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INTRODUCTION

Welcome to OU Campus, the content management system (CMS) for Hope College.

The OU Campus interface provides us with an intuitive way to manage web pages and
repurpose content. It includes custom workflows and has been set up with an approval
process that allows you to send completed pages to a designated approver, usually
someone in Public Affairs and Marketing.

Pages are checked out to only one user at a time to prevent users from overwriting each
other’s work. The system changes who the page is checked out to as the pages move
through the workflow system.

As someone who maintains content for the Hope website, you have been given access to
spectfic content that you have permissions to edit. When you create new pages,
preconfigured templates provide consistency to the overall web site design.

This users’ guide provides detailed instruction on how to use the CMS to manage your
website content. It is intended to be the go-to guide for anyone at Hope who maintains
web content.

If you have any questions that aren’t answered here or need assistance, please contact
Public Affairs and Marketing.

Josh Bishop Jason Cash Craig Tommola
Web Content Manager  Director of Web Communications Web Developer & Designer
bishopj@hope.edu cash@hope.edu tommola@hope.edu

x7066 x7085 x7048






LOGGING IN

To log in to OU Campus, use your IHope login and password at the OU Campus login
screen.

You can get there one of two ways:
1. OU Campus login for hope.edu:

http://hope.edu/ou

TIP: Navigate to your office or department’s website folder in OU Campus, then bookmark

that page. That way, you won't have to navigate to the folder every time you log in.

2. DirectEdit™

Go to the hope.edu page you want to edit, then scroll down and click in the hidden button
at the very bottom of the footer.

You can use direct login from any hope.edu page, not just the one you want to edit.



INTERFACE

Global Navigation Bar

The global navigation bar is the primary way that you will navigate through OU Campus.

ouGampus™  # Dashboard i Content [ Reports  # Add-Ons . Jilian Schrader @ Help

* Dashboard: Includes access to your workflow, inbox and Dashboard gadgets. The
Dashboard is the default location when you are not logging in via a DirectEdit link on

a page.

*  Content: The Content menu includes access to the main area for editing pages and
assets.

*  Reports: Provides access to administrative-level reporting and content management
functionality.

* Add-Ons: Provides access to additional applications for access through the OU
Campus interface (Access to add-ons may be limited by a user’s permissions.)

* User Avatar or Gravatar, and User Name: The menu provides access to the
your settings.

*  Help: Help menu items include access to the Support Site, OCN, New Features and
Feedback Forum, and release notes.

Dashboard

The Dashboard includes access to your workflow and inbox, and the configurable content
area can contain various Dashboard gadgets:

* My Checked-Out Content (pages checked out to you)

* Activity (an activity feed for the site)

* Inbox
*  Site Analytics
*  Workflow

For more information, see Dashboard on page 6.

Content

The Content menu is the gateway to the most frequently used section of OU Campus, as it
includes the capability to create and edit content. It consists of:

* Pages

*  Assets

* Recycle Bin



i Content [ Rep(

O Pages
= Assets
€Y Recycle Bin

You can navigate the Pages list view in order to edit, create and publish new content. This
might also include reviewing changed pages and submitting pages for approval.

Reports

The Reports menu includes reports about content and content status, such as the number
of checked out pages currently in the site. Reporting capabilities include information on
required actions, checked-out content, pending approvals, scheduled actions, recent saves
and recent publishes.

B Repons‘“ # Add-Ons

A Required Actions

® Checked-Out Content
{5 Pending Approvals
(8 Scheduled Actions

[ recent Saves

‘4’ Recent Publishes

Add-Ons

The Add-Ons menu allows custom or third-party applications to be accessed within the
OU Campus interface. The availability of add-ons may be limited.

# Add-Ons

CNN

Email Campaign Manager

B} marketplace

AMasmam &
User Avatar or Gravatar, and User Name

The top right of every screen shows your name and avatar. Hover over your name to
access the menu to change your personal settings or log out.

Josh Bishop




Help

The Help menu includes several links to additional support resources for users, including
links to the Support site, OmniUpdate Community Network (OCN), New Features and
Feedback Forum, and version release notes.

Dashboard

The OU Campus Dashboard provides a location within the CMS where each individual
user can access user-specific messaging and gadgets. The Dashboard is the default login
location from the standard OU Campus Login screen when not utilizing DirectEdit.

Josh Bishop

¥ Configure Dashboard
= Workflow | Inbox

& Inbox @ @  ® My Checked-Out Content @ | 5 Activity o
Josh Bishop 8:05 PM /_showcase/training/josh/new-landing-page.pcf Page published by Craig Tommola

Scheduled Publish Delayed Locked: Yesterday 6:05 PM

There was an error while processing your scheduled publis... Staveck: Yesloniay Y4 /_resources/php/localist/home-content.pct

Josh Bishop 5:05 PM & /_academics/history/courses/index.pcf Page published by Craig Tommola
’ Locked: 9/16/15 6:05 PM
OU Campus Publish Notification Saved: 9/16/15
The asset '[LDP] Home Page Gallery' that was scheduled t... 'Y /_resources/php/news/home-content.pcf
A /_academics/history/special-programs-opportunitie... Page published by Craig Tommola
Locked: 9/16/15

Saved: 9/16/15 5:49 PM
1z
., /_academics/history/degree-programs/index.pcf A’ /index.pef )
= Locked: 9/16/15 Page published by Josh Bishop
Saved: 9/16/15 5:29 PM

'8 /news/2015/index.pcf

Workflow (7]

‘%) Nive/index.pcf
Approved on 9/26/15 at 9:08 PM

“4) /_academics/history/index.pcf
Approved on 9/25/15 at 9:55 AM

&) /_academics/history/index.pcf
Declined on 9/25/15 at 8:58 AM

‘4" /directory/people/pellow-lance/index.pcf
Approved on 9/22/15 at 1:24 PM

4l Site Analytics hope.edu v| @
#» Last 7 Days v |  Sep19,2015-Sep 25,2015
Pageviews New Users Average Time Per Visit
~e— Al —e— Unique 2,500 ~e— Duration —e— Pages

26,000 180 324

2250
22,000 165 3.18

2,000 ] 8 >
18,000 g 150 312 §

& a
‘4-000\/_\\\ 1780 135 3.06
10,000 1,500 120 3.00
a9 o1 9123 9125 a9 o/21 /23 /25 a/19 /21 9123 o125



In the Dashboard menu on the global navigation bar, you can find links to Workflow and
Inbox. These options are also found beneath your user name on the Dashboard overview

page.

;,'.'.'camplls’“ # Dashboard g Content [5] Reports % Add-Ons

Dashboard A Overview

= Workflow

‘ Inbox

& Workflow | B4 Inbox

There are three options on the Dashboard menu in the global navigation bar: Overview,
Workflow and Inbox.

Overview

Clicking Overview will take you to the Dashboard overview page (seen above). Simply
clicking the Dashboard link in the global navigation bar will take you to the same location.

Workflow

The Workflow list view shows content that you’ve sent to another user for approval or, in
some cases, content that has been sent to you for approval. These messages are separate
from other messages (which can be viewed in Inbox and Sent). Content moving through
an approval process can be tracked using this screen.

For more information on Workflow, see page 105.

[Inbox

Inbox displays messages from other users as well as automated messages associated with
scheduled actions, such as a notification that a page has been published or notification of
page expiration. The Inbox Gadget is also shown on the Dashboard and includes the
number of new messages in the inbox. The Inbox includes a linked list of messages and the
functionality to compose a message.

Dashboard gadgets

A gadget is a little program that provides additional functionality or streamlined access to
functionality within OU Campus.

Frequently displayed gadgets include Inbox for messaging, site analytics, and the My
Checked-Out Content Gadget, which lists all content that is currently checked out by the
user.

® Activity: Activity shows content with recently performed actions such as a scheduled
publish, expire, or upload.

°* My Checked-Out Content: Shows the content checked out by the current user and
the date/time stamp that the content, which can be a page, asset, or file, was checked



out. Within this gadget, the pages are linked and can be clicked to for editing or
approving. The light bulb icon indicates the page is checked out and clicking the icon
checks the page back in.

Inbox: Provides a scrollable list of recently received messages.

®  Site Analytics: Provides analytics through Google Analytics directly inside OU
Campus.

*  Workflow: Gives users the ability to track all workflow items they are involved in
from one gadget. Users involved in a particular workflow item can message each other
directly inside the gadget.

Customizing your dashboard

You can customize your Dashboard by choosing which gadgets to show or hide.

1. Click the Configure Dashboard button in the upper left.

. Josh Bishop ¢ Setup @ Help

Q| www

v

£ Configure Dashboard

&

2. Select the gadgets you want on the Dashboard from the options available in the popup
window.

Dashboard Configuration

Gadgets (5) | 7|

Image

Name

Activity

Inbox

My Checked-Out Content

Site Analytics

o

Description

Lists the most recent actions (such as publishes) performed in
OU Campus by all users.

Lists your most recent Inbox messages, with brief excerpts.

Lists all your checked-out files. Click one to go straight to its
editing preview.

Displays graphs of analytics data about this site.

Cancel Save

Gadgets can also be reordered on the Dashboard by clicking and dragging the grey title
bar to a new “tile,” shown by a dotted line.



Pages List View
The Pages list view provides access that allows you to create new content, upload files and
edit new content. It provides a view of the pages, files and directories that make up the site,
as well as the additional functionality available for each file and directory. Navigate to this

arca from the Content button in the global navigation bar or Content > Pages.

Hover over the row corresponding to the content for more options.

ﬁ » academics ﬁ Upload | | Q Quick Search @

[0 [O Name=~ Status  Modified Options Staging | Production
(| D _leftnavinc 3798 Q 2/25/15 9:20 AM

[l Qﬂ _properties.pcf 4468 Q 5/2/14 5:19 PM

[ Qﬂ courses.pcf 3.5K Eﬂ 2/18/15 1:41 PM

| [& index.pcf sk @@ 10/28/14 3:22 PM

E] Qﬂ resources.pcf 3.3K Q 11/25/14 10:47 AM

| [& whygu.pcf sk (B 12/5/14 3:38 PM

The Pages view includes the following features and functionality:
Breadcrumb
Click a link to navigate to any directory (folder) in the breadcrumb. It includes the

clickable Home icon to quickly navigate to the site root. Clicking a linked directory
displays its files and subdirectories

‘ » admissions * resources

O O Name+ Status

O dental-school-placement.pdf 45.7K Q

[ medical-school-placement.pdf 58.3K Q
New

The New button provides access to templates for creating new content.



Upload

The Upload feature provides the ability to upload files. The ability to upload a file is
available in the Pages list view, as well as in conjunction with other features such as the
Insert/Edit Image tool in the WYSIWYG Editor.

