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CHAPTER

ONE

INTRODUCTION

1.1 About this document

This is a short tutorial for editors.

It first shows you how to log in to TYPO3. TYPO3 has a page tree with the pages, which you can see when you
visit your website. On these pages you have content elements, which contain the content, which is present on each
page. As an editor you will create and edit content elements and pages.

This tutorial begins with the tasks, which an editor needs most frequently: Editing existing and creating new content.
The following chapters will explain how to edit and create pages. Finally there is a short introduction on working
with translations.

The tutorial provides the most basic instructions step-by-step. It does not cover all available functions, but the most
common ones.

1.2 What’s new

• This manual is illustrated with screenshots from the Introduction Package using TYPO3 CMS 6.0.

• This document replaces the old document “typo3_tut”.

1.3 Credits

This extension is based on a tutorial extension originally written by Marlies Cohen and a summary / excerpt in the
wiki by Eikaa. Susanne Moog did some major updates. Thanks to them all!

1.4 Feedback

For general questions about the documentation get in touch by writing to documentation@typo3.org .

If you find a bug in this manual, please file an issue in this manual’s bug tracker:
http://forge.typo3.org/projects/typo3cms-doc-editors/issues

To support the translation to other languages see http://wiki.typo3.org/TYPO3_Tutorial_for_Editors

Maintaining quality documentation is hard work and the Documentation Team is always looking for volunteers. If
you feel like helping please join the documentation mailing list (typo3.projects.documentation on lists.typo3.org).
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CHAPTER

TWO

LOGIN

Let’s start from the beginning. Make sure you have javascript and cookies enabled in your browser or it will not
work.

Enter your domain name into the address bar of your internet browser and append “/typo3” to it to get to the “log
in” page of your site. For example: http://www.example.com/typo3.

Now you will see a screen like this:

• In the Username box write your username

• In the Password box write your password

• and then press the [Login] button or hit [Enter].

2.1 Help within TYPO3

Before we dive further into using TYPO3, I would like to make clear again that even though this tutorial covers the
basic features, there are a lot more. Here’s where you can learn more directly from within your website:

• A very short description of buttons or functions appears if you hover with your mouse pointer over it.

• A lot of times you will see the following question mark next to an element. Hovering over it will pop up a
little help window about the item or function it is next to:

• For a more extensive description use the manual module in the help category in the menu.

5
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CHAPTER

THREE

OVERVIEW

You are now in what is called the backend of your site. Usually all changes to the content of the site are done here.
Although there are ways to perform frontend editing, this tutorial only covers backend editing.

The backend is divided into three columns. By selecting “Page” in the first column, you will see a screen similar
to this one:

The first column [1] is the menu , which is used to select the task you want to perform. The second [2] column
contains the page tree , which represents the hierarchy of the pages of the website. The third column [3] is the
work area. The fourth area [4] is called headerbar. There you find for example the name of the user that is logged
in (you!) and the logout button. Use the logout button to close TYPO3. TYPO3 will remember your last work area
and come back to it on the next log on.

What the visitors of the site see is referred to as the frontend = your website.

7
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3.1 Headerbar

Beside the TYPO3 Logo you will find the following functions:

1. Your username and logout button

2. Add bookmark and workspaces

3. Search

After a predefined amount of time with idle use your session will expire for security reasons:

You may refresh the session, but unsaved changes will be lost - keep in mind, to save changes regular. TYPO3
saves data and files on the server and not on your pc.

3.2 Menu

The menu has categories with several modules. You can see the categories Web, File, User tools and **Help and
for example the modules Page, View, List, Info, Functions, Filelist plus some others and some help modules. The
categories and modules available may be different in your TYPO3 project.

The most used category is Web and the therein contained module Page . It allows you to create and edit webpages,
manage different languages and columns of content per page.

The View module shows the frontend look of the page currently selected in the Page Tree.

The List module provides low level access to database-records appearing on a page.

Depending on your settings there might be a User category with a Task Center and / or a Setup option.

This tutorial does not cover versioning, workspace, user, task center, filelist or setup.

Also quite important is the Filelist module. It is used to store all kinds of files like pictures, PDFs, etc. on the
server.

All modules are explained in the About modules module in the help category. Please note that the categories can
be folded using the little arrow icons next to the name.

