upload images with “friendly” titles to allow for easier searchability within the CMS
Images & Files section, as well as keep your website assets organized.

- For example, if the filename is IMG12345.jpg and is a picture of friends at a restaurant, we recommend
updating the image title to include “Friends” and “Restaurant” in the title or other text fields to make it
easier to search for.

7.4.3. Alt Text, Caption, and Credit

All assets uploaded to the CMS have text fields that can be updated to improve the image’s performance in
search engines, as well as providing more context to website visitors.

The Alt Text field describes the image for search engines and people who are visually impaired. If there is no Alt
Text for an image, it will default to referencing the image’s title. All images should have alt text, up to 125
characters. This should be a general description of the image, such as “man walking down Main Street in the
Summer in Philadelphia.”

The Image Caption and Credit will display alongside or below the image when used on the site in content blocks
when supported by the layout.

Title =

[ Beach Bus ]

Image Alt Text

Describes the image for search engines and people who are visually impaired. All images should have alt
text, up to 125 characters.

A green VW bus driving down Huntington St

Image Caption

Filename * beach-bus.jpg
The caption that will show for this image (in places that support it).
Cruising on Huntington St
Usage Not Used
Image Credit
Jane Doe ID 1045681
Location CMS Images & Files

7.4.4. Image Usage Report

When an image is added to an image field within an entry like a page, blog, hero image, or other CMS section,
its usage is reported within the image’s “Edit” menu. This lets you know if an image is in use anywhere on the
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site and how many times it appears.

- This report will show all entries the image appears in, even if the image only appears in a Related
Content block on the page, but isn’t actually assigned to a native image field.

- Once you remove the image from a native image field, such as the Preview Image or an Image Asset
block, refresh the image’s edit menu to see if the usage report changes.

& Preview Edit Image

Tithe =

[ Gatecrasher

Image Alt Text

Describes the image for search engines and people who are visually impaired. All images
i hawve alt text, up to 125 characters,

Image Caption Filename » Gatecrasher.jpg
The caption that will show for this image (in places that support it).

Usage G Lsages
Image Credit
B Home

0 Microsite Page

& Nightlife

© Thanks for Signing Up
B Weather

0 Zoos

Usages

1.5. File could not be uploaded Error

There is a 16MB limit on assets, please resize the asset below this limit and try uploading again.

A The file “travel-photo.jpg” could notbe X
uploaded, because it exceeds the
maximum upload size of 16.0 MB.
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8. Creating/Editing CMS Events

Please see the iDSS Section for more information about using the iDSS CRM for Local Business Listings.

8.1. Locating Events

You have the ability to Create and Edit CMS Events in the CMS. To locate existing CMS Events or to create a new
event, click on Calendar in the left sidebar.

> [jve CMS Events can be seen here: https://www.visitcasper.com/events

M. TRAVEL . 5
A WEBSITE — fif o
e e e e,
- e Qs MO e oo B
A it
Ever A Cabendar Al Day Pust Dts
EaLiubang

m #2024 Date Range ® Dafaifs Calendar ves aneRo23

# 2024 Tucson mdernabanad Marschi Conletence & Dwlafy Calendar Yes BM3023

& FUN Evering of Magic e Deefsut Caendas ves T kT

® Aripena Opdda Bambs and Jubeite B Dafaun Calandas L BAAR023

® Arirong Opeta: The Darber of Seville & Dafous Calpndar Tk oananzozl

8.2. Creating CMS Events

To create a new event, click on “+New Default Calendar Event” in the top right corner.

Events ® Enabled v Q Search Y = View v + New Default Calendar Event

All events
Event A Calendar All Day Post Date

Give the Event a Title, the Slug URL will automatically populate.
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—_—
Main Content Contact & Socia Digital Marketing Calendar ® Default Calendar
" Shug Enter slug
Data » AllDay  Multi-Day
Q212112024 500 PM = 600 PM
211202 : » » Authar CA ® Client Admin »
Repeats ) .
Paost Data 212112024 5:35 PM o
STATUS
Title =
[ ] Enabled C

Click on the Date field and a calendar will appear for you to choose from. Repeating rules can be added by
turning on the “Repeats” lightswitch. Please do not make events that last longer than one year.

Date * AllDay Multi-Day
02/21/2024 4:00PM - 9:00 PM » D
February 2024
February 2024

Su Mo Tu We Th Fr Sa

28 29 30 31 1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17

18 19 20 a 20 23 o4 | The navigation will still render the entry title but on the entry and in related content the

25 26 27 28 29 1 2

Today

Scroll down to assign an Event Category. All events must have at least one event category. You can also assign
Regions to event (if in use), as well as Related Partners.

