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Introduction in TYPO3

Login to the TYPO3 backend
User settings

Change language
Change password

TYPO3 backend overview
1. Toolbar
2. Modul menu
3. Page tree
4. Editing area

Note: The following introduction to TYPO3 describes the access and the main functions of the backend respectively where to find 
them. A detailed documentation of TYPO3 version 9.5 itself can be found .here

Login to the TYPO3 backend

Go to https://www.daiichi-sankyo. /typo3   For example: yourdomain https://www.daiichi-sankyo. /typo3/eu
Enter the following credentials for the protection of the TYPO3 backend (see screen below)

Userr: dsewebaccess
Password: dexterous-handful-fancied-scavenger-retake-hoc

Then enter the credentials for your  TYPO3 backend user and sign in.personal
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User settings

You can change your password and language on the  page:User settings

Click on your user name on the top right of the TYPO3 backend
Then select User settings in the dropdown menu
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Change language

To change the language, select the desired one from the dropdown:
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Change password

To change your password, switch to the password tab inside of the user settings:

Enter your current password
Enter your new password
Confirm your new password
Hit the "Save" button on top of the page, to save the new passord

TYPO3 backend overview

The backend is structured into the following four areas:
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1. Toolbar

The toolbar contains the user information (e.g. user settings, switch to draft mode) and the search bar to search for pages, content elements etc.

2. Modul menu

All modules necessary for editing content can be reached via the module menu.

Important modules for content editing:

Page  creating and editing of pages
List  access to the press portal
Workspaces  live and draft mode
Filelist  please consider the  of 75 MBmaximum upload size

3. Page tree

The page tree contains all pages in the same structure as displayed within the website. A detailed description of how to add pages can be found  .here

4. Editing area

The editing area allows you to add, edit, move and delete content on all pages of the website within the defined columns (e.g. Main Column, Aside column 
= teaser area).
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Page Management

Create a new page
Page properties
Restrictions

Disable and enable a page
Enable in menus
Page protection

Filling page content (most-used content elements)
Header only
Text & Media (use only this content element not "Text & Images"!)

Images
MP4 Videos
YouTube Videos

Rich-Text-Editor (RTE)
List
Links

Internal page
File
External URL
Email address
Tables

Preview Button
Move content elements
Create a new page and link to a PDF in menu
Move a page
Copy a page
Delete a page

Create a new page

Switch to the page module inside of the module menu (see )Introduction in TYPO3
Click on the "+" icon on the top left side of the page tree section
Then drag a new page to the desired place within the page tree and enter the title of the page
The page is disabled by default

You can also add a new page via a right click on the desired parent page within the page tree. Using this procedure, the page    by default. is not disabled
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Page properties

To change the  of the new page, go to the  of the page (see screen below) and select one of the following types inside of the type page properties
dropdown: 

Standard (this is the most used page type for creating content)
Shortcut (use this type to link to pages within your website)
Link to External URL (use this type to link to external pages or to email addresses)

Click "Save" after you have changed the page type
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The page title can be changed in the page settings as well (see screen below)
Click "Save" after you have changed the page title
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The URL will be generated automatically (based on the page title), but you can change it and adapt it to your needs if required
Click on the first icon next the URL named "Toggle manual URL segment" and enter the URL title (useful, if you have long URLs)

To match the URL with the page title (e.g. after you have changed the title), click on the second icon next to the URL "Recalculate URL segment 
from page title"
In both cases click "Save" after you have made your changes

Restrictions

Disable and enable a page

A new page is disabled by default. This means, that the page is neither displayed in navigation of the website nor accessable as a URL. 
To display a new page, right-click on the corresponding page in the page tree and click "enable"
A page that should no longer be displayed can be hidden in the same way (right-click  "disable")
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Enable in menus

If you set the slide controll on "inactive", the page is hidden in the navigation, but it can still be accessed by via URL.

