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CHAPTER 1: INTRODUCTION 

 

This chapter introduces you to the SilverStripe CMS and covers basic 
topics such as CMS sections, navigating the sitemap, and working 
with panes and different views. 
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LAUNCHING AND LOGGING IN TO SILVERSTRIPE CMS 
 
To access the SilverStripe CMS, you will need a username and password. If you don't have login details, 
contact the person or organisation who created your website. 

1 Open your web browser. We recommend using the latest version of your browser (Internet Explorer 7, 
Firefox 3) for the best experience. 

2 Type in your website address, followed by "/admin", e.g., http://www.yoursite.com/admin.  

3  

4 Hit Enter or click Go on your browser. This takes you to the Login page.  

 

5 Enter your email address and password, then click the Log in button. This takes you to the CMS main 
screen. 

 

 

 

 

 
 
 

• If you select Remember me next time?, the login fields will 
pre-populate the next time you log into the CMS.  Only use 
this option on a computer where you alone have access. 

• If you can’t remember your password click on I've lost my 
password. You’ll be asked to enter your email address and 
will receive an email with a link that allows you to reset your 
password.  

• If you are managing other CMS users and want to reset a 
password for somebody else, refer to “Adding A Member To 
A Group”, P122.  
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ELEMENTS OF THE SCREEN 
 
The SilverStripe CMS administration screen is fundamentally divided into two, where the left side displays a 
hierarchical navigation pane of items (e.g. pages, images, newsletters etc) and the right side displays the 
content and details of the currently selected item. Additional, smaller panes may be displayed depending on 
the item currently selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 Name Description 

1 Navigation Icons These icons enable you to navigate to and edit the four main groups of items within 
SilverStripe CMS; Content, Files & Images, Newsletters and Security. Click on the 
relevant icon to display the associated information in the current window. 

2 Contents pane The pane on the left side of the screen displays the contents of the selected section in a 
hierarchical format. The existence of, and access to, sublevels of items is indicated by a 

plus icon . 

3 Edit Page pane Once you have selected an item in the left pane, the contents and properties of that item 
will be displayed in the right pane on a number of tabbed pages. These tabbed pages may 
contain a subset of tabbed pages. A toolbar is displayed at the top of the page. This pane 
enables you to edit the content and properties of selected items. 

4 Navigation tabs and 
sub-tabs 

These tabs and their collection of sub-tabs group the contents and details of the currently 
selected item. This enables you to easily locate the information or property that you 
require. 

5 View tools These three tools enable you to switch between the three views available within 
SilverStripe CMS. 

 
 

1 

2 

4 

5 

3 
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THE SILVERSTRIPE CMS SECTIONS 
 
There are currently six sections within SilverStripe CMS: Site Content, Files & Images, Comments, Reports, 
Security and Help. These sections are accessible by clicking on the relevant icon at the top of the 
SilverStripe CMS interface. A description of each is tabled below. 
 

 

1 Click on one of the four icons to switch to the corresponding section and change the contents of the 
screen 

The Help icon is also noted in the table below, as it is additionally displayed in the SilverStripe CMS 
window: 

 
 

Icon Description 

Site Content 

 

This section enables you to access and edit the content of the pages on your website. 
The navigation pane on the left side allows you to drill down through the levels of 
organisation of website information and find the relevant page. Once you click on a page, 
the contents and properties of that page are displayed in the opposite pane. 
Additionally, two extra tabs are displayed in the left pane that enable you to display a 
History of editing events and a list of Reports incorporated within the system (e.g. a 
report might list all blank pages, or all pages edited within a timeframe etc). When you 
click on either tab, an additional pane is displayed. Repeat the action to hide the pane. 

Files & Images 

 

Files and images include all the files listed on page 78 that have been uploaded and 
therefore able to be incorporated in the web pages as a part of the website. By clicking 
on the Files & Images icon, the screen will display a list of all folders containing uploaded 
files and images. This hierarchical view enables you to locate and select the file you wish 
to edit, delete or move. 

Comments 

 

Newsletters enable you to communicate, via email, with clients. The Newsletter section 
enables you to construct and send newsletters. You are also able to set up mailing lists to 
simplify the process of sending. 

Reports 

 

This section enables you to add website reports, so you can access the online report 
information in SilverStripe CMS. 

Security 

 

The Security section enables you to set up and administrate users and user groups. The 
various security groups are displayed in the left pane and the details of the selected 
group are displayed in the right pane. Amongst other things, this enables you to add and 
remove members from selected groups and control the access these users have to web 
pages. 

Help 

 

The Help tab enables you to access the online Help information related to the SilverStripe 
CMS. 
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NAVIGATING THE SITE MAP 
 
The hierarchical tree structure or “site map” displayed in the left pane of the SilverStripe CMS window 
enables you to easily navigate your website content, thereby locating the item that you are looking to edit. 
Items are arranged in groups (“branches”) and you can expand and collapse branches of the tree to display 
or hide the contents. A range of different icons are used to distinguish items within the tree. These icons are 
described in the table below. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Move the mouse pointer over a plus icon  to the left of a page in the Site Content and Structure 
pane 

The pointer will change to a hand icon… 

 

3 Click on the plus icon   

That particular branch of the tree will be expanded to display the contents contained within. The contents 
will display another level of pages. Once you have clicked on a plus icon, it will change to a minus icon 

, enabling you to collapse (hide) the structure again… 
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4 Move the mouse pointer over the plus icon  to the left of a page on the second level 

 

5 Click once to display the contents of the sublevel page 

You can continue in this way to “drill down” through the hierarchy of pages in the site map, to locate the 
page you are looking to edit… 

6 Click on the minus icon  next to a page to hide the contents of that page 

This action collapses the tree structure, so that the contents of pages are hidden once again. As you 
only have a limited space on the screen to view the pages in the site map, it makes sense to collapse 
those pages that you are not interested in at that time… 
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WORKING WITH THE PANES 
 
The two panes displayed in the SilverStripe CMS interface display a variety of options which enable you to 
extend the immediately visible functionality. In particular, the left pane within the Site Content section 
displays a number of such features. You are also able to adjust the dimensions of the panes. 
 

1 Click on the Site Content tab to display the Site Content window 

 
First let’s look at adjusting the width of the panes… 

2 Move the mouse pointer over the vertical junction of the two panes 

The mouse pointer changes to a single-headed arrow icon… 

 

3 Hold down the left mouse button and drag to the right 

4 Release the mouse to adjust the width of the panes 
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You can also display additional panes on the left side… 

5 Click on the History tool  to display the additional pane 

Notice that the two arrows are now pointing upwards and the tab has expanded, to indicate that the pane 
is displayed… 
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6 Click on the Reports tool  to additionally display this pane 

Now all three panes are displayed on the left… 

 

7 Click on the History tool  and Reports tool 
 to hide the panes 
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VIEWS WITHIN SILVERSTRIPE CMS 
 
There are a number of views within SilverStripe CMS, accessible via a toolbar at the bottom of the 
application window. The three tools enable you to switch between the views: CMS, Draft Site and Published 
Site. A comparison of the three views is shown below and they are explained more fully later in this manual. 
 
 

 

The Draft Site shows 
the page content in the 
site’s template and 
therefore gives you an 
idea of how the page 
will appear when 
published and viewed 
live. 

The Published 
Site shows the live 
content in the 
site’s template. 

The CMS tool displays the 
SilverStripe CMS view which 
displays the stage content in an 
editable format. Once changes are 
saved, you have the option to 
publish those changes to the staging 
site. 

The View 
tools 
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ACCESSING HELP 
 
An integrated Help tool offers you online assistance within the SilverStripe application. The Help information 
will also be made available for download and viewable as a web page in future. 

1 Click on the Help tab  to display the Help window 
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CHAPTER 2: THE CONTENT EDITOR 
 

The Content Editor enables you to edit the content of your web pages 
including text, images and hyperlinks. In addition, you can also: 

• reorganise the pages by changing their location within the site 
map 

• add, remove and hide pages 

• view the draft and published sites 

• set up access rights for users 

These features are accessible through the Site Content section of the 
SilverStripe CMS and will be covered in this chapter.. 
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 WORKING WITH PAGES 
In this section we will work within the Site Content section and look at 
how a user edits a page and its contents. This will involve: 

• locating a page 
• making and undoing changes 
• adding content 
• copying content from Microsoft Word 
• formatting content 
• editing tables 
• adding and removing hyperlinks 
• inserting symbols 
• adding a graphic 
• saving changes 
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THE SITE CONTENT WINDOW 
 
The Site Content window is the one most commonly used. Within this window you are able to edit the web 
pages and their content and arrange or delete the pages in the website. The Site Content window and the 
elements that make up that window are displayed and described below. 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 Name Description 

1 Site Content tab Click on this icon to display the Site Content window. 

2 Site Content and 
Structure pane 

Displays the hierarchy of pages within your website (i.e. the “site map”). Pages 
displayed below other pages form a child/parent relationship. Child pages are 
displayed on the website as a menu/list of links on the parent page. 

3 Edit Page pane Displays the contents and properties of the page currently selected in the My Site 
pane, grouped within a number of tabbed pages. These pages may contain a 
subset of tabbed pages. 

4 Site Content toolbar These tools enable you to save or cancel editing changes made to the web pages 
and to publish those changes to the website. 

5 Tabbed pages The tabbed pages group the contents and properties of the currently selected 
page. The options on these pages enable you to control the content and 
behaviour of pages. The tabbed pages will vary depending on the page type 
currently selected (e.g. page, newsletter subscription form, news section etc). 

6 Subset of tabbed pages 
(sub-tab pages) 

The tabbed pages (above) may contain a subset of tabbed pages, to further 
group content and properties. The sub-tabs will vary depending on the tabbed 
page currently selected. 

 
 

4 

3 1 

2 5 
6 
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The items in the Site Content pane are distinguishable by the associated icon, as described in the table 
below: 
 
Icon Description 

 
This icon represents your website and contains all of the pages listed below it. 

