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1. Introduction

1.1 Intended Audience

This document is intended to be read by GloverSure customers using the Glassbox Content Management System 

version 4.91. It provides a thorough introduction to the default features found in Glassbox and explains step by step 

how to use them.

1.2 Overview of the Organisation

GloverSure Ltd - a long established award winning company focusing on web design, web development and 

SMS/MMS application development. We are based on the Shropshire/Powys border in the UK and offer a 

professional, affordable and friendly service for anyone looking to create or improve their presence on the web and 

use innovative technology to reach more people.

Our customers include both the public and private sectors. We also work regularly with local businesses and sole 

traders to create a fresh, well designed web site.

1.3 What is Glassbox?

Glassbox is our custom built in-house content management system, designed to allow customers the ability to easily

control the content on their website. Glassbox goes further than just content management, it provides a modular 

system to allow us to provide consistent administration of advanced front-end features such as news, products, 

menus and more.

Note: some features described in this document might not be available in your installation of Glassbox as this 

depends on your individual project requirements

Note: the design of your Glassbox may also be different to the screenshots displayed but will work in the same way.
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2. Login
In order to access your websites Glassbox and begin editing content, direct your browser to the /admin path of your 

domain, for example www.gloversure.co.uk/admin will take you to the Glassbox for GloverSure's website. The first 

thing that appears is the login page. You will have been supplied with a user name and password to enter, after the 

access details have been entered correctly, click on the 'Log in' button.
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3. Glassbox Modules
After login, a new menu will appear on the left with a list of modules you have access to.

Down the left hand side of the screen you will see various buttons that can be clicked on to edit your website. These 

may be different from the screenshot as some websites have more modules so need more editing areas.

From clicking on the links on the left hand side you can create and/or modify all the changeable aspects of the 

website.
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4. Uploads
After navigating to the Uploads page (using the 'Uploads' menu option on the left hand-side), a table is displayed 

that provides various options for the upload.

The first option in the table asks for the file to upload. To select a file, start by clicking the 'Choose File' button on the 

right half of the table. A pop-up will then appear allowing you to select a file from your machine to upload. After a file 

has been chosen it will display the name of the document next to the 'Choose File' button (replacing 'No file 

chosen'). The exact wording may differ based on the browser you are using, the above correct for the Chrome 

browser.

Here you will see a list of all of the files uploaded for the website. To add a new image/file just press the 'Choose 

File' / 'Browse' button. You will then be prompted to select an image from you computer. When happy press 'Open'. If

you are uploading an image, enter in either the 'Width' or 'Height' for the photo and ensure that the 'Keep aspect 

ratio' option is ticked. When happy press the blue 'Upload File' option and the image/file will be uploaded and will 

appear in the list.
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5. Page Listing
The Pages menu option displays all of the pages currently used on the website. Each page has its own row in the 

Pages table.  It includes options for creating, viewing, editing and deleting pages.
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6. Editing a Page

Each page is listed on a row in the Pages table. In the last column of the table for a page there is an 'Edit' button. 

Clicking this button will bring up the “Edit page” screen. On this page a screen like this will appear:

Here you will the following options:

• File Name – this is what will be in the web URL

• Page Title – this is a title for the page that will be picked up by the search engines – this is useful for SEO

• Meta Key Words – this is where key words for the web page are added, again this is important for SEO

• Meta Description – this is a description that the search engines will detect and use in the search engine results.

You will then see the content panes for the text on the site. Depending on the layout of your website there may be 

more than one content pane to add text to.

Underneath these options are the content panes where the text for the webpage is.Options for text formating (bold, 

underline, italic, font size etc) is the same as for any text editor.
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We recommend that you use the different formatting options to style the text, so use either the “Heading 1”, “Heading

2”, “Heading 3” and “Paragraph” options.

If copying pasting text from elsewhere, ensure that you don't copy directly from Word (or similar), otherwise the text 

will not be formatted correctly. Either type in the text , copy in from a program like Notepad where the text isn't 

formatted in any way or turn on the “Paste as Plain Text” on the page editor.

After you have finished editing, click the ‘update’ button, and the changes will be uploaded onto the main site.

Once you have done this, hop on to index page of the website and refresh the page and check your changes. 

Repeat this procedure until you are happy with the text.

Once you are happy with the general layout, ease of readability etc, then you can start adding images, links, or 

whatever.

Tips

- If you want to create a new line rather than a paragraph so that there is less space between lines, press 

“Shift+Enter” on your keyboard rather than just “Enter”.

- If you have tables on your site or want to use tables, please contact us so that we can provide you with instructions.

- When cutting, copying and pasting (on some internet browsers), you will have to use keyboard shortcuts rather 

than using the mouse.

To copy press “CTRL+C”, to paste press “CTRL+V” and to cut press “CTRL+X”

9



--
- You can also insert anchor points to the text so that you can link to certain parts of the text – please contact us if 

you need help doing this.
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7. Adding an image
There is two ways to add an image to your website. Option 1 is for when the image is hosted elsewhere whilst the 

second is for for images uploaded to the website and new images that are just on your computer.

