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1 Purpose 

This project will create a web based application which registers, tracks the scores of participants in municipal 

sustainability challenges.  

2 Project Perspective 

This application is built on .NET Framework 4.0 with Dotnet Nuke with customized Functionalities. Administrator 

will be the overall controller of the site and has the privilege to access, append, and modify the Functionalities of 

the application. 

3 User Roles 

This application has got 4 user roles.  

User Role User Functionality 
Super Administrator  Toggle between Neighborhood and Workplace 

challenges 
 Create, Edit Questionnaires and Surveys.  

 Edit Survey settings. 

 See reports of all Work Places.  

 Set Threshold Points. 

 Invite users through emails.  

 See Reports of all Companies and users.  

CMS Administrator  Edit Pages and contents.  

Team Administrator  Register on behalf of a Workplace. 

 Takes up a Survey.  

 Create Users.  

 See Progress Chart of their Work Place 
performance.  

User  Answers a Survey.  

 See Progress Chart.  
 

4 Operating Environment  

SOFTWARE  REQUIREMENT 
Operating System Windows 7 

Web server IIS IIS version 7 

Framework Microsoft .Net Framework  4.0with AJAX Extensions 

Database SQL Server Version 2008 R2 

Browser IE 11.0,  Firefox 39.0 , Chrome 43.0 
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5 Super Administrator Login 

http://YOURDOMAINNAME.municipalchallenge.com/SigninPage  

 

 1. Super Admin needs to click on this button to Sign in as a Super administrator.  
 

 

 

 

 

 

 

 

 

 

 

 

 

http://yourdomainname.municipalchallenge.com/SigninPage
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5.1 Main Page 

The Main Page has independent access to all of these tabs. Super administrator will be able to toggle challenges 

between Workplace and Neighborhood.  

 New Scorecard 

 Settings 

 Stats 

 Form Builder 
 The Library 

 Mailing 

 Asp.net Code 

 Users 

 Award Points 
 Report 
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By default, Statistics page will be loaded    

 Top Right Corner of the screen will have a dropdown says ‘Scorecard’ 

 List of Surveys / Scorecards created in the application will be displayed in the dropdown. You can choose 

your survey.  

 Survey Statistics will display the survey creation date, Last entry made by users on that survey and 

Number of times that survey is displayed in user screens.  

 Monthly Statistics will show you the entries made by users on a specific calendar date. You can reset the 

entries by clicking ‘Reset votes’ button.  

5.2 New Score Card 

A Super admin can able to create new surveys here. But only first 3 scorecards will be displayed in front end for 

users..  

 

Scorecards can be created 2 ways.  

 By Creating Manually 

 By Importing it as an xml  

 

1. Enter the Title for your survey here. Click on ‘Create Survey’ to add a new Survey.  

2. You can directly import a survey using this button. You must follow a default format to upload XML file. I will 

email that format separately. 
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5.3 Settings – Survey Information 

 

 
Super admin will see Survey Information here. They can edit a survey’s settings in this tab.  

1. Title- Survey’s Title will be loaded here based on dropdown selection.  

2. Opening Date- Set an opening date for a Survey here. From this date, created score cards will be displayed for 

users to attend surveys.  

3. Close Date- Select closing dates of the survey here. After this date, users cannot be allowed to take up the 

surveys and change their answers.  

4. Disable questions numbering- If this field is checked, users will not see the numbering for the questions.  

5. Scored- If this field is checked, each question will be awarded with points.  

6. Resume if Progress- This field has 2 values.  

 Resume Not Allowed  Users will not be allowed to resume their previous selections after 

logging out. Answers attended by them will not be saved.  

 Automatic Cookie saving/ Resume Mode  Users can resume their previous activities.  

7. Apply Changes – Will save the settings.  

8. Clone – This will create a duplication of saved settings.   

9. Export Survey XML- Created Survey information will be exported as an XML. You can follow this format while 

importing new XML files to New Scorecard. Please see here. 
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5.4 Stats 

 

By default, Statistics page will be loaded    

 Top Right Corner of the screen will have a dropdown says ‘Scorecard’ 

 List of Surveys / Scorecards created in the application will be displayed in the dropdown. You can choose 

your survey.  

 Survey Statistics will display the survey creation date, Last entry made by users on that survey and 

Number of times that survey is displayed in user screens.  

 Monthly Statistics will show you the entries made by users on a specific calendar date. You can reset the 

entries by clicking ‘Reset votes’ button.  
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5.5 Form Builder 

 

 An admin will be able to design questions. Admin can create their own questionnaires with multiple 

options for the users.  

 Click on ‘Insert Question’ from the top right corner of the page. This will lead administrators to the below 

screenshot.  

Adding Question 

Questions can be added 3 ways.. 

 1. Create questions manually 
 2. Copying Existing Question. 
 3. Import questions from XML  
 

1. Create Questions Manually: 
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A Rich Text editor will be opened with options to create questions or sample information.  

From the dropdown ‘Type’,  admin can select either ‘Single Question’ or ‘Static Free Text’.  

 Single Question will create question and let you add answers. 

