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IntroducƟon 
The content management system for [Client site URL] runs on ExpressionEngine, a PHP/MySQL framework. The core funcƟons of 

the system are publishing and ediƟng content, and it stores the site’s page templates and other administraƟve funcƟons.  

 

This document serves as a reference for usernames and passwords upon transfer to the client, and details specifically how to 

post new content and edit or delete exisƟng content. 

URLs and CredenƟals 
CMS Administrator Interface 

URL: [Client site URL]  

username: superadmin  

password: *********** 

Database  

Name: [Client database name] 

server address: [Client site URL]  

username: dbadmin  

password: **********  

Content Overview 
EssenƟally, the admin can publish new content to the site, edit exisƟng content, or delete exisƟng content. All the website’s 

content is contained in “channels,” which ExpressionEngine maps to database tables or resources. Some channels allow content 

to be published or edited, but others only allow ediƟng. 

Channel and Content RestricƟons 

  

Allowed Prevented 

Publish Projects or Job LisƟngs Delete the About page, ExperƟse page, or list of Featured 
Clients 

Edit exisƟng Projects or Job LisƟngs Publish a new About page, ExperƟse page, or list of Featured 
Clients 

Delete exisƟng Projects or Job LisƟngs  

Edit the About page, the ExperƟse page, or the list of 
Featured Clients 
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Content Management DirecƟons 
Publish Projects or Job LisƟngs 

1. From the main screen, click Content and navigate in the popup menu to Publish, then go to Projects or Job LisƟngs. 

Main screen: Publishing content 

2. A form will be generated with fields for your content under the Publish tab. Enter your content and follow any instrucƟons 

provided with each field. 

Content Entry form 
 
3. A content entry form has three other tabs: Date, Categories, and OpƟons. You can ignore the Date, and OpƟons tabs, as they 

are just for system use. For Projects, you must select at least one category or the entry you are publishing will not appear on 

the site. If you are entering a Job LisƟng, selecƟng a category is not required. 
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Content Entry form: Categories tab 

4. Once you’ve entered the necessary informaƟon, scroll to the boƩom of the page and click Submit. 

Edit Projects or Job LisƟngs 

1. From the main screen, click Content and navigate in the popup menu to Edit, then go to Projects or Job LisƟngs. 

Main screen: EdiƟng Projects 
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2. A list of all the editable content entries will appear. In the list, click the entry’s Ɵtle that you want to edit. 

Edit Channel Entries screen: Finding a piece of content to edit  

3. A form Ɵtled “Edit Entry” will be generated with fields for your content. Edit the content and follow any instrucƟons provided 

with each field. 

            Edit Entry screen 
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4. Once you’ve edited the necessary informaƟon, scroll back to the boƩom of the page and click Submit. Go to the Categories 

tab first if you need to make a category change, and only select one. 

Delete Projects or Job LisƟngs 

1. Follow the same direcƟons as you do to generate the list of Projects or Job LisƟngs to edit. 

2. On the resulƟng list of entries, click the check box in the last column of the entry you want to delete. 

        Main screen: EdiƟng Projects 

 

3. Scroll down and on the Edit Selected dropdown menu, change it to Delete Selected, and click the Submit buƩon. 

Edit the About Page  

1. From the main navigaƟon, click Content, go to Single Pages, and navigate to the popup menu to About. 

Main screen: EdiƟng the About page 
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2. A form will be generated with fields for the About page. Edit the content in the fields. Follow any InstrucƟons provided in the 

above fields. You can ignore the tabs Date, Categories, and OpƟons.  

  EdiƟng About page content 

3. Once you’ve edited the necessary informaƟon, scroll back to the boƩom of the page and click Submit. 

Edit the ExperƟse Page or Featured Clients List  

Follow the same direcƟons as for the About page above, but do not use the Categories tab when ediƟng these pages, and do 

not delete them if presented with the opportunity to do so. 