 
This icon represents a page within the website. Some pages (parents) can have children pages, 
thereby creating sublevels of pages. 

 As above, but additionally contains a link (to another item) that has been broken. 

 A page within the website that acts as a redirector to another page. 

 This icon represents a Search page on the website and holds the results of a search. 

 This icon represents either a News Holder or a News Article page on the website. These can be 
displayed by clicking on the Latest News icon. 

 
This icon represents a Contact Form on the website and enables you to create custom forms submitted 
by email. 

 
This icon indicates that the page has been changed on the staging site. This status will be removed 
once the page has been published. 

 
This icon indicates that the page is new and thereby only exists on the staging site. This status will be 
removed once the page has been published. 

 
This icon indicates that the page has been deleted on the staging site. It will still exist on the live site 
until it has been deleted from there. 

 
This icon represents a Blog Holder on the website. 

 
This icon represents a Blog page.  This can be displayed by clicking on the Blog Holder icon. 

 
This is a folder icon.  It visually represents pages within the page. 

 
This is a product icon.  It is used in the E-commerce module to show that this is a product page. 

 
This is a forum icon.  It is used in the Forum module and holds all the discussion topics. 

 
This is a Flickr icon.  It allows you to pull images from Flickr to your site by matching your Group ID, 
Tag(s) or Photoset ID. 

 
This is a YouTube icon.  It allows you to display YouTube videos by matching your YouTube 
Username, Tag(s), Search Phrase or Playlist ID. 
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FINDING A PAGE 
 
The first step to editing or viewing a page is to locate it within the site map. All of the pages within your 
website will be represented in the site map (or tree) and typically the page that you are looking for will exist 
within another page, thus creating the “branching tree” notion. By using the plus and minus icons, you are 
able to display and hide the contents of pages, thus revealing the page you require.  
 
Many websites utilise “breadcrumb” navigation within pages to display the route that you have taken through 
the website to arrive at the current page. An example might appear as:  
 
Ecommerce» DVDs » Science Fiction » Daft Robot 
 
Based on this breadcrumb, you could logically assume that the page you are currently viewing is located in 
the site map in the following location: 
 

 

1 Click on the Site Content tab to display the Site Content window 

2 Click on the plus icon  next to the page within which the page you require is located 

This will display the (child) pages located below and linked to the currently selected (parent) page… 

 

3 Continue to click on the plus icons  to locate the required page 

This process will “drill down” the levels of the site map, enabling you to locate the page you require… 
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If you expand a branch of the site map inadvertently, simply click on the minus icon  to hide the 
details again… 

4 Once you can see the page that you require, click on the page icon or title to display the contents in the 
Edit Page pane – this page is now ready to edit 

 

You can also navigate to a particular page 
via the staging site. Simply click on the 
Draft Site tool at the bottom of the 
window, to launch the draft site, use the 
hyperlinks to navigate to the relevant page 
and then click on the CMS tool. This will 
launch the SilverStripe CMS interface and 
load the current page into it. 
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ADDING A HEADING 
 
Headings are added to a page by entering the text into the “Content” field on the “Content” tab. Text is 
distinguished as a heading by applying a Heading style. Styles are selected from the Style tool in the toolbar 
and the styles available are determined by the web developer. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

4 Click on the Content tab in the Edit Page pane to display the Content page 

5 Click on the Main sub-tab to display the details 

The “Main” sub-tab is located on the “Content” page… 

6 Click in the Content field to position the insertion point 

 

 

7 Type the heading text 



 SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

 The Content Editor » Working with Pages » Adding a Heading 
 

  19 

 

8 Click on the drop arrow  of the Paragraph Style tool to display the list of available styles 

These styles have been created by your web developer. 

 

9 Click on the appropriate Heading style (e.g. Heading 2) to distinguish the text as a heading 

The style will be applied to the paragraph in which the insertion point is positioned. 
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ADDING CONTENT 
 
If you are familiar with a word processing application, such as Microsoft Word, then you will be competent in 
adding content to a web page. By using the mouse to position the insertion point, you are able to determine 
where text will be entered, then simply type the information as required. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

4 Click on the Content tab in the Edit Page pane to display the Content page 

5 Click on the Main sub-tab to display the details 

The “Main” sub-tab is located on the “Content” page… 

6 Click in the Content field to position the insertion point 

7 Type the text that will constitute the content of that page on the website 
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CREATING PARAGRAPHS 
 
To improve the legibility of web pages, you should ensure that there is sufficient “white space” – that is, the 
parts of the page that contain no items (e.g. text or images) and is therefore blank. One way to introduce 
white space on a page is by grouping information into paragraphs and introducing space between the 
paragraphs. Having text separated into paragraphs also makes text more manageable and enables you to 
utilise different styles on the page. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

4 Click on the Content tab in the Edit Page pane to display the Content page 

5 Click on the Main sub-tab to display the details 

6 Click in the Content field to position the insertion point 

7 Type the paragraph text 

 

8 Press [Enter] 

This effectively ends one paragraph and moves the insertion point down to create a new paragraph… 
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9 Type the text for the following paragraph 

 
 
You can now apply different styles to the two different paragraphs… 

10 Click on the drop arrow  of the Styles tool  and select the style you want to apply 

The style is applied to the paragraph in which the insertion point is currently positioned… 
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You could then simply click in other paragraphs and repeat step 10 to apply different styles to different 
paragraphs. 

 
 
 
 
 

  

• To delete the space between paragraphs, 
thereby joining them into a single paragraph, 
click at the end of the first paragraph and press 
[Delete]. 

• Alternatively, position the insertion point to the 
left of the first character in the second 
paragraph and press [Backspace]. 

• If the two paragraphs have different styles 
applied to them, the newly merged text will 
adopt the style of the first paragraph. 
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USING THE TOOLBAR 
 
A formatting toolbar within SilverStripe CMS enables you to make formatting and editing changes to pages 
and the objects within pages (e.g. images, tables etc). The toolbar is only available in the Site Content and 
Newsletters sections. The collection of tools displayed is described in the table below. 
 
 

 
 
 

1 Click on the Site Content tab to display the Site Content window 

2 Click on a page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

3 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

4 Click in the Content field to position the insertion point 

The tools are now activated… 

 

 
Icon Name Keyboard shortcut 

(if available) 
Description 

 

Bold, 
Italic, 
Underline 

[Ctrl] + [B] 
[Ctrl] + [I] 
[Ctrl] + [U] 

Enable you to apply bold, italics and 
underline format to selected text. 

 

Strikethrough  Enables you to apply a strikethrough 
effect to selected text. Useful for 
marking-up deletions that need to be 
made on a page. 

 

Align Left, Align 
Centre, Align Right, 
Justify 

 Enable you to apply one of four 
alignment types to selected text. 

 

Apply Style  Enables you to apply certain styles to 
your page, eg, adding image styles to 
a link (pdf, word, excel, images etc). 

 

Apply Format  Enables you to apply a pre-defined 
style to the text and headings on a 
page. Styles enable you to maintain a 
consistent look within the web pages. 

 

Bullet-point list, 
Numbered list 

 Enable you to apply bullets or 
sequential numbering to selected 
paragraphs. 

 

Outdent, Indent  Enable you to decrease or increase 
the level of indentation of selected 
text. 
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Icon Name Keyboard shortcut 
(if available) 

Description 

 

Block Quote  Allows you to describe selected text 
as a quote. 

 

Insert Horizontal Line  Inserts a horizontal line across the 
page at the position of the insertion 
point. Useful for creating a visual 
separation between paragraphs. 

 

Insert Symbol  Enables you to insert custom 
characters such as © and ™. 

 

Undo, 
Redo 

[Ctrl] + [Z] 
[Ctrl] + [Y] 

Enable you to undo the previous 
action(s) and, once undone, redo the 
action if you change your mind. Once 
a page is loaded, all actions are 
recorded and can therefore be 
undone. If you view another page or 
reload the current page, the undo 
history list is cleared. 

 

Cut, 
Copy, 
Paste 

[Ctrl] + [X] 
[Ctrl] + [C] 
[Ctrl] + [V] 

Enable you to cut or copy selected 
information and then paste that 
information e.g. useful for moving 
information between pages. 

 

Paste Plain Text 
Paste from Word 

 Enables you to paste copied text 
without styling. 
Enables you to paste copied text from 
a Word document. 

 

Insert Image  Enables you to select an image that 
has been uploaded into the Files and 
Images section and insert it onto a 
page. 

 

Insert flash  Enables you to insert a Flash object at 
the position of the insertion point. 

 

Insert/edit link  Enables you to insert a new link (e.g. 
from the current page to another 
page) and/or to edit an existing link. 

 

Remove link  Enables you to remove an existing 
link. 

 

Insert/edit anchor  Enables you to insert a new anchor 
and/or to edit an existing anchor. 

 

Edit HTML Code  Displays the HTML Source Editor 
which enables you to view and edit 
the HTML source code. 

 

Select All  Enables you to select the whole 
content area 

 

Show/hide guidelines  Displays and hides the guidelines of 
tables within the web page. 

 

Insert table  Enables you to insert a table on your 
web page, at the position of the 
insertion point. 
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Icon Name Keyboard shortcut 
(if available) 

Description 

 

Table Row Properties 
Table Cell Properties 

 Enables you to open the Table Row 
Properties window 
Enables you to open the Table Cell 
Properties window 

 

Insert row before,  
Insert row after,  
Delete row 

 Enable you to add and remove rows 
from a table on your web page. The 
placement of the row will depend on 
the position of the insertion point. 
These actions can also be achieved 
by right-clicking on the table to display 
a shortcut menu. 

 

Insert column before, 
Insert column after, 
Delete column 

 Enable you to add and remove 
columns from the table in which the 
insertion point is currently positioned. 
These actions can also be achieved 
by right-clicking on the table to display 
a shortcut menu. 