 Ex, What is your Company Name? (5 Points)  

 Static Free Text will allow you to add a informative  

 EX, Please click Save Form Button at the end of submission.  

1. Click on ‘Add new question/text’ to add a new question. This will display few other fields below. 

 

1. Select the Selection mode of answeres here. In this dropdown you will have options to select: 

 Radio Button (Single) – Answers will be Radio buttons.  
 Checkbox (Multipe)  - Answers will be Checkboxes. Multiple answers can be selected.  
 DropDownList (Single) – Answers will be dropdowns.  
 Static Text Information – This will be an informative text before creating questions.  

2. Display Mode- Choose the answer view here. Answers will be either displayed Vertically or Horizontally.  

3. Choose Number of columns here to dispay the results.  

4. Randomize answers order- If this is checked, answers will be randomized for users.  

5. Clicking on this button will udpate the questions.  

6. Click on this button to Add / Edit answers for questions. (Explained below) 

7.Export question XML- This will export a specific question as an XML.  



 Municipal Workplace and Neighborhood Challenge Website- User Manual 

Page 12  Private and Confidential  
 

2. Copy Existing Question: 

 
Question Source will have dropdown values as below (Copy questions from Library and Copy questions from 

survey) 

 Copy Questions from Library: If you select this from dropdown, there will be another dropdown 

asking you to select a library from which you have to choose the questions.  

 
 Choose the Library name from the dropdown. Please refer here to add questions to Library.  

 

3. Import XML Question: 

 
 Create your own XML file and import here.  
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Adding / Editing Answers:  

 

1. Click on this button to Edit questions fron dropdown.  

 Clicking on this will open a window as below. Click ‘Edit question’ and edit your questions.  

 Clicking on ‘Add new Answer’ will allow you to submit answer options to the question.  

 
2. Click on ‘Add New answer’ button to add answers for the question selected above. This will open below 

section.  

 

1. Answer Text- Enter your answer here.  
2. Type-Choose Type of answers that need to be created along with the choices you created while adding a  
question. Below are the list of options we have Selection-Text, Field- Email, Field- Large, Field- Required, 
SelectionMulti Line Type, Selection -other, Selection- Text (Explained Below)  
3.Selected by default- If this field is checked, particular answer will be checked in user’s screen by default.  
4. Score Point- Enter Scoring points here. This field will be available based on your selection Type #2 above.  
5. Add your answers to the system.  
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Sample 1) 
While adding a question, if the Selection Mode being Checkbox (Please refer #1 here), and while adding an 
answer the Answer Type being Boolean (Please refer here), the output will be a Text Box with chechbox Button.  
 
There will not be scoring points for this type of question and there will be no validation.  
 
Example – Question (Check box) Answer (Boolean) 

 
 

Sample 2) 

While adding a question, if the Selection Mode being Checkbox (Please refer #1 here), and while adding an 
answer if the Answer Type being Selection Multiline Type (Please refer here), the output will be a Text Box with 
chechbox Button.  
 
There will be scoring points for this type of question and there will be validation. 

Example Question – Checkbox Answer (Selection Multiline Type) 

 

TIP: If you want your questions and answers to be validated and if the answers should have scoring, then choose 

Selection Multiline Type, Selection Other or Selection Text in the Answer Type.  

Please refer below tabular column for creating questions or static free texts.  
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Selection Mode (While adding/ 
editing a Question) 

Answer Type (While 
adding / Editing an 
answer) 

Output Scoring Validation 

Radio Button (Single) Boolean Answer Text with Checkbox Button N/A N/A 

Checkbox (multiple) Boolean Answer Text with Checkbox Button N/A N/A 

Dropdown List (single) Boolean Answer Text with Checkbox Button N/A N/A 

Static Text Information - - - - 

Radio Button (Single) Field - Basic Answer Text with TextBox N/A N/A 

Checkbox (multiple) Field - Basic Answer Text with TextBox N/A N/A 

Dropdown List (single) Field - Basic Answer Text with TextBox N/A N/A 

Static Text Information - - -   

Radio Button (Single) Field - Email Answer Text with Email Text Field  N/A Yes  

Checkbox (multiple) Field - Email Answer Text with Email Text Field  N/A Yes  

Dropdown List (single) Field - Email Answer Text with Email Text Field  N/A Yes  

Static Text Information - - -   

Radio Button (Single) Field - large Answer Text with Large Text Area N/A N/A 

Checkbox (multiple) Field - large Answer Text with Large Text Area N/A N/A 

Dropdown List (single) Field - large Answer Text with Large Text Area N/A N/A 

Static Text Information - - -   

Radio Button (Single) Field- Required 
Answer Text with Required Text 
box N/A Yes  

Checkbox (multiple) Field- Required 
Answer Text with Required Text 
box N/A Yes  

Dropdown List (single) Field- Required 
Answer Text with Required Text 
box N/A Yes  

Static Text Information - - - - 

Radio Button (Single) 
Selection MultiLine 
Type Answer Text with Radio Button.  Yes Yes  

Checkbox (multiple) 
Selection MultiLine 
Type Answer Text with Check box.  Yes Yes  