Upload

Filter/Quick Search/Advanced Search

Simply type into the field to filter the current list view. Pressing Enter will initiate the
Quick Search feature, which searches within the specific content of pages or within meta
tags in order to easily navigate to pages. Clicking Advanced Search will bring up the
Advanced Search modal for more specific searches.

Q_ scholarship| <M ?)

Search Entire Site |

Advanced Search
Content List

The list can be sorted by file type, file name, date/time it was last modified and status.
Hovering over a row will reveal additional options under the Options heading.

A admissions Upload Q. Quick Search [2)

[0 [ Name= Status Modified Options Staging | Production
O [ _navinc s Q 7/28/15 6:00 PM

0 @ props.pcf 5128 Q 1/29/15 2:15 PM

D I& admitted-students.pcf 8.9K Q 7/28/15 6:00 PM

O % apply.pcf 186K Q 9/23/15 10:27 AM

| [& college-counselors.pcf 15.3K Q 9/25/15 9:48 AM

O @ costs-financial-aid.pcf 75K Q 8/21/15 4:09 PM

O % index.pcf ok Q 9/18/15 8:50 AM

The list view includes the following columns:

*  Checkbox: For selecting multiple files and/or directories on which to perform an
action. Selecting the checkbox in the column header selects all files listed, including the
files within a directory. Multiple content items may also be selected individually. For
files checked out to the current user, Publish, Copy and/or Move to Recycle Bin are
available. When files checked out to others are selected, only Copy is available.

* File Icon: The file icon provides a visual indication of the file type (e.g., media file
type, image file type, PDF, Word document, etc.)

10



* Name: Shows the file name and extension, which can be clicked to enter Preview
mode. The functionality present in Preview is dependent upon the file type. The
Name column also shows the file size in bytes or kilobytes.

® Status: Shows the icon indicating page status.
* Modified: Shows the date and time of the last save.

* Options: Additional actions and operations are available under the Options column
when the file is selected via checkbox or hovered over. See below for more
information.

File and Directory Options

This section provides an overview of the menus and functionality that can be accessed
under the Options heading from both the staging and production servers in the Pages
list view. The available menus and actions for each row vary depending on user level,
access settings, file type, and file status. On staging the four options include:

e [Edit

* Review

*  Publish

* File

On the production server or publish target, the following are available:
*  View
* Rename

e  Move
e Delete
Edit Menu

Allows you to navigate to the Edit view or Source Editor for the page and edit reminders.

Review Menu

Allows you to preview the page, save a version of the page and view the Versions and Log
for the page.

Publish Menu
Allows you to submit files or directories for approval. Users with permissions can Publish,

Schedule Publish and Expire. This menu will only be available if the file is checked out to
the user.

File Menu

Allows users to perform various file actions, such as copying, moving, renaming, or moving
a file to the Recycle Bin.

1



Checked Out/In

Checking out a page or file in OU Campus effectively locks it so that other users cannot
check it out and prevents two editors from overwriting each others' changes. When you
edit a page by clicking on an editable region button, or click to the page a from a list view,
the page is automatically checked out to you. Likewise, when you submit a page to an
approver, it automatically checked out to that approver.

No other users can enter a checked-out page and make changes until the file has been
checked back in. (Administrators can manually override this feature.)

OU Campus also has status indicators help make clear why a page is not available for
editing as well as who has checked out a page or scheduled an action, or whether the page
is in the process of a workflow. These icons are shown on many of the screens that display
content lists.

File status indicators reflect the state of an OU Campus page and other files, including
whether it is checked out. A lit light bulb indicates a page is checked out to the currently
logged in user and a red lock indicated the page is checked out to another user. An unlit
light bulb indicates the file is checked in and available to be checked out.

Assets @ ﬂ €

fel
» & _resources
Q@ [ _sidenav.inc ® My Checked-Out Con... @ A
¢ /_properties.pcf
> &5 about Locked: 11/25/2014 | Saved: 9/9/2...
v (U academics Q /about/history.pcf
Locked: 11/25/2014 | Saved: 9/11/...

Q D _sidenav.inc

/about/students.pcf
Q IE final-exam-schedule. pcf

Locked: 11/25/2014 | Saved: 9/9/2...

Q % index.pcf Q /academics/courses.pcf
Locked: 11/17/2014 | Saved: 9/9/2...
Q % library.pcf /favicon.ico

Locked: 11/25/2014 | Saved: 9/9/2...

Q /index.pcf
Locked: 11/25/2014 | Saved: 9/9/2...

Q @ study-abroad.pcf

» ! admissions

Page Status Indicators in File Navigation Sidebar Checked-Out Pages in Gadgets Sidebar

12



Status Indicators

a
(]
=]

Description

An unlit light bulb indicates that the page is checked in and can be checked
out for editing by any user with the proper permissions.

«Q

@

A lit light bulb indicates that the page is checked out to the current user (the
individual currently logged into OU Campus).

A red lock indicates that the page is checked out to another user. Users can
hover over the lock to see who has checked out the page.

A green calendar icon is the status indicator for a publish scheduled by the
current user. Administrators or the individual who scheduled the page to be
published can click on the icon to change the publish date and time or cancel
the publish completely.

B

A red calendar icon is the status indicator for a publish scheduled by another
user. Administrators or the individual who scheduled the page to be published
can click on the icon to change the publish date and time or cancel the publish
completely.

[wE

® A red circle with a line through it is the status indicator for an expire
scheduled by the current user or another user. A scheduled expire can be
removed or rescheduled by the user who scheduled the expire. An
administrator can check in the page, which effectively cancels the scheduled
expiration. This icon is displayed to all users, not just the user who scheduled
the expiration.

Checking In a Page

It is valuable to note that pages stay checked out to the user until the user:

*  Sends the page to another user for review.

e  Publishes the page.

*  Checks the page back into the system by clicking on the lit (yellow) light bulb.

Behaviors of Checked Out Pages

If a page is checked out by another user, the current user may still perform the following
actions; even though the page is locked:

* Edit access settings

* Edit reminders

*  Preview the page

*  View the log

*  Copy the file

13



Available Actions for a Locked Page

O % resources.pcf 3K @ 10/21/2014 10221 AM  Z'Edit~ & Rev@l ~ DFie~
O (g whyeurct sk @ 9/9/2014 10:09 AM I Preview
| ElLog

Best Practices

®  Make sure to check the page back in when finished editing the page so it can be made
available to other users.

* OU Gampus supports WebDAV and can be enabled by a Level 10 administrator.
When WebDAV is enabled, OU Campus supports file locking with specific WebDAV
clients that utilize file locking.

Gadget Sidebar

A gadget is a little program that provides additional
functionality or streamlined access to functionality

Gadgets £ 2 Mg

within OU Campus. Gadgets are available °
throughout the site. In any event, gadget access ¥ My Checked-Out Content ¥
may be limited by access and permissions. Some

gadgets are only located on the Dashboard or on O Activity v

Once the Gadgets sidebar has been expanded, V¥ Link Check

individual gadgets can be collapsed or expanded

; _ X Page Parameters
and the user can configure which gadgets appear in

the Gadgets sidebar, while others are available in = Workflow v
both locations.
& URL Shortener v
For information about Dashboard gadgets, see the
Dashboard section on page 7. M 2 e s e Hhiis M
| Snippets v
The Gadgets sidebar is a global element that can
be shown or hidden by the user. The sidebar &3 Images v
exemplifies responsive design as the sidebar also A2 )
automatically collapses or expands when a browser =i Page Analytics v
1s .res:ized. The Gadgets sidebar can be shown by O Page Info w
clicking on the Show Gadgets button at the top
right of the screen. ® Request Help v
v
v
v

the sidebar. The gadgets that are available on the ®J) YouTube
sidebar are dependent upon the implementation of
the site and can be configured by a Level 10 administrator.

14



Gadget Sidebar Icon Reference

Name Description

Show Gadgets Click the plug icon to show the Gadgets sidebar.

Choose Gadgets | Click to display the Choose Sidebar Gadgets modal from where
it can be determined which gadgets to show on the sidebar.

Hide Gadgets Click the arrow to hide the sidebar.

Expand Gadget | Click to expand the gadget on the sidebar.

> <V % ws

Collapse Gadget | Click to collapse the gadget on the sidebar.

System Gadgets

The Gadgets sidebar may include the following system gadgets:

Dependency Tag Info: Scarch functionality for dependency manager tag that
reports information about the tag.

My Checked-Out Content: Shows the content (a page, asset or file) checked out by
the current user and the date/time stamp that the content was checked out. Within
this gadget, the pages are linked and can be clicked to for editing or approving. The
light bulb icon indicates the page is checked out and clicking the icon checks the page
back in.

Images: Drag and drop images from any folder into edit views.

Page Info: Displays information about the file currently being viewed or edited.

Page Analytics: Allows users to view Google Analytics data for the page they are
currently viewing or editing.

Snippets: Drag and drop any snippet into an edit view.

URL Shortener: Provides a utility to shorten a URL, which can then be dragged
onto a page.

Link Check: Check for all broken links on a page in OU Campus and send a report
to any user.

Page Parameters: Edit page parameters directly from the gadget without having to
navigate away from the Preview or Edit view.

Request Help: Sends page and user information along with a custom message to a
pre-defined group in OU Campus who can help users in need.

15




*  Workflow: Same functionality as the Workflow dashboard gadget.

®*  YouTube: Drag and drop YouTube videos from linked YouTube channels or by
searching all of YouTube.

Choosing Gadgets on the Gadget Sidebar

To show and hide gadgets in the Gadgets sidebar, click the Choose Gadgets icon (circled)
to be taken to the Manage Sidebar modal.

The Manage Sidebar modal shows available >
Sidebar gadgets. Gadgets that are currently Gadge 0
available on the Sidebar are listed and can be
D Tag Infi
filtered by name. Functionality includes: @ Dependency Teg Info v
<5> URL Shortener v
¢ Filter: Enter two or more characters to filter
by gadget name. ® My Checked-Out Content W
8 Activity v
* Hide: To hide a gadget from view on the
Sidebar, click anywhere within the green = Workflow v

gadget box or click the checkbox to clear the
selection. A hidden gadget is shown in gray.

®  Show: Click anywhere within the gadget box or the checkbox to select a gadget to
show on the Sidebar. A shown gadget is displayed in green.

Manage Sidebar (7]

Gadgets (12) v

[®] Image Name “
Description
“—="..| Dependency Tag Info
™ S5 | Given a Dependency Manager tag ID, shows some information about the
— * tag, such as what pages use it.
=/ Images
™ [0 ama
@4P®¥  Drag and drop images from any folder into edit views.
L O e |
— My Checked-Out Content
M Lists all your checked-out files. Click one to go straight to its editing
preview.
"'.,‘ Page Analytics
A= # v

Rearranging Sidebar Gadgets

You may relocate the gadgets on the sidebar by dragging them into a different order. Click
and hold on the gadget's title bar and move the gadget up or down in the list.