This is useful, if you are working on a new page and want to view the changes on the website, but you do not want to display the page in the 
navigation yet.
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Page protection

To protect a page for a specific user group, click on "Edit page properties" on top of the editing area (pen/paper icon)
Then switch to the tab "Access"

There you can choose between two different options:
Standard: To access a page with this restriction you have to login via the   Daiichi Sankyo login

                     

DocCheck: To access a page with this restriction you have to login via the   DocCheck login
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To select a a restriction, click on the name in the box "Available Items" and save the page (on top of the editing area):

The protected page is displayed on the website with a lock icon.
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Filling page content (most-used content elements)

Header only

The header only content element displays a  on the selected pagesingle headline
Click on the "Create new content element" button inside of the editing area and choose the "Header Only" content element
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Enter the desired text in the input field.
Important: Select the type  for headlines!"Layout 1"
Then, click on "Save".
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The output on the website looks like this

Text & Media (use only this content element not "Text & Images"!)

This content element displays title, text and image on the selected page
Click on the button "Create new content element" inside of the editing area and select the "Text & Media" content element
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Enter a headline and select the type "Layout 1" 
If you insert several content elements within a page, only the first content element may have a header of type "Layout 1". For the other content 
elements following, the header can be hidden or change to "Layout 2" (= subheadline).
Enter the text in the Rich-Text-Editor (RTE)
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Images

To add an image, switch to the media tab and click on the desired file
You have 3 options to insert the file:

Add media file (make sure that the file has already been uploaded in the )filelist
Select & upload files (upload the file directly from your computer)
Add media by URL (via Tube source)

Recommended image size regarding quality and loading speed of the website is 600x240px
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Images must be left-aligned
Small images can be enlarged by activating the slide control "Enlarge on Click" (assuming that a sufficiently large image has previously uploaded 
on the !)Filelist
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Save and preview the page, the output looks as follows (click on "View" button )

MP4 Videos

To add a video, switch to the media tab, select  and choose the desired mp4 file. Make sure that the file has already been uploaded in "Add media file"
the filelist.
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YouTube Videos

Copy the URL of a YouTube video e.g. https://www.youtube.com/watch?v=66Y77FfaoAA
Switch to the media tab, click on   and paste the URL"Add media by URL"
Go to the "Media Adjustment" section and change the video height to . The width of the video is automatically positioned correctly.300 px
Then save the content element
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Rich-Text-Editor (RTE)

Using the RTE, not only can plain text be inserted, but also formatting similar to Word, including other elements such as tables, links, etc. The RTE is part 
of the content elment text & media (see above).

List

Select the content to be displayed as list and click on the list icon
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Lists can be displayed with bullets (unordered list) or numbers (ordered list).
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Links

To add a link, select the respective text in the RTE and click on the link icon inside of the RTE

Four types of links can be created with the link browser:
links to internal pages
linking to a file (document)
linking to an external URL
linking to an email addresses

Internal page

Click on the small triangle to receive a list of the page content
Select the page you wish to link to
The window closes automatically and the link has been set
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File

Click on the second tab "File".
Select a document by clicking on the name of the file (e.g. PDF file)
Target: Decided whether you want the file to open in a new window 
If necessary, you can add further parameters here e.g. the title. This appears when the visitor drags the mouse pointer over the link on the page.

External URL

Click on the tab "External URL"
Enter the address of the external web presence and confirm your entry by clicking on set link.
Target: If you would like that the URL to be opened in a new window, choose the option "new window"
If necessary, you can add further parameters e.g. the title. The title appears when the visitor drags the mouse pointer over the link.
The window closes automatically and the link has been set

28



Email address

Click on the last tab "Email"
Enter the desired address and confirm your entry by clicking on "Set Link".
If necessary, you can add further parameters e.g. the title. The title appears when the visitor drags the mouse pointer over the link.
The window closes automatically and the link has been set

Tables

Click on the table icon   in the RTE and select the desired number of columns and rows for the table
Enter the table content
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If you want to change the table properties click into the table and then right mouse click. Choose "Table Properties".
You can change the row and columns.
You can also change the width of the table. If the field for the width is empty, the table covers the whole content width by default.

Save and preview the table, the output looks as follows (click on the "View"  )
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Preview Button

In order to view pages in advance before going live to e.g. , the preview mode can be used. To do so, right click on the page https://www.daiichi-sankyo.eu/
in the page tree and then on "show", or click on the icon with the eye on the respective page in edit mode.