 

Split Merged Table 
Cells 
Merge Table Cells 

 Enables you to open the Split Merged 
Table Cells window 
Enables you to open the Merge Table 
Cells Window 
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COPYING CONTENT FROM MS WORD 
 
Adding content to your web pages can be a lengthy process. This process may be simplified, however, by 
utilising a word processing application such as Microsoft Word. By preparing the text and images in MS 
Word, you can also take advantage of the comprehensive spelling and grammar options to proof the 
information. Once completed, you can then copy and paste the information (including images) directly into a 
web page. This is also advantageous when you already have most of your material created as MS Word 
documents. 
 
An added benefit of this technique is that the images and formatting will be automatically updated to reflect 
the style of your site. Very few website management tools are capable of doing this. 
 

First you need to create the Microsoft Word document. 

1 Open Microsoft Word then open or create the intended web page as a document 

 

2 Select File > Save and save the document on your computer 

 

Now you need to select and copy the information that you intend to display on the web page. 

3 Move the mouse pointer immediately left of the first character you wish to select 

4 Hold down the left mouse button and drag the insertion point down the page, until you have selected all 
of the relevant text 

Note: if you want to select the entire document, simply press [Ctrl] + [A]. If you are selecting images, 
ensure that you select text both above and below the image to make sure that you properly select the 
image. 
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Now copy the selected information. 

5 Select Edit > Copy to copy the information into the computer’s memory 

You could also press [Ctrl] + [C] or click on the Copy tool  

 

You can now paste the information into your web page. 

6 Launch, or switch to, SilverStripe CMS 

If you already have SilverStripe CMS running, simply use the keyboard shortcut [Alt] + [Tab] to switch to 
that application… 

7 Click on the Site Content tab to display the Site Content window 

8 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

9 Click on the page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

10 Click on the Content tab in the Edit Page pane to display the Content page 

11 Click on the Main sub-tab to display the details 

12 Click in the Content field to position the insertion point 
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13 Click on the Paste from Word tool  to paste in the copied contents, this opens up a window where 
you paste the copied text into by pressing Ctrl + V. 
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14 Once text is copied, click on the  button.  This will paste the copied text from Word 
onto your content area. 
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EDITING TABLES 
 
Tables are a useful and neat method for storing tabulated data. Data is stored in horizontal rows and vertical 
columns, with headings typically contained in the first row or column or both. The data is stored in the 
individual squares within the table, called cells. Editing tables can be a little bit tricky if attempted manually 
on the screen (e.g. by dragging the borders to alter the dimensions of cells). It is neatest and easiest to use 
the Table Properties, Table cell properties and/or Table row properties dialog boxes. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

4 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

5 Locate the table in the Content field 

6 Right-click on the table to display the shortcut menu 

 

7 Select Table properties to display the following dialog box 
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For the scope of this manual, we will only look at the options on the “General” tab (for more information 
relating to the options on the “Advanced” tab, contact your web developer). 

Use the following options to determine the basic format for the table: 

 

Option Description 

Cols Determines the number of columns in the table. 

Rows Determines the number of rows in the table. 

Cell padding Determines the amount of white space between the cell content and cell edges (i.e. the 
distance of the text from the borders of the cell), measured in pixels. 

Call spacing Determines the amount of space between cells. 

Alignment Determines the alignment of text horizontally within a cell. 

Border Determines the width of the border, measured in pixels. 

Width Determines the overall width of the table on the web page. 

Height Determines the overall height of the table on the web page. 

Class Determines the style applied to the table or cell(s). The styles are defined by the web 
developer. 

 

8 Make the editing changes that you require 

9 Click on  to apply the changes 

 

If you prefer to make the changes to only a cell, column or row within the table, you will need to select 
one of the other shortcut menu options… 

10 Locate the table in the Content field, in the Edit Page pane 
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11 Click in the cell, column or row that you want to adjust 

The position of the insertion point will determine which cell, column or row is adjusted… 
 
 

 

12 Right-click to display the shortcut menu 

13 Select Table cell properties to edit the cell or column 
 
OR 
 
Select Table row properties to edit the row 
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For the scope of this manual, we will only look at the options on the “General” tab (for more information 
relating to the options on the “Advanced” tab, contact your web developer). 

Use the following options to determine the basic format for the cell, column or row: 

Option Description 

Table cell properties dialog box 

Alignment Determines the alignment of the text horizontally within the current cell. 

Vertical alignment Determines the alignment of the text vertically within the current cell. 

Cell type Enables you to specify whether the selected cell is formatted as either a 
header or data cell. Typically, table header cells display more pronounced 
formatting. 

Scope Sets the HTML attributes of the table cell - only for very advanced users 
and can safely be left blank. 

Width Determines the width of the column in which the current cell is positioned. 

Height Determines the height of the row in which the current cell is positioned. 

Class Determines the style applied to the table or cell(s). The styles are defined 
by the web developer. 

Table row properties dialog box 

Row in table part Determines the vertical position of the current row within the table. 

Alignment Determines the alignment of the text horizontally within the current row. 

Vertical alignment Determines the alignment of the text vertically within the current row. 

Class Determines the style applied to the table or cell(s). The styles are defined 
by the web developer. 

Height Determines the height of the current row. 
 

14 Make the editing changes that you require 

15 Click on  to apply the changes 
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ADDING HYPERLINKS 
 
Hyperlinks enable web pages to be dynamic, easily navigated and practical – they enable the user to jump, 
for instance, from one page to another page or from one location to another on the same page. The text 
format of a hyperlink distinguishes it from the main body of text; for instance, more often than not, hyperlink 
text appears blue and underlined. Additionally, when the mouse pointer is positioned over a hyperlink, the 
pointer typically changes into a hand icon and a pop-up box may appear describing the destination of the 
link. Within SilverStripe CMS you can create hyperlinks to a page on your site, a file or picture, an email 
address or an external web address. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page in the Site Content and Structure pane to display the contents and properties in the 
Edit Page pane 

This is the page in which you will create the hyperlink… 

4 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

5 Select the text that will become the hyperlink 

 

6 Click on the Insert/edit link tool  

This will display the link fields at the top of the “Edit Page” pane… 
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7 Select one of the options for Link to 

The field located directly below the “Link to” option, identifying the linked item, will change depending on 
your selection. These options and the required follow-on action are described in the following table: 
 

“Link to” Option Field Name below, 
changes to… 

Action 

Page on the site Page Click on the drop arrow  to display a simplified 

representation of your website. Click on the plus icons  to 
display the sublevels of pages. Locate and click on the page 
intended as the destination of the hyperlink. 

Anchor on this 
page 

Anchor Create an anchor and name it, type in the anchor name that 
you want to link to. 

Another website URL Type in the address of the website that you want to link to. 

Email address Email address Type in the email address that you want to link to. 

Download a file File Click on the drop arrow  to display a simplified 
representation of your file and image library, displaying all of 

the files currently uploaded. Click on the plus icons to 
display the sublevels of files. Locate and click on the file you 
want to link to. 

 

In this example, “Page on the site” was selected… 
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8 Using the above table as a reference, either select or enter the details of the Link to item 

This is the field located directly below “Link to”… 

9 Type a brief description of the linked item in Link description 

The text that you type into this field will be used as “hover text” – that is, when the user hovers the 
mouse pointer over the hyperlink, the description text will be displayed in a small pop-up box. It helps a 
user discern the destination of the hyperlink, thereby improving usability. Descriptions are also used by 
search engines and will achieve higher ratings… 

 

10 Click on  to insert the link on the page 

You will notice that the selected text, containing the hyperlink is now formatted blue… 
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Once the changes are saved and published, you can see the working hyperlink on the staging site… 
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REMOVING HYPERLINKS 
 
Removing hyperlinks is as easily accomplished as clicking a button. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate and click on the page that contains the hyperlink, in the Site Content and Structure pane, to 
display the contents and properties in the Edit Page pane (for more information, refer to “Finding a 
Page”, p16) 

3 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

4 Click on or select the hyperlink text 

 

5 Click on the Remove link tool  

The text will revert to the standard colour (in this case, black) as a visual indication that the link has been 
removed. 

 
   

• Alternatively, to delete a hyperlink, you can click 

on the Insert/edit link tool  and then click 

on . 
 

• Click on  to close the hyperlink pane without 
making any changes. 
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INSERTING SYMBOLS 
 
Symbols are commonly used for instance, when indicating copyright or trademark information. These and 
other special characters can be inserted into text using the Special Characters dialog box. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate and click on the appropriate page, in the Site Content and Structure pane, to display the 
contents and properties in the Edit Page pane (for more information, refer to “Finding a Page”, p16) 

3 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

4 Click in the text in the Content field, to position the insertion point 

This is where the symbol will be inserted… 

 

5 Click on the Insert symbol tool  to display the Select custom character dialog box 

A collection of symbols is available for you to select from. Hover over the symbols with the mouse 
pointer to display the name of that symbol in a small pop-up box… 
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6 Click on the required symbol to insert it into the page 
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ADDING A GRAPHIC 
 
Graphic files (e.g. logos, maps, photos etc) that have been uploaded to the server, can be used throughout 
your website pages. Images are a great way to convey information and also help break up an otherwise 
boring page of text. The placement of images on a page may also influence the way a user scans the page 
and hence the readability. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate and click on the appropriate page, in the Site Content and Structure pane, to display the 
contents and properties in the Edit Page pane (for more information, refer to “Finding a Page”, p16) 

3 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

4 Click in the page to position the insertion point 

This is where the graphic will be inserted… 

 

5 Click on the Insert image tool  

This will display the image fields at the top of the “Edit Page” pane… 
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6 Click on the drop arrow  for Folder 

This will display a list of folders containing the uploaded files and images (for more information on 
uploading images, refer to “Uploading Files & Images”, p7979)… 

7 Locate and click on the folder where the graphic is located 

You will need to click on the plus icons to display sublevel folders (if they exist) and their contents. 
When you select a folder by clicking on the folder name, all of the graphics located within it will be 
displayed as thumbnails in the field below… 
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8 Click on the image of the graphic that you want to add to the page 

9 Click in the Description field and type a brief description of the graphic 

Descriptions are displayed when the user hovers the mouse pointer over the image, when it is loading or 
if it is unavailable. Search engines also use the description to discern image meaning and it can thereby 
achieve higher ratings… 

10 Click on the drop arrow  for Alignment/style and select the preferred alignment from the list of 
options 

 
You can now hide these options and return to the page… 
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11 Click on the Insert image tool  to hide the image fields 

The image will be inserted into the page, as the position of the insertion point… 
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FORMATTING PICTURE PROPERTIES 
 
Once you have inserted a graphic on your page, you can then edit the properties of that image. These 
properties can include dimensions, alignment, border etc and are accessed through the Insert/edit image 
dialog box. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate and click on the appropriate page, in the Site Content and Structure pane, to display the 
contents and properties in the Edit Page pane (for more information, refer to “Finding a Page”, p16) 

3 Click on the Content tab in the Edit Page pane, then click on the Main sub-tab 

4 Move the mouse pointer over the graphic that you want to format 

5 Right-click on the graphic to display the shortcut menu 

 

6 Select Image properties to display the Insert/edit image dialog box 

 

7 Change the fields as required 
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The following table describes the available fields: 

Field Description 

Image URL Displays the location of the selected graphic. 