16



CREATING NEW PAGES

A new page can be created from existing templates within the OU Gampus system by

accessing the Pages list view. The Pages list view can be accessed by selecting Content >

Pages from the global navigation bar.

NOTE: Not all users have access to create new pages, and users with access to create new

pages may have restricted access to the type of template they can use.

To create a new page:

1.  Navigate to the Pages list view by selecting Content > Pages from the global navigation
bar.

G.'.'GﬂmpllS" # Dashboard  j Content £ Reports % Add-Ons

2 Assets
‘ ] Snippets
O 0 Nl N Rss
Q Find and Replace
0 @& 1me €3 Recycle Bin 27.2K

R
2. Click the dropdown menu, then select the e (O Cuick Search
type of page you’d like to create from the available

templates ptions || Folder

1
- | Blank Page (Header/Footer only)
E_ ]

NOTE: If you click the New button instead of

the dropdown indicator, you will be taken to a

Landing Section

! Landing Page

new window that displays available template = Directory: Buiding
options. rm
_| Directory: Department
=

The most common templates that will be used in your
website are Landing Section, Landing Page, Standard =
Section and Standard Page.

New Faculty/Staff Listing

= | New Faculty/Staff Organized
Listing

Directory: Office

=

A page template is a single page. A section template e

has subpages and its own navigation menu. For E

example, your office or department homepage was =
probably built with a section template, while its faculty Home

||

L=

=l

=

.| Directory: Person
| Factoid
and staff listing was likely built with a page template. Now File

News Story Page

A key difference between Landing and Standard

templates is that Landing templates have a banner —
image or slider at the top of a page while Standard T
templates do not.

News Post from External Source

g9

17




Students  Faculty & Staff  Families  Alumni  Community | Translate  Directory AboutHope  Visit

RESEARCH ARTS CAMPUS LIFE ATHLETICS

@Hope COLLEGE  Acabemics  aDMissioNs

Y DEPARTMENT

n-onewith faculty.

MEET OUR FACULTY

Faculty and Staff Historians are society’s storytellers — and its most vital
critics. They work at finding the truth about the past and

pay close attention to the diversity of the human

Facilities and Classrooms

Degree Programs

o experience.
Landing page
Gndboe  (edyeSed ol Ao Comnly | Todhs By About Hope  Visit

ADMISSIONS RESEARCH CAMPUS LIFE ATHLETICS

& HOpe COLLEGE  scsosmics

Apply  News Calendar Jobs  Give

Apply for a Hist

Department scholars

Apply  News Calendar Jobs  Give

HOME - HISTORY DEPARTMENT - FACILITIES AND CLASSROOMS

Faculty and Staff

FACILITIES AND
CLASSROOMS

Our History faculty and staff have offices on the third floor
of Lubbers Hall, where many of our classes are held.

Fa

s and Classrooms
Degree Programs
Courses

Special Programs and

Opportunities

Its convenient location puts us right in the middle of campus life, with easy access to dining

After Graduation
halls, student housing and our student center. We teach in a variety of buildings and rooms
catered to student and teaching needs.

WONDERING WHAT COURSES

TO TAKE?

Check out our current course
offerings and plan ahead with a
sneak peek of courses to come.

Study off-campus,
nationally or abroad —>

ol (411

Computer Science Colloquium

Presentations by: Aaron

Green, Kyle Magnuson, Andrew
Rot, Elizabeth Sumner and

Cole Watson.

HISTORY DEPARTMENT 14 SEP

Lubbers Hall JRVWS TO OPEN
126 East 10th Street WITH MATTHEW
Room 338 BAKER AND KATH-
Solland w1 PPN rav)

Standard page
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3. After you select your template, the New Page window will appear. This window contains
the fields necessary for page creation, including filename, basic metadata, page parameters
and custom template options.

New Standard Page

General Page Setup

Page Title | Page Title

Required Field. Enter the page title. This will also be displayed by search engines as well as the
web browser window.

Description

Important. Enter a short description of the page, to be displayed by search engines.
File Configuration

Add Navigation ltem = Yes j

Specify if this page should be added to the navigation file automatically. Note that both files need
to be published after creation.

Filename | untitled

Enter a filename using only lowercase letters, underscores, or dashes

Page Options

Overwrite Existing

4. Till out the New Page information. You usually won’t be adding content at this stage.
(That comes later.)

New Page Information
General Page Setup

* Page Title: The name of the page. For your home page (index), this will be the name
of your office or department, followed by a vertical pipe (one of these things: | ) and
then “Hope College.” For example:

Department of History | Hope College

For other pages within your section, use the name of the page, followed by a bar and
the name of your office or department. For example:

Staff and Faculty | Department of History

* Description: This meta data for your page will display with search results on a
search engine, and helps users find your page — and determine if your page is what
they’re looking for. Summarize your page content using active language. Try to
include the keywords that a user might type into a search bar. If you can, keep it
between 150 and 160 characters. Keep it alphanumeric, and no quotation marks; if
you must use quotation marks, use single quotes.

Undergraduate research is a critical element of a Hope College
education, with opportunities available to students and faculty
in every academic discipline.

19



File Configuration

* Add Navigation Item: Except in very rare cases, keep this set to Yes. Doing so will
automatically add your page to the left-hand navigation menu.

* Layout (Landing Page template only): Select the layout you’d like to use for your
page. We recommend leaving this on the default setting; custom page properties can
be modified later as needed.

* Filename: The name of your file within OU campus and also part of the URL
structure. Pretty much the name of your page with a few changes:
¢ Use only lowercase letters
*  Use dashes instead of spaces
* Remove words like “a,” “and” or “the”

E.g., staff-faculty, young-alumni-award, arts-humanities
New Section Information

Use the guidelines for New Page Information (above), with the addition of the following
fields:

Folder Information

* Directory Name: The name of your folder within OU Campus. This is also part of
the URL structure, and should follow the same guidelines as Filename:
¢ Use only lowercase letters
*  Use dashes instead of spaces
* Remove words like “a,” “and” or “the”

E.g.,public-affairs-marketing, student-development

* Folder Breadcrumb: A breadcrumb is a trail that allows users to see where they are
within the site and navigate to other pages. This should be a simple version of your
page name (not including the | and subsequent information). Use capital letters as
appropriate and do not use hyphens.

& Hope COLLEGE  acapbemics A

HOME - ALUMNI - AWARDS - YOUNG ALUMNIAWARD

5. When the information is complete, click Create.
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To create a new factoid

Factoids are the files that populate the By the Numbers sections of a webpage.

MILES FROM LAKE MICHIGAN HAPPIEST PLACE TO LIVE IN AMERICA Vis| ING TULIP TIME

Right across Lake Michigan or a
train ride away is the cultural
center of Chicago.

8 2nd 500,000+

1. In the Pages view, navigate to _resources > factoids then select the folder where
your section of the website best fits (e.g., if you’re in an academic department, build the
factoids in the academics folder).

Content » Pages Q[ www
@
o > resources » factoids | Upload | | Q Quick Search (2]
O O Neme=~ Status  Modified Options Staging | Production |

0 {9 _backgrounds 9/16/14 5:49 PM
O @8 academics 7/8/15 3:23 PM
O @0 admissions 7/21/15 3:02 PM
O @ aumni 7115/15 1:54 PM
O @ ats 9/16/14 5:47 PM
O @5 athletics 7/2/15 2:04 PM
O @9 campus-ife 8/20/15 1:56 PM
O @5 famiy 7/15/15 1:53 PM
O @ gve 7/14/15 2:33 PM
O @5 home 7113/15 11:00 AM
O @9 research 7/21/15 1:23 PM

2. Tind or create a new folder for your department or office.

3. Inyour folder, click the drop-down and select Factoid or click the New button and select
Factoid from the New Content window.

‘ » _resources * factoids » academics * english

O [ Name~ Status  Modified

O % daa-creative-writing-award-amount.pcf 2.0K Q 7/28/15 5:27 PM
[ [% english-course-class-size.pcf 1.9K Q 7/28/15 5:27 PM
O [& english-department-alumni.pcf 1.9K Q 7/28/15 5:27 PM
O [% english-department-faculty-award.pcf 1.9K Q 7/28/15 5:27 PM
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4. Fill in the fields in the New Factoid window.

New Factoid

Title [ Points }

Enter the title for the factoid.

Number [ 10 }

Enter the number for the factoid

Description | Players are awarded 10 points every time they throw the quaffle
through an opposing hoop.

Enter the title for the factoid.

Link [ ‘ O ‘ Clear]

Enter the link location for the factoid.

Link Text [ }

Optionally, enter custom button text for the link.

Color [ Stained Glass Blue ;l

Select the background color for the factoid

Background [ ’ 0O ‘ CIearJ

Select the background image for the factoid

Filename [ untitled }

Enter a filename using only lowercase letters, underscores, or dashes

e Title: This should be the shortest, simplest
possible explanation of the data. For example,
instead of saying ““I'he number of puppies
playing in the Pine Grove,” simply say
“Puppies.”

‘ TOTAL APPLICATIONS RECEIVED

4,758
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Number: Enter the number. If the number is

especially long, you may want to abbreviate it
(e.g., 6M instead of 6,000,000)

TOTAL APPLICATIONS RECEIVED

4,758

Description: Describe the number. This is

the paragraph that appears on mouse-over. TOTAL APPLICATIONS RECEIVED

Hope received a record 4,758
applications for Fall 2015, 8% more
than the previous year.

Apply Now

Link (optional): Provide the URL or, for internal pages, the dependency tag for a
destination where users go upon clicking.

Link Text (optional): The text that will appear L ATENTEN B EEEED
in the link button.

Hope received a record 4,758
applications for Fall 2015, 8% more
than the previous year.

Apply Now
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®  Color: Sclect the background color for your factoid. Note that this should match the
color of the background you select in the next field (Background).

*  Background: Sclect the file you want to use as the background. Do not select large
(Ig) or medium (md) files. Note that the color should match your background color.

* Filename: Enter a filename using only lowercase letters, underscores or dashes (e.g.,
daa-creative-writing).

5. Click the Create button.

6. Preview the factoid, then Publish or Submit for Approval.
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PAGE ACTION TOOLBAR

Dpreview Z Edit X Properties D Versions v a Q w

When you’re viewing a page in OU Campus, several utilities are available at the top of the
screen in the form of the Page Actions toolbar. (These actions differ depending on page
status, access settings, and other variables.)

