Directory page user guide
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Introduction

Pages that use the directory template let us organise content as a list
and add filters, which users see as dropdowns on the published page.

This template is suitable for pages such as:

e Recycling centres
e Housing or business properties
e Public toilets

Instructions and examples in this guide use the Affordable housing page,
but they will apply to any page that uses the directory template.


https://www.aberdeenshire.gov.uk/housing/housing-options/buying/affordable-housing-for-sale/

Overview of the directory page inside
Umbraco

When you open a directory page inside Umbraco, the first tab you will see
is Content. This is the main area where you make updates to the page.

You will see the following sections in the Content tab:

e Introduction Text - this is a rich text editor, this content is at the
top of the published page

e Use Map View and Hide Filters toggles - usually you won’t need to
make any changes in these sections

e Directoryltem List - thisis yourdirectory or list content and where
you’ll make the most changes

o Filter Customisation - usually you won’t need to make any
changes in this section

Affordable housing for sale|

peader

Introduction Text
Please use this property to
display any text prior to the
directory list filters

D %3 i Actions v

Content  Workflow Info
Breadcrumbs Page Info SEO URL Management Visibility
o L @ ¥ MO @ Nomal B I YUs ==
EEEvEVvEESLSRANBHBE BN - L

We are committed to work with developers to provide quality affordable
homes across Aberdeenshire that meet a wide range of needs.

Low cost homes are available through Low Cost Shared Equity scheme. Find
out how it works including who can apply and how we prioritise applicants.

You can apply online for some of the properties. The form lets you save your
application and resume it later. To access your saved applications login to
myAberdeenshire and go to your submissions.

Home / Housing / Housing options / Buying / Affordable housing for s. Save and preview Save Request publish...




Directory list and filters explained

The Directory Item List is where you’ll make most updates. Each entry
shows a number and a label. The label is used on the published page for
Filter One. So, multiple items may share the same label but will have a
different number.

Selecting adirectory item opens a side panel showing its Filter One value

Affordable housing for sale

and actual item name.

Then from the side panel selecting the item name opens another panel
where you can edit details such as the description and Filter Two and
Filter Three values.

Filter One is added differently from Filters Two and Three:

e Filter One needs to be added first and then directory item is added
inside it
e Filter Two and Filter Three are added in that directory item

Content Header Breadcrumbs Page Info
Directory Item List )
= 1. Inverurie
Please create a directly list
you wish to display on the = 2 Westhill
page. Rember to add tags if
vou want to utilise page
filters. = 3.Inverurie
—l
»
= 4. Inverurie
= 5. Alford
= 6. Peterhead

Home / Directory page template

SEO

O b i
Content  Workflow Info
URL Management Visibility Review

Select one of the items to
open a side panel and view
further details.

Save and preview

Actions ~

1. Inverurie

Content

/

Filter One Inverurie

Please enter the first filter
name for the Directory List

Directory List

In this new side panel, this is
where Filter One value is added.

1. 3 Knightsbridge, High Street, Inverurie, AB51 3TL

Please add directory list
items for the category

Add Directory Item

Select the directory item to open a side panel where you will
see further details, including filters two and three.




On the published page, these filters appear as dropdowns. For example,
on the Affordable housing page, Filter One is ‘Area’, Filter Two is ‘Number
of bedrooms’, and Filter Three is ‘House or flat’.

You can check what each filter is for inside Umbraco, in the Filter
Customisation section.