Event Categories »

+ Add a category

Partner Regions
+ Add a category
Related Partners
Click "Add an entry” then select from the list of related partners.

+ Add an entry

Add a description to the event in the Body Content field and any ticket details in the Event Admission field.
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Body Content

Main Content area. You can click "< >" to add code/see the source HTML. You can change the text headings format by clicking on the
" 4 " icon. To add links to files, click the Files upload icon and upload a file or search for an existing one. Note: If you copy a table or
iframe code into source, please remember to set the width from a fixed pixel setting to “100%"

<> T B | O = ch == c = 2] =

Event Admission

Upload an image to the Main Image field and add Event Details in the Body Content field.

Main Image
To add an image, click the "Add image” button. Select from the existing images or click upload.

+ Add Image

Body Content

Main Content area. You can click "< >" to add code/see the source HTML. You can change the text headings format by clicking an the " T
" icon. To add links to files, click the Files upload icon and upload a file or search for an existing one. Note: If you copy a table or iframe
code into source, please remember to set the width from a fixed pixel setting to "100%”

<> T B ! (6] = th == = — =

Set the Event Image by clicking “+Add Image.” If the image should be cropped when the event listing displays in
listings and other related content, toggle “Show Entire Image” to OFF.

Event Image
For business listings, please try to use an image 800 pixels wide in square or 4:3 aspect ratio. Avoid text based images when
possible.

+ Add Image

Show Entire Image
Some blocks will crop an image to fit it in a particular shape or area, Keeping this set as "Show Entire” will ensure the entire image is
shown but it may alter the intended appearance of the block.

Allow Cropping ( \ Show Entire

Add the name of the business or venue where the event will take place in the “Location Name” field. Include the
street address, city, state, and zipcode in the address fields below. Lastly, add the latitude and longitude in order
for the location to be plotted on a map display in the listing.
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Location Name

Address

Street Address

Street Address 2

City

State/Province Postal Code Linited States »

Latitude
Add a latitude and Longitude to have the map appear on the PartnerfEvent, you can go here to look up the lat/long
https:/fwww. latlong.net/

Longitude

8.3. Previewing an Event
When creating a new event, in order to Preview the event, it will need to be saved first.

Enter all the event information as noted above, turn off the “Enabled” toggle, then click the down arrow next to
“Save” and choose “Save and Continue Editing.”

Save and continue editing | #S

arketing Calendar
Save and add another

AllDay Multi-Day Slug (ESCEll

) ) Author CA @ Client Admin %
Post Date 2/21/2024 5:35 PM x
STATUS
Enabled O

Once the event editor refreshes, you'll see the “Preview” button, which will allow you to preview how the event
detail page will display as you make updates.
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@ Preview 7 Share

Calendar @ Default Calendar

8.4. Multi-day / Date Range Events

If the event occurs over Multiple Days and you want to show the event as a single event listing, turn on the
“Multi-day” lightswitch and enter the start and end date of the event. This will only display the event one time
in Listings, along with a date range badge.

> For example, if the event starts on 02/15/2024 and goes until 02/17/2024 from 4:00 PM to 9:00 PM each
day, enter the From & To dates and Times as seen here:

Date = All Day  Multi-Day
02M15/2024 6:00 PM = 0216/2024 7200 PM ) ( z
Repeats

- In the example above, do NOT turn on the “Repeats” setting. It will result in the event displaying
multiple times on the calendar with a date range for each.

- If the event occurs over multiple days and youd like it to display with an event listing for each date
occurrence, see below for a guide to setting up Recurring Events.

8.5. Recurring Events

If the event occurs more than once and you'd like it to display on the calendar with an event listing for each day
that it occurs, make sure the “Multi-Day” switch is OFF and turn on the “Repeats” toggle.

8.5.1. Weekly or Monthly Events

If an event occurs on a specific day each week or month over a date range, use the “Repeats” setting to set the
recurrence pattern.
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Repeats Every

© - =T

Week(s)
End repeat Maonth(s)
Year(s)
Mever

Select dates

For example, if the event starts on 02/15/2024 and goes until 06/01/2024 from 4:00 PM to 9:00 PM every
Saturday during that date period, you would use the following settings:

- Turn “Repeats” to ON
= Select “Week(s)” from the dropdown. If the event occurs each week, the number field should say “1.” If
it happens every other week, set the number field to “2,” and so on.
Select the days of the week the event occurs. In this example, we'd select “Sat”
In the “End repeat” section, select “On Date” from the dropdown and set the date field as the last day
the end will happen.
@ Do not use an end date of “never.” If an event happens weekly/monthly/yearly/custom, give it
an end date of no more than one year away.
- You can also add dates in which the event should not occur during the date period by adding them in
the “Except On” field.

