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TYPO3 Backend 
Since TYPO3 4.2.1 the TYPO3 Backend has changed to a new look.  

The TYPO3 Backend has many different menu options on the left. Most options are used 
infrequently. Here the more common menu options will be summarized. 

1. Click on Page at the left.  Page is the most basic view of a page in TYPO3. It shows the 
template structure (column layout on the page) and the order of elements on a page. Use it 
to view and add content elements to a page. Click Edit to set display options for the page 
such as the page name and various hide/show page options. 

2. Click on List. List shows a list of all elements on a page and/or all records in a folder. Use it 
when adding a calendar event, news content, or when working with any list of records. 

3. Click on Info. Info displays information about the selected page or nested pages. You may 
need to select the number of levels to display: This Page, 1 level, 2 levels, 3 levels, Infinite. 
This has advanced functions for Typo Script, listing the page tree, and RealURL/Speaking URL 
Management. 

4. Click on Template. Template lets you set some constant information for you website (i.e., 
headers and footers of your web pages.) You can also set colors, fonts, and other changes 
for the plugins/extensions that are on the page.  

5. Click on File list. File list opens a tree of folders and files stored in TYPO3. Use it to upload 
files to an online storage location for your website.  Create and organize folders according to 
the access permissions that you want to give users and/or user groups. 

6. Click on User Admin. User Admin manages Backend user accounts. You cannot administer 
Frontend users or groups with this tool. Backend users and groups are stored on the root 
page (topmost page in the page tree). Use List mode to create, view, or edit records. 
Frontend users called website users and website user groups are stored in the Storage 
Folder. Use List view mode to create, view, or edit records. 

7. Click on Extension Manager. The Extension Manager controls import, installation, and 
upgrading of Extensions in TYPO3. Use it to install a new extension from the TYPO3 
Extension Repository (TER). 

8. Click on the Clear Cache icon. Clear Cache deletes the cached copies of previously generated 
pages so that TYPO3 must regenerate them when they are displayed the next time. If 
something seems like it is not displaying correctly, always try clearing cache to see if it fixes 
the problem. 

9. Click Logout to logout of the Backend. Closing the browser does not automatically log you 
out of the Backend. It is good practice to always logout of TYPO3. Though the Backend 
sessions will eventually timeout, anyone returning to the Backend on the same computer 
before the timeout period may be able to gain access. After you logout, the login screen 
displays. 

Tutorial 

Click to see How-To Flash movie for: Understand the TYPO3 Backend Menu 
(This video shows the WEC Backend ς our UNESCO Backend has no WEC Constants and no 
TemplaVoila!) 
 
 

http://webempoweredchurch.com/support/howtos/single/understand_the_typo3_backend_menu/no_cache/support/howtos/flash_player/?src=uploads%2Ftx_wecknowledgebase%2FBackendMenu.swf
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Create News Story with tt -news (Basics) 

Learn how to create a news story using the tt-news extension. 

For Version: TYPO3 v.4.0, News v.2.2.24, TIMTAB Weblog (for blogging) v.0.5.5 

In this tutorial, you'll learn how to create a new news story, assign categories to news stories, and 
attach files and relations to news stories. 

1. Click on List under Web modules. 
2. Select your Storage Folder where your News will be stored. 
3. Scroll down until you see the News records list. Click on the "New record" icon to add a new 

story. 
4. Enter a Title for your news story. 
5. Enter the date to begin and end publishing this news story. You can "schedule" news stories 

to appear and disappear at certain times so they do not have to be manually removed. 
6. Un-hide the story by clicking the checkbox beneath "Hide." 
7. Select what "Type" of news story it will be. 

News - a regular text new story 

Link internal Page - links to a page on your site 

Link external URL - links to a web page not on your website 

Blog Post - Makes the news story like a blog entry. 

8. The Date/Time should be entered already. If you wish to change it, enter in U.S. date format. 
Archive date allows you to set a date at which the story will be sent to the archives. 