The screenshot shows how the filters and directory item look on the
published page:

Filter One Filter Two Filter Three

m For sale or to let ~ Development sites or business centres ~

Viewing all (no filter applied)

Directoryltem 3 i nightsbridge, High Street, Inverurie, AB51 3TL

Title
2 bedroom 2nd floor flat

Price: £93,000
Income threshold: £35,000 or less

Directory Applications deadline: return as soon as possible

fowey, Property schedule 3 Knightsbridge, High Street,
Description  1nverurie (PDF 411K8)
Guidance notes 3 Knightsbridge, High Street,
Inverurie (PDF 199KB)

Apply for 3 Knightsbridge, High
Street, Inverurie

A



https://www.aberdeenshire.gov.uk/housing/housing-options/buying/affordable-housing-for-sale/

Updating the Introduction Text

The Introduction Text appears above the directory list on the page. e e O | % | 2| ssess
Content  Workflow Info
1 . TO make ChangeS VieW inStrUCtion for in the I’ICh teXt editor }ZUIde. Content Header Breadcrumbs Page Info SEO URL Management Visibility
. . Introduction Text 5 R
2. Click the Save button to save your changes. This saves the changes Pesseusetispropertyte <> T O @ % O @ Nomal B I YSEES
. . . . display any text prior to the = = = ., = = 5= 9 9 ; =
but does not publish them to the live website. You can preview a saved diectory st itrs e —— bl Bl Kl AT
We are committed to work with developers to provide quality affordable
@g@- homes across Aberdeenshire that meet a wide range of needs.
Low cost homes are available through Low Cost Shared Equity scheme. Find
3. After you have f|n|Shed updatlng the page and Saved you r Changes’ to out how it works including who can apply and how we prioritise applicants.
. . . . You can apply online for some of the properties. The form lets you save your
ma ke them l.|Ve you wi u need to regu eSt pu bl'Sh | ng- application and resume it later. To access your saved applications login to
myAberdeenshire and go to your submissions.
Home / Housing / Housing options / Buying / Affordable housing for s.. Save and preview Save Request publish...



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides#texteditor
https://docs.umbraco.com/umbraco-cms/tutorials/editors-manual/getting-started-with-umbraco/creating-saving-and-publishing-content#option-1-save-and-preview
https://docs.umbraco.com/umbraco-cms/tutorials/editors-manual/getting-started-with-umbraco/creating-saving-and-publishing-content#option-1-save-and-preview
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#requestpublish

Adding new items to the list

Before you start, look at the existing items to see what information they
include and where it appears. This will guide you when adding a new item
and help you match the existing format.

Depending on the format of existing items, you may not need to complete
every step below. For example, if your directory page doesn’t use images
or a map view, you can skip those step.

Add a new item to directory list

. . . . Affordable housing for sale D %3 i Actions =
1. In the Directory Item List section, at the bottom of the list select —— Content  Workfow Info
Add Directory List Content Header Breadcrumbs Page Info SEO URL Management Visibility
Directory Item List = 1,
2. Aside panel will open where you can begin adding the new item’s Pemseesteadiectylbt
you wish to display on the E 2. Westhill
details. S

3. Inverurie

filters.

4. Inverurie

5. Alford

6. Stonehaven

v

Add Directory List




Add new Filter One value and item

1. In the Filter One field add the relevant value. For example, if Filter Directory List
One is used for town or area and the new property you are adding is
in Inverurie, enter ‘Inverurie’.

Content

Filter One Inverurie

Please enter the first filter
name for the Directory List

2. Below Filter One, in the Directory List section, select Add Directorylist
Directory ltem. Another side panelwill open where you can add the Please a4 drectory s
rest of the details for your new item.

Add Directory Item

Directory Item

Content

Title

Please enter a title for this

item

Description - )
Please enter a description o I % 0 [ Normal B

for this item

¢
1
]|
ihl
([
i
i
]
)
B
b | ~
&

This is the new
side panel you
will see when
you select Add
Directory ltem

0




Add item title and description

10

1.

. In the Description section use the rich text editor to add more

In the Title field add the relevant title. For example, a specific

Directory Iltem

property address such as 3 Knightsbridge, High Street, Inverurie,
AB51 3TL.

Ifitems on the list don’t have titles, skip this and move on to the next
step.

details. - |

Make sure the formatting matches other items on the page. For
example, headings, links, and the order of information. For
guidance on formatting and styling, view our rich text editor guide.

Content

Title

Please enter a title for this
item

Description

Please enter a description
for this item

), >

!

