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Preface

Simple, stylish and engaging, Arena is perfect for archives, libraries and museums to showcase and organize their collections in
the publicdomain.

Social interactions

Social aspects like commenting, rating and reviewing content makes searching more relevant for all users.

Get to know Axiell

We provide innovative solutions and services for public libraries that facilitate the role librarians play in stimulating reading, life-
long learning and community services for citizens.

See also: www.axiell.com


https://www.axiell.com/

Administration

The administration of Arena is made partly in Liferay and partly in Arena.

A number of settings are made by Axiell at the time of installation, for example filtering that determines which units that will be
shown in Arena. Please contact customer support if you want to change any of the default settings.



Accounts

Patrons sign in to Arena to be able to use all Arena features. Library staff may also sign in to Arena for some tasks; admin-
istrators are able to perform certain installation-level settings and manage reviews when logged in with the administrative Arena
accounts.

Administrative tasks such as adding pages to the site and managing themes and design, require sign in to Liferay. The Liferay
account is separated from the Arena account.



Signing in to Arena
Patrons usually become Arena users automatically, but manual sign-in is also supported.

Automatically created Arena users

The feature to automatically create Arena users is activated in the Admin: installation details portlet by Axiell support.

When a patron signs in with library card number + PIN and there is no Arena user connected to the account, an Arena user is cre-
ated automatically. The patron can then, without any further action, save searches, save media baskets, rate titles, etc., and
also, of course, get access to library services such as loans, renewals, reservations, balances and payments.

Patrons that want to write reviews or contributions in a forum will be requested to enter a display name.
An automatically created Arena user can only sign in with library card number + PIN.

An automatically created Arena user cannot use their Arena user name at more than one library.

Forgotten PIN

A patron who has forgotten their PIN can click “Forgot PIN?” in the login portlet. The patron is then asked to type their library
card number to receive a new PIN code via email.

The forgot password link cannot be used for an automatically created Arena user; as this patron has no Arena sign-in but only
signs in with library card number + PIN.

Change password reminder

If the patron has not reset the password in a certain number of days, a warning message will appear in the Account portlet with a
reset password link. This is configured in the Account portlet.

Locking a patron after x unsuccessful sign-in attempts

There is a feature that locks a patron after a certain number of attempts to sign in. This only applies to Arena sign-ins and is con-
figured in the Account portlet. Make sure that these settings are aligned with settings made in the backend system.

Manually signing in to Arena

Patrons can sign in in different ways with different capabilities. In multi-agency installations, patrons also choose which library to
signin to.

Different sign-in options and capabilities:

« Usinglibrary card number + PIN, without being an Arena user. Access to transactions that exist only in the library sys-
tem: loans, renewals, reservations (including editing) and balances (including payment).

« Using e-identification, if enabled (Sweden only; enabled by Axiell on request).

See also: Admin: installation details and Account



User types in Arena

A user type is assigned roles, and roles consist of different permissions. You find the roles under Users in the Control panel.
Liferay includes a number of roles that are not used in Arena.

The definition of the organization in Arena is the complete Arena site with allis assets and users. Al management of users
requires signing in to Liferay.

The following table includes the new simplified model of user types, that are predefined in the system, starting with Arena 4.1.

User type

Description

Organization owner

The Organization owner has full access to configure the Arena site, its users and
permissions, as well as all kinds of content. Usually, there are one or two Organ-
ization owners at the library, that have participated in administrator training. In addi-
tion to the Liferay Organization Owner role, the Arena Organization owner is also
assigned the Arena Power User role.

istrator

Organization admin-

The Organization administrator can create and update all aspects of the content,
including organizing pages, categories and articles, making settings to portlets etc.

Organization user

The Organization user can create and update articles and use assets such as cat-
egories that the Organization administrator has created. The Organization user
can upload documents and images in the Documents and media library. Allusers
that belong to an organization are assigned this role.

Patron

A patron that has signed in to Arena can reserve titles and borrow books. To be
able to do something where they can no longer be anonymous, Arena will ask for a
user name and for approval of terms. A patron is assigned the Guest role.

A non-authenticated user - anyone who visits the Arena site to for example search the catalogue, check out events or opening
hours-is assigned the Guest role.

Legacy user types

Previously, Arena has included a number of user types that are now discontinued. There is nothing stopping you from continuing
to use these types in your system if you already have them set up, but they will not be maintained and improved.

User type Description
Not loaaed in A person that has not signed in to Arena - neither with card number and PIN nor with user name and pass-
Lser 99 word - can still search in the catalogue and for example view opening hours, read articles and search for
events.
Library card Auser with a library card at this library but no Arena account signs in using their card number and PIN. A lib-
holder rary card holder can access library services, such as reserving a title, but not write reviews, tag, rate etc.

Arena editor

The Arena editor can create and update Arena articles only.

Axiell Arena
user

When you create an Arena user, the user name and password is saved in the Arena Central services along
with the connection to card number and PIN. This means that the user can sign in either with card number
and PIN or with user name and password and still have access to all functions - library services, such as
reserving a titles, as well as writing reviews, tag, rate etc. An automatically created Arena user has the same
rights as a full Arena user, but cannot sign in as guest at another library.

FullArena user

Afull Arena user has a library card at this library and can access all library services, such as reserving a title,
writing reviews, tagging, rating etc.

Administrator

An Arena administrator has access to some administration features such as handling articles and images
and sending messages.

Liferay admin-
istrator

The Liferay administrator is separated from the Arena administrator. Liferay access is required for adding
pages, adding portlets, changing themes etc.
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Permissions

A user type is assigned roles, and roles consist of different permissions. You find the roles under Users in the Control panel.
Liferay includes a number of roles that are not used in Arena.

Each permission group has general permissions that define all actions that can be performed for all applications in this section,
such as their configurations, whether they can be viewed, accessed in the Control panel and Site administration, and more.

The table below lists all the permissions that the pre-defined (starting with Arena 4.1) Organization user has.

. Permissions that a
Permission . - -
Permission Description Organization user
group
has
Asset cat- Permission to add categories and vocabularies and set permissions
egories for these.
. Category Permission to view, update and delete vocabularies and set per- )
Categories . View
vocabulary mission for these.
Permission to view, add, update add delete vocabularies and set )
Category o View
permission for these.
View
Documentand | Permission to view and organize the library, and to add different Update
media libraries | assets. Add document
Add folder
Access
View
Documents Permission to access, view, update, delete and subscribe to the Update
folder folder, and to add different assets. Delete
Add document
Documepts Add subfolder
and media
o ) View document
Document Permission tg V|ew., update and dele.te documents, to add, update Update document
and delete discussions, and to override checkout of documents
Delete document
Shortcut Permission to view, update and delete shortcuts -
Document . .
type Permission to view, update and delete document types -
Document . )
Permission to view, update and delete document metadata -
metadata
Lists Permission to add record sets, structures and templates. -
Dynamicdata | Permission to view, update and delete record sets, and to add )
Forms listsrecord set | records.
Dynamicdata . . .
) Y o Permission to view, update and delete definitions. -
lists definition
. . . A selection of permissions for handling of the Arena site on all dif- View site admin-
Site settings | Site . .
ferentlevels. istration menu
Asset tags Permission to add asset tags. -
Tags Update
Ta Permission to update and delete tags.
g P 9 Delete
Permission to view and update content, and to add web content View
Web content | Web content P ’ ’ Add web content
feeds, folders and templates. Add folder

11




Permissions that a

Permission . - -
Permission Description Organization user
group
has
Access
. . View
Web content Permission to access, view, update and delete content folders, and
folder to add web content, and subfolders Update
’ ' Add web content
Add subfolder
View
Web content Permission to view, update, expire and delete articles, and to add, | Update
article update and delete discussions. Expire
Delete
Web content o )
feed Permission to view, update and delete feeds. -
Web content o )
Permission to view, update and delete structures. -
structure
W tent L .
eb conten Permission to view, update and delete templates. -
template

Assigning permissions to roles

1
2
3.
4

5.

Signinto Liferay.
In the menu to the left, click Control Panel.
Click Users/Roles.