9. Under Author, enter the story author's name and Email if you wish. 
10. Under Sub header, create a short line of tester text. If you leave this blank, the first few lines 

of your news story will be shown in the News List view. 
11. Enter your News story text including images if you wish. 
12. You may add keywords which will help with internal website searches and also in assigning 

related news stories. Separate each keyword with a comma. 
13. Scroll up and click on the Relations tab. 
14. You can assign a category to your news story. This is helpful for when you create topic-

specific news lists, or send out topic-related mass emails with the Direct Mail extension. 
15. Click on a category in the Items list, or select multiple by holding down the Ctrl/Apple key 

while you click on each. 
16. To add a new category, click the icon to the right of the Items field. 
17. Enter the category name and any other information. You may also make your new category 

a sub-category of an existing one. 
18. Save and close the category. 
19. The category has been replaced with your new category. 
20. To edit a selected category, select it then click the pencil icon to the right of the Items field. 
21. Make your edits, then save and close. 
22. Add other categories by clicking on them in the Items list. 
23. To add an image to the news story click the folder icon next to the Images field. This image 

or images will be added in a location determined by the News template. 
24. Enter a caption if you wish, and alttext. 
25. Links may be added by typing in their full URL, or by entering the HTML markup for the link. 



 

 

UNESCO Bangkok TYPO3 Tutorial 2008 

U N E S C O  B a n g k o k  ς T h a i l a n d 
 

Page 4 

26. You may also select related news articles. Depending on the News extension configuration, 
related news articles may also be determined by associated categories. 

27. You may select files associated with your news story such as PDFs, Mp3s, Videos, etc. Click 
the file folder icon next to the Files field. 

28. Save and close. 
29. Be sure to "Clear FE cache" so your newest News stories will appear on the front-end of your 

website. 

Tutorial 

Click to see How-To Flash movie for: Create News Story with tt-news 

(The video is still using the old layout but it has got the same basic functionality) 

Links 

News Extension Manual 

  

http://webempoweredchurch.com/support/howtos/single/create_news_story_with_tt_news/no_cache/support/howtos/flash_player/?src=uploads%2Ftx_wecknowledgebase%2Fcreate-newsstory_01.swf
http://typo3.org/documentation/document-library/extension-manuals/tt_news/current/view/toc/0/
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The new NEWS Backend 
Starting with UNESCO TYPO3 Version 4.2.3 tt_news has got a new enriched and better structured 

Backend. It has got now 8 Tabs. 

1. General 
Here you should enter your Title 
As Type choose "News" 
Enter Date, Time and Language 
Don't forget your Name and email 
If you want to have this article appearing only for a certain time you need to fill in some data 
below the title field - Start ς Stop 
 

 

2. Content 
In the Content Tab you insert your article using the integrated RTE. If you insert an article 
from Microsoft Word please remove all Formatting using the "brush sign" (Remove 
formatting) and then start formatting your text again in the integrated RTE. 
You can insert Multimedia Content like Images and Videos later by using the Images, Special 
or Extra Tab. 
Don't forget to insert some keywords about your article. This will improve the way your 
article will be found by search engines. 
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3. Short (formerly known as sub header) 
Now you are able to insert a short summary/teaser/introduction into the "Short" Tab using 
an integrated RTE 
 

 
 

4. Category 
Please don't forget to insert at least one category 
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5. Images 
Here you can insert your images.  
Always add a caption (appearing below the picture) 
an alttext  (appearing when the picture isn't shown in the browser) 
an titletext  (appearing at mouse over) 
 

 
The first picture inserted here will be used as Teaser Image 

6. Special 
In the Links Field insert your URLs to related sites.  
Please use always a new line per link! 
In the Links Label Field insert in the same order the labels for each link. 
Please help to build up a nice and useful related News Network. Therefore you should insert 
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any related articles into the related news field. Click on the small folder icon to find and 
choose related news articles. 
In the same way you should also insert related files which might be of interest for the users 
to be downloaded and used offline. 
 

 

7. Extra 
please insert a location for your news article. 
Next you can insert some external videos i.e. from YouTube / metacafe / googlevideo ... - To 
insert a video from an external resource simply copy and paste in the URL of this external 
resource. 
You can insert also internal video/audio resources by clicking on the small folder icon beside 
the internal video field. 
Please don't forget to insert the dimensions for the player! 
I.e. width 300 / height 250. 
For each external and internal resource you should insert a caption! 
Please use a new line for each new resource you insert a caption and start counting the lines 
with first all external resources and then all internal resources. If a resource should appear 
without a caption simply insert an empty line break. 
 
IMPORTANT! Please save now your article! 
To be able to use the configuration assistant of your files and players you need to save your 
article first. Then click on the small TV-Set beside the configuration field. A new window 
opens and you can configure your specific player and file settings for each multimedia 
resource. 
When you have done your settings don't forget to save everything by clicking on one of the 
both disk symbols. Now all settings will appear in the configuration field and can be edited 
manually here if necessary. 
I.e. if you don't want the video to start immediately after a site gets called set autoStart:0 
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The extra Tab for Content field will be explained later! 
 