The preview mode displays then the desired page
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Move content elements

Content can be positioned on the page by drag & drop. Initial state of the content:
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To reposition content elements, the upper edge of the corresponding content element must be grabbed. Afterwards the content can be re-sorted by moving 
the content element to the target area (marked orange).
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Desired state:

Create a new page and link to a PDF in menu

Upload the PDF file in the filelist (see also )"Filelist"
Click on the icon "Show" next to the file

The PDF opens in your browser
Copy the PDF link from your browser
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Create a new page in the page tree (see also " ")Create a new page

Click on "Edit page properties" and select the type "Link to external URL".
Paste the PDF link in the URL section
Click on "Save"
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The page will be displayed in the navigation with a "paper clip symbol" which means that this page is externally linked.
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Move a page

To move a page, the page must be clicked and dragged to the target position.

A message pops up and the corresponding action must be confirmed again.
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Afterwards the page is moved to the new position.
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Copy a page

To copy a page, the page must be clicked and dragged to the target position.

A message pops up and the corresponding action must be confirmed again.
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Afterwards the page is copied to the new position.
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Delete a page

To delete a page, the page must be clicked. Then click right mouse button and choose "Delete".
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Slider
The slider on the start page contains several images, each with a headline, subheadline and a link to an internal or external page.

The content of the slider can be edited on the root page (homepage) of the respective website.

Click on the homepage (e.g.  DS DE) in the page tree and then on the "Edit page properties" icon within the edit area.

Then switch to the tab "Resources" and select an image by using the following functions:

Create new relation = uploading an existing image from the Filelist
Select & upload files = uploading a new image from your computer 

Please consider a !minimum image size of 1280 x 540 px

If the image is uploaded you can start filling the title, link and if required the subheadline.

Title: activate the field by placing a check mark
Link: Insert an internal link to a page within the website or enter an external URL. The link is placed over the entire image of the slider.

42



Description (Caption): Insert additional text which is displayed below the headline

In order to choose the best possible image section for the slider, the image can be cropped in TYPO3.

Click on the button "Open Editor" (see above).
Click on "Title slider" and choose the best image section
Confirm the section with "Accept" (blue button on the bottom right)

43



The slider is created and are placed at the end of the other sliders. This also means, that the image is the  in the rotation.last

To move the image to another position within the rotation, move the mouse to the icon   and drag the image to the top position. Do not forget to save!

After saving the page, the result, consisting of headline and image, looks as follows:
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Press Portal
To create a new press release, select the respective "press" page inside of the page tree and switch to the list module.

In the list module you can see and edit all existing press release entries. Click on the plus sign on top of the list to create a new press page.
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A new page with the type "News" appears in the backend.
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Enter the desired headline and click on icon "Recalculate URL segment from the page title" next to speaking URL path segment. This generates 
the URL segment from the headline.
Enter then a teaser text for the overview page (e.g. ) and a release date and time. With https://www.daiichi-sankyo.de/presse/presseinformationen
a release time in the future you can also schedule a press release. The page will then be published on the website on the specified date.
At the bottom of the page you can enter the actual content and also input for the reference field.

Switch to the tab "Categories" to select a  for the new press release.category
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Pages can then be filtered by different categories.

You can also restrict access to the new press release by switching to the tab "Access " and then selecting protection via DocCheck or the Daiichi Sankyo 
Login.
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Select a contact person to display the relevant contact information below the press release on the same page.
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The final overview page then appears as follows:

This is the final result of the press release detail page with:

Headline
Teaser
Text
Contact person
Reference

51



52



Filelist

Upload documents
Link a document on the page

Upload documents

To upload documents, switch to the Filelist module in the module menu on the left side.

Click on your country folder  to sort the files accordingly."DS Contents DE"

Example: Downloads  Company

The following functions are available to upload your files:

Click on the icon "Upload files" and select your file from the computer
Drag your desired file from your computer and drop it in the upload area
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Please note:

The maximum upload size for a single file is 70MB!

Folder "General Uploads"

All affiliates have access to the "General Uploads" folder, so please do not move or delete files from it!