In the context menu for the role you want to modify, select Define Permissions.
In the page that opens, you see a panelto the left that contains Summary, Control Panel, Site Administration and
User.

Summary displays all permissions that have already been set for the role, and you can change these if needed.

Control Panel: Here you can modify general permissions for the current role, such as viewing the control panel menu
and adding users, and if needed, update settings under Users. You do not need to make modifications under Sites,
Apps or Configuration.

Site Administration: You find one useful option here - Applications - you do not need to modify the other sections.
Under Applications, you get an overview of all portlets in Arena, regardless if these are Liferay portlets or portlets
developed specifically for Arena. Click on each portlet for which you want to modify permissions for the current role.

User: You do not need to make modifications here.

Once you are done with assigning permissions to the current role, you will see your modifications under Summary.

To test the permissions you granted, select Users and organizations in the Administration menu, and click the in the context
menu for a user with the role you adapted, select Impersonate user.

Note:

Permissions can also be defined for individual assets such as portlets, by clicking its context menu. However, permissions gran-
ted or removed in the Control panel override those made at the more granular level. See also: Assigning user permissions
to portlets and pages

12




Signing in to Liferay

Only administrators sign in to Liferay:
1. Press Ctrl+Shift+L.
2. Click Sign in.
3. Enter your user name and password.
4. CheckRemember me if you want Arena to fill in your details automatically next time you sign in.
5. Click Sign in. The Welcome page opens with the Admin menu and some extra functions.

To sign out of Liferay, click your name and select Sign out.

13



Managing users in Liferay

Liferay access is necessary to add new pages on the portal, handle layout and design, add or remove features on the pages,
etc. When Arena was installed you got sign-in data to Liferay for one user. You are recommended to create separate accounts
for allusers.

Allmanagement of users requires signing in to Liferay.

Under My account you can see and edit the data for your account; name, e-mail address, password, roles, etc.

Adding a new user in Arena 4.1

Allusers that you add will be assigned the role Organization User, provided that you select the Arena organisation.
Signinto Liferay.

In the menu to the left, click Control Panel.

Click Users/Users and Organizations and select the Organizations tab.

In the context menu for your organisation, select Add user.

Fillin the details for the user. Mandatory fields are marked with an asterisk.

Click Save.
New fields appear below the fields filled in.

I

7. Enter a password. If you want to force the user to change the password at first sign-in, check Require Password
Reset.

8. Click Selectto select an organisation, and click on the Arena organisation that your installation belongs to.
9. Click Selectto selecta role, and click the role that you want to assign to the user.

10. Click Save.

You see the new user on the Users tab.

Assigning another role to a userin Arena 4.1

At some point, you may want to assign a user another role, such as Organization Administrator, rather than the default role
Organization User.

Signin to Liferay.

In the menu to the left, click Control Panel.

Click Users/Users and Organizations and select the Users tab.

In the list of users, select Edit in the context menu for the user for whom you want to assign a new role.

On the User Information tab, scrolldown to Roles.

Under Organization Roles, click Select, and then click Choose for the role that you want to assign to the user.
Click Save.

N o o~ wbh =

Adding a new user in Arena 4

Alllibrary staff users should be assigned to the Arena organisation, to automatically become Organisation users.
Signin to Liferay.

In the menu to the left, click Control Panel.

Click Users/Users and Organizations.

Click the plus sign in the bottom right corner and fillin the user details.

Click Save.
New fields appear below the fields filled in.

@ kb wbd =
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6. Enterapassword. If you want to force the user to change the password at first sign-in, check Require Password
Reset

Click Select to select an organisation, and click on the Arena organisation that your installation belongs to.
Click Select to select a role, and click the role that you want to assign to the user.
Click Save.

Organization owner
The Organization owner is assigned to the Arena organization, and to the following roles:

. Arena Power User

« Organization Owner

Creating the first Organization owner
1. Create auser, and in the initial form, assign the user to the Arena organization, and save the settings.

2. Assign the user to the Arena Power User and Organization Owner roles.

Organization administrator and Organization user

For library staff to be able to create pages and configure portlets as well as updating content, assign the user the Organization
Administrator role. For library staff to be able to only update content, assign the user the Organization User role.

Editing or deactivating a user

1. Inthelefthand menu, click Control Panel/Users/Users and Organizations.
2. Click the context menu to the right on the row for the user. Select Edit or Deactivate.

Accessing My account

1. Intheleft hand menu, click [your name]/My account/Account settings.

Note:
You need to know the name of the users to find them - there is no way to display all the user names in the system.
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Managing a roles in Liferay

A user type is assigned roles, and roles consist of different permissions.

The roles that are included in the installation are sufficient in many cases. But you may also want to create new roles that are
tailored for your organisation. You create your own roles under Organization roles.

Creating a new role

1. Signinto Liferay.

2. Inthe menu to the left, click Control Panel.

3. Under Users, click Roles.

4. Selectthe Organization roles tab.

5. Clickthe plus sign at the lower right of the screen.

The New role window opens.

6. InName type a name for the role. Title and Description are optional fields.

7. Click Save. You return to the list of roles.

8. Click Actions for your new role and select Define permissions.

9. Select permission area in the dropdown. Each area has sub-areas to select from.
10. Click Save when you have selected the permissions for an area.
11. Select more permission areas in the dropdown if you want to add more permissions to the role.

You have now created your new role with its permissions, and you can continue to assign usersto thisrole.

Editing permissions for a role

Note:
You cannot edit permissions for the Organization Owner and Organization Administrator roles.

In the menu to the left, click Control Panel.
Under Users, click Roles.
Select the Organization roles tab.

In the context menu for the role that you want to edit, select Define permissions.

o bk w0 bd =~

Make changes in the same way as when creating a new role.
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Password policies

Arena supports creating password policies to ensure that information is kept secure. A user can only be included in one pass-
word policy.

Arena Password Policy

There is one password policy included in the installation - Arena Password Policy. This policy comes pre-configured with settings
that enforces a quite strong password. To find out the exact settings for this policy, select Users and then Password Policies.
Click the context menu for the policy and select Edit.

You can create new passwords policies if you want to, or adapt the Arena Password Policy.

Recommendations

Make sure that administrators and users have personal user names and passwords and that security measures are met, for
example:

« Requiring that the user changes password upon initial sign-in

« Using complex passwords

« Password expiration

« Control of maximum number of unsuccessful sign-in attempts

« Making sure that passwords are not shared, written down or sent by email

« Signing out of Arena rather than letting the time-out take place

Creating password policies

1. Signinto Liferay.
In the menu to the left, click Control Panel.

3. SelectUsers and then Password Policies. You can either update the default password policy, by clicking its context
menu and selecting Edit, or create a new password policy by clicking + at the lower right of the screen.

Enter a name for the policy, and, if you want, a description.

Make the settings for the following areas

Password Changes

Changeable: Makes the password changeable and enables making additional settings.
Change Required: Requires that the user must change password after the initial sign-in.
Minimum Age: How long time the user must wait to change the password again.

Reset Ticket Max Age: How long a password reset link is valid.

Password Syntax Checking
Enable Syntax Checking: Checks the content and/or length of passwords and enables making additional settings.
Allow Dictionary Words: Keeping this option deselected prevents the user from using common words for their password.

Use the rest of the options to set the required complexity of passwords.

Password History
Enable History: Keeps track of previous passwords and prevents the user from reusing passwords.

History Count: The number of previous passwords to keep in the history.
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Password Expiration

Enable Expiration: Forces the user to change the password on a certain interval.

Maximum Age: How often the password must be changed.

Warning Time: Determines how long before a password expires that the user gets notified.

Grace Limit: How many times the user may sign in after their passwords has expired.

Lockout

Enable Lockout: Prevents the user to sign in after a defined number of unsuccessful attempts.
Maximum Failure: Maximum number of attempts the user is allowed to make with the wrong password.
Reset Failure Count: How long time the unsuccessful attempts to sign in is kept.

Lockout Duration: How long time a locked account stays locked.