 
 
With a Click on Create new you can now create any content element and insert it into a 
news article. Google Maps, Galleries, Tables, Registration Forms, Videos, Audio, Χ 
 
Please use this functionality as it will help to get the News on the UNESCO Website better 
organized and structured. 
 
Please read the separate Chapter about how to use this function. 
 
 
 

8. Event Info 
Here you can insert all necessary data for events i.e. if the article is describing an event. 
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9. FINALLY SAVE YOUR COMPLETE ARTICLE  
and check the output in the frontend. 
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Creating a Shortcut in the Backend for Editors  
Create a shortcut in the Backend to reduce clicks until you get to your άEditing-Placeέ or Storage 

Folder 

1. Open the Backend 

2. Go to the News Storage Folder άEditing-Placeέ where you need to edit your News Content 

3. Open a new News Article 

4. STOP  

5. Now go to the top right corner and have a look to the icons there 

 

 

6. Click on the (red marked) Arrow sign and you will be asked: 

 

 
 

7. Click on άOKέ 
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8. Now click on the άblue markedέ Arrow 

 
 

A small fly-out will open  

9. Click on the stick beside άCreate News (Demo Storage) 

 

 
 

10. Insert a Name for this Task. 

As a News Article is a record we sort this task into the record group.  

 

11. From now on to create a new News Article you only need to click on the άblue markedέ 

shortcut icon and choose the task you want to do next. Immediately you will be guided by 

only one click to a new empty News Form. 

 

Have Fun! 
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Create new ɀ Extra Tab for content  
Since UNESCO TYPO3 Version 4.2.3 it is possible to insert Content Elements into any News Article. 

 

As you can see on the image several different Content Elements have been inserted into the News 

Content Element.  

Moving Content Elements CEs:  

You can move those elements around with drag and drop to rebuild or modify a structure of your 

news article. By clicking on the orange arrow sign or on the up down sorting arrows. 

Hiding CEs 

Like with any other News or regular CE you can hide / unhide any Element by clicking on the bulb 

symbol 

Deleting CEs 

Delete a CE by clicking on the trash can symbol 
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Insert Text with I mage Element 

You can insert as many extra Tabs as you wish. Those Extra Tabs are normal content Elements which 
get inserted into a news article.  

1. General 
You can choose any Content Element listed. 
 

 

2. Text 
i.e. if you have chosen Text w/image you can now insert Text like usual in the Text Tab. 
 

 

3. Media 
You insert Media into the Media Tab. Of course you can insert again Multimedia Content 
into the Media fields like you do it in normal content fields. 
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4. Access 
Here you can apply an imagemap you have already created using the File - mw_imagemap 
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Insert Image only  
In our example we are inserting images and Videos 

 

You can use the Before and After field to define a space before and after this CE ς Also you can 

create a ruler before or after. 

Insert a table  
To insert a table choose the Table from the άTypeέ drop down menu. 

 

Next go to the table tab and create your table with the table wizard which is marked red. You can 

also choose the general Cell-spacing and -padding and the background color. 
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The Table wizard 

 

Uncheck the small fields and you will have bigger fields to enter your content 

 

DonΩt forget to insert a Caption and other data to make your table more accessible 
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Insert a  Menu/Sitemap  

 
Define the starting point to point to your subpages on any given place inside the TYPO3 Page tree. 

I.e. we choose related pages defined by a given keyword and as Starting point we define our 

UNESCO Bangkok Root site. Now all Pages which will have this keyword on their page defined visible 

in our Menu. 

 
 

Insert a Plugin 
You can insert any Plugin and display it inside a News article. 

Please check out the examples in the Example Page tree: 

i.e. drop down site map, Smoothgallery, rgslideshow, wec_googlemaps, You tube Videos, Podcasts 
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and more. 

 

Insert a Slide Show 
Choose insert Plugin from the άTypeέ dropdown 

 
 

  
 

Choose άPick your directoryέ or  άPick your imagesέ and define the path / or the picked images. 

Enter for each picture a description in a new line 

In the current UNESCO template the width would be 623 and the height 460. 

In the advanced Tab you can choose more settings. 
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Insert a Flash Movie 

 
Choose a Flash (swf, flv) file by clicking on the small folder icon 

You can enter some specific Attributes, Parameters and Flash Variables 

  

 

 

 

Insert a Video  
Bring life into your articles using Video and Audio Content. 