Link a document on the page

To link an uploaded file, switch to the corresponding content element in the page view, select the word to be linked and click on the link icon (see also 
).Page Management "Links"
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Then switch to the "File" tab. Here you will see the exact same file structure as in the "Filelist" view. Select the desired file and save the page.
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Draft Mode
In Draft Mode, changes can be made to new and existing pages, which then go through an  before being displayed on the website.publishing workflow

Click on the icon   in the Toolbar and then switch to  ."Workspace" "Draft"

On each page the draft mode is marked as a  to prevent any confusion with the live content.green bar

Any  to pages are indicated by an  in the page tree. Select a page, make a change and save the page.adjustments orange background
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Then switch to the modul "Workspaces" on the left side. Here you you will find all  as a "draft ".pending changes

With the tools on the right side of each draft you can  the changesedit, preview or delete
To , select the checkbox on the left side of the respective draft and then select " in the dropdown below the list of draftspublish a draft "Publish
You can also select  (see drop down on the bottom right .all drafts of a page "mass action")

Click "Next" in the dialogue box to continue and complete the process and .publish the changes
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Afterwards do not forget to switch to  again."Live Workspace"
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Teaser for Aside

General information
Content for teaser box with blue border
Content for teaser box with grey background
Copy of teaser boxes
Linking teaser on the page

General information

Teasers are generated in  and then linked to the different pages.  If changes are to be made in the teaser (e.g. image, text or link) one particular page
these are only maintained .at one position

Teasers on the right side of your website (aside) are created in the page  . "Boxes for Aside"

 

Here you will find a list of all created teasers.
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There are 2 different types of teaser boxes for the aside area:

Box with blue border:

Box with grey background:
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Content for teaser box with blue border

Go to the page  and create a new content element (Text & Media)."Boxes for Aside"

Insert a header text and set the type to ."Hidden"

Insert a headline, a text and a hyperlink. Format the headline as  and the text as paragraph."Heading 3"
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Insert an image and select "Above left" for aligning the image to the text.

Please note: 

If you want to create a teaser box with  the image must be in  . blue border landscape format
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Go to the tab  and select the layout ."Appearance" "Textmedia within Sidebar (blue)

Save the changes.

The teaser is created and displayed in the page .  "Boxes for Aside"

The output on the website looks like this:
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Content for teaser box with grey background

Go to the page  and create a new content element (Text & Media)."Boxes for Aside"

Insert a headline text and set the type to "Layout 3".

Insert a headline, a text and a hyperlink. Format the text as paragraph.

Insert an image and select "Beside text, left" for aligning the image to the text.

Please note: 
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If you want to create a teaser box with  the image must be in  . grey background portrait format

Go to the tab  and select the layout ."Appearance" "Textmedia within Sidebar (grey)

Save the changes.

The teaser is created and displayed in the page .  "Boxes for Aside"
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The output on the website looks like this:

Copy of teaser boxes

Go to the page "Boxes for Aside" and copy e.g. "Teaser with grey background" by clicking on the icon left to the language and then on ."copy"
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The follow functions appear next to "Content":

Paste into this column
Copy content from another page to this place

Click on the icon and then on"Paste into this column"  "Paste copy".

The copy of the teaser is created and set on "inactive". You can now edit the teaser concerning headline, text and image. Please do not forget to activate 
the teaser after editing.
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Linking teaser on the page

Go to the page where the teaser should be inserted and click on  on "Aside column"."Content"

Go to the tab  and select ."special elements" "Insert records"
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Now the created teasers must be inserted under "Records". Click on "."Page Content
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Click on ."Boxes for Aside"

Under "Page Content" you will find all created teasers (53 in total). Select the requested teaser from the list by clicking on it e.g. "Teaser with grey 
background" and "European Strategy".

The teasers are inserted. With the arrows (right) they can be moved up and down or deleted.

Save the changes.

71



The teasers are integrated in the page.

The output looks like this:
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Blog Function

General:

Blog function can be placed at any place on the website (main or subpage) and is maintainable by country editors and admins. 
Blog article page is just a page on TYPO3 which is almost the same as standard page, however, it has own page type and icon and has a bit 
more specialities of how it is rendered on frontend.

A. How to create a blog?

Create the required   in the  ( new subpage), e.g. under page usual way "Career"

Enter a   e.g.  and click on "save".page title "Our Blog"
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The page is created, but still without content.