Assigning a password policy to users

Itis recommended to assign the same password policy to all users in the organisation. Make sure that existing passwords con-
form with the settings in the password policy before you assign it to the organisation.

1. Open the context menu for the new policy and select Assign members.
2. Selectthe Organizations tab.
Check the name of your organisation.

3. ClickAdd.

18



Notifications

Arena users can get different kinds of notifications.
With the News agent, the users can select to get notifications when new stock is added that corresponds to a search.

With the message service, the staff can send messages to the users.

News agent

The News agent is a local service that will select new additions to the stock that correspond to users’ interest profiles, and send
notifications every night. Many options require configuration of the Admin: installation details, My saved catalogue searches and
Search results portlets.

If the news agent option is available, the users tick the extra checkbox in the Save search dialog to get alerts when new stock is
added that corresponds to their search, and they should then also select notification method. The methods available are e-mail
or messages to the Arena message inbox. Itis possible to add an alert request to an existing saved search result at a later point,
in the portlet My saved catalogue searches.

In the same way, the user can request notifications about new articles.

Another method exists that sends the selected titles and user information to the backend through ALMA. If this method is used
(configuration Use LMS as notification method in Search results and in My saved catalogue searches) no e-mail or inbox mes-
sage can be sent from Arena. Instead an addition to the stock results in a reservation for that title with the user.

The option alert on all hits first time will send all results - not just the new ones added initially - based on the profile.

Prerequisites for the news agent to work
« Save search must be enabled in portlet Search results and/or Articles:Search results list.
o URLs mustbe defined in Admin:Installation details if links to the new items should be included in the messages.

« My saved catalogue searches and/or My saved searches for articles should be placed somewhere on the site -these
are not necessary for the news agent function but recommended from a usability point of view, so that the user can find
the saved searches.

See also: Admin: installation details, My saved catalogue searches, Search results and My saved searches for articles

Messages

As an administrator with Inbox permission you can send messages to all Arena users in a certain library/archive/museum. They
willreceive the messages in their Arena inboxes.

See also: Admin: permissions manager

Viewing messages

1. LogintoArena, and click My Messages in the Login panel. Alternatively, click My Pages in the menu and then click My
messages.

Sending a message

In the message panel, click Go to outbox.

Choose a library, archive or museum member to which you want to send a message.
Enter a subject and type the message text.

Optionally, click Preview to preview the message.

Click Send.

o &~ wh =
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About Arena

An Arena system comprises the following two main parts:

« Back-end functionality - This may be a library, museum or archive system, with a public interface to the catalogues, user
transactions such as loans and reservations, and Web 2.0 functions such as ratings, reviews and tags.

« Information base system - This is where the authority may publish information and offerings to the public, as an altern-
ative to the services at the physical institution; articles about what is happening at the library, tips about activities etc.

Arena builds these into a website that institutions may use to present themselves, make their services available on the Internet,
and enable users to contribute additional information.

Liferay

Liferay is the content management system (CMS) used to carry Arena. Liferay is a portlet based CMS. Itis an open source sys-
tem based on the Java platform. Liferay in itself has a lot of functionality that can be used in the portal and added to this is the
whole Arena functionality.

See also: Liferay documentation

Portlets

A portletis an independent function program. Portlets may be placed on a page in Arena, one or more times and also on many
pages. A page is made up of several portlets that together form the complete information and/or transaction service provided by
that page.

Arena’s default delivery setup includes a structure of pages and portlets that provide Arena’s essential services. You may add
portlets to existing pages, and in general build the site to meet your requirements.

All portlets have some different sets of configuration:

« Lookand feel- Includes information like what title to show in different languages. Most settings related to styling are
done by Axiell at the time of installation.

« Configuration - Permissions to the portlet, and sharing of the portlet.

« Arena preference setup - portlets also have setup related specifically to the functionality available in Arena. For each
portlet there is a default setup of the preferences which is applied for each instance.

See also: Portlets in Arena

Language handling

Arena uses a language system that makes it possible for pages and portlets therein to work in different languages. By using this
system, text, such as labels, headers and information displayed in pages and portlets will change automatically when a different
language is selected by the user. This system also handles web content, such as articles, which may be available in different lan-
guages. This means that it is not necessary to have a set of pages and portlets in different languages - each language is handled
automatically within each page and portlet.

Note:
Use the same URL for all language versions of a page.

For Arena portlets all texts are available in English (GB and US), Finnish, Russian, Swedish, Norwegian (Bokmal and Nynorsk),
German and French. You may also apply your own text variants to replace the ones delivered. Liferay portlet texts are available
in many languages, and are included in the Liferay bundle.

Styling

The generallayout and styling of an Arena site is handled by using a theme. Each theme comprises a set of CSS. Each theme
has a basic configuration that applies to all pages, including the page layout, column arrangement, colouring, and the header
bar. The theme also controls menu handling.
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A theme may exist in different colour schemes variants. Each colour scheme may include different colour selections and rules,
but must conform to the same basic structure of the theme.

See also: Setting the look and feel

Arena architecture

Arena provides a way for library, archive and museum members to access and use the library, archive or museum management
system (LMS) catalogue, and to communicate with other members through reviews, recommendations and star ratings.

To do allthis, Arena has to be more than just a web application. For this reason, we chose to build it inside the Liferay envir-
onment.

LMS

Thisis the Library Management System - the software used to manage the library (or archive or museum). It may work with one
or several databases (catalogues), locally or countrywide. Examples of LMS software: Quria, BOOK-IT and OpenGalaxy.
Example of museum software: EMu.

ALMA

This provides the interface between the LMS and Arena. It pairs related instructions from the LMS and Arena, so that instruc-
tions passed between the two systems are understood and acted upon correctly. A different ALMA is required for each different
LMS.

Central services (CS)

This is the component in Arena that contains the centralized services. It provides web services for the locally installed part of
Arena, and may also have other components installed, such as fail-over and clustering features. Reviews, ratings and tags are
examples of Central services.

Local Services (LS)

Thisis the core of Arena. It also provides the web interface with which its users interact.

Liferay and portlets

Liferay is the software foundation of Arena. It provides the environment for small applications, known as portlets, to run. It
includes a range of ready-made portlet, which perform many common tasks. Many other portlets have been written to provide
Arena’s features.

Multi-agency installations

Arenais not limited to working with just one library, museum or archive catalogue. It may work with any number and combination
of them. Each library, museum or archive catalogue is managed by an LMS (Library Management System) or archive system.
Arena refers to each LMS as an agency. A library, museum or archive may be composed of many parts, such as locations,
branches and departments. Arena refers to these as members. In other words, an agency may have any number of members.

Cookies used in Arena
What is a cookie?

A cookie is a small text file that is saved in your computer when you visit a website that uses cookies. There are two types of cook-
ies:
« Apersistent cookie that saves a file in your computer during a longer period of time. In this kind of cookie, it is stated how
long the text file is preserved in your computer.

« Asession-based cookie that is saved in the memory of your computer only temporary, while you are visiting a website. It
is erased when you close your web browser.
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What are cookies used for?

Cookies can contain information about what settings you have made, so that when you visit same website again, you don’t need
to make the settings again. The cookie informs the website that the visitor has been on the website before, and about which set-
tings were made then. If you update your settings, the existing cookie is replaced with a new one. This means that cookies are
used to make it easier for you when you visit a specific website.

Arena cookies

Arena cookies let you move around the website and use essential features like secure areas, media baskets. These cookies are
session-based and don’t gather any information about you.

We use these cookies to:
« Identify you as being signed in to your Arena system.
« Manage your media baskets.

« Keep your selected languages between pages.

Cookie Purpose Duration Domain
COOKIE_ . , . . <library
SUPPORT Informs Arena if the user’s web browser accepts cookies Session domain>
GUEST_ . . <library
LANGUAGE_ID Handles display of selected language Session domain>
lastMsgFetch Displays messages from the librar Session <library

9 Piay 9 y domain>

. . . <library
JSESSIONID Cookie to preserve the session Session .
domain>
SELECTED_ User’s selected preferred event location filter in start page. If | Configured by the library <library
LOCATION_VALUE ([ nothing is selected, no cookie is set. site, default: 7 days domain>

Third party cookies

In Arena we use the following third-party services. Not all libraries use all services. The user can decide to turn off third party
cookies in the web browser.