->
>

Your event settings would look like this:

Date * AllDay Multi-Day

02/15/2024 4:00PM - 900 PM » D

Repeats Every On
O 1 Week(s) v Sun | Mon | Tue | Wed | Thu Fri Sat
End repeat Except on

On Date v 06/01/2024

If the event occurs Monthly on a specific date each month, or a sequence like “the second Saturday of the
month,” you can set this by choosing the “Month(s)” option from the dropdown.

- If the event happens every month, the number field should be set to “1,” if every other month, set to
“2,” and so on.

= Then, select the event cadence by choosing the frequency and then either the date or day of the week.

= Lastly, set the date the event ends in the “End Repeat” section.
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Date * AllDay Multi-Day

02/15/2024 4:00PM - 9:00 PM » D

Repeats Every

QO Month(s) v | Onthe Second «| sun Mon | Tue |Wed | Thu | Fri |
End repeat Except on
On Date v 06/01/2024

> Please do not make events that last longer than one year.

8.5.2. Select Event Dates

Sometimes, events don’t always happen on a regular frequency. In this case, you can use the “Select Dates”
option to choose the specific dates when the event will occur.

- Set the main date and time as the first occurrence.

- Turn the “Repeats” toggle ON and choose “Select Dates” from the dropdown

- (lick into the “On” field to select the date occurrences from the calendar. They will be added to the list
below.

If using “Select” dates, do not set events as “Multi-day” as the date range will display incorrectly on each event
occurrence.

Date = All Day  Multi-Day
02/15/2024 4:00PM - 9:00 PM » »

Repeats Every On

( : Select dates

Sat, Feb 24, 2024 % Mon, Feb 26, 2024 ®  Thu, Feb 29, 2024 x

8.6. Events with No Set Time or No End Time

If you have an event that starts at a specific time, but doesn’t have an end time or you don’t want it shown, you
can use this to hide the end time. Simply enter “11:59pm” in the end time field to hide the end time for your
event.

Date * AllDay Multi-Day

02/15/2024 4:00PM - 11:59PM »
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To show no time at all, toggle “All Day” to ON.

Date * AllDay  Multi-Day

02/15/2024 O O

8.7. Contact & Social

Click the “Contact & Social” tab to manage an event’s contact name, phone, email, social media, ticket links, and
website URLs.

Contact Name

Jane Doe 247

Contact Email

support@tempest.im

Contact Phone

800-555-1234

8.8. Digital Marketing

When sharing the event on social media, you can update the Meta Title/Description/Keywords and Meta Image.
If no Meta Image is uploaded a default image will be used.

Main Content Contact & Social Digital Marketing

Date * AllDay Multi-Day

02/15/2024 O O

Repeats

>

Meta Title
It is best to keep the meta title between 50-60 characters.

Meta Description
It is best to keep meta descriptions between 150 and 160 characters.
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8.9. Managing Expired Events

When events pass or “expire,” the event entry is updated with the “Disabled” status. You can tell Disabled vs.
Enabled events apart in the CMS by looking at the status circle beside the event title. Enabled will be green,
while Disabled will be white/empty.

Disabled events can be found in the CMS by going to the Calendar section and toggling the status to “Disabled.”

Events Q, Search A ¢
v @ All
All events
int A Calendar
@ Enabled
CALENDARS
Default Calendar (ORbIEELLIL I 024 Date Range ® Default Calendar
fir Trashed 2024 Tucson International Mariachi Conference ® Default Calendar
& v
@® A FUN Evening of Magic! ® Default Calendar

Itis a best practice to delete Expired events from the CMS every few weeks or months depending on the
website’s total event volume.

You can delete events by first selecting the event - either by clicking the checkbox beside an event title, or
clicking the checkbox beside the search filters to select all events in the list - then clicking the gear icon at the
bottom and clicking Delete.

v/ O Tucson Celtic Festival & Scottish Highland Games

1-22 of 22 events W

Event Calendar

v O Broadway in Tucson - Tina: The Tina Turner Musical Default Calendar

> O Tucson Celtic Festival & Scottish Highland Games Default Calendar
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9. Creating/Editing Forms in Craft

9.1. Locating Forms

You have the ability to Create and Edit Forms in Craft. To locate the existing Forms or to create a new form, click
on “Form Builder” in the left hand sidebar, then click “Forms.”