Image description Contains the description that you typed when the graphic was initially added to 
the page. Use this field to edit the text of the description. 

Alignment It is possible to drag a graphic into a different position on the page, but the 
alignment option will determine how it sits within the surrounding text. Click on the 

drop arrow  to select an alignment option for the graphic. 

Dimensions Determines the size of the graphic. Enter values (in pixels) for width and height 
(respectively). 

Border Determines the width of the border surrounding the graphic. Enter the value (in 
pixels) for the width of the border that you want to apply. Set the value to 0 for no 
border. 

Vertical space This field determines the amount of vertical space between the edge of the 
graphic and the text (in pixels) – known as “padding”. 

Horizontal space This field determines the amount of horizontal space between the edge of the 
graphic and the text (in pixels) – also known as “padding”. 

 

8 Click on  to apply the changes to the graphic or click on  to close the 
dialog box without applying the changes 
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SAVING CHANGES 
 
Before being able to display any changes to your pages on the draft site or the published (live) site, you need 
to commit those changes by saving them. Once the changes are saved, they will be displayed on the draft 
site and you then have the option to publish them to the live site, but not before. Saving changes is easily 
achievable by the click of a button. 
 

1 When you are ready to commit changes made to a page, click on   

This tool is located at the bottom of the Edit Page pane. If you have made changes to more than one 
page, all of the changes will be saved. These changes are now added to, and viewable in, the draft 
site… 

2 Click on the Draft Site tab  at the bottom left of the window 

The draft site will be displayed in a separate window… 

 

3 Click on the CMS tool  at the bottom of the draft site window, to return to the SilverStripe CMS 
window 

This will leave both the draft site window and CMS window open. Alternatively, click on Close  to 
close the draft site window and return to the CMS window. 

If you are satisfied with the appearance of the page on the draft site, you can then publish it to the live 
site (for more information on publishing content to the live site, refer to “Publishing Content”, p72). 

 
  

• Click on  to 
undo saved changes and revert to the version 
of the page currently shown on the live site. 
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VIEWING CHANGES 
 
When changes are made to the content or properties of pages and then saved, these changes will be 
recorded and can be reviewed using the Page Version History tool. Once this tool is activated, an additional 
pane will be displayed on the left side of the window, listing a history of events. By selecting two versions of 
a page, you are able to review changes made to the page. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate the required page (for more information, refer to “Finding a Page”, p16) 

3 Click on the page, in the Site Content and Structure pane, to display the contents and properties in the 
Edit Page pane 

4 Click on the Page Version History tab  to display the History 
pane 

The arrows on the Page Version History tab will point upwards and the tab will expand to indicate that 
the pane is displayed… 

 

5 Select Compare Mode (click 2 below) in the Page Version History pane 

 

 

 

 

 

 

 

 



SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

The Content Editor » Working with Pages » Viewing Changes 
  

50 

 

 

 

 

 

 

 

 

 

 

 

 

6 Click on the tick box for Show unpublished versions to select this option 

A complete list of versions for the selected page will be displayed. You are now able to select any two 
pages and compare the changes. If you use the mouse pointer to hover over a listed version, a pop-up 
box indicates when that version was created. Note that published versions are displayed in black text 
and unpublished versions are displayed in grey text.… 
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7 Click on the two versions of the page that you want to compare 

If changes exist between the two versions, they will be displayed in the “Edit Page” pane on the right 
hand side… 

 
 

The revision marks indicate the action taken on the text, and include: 

 
Revision Mark Example Description 

Strikethrough 
 

This text has been deleted in the 
newer version. 

Underline 
 

This text has been added to the newer 
version. 

Green highlight  This text has been added to the newer 
version 

Red highlight  This text has been deleted in the 
newer version. 

 

If you want to revert a page to a previous version, refer to “Reverting to a Previous Version”, p52. 

 



SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

The Content Editor » Working with Pages » Reverting to a Previous Version 
  

52 

REVERTING TO A PREVIOUS VERSION 
 
As well as enabling you to view the history of changes that a page has undergone, the History pane also 
enables you to revert a page to a previous version, thereby removing all of the changes that occurred 
between the two. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate the required page (for more information, refer to “Finding a Page”, p16) 

3 Click on the page, in the Site Content and Structure pane, to display the contents and properties in the 
Edit Page pane 

4 Click on the Page Version History tab  to display the History 
pane 

The arrows on the Page Version History tab will point upwards and the tab will expand to indicate that 
the pane is displayed… 

5 Select Compare Mode (click 2 below) in the Page Version History pane 

6 Click on the tick box for Show unpublished versions to select this option 

A complete list of versions for the selected page will be displayed. You are now able to select a page to 
view it. Note that published versions are displayed in black text and unpublished versions are displayed 
in grey text… 

 

 

 

 

 

 

 

 

 

 

 

 

7 Click on the version of the page you want to revert back to 

This is more easily accomplished once you have compared two versions, as then you will know which 
version you want to revert back to (for more information, refer to “Viewing Changes”, p49). Notice the 
tools displayed at the top of the “Edit Page” pane… 
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8 Click on  to revert the page back to the currently selected and displayed 
version 

A question box will ask you to confirm your intention… 

 

9 Click on  to continue (or click on  to discontinue) 

10 Click on the Page Version History tab  to hide the History 
pane 
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 ORGANISING PAGES 
In this section we will work within the Site Content section and look at 
how a user can organise the pages on the website. This will involve: 

• understanding a website 
• adding a page 
• removing a page 
• moving a page 
• hiding a page 
• using meta-data 
• controlling page behaviour 
• publishing content 
• viewing the draft and published sites 
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UNDERSTANDING A WEBSITE 
 
A website consists of a collection of web pages. Each web page is a distinct file, with a unique file name. The 
web pages are typically grouped, making the arrangement of information more logical, which amongst other 
things, makes pages easier to find. This arrangement is referred to as a tree and the groups of pages are 
analogous to branches on that tree. 
 
The topmost page is referred to as the home page. This is the page that users will see when entering the 
website and is typically a summary page that provides access to the main areas of the website. In very 
concise websites there may exist only a home page, with all the information contained on it alone. There is 
no limit to the length of a webpage, but there are obvious practical constraints. 
 
In a website with multiple pages, grouped to create a tree-like structure, the pages that have other pages 
beneath them are called parent pages. The pages that are arranged beneath the parents are called child 
pages – just think of a family tree. A parent page will contain links (in the form of text or perhaps graphics) 
that enable the user to access the child pages. 
 
An illustration of a typical (and very basic) website is shown below. 
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ADDING A PAGE 
 
Following the analogy of a family tree, pages in your website have a parent/child structure. A parent page is 
any page in the tree structure that has pages underneath it. The pages underneath the parent page are 
logically called the child pages. To add a page to the website, you first need to know where you want to add 
it and this involves knowing which parent page you therefore need to select. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate and click on the appropriate page in the Site Content and Structure pane (for more information, 
refer to “Finding a Page”, p16) 

The new page will be added underneath, and linked to, the selected page… 

 

3 Click on  at the top of the Site Content and Structure pane to display the Page type drop list 

The “Page type” drop list enables you to select the type of page that you want to create (for more 
information, refer to “Page Types”, p58)… 

  

• Once you have added a page, SilverStripe 
CMS will remember the parent page selected, 

enabling you to click  several times to add 
multiple pages to the same parent. 
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4 Click on the drop arrow  and select Create a page from the drop list 

5 Click on  

A “New Page” icon  will appear beneath the parent page, in the “Site Content and 
Structure” pane. The properties of this new page will be displayed in the “Edit Page” pane… 

 

6 Click on  to hide the Page type drop list 
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PAGE TYPES 
 
SilverStripe CMS enables you to create various page types, all of which have a special purpose. The type 
selected will control how that page appears and behaves, the available fields and other features specific to 
the type. Although it is standard practice to select a page type when you add a new page, you should be 
careful of changing the page type of a page once created (particularly those created by the web developer) 
as it may cause display issues and compromise the functionality of your website. 
 
To select a page type: 

1 Click on the Site Content tab to display the Site Content window 

2 Locate and click on the appropriate page in the Site Content and Structure pane (for more information, 
refer to “Finding a Page”, p16) 

3 Click on the Behaviour tab in the Edit Page pane 

The “Page type” field is now displayed… 

 

4 Click on the drop arrow for Page type and select an option from the drop list 

The page types include: 

Page Type Description 

Page A page is the most basic element that contains content and has no 
customised functionality or special purpose. 

Account Page Included as part of the Ecommerce module, allows the user to edit their 
Ecommerce details. 

Blog Entry A page that sits inside a blog holder page. Enables entry of blog content. 

Blog Holder A holder page for blog entries. 

Checkout Page Included as part of the Ecommerce module, allows the user to edit their 
Ecommerce details. 

Error page The page that will be displayed when an error is produced by the website. 
Separate error pages can be created for individual error types. 