Dropdown List (single) 
Selection MultiLine 
Type Answer Text as dropdown values.   Yes Yes  

Static Text Information - - - - 

Radio Button (Single) Selection- Other 
Answer Text with Radio button 
and Text Area Yes Yes  

Checkbox (multiple) Selection- Other 
Answer Text with Check box and 
Text Area Yes Yes  

Dropdown List (single) Selection- Other 
Answer Text with dropdown values 
and Text Area Yes Yes  

Static Text Information - - - - 

Radio Button (Single) Selection - Text Answer Text as Radio button Yes N/A 

Checkbox (multiple) Selection - Text Answer Text as Check box Yes N/A 

Dropdown List (single) Selection - Text Answer Text as Drop down Yes N/A 

Static Text Information - - -   
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5.6 The Library 

 

Super admin can create a new Library here. Each Library can have different set of questions. These questions can 

be imported instead of adding questions in Form Builder.  

1. Enter Library Name here.  

2.Add New Library - Click here to add a new Library.  

3. Library List-Library name will be saved here as a link that could be clicked. Clicking on this link will lead you to 

Question Template page. 

4. You can either edit or delete a library here.  
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5.7  Mailing 

 

 1. Enter ‘From address’ here. Emails will be sent to users from this email address.   
 2. Type ‘From Name’ here.  
 3. Enter ‘Subject’ of the email here and enter the email content in below box.  
 4. Clicking on this will allow admin to send bulk email.  
 5. Clicking on this will send email to the users.  
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5.8 Users 

An admin can see the list of Organizations registered and users who are associated with that Organization. 

Searching each name will display their respective users and team administrators.  

 

5.9 Award Points:  

For each scorecard there are options to set points for the companies who take up surveys.  

There are 5 certifications and an admin can set threshold limits for those score cards. ‘Submit’ the page after 

entering award points.  
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5.10 Report Type 

Reports can be fetched based on Leader board reports, Neighborhood reports, Workplace reports, and Question 

and answer based report. 

Neighborhood Challenge – Report Screen  

 

Workplace Challenge – Report Screen 
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6 CMS Adminstrator (Content Management System) 

Basic HTML knowledge is mandatory before making changes in the CMS part.  

http:// YOURDOMAINNAME.municipalchallenge.com/login.aspx 

To edit CMS part of the application admin needs to login as Content Management System (CMS) administrator  

 

 

 

6.1 Main Page 

The Main Page has independent access to all of these tabs. 

 Modules 

 Pages 

 Edit Page 

 Logout 

 

 

 

 

 

 

 

http://google.com/


 Municipal Workplace and Neighborhood Challenge Website- User Manual 

Page 21  Private and Confidential  
 

6.1.1 Modules 

Our application will be categorized into different modules. Each module can be edited or deleted individually. It is 

advisable not to change settings in the modules we created so far.  

 

1. ‘Modules’ will have dropdown option to add a new module or an existing module. Mouse hovering on this will 

give options to do that. 

 Add New Module: 

How to add a new module without content into the current page using the ControlBar.  

Adding a new module inserts a module. Users must be authorized to deploy a module and have the appropriate 

page editing permissions to add a module to a page. 

 

Option One - Drag and Drop Module 

On the Control Bar, hover over the Modules drop down menu and then select Add New Module. This loads and 

displays a list of all modules within All Categories, or the previously selected category 

  

Function Description Permission 

Add New Module Adds a new module to the current 
page.  

Edit Content / Add Content 
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Adding Module Content: 

1. Mouse hover the Edit button in the module action menu. This displays the editing options that are available to 

the current user.  

2. Select the Edit option displayed for the module. The name beside the button will change depending on the 

module. For Example, Edit Content is displayed for the HTML/Design modules.  

Deleting a module:  

Tip: Deleted modules are stored in the Recycle Bin.  

1. Mouse hover the Manage button on the module action menu.  

 

2. Select Delete from drop down list. This displays the message "Are You Sure You Wish to Delete This Module? 

3. Click OK button to confirm. 

Drag and Drop Module: 

1. Locate the module to be moved.  

2. Hover your mouse over the section of the Module Action Bar that doesn't have any icons. This displays the 

message "Drag this module to a new Location".  
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3. Click and hold on your mouse to select this module and then drag the module to the required location. 

4. The module is now displayed in the chosen location. 

Adding an existing module: 

1. Hover over the Modules link until the Module menu is displayed.  

2. In the Add Module section, select the Add Existing Module radio button. 

3. You will see the list of modules that are already created. Drag and drop a module to the webpage and alter it.  

6.1.2 Managing Pages 

Adding a New Page 

1. Hover over the Pages option in the ControlBar then select Add New Page. 

 

2. In the Page Name text box, enter a page name as it will appear in the menu. This is the only required field. 

Accepting all the defaults will add a page in a neutral language. 

3. Recommended. Complete the remaining optional page details for this page. See "Setting Page Details". 

4. Optional. Select the Permissions tab and set the users who can view and manage this page. The default option 

is a page that is visible and editable by Administrators only. Note: Permissions is only displayed to users who are 

authorized to manage permissions. In this scenario, the new page will inherit permissions from its parent page. 