The Page Actions toolbar includes the following:

Preview: Displays the page in preview mode.

Edit: Displays the page in edit mode, which includes editable regions. If you check out
the page, you’ll have access to additional utilities. (Clicking an editable region will
automatically check out the page.)

Properties: The Properties page gives you access to edit various other page items,
allowing you to change page headings and breadcrumbs, enable or disable such
features as calls to action, events and news, and add blog posts to your page (among
other things). This is available when the page is checked out. A page or file must be
checked out to view or update parameters.

Versions: Allows you to view previously published or saved versions of the page
when you have the page checked out.

Page Check: Displays the Page Check options when you have the page checked out.
This will allow you to run any available page checks (e.g., Spelling, Links).

Save Version: Use this to save a version of the current page. This option can be
especially useful when you’re making significant changes and don’t want to lose your
existing content. This is available when you have the page checked out.

Check Out/In/Lock: This is the little light bulb icon. It allows you to check out a
page that is not already checked out by another user. When you have the page
checked out, the light bulb turns yellow; to check the page back in, simply click the
light bulb again. If the page is checked out to another user, a lock icon is shown.

Submit /Publish: After choosing an editable region and editing the page, the
Submit for Approval button is available. (Some users will have a Publish button.)
Clicking the button will bring up the Publish modal. The available actions in this
drop-down menu include Schedule, Submit for Approval and Expire.

Server Drop-Down: The Server drop-down menu gives the user the option to view

the site from the staging server or as it currently looks on the published production
server. This menu is only available from the Preview view for users with permissions.
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*  Output Selector: If the site’s templates have been configured to provide more than
one output type (for example, HI'ML, PDF, or XML), the output to view can be
selected from the drop-down menu. This menu is only available from the Preview view
for users with permissions.

®* Mult-Browser Preview: Multi-Browser Preview provides cross-browser, cross-
platform rendering of web pages prior to publishing to the production server or
publish target. Use this to see what your website will look like from the perspective of a
user on a different platform or operating system, including tablets and smartphones.

Previewing the page
The Preview displays what your page — including any recently saved edits or changes —
will look like after it has been published to production server. This is an excellent way to
check links and visually proof the page, making sure the content is styled correctly and that
everything looks good.
Preview mode will also display recently saved assets that have been added to the page,

even if those assets haven’t been published yet. For more information on assets, see pages
65-79.

It’s always a good idea to look at your content in Preview before submitting it for approval.
Editing the page

The Edit button in the Page Action Toolbar displays the page in edit mode and provides

access to the page’s editable regions. Here, you’ll be able to make changes to the content

on your page, add photos and videos to your page, insert assets and snippets, and make

changes to the callouts and calls to action.

For detailed information about editing page content, see pages 30—42.

Adjusting Page Properties

The Properties button in the Page Action Toolbar gives you access to a number of settings
for the page. To access the Page Parameters screen, you must have the file checked out.

There are four categories within the Properties tab:
* Parameters

e Access
¢ Reminders
* Log

For detailed information about adjusting page properties, see pages 43-51.
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Versions and compare tool

Clereview  Z Edit X Properti

B 2 submit K2

The Versions and compare tool allows you to see and revert to previously published

versions of a page.

Versions (6) ¥ Filter

Version ¥ Date

6(Live) 9/10/15 2:18 PM
5 9/8/15 4:50 PM
4 9/8/15 4:42 PM
3 9/8/15 2:39 PM
2 9/8/15 11:07 AM

1 9/8/15 10:38 AM

User

Josh Bishop
Josh Bishop
Josh Bishop
Josh Bishop
Josh Bishop

Josh Bishop

Description

changed data-subcategory, republishing

Options

Live on publish target: www

Compare to Live ~

To see an earlier version, hover over the Options section of a line and select View > Page.

Q View ¥ Compare ~ ) Revert

O Page

<> Source

For an at-a-glance look at the changes between a previous version and the live version,
hover over the Options section of a version and select Compare > Page or Compare >
Page (Hide Includes). The Hide Includes option does not compare such things as header,

footer and navigation.

Q View ~ Compare ¥ ') Revert

D Page (Hide Includes)

<> Source

Use this key when viewing a compared version of a page:

Type of Change Color and Style
Deletion e
Addition or Formatting Green underine
Change
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The Revert option will replace the current version on the staging server with a previous
version of a page. Although this will not replace a page on the production server until the
page is re-published, use this function with caution, as you may lose unsaved or
unpublished changes.

Page Check

Opreview Z Edit X Properties = 49 Versions @ a Q | I.Submit i

The Page Check button opens a window that can run up to four different checks for your
page.

Page Check - index.pcf (7]

Scan your page for spelling, link, W3C validation, and accessibility issues. Run all
checks, or run individually by clicking the button.

| html - Runai

Spell Check Language

English j
v & @ X

Spelling Links Wa3C Valid Accessibility

*  Spelling: Utilizes the OU Campus global dictionary, as well as Hope’s custom site-
wide dictionary, to spell check a page.

¢ Links: Checks the links for both internal and external links and identifies any broken
links, as well as any warnings.

*  W3C Valid: Identifies any W3C compliance issues with the page.

* Accessibility: Identifies any issues that may be present relating to accessibility
standards. The report can include known issues, likely issues, and potential issues.

NOTE: We recommend that you always run a spell check before submitting a page for
approval.
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Save Version

Dpreview Z Edit X Properties 4D Versions v @ Q 2 Submit 2]

The Save Version button saves the previous version of a page to the Version log.

Submit/Publish

Opreview Z Edit X Properties 4D Versions v Aa Q @

The Submit button sends the page to your approver. In most cases, your approver is
assigned to you in advance; in some cases, you may be able to select an approver on your
own.

After you have sent a file to your approver, you will not be able to make any changes or
edits until your approver either approves and publishes the page or declines the page and
sends it back to you. (The page is considered “checked out” by the approver until further
action is taken.)

For users with publishing rights, this button defaults to Publish, with Schedule, Submit for
Approval and Expire as dropdown options.

‘X publish  ~ K2

- [ Schedule
{5 Submit for Approval

l © Expire J
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EDITING CONTENT
Editable Regions

Each of your pages includes several editable regions, which are identified and selected with
green buttons that appear after you’ve clicked the Edit button in the Page Actions
Toolbar. If part of the page does not have this green button, it is not editable (or it needs to
be edited in a different part of the CMS, such as the Page Properties section).

For example, the following image shows four editable regions. The content in each region
1s edited separately from the other regions. One Edit button corresponds to the left-hand
callout, one is for the introductory content, one is for the main body content, and one is for
the right-hand calls to action.

ClPreview /' Edit <> Source X Properties D Versions v Q ‘A’ Publish  ~

(g e = ("7 Eat ca o Action |
. Donecuilamcorper nulla non metus auctor fringilla. Donec
id elit non mi porta gravida at eget metus. Cras mattis ions are due by

consectetur purus sit amet fermentum.

; Edit Callout
INTERESTED IN BIOLOGY? [~ E—
/ Edit Main Content
i met

KAM press release

Kruizenga Art Museum /arts/kam/index.html
Find out More

Note
Community Day news /news/2015/campus-life/50th-hope-holland-community-day-will- The next 1 Localist events

be-saturday-sept-5.html matching "academics” (in the

Clicking an Edit button provides access to edit that area using the WYSIWYG Editor.

Did you just say WYSIWYG?

Yes, this acronym is pronounced whiz-ee-wig and it stands for What You See Is What You Get.
It’s called that because what you see on your screen while you're editing is what you get on the
live web page. For example, a WYSIWYG editor lets you highlight and italicize text instead of
typing <i>this sort of thing</i>in the source code.

Access to Editable Regions

Your access to editable regions (and the WYSIWYG options in each region) may vary
according to the type of content contained in that region, your role in the publishing
workflow and the level of access you have.

For example, your landing page might need content updates, new images or style

adjustments. The WYSIWYG Editor and default toolbar can provide basic word
processing features such as applying bold and italicized styles, as well as other utilities such
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as adding an image, linking to another page, or inserting an asset or snippet. Alternatively,
a separate element such as a call to action, which has a predetermined style, does not
require full formatting and styling capability. In this case, a modified WYSIWYG toolbar
might only include the capability to modify hyperlinks and perhaps perform limited text
formatting.

Your WYSIWYG Options

When you click on an editable region, a toolbar will appear at the top of the OU Campus
window. This toolbar has a variety of functions that make editing the page easy.

These toolbar icons represent every function available to you. Clicking on any icon
performs an action, either directly to the page or to the selected text or graphics. Some

icons display more options in a drop-down menu fashion, or in a pop-up window display.

In many cases, right-clicking offers contextual functions. For example, right-clicking within
a table provides a list of available table editing and formatting functions.

Additionally, commonly used keyboard shortcuts are available.

Common Keyboard Shortcuts

Cut CTRL+X, $8+X
Copy CTRL+C, $+C
Paste CTRLA+V, #+V
Bold CTRL+B, $+B
Ttalic CTRL+I, #+I
Insert link CTRL+K, $+K
Save (without CTRL+S, 38+S
exiting)

Undo CTRL+Z, $+Z
Redo CTRL+Y, $+Y

A brief description of each icon's functionality can be found below.
The tools are grouped as follows:
Row 1

* Save, Exit, Restore

* Cut, Copy, Paste

* TFind and Replace

* Undo & Redo

*  Spellcheck

¢ Clear Formatting

¢ Font Formatting

¢ Lists & Indents

*  Superscripts & Subscripts
*  Text Alignment
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e Link Tools
e Help Icon

Row 2

* Font Properties

* Images & Videos

*  Miscellaneous Functionality
*  Snippets & Assets

¢ Table Tools

* Maximize Content Region

Row 1

Save, Exit, Restore

Icon Tool Description

M | Save Saves the current file on the staging server and exits the
editable region. Remember, it will not be live on the
production server until it is published.

€ | Exit Without Saving | Exits the editable region without saving changes.

@ | Restore Last Draft Restores the content to the last point when it was auto-
saved or when you saved without exiting (CTRL+S, 38 +S).

Cut, Copy, Paste

NOTE: Many browsers (specifically Firefox, Chrome, and Safari) disable the use of the cut,
copy, and paste commands in the JustEdit toolbar for security purposes. This is not a function
of OU Campus; this is a browser behavior. The alternative workaround is to use keyboard

shortcuts.
Icon Tool Description
¥ Cut To remove content from the document, highlight the
content and click the Cut icon. (CTRL+X for Windows
and 3 +X for Mac)
Cry | Copy To copy content from the page, highlight the content and
click the Copy icon. (CTRL+C for Windows and 38 +C for
Mac)
iy | Paste To paste content on to a page, click the location the content
should be placed on the page and click the Paste icon.
(CTRL+V for Windows and 3+V for Mac.)
This pastes only valid content, code and styling and will
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remove any invalid styling from Microsoft Word
automatically. To ensure that the content you’re pasting
from another program, consider first pasting it into a Plain
Text program (e.g., TextEdit) or using the Paste as Plain
Text icon (below).