Facebook
Cookie Purpose Duration Domain

CacheStorageVersion Used by Face.book. to Fiehver a seﬂes of advertls.ement products Persistent | facebook.com
such as real time bidding from third party advertisers.

datr Site security and integrity 2 years facebook.com

fr Advertisement 3 months facebook.com

sb Used by Facebook to improve friend suggestions. 2 years facebook.com
Saves the information about log-on Facebook user for the purpose

dor of the advertisement recommendation and updating the content, 1 week facebook com

P content of the cookie is confirmed within the conditions of the Face- ’

book use.
Saves the information about log-on Facebook user for the purpose

wd of the advertisement recommendation and updating the content, 1 week facebook com
content of the cookie is confirmed within the conditions of the Face- ’
book use.

Google Analytics

Arena uses Google Analytics to measure how users interact with the website content.
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Cookie Purpose

_ga Creates a unique ID used to generate statistics about how the visitor uses the website.

_gat Used to regulate number of requests

_gid Creates a unique ID used to generate statistics about how the visitor uses the website.

collect Used to send data about the user’s device and behavior. Tracks the user between different devices and marketing
channels.

Cookie Purpose Duration Domain

Registers a unique ID that identifies a recurrent user. The ID is used for targeted

NID . 6 months | google.com
advertisement.

If you do not want your Arena visits to be shown in Google Analytics’ statistics, you can add opt-out add-ons to your browser.

See also: developers.google.com/analytics/devguides/collection/analyticsjs/cookie-usage

Google Translate
Google Translate is used for translations in Arena.

See also: policies.google.com/technologies/types

ReadSpeaker

ReadSpeaker uses cookies to remember your settings until next time you want to listen to something on the website. The default
setting for these cookies is that they are saved until they expire, or until you delete them manually. However, ReadSpeaker has a
setting that makes it possible to use session-based cookies that are erased when the web browser is closed.

See also: www.readspeaker.com/how-we-use-cookies-in-our-services

Twitter

This cookie is used to remember the user’s selected language. It does not store personal information or install any tracker on the
computer, and is not considered offending.

Cookie Purpose Duration Domain
lang Handles display of selected language. | Session syndication.twitter.com
YouTube

These cookies are used to estimate the user’s bandwidth on pages with integrated YouTube videos, or to keep statistics of what
YouTube videos the user has seen. The cookies are not considered offending.

Cookie Purpose Duration Domain

Used by Google DoubleClick to register and report user behavior after having
IDE seen or clicked or an ad, to measure the effect of the advertisement and to be 1year doubleclick.net
able to present targeted advertisement for the user.

Registers a unique ID that identifies the device of arecurrentuser. The ID is

NID used for targeted advertisement. 6months | google.com
Regi i ID th I istics of havi

PREF .eglsters aunique that Google uses to create statistics of user behavior over 1year youtube.comn
different websites.

VISITOR_ . . . . .
Tries to estimate user bandwidths on pages where YouTube videos are integ-

INFO1_ rated 6 months | youtube.com

LIVE '

Ysc Registers a unique ID to create statistics of which YouTube videos that a user Session youtube.com

has watched.
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Wikipedia articles

These cookies are used to show banners and notices appropriate for the region, or helps to calculate unique devices accessing
the site. The cookies are either session based and expires when the user exits the browser or do not contain personal inform-
ation, and are not considered offending.

Cookie Purpose Duration Domain

Helps Wikipedia to show banners and other notices depending on the region,

GeolP based on information in a GeolP database.

Session wikipedia.org

WMF-Last-

Access Helps Wikipedia to calculate unique devices that sends requests to their website. | 1 month wikipedia.org

See also: blog.wikimedia.org/2016/03/30/unique-devices-dataset

Preventing storing of cookies

If you do not want cookies stored on your computer, you can switch off the cookie function in safety settings in your web browser.
No cookies willthen be stored, but this also means that you will not be able to use all functions on the web site. You can read
more about how to deny storing of cookies in the user documentation for your web browser.

Supported browsers

The following versions are tested on and supported for Arena 3.3/4.0 (user and administration features).

Desktop

« Internet Explorer 11 and Edge -2
* Chrome, latest version

« Firefox, latest version

« Safari, latest version

Mobile

- Safarimobile 1:2
«Chrome 1:2

1) User features only
2) Sites using non-responsive design technically work, but are not suited for mobile devices

Notes:
Versions of browsers that were released after a major Arena release have not been tested and support for these newer
browser releases will be provided as best-effort only.

Versions of browsers that were supported with an initial release of an Arena version that have reached the end of their
product life cycle are no longer tested in subsequent service releases and support for those older browser releases will be
provided as best-effort only.

Compatibility mode and Quirks mode are not supported. (These are different techniques where the web browser emulates
an older version.)

Statistics tools

Liferay has built-in support for Google Analytics, but you can also use other statistics programs. For most custom statistics pro-
grams, you need to add either some metadata or JavaScript to every page. Some themes have built-in support for Google Ana-
Iytics.

Google Analytics

This is how you define the Google Analytics ID:
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Sign in to Liferay.

In the menu to the left, click Configuration/Site settings.

Click the Advanced tab.

Under Analytics/Google Analytics ID, type the Google Analytics ID.
. Click Save.

o bk w0 bd =~

Adding a JavaScript in Arena

In Manage/Site Pages in the Admin toolbar (when signed in to Liferay), you have an area where you can add global JavaScript
that is executed on every page. Copy the JavaScript segment provided by the customer and add to that section.

Adding metadata

There is no easy way of adding metadata without editing the local theme so that the metadata tag is added to every page. The
downside of that is that this change will need to be done at every upgrade as it willbe removed at this stage.

GDPR

Arena is continuously developed to meet the GDPR (General Data Protection Regulation) requirements. The following has
been implemented so far:

« Auser canread allinformation stored in the system (both Arena and backend information) on the My Profile page,
under top heading My profile. The backend decides what user information is stored and returned in a call from Arena.

« Auser willbe reminded to check the profile information in the system regularly. A reminder text is shown (in the login
portlet) if the profile information has not been updated for a set number of days (default 365 days; set by Axiell). The
user has two choices:

« Go to my profile and possibly update the information.
« Dismissthe text. Itis the backend that decides if this feature is used or not.

« There are links to the informative text about loan history and general agreements on the My Profile page, for a user to
read (if enabled in the portlet). In My Profile, under Registered accounts the user can enable/disable loan history (the
loan history itself is found on the page where the Loan history portlet has been added).

« Auser can choose to delete their account by contacting library staff who deletes the account in the backend. All data
stored in Arena willthen also be deleted. If the user has a nick/display name it willbe anonymised. Written reviews are
not deleted but shown with the anonymised nick/display name.

« Whenregistering for an event, the user’s email address is stored along with the number of registered attendees, for the
library to be able to inform about updates or cancellation of events. The stored information is deleted when:

« Theeventhasbeen completed

« Theeventhasbeen cancelled

End-user support

We have prepared a document that the library can use as a basis for end-user support of the Arena web site: Quick guide for
end-users. You find it at the bottom of this page: End user support. The document assumes that the Arena Nova theme, avail-
able starting with Arena 4.0, is used. Adapt the information to reflect your Arena web site.
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Pages and portlets

The look and feel of your Arena is to a large extent determined by a theme, for example Arena Go or Arena Nova. Different
themes are available with different versions of Arena. Most settings related to styling are done by Axiell at the time of installation.

Portlets generate dynamic content on pages for many different purposes. In addition to the many Liferay portlets, Arena
includes a number of customized portlets, created by Axiell.
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Arena Nova

For Arena installations starting with version 4.0. there is a possibility to use Arena Nova for a smart and consistent user exper-
ience. Arena Nova is activated by Axiell. It includes several pieces of functionality that can be used as templates, for example fea-
tured spots, news articles and event articles. The following sections describe how you can make adaptations to suit your
website.