See "Setting Page Permissions". 

5. Optional. Select the Advanced Settings tab and complete any of the optional advanced page settings. See 

"Configuring Advanced Page Settings". 

6. Recommended. In the Localization section, select the required option. This section is only displayed when 

content location is enabled on the site.  

7. Click the Add Page button. 
 
 
 
 



 Municipal Workplace and Neighborhood Challenge Website- User Manual 

Page 24  Private and Confidential  
 

Copying a Page 

How to copy any existing site page including one or more modules on the page and the settings applied to those 

modules. The content added to modules can optionally be included. 

Note 1: The default permissions will set the page as visible and editable by Administrators only. Permissions are 

only displayed to users who authorized to manage permissions on the page being copied. In this scenario, the 

new page will inherit permissions from its parent page.  

Note 2: Users will be prevented from copying a page with a different locale setting 

1. Optional. Navigate to the page to be copied. 

2. On the ControlBar, hover over the Pages link and then select Copy Page from the drop down menu. This 

displays the Copy Page tab and displays the details of the page and modules to be copied. 

3. At Specify Modules, complete the following fields from left to right for each module listed: 

 1. Mark the check box beside each module to be copied to the new page. 
 2. Optional. In the text box where the Module Title is displayed, edit the title if required. 
 3. Set the content option for this module: 

o New: Select to add the module without any content. 

o Copy: Select to add the module with an independent copy of the module content. Modifying 

copied content doesn't update the content of the original module. Note: This option will be 

disabled for modules which don't have content which can be copied such as the Feedback and 

Account Login modules. This is the default option. 

o Reference: Select to add the module with a referenced version of the copied content. Any future 

content changes made on either module will be seen on both modules. 

4. Select the Page Details tab. 
5. In the Page Name text box, enter a name for the new page. The page name is displayed in the menu. 
6. Recommended. Complete the additional basic settings for this page. See "Setting Page Details". 
7. Optional. Select the Permissions tab to set the roles and users can view and manage this page. See "Setting 
Page Permissions". 
8. Optional. Select the Advanced Settings tab and complete any of the optional advanced page settings. See 
"Configuring Advanced Page Settings". 
9. Optional. In the Localization section, select the required option. 
10. Click the Add Page button. The newly added page is now displayed. 
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Importing a New Page 

 

The new page is added to the site before user can change the page settings.  

1. On the ControlBar, hover over the Pages menu option and select Import Page 

 

2. At Folder, select the folder of the Digital Asset Management module (Admin > File Management page) where 

the template is located. This enables the template field below and populates the drop down list with all 

templates within this folder.  

3. At Template, select a template from the drop down list. This displays a description of the selected template 

providing more details of the template. 

4. At Import Mode, select Create A New Page to add a new page or Replace the Current Page to import the 

content and settings into the current page. 

5. In the Page Name text box, the template name is displayed. Use this name or enter a new name as preferred. 

6. At Parent Page, select <None Specified> to set this page as a parent page - OR - Select the parent page from 

the drop down list. Note: Page Editors can only select parent pages which they are editors of. 

7. At Insert Page, select from these options to choose the location of the new page in the menu: 

 Select a page from the drop down list and then select to add the new page either Before or After that 

page in the menu on the current level.  

 Select Add to End to add the new page to the end of the menu on the current level. 

8. At Redirect Mode? select the page to be directed to following import: 

 Select View Imported Page to be redirected to the newly created page. 

 Select Edit Imported Page to be redirected to the Page Settings page of the newly created page to 

configure page settings immediately. 

9. Click the Import button. 
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Edit Page 

To edit contents in the website, you will have to login as a CMS administrator using your CMS administrator 
Credentials.  
 
1. Choose the page that you wish to edit.  
2. Hover on Edit page button at the top right corner of the screen.  
 

 

3. Hover-ing on ‘Edit Page’ will display a dropdown screen as below.  

4. Click on ‘Edit Page’ button or check ‘Stay in Edit Mode’ to start editing the web page.  
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Mobile Preview: Opens the Mobile Preview pop up that allows users to see how the current page is displayed on 

a mobile device. See "Previewing a Mobile Device Site" 

Page Settings: Opens the Page Settings page for the current page. The Permissions tab is only display to user with 

Full Control. See "Setting Page Details" and See "Configuring Advanced Page Settings"  

Page Appearance: Opens the Page Settings page with the Appearance section of the Advanced Settings tab 

expanded. See "Configuring Advanced Page Settings"  

Page Permissions: Opens the Page Settings page for this page with the Permissions tab. See "Setting Page 

Permissions"  

Export Page: Link to export a page.  

How to export a page which will be saved as a page template which can then be imported into any DNN site 

1. Navigate to the required page.  
2. On the ControlBar, hover over the Edit Pages menu option and then select Export Page 
 

 

Make Private: This will give you options to make a Page only visible to Administrator. 



 Municipal Workplace and Neighborhood Challenge Website- User Manual 

Page 28  Private and Confidential  
 

6.2 Edit Contents 

To edit contents in the website, you will have to login as a CMS administrator using your CMS administrator 
Credentials.  
 