[l Paste As Plain Text | To paste as plain text, click the Paste as Plain Text icon.
The icon stays selected until clicked again, and all pastes
going forward until exiting the JustEdit Editor will be plain
text, which removes all formatting.

Undo & Redo
Icon Tool Description

4 | Undo Click the Undo icon to undo the last changes made in this
session one by one. (CTRL+Z for Windows and 3 +Z for
Mac)

» | Redo Redo changes that were previously undone and should be
restored. (CTRL+Y for Windows and #+Y for Mac)

Spell Check
Icon Tool Description
AEC - | Spellcheck Checks the spelling of the editable region. Misspelled words

are underlined with a red line. Clicking on the word will

bring up the following options:

*  Alist of suggested words from the dictionary to choose
from

* Ignore the word

* Ignore all instances of that word in the editable region

The drop-down menu on this icon lists the available
languages for which to run the spellcheck.

Clear Formatting

lcon

Tool

Description

I

Clear Formatting

To remove all formatting for a selection, highlight the text
to be updated and click the Clear Formatting icon. This
returns the selected text back to the default settings.
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Font Formatting

Icon Tool Description
B Bold Applies bold formatting to selected text. (CTRL+B for
Windows and 3 +B for Mac)
I Italic Applies italicized formatting to selected text. (CTRL+I for
Windows and 38 +1 for Mac)
Lists & Indents
Icon Tool Description
:= ~ | Bulleted list Turns the selected text into a bulleted list. Example:
*  Apples
®  Oranges
* Bananas
:= ~ | Numbered list Turns the selected text into a numbered list:
1. Click the Go button
2. Enter the text to search for
3. Click Start
= | Decrease indent Decreases the indent of a paragraph. Each consecutive click
moves text further to the left.
'= | Increase indent Increases the indent of a paragraph. Each consecutive click
moves text further to the right.
66 | Block quote Block quote is a block-level element in HTML that can be

used to set off quotations or to cite material.

Superscripts & Subscripts

Icon Tool Description
x Superscript Formats the selected text as superscript text,
X Subscript Formats the selected text as subscript text.

2
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Text Alignment

lcon

Tool

Description

Align Left

Aligns a block-level element such as a paragraph or a
heading to the left margin.

Align Center

Center aligns a block-level element such as a paragraph or a
heading within the left and right margin.

Align Right

Aligns a block-level element such as a paragraph or a
heading to the right margin.

Justify

Justifies text making it flush on both the left and right side.

Link Tools

lcon

Tool

Description

O,’)

Insert/Edit Link

To create a hyperlink:

1. Select the text or image for the link

2. Click the Insert/Edit Link icon

3. Enter an external URL or click the Browse icon to
select an internal page to link to

4. After locating the file, click Select

5. Enter in the Text to display and the Title for the link

6. Click Insert

To edit a hyperlink, click on the text or image that is linked
and then click the icon.

If you’re linking to a page or file in OU Campus,
dependency tags (e.g., { {£1234561} }) may be shown
instead of URLs.

Remove Link

Select a link in the editable region and click the Remove
link icon to remove a hyperlink.

Note: For anchors, the Remove Link icon works with anchors in
Internet Explorer. It will not work on anchors in Firefox, Safari, or
Chrome.

Insert/Edit
Mailto Link

To create a mailto link, select the text or image for the link, then
click the Insert/Edit Mailto Link icon. Then, enter the email
address and default subject of the email.

To edit a mailto link, click on the text or image that is
linked and then click the icon.
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& | Insert/Edit Anchor

To create an anchor:

1. Position the cursor where the anchor should be placed
or select the text or image

2. Click the Insert/Edit Anchor icon

3. In the Name field, enter the name for the anchor; the

hash mark (#) is generated automatically
4. Click OK

To modify an existing anchor:

1. Click the existing anchor shown in the editing area
2. Click the Insert/Edit Anchor icon on the toolbar
3. Edit the name of the anchor and click OK

Help lcon

lcon Tool Description

@ | Help Displays a window with references for all icons in your

toolbar.
Row 2
Font Properties
lcon Tool Description
Paragraph ~ | Paragraph | The Paragraph drop-down menu lists the block-level styles

that can be applied to a selected paragraph including
headings. To apply an element from the Paragraph drop-
down, click within the paragraph (or select text), and then
click the element from the drop-down.

Paragraph

|
HEADING 1

HEADING 2
HEADING 3
HEADING 4

HEADING 5
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Styles ~ Sty|e

The Styles drop-down menu lists the custom CSS styles
made available to the page. To apply an element from the
Styles drop-down menu, highlight text or select an image in
the WYSIWYG Editor and click the element from the
drop-down.

STYLES ¥ A v A ~
|
Expanding Table
Left Align Image
Right Align Image

Center Aign Image

Images & Videos

lcon

Tool

Description

N

Insert/Edit Image

Allows users to insert an image on a page by browsing for a
previously uploaded image or using the Upload/Upload
and Edit features to upload and then place an image.
Clicking the icon will bring up a modal where users can
alter the dimensions, description, tooltip, class, alignment,
and more of the image.

Tip: We recommend sizing, editing and_formatting images before you
upload them to OU Campus if possible. You can use the OU Campus
editor if you want, but many people find it easier to use Photoshop or
another dedicated photo editing tool.

Find more information about Images on page 81.

Insert/Edit Video

Allows users to insert a video on a page by pasting a link
from a video hosting site such as YouTube or Vimeo or
browsing for a video uploaded into OU Campus. Clicking
the icon will bring up a modal where users can alter the
dimensions of the video, provide an embed code and more.

Tip: We recommend using the YouTube Gadget, which allows you to
select from the Hope College and Hope College Athletics, or search for

and enter video hosted on a different channel.

Find more information about videos on page 99.
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Miscellaneous Functionality

lcon Tool Description

— | Insert Horizontal Adds a horizontal line to the page. (This is the same as
Line entering <hr/> into the source.

& | Insert Line Break Inserts a line break. (This is the same as entering <br/>

into the source.)

Insert Special

Inserts a special character such as ©, ®, or other

Character symbol. The Special Character modal provides a selection
of 200 special characters to choose from. Hover or use the
left and right keyboard arrows to navigate the selection.
Click a character to add it to the page and close the modal.
[ 1

Special Character x
&"¢€£¥%®T”°~’:op' S§IMIB <> |«|n|’ © |
R - . R R NI P A N e A A P h
x| 1|22 %%l T =V~ =|=|#|=|e|le|a|M|a|v]-|N |
vielv|3|@|v|«|«| |, |*|°|t|£|A|A|A|A|A|A|E|CIEIE y
E|E|I|1|T|1 D|N|O|O|O|6|0|@|CE|S|UU|U|U|Y|Y P|aja |
aldlalale|c|e|é|éle|i|i|i|i|6|f|0|0|6|6|06 el
alalaly|p|v|als|riale|z|n|e] 1 |k|AMN|=|o|n|pz|T
Yo X|WQlaply|6/e/ |\n|6l1|K|A|lpjv|i|o|m p|c|o|T
U@ X| W w(R@RY| p|9|—1|=|l|=a=(t]=|t|e]x|c|D
¢lci2(@@|L|-|T|T|L|I|({|) 0 & alvle
Close
i |
Show/Hide Blocks Toggles the WYSWISYG view to show or hide block-level

element labeling. Each element such as <p> or
<blockquote> is displayed encapsulated with a thin
border and labeled with a small tag.

Snippets & Assets

lcon

Tool

Description

1

Insert Snippet

Click the Snippets icon in order to add preexisting snippets
of HTML or text into the page. Snippets shown in the
window can be filtered and previewed before being placed
on the page. Find more information about Snippet on
page 54.

il

Insert Asset

Click the Assets icon in order to add a preconfigured asset
into the page. Assets shown in the modal can be filtered and
previewed before being placed on the page. Find more
information about Assets on page 66.
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Table Tools

Icon Tool Description

BB~ Table | Note: We recommend using one of the two Table Snippets instead of
Drop- | wnserting a new table, as they are already formatied with pre-defined
Down | sDles.
Menu

To insert a new table, hover over Insert Table and then use
the mouse to select the correct amount of rows and
columns. Clicking will create the table.

@ -

EH Insert table » ]

Show Table Outlines [l
Cell 4
Row » 4x3
Column » ks, journals,
o vrsrnes wensos onan<s. and nther

Table properties

This button brings up a new window where users can
modify the properties of a table.

Clicking this button will bring up a new window where
users can modify the properties of a table. The General
Tab contains basic options like table dimensions, cell
spacing and padding, border width, toggling a table
caption, table alignment and setting a custom GSS class for
the table.

General Tab
v — . — — .
‘ Table Properties x
¥ General | Advanced ]
y
Width | 75% Height
L Cell spacing | 2 Cell padding | 2
I Border 1 Caption I

Alignment | Center v

Class (not set) ~
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The Advanced Tab allows users to set styling for the table
as well as border and background color.

Advanced Tab

Table Properties x F
t

General = Advanced i

Style
Border color

Background color

Delete table

Click to delete the selected table.

Show Table Outlines

The Show Table Outlines icon adds/removes the outlines
of tables that would be invisible otherwise, for visual
purposes only. These lines disappear when the editable
region is saved and the page is viewed in Preview.

Cell N This menu contains three options:
*  Cell Properties
*  Merge Cells
e Split Cells
Cell Properties brings up a modal similar to the Table
Properties modal above. Merge Cells will merge the
selected cells together, and Split Cell will separate a
previously merged cell into its original cells.
Row » This menu contains the following options:
* Insert row before
* Insert row after
* Delete row
* Row properties (bringing up a modal similar to the
Cell Properties and Table Properties modals)
*  Cutrow
*  Copy row
* Paste row before
* Paste row after
Column > This menu contains three options:

* Insert column before
¢ Insert column after
* Delete column
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Maximize Content Region

Icon Tool Description
%2 | Maximize Content Expands the editable region to fill the width of the frame
Region window. This is particularly useful when editing table

transformations, where the table is extremely wide in the
Editor but the transformed content fits more nicely into the
editable region on the page.

Copying and pasting text

Many of us write our content in a separate program (e.g., Microsoft Word, Google Drive)
and then import it into OU Gampus. There are several ways to copy and paste text into an
editable region on your page.