You can choose to edit an existing form by clicking on the form title or create a new form by clicking the “New
Form” button at the top right of the screen.

Forms + New Form

Name Handle Description Submissions Blocked Spam

Contact Us Form GeneralcontactUsForm 6 ] x
Newsletter testNewsletter 1 ] x
Submit Event: Do Not edit submitEvent 0 0 x
Submit RFP submitRfp 3 0 x

9.2. Creating a New Form

Once you click the “+ New Form” button, a new window for “Create a New Form” will appear.

1.

2.

Give the form a new “NAME”, which will be for internal reference, to describe the form.

The handle will automatically be set based on the Title. The handle is for internal use and needs to be
unique for each form. The handle should not contain any spaces. For example, if your form name was
“2024 Meeting Survey” your handle could be “2024MeetingSurvey”

The “Formatting Template” will automatically be set as “Tempest.” Leave as-is.

The “Default Status” determines what status new submissions are assigned when they come through
and can be used to sort submissions your team has responded to in the CMS. The standard setting is
Open, but you can also set the status to be “Closed” or “Pending.”

Ignore the “Enable AJAX” field
To save submissions in the CMS Form Submissions section, turn ON “Store Submitted Data.”

“Success Behavior” determines what happens on the front end when someone submits to the form. To
keep the user on the same page but load a confirmation message, select “Reload Form with Success
Message.” To send the user to a “Thank You” page, set to “Use Return URL” and include the link,
excluding the site domain.

a. You will need to create the page within the site structure, then include the link here.
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Contact Us Form B 0 ]

Hawalatiar Create a New Form i - .

Submit Event: Do (1] o
Mame = Handle =

Submit RFP L ®

024 Weating Surasy 202AMeslingSunsy

Formatting Template Dafault Status

Tempest Open

Enable AJAl Store Submitted Data

Reload Form with Success Message
Logd Succpss Template
+ Lign Rotum LIRL {msatingsithank-you/

Return URL

o - |

Once all the initial information is filled in, click Continue. This will take you to the window where you can build
your form by adding text fields and more.

You can add fields to the form by dragging them from the left sidebar and dropping them into the center panel.

2024 Meeting Survey
SPECIAL FIELDS & a (=]
SRt Form Settings
<> HTML
Save & Continue pame
Later 2024 Meeting Survey
A= Rich Text Handle *
C Confirm 2024MeetingSurvey
@ Password Success Behavior *
™ reCAPTCHA Use Return URL v
Return URL
FIELDS
/meetings/thank-you/
Address

All the available fields can be renamed to suit the needs of your form. To help you build the form, many of the
common form fields - such as “First Name,” “Phone.” and more - have been created for you. Please familiarize
yourself with the available fields to help you compose your form.

To edit a field’s settings, once added to the form, click the field field. The right sidebar will update to display the
field’s available settings.

Common field settings you can adjust include: Required Field, Updating the Field Label, and adding Placeholder
text for ADA compliance, and adding instructions to the field.
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First Name Last Name Lo & B4
ERENST Field Property Editor < Reset
Cell Phone
First Name
(555) 555-5555
Handle
Email ferstame
nail@domain.co
ema Dmain.com Label
First Mama
‘ I'm not 2 robot This field is required?
Instructions

9.3. Available Form Fields

When building a form, you are able to choose from any of the available fields.

The icons on the field label indicate the type of field. Below are the 10 field types you can choose from.

Check Box

v= Checkbox Group i= Radio Group
f=J Date Picker = Select Field
™~ Email Cp Text

& File Upload Text Area
(=] Mulitselect @ Website URL

Many of the preexisting fields are set up with best practices, while others are generic fields that are available
for you to customize the Form.

You can use any of the available fields to build your form. For example, if you need an email field, you can select
the “Contact Email” field.

Drag the field over to the form, click on the field to open the Property Editor where you can update the handle,
label and other field specific settings.
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(655) 655-5555

Contact Email

email@domain.com

™

reCAPTCHA

I'm not a robot

Privacy - Terms

& a &

Field Property Editor C Reset

Contact Email
Handle

contactEmail

Label

Contact Email

This field is required?

> Changes to the properties of a field only affect the form that it is placed on, these changes will not be

reflected on existing forms.

> Always make sure to add the “ReCaptcha” and “Submit” buttons to the end of form.

9.4. User Submission Notifications

If you would like to send a confirmation email to the user when they submit a form, make sure to add an
“Email” field to the form, then click on the “Email” field to bring up the Email field settings.

