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Requirements 

 

The snappySnippet editor requires the following environment 

 Safari 3.1+, Chrome, Firefox 3+, or Internet Explorer 7+ as your development environment. 

 HTML file which is encoded by UTF-8 and written in standard mode 

 JavaScript enabled on browsers listed above 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Editing a webpage 

The easy to use editing interface within the editor ensures that designer s and editors are able to use 

the portal with very little or no training.  When a user signs into the portal, a list of websites that are 

available to the user for editing is displayed to the right hand side of the window.  

Tip: For optimal performance and user experience, the editor is best used within the browserΩǎ 

maximised full screen mode.  A screen resolution of 1280 by 1024 or above is also recommended. 

To edit web page within a website,  

 

1. Click on the pages icon on the list of websites grid 

 

2. Once you click on the pages icon, a list of web pages available for editing will be displayed in 

the bottom half of the screen.  

 

3. Clicking on the edit icon implies that you wish to check-out the web page for editing. 

Depending on how the administrator of the account has configured the website, you may 

have to confirm the check-out action.  After checking out a file, a list of snippets that are 

editable is then retrieved and displayed on screen.  Placing your mouse cursor over any of 

the snippets gives you a quick/dirty preview of the content the snippet box holds.  

 



 
 

 
  

4. /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άŜŘƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎƴƛǇǇŜǘ ǇŀƴŜ ƭƻŀŘǎ ǘƘŜ ŎƻƴǘŜƴǘ ǿƛǘƘƛƴ ƛǘ ƛƴ ǘƘŜ ǎƴƛǇǇŜǘ 

editor. The editor loaded might look different to the one below depending on what type of 

editor is configured for the website. When you have finished editing the loaded content, you 

must click on save snippet.  

 

 
 

5. Repeat step 4 for any content you wish to edit within the loaded page. Once you are finished 

making your changes, you can either 

a. Publish your changes 

¢ƻ ǇǳōƭƛǎƘ ȅƻǳǊ ŎƘŀƴƎŜǎΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ άtǳōƭƛǎƘ ǿŜōǇŀƎŜέ ōǳǘǘƻƴ 

 



b. Preview your changes before publishing 

To preview your web page before publishing, simply cliŎƪ ƻƴ ǘƘŜ άtǊŜǾƛŜǿ 

ǿŜōǇŀƎŜέ ōǳǘǘƻƴ 

 

c. Cancel any changes that you have made to the webpage 

¢ƻ ŎŀƴŎŜƭ ŀƭƭ ǘƘŜ ŎƘŀƴƎŜǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ƳŀŘŜΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ŀƴŎŜƭ 

ŎƘŀƴƎŜǎέ ōǳǘǘƻƴ 

 

d. Save the changes for manual or automated publishing at a later time.  

NB: Previewing a page does not make your changes live, if you click on preview and are 

happy with the result, you may then go right ahead and click on the publish button. 

NB: Cancelling changes you have made to a webpage will check the web page back in, 

making it available for editing again. 

Depending on how the website you are editing is configured, you may have to write a few 

words on the changes made to a webpage before the webpage is published. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Automated and manual scheduling 

Scheduling enables you to make changes to a web page without publishing it right away. 

SnappySnippets enables you to either schedule a page to be published manually or with our 

automation service.  When a webpage has a schedule attached to it, the schedule icon appears on 

the grid that displays a list of web pages belonging to a website. 

 

To attach a schedule to a web page, check out the webpage, make your desired changes to it and 

ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŎƘŜŘǳƭŜŘ ǇǳōƭƛǎƘƛƴƎέ ōǳǘǘƻƴΦ 

 

 A window appears and prompts you to select the type of scheduling you wish to attach to the 

webpage.  

 

Manual scheduling  
 

A manual scheduling can be attached to a webpage when you wish to make changes to the page and 

then manually publish it at a later date.  ¢ƻ ŀǎǎƛƎƴ ŀ Ƴŀƴǳŀƭ ǎŎƘŜŘǳƭŜ ǘƻ ŀ ǇŀƎŜΣ ǎŜƭŜŎǘ ǘƘŜ άƳŀƴǳŀƭ 



ǇǳōƭƛǎƘƛƴƎέ ƻǇǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άǎŀǾŜ ǎŎƘŜŘǳƭŜ ƻǇǘƛƻƴέ ōǳǘǘƻƴΦ You may then log into the system 

at any time to publish the changes to the webpage. 

To publish a page that you have assigned a manual schedule to  

1. Click on the schedule icon that is displayed 

 

2. ! ǿƛƴŘƻǿ ƛǎ ǘƘŜƴ ŘƛǎǇƭŀȅŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άƳŀƴǳŀƭƭȅ ǇǳōƭƛǎƘ ǿŜōǇŀƎŜ ƴƻǿέ ǘƻ ǇǳōƭƛǎƘ ǘƘŜ 

webpage. 

 

 

 

NB: You may also cancel the schedule attached to the webpage by following the steps above 

ŀƴŘ ǘƘŜƴ ŎƭƛŎƪƛƴƎ ƻƴ ά/ŀƴŎŜƭ ǿŜōǇŀƎŜ ǎŎƘŜŘǳƭŜέ. 