1.  Use keyboard shortcuts.
* Cut: CTRL+X for Windows and 3 +X for Mac
* Copy: CTRL+C for Windows and 3 +C for Mac
* Paste: CTRL+V for Windows and 3 +V for Mac

2. Use the WYSIWYG toolbar.
¢ Cut: 3

Ch
¥

e Copy:
* Paste:

When copying and pasting text into an editable region, it’s important that you not paste
the styles from a word processing program into the page. Doing so can change the format
of your web content.

*  Copy and paste into a plain text program (e.g., TextEdit), then copy and paste into
OU Campus.

®  Use Paste as Plain Text in the WYSIWYG toolbar.
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Using anchor links

An anchor link directs users to a particular heading or section on a particular page. To
insert or modify an anchor link, follow the steps on page 36. To link to an anchor:

If you’re linking to an anchor on the same page you’re currently working on, select the text
you’d like to link and click the Insert/Edit Link button in your WYSIWYG toolbar. Either
manually type a hashtag followed by the anchor name in the URL field

(e.g., #scholarships) or select the correct anchor from the dropdown menu.

Insert Link x

Basic = Advanced

—
URI ‘#scholarships | &

Text to display ' Explore scholarship options.

Title

Scholarships

| CANGEL

If you’re linking to an anchor on a different page than the one you’re currently working
on, select the text you’d like to link and click the Insert/Edit Link button in your
WYSIWYG toolbar. Insert URL or a dependency tag followed by a hashtag and the
anchor name in the URL field. For example, { {£:7100519} }#scholarships or
http://www.hope.edu/academics/history/index.htmlf#scholarships.

Insert Link x

Basic = Advanced

URL | {{f:7100519}}#scholarships |
/_academics/history/after-graduation.html o
Text to display | Explore scholarship options.
Title
Anchors | NONE -
Target | NONE o
Class | (NOT SET) .

CANCEL
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ADJUSTING PAGE PROPERTIES

Opreview 7 Ed Versions v 0 Q 2 Submit 7]

The Properties button in the Page Action Toolbar gives
you access to a number of settings for the page. To access new-landing-page.pcf
the Page Parameters screen, you must have the file

checked out. <> Parameters

There are four categories within the Properties tab: A Acoess

*  Parameters ®© Reminders
*  Access

*  Reminders & Log

* Log

Page Parameters

Page Parameters gives you access to several types of settings. Many of these settings modify
the information you provided when creating the page.

e Title and Meta Tags

*  Custom Settings

*  Page Options

e Map

* Blog

* News and Events

* By the Numbers

*  Administrator Overwrites

Title and Meta Tags

Title and Meta Tags

Title Kruizenga Art Museum

Description Through a range of art and cultural artifacts the Kruizenga Art
Museum aims to educate, engage and inspire the campus and
communities alobal understandina and tolerance. 4
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Custom Settings

Custom Settings

Page Heading

Breadcrumb

Page Options
Page Options

Page Options

LDP Gallery Type

(<IN < B < I < I < I < B < I <

Kruizenga Art Museum

Page title by default.

Kruizenga Art Museum

Not displayed for index pages. Page title by default.

Banner Events

Introduction

Left Column Navigation

Left Column Callout

Left Column Contact Info

Left Column Additional Content
Right Column Call To Action
Right Column Events

Right Column News

Right Column Email Sign-up
Right Column Additional Content
By The Numbers

Twitter

Quote

Select which regions to display on the page.

Thumbnail Grid j

Specify the output type for LDP gallery assets in the middle column on this page.

Depending on the template you’re using, a variety of page options will be available to you.
Clicking the checkbox next to an option turns it on or off on your page.
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Page options include:

Banner events are available for Landing Section or Landing Page templates.

Selecting this option will display the next five events in the Hope College calendar that
are tagged with your section (e.g., Academics, Biology) and set as featured events.

Q} Hope COLLEGE  AcAbeMics  ADMISSIONS ~ RESEARCH  ARTS  CAMPUSLIFE  ATHLETICS

ARTS

From center stage to the upper balcony, you can plug into an'arts experience at Hope
— no matter what you're looking for.

FEATURED ARTS EVENTS

if..' ) — r s __f; > e

Visiting Writers Reading with ...

Knickerbocker Fall Film Series ...

g Writers Series Q and ... HBpe Theatre: The Christians

A guest recital at Hope The Jack Ridl Visiting Writers
College’s new Jack H. Miller

Series of Hope College will
21st-century techTrolegy when

Center for Musical Arts feature Hope graduates

Introduction text is a paragraph of large type that precedes and introduces the main
content of the page.

Our ar ramming provides the community-with a
ust selection of vibrant cultural experiences. At Hop
ollege, award-winning student performances share the

sta ith nationally known writers, musicians,
performers and arti

Our calendar of events is full of stage and screen opportunities every week, and our

community arts experiences are complemented by a thriving Arts and Humanities Division.
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Left Column Navigation turns on or off the
section navigation that appears to the left of the
content. Except in very rare instances, this box
should always be checked.

Left Column Callout provides additional
information on the left-hand side of the page. This is
formatted as a snippet; see Left Column Callout in the
Snippets section on page 54 for more information.

Left Column Contact Info is auto-generated from
our database. Any edits to this information will need to
be done through CIT and applied universally
wherever the information is used on campus. If you
would like a different department or office listed than

the one automatically assigned to your page, talk to
Public Affairs and Marketing.

WANT TO STUDY THE ARTS?

Find out more

EVENTS AND CONFERENCES

events@hope.edu

Left Column Additional Content provides an additional field on the left-hand side
of the page, below the contact information. Unlike the other Left Column sections, this
one does not come pre-populated with a snippet; instead, you’ll have to add a Left
Column Callout or Department — Social Media snippet on your own. See page the
Snippets section on page 54 for information about adding a snippet to this section.

REMINDER: The options above can be turned on or off in page properties under
“Parameters.”
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Right Column Call to Action checkbox enables
the calls to action section at the top of the right-hand
side of the screen.

Right Column Event displays the next listing from
the Hope College calendar of events that matches
the site section of your page (e.g., Academics,
Research).

Right Column News displays the most recent
news item that matches the site section of your page
(e.g., Academics, Research).

Right Column Email Sign-up cnables a field that
allows users to sign up for a department or office
email newsletter. If you enable this checkbox, you’ll
see a red placeholder in the right-hand column.
Contact Public Affairs and Marketing to set up your
newsletter subscription.

This is an email sign up
placeholder. Please

contact PA&M to create
your custom form.

De Pree Art Gallery - Dusk to ...

The De Pree Art Center and
Gallery at Hope College will
present the exhibition “Dusk to
Dusk: Unsettled, Unraveled,
Unreal” from Friday, Aug. 28,
through Saturday, Oct. 31.

24 SEP

“ON TWO FRONTS:
LATINOS AND
VIETNAM” LEADS
INTO THE BIG
READ

The Big Read Holland Area
will begin a month early with
a showing of the
documentary film “On Two
Fronts: Latinos and Vietnam”
on Thursday, Oct. 8, at 7:30
p.m. at the Hope College

Knickerbocker Theatre in

Right Column Additional Content adds a blank editable region below the other
right-column information. Like the Left Column Additional Content field, you’ll have
to insert your own snippet in this region. See page 54 for more on inserting snippets.
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* By the Numbers are the number-based facts toward the bottom of some pages.
Clicking the checkbox turns this feature on or off. For information about adding By
the Numbers, see page 50.

MILES FROM LAKE MICHIGAN HAPPIEST PLACE TO LIVE IN AMERICA vis| G HOURS FRO!

Right across Lake Michigan or a
train ride away is the cultural

center of Chicago.

8 2nd 500,000+

e Twitter adds a field toward the bottom of the page that features a tweet (or a
selection of tweets).

The first signs of what's sure to be an event-filled year. Congrats to my alma
mater, @HopeCollege on 150 years! https://t.co/P5DbckX3R9

Carl Dunker, @Cdunker & Reply % Favorite

*  Quote adds a field toward the bottom of the page that features a quote (or a selection
of quotes).

£{ Hopeisaplace where students are challenged to become
better students... but, more important, better people.

- 2015 Fiske Guide to Colleges

REMINDER: The options above can be turned on or off in page properties under
“Parameters.”

LDP Gallery Type

This dropdown menu allows you to toggle the format of an Image Gallery asset placed on
your page. For more information about Image Gallery assets, see the Assets section on
page 66.

LDP Gallery Type Thumbnail Grid j
Thumbnail Grid assets in the
Image Slider
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Map

Map
Map Location

Enter a valid Google Map Location (address or coordinates). Clear this field to hide the map.

Map Link

Optionally, specify a different link for the google map.

If you would like a map in the right-hand column, enter the address or GPS coordinates in
the Map Location field. The map link defaults to Google Maps; we recommend that you
enter a link to the Hope College campus map, maps.hope.edu, into the Map Link field.

&Hope COLLEGE  Acapemics  ADMISSIONS ~ RESEARCH ~ ARTS  CAMPUSLIFE  ATHLETICS

New Landing Page Donec ullamcorper nulla non metus auctor fringilla. Donec e E VA
New Standard Page id elit non mi porta gravida at eget metus. Cras mattis applications are due by

May 13 —

consectetur purus sit amet fermentum.

INTERESTED IN BIOLOGY?

Lorem ipsum dolor sit amet, Enrollment starts on
consectetur adipiscing elit.
Nullam quis risus eget urna COLUMN1 COLUMN2 COLUMNS Monday, August 15 —>
mollis ornare vel eu leo.
Find out More
ROW1  Aeneanlacinia bibendum Lorem ipsum dolor sit amet, Curabitur blandit tempus Eohst
=
[] Facebook LABEL nulla sed consectetur. consectetur adipiscing elit. porttitor. &) Holland Amurak )
s eamseanse &
[ Twitter o
s 5 0
[ Instagram ROW2  Sed posuere consecteturest  Aenean lacinia bibendumnulla  Cras justo odio, dapibus ac oy T
it & & E1Nthst
v < S
[ YouTube LABEL atlobortis. sed consectetur. facilisis in, egestas eget quam. 3 =% : e
3
[3) LinkedIn cransElmst 2 crans
s Euhs | Eahs  Elanst
[Z Pinterest ROW 3 Aenean lacinia bibendum Lorem ipsum dolor sit amet, Curabitur blandit tempus R
7 Eishst  Eisms | Mapdawc201s Goog

AVttt norttitor

tanes —erf o)

NOTE: First, ask whether you really need to have a map on this page.

Blog

Blog

Blog URL

Enter the URL to an XML feed to display blog posts.

Blog Heading

Enter a heading for the blog section

Several departments and offices maintain a blog. To automatically populate the six most
recent blog posts on a page, enter the necessary information into these fields.