3 Knightsbridge, High Street, Inverurie, AB51 3TL

L (') b4 |r] Normal

&b
1
il
thl
][

i
]

2 bedroom 2nd floor flat

Price: £93,000
Income threshold: £35,000 or less

Applications deadline: return as soon as possible



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides#texteditor

Add an image

Not all directory pages will use images, if your page doesn’t have images
skip this step.

11

1. To add an image, scroll to the Image section below the text editor.

1.1.

1.2.

1.3.

1.4.

1.5.

Select Add to open a side panel showing the media section.

Find and select the relevant folder in the media section. This is
important to keep the folders organised and help you find the

relevant images if you need to replace or delete them in the
future.

If the image is already there, click on it and go to step 1.7.

If you are using a new image, make sure it meets the website
image standards: file size under 100KB, appropriate
dimensions, and correct format.

To upload a new image, select the Upload button in the top
right.

p Swords @tiny ,

Image

Please select an image for

this item
\ m—

Select media [ =
Select media
4
Search only this folder f

Media / Housing / Affordable housing and matchmaker properties / Affordable / Low cost homes images / ===

8 Berryhill Circle West... 3 Kightsbridge High St...



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/content-guidelines/style-guide?page=1&category=images
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/content-guidelines/style-guide?page=1&category=images

1.6. Findthefile inyour computer and select Open to uploadit. The 5 a
. . . . Select media
uploaded image will appear at the bottom of the list and will - Select media | Clipboare
already be selected. e i
1 Buchan Braes Bodda... 30 Cormack Park Roth... 8 Berryhill Circle West... 7 Bothiebrigs Drive M...
1.7. Click the Select button in the bottom right corner.
1.8. Add alternative text to the image for accessibility: A . &
. v
Lairhillock Lodge 3 Kightsbridge High St... 21 Wellington Drive P... 21 Beechcroft Garden...
1.8.1. Hover over the image and click on its hame to open a
Uploaded
new side panel. image is
already
I selected
58 Ladysbridge Drive ... 5 Station Place Hatton <J
Close m

Image

Please select an image for
this item

I 3 Kightsbridge High Str... I

[
»




1.8.2. Click Open in Media Library, and another side panel a3 KghttridgeHigh Seets
will appear.

ie on Directory Item

1.8.3. Scroll down to the Alternative Text field and enter a
detailed description of the image. Find out how to write
effective alt text.

1.8.4. Select Save and close, this will close the current side
panel.

X Change Media ltem £ Open in Media Library <

1.8.5. Click Submit to come out of the media side panel and

return to the page.

3 Kightsbridge High Street Inverurie D i
Content Infi
in pixels
Size 21356
in bytes
Type Ipg
> ive Text " . "
» Street view showing 3 Kightsbridge, a building with shop unit on the ground floor and flats on second floor

The alt attribute holds a
textual replacement for the
image, which is mandatory
and incredibly useful for
aceessibility — sereen

readers read the attribute

value out to their users so Add description
they know what the image

means. of image

Save and close

S

Housing ffordable housing and Affordable / Low cost homes imag 3 Kightsbridge High Stre. Close ‘Save and close



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/content-guidelines/style-guide/?page=1&category=Alternative+%28alt%29+text
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/content-guidelines/style-guide/?page=1&category=Alternative+%28alt%29+text

Add Filter Two and Filter Three

If existing items use a second and third filter, you will need to add these 1. 3 Knightsbridge, High Street, Inverurie, AB51 3TL

to the new item. m

These filters are added differently to Filter One. They are added as tags to
each directory item, in the Filter Two Tags and Filter Three Tags fields.

Filter Two Tags

Please select or add

appropriate tags for this

1. To add Filter Two, start typing the filter value in the relevant box. If content, These drive the
filters of content in
the filter value already exists, it will pop up as a suggestion. Select Directory Pages
it to add.