Option 1

If you want to add an image to a page that is hosted on another website, you need to know the filename of that 

image. This is easy to establish:

Firstly, begin by finding the image that you want to upload (make sure that you have permision to use the image) and

copying the web address / URL of the image.

Make your way towards the text-editor of the page in which you want to add the image, and click the location where 

you want the image to appear.

Next, click on the image icon (looks like a picture of a tree).

You will be given a series of options. In the 'Image URL' paste in the URL where the image is. Remember to include 

the full address including the prefix http://.

Leave the Image List option blank (if it appears) as this for photos that have uploaded to the website.
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In the third option, select a description for the image – this will be seen by the user as he/she hovers a mouse above

it, so ensure it is suitable.

In the final option, write in a title for the image.

Click on ‘Insert’ and the image will be uploaded.

Option 2

The second way to add photos is to use the image upload section of the CMS. This is needed if the image isn't 

already on a website somewhere. See section 4 on how to use the uploads module.

After the image has been uploaded, you then need to go to page where you want the image to go, click your mouse 

where you want the image to go and select the insert image icon. When done so this screen will appear:

Here choose one the image that you would like to add to the page by selecting the uploaded photo from the Image 

List dropdown.

Fill in the “Image Description” and “Title” fields as described above.

When happy press the 'Insert' button and the image will be added to the website.

Note: You may find that you don't has the image list option, if this is the case, go back to the uploads 

module and right click on your chosen file and choose “Copy Link As...” (or similar). Then go back to the 

Insert/Edit Image and paste what you copied in to the Image URL field.
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Aditional Image Settings:

If you click on the “Appearance” Tab, this will give you more options:

The following options are available on this dialog:

Alignment:

This allows you to specify how the image will be aligned in relation to the text on your page.

You can also align the images by using the text alignment icons mentioned further up in this guide once the 

image is added to the page. Just click on the image and then use the icons to align.

Dimensions:

This option allows you to specify the display size of your image in pixels.

When checked, the "constrain proportions" checkbox will automatically calculate the height (if you enter a 

width), or width (if you enter a height) of your image. This is to ensure the proportions of your image remain I

ntact.

Unchecking this option, will allow you to stretch the image horizontally or vertically.

Note: Using this option to make large images look smaller is a bad idea. Regardless of the size an image is 

shown at, when viewing your page the whole image will need to be downloaded at its original size. You 

should consider shrinking the image to the required size, and uploading it again. This will speed up the 

loading of your page.
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Veritical Space/ Horizontal Space:

These options allow you to specify, the amount of blank border space around your image.

Border:

Should you require a border (i.e. a box) around your image, specify its thickness in pixels here.

Style:

This will automatically fill in when different options are chosen.

The preview picture next to the options will help you to visualise what your image will look like.

To confirm your settings, press the “insert” button.

Note: There are more advanced options on the Advanced tab of this dialog. These options are for those who have an

advanced knowledge of HTML, and their meaning should be obvious to those with that knowledge.

To edit the image, right click on the image and choose Insert/edit Image. This will bring up the same dialog box as 

before and will let you edit it as required.

To delete the image, click on the image and press the "Delete" button on your keyboard.
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8. Adding links to documents and pages
You may wish to link to internal or external webpages from your website. This is a straightforward procedure as 

follows.

Firstly, decide where you want your links to appear on the page. You may wish to add text saying ‘Click here’ or ‘Link’

to make the link more obvious (NB You can also turn an image into a link using the same procedure).

Highlight the text/image you wish to turn into a link.

Click on the button that looks like a figure of ‘8’ on it’s side – it’s supposed to be a ‘chain’ (chain – link: get it?).

This will open a small window in which the ‘mechanics’ of the link are formed.

In the top option, input the weblink (not forgetting to include the prefix ‘http://’

In the middle option, decide whether you want the link to open in a new window (for an external link), or in the same 

window (possibly for an internal link). As a rule of thumb, if linking to another website, choose ‘open in a new 

window’, as this will keep your website open. Choosing ‘open in the same window’ will simply replace the web-page 

with the link page.
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In the 'Title' option, choose a name for the link. This will be displayed to the user as he/she hovers the mouse above 

the link – so ensure that the name for the link is suitable (e.g. ‘Click here for…..’)

Click ‘Insert’, and then in the text editing window, click ‘Update’. The link is now ready for use. 

Remember to re-fresh the page of your website to see if it works as you want it to.

If you are not happy with the way in which the link works, return to the text editor, re-highlight the link, and you can 

either delete the link by clicking the ‘broken chain-link’ icon, or modify it by following the same procedure as above.

Click ‘update’ and job is done.
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9. Adding/Editing a Case Study
To add a news story or a case study, the procedure is slightly diferent to other pages.

This is how to do it.

Within the Admin site, click ‘Case Studies’, from the left hand menu.

Here there will be a list of current case studies that are on the website. You will see the titles of 'Category Name', 

'Edit', 'Move' and 'Delete'.

