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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to create, edit and delete categories.  Usually, this functionality is available only to editors of the site.
	1. CREATE A NEW CATEGORY


1. Log in and go to the Categories tab.   
2. Click on the New category button. This will take you to the first of a set of tabs for creating the new category.  
3. Work through the tabs as described below.
Add category information
Title
All categories should have a title.
Short description (optional) 
Write a short description to help website visitors decide whether to select this category.
Introduction (optional)  
The introduction will appear after visitors have selected the category, above the pages which are listed in this category.
Add graphics
Icon
The icon will appear next to the category title, when website visitors are deciding whether to select this category. Icons are automatically resized.
Banner

The banner will appear above the list of pages in the category. Banners are not automatically resized, so you need to make the banner images the correct size for the design of your site before uploading them.
Preview
Here you can preview how the category menu will appear.  

As you’re creating a new category, no pages have yet been published into the category, so the preview will only show the category title, banner and introduction.  
If more than one category layout has been created for your website, you can select which layout you want by choosing from a drop-down list.


Publish
Hide from site navigation
If you tick this box, the category and all its content will not appear on the menus or the sitemap, so will be hidden from casual users of the site.  This means you can hide new categories until you have published pages into them. However, this is not suitable for long-term use or confidential content, because the categories might still be found and indexed by Google and other search engines.  
Choose the categories into which to place this category
For example, if you want the new category to appear inside the ‘About us’ section of the site, select ‘About us’ from the list of categories.  You can make the new category appear in more than one parent category by holding down the Control key (on a PC) and selecting more than one category from the list.

Choose the adverts to display within the category

If any adverts have been created for your site (see separate instructions re adverts), you will see them listed here.  If you select an advert, it will appear throughout the category. You can select more than one advert by holding down the Control key (on a PC).
Language code
If the title, subtitle or introduction of the category are in a language other than English, you can select the correct language code for displaying the foreign characters.  The default language code which appears will be based on the language setting of the computer you are currently using.  
Publish or delete
When you publish a category, it will immediately appear on the site (unless you have hidden it from site navigation).

	2. EDIT AN EXISTING CATEGORY


1. Log in and go to the Categories tab.   

2. Click on the existing category you want to edit. This will take you to the first of a set of tabs for editing the category.  

3. Most of the tabs are described above (see ‘Creating a new category’).  Other tabs you may see are as follows:
Organise
Here you can choose the order in which you wish pages and sub-categories to appear in this category.  This tab will only appear when there is more than one page or sub-category in the category (otherwise there is nothing to organise!).

The default setting is usually for pages and sub-categories to be ordered alphabetically by title. 
The other available options are:

· Order by sub-title, then title

· Order by title, then sub-title

· Order by the date on which the page was added

· Custom

The 'custom' option allows you to define an exact order in which you wish pages and sub-categories to appear.
Add commentary
Here you can add a short comment about each page in the category. 
The comment will appear at the top of the page when it is viewed within this category (but not when the page is viewed within another category, if it is published in more than one category). 
This feature allows you to make a selection of pages within the site and comment on them (like a 'pick of the site').
	3. DELETE A CATEGORY


When you delete a category, you can choose what should happen to any pages that are already published in that category.  They can be:

· Unpublished (this returns them to the ‘submitted for publication’ state)

· Moved up into the parent category of the category you are deleting

· Deleted as well

Check for broken links

Before deleting a category and the pages within it, you should check whether this will break any links in the site.  Links that have been created automatically (like putting the category on a menu or the sitemap) will be removed automatically.  However, if any links have been created manually using the ‘link’ feature in the Add Words tab, these need to be removed. 

To check whether there are any links to the page or category you are about to delete: 
1. Browse to the page or category in question.  

2. If you are logged in, you will see a small message at the foot of the page saying ‘Search for links to this page’ or ‘Search for links to this category’.  (The message doesn’t appear to normal users of the site).  

3. Click on this message.

4. You will see a list of any pages that contain links to the page or category you are about to delete
5. Visit these pages and remove the links

6. You can then go ahead and delete the category and pages as described below.

Delete the category
To delete a category:

1. Log in and go to the Categories tab.   

2. Click on the existing category you want to delete. This will take you to the first of a set of tabs for editing the category.  

3. Go to the Publish tab.

4. Click on the Delete button.

If the category contains any pages, you will see a message asking whether you wish these pages to be

· Unpublished (this returns them to the ‘submitted for publication’ state)

· Moved into the parent category of the category you are deleting

· Deleted as well

If a page is in more than one category, it will not be deleted unless all the categories in which the page appears are deleted. 

When you have made and confirmed this choice, the category will be permanently deleted.  There is no way to undo this, so when you are deleting a category, do so carefully to make sure that you select the right category.  
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