Flickr Gallery Part of the Flickr module, It allows you to pull images from Flickr to your site 
by matching your Group ID, Tag(s) or Photoset ID. 

Forum Holder Part of the Forum Module, allows you to create multiple forums under the 
same section automatically. 

Forum It is used in the Forum module and holds all the discussion topics. 
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Page Type Description 

Home page A site-specific page that is used to deviate from a standard page type. 

Product Group Part of the Ecommerce module, Allows you to group similar products 
together. 

Product Part of the Ecommerce module allows you to create a product so a person 

Redirector page A page on the website that redirects the user to another page on the same 
website or another page on another website. 

User Defined Form Allows you to create your own simple form that email and store data using 
the CMS. 

Virtual page A page that uses the content of another page. 

YouTube Gallery It allows you to display YouTube videos by matching your YouTube 
Username, Tag(s), Search Phrase or Playlist ID. 

 

5 Click on  to save the changes 

 
 

  

• The page types included in the SilverStripe CMS 
are dependent on that page types that have been 
included by your web developer. The pages 
mentioned above are “typical” web pages, but other 
custom pages can also be created e.g. forum, 
gallery, store etc. 
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DELETING PAGES 
 
As you have probably come to expect, deleting pages is very easy to accomplish – but not so easy that you 
might do so accidentally! When a (published) page is selected and deleted from the site map, it is only 
removed from the draft site. You are required to delete it independently from the live (published) site. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Click on  in the Site Content and Structure pane to display the Delete tool 

  
Each page icon in the “Site Content and Structure” pane now displays a blank check box… 

 

3 Locate and click on the tick box for each page, in the Site Content and Structure pane, that you want to 
delete 

Selected pages are distinguished with a tick icon … 
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4 Click on  to display a message box, requiring you to confirm the deletion 

 

5 Click on  to complete the deletion 

If the page(s) had been previously published, a red line will now strike though the page name… 
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The page(s) are now deleted from the draft site only. Deleting page(s) from the published site requires 
further action… 

6 Locate and select the file in the Site Content and Structure pane that you want to delete from the 
published site 

The two buttons showing 'Restore' and 'Delete from Published Site in the “Edit Page” pane, indicates that the 
selected page is only deleted from the draft site… 

 

7 Click on  to remove the page(s) from the published site 

The page icon no longer appears in the site map… 
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MOVING PAGES 
 
Moving pages, or reorganising the site map, may become necessary if the functionality of your website has 
changed, if the information changes or if you want to reorganise the order of items displayed in a menu. 
Keep in mind, however, that the order of pages displayed in the site map determines their order as displayed 
on the parent page when viewed by a user of the website. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Click on  in the Site Content and Structure pane 

Although not a lot changes on the screen, by selecting this tool, you have enabled the drag & drop 
functionality – that is, you can not move pages (even inadvertently) prior to activating the “Drag & drop” 
tool… 

 

3 Locate and move the mouse pointer over the page that you want to move 

4 Hold down the left mouse button and drag the page over the new parent page, or into a new position 
beneath the same parent page 

A thick blue line will indicate either the page position in the hierarchy, or the parent page onto which you 
are dropping the page. If you want the page to be at the first level in the website, you need to drag it onto 

the “Site Content”  icon … 
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5 Release the mouse button to complete the move 

 
 
The page will now adopt the green colouring and icon of a “changed” page. 

 

  

• Some pages may have been set up by your web 
developer to be listed in website menus by a particular 
field (e.g. date). Their order can not be changed. 
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HIDING A PAGE 
 
When you are working on a page that you are not ready for clients to see, you are able to take it offline and 
effectively hide it. This is also useful if you inadvertently publish a page, as you can simply take it offline 
thereby removing it from view. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the page, in the Site Map pane, that you want to hide (for more information, refer to 
“Finding a Page”, p16 or “Adding A Page”, p56) 

3 Click on the page to display the details in the Edit Page pane 

4 Click on the Behaviour tab in the Edit Page pane 

This will display the “Behaviour” fields… 

 

5 Click on the tick box for both Show in menus and Show in search to remove the ticks 

By deselecting the two options, no links to the page will be evident on the website that the client can use 
to access it. Additionally, the page will not be listed by a search engine in the event of a search… 

6 Click on  to save the changes 
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META-DATA 
 
Meta-data is page-specific blocks of text, normally hidden from general browsers, which the search engines 
use to classify the page on the internet. Meta-data effectively describes the page to the search engines. To 
get a high rating, thereby listing your website or page higher than others in the search results, you need to 
add meta-data to all important pages. Repeating keywords throughout the document will also increase your 
rating. 
 
In SilverStripe CMS there are four meta-tags that make up the collection of meta-data. These are: Page Title, 
Description, Keywords and Custom Meta Tags. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page, in the Site Content and Structure pane, to display the contents and properties in the 
Edit Page pane 

4 Click on the Content tab in the Edit Page pane, then click on the Meta-data sub-tab 

The URL and three meta-tag fields are 
displayed.

 
 
 
 
 

5 Click in one of the three meta-tag fields and type the meta-tag text 

Use the table below to assist you with the meta-tags: 
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Meta-tag 
Name 

Description 

Title This is the page title (also called meta-title) and will typically appear in the title bar at the top of the 
browser window, preceding the name of the browser being used 
e.g.   

Description This is a basic (less than 100 characters) description of your page. Some search engines show this 
when the page is listed in a search result 

Keywords Here you can enter a list of words, separated by commas, which characterise the page 

Custom 
Meta Tags 

A field that allows you to add extra meta tags at the top of your html, if you are unsure how to use this 
please talk to your website developer 
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PAGE BEHAVIOUR 
 
When you add a page in SilverStripe CMS you can determine the page behaviour, which includes the type of 
page it will be and whether the page is displayed in menus or in the results of a search. Page type 
determines the fields available for that page and whether the page has any custom purpose. Other than 
Page type, the remaining page behaviour fields are looked at below (for more information on page types, 
refer to “Page Types”, p58). 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page, in the Site Content and Structure pane, to display the contents and properties in the 
Edit Page pane 

4 Click on the Behaviour tab in the Edit Page pane.  The Behaviour options are displayed… 

 

5 Click on the drop arrow  for Page type and select an option from the list (for more information, refer to 
“Page types”, p58) 

6 Click on the tick box for Show in menus and/or Show in search to select or deselect the option(s) 

Use the following table to help determine if you want these options selected… 
 

Option Description 

Show in menus The structure of a site map largely determines the lists or menus that parent 
pages will display on the published site. That is, these lists or menus (on the 
published site) are determined by the navigation labels of their children pages. If 
you do not want a page to be displayed as a part of a menu, then you need to 
remove the tick from this option. 

Show in search If you do not want a particular page to be retrieved as the result of a search by a 
browser, then you need to remove the tick from this option. 
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VIEWING THE DRAFT SITE 
 
There are three views associated with your SilverStripe website, the: 
 
• SilverStripe CMS 
• draft site 
• published site 

 
Whereby the CMS interface enables you to access and work with the nuts and bolts of your website content, 
the draft site enables you to assess the appearance and functionality of the website before it is published 
and goes live. The draft site also enables you to work on your website without disrupting users, as changes 
made within the CMS are initially saved to the draft site only. Due to the independent nature of the draft and 
published sites, their content may not always match. Pages that you change on the draft site need to be 
uploaded to the published site for the sites to appear synchronised. 
 
The draft site is simply accessed by clicking on the Draft Site tool at the bottom of the window. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1 Click on the Draft Site tool   

The draft site will be displayed in a separate window. There are now two indicators that you are viewing 
the draft site: the “Draft Site” tool is displayed as the active tool (i.e. the text is bold) and a red “Draft Site” 
box appears at the top of the window… 
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You are able to navigate the draft site, just as you would a live web site, thereby testing the functionality 
and design of the pages. 

To return to the CMS window you can either close the draft site window, or leave it open and switch 
between the two windows… 

2 Click on Close  to close the draft site window 
 
OR 
 

Click on the CMS tool  at the bottom of the draft site window to switch to the CMS window 

If the information in the current window is lengthy, you will need to scroll to the bottom of that window to 
view the CMS, Draft Site and Published Site tools. 
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PUBLISHING CONTENT 
 
The process of creating or editing web pages in SilverStripe CMS and then presenting them on your website 
involves three phases: creating or editing the page in the CMS interface; testing the functionality and 
checking the design in the draft site and finally; publishing the content to appear on the live site – the one 
seen and used by your clients. The instructions below assume that the first two phases are completed and 
that you are ready to publish the content to the live site. 
 

1 Click on the Site Content tab to display the Site Content window 

2 Locate or add the required page (for more information, refer to “Finding a Page”, p16 or “Adding a Page”, 
p56) 

3 Click on the page, in the Site Content and Structure pane, to display the contents and properties in the 
Edit Page pane 

 

4 Click on  to publish the contents to the live site 

The “Publish” tool is located at the top of the “Edit Page” pane. If you cannot see the tool, you might 
need to save the draft copy first (i.e. if you have made changes to the page and not yet saved them to 
the draft site, the “Publish” tool will not be displayed). Once you have published a page, the “Publish” tool 
becomes an “Unpublish” tool. 

A green box appears at the bottom of the page to indicate that the changes have been successfully 
published to the live site… 

 
 
 



SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

The Content Editor » Organising Pages » Viewing the Published Site 
  

72 

VIEWING THE PUBLISHED SITE 
 
There are three views associated with your SilverStripe website, the: 
 
• SilverStripe CMS 
• draft site 
• published site 

 
The published site displays the content as it will be seen and used by your clients. The published site is 
simply accessed by clicking on the Published Site tool at the bottom of the window. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1 Click on the Published Site tool   

The published site will be displayed in a separate window. Note that the “Published Site” tool is now the 
active tool… 
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To return to the CMS window, you can either close the published site window, or leave it open and 
switch between the two windows… 

2 Click on Close  to close the published site window 
 
OR 
 

Click on the CMS tool  at the bottom of the published site window to switch to the CMS window 

If the information in the current window is lengthy, you will need to scroll to the bottom of that window to 
view the CMS, Draft Site and Published Site tools. 
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CHAPTER 3: FILES AND IMAGES 
 

This chapter covers working with files and images. 
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THE FILES & IMAGES WINDOW 
 
The Files & Images section, within the SilverStripe CMS, enables you to upload and work with files and 
images that will be used in your website. The Files & Images window and a description of the labelled parts 
are displayed below. 
 