Using the “Email Template” dropdown on the right hand side of the screen, select “Form Submission - User”

Cell Phone

Contact Email

email@damain.com

F s |

Your First Name - Your Last Name

Field Property Editor = Reset

Contact Email

Configuration

Email Template

Form Submission - User »

Once your form is complete, click the “Quick Save” button to update the form.

9.5. Advanced Form Settings and Admin Notifications

In the upper right hand corner of the form composer, click the $icon to access Form Settings.
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SPECIAL FIELDS First Harme Last Hame & (=]
= Submit Your First Name ] Your Last Narme Fosm Settings ¥ Editor T Roset
4 HTML
Cell Phone

9.51. Custom URL Redirect

If you'd like users to be redirected to a “Thank You” page after submitting to a form, scroll down to “Success
Behavior” and set the dropdown to “Use Return URL.”

Update the URL path to a different page on your website. The most common Return URL is for a hidden “Thank
You” child page where the form is located.

Use the full URL path off the root. For example, if the form is on the page https://www.visitcasper.com/contact/
then you might use /contact/thank-you/ to direct the visitor to a thank you page.

= You will still need to create the actual Thank You page within Entries > Pages.

First Mame Last Name & a8 B4
Your First Mame | Your Last Name ch Form Settings
Cell Phone

S ———— Success Behavior *
(555) 555-55E5
Use Return URL o

Contact Email
Return URL

b fcontactAnank-you'

9.5.2. Submission Date Formatting

Scroll down to the “Submission Title” and change the date from European to US. You can copy/paste this
snippet: {{ dateCreated|date("m-d-Y H:i:s") }}

9.5.3. Admin Form Submission Notifications

To have a notification sent to selected members of your team, click on the “Mail” icon button in the top right
corner of the form composer to access “Admin Notifications.”

Select “Form Submission - Admin” from the dropdown and add the email addresses for recipients to the area
below.
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First Name Last Name o a 9

Your First Mame J o ourLast Mame - Admin Notifications  aAdmin Notifications
Cell Phone )
Email Template
IEEE I'l'.'_.'.'l;!':, - - -
[555) 555-55 Farm Submission - Admin W
Contact Email Admin Recipients
email@domain.com =~ jane@website.com

> Please make sure there are no spaces before or after the email addresses and place additional addresses
on a separate line, do not separate email addresses with commas.

9.6. Spam Submissions

The built-in spam protection may flag a real submission as spam. You will not get notifications for submissions
that are marked as spam.

You can review spam here: https://www.visitcasper.com/storm/freeform/spam
As a best practice, review all Spam submissions and clean out the Spam folder at least once a month.

To “Whitelist” submissions that have been incorrectly flagged as spam, click the red “Allow” button in the upper
right corner.

02-21-2024 18:37:23 Dolste m

Tithe 02=-21-2024 18:37:23

First Hame =

Once you have whitelisted good submissions, the rest of the spam should be deleted.

Quick Export Reason v ® Allv Q Search A ¢ %= View v
«  Submission & ID Status Date Created Form
v 02-21-2024 18:43:29 1045707 Open 6:43 PM Contact Us Form

1-1 of 1 submission

Allow selected...

Delete All...
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9.7. Exporting Submissions

You can download an export of submissions for each form as needed using the Quick Export button. Go to Form
Builder > Submissions, then click “Quick Export” at the top.

An “Export data” window will appear where you can adjust the type of file, select the form you would like to
export submissions from, and check off the fields you would like included in the exported file. Click “Export” to
process the Export. It may take a few minutes depending on the volume of information, then will be
downloaded to your computer.

W04 222024
Export data
ki BIE
[ omuivirom | s

Fasten

Contsct Ui Form w
e

Fepbds Por Corvtact Us Form

o

— .
i gt IF
o D

& 02-T1-2024 184248 o A 642 PM Contact Us Form
i F

- 08-31- 2072 1E4 268 ' : T Triers] Contact Us Form
e o MESTIDE

* 11-30- 2000 1302 100 Contact Us Form

You can also check the box beside the submissions in the list to export only a certain selection of submissions,
then click the £¥icon at the bottom and select “Export to CSV.”

Submission ] Status it Export to CBV Farm

- Resend Notifications
02-21-2024 18:42:48 . Contact Uis Form

Send Additional Notification

08-31-2022 114253 724439 Contact Lis Form

11-30-202112:23:32 489297

1=7 of 7 elements m u

Contact Ui Form
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10. SEO - Site Identity & Social Media

From the SEO section, you can manage the contact information for the website’s owner (your organization) and
social media links that display in the footer. You can also see the Google Tag Manager container that is assigned
to the website.