Focus shortcuts

Focus shortcuts are positioned at the top of the start page to immediately catch the visitor’s attention and interest. You can
choose to highlight certain parts of the library activity or pages on the library site.

Follow the steps below to edit a focus shortcut:

Go to the start page. You find prepared examples of focus shortcuts.
Click the edit icon for the article that you want to update.

Change the header to the title that you prefer.

Add 2-3 lines of catchy text as description text.

Paste the link to the destination page - ideally you already have this page open in another browser tab.
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Selectanimage from Documents and media or upload a new image from your computer. Make sure that the image is
notin high resolution (adapted for print) to avoid that the page loads slowly. Make sure to enter an Alt text for access-
ibility.

7. Depending on the colors and brightness of the image, you may want to adapt the appearance of the text under Text
color and gradient options. You can for example choose White text / Black gradient or vice versa - just try the dif-
ferent options to see which looks best with your selected image.

8. Alternatively, you may want to use a background color instead of an image - if so, enter the RGB code of the color you
want to use in hexadecimal format.

9. Click Publish and refresh the page, to see that your focus shortcut has been saved and that the article is displayed the
way you intended.

You can configure the order of the articles in the focus shortcut using the Order field. 1 is the largestimage to the left. Make sure
not to set the same value for the different articles - then the sorting willbe made depending on the name of the article instead,
and the order value has no effect.

That’s how it works-articles

That’s how it works-articles provide information about the library services that the library offers.

Some services can be described briefly and fits in a card without a link. Other services may need a more comprehensive descrip-
tion-then a link is a provided to another page with all details.

Follow the steps below to add a That’s how it works-article:
1. Gotothe page with the information about the library services.
2. Clickthe +character in the asset publisher.
3. SelectThat's how it works in the list.
4

Fillin a title, a summary and content. If you only enter a summary and no content, there willbe no link to the full-page
view of the article.

5. Ifyouwantto link to another page from the That's how it works-article, use the Link field. Fillin the label of the link under
Link text.

6. Selectanimage to be displayed in the full-page view of the article. Using an image is optional, but it enhances the article
and the user experience. Select an image from Documents and media or upload a new image from your computer.
Make sure that the image is not in high resolution (adapted for print) to avoid that the page loads slowly. Make sure to
enter an Alt text for accessibility.
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7. Select Display Page among the options at the bottom - in this case, Article.

8. Publish the article and refresh the page, to see that the article is displayed in the list.

News articles

The news articles can describe for example news and themes at the library. On the start page, you find the latest articles from
the News category, with a link to the full-page view of the news article.

Follow the steps below to add a news article:

Go to the start page.

Click the + character in the asset publisher for news.
Select Article in the list.

Fillin a title, a summary and content. The summary is shown in the news list on the start page.
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Selectanimage to be displayed in the full-page view of the article. Using an image is optional, but it enhances the article
and the user experience. Select an image from Documents and media or upload a new image from your computer.
Make sure that the image is not in high resolution (adapted for print) to avoid that the page loads slowly. Make sure to
enter an Alt text for accessibility.

Select Display Page among the options at the bottom - in this case, Article.
Publish the article and refresh the start page, to see that the article is displayed in the list.

Click the article to see that the entire article is displayed in the full-page view.

Event articles

Event articles are used to describe events at the library that visitors can take part of, for example author readings, read-alouds of
children’s books or internet classes for seniors.

Events are presented on the start page (the six next events) and on the events page (all coming events).
Follow the steps below to add an event article:

Go to the events page.

Click the + character in the asset publisher for events.

Select Events in the list.

Fillin a title for the event.

Add a catchy yet descriptive text for the event under Content.

Enter a start date, start time and end time. If the event lasts for several days, also add an end date.

Fillin a location and an address.
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Select an image from Documents and media or upload a new image from your computer. Make sure that the image is
notin high resolution (adapted for print) to avoid that the page loads slowly. Make sure to enter an Alt text for access-
ibility.

9. Under Metadata, select categories such as location or target audience.
10. Under Schedule, enter the end date of the event as Expiration Date.
11. Select Display Page among the options at the bottom - in this case, Single event.

12. Publish the article and refresh the events page, to see that the event is displayed in the list.

Branch articles

The branches that are part of the library site are listed on a page that is typically named Our Libraries. You can click a branch to
see a full-page view of that particular branch.

Follow the steps below to add a new branch:

1. Gotothe page with the list of library branches.

2. Clickthe + character in the asset publisher for the library branches.
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Select Branch.
Fillin a title - the name of the library branch.
Enter the address, zip code and city - this information is used to show the location of the library in Google Maps.

Enter an email address.
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Selectanimage from Documents and media or upload a new image from your computer. Make sure that the image is
notin high resolution (adapted for print) to avoid that the page loads slowly. Make sure to enter an Alt text for access-
ibility.

Add a short but brisk description of the branch. The text shows in a text box in the full-page view of the branch.

Under Opening hours, you can connect to Google Calendar or KIF | (Finland only).

Google Calendar: enter the name of the calendar for the branch, such as Lagersberg library- Axiell configures the con-
nection to Google Calendar when it's time to activate the site.

KIFI (Finland only): Enter the exact string from KIFI.

10. Select Display Page among the options at the bottom -in this case, Branch.
11. Publish the article and refresh the page, to see that the branch is displayed in the list.

12. Clickthe article to see what the full-page view looks like. In case you want to update the description of the branch, just go
back the list view and click Edit for the branch.

See also: Branch-specific information

FAQ articles

FAQs are the kind of questions that visitors often ask the library. FAQ articles can be used to collect these questions on a page in
a clever format where questions and answers can be displayed in a compact and user-friendly manner. For questions as well as
answers-lessis more!

Follow the steps below to add a new FAQ article:

Go to the FAQ page.

Click the + character in the asset publisher for the FAQs.
Select FAQ in the list.

Enter a title - the question.

Fillin the answer under FAQ - answer.

AR

Publish the article and refresh the FAQ page, to see that the question and answer are displayed in the list.

Image resources and image handling

” A picture is worth a thousand words!” Justimage what a text together with an image can accomplish on your library site.
If you don’t have access to greatimages already - here are some examples of web sites where you can find free images to use.

« Unsplash - unsplash.com
« Pixabay - pixabay.com
« Picjumbo - picjumbo.com

Keep in mind that it's good practice to acknowledge the photographer by referring their name when you use images that others
have taken, ideally at the end of the article or next to the image if itis used in running text.

The images that you find online may be in high resolution, and then need to be compressed in order not to slow down your web
site. You can use a tool such as Photoshop or GIMP, or go to the site below, to quickly and easily change the size of an image:

« pinetools.com/resize-image

You simply upload the image, select Pixels and enter a value. 1500is a value that works well with Arena articles. Then just click
Resize and download the image.

For the articles used in this description of Arena Nova, it is recommended to use images in landscape format 4:3, approximately
1500 pixels wide. Itis the format rather than the size that is essential, as Arena will display the image in the proper dimensions
accordingly.
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Opening hours

Display of opening hours is included in Arena installations with Arena Nova. The information shown in the opening hours is
fetched from the library’s Google calendar or KIF | (Finland only).

Staffed opening hours and self-service hours can be displayed on separate rows for each day.

Adding regular opening hours to the Google calendar

The library staff enters information about opening hours in the Google calendar. The opening hours of each branch is rep-
resented by different calendar events. Self-service hours are registered in separate calendar events.

1. Signinto Google with the library’s credentials and select Calendar among the Google apps at the top right.

2. Existing calendars are listed under My calendars - perhaps there is only one in your case - make sure that the library’s
calendar is checked.

Double-click in the calendar where you want to start adding opening hours, for example today.
Enter the name of the branch asttitle at the top.
Define when the library (the branch) is open, for example 10:00 to 20:00. You do not need to change the date.

Select recurrence, for example Every weekday (Monday to Friday) for repeating opening hours.
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If the library offers self-service, you differentiate staffed and unstaffed hours by entering any text string in the descrip-
tion of the self-service calendar events. These events will display the text Self-service in the Arena website. The staffed
hours will display no text.

