[bookmark: _GoBack]DNN 7.1 Quick Start Guide 
This document provides a quick start guide for DotNetNuke (DNN).   It will walk you through building a new web site including:
· Request a New Portal
· Admin – authorize a new user to user roles
· Adding a New Page
· Changing the look and feel of your site by applying “Skins”
· Creating Security Roles
· Creating User Accounts
· Adding Workflows to ensure that your site is reviewed and approved before being published
· Setting Publish and Save Settings / Locking a Page for Editing
· Using the Open Document Library to share and collaborate on documents, and adding a new module.
· DNN Montana Skins

For a more in depth information please download the latest DNN User Guide

Request a New Portal
DNN refers to a new website or subsite as a portal.  To request a new portal creation in DNN please submit a request to the SITSD Service Desk at servicedesk.mt.gov.  Please include the domain name to be created in DNN and the Administrator of the new portal (name and ACF2ID).
Browse to Your New Portal  
Open a browser and browse to your portal.  You should be automatically logged into SITSD’s demo DNN website.  You will notice that a demo site with sample pages.  We encourage you to watch the Getting Started video for an overview of DNN.  This video can be found from the Help | Getting Started menu. 
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The Control Panel
The Control Panel is the main interface for managing site pages, adding modules to pages, performing common administration tasks, and installing additional modules. Depending on your assigned role and associated access rights, different tools would be available. 

The Control Panel contains various sections which can be accessed by users with different roles.  
The Edit Page menu gives user the ability to quickly switch between Edit Page mode, View Page mode, and View Layout mode. It also provides quick access to common page tasks such as Page Settings, Page Appearance, Mobile Preview, Page Permissions, Export Page, and Delete Page. 
[image: ]
· Edit This Page enables you to add, delete and change content. It provides you with access to the “Actions Menu” for all the modules on that page.  Actions menu allows you to edit content, move module and control administrative settings for the modules.
· View Mode is enabled by selecting Close Edit Mode and it hides all module editing tools and page pane layout. Select this option to see how the page will look to your site visitors. 
· View in Layout Mode displays the page pane layout with the module content hidden. Select this option to view the layout of a page. You can move modules to different areas/panes on the page.

ADMIN - Authorize a new user to user roles

During this demonstration we’ll show how your site ADMIN authorizes new users to their website:

As an Administrator for your DNN Portal (Website) you are responsible to manage users and the roles they have within the site.    With Active Directory Authentication, the first time a new user enters your DNN site, DNN will assign them Security Roles of “Registered Users” and “Subscribers”.   If you have pre-defined Security Roles on your site, they will also be assigned with these Security Roles also (EG:  DOA DNN MAIN EDITOR), if the existing Security Role in your DNN site matches one of the AD Roles assigned to the user in Active Directory.

Until you authorize the user, they will only have view access to your DNN Site, and the first time they log in, they will not have any of the editing tools available.

To Activate the user choose the Users tab and Manage Users from the drop down menu:
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This will bring you to the User Accounts Page:
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Select the edit icon from above to ‘Manage Roles’ associated for this user which will bring you to the following page at which point you will choose the Manage Roles for this User tab:
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Select the Security Role dropdown which will list all the possible security roles to add for this user:

[image: ]


For this training, we will select the Editors Role (if you have your roles updated with the AD related roles, that role would also appear in this selection).   Once you select Editors, you will want to click on the “Add Role to User” tab:

[image: ]


One you have clicked on the Add Role to User tab the new Security Role will appear in the list of roles the belong to:
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Now have your user refresh their screen and the edit ribbon should now show on the top of the page like this:
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Add a Page
During this demonstration we’ll add a new page for promotional offers. Add a page to your online demo portal as follows:

1. Select the Add New Page button in the Pages menu section of the Control Panel at the top of the screen.
[image: ]
2. At Page Details, enter the following settings:  
a. In the Page Name text box, enter the name “Promotions”. If you choose to display this new page in the menu, this will be the name which appears in the menu. 
b. In the Page Title text box, enter “Promotions”. This is the page name that will be displayed on the tab in a visitor’s browser when they visit this page. 
c. [bookmark: 6]In the Description text box, enter “This is an Awesome Promotions Page” or other short, descriptive sentence summarizing the page content. 
d. You can enter relevant keywords for search engines in the Keywords text box.
e.  At Parent Page, select < None Specified > to set this as a parent page in the menu. If you wanted to make this page a child of another page, you would select a [Page Name] to set this relationship. 
[image: ]

f. For Permissions tab, set the view and editing permissions for this page for one or more roles. To make the page publicly accessible, check the View column for All Users.  You can choose to provide various user classes with differing rights from viewing the page to adding content, copying or deleting the page, or managing the page settings. 
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3. Click the Add Page button at the bottom left of your screen. [image: ]
4. Now you see that we have added a new page called “Your Name” and that the page has some default content. By default DNN adds one instance of the HTML Pro module to the page. The HTML module is the most commonly used module and lets you add HTML content onto the page. 
Edit the Module Content
1. Click the Edit Page button to switch from View Page Mode to Edit Page Mode.
[image: ]
2. Select Edit Content from within the Actions menu on the HTML Pro module to edit the content of your new module. 
[image: ]
3. You will be presented with a rich text editor. In the text box type “Get a 10% discount on all bikes” using the available font formatting buttons. The new HTML Pro text editor auto saves the contents.
[image: ]

DNN ensures that you never lose your work by auto saving the content as highlighted below.
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4. Click the Save button at the bottom of the page to publish your new page. [image: ]
5. Now change the Title of the module. Go back to the Options button in Actions menu and select “Settings”.  
[image: ]

6. Change the title to “Promo”. 

[image: ]

7. Click the Update button. [image: ]
Your page should now appear like this:
[image: ]

Change the Skin 
You can change the look and feel of a page or your entire site by changing the skin. Let’s select a new skin for our promotions page. “Skins” are modules that determine the look and feel of your website. Changing your website skin can change its color, graphics, and menu properties. 
To set the default skin applied to your promotions page: 

1. Navigate to Edit Page > Page Appearance 
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2. Select Page skin | Freestyle – DNNFreestyle1Column and click Update
[image: ]
You will notice the style of the page has now changed. If you click on one of the other tabs like “About Us” you will notice that the styling has not changed. This is because you have now added the new skin to your Promotions Page.

Move Content on the Page 
1.  Now let’s move the “Promo” module to the bottom pane. We’ll do this by selecting the View in Layout Mode from the Edit Page section in the upper right corner of the screen.
[image: ]
2. Hover the mouse over the Move icon in the Actions menu of Promo module and select To Bottom Pane to move the module into the bottom pane.
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3. Now switch back to “View” mode by unchecking the View in Layout Mode and you will see that the “Promo” module is now in the bottom pane of the page.
[image: ]

Add an Image to the Page 
1. Add a new HTML Pro module to the Top Pane by selecting Add New Module from the Modules menu, selecting the HTML Pro module, and dragging & dropping it to the Top Pane. 
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2. Select Edit Content in the Actions menu for the new HTML Pro module 
[image: ]

3. Now use the Image Manager to add the home banner image by selecting Insert Media | Image Manager 
[image: ]

4. Select the “homeBanner.png” image from the Images folder. 
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5. Select Insert [image: ]and then Save [image: ]

6. Finally remove the title on the new HTML Pro module. Select Settings from the Options menu in the Actions menu
[image: ]
7.  Erase the Module Title and choose [image: ]
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8. Select Close Edit Mode by clicking[image: ]. Your page should now look like this: 
[image: ]

Add a Security Role 
The Security Roles page enables Administrators to create and manage security roles. Security Roles control which users can access and manage site pages and modules. The following basic tasks can be performed on the Security Role pages: 
· Add new roles 
· Edit and delete existing roles 
· Manage the users assigned to each roles 
[image: ]

1. Navigate to Admin > Security Roles 
2. Click [image: ]
3. In the Basic Settings section complete the following fields: 
a. In the Role Name text box, enter the name “Content Editor”. 
b. In the Description text box, enter “Limited access”. 