 
 
 
 
 

 
 
 
 

 Name Description 

1 Files & Images heading Click on this link to display the Files & Images window. 

2 Files & Images pane Displays the hierarchy of folders and subfolders organising the files and 
images. 

3 Folder contents pane Displays the contents and properties of the folder currently selected in 
the Files & Images pane. 

4 Files & Images toolbar Enables you to upload, move and delete files and images stored in the 
folder currently selected in the Files & Images pane. 

5 Files, Details and Upload tabs The Files tab displays the files and images stored in the currently 
selected folder. If you select one or more files, you are then able to move 
or delete them using the toolbar. The Details tab displays the properties 
of the currently selected folder. 

6 File details pane Displays the properties of the currently selected file in the Files tab. 

 
 

4 

6 

2 

1 

3 

5 
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FINDING FILES AND IMAGES 
 
The first step to viewing, moving or deleting a file or image is to locate it within the hierarchical tree structure 
displayed in the Files & Images pane. All of the uploaded files and images will be located within the folders 
or subfolders represented in the tree. By using the plus and minus icons, you are able to display and hide the 
contents of folders, thus revealing the file you require. 
 

1 Click on the Files & Images heading to display the Files & Images window 

 

2 If necessary, click on the plus icon  next to a folder to display subfolders 
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3 Continue to click on the plus icons  to locate the folder in which the file is located 

If you expand a branch of the tree inadvertently, simply click on the minus icon  to hide the details 
again… 

4 Click on the folder name to display the contents in the Folder contents pane 

The files contained in the selected folder will be displayed in the “Files” tab of the “Folder contents” pane. 
Only ten photos are displayed in the pane at any one time and you need to click on the arrows to 
navigate through the collection of files in that folder… 
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FILES & IMAGES SUPPORTED BY SILVERSTRIPE CMS 
 
To use files and images in your website, you need to upload them to the web server first. The files that you 
are able to upload are summarised in the following table: 
 
 
 

Category File types supported by SILVERSTRIPE CMS 

Documents PDF, PS, DOC, PPT, PPS, MDB, XLS, RTF 

Downloadable Images BMP, EPS, PSD, TIF 

Downloads EXE, ZIP, TAR, GZ, GZIP, DMG, BIN, COM, DLL, HQX 

Movies AVI, MOV, MPE, MPG, MPEG, QTW, QT 

Sound AIF, AU, MID, MIDI, MP3, RA, RAM, RM, WAV 

Web Images JPG, JPEG, GIF, PNG 

Web Pages HTM, HTML 
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UPLOADING FILES & IMAGES 
 
Before you can access and incorporate files and images in your web pages, you need to upload them to the 
web server. The files and images are arranged in a series of folders and subfolders, enabling you store them 
logically and therefore to locate them easily. 
 

1 Click on the Files & Images heading to display the Files Images window 

Before you can upload files or images, you need to select the folder where it will be stored… 

2 Locate or create the required folder (for more information, refer to “Creating Folders to Organise Files”, 
p80) 

3 Click on the folder to display the contents in the Folder contents pane 

4 Click on the Files tab to display the files contained in the selected folder 

The selected folder displays the items that have already been uploaded. There are two other tabs 
available in this pane: “Details” and “Upload”… 

 

5 Click on the Upload tab to display the options on the Upload pane 
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6 Click on   

This will display the “Choose file” dialog box… 

 
 

You are now required to navigate to and select the file or image that you want to upload… 

7 Click on the drop arrow for Look in and click on the required drive letter (e.g. Hard Disk (C:)) 

8 Locate and click on the folder that contains the file and then click on   

This will display the folder contents in the dialog box… 

 

9 Click on the file or image that you require and then click on   

The file will now be displayed in the “Upload” pane … 
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10 Repeat steps 6 to 9 to choose additional files 

11 Click on  to complete the upload process 

The file(s) will now appear listed in alphabetical order on the “Files” tab… 

12 Click on the Files tab to display the uploaded files 
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CREATING FOLDERS TO ORGANISE FILES 
 
As you accumulate files and images, you might find that you require additional folders to restructure the way 
in which they are organised. Alternatively, you might like to create a hierarchy of folders right from the start, 
assuming you have a clear idea of how you want to store the files and images. 
 

1 Click on the Files & Images heading to display the Files & Images window 

2 Click on the folder, in the Files & Images pane, below which you want to create a subfolder 

To create a top level folder, you will need to select the website icon at the top of the hierarchy. The 
name of the selected folder will appear in bold text… 

 

3 Click on  to create a new folder 

By default, the new folder will be titled “New Folder”… 
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It is logical to rename the folder upon creation, to something more meaningful… 

4 Ensure that the folder still selected 

5 Click on the Files tab in the Folder contents pane, to display the folder details 

 

6 Double-click on the text in the Name field to select it 

You could also click and drag the mouse over the text to select it… 
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7 Type a new Name for the folder 

Titles can be up to 255 characters long and there are no restrictions on the characters used… 

 

8 Click on  to commit the changes 

9 Then wait for the saved message to appear 

 
If you forget to save changes to a folder and then try to open a new folder, SilverStripe CMS will ask you 
to confirm your intentions, by displaying a dialog box… 
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10 Click on  to go back and save the changes and continue 

 
 

  

• Folders displayed in the Files & Images pane, 
will be arranged alphabetically. 
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MOVING FILES AND IMAGES 
 
As well as moving the folders in which the files and images are located, you are also able to move the files 
and images themselves into other folders. 
 

1 Click on the Files & Images heading to display the Files & Images window 

2 Locate the file or image that you want to move (for more information, refer to “Finding Files & Images”, 
p77) 

Once you have clicked on the folder name, files are listed alphabetically in the “Folder contents” pane… 

 

3 Click on the tick box for the file/s that you want to move, in the Folder contents pane, to select it 

If you want to move more than one file to the same location simultaneously, repeat this step to select 
each file… 
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4 Click and hold your left mouse button on the  icon near one of your checked items 

 

5 Then drag the file into the folder that you want to move the file(s) into 

You might need to first click on the plus icons  to locate the folder/subfolder you require… 
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6 Let go of the mouse button to complete the move 

When you move a file into a different folder, it will be inserted into the appropriate position in the listing, 
maintaining an alphabetical order… 
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REARRANGING FILE AND IMAGE FOLDERS 
 
It is possible to reorganise the folder hierarchy in the Files & Images window, simply by dragging folders to a 
new location. 
 

1 Click on the Files & Images heading to display the Files & Images window 

2 Click on the Allow drag & drop reordering checkbox  at the top 
of the Folders pane 

This will activate the ability to move folders within the Files & Images pane… 

3 Locate and move the mouse pointer over the folder that you want to move 

The pointer will change to a hand icon… 

 

4 Hold down the left mouse button and drag the folder on top of another folder or into a new position 

The new intended parent folder will become highlighted, or a thick blue line will indicate the folders new 
position… 
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5 Release the mouse to complete the move 

The folder now has a new parent folder… 

 

6 Click on the Allow drag & drop reordering checkbox  to 
disable the reorganise facility (thus preventing you from inadvertently moving folders) 
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FILE & IMAGE PROPERTIES 
 
When you select a file or image that you have uploaded, the properties are displayed in the Edit dialog box. 
There are three tabs within this dialog box: Image, Main and Links. The Image tab contains a preview of the 
image and the Main tab displays the file or images details. These details effectively describe the item and 
some of the properties can be edited. The fields displayed on the Main tab of the Edit dialog box are 
described in the following table. 
 

 
 
 
Field Name Description 

Title This is the name of the file or image that is used in the SilverStripe CMS interface. The Title 
can be up to 255 characters long and can contain spaces. 

Name This is the actual filename of the item. Changing this name will break all existing links to the 
file. The Name can be up to 255 characters long and can only contain alphanumeric 
characters and underscores ( _ ) 

URL The URL (Uniform Resource Locator) describes the physical location of the item (for more 
information, refer to “Page URLs”, p68). 

Type Describes what kind of file the item is and its general purpose (for more information on file 
types, refer to “Files and Images Supported by SilverStripe CMS”, p79). 

Size Indicates the amount of disk space the file occupies. 

Owner (This field is not currently used). 

Dimensions Indicates the width and height of the image on the screen, measured in pixels. 

First Uploaded Indicates the date that the file was uploaded and the duration since uploading. 

Last Changed Indicates the date that the file was last changed and the duration since changing. 
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FILE AND IMAGE LINKS 
 
When you use an uploaded file or image in a page on your website, you create a link to that file. If you 
change the Name of a file or image, you will break these links. You can use the Links tab of the Edit dialog 
box to see the links associated with a file or image. 
 

1 Click on the Files & Images link to display the Files & Images window 

2 Locate the file or image (for more information, refer to “Finding Files and Images”, p77) 

 

3 Click on the file or image name on the Files tab of the Folder contents pane 

The details of the file are now displayed in the “Edit” dialog box… 

 

4 Click on the Links tab to display a list of links to this file 
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5 Click on a link to display the associated page in the Site Content window 

This is the page that the selected file or image is linked to... 
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RENAMING FILES & IMAGES 
 
As with folders, you are able to rename files and images to make them more meaningful to the user. This is 
achieved by changing the Title of the item. Renaming alters the label that SilverStripe CMS uses to 
represent the item so that, for instance, any menus where the file is referred to will then display the new title. 
And, unlike changing the Name of an item, you are able to change the Title and it will not affect links to that 
file on your website. 
 