3.3 Page Tree

In the page tree you will see different icons:
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Chapter 3. Overview

1. Page “Home” is a shortcut , that means, if you visit this page in the frontend you will be redirected to a
different page.

2. Clicking on the arrow expands or implodes the directory tree.

3. Page “History” is a standard page

4. “News Entries” is not so much a page but rather a folder, they are used to store all kinds of items, for example
news, newsletters, guest book entries, etc.

5. If you created a page and it doesn’t appear reload the page tree.

Use the filter (click on icon) to delimit the pages shown in the page tree.

Note that it makes a difference if you click on the icon or on the name of the page. Clicking on the icon will
produce the context menu with page specific options, while clicking on the name of the page will load the page in
the work area.

3.3. Page Tree 11
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3.4 Work Area

The work area displays the selected module with the content of the page which you have currently selected in the
page tree. It is the part of the backend, in which you will do most of your work. Inside the work area you create and
edit content and pages. The following sections contain all the details about the work area you need to know.

The standard view is Columns and shows any possible column of a page, Quickedit is more suitable for advanced
writers and Languages gives access to all available language versions of this page.

1. The left icon (page with eye) opens a preview in a new window, the right icon (pencil) opens the page
properties

2. In the right upper corner you will always see your current work directory. The icons to clear the page cache
(flash) and to create bookmark to this page.

3. To move the content elements up and down in one column or between each other drag and drop them with
the cursor (click + hold). The green bar in the left column is highlighted to offer a possible next position.

12 inspiring people to share.



CHAPTER

FOUR

CONTENT ELEMENTS

4.1 Working with Content

We will now discuss the work area of the page module, where most of the work is usually done. Don’t be scared by
the many icons and buttons, as they are somewhat redundant. Use the mouse to point and hover (do not click) over
any icon to see the help text appear. At first we will discuss working with content, later we will talk about how to
work with pages.

The screenshot shows the work area of the page module after clicking on the name of a page in the page tree. You
can see two content elements one in the column called Normal and one in the column Right, the column Left is
empty.

The content elements on this page are type text and text & images, and we’ll learn more about different content
types later on. Moving over a column or an content element will highlight it, so that you will see the icons.

1. Edit all content elements of one column.

2. Add a new content element to this column.

3. Icon of the content element Text & Images

4. Edit this content element, enable/disable or delete it.

You can click anywhere on the highlighted area of the content element to edit it.

4.2 Creating Content

Once you have clicked to create a new content element, you will see a page with various content types available for
selection. Note that the content type selections available to you are dependent on the features you have installed in
your TYPO3 system.

In the first step you can then select which type of content you want to have, use the other tabs to choose different
types of content elements.

In the following step you will be able to edit the new content.

4.2.1 Typical Page Content

4.2.2 Special Elements

4.2.3 Form Elements

4.2.4 Plugins

In the next step you will already insert your first content

13
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4.3 Editing Content

The work area for editing content and for creating content is actually the same. The only difference is that the
form is already filled when you edit an existing element. In this section you will find a description of the different
parts of the working area when working with a text & Images content element. This covers both the text and the
images content elements.

1. Close, Save, (+ preview, + close, + new record) delete this content element or undo last changes

2. General Settings are Type, Column and Language, depending on the type of content element there are
different tabs. Switching between the tabs keeps changes. The top area contains the header of the element, as
well as the type, which you can change. Be aware that changing a text & images element to a text element
will cause it to loose all pictures.

3. Header area of this content element

4. Text area of this content element with Rich Text Editor (RTE), we will discuss the RTE later.

5. Opens the RTE in fullscreen mode

4.4 The Rich Text Editor

The editor is pretty much self explanatory, you have probably worked with similar word processing software before.
Depending on how the site was set up, the buttons available to you will vary. Here’s an example - move your cursor
over the icons to see the tool tips.

