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Content Management System Tutorial 
Part 2: Login and initial set-up 

Introduction  
 
This tutorial is the first step in setting up your own web site. It describes how to login into 
the administration control panel and change the default configuration values to your own 
requirements. 
 
We will demonstrate all the steps using our demonstration site, through this series of 
tutorials we will create a site for a fictitious builder called ‘Bodge it and Sons’. This site can 
be found at: 
 

www.proserveuk.co.uk/bodgeit/ 
 

 
When working on your site, the above URL should be replaced with our own domain. For 
example, to access the demonstration site admin panel, the URL is: 
 
 

www.proserveuk.co.uk/bodgeit/admin 
 
 
If your domain is example.com, the URL to access your admin panel is 
 
 

www.example.com/admin 
 
 
 

 
Prerequisites 

 
The first step in setting up your site is to ensure that the site is live and accessible, to do this, 
open your preferred web browser and navigate to your domain name. You should see the 
default web page shown below: 
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Default web page 

 
 
If you see our holing page: 
 
 

 
ProserveUK holding page 
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Or receive a ‘Page not found’ error, this indicates that your domain has either not been setup 
yet or changes to the name servers have not fully propagated throughout the web. Please 
check our tutorial on name servers to ensure everything is set correctly. 
 
 

Logging into the admin page 
 

Assuming you can see the default page, you can access your admin page by appending 
‘\admin’ to your domain name i.e. www.example.com\admin. This will take you to the 
admin login page: 
 
 

 
Admin login page 

 
 
Here you will need to enter the username ‘admin’ and the password provided in your 
welcome email. Once entered and submitted you will be taken to the main admin page: 
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Main admin panel page 

 
 
One of the first tasks to perform is to change your password to something more secure. First 
select ‘My Preferences’ from the drop down menu and then click on ‘My Account’. In 
future, we will use the following notation to describe operations of this nature: 
 
 

My Preferences > My Account 
 
 
You should now be presented with the following screen: 
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Edit user screen 

 
 

Here you can enter your new password, name and email address. The name ‘admin’ can 
remain or be changed to some other value – remember that this name and the password are 
the values that you use to login to the control panel. It is very important that you enter a 
valid email address in this section, as notifications of problems with the site will be sent to 
this address. 
 
 
No other changes need to be made under the ‘My Preferences’ section, unless you wish to 
change the default language of the control panel. Various languages are pre-installed and 
can be changed in the ‘User Preferences’ section, accessed by 
 
 

My Preferences > User Preferences 
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User preference screen 

 
 

From the language dropdown, select your preferred language and click the ‘submit’ button. 
 
All other settings in the User Preferences section can be left with the default settings. 
 
The next stage in the setup is to change the global settings, access the global settings page 
via 
 
 

Site Admin > Global settings 
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Global settings screen 

 
 
Here you need to enter your site name in the appropriate field. All other fields can be left as 
the default settings, however, there are some useful features on this page that you should be 
aware of. 
 
 
Global Metadata 

 
Metadata is data that is contained within the header of web pages and provide 
information about the page – the default tag indicates that the page content is plain 
text in html format. 
 
Other tags can be added, an example being the keyword tag. In our example of a 
builder’s site, the keyword tag would along the lines of: 
 
<meta name="keywords" content="builder, building, brickwork, construction”> 
 
For your site you would replace our keywords with ones to suit your site – this tag is 
used by some search engines to classify sites in their listings. 
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This is just a brief introduction to tags, a search of the Internet will provide much 
more information, although Metadata tags are important, they are not essential – use 
as many or as few as you feel fit. 
 
 

Custom 404 Error 
 
To enable custom 404 error pages (The error displayed if a page is not found) ensure 
that the check box is ticked. Also make sure that a template is selected – for the 
default site select ‘left simple navigation + 1 column’. With this set the usual 404 
error page: 
 

 

 
Standard 404 error page 

 
 
Will be replaced with the one shown below. The ‘Page could not be found’ message 
can be replaced with any message you like. This set-up is beneficial as, although the 
user has typed something in incorrectly, they are now within the navigation system 
of your site and can navigate to the desired page. 
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Custom 404 page 

 
 
 
 

Site Down Message 
 

If the ‘enable site down message’ check box is checked pages from your site will no 
longer be displayed. If a visitor navigates to your site they will see the following 
page: 

 



 

Page 10 of 10 

© 2007 ProserveUK 

Content Management System Tutorial 
Part 2: Login and initial set-up 

 
Site down page 

 
 

This feature is useful if you are making major changes to your site and you do not 
wish visitors to see the partially changed site – remember to deselect this option 
when your changes are complete. The message can be edited to something more 
suitable if you wish. 
 
Once you have made the necessary changes, click the ‘submit’ button to save the 
changes. 

 
The configuration of your site is now complete and you are ready to move on to the next 
tutorial. 
 
 

About us 
 

This tutorial has been produced by ProserveUK. A professional hosting company 
that provides affordable web hosting solutions. Large selection of plans available, 
one-month free trial offered on all plans. 
 

For more information, please visit www.proserveuk.com  
Or contact us as sales@proserveuk.com. 