Create a  by clicking on .new content element "Content"

In order to get list of Blog Articles on the page, there is a new content module called " " under the tab :Pages List Module "Daiichi Sankyo Modules"

Choose  and set the required configurations:"Page List Module"
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Pages Type (doktype)  here you select . Field is .Blog Articles required
Max results per page  here you select  to show on the blog page overview. 6 results are set per default. Field is how many articles   required. 

Category Options  here you select the  that will be displayed on the blog/filtercategories

Frontend view:
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In order to create country specific categories please contact the .CC team

Current Siteroot  select the   on which the blog feature should be placedcountry

If the settings are done,  and  the module.save close

B. How to create blog article pages?

In order to add new   click on "Our Blog  drag the  and move it under "Our Blog":blog article pages, ", new blog icon from the top
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A new  has been created. blog article page

Edit of the page:"Page properties" 
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Enter the  e.g. "The Enduring Legacy of Dr. Jokichi Takamine’s Taka-Diastase in Medicine and Literature". Click on the icon Page Title "Recalculate URL 
.segment from page title"

If the  of the Blog Article is very long, you can add a shorter version in the field  . The shorter one will be used for Page Title Alternative Navigation Title Na
 and the full one will be used for the single article page.vigation and Breadcrumbs

Add and :image  image caption
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You are still in the "Page Properties". To add images, please click on the tab ."Ressources"

Choose your by uploading it from the  or from the .image TYPO3 file list computer

Please remember:

If you upload an image from your computer, it is not available in the Typo3 file list and therefore cannot be used by another editor.

Enter the  (if necessary).image caption

Frontend view:
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Add  (or categories) that this Blog Article should belong to:category

  Click on the tab  and select your category under .You are still in the "Page Properties". "Category"   "EU Website"

Add date:publishing/expiration 

Click on the tab   and enter the  of the blog article.You are still in the "Page Properties". "Access" publishing date

If you don't enter a publishing date, the date when you have created this page is used as a default value. 
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Optional - If you select a  here, then the Blog Article will automatically appear on the website when this date will come.future date

You can also set an  when Blog Article should disappear from the frontend.expiration date 

 and :Save your settings  leave the "Page Properies"

That's all about bog page specialities. The rest is working in the same way as for regular pages.

Now you can fill the page with content by using the content element "."Text and Media
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Employee Interview Module
General:

Display of multiple employee voices (interviews) by clicking on it. It leads to an article page with detailled information.

A. How to create the module

Create the required  in the ( new subpage), e.g. underpage   usual way   "Career"

Enter the page title e.g.    an"Employee Statement" d click on "save".
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The page is created, but without content.

Create a by clicking on . Click on " in the tab . new content element   "Content" "Employee Statments Module  "Daiichi Sankyo Modules"

The module is created but still empty and  yet. not saved

85



In order to insert a new statement click on and fill out the required fields."Create new" 

Title - select a title ( it will be displayed in the overview page of the module)
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Description - enter a short description/teaser text (it will be displayed in the overview page of the module)

CTA Link Target -  link to the landing page where the complete interview can be read (make sure that the landing page has been created 
beforehand!)
CTA Link Title - enter the button text e.g. "read more", "read the complete interview", "view more" and so on...
Image - insert the respective image either by uploading from the computer or by selecting from the Typo3 file list (we recommend loading the 
images into the file list beforehand)

When the first interview is created, please do not forget to save your changes!
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To add a new interview, click on  and proceed as described above. You can add as many interviews as you want. There is no limitation."create new"

B. Functions within the module

You can open and close the interviews by clicking on the arrows on the left
To delete or deactivate the interviews, click on the corresponding icons
To change the order of the interviews (e.g. move the last interview to the first position) click on the arrows in the middle of the module

C. How to create the interview page (=article page)?
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The article page is a  under the page "Our People". normal subpage To create it, please proceed as usual or as described under "Create a new page" in 
the TYPO3 user manual on page 8.

Once the article page is created, please proceed with the following:

Link to the respective article page in the interview module:

Disable the page in the . Then it is only reachable on the website via the link in the module. navigation menu

If you choose not to do this, all article pages will be listed under "Our People" in the navigation of the live website.

89



90


	Table of contents
	User Manual
	Introduction in TYPO3
	Page Management
	Slider
	Press Portal
	Filelist
	Draft Mode
	Teaser for Aside
	Blog Function
	Employee Interview Module