The Identity and Creator section only needs to be updated if your organization changes its address, email,
phone number, or website URL.

To add or remove social media links in the footer, click SEO > Site Settings > Social Media, then scroll to the
bottom.

- To remove, click the “X” on the right next to the social media account.

- To add, click +Add a Row, then type the name of the social media network in the Site Name column (ex.
Threads). The Handle will autopopulate. Then, paste the URL for your social media account in the URL
column.

Same As URLs
Add the URLs to social media sites, and other presences on the web. These URLs are made available to your frontend templates. They will also 4
tags, and seeAlso JSON-LD Structured Data. Learn More

Site Name Handle URL

Facebook facebook https://www.facebook.com/visitcasper/

Instagram instagram https://www.instagram.com/visit.casper/

Linkedin linkedin https://www.linkedin.com/companyjvisitcasper/
YouTube youtube https://www.youtube.comfuser/caspervisitorsbureau

+ Add a row
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11. Using Globals

The Globals section is where you can update “sitewide” content that affects aspects of the website globally,
such as footer contact details, footer snippets, and more.

11.1. Digital Marketing

Click on Globals > Digital Marketing to add sitewide tracking codes or scripts within the Head, Opening Body or
Closing Body tags.

Head Analytics/Tracking Code
Inserted in the <head> of the document. Tracking codes added at the Entry level will append to any current sitewide tracking codes.

11.2. Footer - Address

Click on Globals > Footer to update the address that shows in the footer.

Text
B i = =] —

139 West 2nd Street, Suite 1B
Casper, Wyoming 82601
(307)234-5362

11.3. Security - Password Protected Pages
You have the ability to require a password before a visitor can view the content on a specific page.

Go to Globals > Security to set up a Site Password and customize the Password protected login screen.
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Site Password
Enter a password which will be required for pages with the 'Require Site Password' field enabled

passwOrd

Login Form Title

Enter the title you would like to use for the login form - default is 'Login’
Enter Your Access Code

Login Form Intro
Enter an introductory paragraph for the login form - default is 'Please enter your password to access this section’

B I = <5} —

You need to enter an access code to enter this part of the site. Please contact us and submit a request to receive
your access code.

Login Form Password Title
Enter how you would like to label the Password field - default is 'Password'

Access Code

To set a page to be password protected, navigate to the page in the CMS, click on the “Digital Marketing” tab,
and turn on the “Requires Site Password” toggle.

Requires Site Password
Leave set to OFF unless you want visitors to this page to enter a password before they view content. Password requirements
to access the live page apply to all visitors, including CMS admins. The password is managed here in Globals > Security

O

On the page, the login screen will be displayed and when the site password is entered the page content will be
displayed.

Enter Your Access Code
You need to enter an access code to enter this part of the site. Please contact us and submit a request to receive your access code.

Access Code required

30 S. 15th Street Suite 1001 Philadelphia, PA « Office: 800-274-8774 « Fax: 800-274-8775



n tempeSt VISIT CASPER — CMS USER GUIDE — PAGE 80 of 88

11.4. Snippets

From the Snippets tab, you can update the Visitor Guide and Newsletter content in the footer and pop-up.

Visitor Guide Snippet
Settings L o
Heading

Find Inspiration for Your Next Trip

Image

Qﬁ\h‘r el e

=TT
o I =

- e,
The Nic 33 x
Link
Entry v @ Travel Guide x

Custom link text

Visitor Guide

11.5. Personas
Click on Globals > Personas to view the selections for each Persona and Area of Interest.

Double-click on a Persona to view the Area of Interest and the associated entries for each.

Personas

D Solo - R

Downtown

® 48 Hours in Casper %

® Breweries & Distilleries ®

® 5 Reasons You Can't Miss Downtown Casper x

@ The Best Coffee Shops Influencing Casper's Coffee Scene »

® Local Ale Trail »
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12. Adding New Users to Craft

12.1. Registering Members

You have the ability to create new members and assign them to unique member groups with different
publish/edit permissions.

To create a new member, click on “Users” in the left-hand menu then click the “New User” button.

Create a new user

Account Permissions

Username

Full Name

Email

Send an activation email now

You must add a Username, the user’s Full Name, and Email address to create an account.

Check the box next to “Send an activation email now.” Upon saving the User account, the email assigned will
receive a notification with a link to set their password.