[image: ]
4. Click the[image: ] button. 
Add a User Account 
Administrators can manage the account details of all registered users from the User Accounts page. The following tasks can be performed under User Accounts: 
· Add a new user account 
· Edit an existing user account 
· Authorize or unauthorize user accounts 
· Manage security role access to user accounts 
· Delete a user account 
· Delete all unauthorized user accounts 

1. Navigate to Admin > User Accounts 
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2. Select [image: ]This takes you to the Add New User page. 
3. In the User Name text box, enter a user name. The users email address is a common choice for this field, although any user name can be entered. The user name cannot be changed. 
4. In the First Name text box, enter the person's first name. 
5. In the Last Name text box, enter the person's last name. 
6. In the Display Name text box, enter the name to be displayed to others on the portal. Note: This field may not be displayed. 
7. In the Email Address text box, enter a valid email address. 
8. At Authorize, check the check box to authorize the user to access the portal. 
9. At Notify, check the check box to send a notification email to the user's email address. This is the default setting. 
10. At Random Password, 
Check the check box to generate a random password. If this option is selected, skip to Step 12. 
Uncheck the check box to create your own password. This is the default setting. 
11. In the Password text box, enter a password. 
12. In the Confirm Password text box, re-enter the same password. 
13. Click[image: ] . The user will now be added to the User Accounts list. 
14. If you created a password for this user, the user can now access the account using their username and password without the need to access system generated email that’s sent to new users. [image: ]
Manage a User Account – by Administrator 
Administrators can add a user to a role to give the user the permissions given to the role. 
1. Navigate to Admin > User Accounts 
2. Find the required user account by using a filter or by searching. 
3. Click the Manage Roles button beside the required user account. The details of the security roles this user currently belongs to are listed on this page. 
4. Within Security Role, select the role this user is to be added to. Select the “Content Editor” role for this user
[image: ]
5. OPTIONAL. At Effective Date, click the Calendar link and select the first date the user can access this role. Where no date is selected access will be immediately granted. 
6. OPTIONAL. At Expiry Date click the Calendar link and select the last date the user can access this role. Where no date is selected access will not expire. 
7. At Send Notification?, select from the following options: 
· Check the check box to send a notification email to the user informing them of their new role access. This is the default setting. 
· Uncheck the check box to add the user to the role without notifying them. 
8. Click the button. 
9. Click Close. 


Using Workflows 
Workflows enable you to define which user (or which user role) is able to edit specific content and then which user (or user role) must review and approve the content before it can be published. The Professional and Enterprise Editions ship with three basic workflows that you can use immediately. You may also create your own workflows with as many states and checks as you like. 
1. Select the Promotions Page 
2. Click Edit This Page to get back to the edit mode. Edit the “Promo” module settings by selecting Settings   from the Options within Actions menu. 
[image: ]

3. Select the Permissions tab 
[image: ]

4. First we’ll give the “Content Editor” role the ability to make changes to the content in this module by checking “Add” and “Delete”. 
[image: ]

5. Next we will assign a Workflow to this module. Select the HTML Modules Setting tab. In the middle you will see the Workflow section. Workflows enable you to decide who can edit content and who needs to review and approve it before it can be published. Workflows are available in both the Professional and Enterprise Editions. Select the “Content Approval” Workflow and then select Update. 
[image: ]

6.  Now we’ll take a look at how this Workflow helps us to manage our content.

1. First logout of your ADMIN account entering this link in the browser: http://dev.montana.gov/logoff.aspx

2. Next login using the user account name that you created earlier by entering the user name and the password that you input when creating the user account by copying this link into your browser:    http://dev.montana.gov/login.aspx

8. You should now be logged in with your new account which is a member of the “Content Editor” role. Select the Promotions page. This user (and role) has permission to edit the content in the Promo Module. Select the Edit This Page button from the Edit Page menu on top right corner. Edit the Promo module by selecting Edit Content from the Edit menu under Actions menu. (You will also notice that the Options menu contains fewer options because this user has limited access to make changes) 
[image: ]

8. Now change the text so that you offer customers a 25% discount. 
[image: ]
9.  Scroll down and choose to “Publish Changes”. 
[image: ]

10. Select Save. 

11. Add a comment and click on Add Comment. 
[image: ]
12. Logout of this account. You can see that no change was made to the published web site. It still reads “Get a 10% discount on all Bikes.” 
13. Now log back into your host account. Your host account has the ability to approve the change that was just submitted. Once you select the Edit Page, you will notice that the change is visible since you are logged in as SuperUser (Host). You can now approve or reject the change from within the Actions menu. Let’s approve the change. 