The Blog URL field should include the link to a blog XML feed — not a link to the blog’s web
address itself. 'To get this URL, visit the blog and then click “Subscribe” or “Entries RSS”
(or a similar link) to gain access to the XML feed. For example, the student blog URL on
the Admissions page is https://blogs.hope.edu/students/feed/.

Enter a Blog Heading to customize a header for this section of your page.
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News and Events

News and Events

Type None j

| ICi
News and Events
Events Only

If your page template has an option to include News and Events at the bottom of your
page, you can enable the options here. Landing Section and Landing Page templates
include this option. The default is None.

By tha NMiimbare

Selecting News and Events will display the three latest news stories from your section and
the next two upcoming events; selecting Events Only will display the next five upcoming
events.

UPCOMING SEE ALL

- .
| TR

The Pull Presidents’ Panel Discussion Presidential Colloquium: Feat... Scholarship Luncheon Homecoming 2015

The Hope College Pull The various speakers will The Presidential Colloquium It's time to come home October
tug-of-war, a 118-year tradition, address broad concepts that series at Hope College will 23-24,2015. Join us for

will be held on Saturday, Sept can apply to students and feature New York Homecoming and be a part of

NOTE: This is distinct from the Featured Events at the top of some pages, which displays the
next five upcoming events marked “Featured.”

By the Numbers

By the Numbers

Factoid 1 http://www.hope.edu/_resources/factoids/home/profe | [) = Clear

Select Factoid 1 for the By The Numbers section

Factoid 2 http://www.hope.edu/_resources/factoids/admissions, [ = Clear

Select Factoid 2 for the By The Numbers section

Factoid 3 http://www.hope.edu/_resources/factoids/home/public [} = Clear

Select Factoid 3 for the By The Numbers section

Factoid 4 http://www.hope.edu/_resources/factoids/admissions, [ = Clear

Select Factoid 4 for the By The Numbers section

To enable By the Numbers on your page, select the By the Numbers checkbox in the Page
Options above.
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Factoids must be created and published before you can include them on your page. You
can use an already existing factoid, or you can create a new one using the steps on page
21. Once the factoids have been published, use the File Chooser to navigate to and select
the correct factoid for each of the four fields.

M LAKE MICHIGAN HAPPIEST PLACE TO LIVE IN AMERICA

Right across Lake Michigan or a
train ride away is the cultural
center of Chicago.

8 2nd 500,000+

Administrator Overwrites

Access to Administrator Overwrites is limited to certain individuals. Contact Public Affairs
and Marketing if you want to change any of these variables or have any questions.

Administrator Overwrites

Body ID

Overwrite default HTML body ID.

Data Page

Overwrite default default data-page value.

Data Section

Overwrite default data-section value (valid entries: athletics, academics, admissions, research, arts, campus-life, or giving).

Department

Overwrite default department value for Banner integration (if activated in Page Options).

Twitter IDs

Overwrite default value for Twitter Ids.

Access

Site Administrators can use the Access settings to modify

which user groups have access to a page, change the toolbar new-landing-page.pcf

options and perform other administrative functions. <> Parameters
Reminders & Access
Use the Reminder page to set a scheduled or stale reminder © Reminders
for when you need to update content. B Log
Log

The Log window shows previous activity (such as saves and publishes), identifies the user
who made the changes and records the date and time of the changes.
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SUMBITTING PAGES FOR APPROVAL

The Hope College workflow requires all content from users to be submitted to an assigned
approver before the page is published. The approver will then have the option to Publish
or Decline the page.

In order to submit for approval, you must first check out the content. If you do not have
direct publish permissions, you will see a Submit button in the Page Actions toolbar.

Cpreview  Z Edit | X Properties D Versions. v @ Q 2 Submit [§?]

Students  Faculty & Staff  Families i Communit ty | Translate  Directory AboutHope  Visit Apply News Calendar Jobs Give H

# Select Banner Slideshow Gallery Asset

HOME - HISTORY DEPARTMENT

RY DEPARTMENT

0
Students take comsesgal cover the breadth of the globe and the depth of the human

- i/

Users who do have direct publish permissions can still submit content edits for approval.

O [25 courses.pcf 34K Q 10/21/2014 10:21 AM /' Edit~ QReview~ ‘&' Publish> [ File ~

O [Ela index.pcf sk Q 9/9/2014 10:10 AM 2 Submit for Approval

When a page is submitted for an approval, the page will automatically be checked out to
the approver. The Pending Approval status will show in both the user and approver's
Workflow.

After the Submit for Approval button is clicked, the Submit for Approval modal appears.

It includes the following items: ] )
Submit for Approval - index.pcf

¢ To: If you have a drop-down To Josh Bishop (bishop))
menu, you can use it to select an
approver to send the content for
review. If the drop-down is Message
unavailable, then the content
must be sent to the pre-selected
approver.

Subject ‘ |

*  Subject (required): A brief
subject used to help identify the

. ¥ Send Copy to Email
file for review.

Send external email in addition to internal OU Campus message
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*  Message (optional): Users enter a brief description in the text field to help
approvers identify the changes that have been made.

* Send Copy to Email: Sends an email to the approver's external email address in
addition to the internal OU Campus message received in the approver's Inbox.

After this information has been entered, click Submit to submit the content for approval.
Sending for Approval

Both pages and binary files can utilize the approval workflow.

1. Navigate to the Pages list view by selecting Content > Pages from the global navigation
bar. Additionally, expanding the File Navigation sidebar displays a list of the available

pages.

2. Select a page from the Pages list view and hover over the row. Choose Submit For
Approval from the Publish menu.

Alternatively, clicking the linked file name from the list view or the sidebar will display the
page and the Page Actions toolbar. From the toolbar, click the arrow on the Publish
button to reveal additional publishing options including Submit For Approval.

Olpreview Z Edit X Properties D Versions v Aa Q v X Submit | (?)

3. Seclect the user from the drop-down next to the To field. If an approver has been enforced,
the To field is auto-populated and there will not be a drop-down available.

4. Fill out the necessary text fields. Submit for Approval - index.pcf
5. Optionally, select Send Copy to To Josh Bishop (bishopj)
Email to allow the request for
review to be sent to the user’s
external email address. This Message | Please schedule this page to go live on Thursday
allows users to receive a morning!
notification that action is to be Thanks!
completed, without having to log
into OU Campus. Clearing this
option will only send the message
through the OU Campus system.

Subject Changed Homepage

6. Click Submit. ¥ send Copy to Email

Send external email in addition to internal OU Campus message
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SNIPPETS

Snippets are reusable files that will allow you to create customized content in a specific
format. Once a snippet is inserted on a page, it can be edited without modifying the
original snippet.

There are multiple snippet types, including:
* Accordion
* Call to Action

e (Callout
*  Social Media listing
e Tables

Unlike assets, which can be edited once and those changes applied to all subscribed pages,
editing a snippet does not change pages on which the snippet has already been placed.

You can insert a snippet on a page by selecting the Snippet icon on the WYSIWYG
toolbar, then a category and a snippet from the following window. Alternatively, you can
use the Snippet Gadget to drag a snippet into a page via the WYSIWYG Editor. You can
then edit it.

When editing within the WYSIWYG Editor, a snippet becomes part of the page.

The Snippets screen includes the following features and functionality:

*  Lists the number of snippets

* The list can be filtered and sorted

e The ability to add a new snippet

* Editing the snippet configuration by clicking the linked snippet name
* Previewing or deleting a snippet

*  Clicking through to edit the snippet file

snippets Snippets (10) ¥ =+ New
G [] Name ~ Category Description / Options
Snippets
[J sutton - Centered Email Campaign
[:| Button - Full Width Email Campaign ..
[J one Column - Full Width Email Campaign ..
[:| Panel - One Column Email Campaign
[J Panel- Two Column Flex  Email Campaign .
[] Personalization Generic Opreview Z Edit ZGotoFile € Delete
[:l Two Column - 50/50 Email Campaign ..
[0 Two Column - Flex Generic
[:l Two Column - Flexx Email Campaign ..
0 vork1 RVB
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Inserting a snippet using the WYSIWYG toolbar
To insert a snippet onto a page using the WYSIWYG toolbar:

1. Enter an editable region to edit the page.

2. Click the Insert Snippet button A in the WYSIWYG toolbar.

3. Use the Choose Snippet window to find your Snippet.

Choose Snippet

(All Categories) j

Filter

Department - Profile

Department - Social Media
Department List - Division Homepages
Directories - Office Hours

News Detail - Center Aligned Image Select a snippet to preview it here.
News Detail - Left Aligned Image
News Detail - Right Aligned Image
News Profile - Center Aligned Image
News Profile - Left Aligned Image

News Profile - Person Info with Image

News Profile - Riaht Alianed Imaae.

Cancel Insert

4. Ifnecessary, use the Filter bar to find the snippet you’re looking for.
Choose Snippet

(All Categories) j

Standard - Call to Action

Select a snippet to preview it here.



5. Click on a snippet's name to preview it.
Choose Snippet

(All Categories) :]
Call { o Check out the new Internship Opportunities available
— in the lab for fall 2014
@l  standard - Call to Action ™D

6. Add the snippet to the page using one of the following methods:

*  Click the Insert button
*  Double-click the snippet name

7. The snippet is now part of the page and can be edited without affecting the original

snippet.

Inserting a snippet using the snippets gadget

The Snippets Gadget allows users to add previously
created snippets into an editable region. Its drag-and-
drop functionality helps streamline the workflow process
when adding snippets to a page.

NOTE: Remember that the Snippets Gadget does
not appear in the Gadgets sidebar until an editable
region has been opened in the WYSIWYG Editor.

In the Snippets Gadget, users can filter the list of
snippets by snippet category. All snippets are shown by
default. Choose a category from the drop-down to view

all the snippets assigned to that particular snippet category.

1 Snippets O A

[ (Al Snippets) j

News Profile - Person Info with
Image

News Profile - Right Aligned Image
Social Media Directory - New Row
Standard - Accordion

Standard - Call to Action

Standard - Callout

Standard - Table Style 1

Standard - Table Style 2

Training - Vertical Table

Hope College users will most often use snippets in the Standard category.

To insert a snippet onto a page using the Snippets Gadget:

1. Enter an editable region to edit the page.
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2.

3.

4.

If the Gadgets sidebar is not visible, click the Show Gadgets icon to show the sidebar.

. Josh Bishop &% Setup @ Help
Q| www

Expand the Snippets Gadget.

Gadgets £ o>
& URL Shortener v
. Dependency Tag Info v
[a3 Images o v
A Snippets ®

4 My Checked-Out Content

O Activity

®) YouTube

% Workflow

ol Page Analytics

v Link Check

X Page Parameters

v
v
v
v
v
v
v
v

D Page Info

If necessary, select a snippet category from the categories drop-down.