Note:

You cannot combine calendar events with normal opening hours and calendar events with staffed/self-service hours
- you can use only one of the calendar event types for each day.

Example: For any day in the calendar, you can choose to either add e.g. 8-18 as opening hours, or 8-10 as Self-ser-
vice, 10-16 as staffed and 16-18 as Self-service.

8. Make sure that the correct calendar is selected, if not, select the library’s calendar in the drop-down.
9. Change the privacy settings to Public.
10. Click Save.

Continue by adding regular opening hours for Saturdays and Sundays if the library is open then. Days with no calendar events
willshow up as closed days in the Arena opening hours.

Then add opening hours for the other branches, if the library has more than one branch.

Entering exceptions in the Google calendar

The library may be closed some days such as New Year’s Eve.
1. Browseto New Year’s Eve in the calendar and click the opening hours of that day.
2. Select Delete eventand then This event.

Continue to do the same with other days when the library is closed and thus deviates from the regular opening hours.

Making the Google calendar available to Arena
The Google calendar has to be shared in order for Arena to read information from it.
1. Signinto Google with the library’s credentials and select Calendar among the Google apps at the top right.

2. Existing calendars are listed under My calendars. Check that the name of the calendar corresponds to the library
name, the way it is displayed in Arena

3. Inthe context menu for the calendar, select Settings and sharing.
4. Under Access permissions, check Make available to public.

Now, send the login credentials for the library’s Google account to your Axiell contact person. This is needed for Axiell to be able
to create an AP| connection between the calendar and Arena.
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Note:

Translations for staffed or self-service hours work nicely when using Google translate for the Arena website but not when
using the Language portlet.

Branch-specific information

The library may want to show specific information about its branches, for example information about opening hours, events that
take place at this particular branch, or services that are offered only there.

Categories

The branch-specificinformation is filtered using categories. A combination of categories for the branch name along with cat-
egories for articles results in display of the information.

1. Make sure that the branches are available for selection as categories under Locations (the locations that are also used
for events). If not, start by adding them.

2. Addtwo categories under Article categories, for example News - branchand That’s how it works - branch.

See also: Creating locations and rooms for events

Creating content

News article with branch-specific information
1. Select Content/Web contentin the menu on the left-hand side.
2. Clickthe plus sign at the lower right of the screen.
3. Selectthe Article structure.
4. Create the article with a title, introduction, image, etc.
5

Make sure that the article is linked to the correct categories. For news articles, select News - branch under Article cat-
egories. Select current branch under the Locations category.

6. Make sure that the article has the correct display page.

See also: News articles

That's how it works article with branch-specific information
1. Select Content/Web contentin the menu on the left-hand side.
2. Clickthe plus sign at the lower right of the screen.
3. Selectthe That's how it works structure.
4. Create the article with a title, introduction, image, etc.
5

Make sure that the article is linked to the correct categories. For That's how it works-articles, select “ That’s how it works
- branch” under Article categories. Select current branch under the Locations category.

6. Make sure that the article has the correct display page.

See also: That's how it works-articles

Branch articles

Make sure that the library information is linked to the correct branch under the Locations category. When correct branch is
linked to the library information article, the news articles and the That’s how it works-articles will be displayed when the user
clicks on the branch to find out more.

See also: Branch articles
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Library-specific events
1. Select Content/Administrations of events, and create a new event with the correct branch location.
2. Addthe Events portlet to the /Branch page.

See also: Creating an event
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ArenaGo

ArenaGo is a complete installation of Arena where the template for content and layout is predefined. The library answers a
straightforward questionnaire in connection with installation and sends it to the responsible party at Axiell Sweden who inputs

the information in ArenaGo and publishes the web site.

This page describes the content of ArenaGo . For more detailed information of functionality search the Arena help page.
For ArenaGo to work you need a recent version of Firefox, Chrome or Safariand at least version 9 of Internet Explorer.

ArenaGo consists of 7 main menu alternatives: Start, Inspiration, Children, Youth, We offer, Opening hours and contact inform-

ation, and My pages.

Functionality includes query lists, catalogue record pages and pages for more specific searches. On each page there is the
option to log in, change languages, access the main menu options, search and read text.

Start page

The Start page includes the following elements:

Slideshow (Articles: show article ) (Articles: Show article)
Welcome text (Articles: show article ) (Articles: Show article)
List of recommended reads (Results list) (Results list)

List of recently rated titles (Top list) (Top list)

Popular tags (Tags: tag cloud) (Tags: Tag cloud)

And basic functionality

Search results page

The search results page includes the following elements:

Search results list of 10 hits (Search results) (Search results)

Facets that make it possible to filter the search results (Facets) (Facets)
Links to external services (Dynamic links) (Dynamic links)

Tag cloud that shows key words (Tags: tag cloud) (Tags: Tag cloud)

And basic functionality

Catalogue record page

The catalogue record page includes the following elements:

Catalogue record information (Catalogue record) (Catalogue record)
Other titles by same author (Results list) (Results list)

Similar titles based on subject words (Results list) (Results list)
Facets to search further for subject or author (Facets) (Facets)

Links to external services (Dynamic links)(Dynamiclinks)

Keywords (Tags: tag cloud) (Tags: Tag cloud)

Inspiration

The Inspiration page includes the following elements:

Lists that are automatically updated:
Recently rated (Top list) (Top list)
Recently reviewed (Top list) (Top list)
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« Inaddition, there are 5 submenu alternatives.

« [Each page also contains 4 lists.

Children

The Children page includes the following elements:
« Liststhatare updated automatically.
« Inaddition, there are 5 submenu alternatives.
« [Each page also contains 4 lists
The content shown includes a book cover, title and author.
« Functionality
« Navigation

« Lists (Results list)(Results list)

We offer

The We offer page includes the following elements:

« Navigation
« Getalibrary card (Thisis controlled by the library management system and may not be available in all ArenaGo set
ups)
« Specificarticles related to offerings (Articles: show article ) (Articles: Show article)
Submenus for the page:
o Getalibrarycard

o Submenu 1-Submenu 10

Opening hours and contact

The Opening hours and contact page includes the following elements:
« Navigation
« Opening hours and contact information (Articles: show article ) (Articles: Show article)
« Contactthe library (form)
« Purchasing suggestions (form)
« Interlibraryloans (form)
« Listwith tags lib-info

On this page articles are sorted by the field title ascending -from Ato O 1-10. Use this to structure the order of libraries in your
list.

Editing library information

If you are logging in from different places:

Sign in as a Liferay administrator.

Go to Opening hours and contact.

Click Add.

Chose the template structureLibraryinfo.
Give the article a title.

Go to Library photos and click Select.
Click the folder Library photos.

Find the picture of the library and add it.

® N o a bk wd =
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9. Fillin any other information you want on the page.
10. Click Publish.

Library page - this is needed if there are many branches in the library. Each branch will be listed here and have a copy of the tem-
plate structureLibrarylnfo-extended.

Staff - this page contains a list of employees. There is a template structurePersonnel. All articles here are catagorised with the
tag lib-staff sorted by the articles titles in ascending order.

My pages
The My pages page includes the following elements:
« Myloans: Information about the loans a patron has athome
« Myreservations: Information about reserved media and fees
« Mycharges: Current total of debts
« My profile: User name, address, library card and pin code
« My saved searches: Searches the patron saved by clicking the icon
« My messages: Any messages from the library
« Myreviews: Any reviews or ratings the patron has given
Additional functionality:
« Navigation Navigation

« Articles: show article Articles: Show article

More tips and tricks

Aligning images and text

Note:
Tofillarow animage needs to be 1120 pxwide. To filla column an image must be 960 px wide.

Click the image in the editor and select the image tool.
Click Appearance.

Select Alignment Not-set.

Remove all values in Dimensions.

Change CSS-class to value.

o g s~ w b=

To align write imgLeftor imgRightin the field.