1 Click on the Files & Images heading to display the Files & Images window 

2 Locate the file or image that you want to rename, in the Files & Images pane (for more information, refer 
to “Finding Files and Images”, p77) 

 

3 Click on the file name on the Files tab of the Folder contents pane 

The details of the selected file will be displayed in the “Edit” dialog box… 

4 Click on the Main tab to display the details of the file 
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5 Click and drag across the text in the Title field in the Edit dialog box to select it 

 

6 Type the preferred Title 

 

7 Click on  to save the changes and then close the popup to go back to the folder list. 

The title of the file will now be changed… 
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DELETING FILES AND IMAGES 
 
Deleting files and images may become necessary, for instance, if the information contained within it 
becomes redundant. 
 

1 Click on the Files & Images heading to display the Files & Images window 

2 Locate the file or image that you want to delete in the Files & Images pane (for more information, refer 
to “Finding Files and Images”, p77) 

3 Click on the tick box for the file that you want to delete, to select it 

If you want to delete more than one file simultaneously, repeat this step to select each file… 

 

4 Click on  to delete the selected file(s) 

A question box will be displayed, asking you to confirm your actions… 

 

5 Click on  to complete the deletion 

The file(s) will no longer appear in the “Folder contents” pane… 
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CHAPTER 4: NEWSLETTERS 
The Newsletters module in the SilverStripe CMS enables you to send 
personalised email newsletters to your customers. 

 
 
Note: From version 2.1, the Newsletter Module is not part of the SilverStripe core product any more 
but an optional module. This chapter only applies for sites where the module has been installed.
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THE NEWSLETTERS WINDOW 
 
The Newsletters section of the SilverStripe CMS enables administrative users to send bulk emails to 
customers. Newsletters are categorised by a newsletter type and these types will form the familiar tree 
structure, seen throughout the SilverStripe CMS, enabling you to easily locate newsletters. The elements of 
the Newsletter window are described in the table below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 Name Description 

1 Newsletters link Click on this link to display the Newsletters window. 

2 Newsletters pane Displays the hierarchy of newsletter types  , draft newsletter folders  , 
draft newsletters  , sent items   and mailing lists  . 

3 A Newsletter Type Each Newsletter Type contains its own draft newsletters, mailing lists and sent 
items. To create newsletters, you need to first create a Newsletter Type. 

4 A Draft Newsletter Draft newsletters are located within a Newsletter Type. Newsletters are the 
emails sent out to mailing list recipients on a regular basis. 

5 Edit Content pane Displays the details of the item selected in the Newsletters pane. The fields will 
change depending on whether a newsletter type, draft, sent item or mailing list 
is selected. 

6 Newsletters toolbar The tools displayed in the toolbar will change depending on the item selected in 
the Newsletters pane. 

7 Tabbed pages Details and properties for the selected item in the Newsletters pane are 
grouped within these tabbed pages. The number and name of the tabs will 
change depending on the item selected in the Newsletters pane. 
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CREATING A NEWSLETTER TYPE 
 
When you first display the Newsletters section, the Newsletters pane will most likely be empty and you will 
need to create newsletter types to define the tree structure. Newsletter types contain their own mailing lists, 
newsletters and list of sent items. 
 

1 Click on the Newsletters link to display the Newsletters window 

 

2 Click on the Create tool  to display the Create options 

 

3 Click on the drop arrow  and select Add new type (if necessary) 

This is the default option, so it might already be displayed… 
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4 Click on  to create a new newsletter type 

The new newsletter type is automatically furnished with a “Drafts” folder, a “Sent Items” folder and a 
“Mailing List”… 

 
 

The default name given to a new newsletter type is “New newsletter type” – the next step would logically 
be to change that to something more meaningful… 

5 Click on New newsletter type (if it isn’t already selected) in the Newsletters pane, to select the new 
type 

The text of the selected item is now bold and the details are displayed in the “Edit Content” pane - you 
will see the name of the newsletter type displayed here… 

 

6 Click quickly three times in the Newsletter Type field, in the Edit Content pane, to select the text 

You could also click and drag the mouse across the text to select it… 
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7 Type in the preferred Newsletter Type name 

 

8 Click on  to save the changes 

The new name will now be displayed in the “Newsletters” pane… 

 
 
 



SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

Newsletters » Creating a Draft Newsletter 
  

102 

CREATING A DRAFT NEWSLETTER 
 
Once you have established at least one newsletter type, you are then able to create draft newsletters. 
Newsletters are the individual messages sent out to your mailing list/s. A newsletter is initially created and 
saved as a draft until it is sent. Once it is sent, it can be re-sent if necessary. Just like the web pages within 
SilverStripe CMS, your email can contain images and hyperlinks and be laid out graphically. 
 

1 Click on the Newsletters link to display the Newsletters window 

2 Locate the appropriate Drafts folder 

This will be where the draft newsletter you are about to create, will be stored. You will need to click on 
the newsletter type folders and subfolders in the “Newsletters” hierarchy until you find the required 
“Drafts” folder… 

 

3 You can either create a draft by: 

a. Clicking on the blue link  in the Edit Content pane. 

or 

b. Use the create tool: 

i. Click on the Create tool  to display the Create options 

This tool is located at the top of the “Newsletters” pane… 
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ii. Click on the drop arrow  and select Add new draft (if necessary)  

 

iii. Click on  to create a New draft newsletter 

You are now able to add the draft newsletter text… 

 

4 Select the text in Subject and type in a more appropriate subject line 

5 Click in the Content pane and create the draft newsletter 

Remember, your email can contain images and hyperlinks and be laid out graphically, just like the web 
pages in the Site Content section (for more information, refer to “Working with Pages”, p13)… 

6 Click on  to save the content 

 

7 Click on the Create tool  to hide the Create fields, when you have finished creating draft 
newsletters 

The new draft letter will now be listed when you select the newsletter type… 
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SELECTING A TEMPLATE 
 
Once you define a newsletter type, you are then able to select a template to apply to it, prior to sending a 
newsletter. This means that all draft newsletters created within a newsletter type will be consistently 
formatted. The templates are predefined by the web developer and control how the information in the 
newsletter will present. The templates may, for instance, contain branding and images and will define the 
style for the email. If no template is selected, then a default “unbranded” template will be used. 
 

1 Click on the Newsletters link to display the Newsletters window 

2 Locate the appropriate newsletter type in the Newsletters pane 

This will be the newsletter type that you are applying a template to… 

3 Click on the newsletter type to display the details in the Edit Contents pane 

4 Click on the Template drop arrow and select the appropriate template 

 

5 Click on the drop arrow  for Template and select the appropriate template 

The templates listed are predefined by the web designer… 

 
 
 
 

  

• For backward compatibility, each email is also sent 
in “plain text” format, which ignores the template, 
so people who cannot view the graphical version 
can still read your email. 

• To add, remove and edit templates, contact your 
web developer for more information. 

• Each template contains an “unsubscribe” link, 
enabling recipients to remove their name from the 
mailing list. 
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CREATING A MAILING LIST 
 
There are a number of ways that recipients can be added to a mailing list: you can add them manually, one-
by-one; you can import them from an existing database and, if the facility is enabled, users can add 
themselves via an online subscription form. Either way, a mailing list needs to be populated before an email 
newsletter can be sent. 
 

1 Add a new security group in the Security pane (for more information, refer to “Creating A Security 
Group”, p122) 

2 Click on the Newsletters title to display the Newsletters window 

3 Locate the appropriate Mailing List in the Newsletters pane 

Each newsletter type has an associated mailing list. You will need to click on the newsletter type folders 
in the “Newsletters” pane until you find the required “Mailing List” icon… 

4 Click on the drop arrow  for Mailing list group and select the appropriate Security Group that you 
created in step 1. 

 

5 Click on  to save the current Mailing list group. 

6 Click on the Mailing List icon  to select it 

The details of the selected mailing list appear in the “Edit Content” pane… 

 
 

Recipients can be added individually… 

7 Ensure that the Recipients tab is selected in the Edit Content pane 
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8 Ensure that the Recipients sub-tab is selected to display the details 

9 Use the vertical scroll bar to display the bottom of the Recipients page 

The fields used to add a new recipient are displayed here, at the bottom of the page… 

10 Click in the Firstname field, type in the recipient’s first name, then press [Tab] to move to the next field 

 

11 Repeat step 10 to complete the recipient’s Surname and Email details 

12 Click on  to add the new recipient to the mailing list 

 
 

You can also add recipients to a mailing list by importing an existing database… 

SilverStripe CMS can import existing CSV files (these can be exported from Microsoft Excel or 
OpenOffice.org Calc). The first row of the CSV file must contain the following headings:  

• Firstname 
• Surname 
• Email 

The Email address is the primary identifier of the recipient and must therefore be unique… 

13 Ensure that the appropriate Mailing List is selected in the Newsletters pane 
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14 Click on the Recipients tab in the Edit Contents pane 

15 Click on the Import sub-tab 

This will display the “Import” details… 

 

16 Click on  to display the Choose file dialog box  

 

17 Click on the drop arrow  for Look in and click on the required drive letter (e.g. Hard Disk (C:))  

You are now required to navigate to and select the CSV file that you want to import… 

18 Locate and click on the folder that contains the file and then click on   

This will display the folder contents in the “Choose file” dialog box… 
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19 Click on the CSV file and click on   

The contents of the CSV file is now displayed in the “Import” tab… 

 

20 Use the vertical and horizontal scroll bars to display the contents of the CSV file 

By viewing the contents first, you are able to review the contacts you are about to import and their 
details. You might need to scroll to the bottom of the “Import” page to view the recipient names. 

The headings at the top of the columns are based on the information entered into the first row of the 

CSV file. These fields contain drop arrows  that enable you to select the appropriate heading, if it 
does not display correctly (this may happen if it is incorrectly interpreted during the merge process)… 

 

21 Check the column headings of the imported data. If necessary, click on the drop arrow of a heading 
field and select an alternate title 
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22 Click on  to complete the import 

An import report will be displayed on the “Import” page, indicating the changes made (at the time of 
writing this manual, a bug existed in the importing feature and so the numbers recorded in the Edit 
Content pane, as shown above, are not presenting properly)… 

23 Click on the Recipients tab to display the new, imported recipients 

You might need to scroll down to the bottom of the “Recipients” page to view the records. By default, the 
recipients will be ordered alphabetically by surname… 

 
 
 
 

  

• If you are importing data from a CSV file, rows with 
an empty Email address field will be ignored. 