Next to the Name of the Case Study category you will see 4 icons, These are to edit the page content, two to reorder

the case studies and one which lets you delete the case study.

To add a new case study category click on the 'Add Category' option at the bottom of the page.

After clicking this you will then be able to add the new category. Choose the name of the category and decide where 

it is to go. If it is a main category choose “Top” or if you want to add sub-categories then choose which main category

you want it to go under. After clicking create, you will then have to fill in fields for SEO Title, SEO Keywords, SEO 

Description and Description. These options are similar to the ones in the content pages.
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When you have decided which category to edit, click on the Edit icon. This will take you to an edit screen. Here you 

will see the category name as well as three fields that can be edited for SEO reasons. As well as these there is a box

where the text can be edited, this is the same editor on the home page.

To add a new case study to a category click on the category name. When you click on this you will see the page with

all current case studies. On this page you will see the option of where you can add new case studies.

Where there is a case study you will see a picture with two icons underneath. The one with the 'E' on it is to edit it 

and the 'X' will delete the case study. There may also be arrows which lets you reorder the case studies.
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To edit the case study click on the edit button and a editor screen will come up. This is used the same as the 

standard page editors.

Underneath the text editor you will see the pictures for the case study. To add a new picture press the 'Upload Image'

link. This will take you to a screen where images can be uploaded from your PC.

When happy with the case study press the 'Update' button to update the case study. To see that the changes are 

correct view the page in question on the front-end on the website.
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10. News Module
To add a news item first choose the news button on the left hand side menu. This will bring up the 'News' module.

Here you will see all of the news items listed in order of how they are seen on the website. You will see that next to 

the Name there could be various options including 'Author', 'Date' as well as buttons which will allow you to preview 

the news item as well as edit and delete it.
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10.1 Edit News

To edit a news item simply press the 'Edit' button next to the news item that you want to edit. When done so this 

screen will appear:

Here you will see the 'Name', and 'Display Date' followed by the images of the news item. There is the main image 

first followed by up to 6 more images. To add images simply press the 'Choose File' button to pick a file from your 

computer.

There is also a tick box for 'Published'. If ticked the article will appear on the website.

Underneath the images there is fields for SEO including 'Page Title', 'Keywords' and 'Description' as well as a field 

for the heading that will appear on the page. Underneath this is simple text editors where you can simply type in the 

'Summary' this is what will be the summary that will be seen from the news list, as well as the 'Content' which will be 

seen on the news article.

When happy with the changes just click the 'Submit' button at the bottom of the page.
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10.2 Adding a News Article

To create a new news item simply fill in the box at the top of the page with the name of the news item, the author and

the date that you want to be displayed on the news item.

When created it will then add to the list of news stories where it can be edited and content be added.
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11. Contact Module
On the left menu there is also a module called 'Contact'. In here is where all of the details from emails sent from the 

websites contact form are stored. It will show the time of the email as well as a 'More' option, which when clicked on 

will show the details of the email that has been sent. You can delete them by clicking the “Delete” button and to 

download them all in to a CSV file, click on the “Download CSV” button.

We suggest checking this on the website on a regular basis in case any emails have failed to get through to your 

email account.
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12. Slideshow
If you have a slideshow module on your website this can let you change the photos on the top banner of your site. To

use this simply click on the “Slideshow” option on the left hand menu. This will bring you to a screen where it shows 

all of the current photos that are in the slideshow and it groups them underneath the page name (e.g. under “index”)

You will see that it shows the current photos in the slideshow and they are ordered in the order the apper on the 

website. The “D” button lets you toggle whether the photo is activated or deactivated in the slideshow. The “Up” 

arrow will move the photo forward a position in the slideshow whilst the “Down” arrow allows you to move the photo 

down a position in the slideshow. The “E” button lets you edit the photo and the “X” will delete the photo.

Adding/Editing a Photo

If you wish to add a photo to the slideshow or edit one simply scroll to the bottom of the page or click on the “E” 

button. This will bring you to this:
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Here the options are:

Category – this lets you choose which page the photo is to go on.

Text – you may be able to add text over the top of the photo (contact us if you aren't sure whether you can or not)

Image – this lets you choose the image that you want to upload to add to the slideshow. It willl bring up your 

computer were you can select the image to upload.

After you have completed all of the above, click on Add or Update and the photo will be added to the slideshow.

Note 1: Adding a new photo will add it to end of the slideshow order for the specific page, whilst editing an 

image will replace the current image.

Note 2: When uploading the slideshow image, it is best to crop your photo to correct size using image 

editing software before uploading it otherwise it can look stretched/blurred. (Contact us if you require the 

correct dimensions/sizes of the photo.)
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13. Help & Contact
If there's anything you're not sure about in this document or if you require some help, then please do not hesitate to 

get in touch.

GloverSure Ltd,
Severn Business Centre,
15, Severn Enterprise Park,
Welshpool,
Powys.
SY21 7DF.

Email: rgd@gloversure.co.uk
Phone: 01938 559500
Mobile: 07709305099
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