Horizontal dynamic lists

1. Copythe template page dynamic list template.

2. Tochange a list from vertical to horizontal, untick the Edit Controls box.
Liferay-settings (Graphic display)
Portlet settings: Show frame: yes

Advanced style options: Enter your custom CSS class: horizontal-list

Grouping horizontal lists
Enter your custom CSS class:

x=number of the group

y=number of the list

horizontal-list list-group-x list y
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Example:

One list of August prize winners, Nobel laureates and tips
August prize winners CSS: horizontal-list list-group-1 list 1
Nobel laureates CSS: horizontal-list list-group-1 list 2

Tips CSS: horizontal-list list-group-1 list 3
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Managing pages

You can configure almost any aspect of a page. For example, you may add or remove a page, change a page’s name, the way it
looks, its dependency on other Arena features and settings, and its relationship to other pages.

Page permissions

In Arena, roles are used to define permissions. With the default delivery there are high level definitions of a couple of roles. We
recommend not to use page permissions. For roles specific to page permissions, please contact Axiell support.

See also Liferay Documentation and Managing portlets

Configuring pages

ok 0 bd =

7.
8.

Signin to Liferay.

Inthe menu to the left, click Navigation/Public pages.

Inthe tree view, click the context menu for the page to configure. Select Configure page.
In Name, type the name of the page. This name willappear in the navigation bar.

Select Hide from Navigation Menu if you do not want the page to show in the menu. This is useful if the page is not yet
ready for use.

In Friendly URL type the friendly URL for the page. Normally you do not need to change this.
Note: Use the same URL for alllanguage versions of a page.

In Type you can change the page type that was set when creating the page.

Click Save.

Creating a page

Arena is delivered with a number of pages, but you can add more pages if you want to.

1.

Signin to Liferay.

In the menu to the left, select Navigation/Public pages.

In the tree view, click the context menu for the page that will be the parent page for the new page, and select Add child
page.

Fillin a name for the new page.

This name will serve as a menu item when navigating in Arena and will be part of the URL that the system creates auto-
matically.

If your website is multilingual, click the flag for the language you want to add and type the page name in that language as
well.

Note:

Do not create language versions of the URL of the page - only of the name.

Select Hide from navigation menu if the page is not ready to be displayed to Arena users.
This is useful while the work with the new page is in progress.

Select page type.

Type Description

Empty page | Createsan empty page with the layout you choose.

Ful paqe Not used
application
Page set Not used
Linktoa . . . . s .
. Functions as an immediate redirect to another page within the same site.
Page of this
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Type Description

Site

Can have any number of portlets on it but only one will be displayed at a time. The users select which
Panel portlet they want to use from a menu on the left side of the page, and the selected portlet takes up the
entire page.

Embedded | Displays content from another website inside of your portal.

Linkto URL | Redirects to any URL specified by an administrator.

Copyofa

Page ofthis | Creates a copy of an existing page on the site.

Site
Blog creates a page for editing and viewing blogs.

Manage tem- C(.)n.tent Dlsplay Eage has a layout which you can drag and drop portlets into.
Wiki creates a wiki page

plates

Select Inherit changes if you want future changes to the template to automatically be applied to this
page.

8. Click Add page to save the changes.
The new page appearsin the tree view.
9. Gobackto the page to configure the Friendly URL.
Note:
Use the same URL for all language versions of a page.

Creating a copy of an existing page
It can be useful to create copies of pages, for example for backup purposes.

1. Follow the instruction above for creating a page, butin the dropdown menu under Type, select Copy of a page in this
site.

Select the page in the Copy from page dropdown menu.
3. Click Add page.

Setting the look and feel

You may set the look and feel for a single page or for all pages. You may also edit a theme or CSS, to create a new look and feel.
Most settings related to styling are done by Axiell at the time of installation.

About themes

Atheme includes a basic set up that applies to all pages. For example, it may set the number of columns, the colouring used in
each column, the header bar, the way in which menus are handled, and so on. A theme may exist in different variants called Col-
our Schemes. Colour schemes may also include other rules within the structure set out in the theme.

Theme settings
Allthe Arena themes have been supplemented with a group of new settings. The settings have a text input for the value and a
check box to turn the setting on and off.

Compatibility mode content

Internet Explorer allows you to define which version’s engine is used to render a page. You can add different values for the X-
UA-Compatible META tag telling Internet Explorer how to behave. The most common value and best practice (default) is
“IE=edge” which ensures that Internet Explorer always uses the latest version. The latest and current version is also the fastest
version.
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Meta viewport content

The meta viewport tag gives the browser instructions on how to control the dimensions and scaling of the page, and is a must if

you have a site that uses responsive design. Without a proper meta viewport value, mobile devices will render the page at a typ-
ical desktop screen width, and then scale it to fit the screen. Our default value is “initial-scale=1.0, width=device-width” but if you
have special needs you can change to your own taste, remember to add a comma between the values.

External favicon
You can add a link to an external favicon, which is used for bookmarks and in the URL bar of the browser. There is also the pos-

sibility of adding a link to an apple-touch-icon, which is used on Apple devices when you bookmark or add to the home screen.
Just add the paths to your images and mark the check box.

Note:
Bookmark icons in the browser are often cached, so don’t expect the bookmark icon to change immediately if you add another
image.

Custom head and custom body bottom

These text area fields can be used to add code (javascript, meta tags, CSS etc) to either the head section of the document or to
the absolute bottom of the page, just before the closing body tag. Note that Liferay’s page setting has a similar javascript feature
where you can paste code that will be executed at the bottom of every page. For the not so experienced user, this is good and
very handy for occasional fixes and enhancements. However, if you have a more complex site and javascript functionality,
maybe you are using a couple of external plugins or sharing javascripts between sites, the custom head and body bottom can be
very useful.

Theme characteristics
Fixed width themes

A fixed width theme is one in which the main wrapper width is fixed. This ensures that all parts of Arena will display on computer
screens of limited resolution. A commonly used main wrapper fixed width is 980 pixels. At this width, Arena will display fully on a
computer screen that has a resolution of 1024x768, without the need to scroll horizontally to view content that would otherwise
be outside the screen area.

Vertical scrolling cannot be eliminated, as page lengths vary according to content. For example, a catalogue search may pro-
duce a long list of results.

Advantages of fixing the main wrapper width:
« The mainreadable contentarea is tightly controlled, without the need to set minimum or maximum values.

« Fixed width layouts are sometimes easier to style, depending on the effect you require. Some visual designs may only
be achieved in a reasonable manner within a fixed width layout.

Disadvantages of fixing the main wrapper width:

« Thetextsize may not be enlarged greatly. This is because the line width does not increase along with text resizing so, at
large font sizes, the screen may look very untidy.

« Ona 980 pixel fixed width site, users with small monitors (800x600 pixels) will need to use a horizontal scroll bar to view
content that would otherwise be outside the screen area. Despite the age of such monitors, the problem is still common.

« A980 pixel fixed width site may appear too narrow on large, wide screen displays.

Any theme in which the main wrapper width is not fixed, may be fixed by adding the some CSS to your customer CSSfile.

Customer styling

Customer styling may be based on any theme. Customer specific styling is placed in a special CSS file, which is not overridden or
removed when Arena application software is updated.
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Using themes

Selecting a theme for one page
1. Signinto Liferay, and in the menu to the left, click Navigation/Public pages.
2. Inthe tree view, click the context menu for the page that will be the parent page for the new page. Select Configure
page.
Click the Look and Feel tab.
Select Define a specific look and feel for this page.
Change settings in the theme or click a new theme.
If you want to add a custom CSS to the page, insert it in the CSS field at the bottom of the page.
Click Save.

N o g > e

Selecting a theme for all pages

If you are setting the overalllook and feel for Arena, it is useful to apply the same theme to all pages. Later, you may apply other
themesto individual pages.

1. Signinto Liferay, and in the menu to the left, click Navigation/Public pages.
2. Select Configure in the context menu.

3. Change settings in the theme or click a new theme.

4

The field custom-noscript-content is where you modify the text that appears if the user has turned off or is missing
javascript. The setting is on by default.