[image: ]

14. Add a comment. 
[image: ]

15. You will see that the change has now been approved and published to the external Web Site. 
Version Tracking and Version Compare 
Rich HTML Pro Text Editor in DNN Professional Edition provides rich content editing tools including image management, spell checking and document versioning, version comparison, auto save and recover. 
1. To review the version history, a user can go back to Edit Content under Edit menu within Action menu for a module
[image: ]

2. Select the Version Tracking tab to see the full list of the all the versions by date, user, and state. The Professional Edition offers you the functionality of both Version Tracking and Roll back. A user can roll back to a specific version by clicking on the Rollback icon. 
[image: ]

3. Select any two versions and choose to compare those versions. The differences are highlighted and color coded. Users can compare in Design mode or HTML mode. 
[image: ]
 

Setting Publish/Save Settings (Workflows)

How to Set PUBLISHING settings in DNN

· Mouse over the the Blue “Edit Page” tab and choose “View in Layout Mode” .
· Choose the settings icon on the right and choose “Settings”.  This will bring you to tabs and you should choose the “Html Module Settings – page down to  Workflow and choose “Save Draft”, the toward the bottom there is a box for “Replace Existing Settings” and if you check that box it changes the workflow for ALL of the site(portals’) behavior to no longer auto publish, but the user would then have to choose the publish box when they are ready to publish.
· Screen shot one shows where you can set the Workflow and make it standard across the website  -- screen shot 2 shows what a user would see and would have to check the 



[image: cid:image001.png@01CEC444.94F7A180]
IMPORTANT:      THINGS to remember on this screen:
· You can set the History Maximum for versions on this screen
· Set Workflow
· REMEMBER TO Apply workflow to the SITE setting AND click the box next to “Replace existing settings” so you don’t have to visit all previous pages.



Screen shot below shows how you can either  ‘just save’  (using the blue SAVE button) or check the “Publish Changes” button and then press the blue SAVE button which publishes your changes.  For editors, each time you want to save and publish a page, you must check the “Publish Changes” button and press the blue “SAVE” button.  Only the administrator can change the site setting to auto publish at save.
To LOCK a page while you are editing it, click the box next to the  “Lock Content” and click the blue “SAVE” button.  The page will be locked until you unlock the page, or you publish the page.

[image: cid:image002.png@01CEC444.94F7A180]




Document Management 
We will now add a new page to our site where we can upload and share documents with the Awesome Cycles Team. The DNN Professional Edition offers an advanced yet easy to use document management capability. 
1. Add a new page called Cycle Docs (for instructions about adding pages see Add A Page above) 
2. Add the Document Library Module to the page (for instruction about adding modules see Add a Module above)
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3. Right click on CachePages and select add sub-folder called CycleDocs: 
[image: ]
4. You can then select the Security Settings tab and select which User Roles can access this folder. 
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5. Click Update button 

6. Now you can upload documents from your computer by right-clicking on the CycleDocs folder that you created. Select a document to upload by clicking add document(s). 
[image: ]
3. You can define an expiration date for you document 
[image: ]
 
7. The system shows you who uploaded a file and when. 
[image: ]
8. The system stores previous document versions and lets you roll back to previous versions. You can even set notifications so you will be alerted any time a document is changed: 
9. The Document Management feature also provides you with useful statistics about how your documents are used; including how many times a document has been downloaded. Click tools icon and then select Statistics and by Document. 
[image: ]
10. You can view detailed statistics for each document 
[image: ]
11. You can also select Moderate if you would like your documents reviewed and approved before they can be published. 
[image: ]
12. The Document Management feature gives you a simple way to consolidate all of your documents online for sharing with customers, partners, co-workers or others. The Document Management feature makes collaboration simple. 