1. Choose the page that you wish to edit.  
2. Hover on Edit page button at the top right corner of the screen.  
 

 

3. Hover-ing on ‘Edit Page’ will display a dropdown screen as below.  

 

4. Click on ‘Edit Page’ button or check ‘Stay in Edit Mode’ to start editing the web page.  

5. Each Module will be listed with editing options on the right corner.  

 

 

And hover over the pencil icon on any of the modules and choose “Edit Content”. This set of icons is always on 
the upper right side of the module.   
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** If you do not see these tools make sure you are in Edit Mode in the upper right corner. When you click “Edit 
Content”, you will be brought to the HTML editor screen, which looks similar to using MS Word. 
 
When you click “Edit Content”, you will be brought to the HTML editor screen, which looks similar to using MS 

Word. If you do not see the graphical interface make sure Rich Text Editor is checked. Basic Text Editor gives you 

only HTML code.  

 

 
If you hover over an icon on the tools, a tooltip will come up, giving details as to what the button is. 
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Each Editor Page will have options to toggle between Design, HTML, and Preview mode. 

 Design- Design mode will let administrators to change contents graphically.  

 HTML – HTML mode will show the coding part of the graphical screen (Design) 

 Preview- Preview mode will display the output before you save the contents to Live.  

 

Bottom section of the editor will display buttons allowing users to Save, Cancel, Preview or view Version History.  

 

Previewing a Mobile Device Site 

How to preview a mobile device site using the Preview mode on the Control Panel  

1. Select Edit Page > Mobile Preview from the ControlBar.  

 

2. Select a device profile from the Profile drop down list.  
3. These profiles are the same Device Profiles found in the Device Preview Management Module.  
4. At Orientation, choose Portrait or Landscape as the viewing angle. Depending on the particular device profile, 

Portrait mode can be a wider viewing angle than Landscape, one example is the BlackBerry Playbook default 

profile.  
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5. At Enable Device Detection, select this to enable Redirections on the previewed page. Enabling this option will 

simulate the device experience. If the selected device profile from Step 1 satisfies any of the defined Redirection 

Rules, the Preview will show the page that it would be redirected to. Disabling this option, the preview will only 

show the current page in the defined aspect ratio, no redirects will occur. Redirects will also occur if the current 

viewing device satisfies any of the defined Redirection Rules.  

6. At Show Dimensions, shows the screen dimensions defined for the specified device profile 

 

Page Settings 

All site pages include a wide range of settings that allow Page Editors and Administrators to manage and 

customize the page. Page Details, Permissions and Advanced Settings are available for all pages. Localization 

Settings are only displayed if content localization is enabled on the site. 

 

Setting Page Details 

How to set page details for new and existing pages using the Page Settings page. Note: The Page Name field is the 

only mandatory field. 
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1.  To update the settings of an existing page, navigate to page and then select Page Settings from the Edit Page 

menu on the ControlBar. Users who are adding a new page are already on this page. 

2. Select the Page Details tab.  

3. In the Page Name text box, enter a name for the page. If this page is displayed in the menu, this will be the 

name in the menu. E.g. About Us  

4. In the Page Title text box, enter a short, descriptive sentence summarizing the page content. The title is used 

by search engines to identify the information contained on the page. It is recommended that the title contains at 

least 5 highly descriptive words and does not exceed 200 characters.  

5. The Page URL field will display the current site alias next to the URL for existing pages only. When a page is first 

created, the Page URL field shows the canonical URL for the page as generated by the system, however this URL 

can be overridden by entering a new URL at this field or by editing this field on existing pages in one of these 

ways:  

 In the Page URL text box, enter a custom URL for this page (e.g. About Our Company). The URL will be 

checked for validity and any illegal characters will be removed when the page is updated.  

 Leave or change this field to blank to use the Page Name as the URL.  

6. At Do Not Redirect, mark the check box to exclude this page from any rules that may include it in a redirection 

- OR - unmark the check box to include this page in redirection rules.  

7. In the Description text box, enter a description of the page content. The description is used by search engines 

to identify the information contained on the page. It is recommended that the description contains at least 5 

words and does not exceed 1000 characters.  

8. In the Keywords text box, enter key words for this page separated by comma.  

9. At Tags, click on the drop down list and mark the check box beside each tag to be associated with the content 

of this page. Page tagging is a way of categorizing content for more meaningful search results. Tags can be 

created by users or editors  

10. At Parent Page, select from these options:  

 Select None Specified to set this page as a parent page which, if visible in the menu, will be displayed in 

the top level of the menu.  

 Select the parent page from the drop down list. Pages are listed in the order they appear in the menu by 

default, however users can choose to order them in A-Z or Z-A order, or perform a search for all or part 

of a page name. Users can only choose from select parent pages. In DNN Platform, users must be granted 

Edit Page permissions and in Evoq Content and Evoq Content Enterprise, users must be granted either 

Add or Full Control.  

11. For new pages only: At Insert Page, select from these options to choose the location of the new page in the 

menu:  
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 Select a page from the drop down list and then select to add the new page either Before or After that 

page in the menu on the current level.  