5. Click Save.

The themes available
Arena includes the themes Urban, Modern, Arena Go and Agile, each one designed to suit different types of functionality in
Arena.

Arena Urban Theme

This theme includes the following settings:

« Aheader with logo.
« A menu positioned at the absolute top of the page.

« Responsive width. Layout columns get stacked below a certain screen size (768 px). The menu changes in look and
behaviour at the same breakpoint.

Background image

« Tochange the background image to an image of your own choice, use the following css:
#wrapper {
background-image: url( the/path/to/your/image.jpg );

}

Special feature

« Giving a Liferay article the custom CSS class “urbanFooter” (Look and Feel/Advanced styling) places the article asa
footer on the page.

ArenaUrban theme has the following schemes:
o Urban

o Rural
Arena Modern Theme

This theme includes the following settings:
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« Fixed width, which ensures that things stay in place

« Special layout-templates optimized for this theme

« Big header with search portlet

« Overall grey colour design with analogue textures for an up to date look and feel

« Larfile includes article with suggestion for a footer; use freely or adapt to your own needs
Arena Modern has the colour schemes:

« Default: red

« Variation: the idea with this colour scheme is to provide a base to build further upon, for example, there are no back-
ground images and also the header is smaller than the default colour scheme.

The screen layout
Arenaincludes a range of layout templates, so that you may arrange the screen in many ways.

Changing the screen layout has a major effect on the layout of applications. Note the following:

« Ifyou choose a layout template that has fewer areas than the currently used layout template, applications located in lost
areas will be relocated automatically to the most appropriate available areas. For example, if you switch from a three-
column layout template to a two-column layout template, applications located in the right column will be relocated from
the lost third column to one of the available columns.

« Thelayouttemplate applies to the currently displayed page only.

« Thelookand feel of individual portlets can also be configured.

See also: Managing portlets and Configuring portlets

Setting the screen layout
1. Follow the instructions under Configuring pages.
2. Inthe Type dropdown select Layout and select the template that you wish to use.
3. Click Save.

Note:
The Toolbar theme has been deprecated in Arena 4.

Adding a logotype
The standard placement of the logotype is in the upper left corner of the page. You can select a new logotype for your site (the

default logotype is the one of Axiell's). How to add a logotype varies slightly between Arena 4 and previous versions of Arena.

1. Inthe menu to the left click Control Panel/Navigation/Public pages. In the context menu (next to Public pages in the
menu), select Configure and make sure that the Look and feel tab is opened.

2. Scrolldown, and under Logo, click Change.
3. Inthe dialog that opens, browse for the new logotype.
4. Click Save.

CSSfiles

A Cascading Style Sheet (CSS) is a style sheet language used to describe the appearance and formatting of a document written
in a markup language, such asHTML, XHTML and XML. CSS may also allow a markup page to be presented in different styles
for different rendering methods, such as on-screen, in print, and others. Each document is usually linked to a CSS. However,
readers of that document may use a different CSS to override the one the author has specified. The settings for CSS files are
the same for different versions of Arena.

arena.css

arena.css contains the default style for every Arena portlet. Every Arena portlet must have a default style stored in this file. This
CSSistheme-independent, so allthe CSSs within the file apply to allthemes. The default styles must be based on the Liferay
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classic theme, which you change as required within each of the Arena themes. IDs should be avoided within arena.css, because
these styles are most likely to be overridden by the themes.

arena-default.css

arena-default.css contains the theme styles for Arena portlets. This CSS is theme-dependent, so only styles that relate to that
theme are placed there.

custom.css

custom.css contains the styles for each theme. It is theme-dependent but must not contain styles for Arena portlets. This file con-
tains everything apart from the Arena portlet styles, including page structure, Liferay buttons, the banner, Liferay portlets, etc.
These styles may be overridden in the colour schemes. The colour schemes cssfiles are then imported through the custom.css
file within each theme, as shown in the following example:

@importurl(blue.css);
@importurl(green.css);

@importurl(orange.css);

colour scheme.css

Every colour scheme CSS file within each theme is loaded onto the relevant page but, because each colour scheme has a
unique class before any of its declarations, the styles only apply to the colour scheme when the user is viewing the page. This
classis added to the body tag in the HTML code, thus:

<body class="green">

The colour scheme’s class should normally appear at the beginning of each declaration; for example, .green div.portlet-topper.
The only exception to this rule is when you want a browser-specific style; for example,

.ie9 .green div.portlet-topper

Any styles from any part of Arena may be put into the colour scheme file.

Customer.css

Any changes that a customer wants to make should be placed in the customer.css file (added manually). This file will be the last
to be loaded and it will override any of the default styles included above.

CSS vaildation

If you submit an Arena site to a CSS validation service, it might produce a couple of errors. This is not at all alarming; most of
them have a reasonable explanation.

Listed below are some error messages from the W3C validation service with descriptions.

Error message Description

When minifying a CSSfile, it is allowed to remove the last semi-colon in the style declaration.

Missing ; before } Thisis done to reduce file size and improve performance.

atrule The @-prefixes are browser specific rules to make it work optimally in all browsers.

Property doesn’t exist

A common CSS fix added to make it work in older versions of Internet Explorer.
(DXImageTransform, zoom)

Importing functionality to a page

Some pages, typically included in the Arena Nova theme, contain functionality that you may want to reuse in other pages, to add
a consistent look-and-feel of your Arena website. This example describes how to add the That’s how it works-structure to an
existing page using the export/import functionality.

1. Signinto Liferay.

2. Browse to a page that hasthe That’s how it works-structure.
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9.
10.
11.
12.
13.

14,
15.
16.

In the context menu of the Asset publisher portlet, select Export / Import.

Click Export.
The portlet settings are now saved as afile.

In the window that opens next, click the Asset_Publisher...portlet.lar link under the Download header.
The series of numbers in the file name is generated automatically, based on the date and time it was created.

The file is automatically saved to your Downloads folder - if you want to, place it at some other location that is easy to
find, for example Desktop.

Close the export window.

Go to a page where you want to add the That’s how it works-structure.

Click the plus sign at the top right and search for the Asset publisher portlet that is located under Content management.
Drag the portlet to the page.

In the context menu of the Asset publisher portlet, select Export / Import.

Select the Import tab.

Click the Select File button and browse to the Asset_Publisher...portlet.lar file that you saved to your computer
earlier. Alternatively, drag the file from Windows File Explorer and drop at the uploading area.

Click Continue.
Click Import.

Close the window and refresh the page.

When you export/import according to above, all portlet settings are included but each exported portlet is still connected to the ori-
ginal portlet, and to be able to adapt these separately, you need to work with categories.

Creating and selecting categories

In this example, we work with the Focus shortcuts that you typically find on the start page.

1.
2.

5.

Go to the control panel and select Content/Categories.

Under Article categories, create new categories and name them according to their usage. If you have copied settings
from the Focus shortcuts to, for example, use them also on the page with eMedia, then you can create a category
named Focus eMedia. Make sure that there is also a category called Focus startto be used for the focus shortcuts on
the start page.

Now edit the articles to be used by the focus shortcuts on the start page by connecting them to the article category
Focus start. Do the same for the articles to be used on the page with eMedia and connect these to the article category
Focus eMedia. This makes each asset publisher to show only the content that is relevant on the different pages.

Select Configuration in the context menu of the asset publisher portlet. Select the accurate category under Filter for
each asset publisher, and click Select.

Click Save and reload the page. Verify that the focus shortcuts on each page display the correct content.

Exporting parts of Arena

Export and import are Liferay features. As Arena operates within Liferay, you may not use the import feature here. Thisis
because you would be importing into the system that you are currently using, which could cause major conflicts between fea-
tures and settings currently in use, and those being imported and replacing them. You may only import into Arena from outside

Arena.

See also: Liferay documentation

1.

Signinto Liferay.
In the menu to the left, click the site name (Arena)/Publishing/Export.

Click the plus sign at the lower right of the screen. All pages on the site will be exported by default. If you want to select
the pages to export, unclick the pages you do not want in the page tree.

In the same way, if you do not want all content to be exported, click Choose content in the Content dropdown menu
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