Filter Three Tags

/ Please select or add
2. To add Filter Three, repeat the instructions in step 1 above. ot Tese e e

filters of content in
Directory Pages

14



Add item to the map

Depending on the page content, there might be two views on the
published directory page: a list view and a map view. If a map view is

available, you must add coordinates to any new items, or they won’t

appear on the map.

To add an item to the map:

15

1. Getthe coordinates for the location of the item:

1.1. Open Google Maps and search for the property or area

you want to add.

1.2. Whenyoufind it, right-click on the location and select the

coordinates from the pop up. This copies both the
latitude (first number before the comma) and longitude
(second number after the comma).

2. To add the coordinates, go to the Location Details section.

2.1.

Paste the relevant coordinate parts into the latitude and
longitude fields. If either number has a minus (-) symbol
in front, make sure itis included.

r-u:

21 Wellington Dr

——

21Wellington Dr, Peterhead AB42 3PN

+  FSXM+F4 Peterhead

Suggest an edit on 21 Wellington Dr

Add a missing place

S What's here?

57.49866, -1.81711

Share this location

Directions to here

Search nearby

Print

Add a missing place
Add your business
Report a data problem

Measure distance

<

Location Details

Latitude

Please enter a latitude if you
want to specify location

l data for this item

Longitude

Please enter a longitude if
you want to specify location
data for this directory item

Map Marker Text

If you would like more
detailed pop-up text on the
information window for this
item's marker on the map,
enter it here. This can be
HTML formatted.

57.49866453410196

-1.8171527414781716

nl

I

Normal

v
Inl

Y
Y

|




Save changes and request publication

1. To finish adding your item, save your changes: Directory ltem

1.1. Select the Create button. This closes the side panel but Content
s
doesn tsave your Changes yet° Title 3 Knightsbridge, High Street, Inverurie, AB51 3Tl
Please enter a title for this
item
1.2. Select Create button again to close the next side panel.
Description
. Please :ntera description <« L é) (_) x l—u Normal M B I L»'
1.3. Select the Save button to save your changes. This saves the ot o sz === ez v AE
= & = = T Vi vV+iE = g U
item but doesn’t publish it. You can preview a saved page. S B @Y B — 2
2. After you have finished and saved your changes, to make them live 2 bedroom 2nd floor flat
H . . Price: £93,000
yOU Wlu need to request DUblIShlng' Income threshold: £35,000 or less
Applications deadline: return as soon as possible

Affordable housing for sale| 0 ) 2 Actions
Content  Workflow Info
Content Header Breadcrumbs Page Info SEO URL Management Visibility

Directory Item List

= 1.Echt
Please create a directly list
you wish to display on the = 2.Insch
page. Rember to add tags if -
you want to utilise page
filters. = 3. Peterhead

= 4. Inverurie
= 5. Netherley

= 6. Ladysbridge

= 7. Marywell ¢ ¢
16 Home / Housing / Housing options / Buying / Affordable housing for s. Save and preview Save Request publish... =



https://docs.umbraco.com/umbraco-cms/tutorials/editors-manual/getting-started-with-umbraco/creating-saving-and-publishing-content#option-1-save-and-preview
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#requestpublish

Updating an item

Once you have opened the page you want to update inside Umbraco, go

to the Directory Item List section. \

Find the correct item to update

Each item in the list has a number. You may see multiple entries with the
same name. This is because the list displays items by their Filter One
value, which is the label used for filtering. View the directory list and

filters explained section to find out how the filters work.

You may not need to update every field. Skip any of the steps below that
aren’t relevant until you get to the save your changes step in this guide.

1. Selectanitem fromthe listto open a side panel, where you can view
more details.

2. By checking the item details identify the correct entry to update.

17

Affordable housing for sale

Content Header

Directory ltem List

Please create a directly list
you wish to display on the
page. Rember to add tags if
you want to utilise page
filters.

|

Content

Breadcrumbs Page Info SEO URL Management

1. Inverurie

2. Westhill

3. Inverurie

4. Inverurie

5. Alford

6. Peterhead

%oy

Workflow

Visibility

i

Info

Actions =




Update Filter One and directory item details
To update Filter One:

1. Select the correctitem to open a side panel

2. Edit the Filter One value in the text box

To update directory item details, in the Directory List section select the
item name. Another side panel opens where you can edit the details.