Create a new user

Account Permissions

User Groups

Client Admin
Guest Blog Authors

In the next tab, “Permissions,” assign the user to one of the pre-established user groups.

After you have entered data in the required fields, click “Save” in the upper left-hand corner of the screen.
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12.2. Changing User Password

To change your password, click on the avatar in the upper right then select your Username from the dropdown.
Alternatively, you may go directly there with this URL: https://www.visitcasper.com/storm/myaccount/

Users ﬁ'. CA ~
Client-Admin
My Account support@test.com
] Sign out I
Account Permissions Preferences Status ® Active v

You will need to enter your previous password in order to set a new password. Alternatively, you can sign out
of the CMS and select “Forgot Password” on the login screen to receive a password reset email.

Account Permissions Preferences

Username

Client-Admin

Full Name

Client Admin

Photo Hl'

l Upload a photo

Enter your password to continue.
Upload a I_Jﬂ
Email ‘ [ Password m I

support@test.com

e ———
C—— 1

mpest.im
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13. Tips & Troubleshooting

13.1. Updating a Cached Social Image for Facebook Sharing

If the social image on a page has been updated and Facebook is not seeing the changes, you can force Facebook
to re-index the page to update with the new Social Share image.

First, make sure you are logged into Facebook, then go to their Sharing Debugger:

https://developers.facebook.com/tools/debug/
Enter the URL for the page into the search and click the “Debug” button.

00 MetaforDevelopers Tools Support Get started

Webmaster Sharing Debugger Batch Invalidator

Enter a URL to see the information that is used when it is shared on Facebook

Click on the “Scrape Again” button to refresh the social image that Facebook is referencing. You may have to
click the button a few times for Facebook to pull the new image.

When and how we last scraped the URL

Time Scraped May 18 at 11:14 AM | Scrape Again

13.2. Changing the Entry Type between a “Page” and “External
Link”
In Craft, if you decide to update a “Pages” entry type from an “External Link” to a “Page,” or vice-versa, be sure

to remove all existing content from the “old” entry type prior to changing the entry type. This will ensure there
are no issues with the data in the new entry type rendering on the website.

Extasnal Link
Title = Sheg cutdoors
Ouidoars
Pargnt @ Things To Do x
Alternative Title
Us this tithe instesd of the antry tithe. The navigation will £1ill render the entry title but on the emtry and in related content the fusthos AH ® Adam Hooper X
I 1ithe will randi
Podt Date ErAr202 307 PR 3
Intraducticn Expiry Dale - @ X
wianture off the beaten path and discover tha natural surrgEndings that make Tucson famous
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13.3. Copy/Paste Content Blocks within Pages

Once a content block has been built on a page, you are able to copy and paste the content to another page in
Craft.

> Click on the gear dropdown on the block you wish to copy and select the “Copy” option.
> Navigate to another page where you wish to place this copied block.

> Click on the gear of any block and select Paste. If this is a new page with no blocks, please add the Page
Title Block, then you will be able to paste the copied content..

> Multiple blocks can be selected by clicking on their Checkboxes to the left of their titles. Then, they can
be copied and pasted in bulk.

Showcase - Cards - White LBy o

«" Expand

O Disable
Showcase - Card Slider
4 Move up

“+ Mave down
Showcase - Banners

+ Add block ahove

Rich Text & Copy

& Paste

13.4. Scheduling Content Using the Post Date

You can “schedule” content to post to the website at a certain date and time by updating the Post Date to a
date in the future. This is most useful for Blogs that should be published on a certain day every week, or for
Alerts that should be live at a specific time.

To update the post date, open the entry, look for the “Post Date” field in the right side bar, and update the date
to sometime in the future, then Save.

Main Conent Dagital Marketing Shug city-wide-christmas-open-ho

Tithe = Author LD & Lowie Diangson X

City Wide Christmas Open House

132023 12:28 PM x

Alternative Title

Usae this tithe instead of the entry title, The navigation will still render the antry title but on the entry and in related content Expiry Dute @ x

the alternative tithe vill rendes,

Once the entry is saved, you will notice it appears with an orange status dot, which means “Pending.” Once the
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Post Date has passed, the status will change to a green dot, which indicates it is “Enabled” and now Live.

@ Tucson Biking 3/8/2024 @  blogftucson-biking © 7:28 PM

13.5. Headings applied to multiple paragraphs instead of selection

Sometimes when trying to apply a heading or other style to text, it applies it to multiple paragraphs instead of
the highlighted text. This happens because the content is separated with Soft Returns instead of Paragraphs.
This can happen when copying/pasting text from another word document editor into the CMS.