 Select Add to End to add the new page to the end of the menu on the current level.  

12. Optional. Set a page template that allows modules with optional content to be added to a new page. Note: 

This option is not available when copying a page. Complete the following to set the template for this page: 1. At 

Template Folder, select the folder where the required template is located. 2. At Page Template, select the 

required template.  

10. At Include in Menu?, mark the check box to include this page in the menu - OR - unmark the check box to 

hide the page.  

11. Click the Update Page or the Add Page button. 

 

 

Setting Page Permissions 

Administrators and Page Editors (users who have been granted Edit Page permissions for the page) can set access 

to view, edit and manage pages and page content. 
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Tip: When setting Permissions, users can change the selection at Filter By Group and set permissions for any of 

the roles within that group before updating. 

1. Go to the required page. 

2. Select Page Permissions from the Edit Page menu of the ControlBar. This displays the Permissions tab that 

shows the current page permissions for Administrators, All Users, Registered Users and any other role or user 

who has been granted permission to this page. 

3. Optional. To remove all permissions for a user or role, click the Delete button in the Actions column. 

4. Optional. To only modify permissions for roles and users that are already displayed on the page, skip to from 

Step 7. 

5. Optional. To set permissions for individual users that aren't displayed, begin entering the user's display name 

into the Display Name text box and select the matching record. Repeat to add additional users and then click the 

Add button. 

6. Optional. To add permissions for a role that isn't displayed, select one of the following options from the Filter 

By Group drop down list, choose a role from the Select Role drop down list and then click the Add button: 

 < All Roles >: Select to view all roles. This includes both global roles and roles within groups. 

 < Global Roles >: Select to only view roles that are not associated with a Role Group. E.g. Administrators, 

All Users, Registered Users, Unauthenticated Users, etc. 

7. In the View Page column, click on the check box beside a user/display name repeatedly until the correct 

permission is displayed. 

 Permission Granted: Permission to view the page is granted. 

 Permission Denied: Permission to view the page is denied. This permission overrides all other 

permissions. 

 Not Specified: Users cannot view the page or its children unless they belong to another role that has 

been granted this permission or they have been granted Edit Page permissions. 

 Delete: Select to remove permissions from a user or role. 

8. In the Edit Page column, click on the check box beside a user/display name repeatedly until the correct 

permission is displayed. 

 Permission Granted: Permission to edit the page is granted. 

 Permission Denied: Permission to edit the page is denied. This permission will override any other 

permissions that have been granted. 

 Not Specified: Users cannot view the page or its children unless they belong to another role that has 

been granted this permission or they have been granted Edit Page permissions 

 Delete: Select to remove this permission from a user or role. 
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9. Click the Update Page button. 

 

 

Copy a Page 

Please click here to see how to copy pages 

Configuring Advanced Page Settings 

How to set the advanced settings for new and existing pages 

Note: All advanced page settings are optional.  

1. Users who are updating the settings for an existing page should navigate to page and then select Page Settings 

from the Edit Page menu on the ControlBar.  

2. Select the Advanced Settings tab.  

3. Go to the Appearance section.  

 1. At Icon/Link Type, select the image to be displayed beside the page name in the menu if the menu in 

 use shows Page icons. This image is also used as the Small Icon for any Console module relating to this 

 page. Select the location of the required icon from these options:  

 File (A File On Your Site), select an existing image (See "Setting a File Link") - OR - Drag and drop 

a new image from your computer onto the "Drop File(s) Here" area - OR - Click the Upload File 
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button and upload a new image - OR - Remove the icon by selecting < None Specified >at the File 

field.  

 System Image: Select to display an icon that is supplied with this application and then select the 

image from the drop down list.  

 

2. At Large Icon, use the same steps as for the above field to remove or select an image to be used as the 

large icon for any Console that displays this page.  

 

3. At Page Theme, select a skin from the drop down list or select < None Specified > to use the default 

skin for this site.  

 

4. At Page Container, select a container from the drop down list. Note: The default option of < None 

Specified > uses the skin is set as the default for this site.  

 

5. In the Page Stylesheet text box, enter the name of the stylesheet to be used for this page only and 

then click the Preview Skin and Container button to view the combination of the styles selected at the 

above three fields. Note: Stylesheets must be uploaded to Digital Asset Management (Admin > File 

Management). 

 

6. Existing pages may display the Copy Design to Descendants field that copies the design options saved 

on this page to all child pages.  

 

7. At Disabled, select from these options:  

 Mark      the check box if the page name is not a link. This mean nothing will happen when a user 

clicks on the page name in the menu. This option is typically selected for a parent page to provide 

a way for users to navigate to its child pages.  

 Unmark     the check box for this page name to be a link to the page. This is the default option.  

 

8. In the Refresh Internal (seconds) text box, enter the interval to wait between automatic page 

refreshes. (E.g. enter "60" for 1 minute or 60 seconds.) Leave field blank to disable.  