Update title and description

1. To update the title, in the Title field edit the text.

1. Inverurie

Content

Filter One

Please enter the first filter
name for the Directory List

Directory List

Inverurie

2. To update the description, in the Description section use the text
editor to make your changes. Make sure the formatting matches —]

other items on the page. For guidance on formatting, view our rich
text editor guide.

3. Toreplace documents linked in the text editor, view instructions for
working with media.

oy ~ 1. 3 Knightsbridge, High Street, Inverurie, AB51 3TL
Please add directory list
items for the category Add Directory Item
Directory Item

Content l

Title 3 Knightsbridge, High Street, Inverurie, AB51 3TL

Please enter a title for this

item

Description

Please enter a description
for this item

18

v

o L 9 ¥ Normal

¢
"
11]]
il
11

i
il

2 bedroom 2nd floor flat

Price: £93,000
Income threshold: £35,000 or less

Applications deadline: return as soon as possible

hil
X



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides#texteditor
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides#texteditor
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#media
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#media

Update an image Image v

oo
Please select an image for

The best way to replace an image is to delete the current one and add a
new one. This avoids issues with the old image caching. Caching stores
temporary copies of files so they load faster, but this can sometimes
show older versions instead of the latest one.

this item

3 Kightsbridge High Str...

To do this:

1. In the Image section, hover over the existing image and select the —
binicon. Thisremoves it from the page but doesn’t delete it from the

1. 3 Knightsbridge, High Street, Inverurie, AB51 3TL

website. e
Please select an image for
this item
2. To delete the image from the website, open the media section in a +
.. . Add
new tab, this is so you don’t lose what you have already edited. /
3. Follow the generic instructions for working with media, to remove
then upload an image. S imalia
4. Go backto the page you were editing. = — = _
1 Buchan Braes Bodda... 30 Cormack Park Roth... 8 Berryhill Circle West.. 7 Bothiebrigs Drive M...

5. Inthe Image section, select Add.

6. Find the image from the relevant folder, click on it to select it, then s
hit the Select button.

Lairhillock Lodge 3 Kightsbridge High St... 21 Beechcroft Garden...

| S

19 | n
58 Ladysbridge Drive ... 5 Station Place Hatton 2 Forbes Park Echt 3 Kightsbridge High St...



https://stage.aberdeenshire.gov.uk/umbraco/#/media
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#media

Update Filter Two and Filter Three

To update afilter, you must first delete the existing filter. The steps are the
same for both Filter Two and Filter Three:

1. Inthe Filter Two Tags or Filter Three Tags sections, select the binicon

next to the filter tag you want to delete.

2. Apopupwillappearwith agreentick and ared cross. Selectthe green

Filter Two Tags

Please select or add
appropriate tags for this
content. These drive the
filters of content in
Directory Pages

Filter Three Tags
Please select or add
appropriate tags for this
content. These drive the
filters of content in

Directory Pages

<
<

3 bedrooi

tick to confirm the deletion.

3. Inthe same boxwhere you just deleted the old tag, start typing the new
filter value. If it already exists, select it from the suggested text;

otherwise, type the full value and press Enter to add it.

Filter Two Tags

Please select or add
appropriate tags for this
content. These drive the
filters of content in
Directory Pages

20

1. 3 Knightsbridge, High Street, Inverurie,|AB51 3TL

Filter Two Tags

Please select or add
appropriate tags for this
content. These drive the
filters of content in
Directory Pages

Filter Three Tags
Please select or add
appropriate tags for this
content. These drive the
filters of content in
Directory Pages

2 bedroom

2 to 4 years

Up to 24 months
Up to 12 months




Update map coordinates

To change the map coordinates:
1. Goto the Location Details section.