Text

o m B i O = th = [+) = 2. S

Tempest is a multifaceted agency and destination organization advocate that strengthens
communities thijpugh the innovation and activation of web, marketing, and cloud software

solutions. — Style was applied to following paragraph

Since our inception, we've always delivered outstanding creative solutions to our clients.
Our passion for excellence and commitment to innovation have led us to be recognized as
thought leaders throughout the industry.

First, click at the beginning of the paragraph following the text that should be styled.

Text
<> h| B I O = th £ oo = = —
Tempest is a multifaceted agency and destination organization advocate that strengthens communities through the innovation and
ackw tion of web, marketing, and 1 olution

Place cursor here

Since our inception, we've always delivered cutstanding creative solutions to our clients. Our passion for excellence and commitment
to innovation have led us to be recognized as thought leaders throughout the industry.

Hit the “Delete” key on your keyboard until both paragraphs are on the same line.

Text _,.--""'"'-_-_________'_"‘“

<> bl B [ O = th =

Tempest is a multifaceted agency and destination organizaiion advocate that strengthens communities through the innovation and
activation of web, marketing, and cloud software solutions.Since our inception, we've always delivered outstanding creative solutions
to our clients. Our passion for excellence and commitment to innovation have led us to be recognized as thought leaders throughout

the industry.
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Hit the “Enter/Return” key once to insert a hard return, then apply the heading style to the top text.

Text
<> T B I o) = th e @ = 2. ] —
Temjy Normal text y and destination organization advocate that strengthens
com ] ion and activation of web, marketing, and cloud software
Since o Heading 3 tanding creative solutions to our clients. Our passion for excellence and commitment
to innoy »ught leaders throughout the industry.

Repeat for paragraphs preceding the text to be styled if needed.

13.6. “Entry Could Not Be Saved” Error

This error occurs when there is no content in a “required” field. A message will appear at the top that will
include a note about the error, and the field will be highlighted in red. Locate the required field to correct errors
and try saving the page again.

A Found 1 errar

= Title cannot be blank.

Main Content £ Digital Marketing
Title «
= Title cannot be blank,

13.7. Images on New Page are Broken or Wrong Size
Check for the following problems:
Does the image have the correct size proportions?

Resize images according to the specific size and ratio listed in Craft or use the Focal Point and
image editor in Assets.

13.8. iDSS Sections - Deals, Local Business, Meeting Spaces &
People

There are several “Sections” of the website that contain data coming from the iDSS API.
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If edits to the data contained in any of these sections need to be made, please make those updates in iDSS. Any
changes made in the Craft CMS to these sections will be overwritten the next time the iDSS API sync runs.

Helpful tips for managing content in these sections:

> Immediate changes for Text/Copy/Phone Numbers/URLs on the website - if there is an immediate
need, please update the appropriate data in the CMS, then make the change in iDSS.

> Checking for partner status on the website - If a front end site search did not return a partner, please
try locating them in the “Local Business” section. If the partner still is not showing, please refer to the

next tip “Partners Aren't Appearing on the Website.”

CRM SECTIONS

Deals iDSS
Local Business iDSS

People iDSS

Meeting Spaces iDSS

13.9. Partners Aren’t Appearing on the Website
Check to make sure the partner has the following set up correctly in iDSS:

> Valid and active term date assigned in the Partnership tab
> Assigned to the “Partners” account type
> Assigned to a category that is assigned to the selected detail type
o Has the “Website Directory” added under its category in the Partnership tab
A category is selected as Primary in the active term
Has a Geocode assigned under the Partnership tab

Vv

13.10. iDSS Calendar Events

As noted above, there are several “Sections” of the website that contain data coming from the iDSS API. In
addition to those sections, you will also find the iDSS Events under the “Calendar” navigation.
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&= Visit Vicksburg

Events

CALENDARS

Default Calendar

LES v

All events

Start Date

saturday

Friday

10/4/2025

End Date

Saturday

Friday

10/4/2025

All Day

No

No

Repeats

No

Event Categories

History &
Heritage

+1

History &
Heritage

+1

Fairs &
Festivals

+1

Author Latitude Longitude

CRM
Import

CRM
Import

CRM

Cl o
Import

322872685 -90.8680514

If edits to the event data need to be made, please make those updates in iDSS. Any changes made in the Craft
CMS to these sections will be overwritten the next time the iDSS API sync runs.

Helpful tips for managing content in these sections:

> Immediate changes for Event Details on the website - if there is an immediate need, please update
the appropriate data in the CMS, then make the change in iDSS.
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