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Content Management System Tutorial 
Part 4: Headers and footers 

Introduction  
 
Now that you have decided on a site template and set-up your colour scheme site 
development can begin in earnest. 
 
The first step is to create a header and footer for your site, this is the top and bottom portion 
of the page that will remain constant throughout the site. 
 
The default header is: 
 
 

 
 
 

 
Default footer: 
 
 
 

 
 
 
 

Header 
 

The header information is contained in a ‘Global content block’, which can be accessed by: 
 

Content > Global Content Blocks 
 
 
Here you will see that there are two blocks predefined; header and footer. 
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Global content blocks – main screen 

 
 
Global content blocks are blocks of content that can be added to a page by inserting the code 
{global_content name='block name'}. In all the default templates there is a reference to the 
header block placed at the top of the page and the footer block page placed at the bottom. 
 
As you become more familiar with the content management system you may wish to create 
your own content blocks. 
 
To edit a block, click on the blocks name, we will start with the header. Clicking on the 
header name will present you with the edit screen: 
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Global content block – edit screen 

 
 

This screen is similar to the editor that you will use to add your main content, so it is worth 
spending some time familiarising yourself with the features it provides. Hovering the mouse 
over the controls will identify each one. As you will see, they are typical of many types of 
editors found in common applications. 
 
Our first task is to ensure that the links at the top right of our header appear in the correct 
colour. This is the text that starts “{cms_selflink….”. The function of this will be explained 
later, for the moment select the text and click on the down arrow next to the “select text 
colour” button (The capital A). A colour dialogue box will appear, here you need to select 
‘more colours’ and enter the hex number for the colour you chose to replace the orange of 
the default site in the previous tutorial. We chose the light green #64FF32, so we will enter 
this in the colour field: 
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Changing font colour 

 
 
Click apply to save the changes. 
 
Now we turn our attention to the company logo, here you have two choices. You can either 
create a company logo as an image file or if you are not familiar with graphics packages you 
can add a text type logo. 
 
We will cover both options here, we will start with the easiest, a text logo. 
 
Click on the current graphic logo and press the delete key, this will remove the default logo. 
 
Now you can type in your new logo – we will enter Bodgeit and Son. Now this text is not 
very inspiring, so we will need to make it a bit more eye catching. Select the text so it 
highlighted and the select change the text format from ‘Paragraph’ to ‘Heading 1’ in the 
format dropdown. This will make the text larger. We now change the font to ‘Comic Sans 
MS’, you can select any font that you feel suits you site. Finally we changed the colour of 
the text as described above. 
 
We next modified the sales slogan in a similar manner, although this can be deleted if not 
appropriate for your site. 
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Click apply to review your changes, if you open your home page you will see your changes. 
Our home page now appears as: 
 
 

 
Revised header 

 
 
Using a text logo is not ideal, but can provide a reasonable result if you are not confident 
with graphic applications. 
 
One potential problem with a text logo is that if you use a non-web safe font it is possible 
your logo will not display as anticipated. 
 
For example, if you have chosen to use Cataneo BT as your font, your logo will appear as 
follows to anyone with that font installed: 
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However, if a visitor loads your site and they have never installed that font on their machine, 
your logo will be displayed in a default font, such as Arial and appear to the visitor as: 
 

My Site Logo 
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You could stick to web-safe fonts, although there is a lot of debate about which fonts are 
actually safe. A search of the web will provide a current list along with potential pitfalls. 
You will also find that the safe fonts are fairly basic and do not offer much artistic license. 
We have written a tutorial on graphics and logos – this provides a simple method to work 
around the above problem. 
 
If you are comfortable with creating your own graphics, create a suitable logo and use the 
following procedure to insert it into your header: 
 
Ensure that you are in the edit screen for the header, click on the default logo and press 
delete. Now click on the ‘insert/edit image’ button (Tree picture). You will be presented 
with the insert/edit image dialogue box: 
 
 

 
Insert/edit image dialogue box 

 
 
Click on the browse button at the end of the ‘Image URL’ field to access the image resource 
browser: 
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Image resource browser 

 
 
You may notice some images already uploaded, these are sample images for the gallery 
feature – this is covered in a later tutorial. 
 