DNN Montana Skins

Host: Montana - 0-Col
http://dev.montana.gov/zerocolumnswfooter.aspx 

· Includes the montana.gov template wrapper
· No optional footer
· Does not contain any Foundation elements 
· Content wrapper does not have a specified width or column layout
· <div id="contentPane" class="contentPane" runat="server"></div>


Host: Montana - 0-Col_OptionalFooter
http://dev.montana.gov/zerocolumnswfooter.aspx
 
· Includes the montana.gov template wrapper
· Includes a space holder for the montana.gov optional footer
· Does not contain any Foundation elements 
· Content wrapper does not have a specified width or column layout
· <div id="contentPane" class="contentPane" runat="server"></div>


Host: Montana - 1-Col
http://dev.montana.gov/singlecolumn.aspx

· Includes the montana.gov template wrapper
· No optional footer
· Content width and elements are based on Foundation classes
· <div id="topPane" class="threeColTopPane spacingRight twelve columns" runat="server"></div>
· <div id="centerPane" class="threeColCenterPane spacingRight eight columns" runat="server"></div>
· <div id="bottomPane" class="threeColBottomPane spacingRight twelve columns" runat="server"></div>


Host: Montana - 1-Col_OptionalFooter
http://dev.montana.gov/onecol.aspx 

· Includes the montana.gov template wrapper
· Includes a space holder for the montana.gov optional footer
· Content width and page elements are based on Foundation classes
· <div id="topPane" class="threeColTopPane spacingRight twelve columns" runat="server"></div>
· <div id="centerPane" class="threeColCenterPane spacingRight eight columns" runat="server"></div>
· <div id="bottomPane" class="threeColBottomPane spacingRight twelve columns" runat="server"></div>


Host: Montana - 2-Col
http://dev.montana.gov/twocolumn.aspx
· Includes the montana.gov template wrapper
· No optional footer
· Includes a left column with a main content area
· Content width and page elements are based on Foundation classes
· <div id="topPane" class="threeColTopPane spacingRight twelve columns" runat="server"></div>
· <div id="leftPane" class="threeColLeftPane spacingRight three columns" runat="server"></div>
· <div id="centerPane" class="threeColCenterPane spacingRight nine columns" runat="server"></div>
· <div id="bottomPane" class="threeColBottomPane spacingRight twelve columns" runat="server"></div>


Host: Montana - 2-Col_OptionalFooter
http://dev.montana.gov/twocolwfooter.aspx 
· Includes the montana.gov template wrapper
· Includes a space holder for the montana.gov optional footer
· Includes a left column with a main content area
· Content width and page elements are based on Foundation classes
· <div id="topPane" class="threeColTopPane spacingRight twelve columns" runat="server"></div>
· <div id="leftPane" class="threeColLeftPane spacingRight three columns" runat="server"></div>
· <div id="centerPane" class="threeColCenterPane spacingRight nine columns" runat="server"></div>
· <div id="bottomPane" class="threeColBottomPane spacingRight twelve columns" runat="server"></div>


Host: Montana - 3-Col
http://dev.montana.gov/threecolumn.aspx 
· Includes the montana.gov template wrapper
· No optional footer
· Includes a left and right column with a main content area
· Content width and page elements are based on Foundation classes
· <div id="topPane" class="threeColTopPane spacingRight twelve columns" runat="server"></div>
· <div id="leftPane" class="threeColLeftPane spacingRight three columns" runat="server"></div>
· <div id="centerPane" class="threeColCenterPane spacingRight six columns" runat="server"></div>
· <div id="rightPane" class="threeColRightPane spacingRight three columns" runat="server"></div>
· <div id="bottomPane" class="threeColBottomPane spacingRight twelve columns" runat="server"></div>


Host: Montana - 3-Col_OptionalFooter
http://dev.montana.gov/threecolwfooter.aspx
· Includes the montana.gov template wrapper
· Includes a space holder for the montana.gov optional footer
· Includes a left and right column with a main content area
· Content width and page elements are based on Foundation classes
· <div id="topPane" class="threeColTopPane spacingRight twelve columns" runat="server"></div>
· <div id="leftPane" class="threeColLeftPane spacingRight three columns" runat="server"></div>
· <div id="centerPane" class="threeColCenterPane spacingRight six columns" runat="server"></div>
· <div id="rightPane" class="threeColRightPane spacingRight three columns" runat="server"></div>
· <div id="bottomPane" class="threeColBottomPane spacingRight twelve columns" runat="server"></div>
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