
1Showcase Manager 
Manual 

Showcase Manager
A brief overview of your website’s Showcase Manager with screenshots.
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Showcase Manager:

•	 From your dashboard, click on the 
Showcase Manager quick launch icon.

*Click images to see larger view.  Click “Back to 
Section” in larger view to jump back to the  
section you were reading.

From here, you will have options to edit 
Testimonials, Portfolio Pieces, and Case 
Studies.

To access your Showcase Manager, first login 
to your website.
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Testimonials:
•	 Select Testimonials.

You will see a list of all of your existing 
testimonials.

•	 To create a new testimonial, click on the 
Add Testimonial button.

General Tab

Name - Enter a testimonial name.  The 
testimonial name is for your use only. 

Company Name – The name of the company 
that the person who gave the testimonial works 
for…

Person Name – The name of the person who 
gave the testimonial.

Job Title – Title of the person who gave the 
testimonial.

Recorded On – The date that the testimonial 
was given.

More Info URL – A link to the website of the 
business that gave the testimonial.
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Content Tab

Quick Quote (Teaser) – This will display 
as a large pull quote on the front end.  We 
recommend adding the best quote from the 
testimonial.

Content – This is your full testimonial. 

Search Engines Tab

Meta Keywords/Meta Description – Optimize 
your testimonial with comma-separated 
keywords/keyphrases, and a concise 
description to make them more search friendly.  

•	 Click Save & Edit. 

Front End View of your new testimonial.

Schedule Tab – You can future date and back 
date your testimonial timestamp.
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Portfolio Pieces:
Portfolio Pieces

•	 To create a new portfolio piece, click on the 
Add New Portfolio Piece button.  

Details Tab

Title – The name of the project…

Subtitle –An explanatory or alternate title.

Link to (URL) – A link to the website of the 
business in the portfolio piece...

Content Tab

Introduction (Teaser) – Create a one-
sentence summary of the portfolio piece 
(project).

Content – Add the full content of the portfolio 
piece describing how the needs of the client 
were met by your company.
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Schedule Tab

Schedule Tab - You can future date and back 
date your portfolio piece timestamp.

Search Engines Tab

Meta Keywords/Meta Description – Optimize 
your portfolio piece with comma-separated 
keywords/keyphrases, and a concise 
description to make them more search friendly.  

•	 Click Save & Edit.

Images Tab

•	 Click on the Add Image button.

Caption – This brief description of the image 
will display below it in the lightbox view.

Full Size Image – This will be the “large” view 
of the image.
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•	 Click Insert and your image will appear in 
your editor window.

Thumbnail Image – This is the “small” view of 
the image.

•	 Click Copy to Thumb to create a thumbnail 
version of the “large” image. 

•	 Click Refresh Preview to see a Thumbnail 
and Full Size preview of the images.

•	 Click the Save Image button.

•	 Click on the Select Image icon.  

•	 Select the directory that you would like add 
your photo to or create a new one.

•	 Click the Browse button.

You can also upload more than one image 
(up to 20) at a time by selecting the desired 
number from the drop down picker.

* Recommended image size: smaller than 3 
MB.

•	 Find the image on your computer that you 
wish to upload to your system. Click open 
and your file path will appear in the browse 
box.

•	 Click upload and your image directory 
will refresh to show you a preview of your 
recently uploaded image(s).

•	 When you’ve uploaded your desired image, 
select by clicking on the image. An image 
preview will appear in the window to the 
right of your directory with dimensions, file 
type, and date modified information listed 
below it.
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Case Studies:
Details Tab

Title – The title of your case study.  Your case 
study title will display in the case study list 
view.

Project Name – The project name will display 
identifying the specific area that your case 
study will cover.

Company Name – The company name 
identifies the subject of your case study.

Link To – Provide a direct link to another page, 
showcase piece, news article, or any other 
component in the CMS associated with your 
case study.

Content Tab

The content fields for a case study can 
be configured to reflect the appropriate 
information for any project.

Introduction (Teaser) - Create a one-
sentence summary of the case study (project).

Content – Fill in the existing content fields or 
customize fields with alternative captions to 
best tell your success story.

Schedule Tab - You can future date and back 
date your case study timestamp.
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Search Engines Tab

Meta Keywords/Meta Description – Optimize 
your case studies with comma-separated 
keywords/keyphrases, and a concise 
description to make them more search friendly.  

•	 Click Save & Edit.

Images Tab

•	 Click the Add Image button.

Caption – This brief description of the image 
will display below it in the lightbox view.

Full Size Image – This will be the “large” view 
of the image.

Thumbnail Image – This is the “small” view of 
the image.

•	 Click Copy to Thumb to create a thumbnail 
version of the “large” image. 

•	 Click Refresh Preview to see a Thumbnail 
and Full Size preview of the images.
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Attach to Step Tab – Assign a picture(s) to a 
specific case study step by selecting one from 
the dropdown picker.

•	 Click the Save Image button.

Case Image List

•	 Click the Save button once all images 
have been added to the steps of your Case 
Study.

Front End View of Your Case Study.
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Showcase Manager:

Back to Section
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Testimonials:

Back to Section



Showcase Manager 
Manual 

14Back to Section



15Showcase Manager 
Manual 

Back to Section



Showcase Manager 
Manual 

16Back to Section



17Showcase Manager 
Manual 

Portfolio Pieces:

Back to Section
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Case Studies:

Back to Section
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