Copy/Paste clipboard with (ctrl + C) or (ctrl + V)

Common Rich Text Editor (RTE) formatting options include:

1. bold, italic, super and sub script

2. type of lists, indentation, special characters, link tool, insert picture, insert table, search and replace, view
source, remove format, undo/redo last changes

3. toggle borders for tables, table manipulation
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4.4.1 Creating a Link

Once you have selected a word or more in the rich text editor and clicked on the Link icon, you have the following
options:

1. To insert a link to page within your website , just click on the page tab.

2. Open the page tree (click on the small black arrow)

3. Insert an anchor to the titel of an specific content element (click on the small red arrow)

If you have selected an existing link, you can use the Link icon to edit the link. With the leftmost option, Remove
Link, you can remove the link.

Use the additional tabs to

• Remove actual link

• Link to an internal file in the filelist

• Link to an internal folder

• Link to an external target

• Link to an email address

4.5 Working with Images

Most times you work with images either in the “text & images” or the “images only” content element. Both cases
are covered here. For working with images it can be helpful to activate the option Show secondary options at the
bottom of the page with the edit form.

1. Image currently visible in the content element, open arrow for details.

2. If you want to have a caption, Title or alternative text put it in here, or turn the image into a link.

3. Make the fullscreen size of an image available.

4. You may hide or remove an image

5. Select an image on the left and change the order with drag and drop. (For more than one images only)

18 inspiring people to share.
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6. To add an image from the filelist on the server, use this folder button. For more information on the filelist
see the following section.

You will also see a text area for Alternative Text and Title. It is generally a good idea to write a couple of words
describing each picture in one line each. This is especially important for accessibility requirements (for example,
Section 508 compliance in the US).

1. Choose the tab appearance.

2. Set a specific width and / or height for all images in this element. Mostly it’s sufficient to define the width,
TYPO3 will scale the image proportional into the required size.

3. Place the images relatively to the text.

4.6 Working with Files

If you want to include files in your website, first upload them to your web server.

TYPO3 provides the filelist module which can be used to store and browse files on the server. The files which
are stored this way are available in the link section of the rich text editor and in the image section of content
elements.

1. Select the filelist module.

2. Where you saw the page tree when you where in the modules in the category Web (e.g. in the page module),
there now is the filetree. Here you might see one or more folders.

3. This is the list of files and folders inside the selected folder. Clicking on the file icon pops up a menu, clicking
on the name opens the file.

4. Upload files to this folder or create empty folders and files.

5. Reload the filelist.

4.6. Working with Files 19
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6. Your actual working directory.

7. Activating Display thumbnails, Extended view or Show Clipboard permanent.

Dialog to upload multiple files, with the flash uploader enabled in your personal settings. To replace an existing
file select the option “overwrite”.

Dialog to upload multiple files, with the flash uploader is disabled. To replace an existing file select the option
“overwrite”.

Dialog to create empty folders and files.

22 inspiring people to share.



CHAPTER

FIVE

PAGES

5.1 Working with Pages

You have already seen the page tree, now you will see how easy pages are created, moved around, hidden and
deleted.

5.1.1 Drag and Drop

1. To expand the menu with one click and leave it open

2. To move an existing page pick it at the page title

3. Drag ist above another page, it will be highlighted

4. The box hint is move page below another page or

5. The box hint is move page between two other pages

6. The trash can appears as soon as you move any page

5.2 Creating Pages

There are two ways to add a new page.

First make sure that you currently are in a module inside the category web (e.g. in the page module).

5.2.1 Adding pages within the page tree

1. pick a page type (here standard)

2. create new page

3. insert page title

A new page is disabled by default. To enable a page, use the context menu or the page properties.

Clicking on any subitem of Create a new page will immediately bring up the New page information. Depending
upon your selection you will create a page inside the current one (a subpage), after the current one (a sibling) or
you get a wizard in which you can select the position of the page.

5.2.2 Adding pages with the context menu

To activate the context menu click on the icon of a page, not the title. The context menu concentrates fast access to
different actions at one place.
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1. For examle disable or enable a page with one mouse click

2. Page actions are redundant to drag and drop actions of the page tree

Once the page has been copied or cut, it is copied to your clipboard in TYPO3. Creating a new page with the
context menu will lead you to the follwing step:

1. Put the page on the same level of the page tree hierarchy or

2. Put the page inside the page you clicked on, so that it will appear as a child of that page in the page tree.

After selecting the location of the new page you would define the title of the page:

5.2.3 Page Properties

1. Insert the page title (mandatory) and save

2. Opens a new popup window (reasonable on small displays)

5.3 Adding Multiple Pages at Once

If you want to add more than one page at a time you can use the Functions module.