Automated scheduling 1 
 

Depending on the type of account that you are set up on, you may be able to assign an automated 

schedule to a page. With an automated schedule, you simply select a date and a time that you wish 

for a page to be published at and our automated system attempts to publish the page within less 

than 60 seconds after the assigned time lapses. 

 If an attempted automated publishing fails, the system will attempt to send an email to the designer 

or editor that requested the automated publishing.  Whenever an attempted automated publish 

ŦŀƛƭǎΣ ǘƘƛǎ ƛǎ ǳǎǳŀƭƭȅ ŘǳŜ ǘƻ ŎƘŀƴƎŜǎ ƛƴ ǘƘŜ ŎƻƴŦƛƎǳǊŜŘ ǿŜōǎƛǘŜΩǎ C¢t ŀŎŎŜǎǎ ŎǊŜŘŜƴǘƛŀƭǎΦ  



You may also manually publish a webpage that has an attached automated publishing schedule. 

Please refer to the Manual publishing section for more details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Snippet manipulation 

 

SnappySnippets enables you to manipulate your content in a flexible way. A snippet within the 

SnappySnippet editor refers to a block of content that has been tagged up by your snippet 

administrator as editable.  

Consider the following webpage which has been configured for editing within SnappySnippet. The 

two circles drawn on the page identifies two distinctive block of editorial content: 

 

After checking out the above webpage, it will be represented as snippets on the editor pane as 

shown below 

 

Each block of snippet pane represents each block of editorial content within the webpage. 

 

Snippet cloning  
 



Snippet cloning enables you to create an identical copy of a snippet within the webpage. This 

ensures that the cloned snippet has a consistent look and feel to the original template from which it 

was cloned. You may choose to clone a snippet before or after the master snippet. Using the 

webpage above as an example, assuming a new snippet is required between the two current 

editorial blocks of content. 

 

 

1. You simply ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘǾŀƴŎŜ ŦǳƴŎǘƛƻƴǎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ŦƛǊǎǘ ǎƴƛǇǇŜǘΣ ǿƘƛŎƘ ǿƛƭƭ 

ǎǳōǎŜǉǳŜƴǘƭȅ ǇǊŜǎŜƴǘ ȅƻǳ ǿƛǘƘ ŀ ŦŜǿ ƻǇǘƛƻƴǎΦ ¢ƘŜƴ ǎŜƭŜŎǘ ά/ƭƻƴŜ ǘƘƛǎ ǎƴƛǇǇŜǘ ŀŦǘŜǊ ŎǳǊǊŜƴǘ 

ǎƴƛǇǇŜǘέ 

 

 

2. This would dynamically place a new snippet between the two current snippets. New 

snippets also have a green background colour in order to help you visually demarcate which 

snippet is the cloned snippet. You may then make the necessary editorial changes to the 

cloned snippet. 

 



 

 

After a snippet has been cloned, you may now edit its content and publish the webpage once you 

have finished making your changes.  The webpage below highlights the cloned section of the 

webpage after it has been published. 

 

 

Deleting a snippet  
 

Deleting a snippet enables you to delete a block of editorial content that you do not wish to appear 

ƻƴ ǘƘŜ ǿŜōǇŀƎŜΦ ¢ƻ ŘŜƭŜǘŜ ŀ ǎƴƛǇǇŜǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άŀŘǾŀƴŎŜŘ ŦǳƴŎǘƛƻƴǎέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ άaŀǊƪ 

ǘƘƛǎ ǎƴƛǇǇŜǘ ŦƻǊ ŘŜƭŜǘƛƻƴέΦ ¢ƘŜ ǎƴƛǇǇŜǘ ƛǎ ƴƻǘ ŀŎǘǳŀƭƭȅ ǊŜƳƻǾŜŘ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ǎƴƛǇǇŜǘǎ ƻƴ ǘƘŜ ǇŀƴŜΣ 

but its background is changes to red, implying that the editorial content block will be removed on 

the webpage once the webpage is published.  



 

 

Modifying  Á ×ÅÂÐÁÇÅȭÓ ÐÒÏÐÅÒÔÉÅÓ 
 

SnappySnippets exposes the functionality to update the title and Meta tags attributes of a webpage. 

Modifying these properties on a webpage may help search engines such as Google and yahoo find 

and categorise your webpage within the correct category.  

¢ƻ ƳƻŘƛŦȅ ǘƘŜ ǇǊƻǇŜǊǘƛŜǎ ƻŦ ŀ ǿŜōǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ά²ŜōǇŀƎŜ ǇǊƻǇŜǊǘƛŜǎέ ǘŀō 

within the snippets container.  



 

After clicking on the tab, you may then make any necessary changes to the require webpage 

property. These changes will then be assigned to the webpage once it is published. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page cloning1 

Page cloning enables you to create an identical copy of a page. Only editors with administrative 

rights can clone pages. Pages that are cloned will contain the exact editable regions that are present 

within the page it was cloned from.  

To clone a page, you simply have to click on the clone icon displayed next to the desired page you 

wish to clone, within the list of WebPages configured for a website. 

 

Clicking on the icon prompts you to enter details such as the desired page name, file name and page 

location of the new webpage you wish to create. 

 

NB: You may only assign a file name that does not exist on the server. Furthermore, the combination 

of the file name and file path must be unique within the list of WebPages configured for the 

particular site.  

After successfully cloning a page, it will be included in the list of WebPages available for editing.  

 

 