 

9. In the Page Header Tags text box, enter any tags (i.e. meta-tags) that should be rendered in the 

"HEAD" tag of the HTML for this page.  
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4. Expand the Cache Settings section and choose the Output Cache Provider to use for this page from these 

options:  

 FileOutputCachingProvider: Choose this option to save cached items to a file system. This option 

is suitable for a shared hosting environment.  

 DatabaseOutputCachingProvider: Choose this option to save cached items to the database.  

  MemoryOutputCachingProvider: This is the fastest caching method. Select this option if the web 

site has a large amount of RAM allocated. This is typically not suitable for a shared hosting 

environment.  

 

5. Expand the Other Settings section.  

 1. At Secure? Mark the check box to force this page to use a secure connection or secure socket layer 

 (SSL). This option requires a SuperUser to configure the SSL Settings.  

 2. At Allow Indexing, mark the check box if the page should be indexed by search crawlers using the 

 INDEX/NOINDEX values for ROBOTS meta tag - OR - unmark the check box to disable.  
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 3. At Site Map Priority, enter the desired priority (between 0 and 1.0). This helps determine how this 

 page is ranked in Google with respect to other pages on the site. The default setting is 0.5.  

 4. At Start Date, click the Calendar button to select the first date the page is viewable and then click the 

 Time button to adjust the default time of 12:00 AM if required.  

 5. At End Date, select the time and date when the page will expire.  

 6. At Link URL, you can set this page to function as a link that navigates to any URL, a site page or file 

 rather than displaying the page itself. To set this function, select or add the link. See "Setting a URL Link", 

 See "Setting a Page Link", See "Setting a File Link"  

 

  1. Optional. At Permanently Redirect?, mark  the check box to redirect this URL to the Link URL as 

  set in the previous field. This allows Search Engines to modify their URLs to directly link to the  

  Link URL. Note: This setting is ignored if the Link Type is set to None.  

 

 7. Click the Add Page button for new pages or the Update Page button for existing pages.  
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Setting a URL Link 

How to set a URL link to any resource or file available on the Internet including website domains, web pages, files, 

or images? 

If a URL has already been links to using the Link Control, it may be available to select from a drop down list. Note: 

This tutorial assumes the Link Control is currently being view, which means the user is currently editing or adding 

an item on the Edit Page of a module or are on a Settings page. 

1. At Link Type, select URL (A Link To An External Resource ).  

2. In the Location (Enter the Address of  the Link) text box, enter a new URL into the text box - OR - Click the 

Select An Existing URL button and select a URL from the list of the existing URLs. 

 

Setting a Page Link 

How to set a link to an existing page on the site using the Link Control? 

1. At Link Type, select Page ( A Page On Your Site ).  

2. At Select A Web Page From Your Site, select the page from the drop down list. Note: Pages that are not 

included in the menu and which have not been given a Parent page will be displayed at the end of this list. 
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Setting a File Link 

1. At Link Type, select File (A File On Your Site ). 

2. At Folder or File Location select the folder where the file is located. This will populate the File Name field 

below with the first file in this folder. Note: My Folder is the personal folder of each user. 

3. At File or File Name, select the file from the drop down list 

6.3 Insert Media 

Inserting Images 

How to insert an image using the Rich Text Editor? 

1. Click the Insert Media button and select Image Manager from the drop down list - OR - Use the keyboard 
shortcut CTRL + G. This opens the Image Manager. 
2. Navigate to and select the required image.  
3. Optional. In the Image Editor, use the Best Fit, Actual Size, Zoom In and Zoom Out buttons to modify the 
previewed image - these changes cannot be saved. 
4. Optional. Click the Image Editor button to edit the way the image is displayed. 5. Optional. Click the Properties 
tab and set image properties. See "Setting Image Properties". 
6. Click the Insert button. 
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Editing an Image 

How to edit an image using the Rich Text Editor?  
1. Right-click on the image and select Properties... from the drop down list to open the Properties window. 

 To change the image click the Image Manager Button displayed at the Image Src field and then locate 
and select the new image. 

 Modify any other properties as required. See "Setting Image Properties". 
2. Click the OK button. 
 
Tip: The new image will inherit the properties of the previous image. 
 

Setting Image Properties 

How to set the optional properties of an image using the Image Manager of the Rich Text Edit 
 
1. If the image has already been inserted, right-click on the image and select Properties... from the drop down list 
- OR - Click on the Properties tab of the Image Manager if currently adding the image. 
2. Click the Lock Ratio / Unlock Ratio button to unlock or lock the width/height ratio at any time. Unlocking the 
ratio enables the width and/or height to be modified independently. 
3. In the Width text box, enter the width in pixels which the image will be displayed as. 
4. In the Height text box, enter the height in pixels which the image will be displayed as. 
5. At Image Alignment, click the Alignment Selector button and select the alignment for this image. 
6. At Border Color, click the Color Picker button and select the border color. Note: A border width must be 
entered to display the border. 
7. In the Border Width text box, enter the pixel width for the border - OR - Use the Increase and Decrease 
arrows. 
8. In the Alt Text text box, enter the alternative text for this image. 
9. In the Long Description text box, enter the long description for this image. 
10. At Margin, enter a pixel value or use the Increase and Decrease arrows to add spacing between the image 
and the text. Spacing can be added to the Top, Bottom, Right and Left of the image. 
11. At CSS Class, select a class for this image. 
12. Click the OK button. 
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6.4 Managing links (as attachment files) 

Adding a URL Link 

How to insert a link to a URL located on another web site using the Rich Text Editor. 