First select the page in which your new pages should be placed.

Select the multiple page wizard.

Now fill in the names of your new pages. (A new page will only be created for fields, which you filled in.)

If you mark the box Place new pages after the existing subpages the new pages will be added below the currently
existing subpages. If you leave it blank, they will be placed above the current pages.

Once you are done click the Create pages button.
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CHAPTER

SIX

WORKING WITH LANGUAGES

If your site is available in multiple languages, you want to have different translations of the same page. Here is
what you need to do:

In the top part of the Page module, you have a drop-down box, where you select the Languages option.

If you want to translate an existing page you will click the button Make new translation of this page with a
drop-down menu of the available languages. Choose the one you want, in our example the available language is
“dansk”.

Then enter the new translation of the page name in the field Page title and save changes.

Now you can copy the content of the page in the source language to the new language. This is quite useful, if
you have content which you would like to see in the version of the new language as well. You can also create an
entirely new version of the page.

Now you are prepared to work on the translation of the content at any content element starting with [Translate to
“new language”]. (Replace New Language with “Dansk” in our example)

If this two column mode is a little confusing, you can go back to the old view of the work area by selecting
Columns in the dropdown menu, where you previously selected languages. Note that you can now switch between
the different translations of the page with another drop-down menu below the one you just used.
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CHAPTER

SEVEN

NEXT STEPS

If you want more detailed information on how to work with the TYPO3 backend, you should read the Getting
Started Tutorial. It contains more exhaustive information on how to do editor tasks and it also includes basic
instructions on some administration tasks like a short section on installing TYPO3 and notes on templates, user
management and usage of extensions.

If you need more information on how to translate a website, you should read the Localization Guide. It contains
information on how to set up a multi-language site and how to actually do the translation and localization.
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CHAPTER

EIGHT

INDEX: LABELS FOR CROSSREFERENCING

Index

• [0032] :ref:‘start‘

Targets

• [0032] :ref:‘labels-for-crossreferencing‘

ContentElements/Index

• [0032] :ref:‘content-elements‘

ContentElements/Content/Index

• [0032] :ref:‘content-working‘

ContentElements/CreatingContent/Index

• [0032] :ref:‘content-creating‘

• [0048] :ref:‘content-typical‘

• [0057] :ref:‘content-special‘

• [0066] :ref:‘content-form‘

• [0075] :ref:‘content-plugin‘

ContentElements/EditingContent/Index

• [0032] :ref:‘content-editing‘

ContentElements/Files/Index

• [0032] :ref:‘files‘

ContentElements/Images/Index

• [0032] :ref:‘images‘

ContentElements/RichTextEditor/Index

• [0032] :ref:‘rte‘

• [0056] :ref:‘rte-linking‘

Introduction/Index

• [0032] :ref:‘introduction‘

• [0038] :ref:‘about‘

• [0060] :ref:‘new‘

• [0070] :ref:‘credits‘

• [0080] :ref:‘feedback‘

Languages/Index
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• [0032] :ref:‘languages‘

Login/Index

• [0032] :ref:‘login‘

Login/Help/Index

• [0032] :ref:‘help-inside‘

NextSteps/Index

• [0032] :ref:‘next-steps‘

Overview/Index

• [0032] :ref:‘overview‘

Overview/Menu/Index

• [0032] :ref:‘headerbar‘

• [0055] :ref:‘menu‘

Overview/PageTree/Index

• [0031] :ref:‘page-tree‘

Overview/WorkArea/Index

• [0032] :ref:‘work-area‘

Pages/Index

• [0032] :ref:‘pages‘

Pages/AddingMultiple/Index

• [0032] :ref:‘pages-multiple‘

Pages/CreatingPages/Index

• [0032] :ref:‘pages-creating‘

• [0043] :ref:‘pages-creating-tree‘

• [0068] :ref:‘pages-creating-context‘

• [0094] :ref:‘pages-properties‘

Pages/WorkingWithPages/Index

• [0031] :ref:‘pages-working-with‘

• [0039] :ref:‘pages-drag-drop‘

Summary: 36 targets (36 with link text, 0 without).
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