• If the data contains a recipient with the same Email 
address as an existing recipient, the existing 
recipient’s details will be updated. 

• You can change the order in which the recipients 
appear, by selecting an alternate Order by field (at 
the top of the Recipients sub-tab), select a direction  

(Ascending or Descending) then click on . 
• Each newsletter is based on a template that 

contains an “unsubscribe” link, enabling recipients 
to remove themselves from mailing lists. 
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SENDING A NEWSLETTER 
 
Once you have created the draft newsletter and established a mailing list, you are able to send the 
newsletter. You are able to initially send a test email to a given address or you can simply send it directly to 
the mailing list. 
 

1 Click on the Newsletters title to display the Newsletters window 

2 Locate the appropriate draft newsletter in the Newsletters pane 

The draft newsletter will be located under the “Drafts” icon. This is the newsletter that will be sent… 

3 Click on the draft newsletter to display the details in the Edit Content pane 

 

4 Click on the Send tool  to display the Send options 
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It is possible to first send a test of the newsletter to proof it… 

5 Ensure Send test to is selected (as shown above) 

6 Click in the blank field for Send test to and type the appropriate email address 

This will be the email address that a test copy of the newsletter is sent to… 

 

7 Click on  to send the test newsletter to the given address 

 

If the test newsletter is received successfully, you can then select to send it to the mailing list… 

8 Repeat steps 1 to 4 above 

This will display the “Send” options for the appropriate newsletter… 

9 Click on Send to the mailing list to select it 
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10 Click on  to send the newsletter to the mailing list 

Once a newsletter has been sent, it will move from the “Drafts” folder to the “Sent Items” folder… 
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VIEWING SENT NEWSLETTERS 
 
Once you have sent a newsletter to the recipients of a mailing list, the action is recorded by SilverStripe 
CMS, enabling you to review email events. 
 

1 Click on the Newsletters title to display the Newsletters window 

2 Locate the appropriate newsletter type in the Newsletters pane 

3 Click on the newsletter type to display the details in the Edit Contents pane 

This is the newsletter type that you want to view the “Sent” events for… 

 

4 Click on the Sent Items  in the Edit Contents pane 

This displays the list of “Sent” events. 
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EDITING MAILING LISTS 
 
When you add a recipient manually, you are initially only prompted to complete the details for First Name, 
Surname and Email address. There are, however, several other fields that you can complete for a recipient 
in a mailing list and these are only evident, in an additional pane, once a recipient has been added. In this 
manner, you are able to edit the details of a recipient and include additional information such as Address and 
Job Title. Editing a recipient in a mailing list may also be required for instance if any of the details, such as 
email address, needs alteration. 
 

1 Click on the Newsletters title to display the Newsletters window 

2 Locate the appropriate newsletter type in the Newsletters pane 

This is the newsletter type with which the mailing list is associated… 

3 Click on the Mailing List icon  to display the details in the Edit Contents pane 

You could also select the newsletter type and then click on the “Recipients” tab followed by the 
“Recipients” sub-tab, to display the same details… 

 

4 Click on the name of the recipient that you want to edit 

The available fields and completed details for this recipient will be displayed in the “Edit” dialog box. 
Remember that when you manually add a recipient, you are initially only prompted to complete the 
details for “Firstname”, “Surname” and “Email” (for more information, refer to “Creating a Mailing List”, 
p107)… 

 



 SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

 Newsletters » Editing Mailing Lists 
 

  115 

5 Click in the field, in the Edit dialog box, that you want to edit 

This will place the field into edit mode and you will see a flashing insertion point… 

 

6 Make the editing change(s) as required 

Press [Delete] and [Backspace] to delete characters and simply type to insert characters… 

 

7 Click on  to save the change(s) 

8 After saving, a green box will appear at the top of the screen to confirm that the Member has been 
saved. Click either (Close Popup) or  to close the Edit dialog box. 
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The change(s) will now be reflected in the “Edit Content” pane… 

 

  

• The large red cross  located alongside the 
recipient enables you to delete that person from 
the mailing list – simply click on the cross 
associated with the details that you want to 
delete. 
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9 Click on the Unsubscribed sub-tab in the Edit Contents pane 

This page displays a list of members that have unsubscribed themselves from the mailing list. This is 
achieved via an “unsubscribe” link on any newsletter received… 

 

10 Click on the Bounced sub-tab in the Edit Contents pane 

This page displays a list of any emails that were not received by a particular recipient during a mail-out. 
This is an automated procedure that may occur, for instance, if an email address is no longer valid… 
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CHAPTER 5: SECURITY 
Security enables you to control which groups of users can view 
specific pages. Security can be applied to both visitors to the website 
and users of the SilverStripe CMS and is customised for each 
individual website. 
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THE SECURITY WINDOW 
 
The user permissions that you establish within SilverStripe CMS are controlled via the Security section. The 
Security window has a design similar to the other windows within the CMS, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 Name Description 

1 Security heading Click on this link to display the Security window. 

2 Security Groups pane Displays the hierarchy of groups and subgroups of users. 

3 Members pane Displays the details of the group currently selected in the Security Groups 
pane. 

4 Members and Permissions tabs The Members tab displays the members belonging to the currently selected 
group. Click on a user to display the details in the User Details pane. The 
Permissions tab enables you to set the level of access granted to the users 
of the currently selected group. The IP Addresses tab allows you to restrict 
this group to a certain IP range. 

5 User Details Displays the details of the currently selected user in the Members tab. 
Selecting a user enables you to reset the password. 
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CREATING A SECURITY GROUP 
 
Creating security groups enables you to logically organise groups of users and controls the level of access 
that the members have to and within the SilverStripe CMS. These security groups and subgroups form the 
standard tree structure, displayed in the Security Groups pane. 
 

1 Click on the Security heading to display the Security window 

2 Locate and click on the Security groups icon  in the Security Groups pane 

This will ensure that the new security group created is a top level group. Alternatively, to create a 
subgroup, select the security group that will be the parent… 

 

3 Click on the Create tool  to create a new security group 

The new group is instantly created beneath the selected group and the details are displayed in the 
“Members” pane… 

 
You are now able to rename the group to something more meaningful… 

4 Ensure the Members tab is selected in the Members pane 

5 Click quickly three times on the text in the Group name field to select it 

You could also click and drag across the text to select it… 



 SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

 Security » Creating a  Security Group 
 

  121 

 

6 Type the new Group name 

 

7 Click on  to save the changes 

The new name is now also displayed in the “Security Groups” pane… 

 
 
 

  

• Once you have created a security group, you 
will need to define the level of access that the 
members of that group will inherit. The security 
can be defined for both visitors to the website 
and users of the SilverStripe CMS. The 
security settings are available on the 
Permissions tab in the Members pane and are 
customised on a site-by-site basis. For more 
information on individual settings, talk to your 
web developer. 



SILVERSTRIPE CMS – QUICK REFERENCE GUIDE 

Security » Adding a Member to a Group 
  

122 

ADDING A MEMBER TO A GROUP 
 
Once you have established a security group you are able to add members to that group. Access to the 
website and the SilverStripe CMS will then be controlled, as defined by the security settings. 
 

1 Click on the Security heading to display the Security window 

2 Locate and click on the security group, in the Security Groups pane, to which you want to add a 
member 

 

3 Ensure the Members tab is selected 

4 Click in the Firstname field and type the member’s first name 

If the name already exists in a mailing list, SilverStripe CMS will display an autocomplete list of matches. 
You can then click on the name that you require, to automatically complete the other fields… 

 

5 Click on a name in the autocomplete list to complete the member’s fields automatically 
 
OR 
 
Press [Tab] to move to the Surname and Email fields and complete them manually 

 

6 Click on  to add the new member 

The name will now appear listed on the “Members” tab... 
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7 Repeat steps 4 to 6 to add other members 

 
 
 
   

• You are also able to add a new member by 

clicking on the  tool to display 
the Add dialog box. Complete the fields and 

click on  to save the member. 
• To reset a password, click on the Edit tool 

 next to the appropriate user in the 
Administrators security group. A form will be 
displayed enabling you to change the 

password. Click on  to save the 
changes. 
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LOCATING A USER 
 
When you are dealing with large groups of users, it becomes more difficult to locate a specific user in that 
group. Using the filtering tools, you are able to easily locate individual users. 
 

1 Click on the Security heading to display the Security window 

2 Locate and click on the appropriate security group in the Security Groups pane 

This is the security group to which the user belongs. The details of the group and its users will be 
displayed in the “Users in this Group” pane. The pane will only display a portion of the users in the list… 

 

3 Click in the Search field in the Users in this Group pane 

This will enable you to search the list of users by any of the available fields: Firstname, Surname, Email 
or Password… 

4 Type in the search word 

For example, if the user’s Surname is “West”, type this into the “Search” field… 
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5 Click on  to locate the user(s) 

In this case, only a single user matching the search criteria was retrieved… 

 
 

  

• To redisplay all the users of a particular group 
once again, ensure the Search field is blank 

and click on . 
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REMOVING A USER 
 
Removing a user may become a necessity if a person no longer requires access, for instance, if they no 
longer work for the company. 
 

1 Click on the Security link to display the Security window 

2 Locate and click on the appropriate security group in the Security Groups pane 

This is the security group to which the user belongs. The details of the group and its users will be 
displayed in the right pane… 

3 Locate the user that you want to remove (for more information, refer to “Locating a User”, p126) 

Notice the large red cross  adjacent to each user… 

 

4 Click on the red cross  adjacent to the use that you want to remove 

A message box will ask you to confirm your actions… 

 

5 Click on  to remove the user 

The member will no longer appear in the security group list… 

 