1. Highlight the text/object for the link - OR - Place the cursor where the link will be inserted. 

2. Click the Hyperlink Manager (CTRL + K) button. This opens the Hyperlink Manager with the Hyperlink tab pre-

selected. 

3. In the URL text box, enter the URL address for this link. 

4. Optional. In the Link Text text box, enter the text for this link. Any text highlighted at Step 1 will be shown 

here. Note: This field is not displayed when adding a link to an image. 

5. Optional. At Target, select the target window for this link. 

6. Optional. In the Tooltip text box, enter a tool tip to be displayed when a user places their mouse over this link. 

7. Optional. At CSS Class, select a class for the link - OR - Select Clear Class to use the default class 

 

 8. Click the OK button. 
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4. Click on ‘Document Manager’.  

 

5. You will see another popup like below. Choose ‘Files’ and ‘Upload’ button.  
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6. Add the files here and hit ‘Upload’ button.  
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6.5 Inserting Documents 

How to insert a document using the Rich Text Editor? 

1. Click the Insert Media button in the toolbar and select Document Manager from the drop down list. This 

opens the Document Manager. 

2. Navigate to and select the required document.  

3. Optional. In the Link Text text box, modify the text associated with this document. The filename is used by 

default. 

4. Optional. At Target select the target window for this link. 

5. Optional. In the Tooltip text box, enter a tool tip to be displayed when a user places their mouse over this link. 

6. Optional. At CSS Class, select a class for the document link. 

7. Click the Insert button 
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Setting Document Properties 

How to set/edit the optional properties of documents inserted using the Rich Text Editor 

1. Right-click on the document and select the Properties... button from the drop down list to open the Hyperlink 

Manager. 

2. Add/edit the link, anchor or email address as required. 

3. Click the OK button. 

  

6.6 Managing Anchors 

1. Place the cursor where the anchor will be inserted - OR - Highlight the text or object for the anchor.  

 Note: Text may display link formatting even though there is no link. 

2. Click the Hyperlink Manager (CTRL + K) button. This opens the Hyperlink Manager. 

3. Select the Anchor tab. 

4. In the Name text box, enter an anchor name. 

 5. Click the OK button 

Deleting an Anchor 

Option One: If the anchor has been created by first selecting text or an object, select the linked text or object and 

then click the Remove Link button or use the keyboard shortcut CTRL + SHIFT + K. 

Option Two: If the anchor has been added to the editor by placing the cursor in a location within the Editor, then 

select the HTML tab, locate and delete the anchor HTML which looks something like this <a name="anchor 

name"></a> 

 

6.7 Logout 

Clicking on this menu will logout the application 
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7 Team Admin – (For Workplace Challenge) 

A Team admin will be able to register for a challenge using ‘Register’ button. Registration does not need any 

approval from super administrator. Using the credentials, team administrator can login to the application using 

http://YOURDOMAINNAME.municipalchallenge.com/SigninPage 

 

After logging in, a Team admin would see website’s homepage along with this personal details.  

 User Manager 

 My Info 

 Progress Chart 

 My Dashboard 

 Logout 

 

7.1 User Manager 

A Team admin can create users for his workplace and assign him rights to attend a survey. Whenever a score is 

been updated, the change will be emailed to Team admin.  

http://yourdomainname.municipalchallenge.com/SigninPage
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Add User: 

 

Create Users and assign him rights as Team administrator or assign him surveys. Clicking on ‘Create New User’ 

will create new users. They will be notified with their credentials.  

7.2 My Information  

A Team admin would be able to change all the below fields.  

 First Name – Text box - Editable 
 Last Name – Text box - Editable 

 Group / Neighborhood: – Text box - Editable 

 Phone: – Text box - Editable 

 Email: – Text box – Editable 

 Password – Text box – Editable 

 New Password - Text box – Editable  

 Confirm Password - Text box – Editable 

 Include Leader board report-checkbox  Team admin can decide whether his company’s 
performance needs to be displayed for super administrator’s Leader board report or not.  

 
 

7.3 Progress Chart 

 



 Municipal Workplace and Neighborhood Challenge Website- User Manual 

Page 49  Private and Confidential  
 

Team Admin can see the progress of his Workplace’s performance date wise here.  

 

7.4 My Dashboard 

Dashboard section will display list of scorecards created and team’s performances.  

 Scorecard Name 

 Current Score 

 Level (Bronze, Silver, Gold  ...) 

 Options to take questionnaire (GO button) 

will be displayed.  
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Clicking on ‘Go’ button will allow users to take up the questions and save the form.  
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Clicking on ‘Go’ button will display the list of questions set in backend and based on each answers’, scores will be 

calculated and displayed in dashboard page.  

7.5 Logout 

 
This will log out the Team user from the application.   
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