To upload your logo, click on the ‘browse’ button’ which will bring up a standard windows 
type dialogue box allowing you to locate the logo file on your computer. Click on the 
appropriate file and then click ‘open’. The path and file name will now be displayed in the 
file field of the image resource browser. 
 
Clicking ‘upload’ will copy the image file to the server and make it available in the file list. 
Find the file and click on either the name or the preview image. You will now be returned to 
the insert/edit image dialogue, which will now have the ‘Image URL’ field filled in. It is 
also beneficial to add a description and title – our completed box is shown below: 
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Insert/edit image dialogue box 

 
 
Click insert and the image will be inserted into your header. If required, modify the slogan 
below the image in the manner described for the text logo. Your header should appear 
similar to ours: 
 
 

 
Revised header with logo 
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Remember to apply the changes; if we now reload our home page, it appears as follows: 
 
 
 

 
Web site with revised header 

 
 
 
Once you are satisfied with the header section we can move on to the footer. 
 
 
 

Footer 
 

Opening the footer for editing in the same way as the header you should see the following: 
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Footer in edit mode 

 
 
The footer is centred in the template, so there is no need to worry about centring the text in 
the editor. You can modify the text as you see fit, some ideas would be to add your address 
and contact details. However, we recommend that you keep a copyright notice at the bottom 
of the page. 
 
 
You will notice in the copyright part of the footer the text ‘{custom_copyright}’ this is a 
smart tag, specifically, this tag is a user defined tag – it is a snippet of code that ensures that 
the copyright date range of your site always reads correctly i.e. date created – current date. 
To ensure your date is correct it is necessary to edit the user defined tag, they can be 
accessed by: 
 
 

Extensions > User Defined Tags 



 

Page 11 of 16 

© 2007 ProserveUK 

Content Management System Tutorial 
Part 4: Headers and footers 

 
User defined tags – main screen 

 
Here you will see a list of the tags, click on the ‘custom copyright’ tag to edit. You will now 
see the code snippet: 
 
 

 
User defined tag in edit mode 
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Don’t worry too much a bout the code, all you need to do is ensure that the year displayed in 
the $startCopyRight=’2007’ is the correct year – if not, change it to the current year, 
ensuring that you don’t delete the quotes. 
 
Click 'submit' at the bottom of the page to save the changes. 
 
Once you have saved your changes, return to the editing the footer. 
 
For those that are interested, the snippet was coded in PHP. If you are familiar with PHP 
you can add your own tags and insert snippets of code into your content pages. 
 
 
We will now demonstrate another feature of the content management system. We will 
duplicate the links at the top right of the header on the bottom of the page. This is not 
essential, but we feel it is good practice if you have a lot of content that produces long 
pages. 
 
We could simply cut and paste the links from the header to the footer, but to show you how 
they are created we will start from scratch. 
 
First click in front of the copyright sign on you footer and press return – this will create a 
new line for the links to appear on. 
 
Now enter the text as it appears in the header – ‘Home | About Us | Contact | Site Map’. 
Your screen should look something like this: 
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Revised footer in edit mode 

 
If you save the changes and have a look at your site, you will see that the text has appeared 
at the bottom of your page. However, the text is not operational. To make the links function, 
first select ‘home’ so that it is highlighted, then click on the ‘CMSMS link’ icon (Orange 
palm tree with chain). This will bring up the link dialogue box: 
 
 

 
Link dialogue box 
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As we have selected the ‘Home’ text we need to select the corresponding page in the 
dialogue box, click on ‘1. Home’ in the list and the click insert. The footer should now 
appear as: 
 
 

 
Home text change to a link 

 
 
 
Notice the change in text around the ‘Home’ text – it has been incorporated into a smart tag. 
If you save the changes and reload your home page, you will now see that the ‘Home’ link 
at the bottom of the page is operational. 
 
You can now repeat the operation for the remaining text. Our finished footer is shown 
below: 
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Completed links 

 
Which displays as: 
 

 

 
Completed footer 
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One important thing to remember with the header and footer is that they can be changed at 
any time. It makes no difference whether you have one or a hundred pages, the changes will 
be made to all the pages automatically. 
 
If you use the simple text approach to the logo to get your site up and running, you can 
always change it to a graphical logo at a later date. 
 
That completes this tutorial, now we can start to add content. 

 
 

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. 

 