2. Delete any coordinates already added to the Latitude and
Longitude text boxes.

3. Then follow the steps for adding map coordinates.

Save changes and request publication

To finish updating your item you must save your changes. To do so:

1. Select the Submit button. This closes the side panel but doesn’t
save your changes yet.

2. Selectthe Submit button again to close the next side panel.

3. Select the Save button. This saves your changes but doesn’t
publish them. You can preview the saved page.

4. After you have finished and saved your changes, to make them live
you will need to request publishing.

21

1. 3 Knightsbridge, High Street, Inverurie, AB51 3TL

Location Details

W Latitude 57.28215547265251

Please enter a latitude if you
want to specify location
data for this item

N Longitude -2.3710291445937495

Please enter a longitude if
you want to specify location
data for this directory item

Affordable housing for salel 0
Content
Content Header Breadcrumbs Page Info SEO URL Management

Directory Item List
1. Echt

Please create a directly list
you wish to display on the = 2 Insch
page. Rember to add tags if
you want to utilise page
filters.

3. Peterhead

4. Inverurie

5. Netherley

6. Ladysbridge

7. Marywell ¢

Home / Housing / Housing options / Buying / Affordable housing for s. Save and preview

%5 1 Actions ~
Workflow Info
Visibility



https://docs.umbraco.com/umbraco-cms/tutorials/editors-manual/getting-started-with-umbraco/creating-saving-and-publishing-content#option-1-save-and-preview
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#requestpublish

Deleting an item

If the item you want to delete contains any documents or images, you
must remove them from the Media section first. Follow our instructions
for working with media to do this.

Find the correct item to remove

Once you have opened the page you want to update inside Umbraco, go
to the Directory Item List section.

Each item in the list has a number. You may see multiple entries with the
same name. This is because the list displays items by their Filter One
value, which is the label used for filtering. View the directory list and

Affordable housing for sale

Content Header

Directory ltem List

Please create a directly list

you wish to display on the

page. Rember to add tags if

you want to utilise page
filters.

filters explained section to find out how the filters work.

Even ifitems share the same name, their numbers will be different, which
helps you tell them apart.

22

»
»

Breadcrumbs Page Info

1. Inverurie

2. Westhill

3. Inverurie

4, Inverurie

5. Alford

6. Peterhead

SEO

0 Yo

Content Workflow

URL Management Visibility

i

Info

Actions ~



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#media
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#media

1. Select each item in the list to open a side panel, noting the item
number as you go. The side panel shows additional details that will
help you find the right item.

2. Onceyou’veidentified the correctitem, close any open side panels.
This is because you will have to remove the item from the Directory
Item List section.

Remove the item

To remove the item:

1. Hover over the item with the correct number in the Directory Item

Directory Item List

Please create a directly list
you wish to display on the
page. Rember to add tags if
you want to utilise page
filters.

1. Inverurie

2. Westhill

3. Inverurie

4. Inverurie

5. Alford

6. Peterhead

10

List section (not inside the panel) and select the bin icon.

2. Apop-up will appear, select the Delete button to remove the item.

23

Delete

Are you sure you want to delete the content 1. Inverurie?




Save changes and request publication

1. Select the Save button. This saves your changes but doesn’t
publish them. You can preview a saved page.

2. After you have finished and saved your changes, to make them live
you will need to request publishing.

24

Affordable housing for salg| D
Content
Content Header Breadcrumbs Page Info SEO URL Management
Directory Item List
= 1.Echt
Please create a directly list
you wish to display on the = 2 Insch
page. Rember to add tags if
you want to utilise page
filters. = 3.Peterhead
= 4. Inverurie
= 5. Netherley
= 6. Ladysbridge
= 7. Marywell ¢
Home / Housing / Housing options / Buying / Affordable housing for s.. Save and preview

%5 i Actions -
Workflow Info
Visibility

Save Request publish... «



https://docs.umbraco.com/umbraco-cms/tutorials/editors-manual/getting-started-with-umbraco/creating-saving-and-publishing-content#option-1-save-and-preview
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#requestpublish
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