1 Snippets O
(All Snippets) A
| Q
Usparunien
Directories
News Detail
News Profile

Standard

=

News Detail - Right Aligned Image

News Profile - Center Aligned
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5. Click on a snippet's name to preview it.

Standard - Callout

Interested in Biology?
Lorem ipsum dolor sit amet, consectetu

ornare vel eu leo.

Find out More

e

M1 Snippets O

| (Al Snippets)

M ‘

News Profile - Person Info with
Image

News Profile - Right Aligned Image
Social Media Directory - New Row
Standard - Accordion

Standard - Callout
Standard - Table Style 1
Standard - Table Style 2
Training - Vertical Table

u <> Insert

 / My Checked-Out Content
O Activity v
() YouTube v
= Workflow v

6. Add the snippet to the page using one of the following methods:
*  Click Insert from the preview screen

* Double-click the snippet name
* Drag the snippet onto the page

7. The snippet is now part of the page and can be edited without affecting the original

snippet.

Accordion snippet

The accordion is a table that expands and contracts to show or hide information. It can be

useful for organizing and displaying large amounts of information.

GREAT PERFORMANCE SERIES

JACK RIDL VISITING WRITERS SERIES

The Jack Ridl Visiting Writers Series provides diverse and rich literary experiences, with Pulitzer
Prize and National Book Award winners performing alongside the nation’s finest new voices.
Previous visiting writers include Robert Olen Butler, Billy Collins, Anthony Doerr, Edward Hirsch,

Naomi Shihab Nye and Sharon Olds. Read more information.

HOPE SUMMER REPERTORY THEATRE

KNICKERBOCKER FILM SERIES

CONCERT SERIES
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The accordion styles are set by a simple pattern of alternating rows: The first row is the
Title field, the second row is the Content; the third Title, fourth Content; and so on in
pairs.

I T TP PP L
‘Table Transformation:

Definition List Accordion
To add a new section, use the Table Tools to insert two additional rows for the Title and Content.

g

Aenean eu leo quam. Pellentesque ornare sem lacinia quam venenatis
vestibulum. Donec sed odio dui. Cras justo odio, dapibus ac facilisis in, egestas
eget quam. Donec ullamcorper nulla non metus auctor fringilla. Vestibulum id
ligula porta felis euismod semper.

Aenean eu leo quam. Pellentesque ornare sem lacinia quam venenatis
vestibulum. Donec sed odio dui. Cras justo odio, dapibus ac facilisis in, egestas
eget quam. Donec ullamcorper nulla non metus auctor fringilla. Vestibulum id
ligula porta felis euismod semper.

To change content, simply highlight and replace the default lorem ipsum text with your text.

To add additional accordion headers, use the Table Tools to insert two additional rows for

the Title and Content; rows will be formatted automatically. You can also use the Table

Tools to delete rows in pairs.

Access Table Tools via the WYSIWYG Toolbar or by right-clicking within the table itself.

For more information about Table Tools, see pages 39—40.

dolElolav®m 2

B Insert Table , TIP: To format accordion lists as a double
Table Properties column, add the ul.column-list class to the
Delete Table source: <ul class="column-list”>

Show Table Outlines

Cell »

Insert Row Before Row

Insert Row After Column

Delete Row

ibusac Row Properties

Cut Row
Copy Row
Paste Row Before

Paste Row After
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Call to Action snippet

A call to action is formatted to stand out from the rest of the page content. Its color is
automatically set according to the main navigation category of your page (e.g., Academics,
Arts, Research, etc.). A call to action should always contain a call to action, something you
want your audience to do — download this, visit that, explore more and the like.

Calls to action will most often be used in the right column of the page, but may also be
used in the main body content.

@ Hope COLLEGE  AcaADEMICS  ADMISSIONS ~ RESEARCH  ARTS  CAMPUSLIFE  ATHLETICS

150 YEARS OF HOPE

The Hope College sesquicentennial will be celebrated in earnest throughout 2015-16.

READ ABOUT THE BIRTHDAY BASH

AN

GetInvolved Hope College has been transforming lives for 150 years. View #Hope1so
highlights on Storify —
Related News This calls for a celebration.
Birthday Bash We're marking our sesquicentennial across 2015-16. The year-long commemoration, which
Check out all the social
Celebrations Past started with Hope's 150th Commencement on Sunday, May 3, 2015, will lead up to the 150th

activity at our #Hope150
Tagboard —

SN, 7

For some on campus, the death this weekend of civil rights leader Julian Bond
brought back memories of his visit to Hope College on November 26,1968. He
was 28 years old at the time.

anniversary of the college’s formal chartering by the State of Michigan on May 14, 1866.

Origin of Hope

Right-hand sidebar

His speech and news were covered in Hope College’s student newspaper, The Anchor. The original text of the news article,

published on December 6,1968, follows. View a PDF of the original article on page 2 of The Anchor.

‘ Read Julian Bond's obituary in The New York Times —>

Julian Bond, legislator, public relations man, poet and leader of the New Left, came to Hope last week preaching

the rise of the new Democratic coalition
Main body content
For many page templates, calls to action are automatically added when you create the

page. To edit the call to action, select Edit from the Page Action Toolbar, then click the
green Edit Call to Action button to select the editable region.
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Financial Aid
applications are due by
May 13 —

Enrollment starts on

Monday, August 15 —

To change the text, simply highlight the default text and replace it with your new call to
action. To add a link, click anywhere within the call to action text and select the
Insert/Edit link button from the WYSIWYG toolbar:

&P

If calls to action are not enabled, you can do so in the Page Properties section: Check out
the page, click Properties in the Page Action Toolbar, then click the Right Column Call to
Action checkbox.

Page Options

Page Options Banner Events
Introduction
Left Column Navigation
Left Column Callout
Left Column Contact Info
Left Column Additional Content
Right Column Call To Action
Right Column Events
Right Column News
Right Column Email Sign-up
Right Column Additional Content
By The Numbers
Twitter
Quote

Select which regions to display on the page.

To insert a new call to action in the Right Column Call to Action field or in the main
content, follow the steps on pages 55-58.
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Callout snippet Resources & Support
The left-column callout is designed to provide additional —
information related to your page. Its location gives it a
higher profile than the standard body content, but the text-
only formatting makes it stand out less than a call to action.
It is most often used to provide additional information. The
callout style matches the style of the contact information.

Registrar

OOKING FORHELP WITH
YOUR CLASSES?

: . We've got a wide range of
For many page templates, a callout is automatically added ARt

when you create the page. To edit the callout, select Edit
from the Page Action Toolbar, then click the green Edit
Callout button to select the editable region:

PROVOST’S OFFICE
INTER 2 IEISLOB DeWitt Student Cultural Center

141 East 12th Street

resources to help you succeed in

the classroom.

ind out more

Lorem ipsum dolor sit amet,

consectetur adipiscing elit. Floor 2

Nullam quis risus eget urna Holland , MI 49423
mollis ornare vel eu leo. P. 616-395-7785
Find out More zylman@hope.edu

To change the text, simply highlight the default text and replace it with your new
information. To add a link, highlight the text you want linked and select the Insert/Edit
link button from the WYSIWYG toolbar:

&

If calls to action are not enabled, you can do so in the Page Properties section: Check out
the page, click Properties in the Page Action Toolbar, then click the Left Column Callout
checkbox.

Page Options

Page Options Banner Events
Introduction
Left Column Navigation
Left Column Contact Info
Left Column Additional Content
Right Column Call To Action
Right Column Events
Right Column News
Right Column Email Sign-up
~| Right Column Additional Content
By The Numbers
Twitter
Quote

Select which regions to display on the page.

To insert a new call to action snippet in the Left Column Callout field or in the Left
Column Additional Content field, follow the steps on pages 55-58.
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Department - Social Media snippet

The Department — Social Media snippet was designed to give users easy access to
department or office social media accounts (as distinct from the Hope College accounts
linked in the footer of every page).

Department — Social Media snippets were designed to be placed in the Left Column
Additional Content field, which will be located below the Left Column Contact Info field
after you activate it. The snippet can also be placed in the Left Column Callout and Left
Column Contact Info fields.

KRUIZENGA ART MUSEUM
Kruizenga Art Museum
271 Columbia Avenue

Holland , MI 49423
P. 616-395-6400

kruizengamuseum@hope.edu

f The KAM on Facebook

¥ @kruizengamuseum

The Left Column Additional Content field is not activated when you create a page. To
add it to your page, check out the page, click Properties in the Page Action Toolbar, then
click the Left Column Additional Content checkbox.

Page Options

Page Options (| Banner Events
Introduction
Left Column Navigation
Left Column Callout
Left Column Contact Info
Left Column Additional Content
Right Column Call To Action
Right Column Events
@ Right Column News

Right Column Email Sign-up
Right Column Additional Content
By The Numbers
Twitter
Quote

Select which regions to display on the page.

To insert the snippet, follow the steps on pages 55—58.
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After you've inserted the snippet, delete the placeholders for any social media accounts you
do not want listed on your page.

O o I o Y o [ [ I A

To change the text, simply highlight the default text and replace it with your new
information. To add a link, highlight the text you want linked and select the Insert/Edit

Facebook
Twitter
Instagram
YouTube
LinkedIn
Pinterest
Vimeo
Google+

< Email

link button from the WYSIWYG toolbar:

&

Table snippets

For your convenience, there are two pre-built table formats for the Hope College website.

These two formats are accessible as two snippets: Table Style 1 and Table Style 2.

Table Style 1 has headers for columns and rows:

ROW1
LABEL

ROW

LABEL

ROW

LABEL

ROW

LABEL

ROW

LABEL

COLUMN1

Aenean lacinia
bibendum nulla sed
consectetur.

Sed posuere
consectetur est at
lobortis.

Aenean lacinia
bibendum nulla sed
consectetur.

Sed posuere
consectetur est at
lobortis.

Aenean lacinia
bibendum nulla sed
consectetur.

COLUMN 2

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

Aenean lacinia
bibendum nulla sed
consectetur.

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

Aenean lacinia
bibendum nulla sed
consectetur.

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

COLUMN3

Curabitur blandit tempus
porttitor.

Cras justo odio, dapibus ac
facilisis in, egestas eget
quam.

Curabitur blandit tempus
porttitor.

Cras justo odio, dapibus ac
facilisis in, egestas eget
quam.

Curabitur blandit tempus
porttitor.
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Table Style 2 has headers for columns only:

COLUMN1 COLUMN 2 COLUMN3 4C0LUMN
Cras mattis ~ Aenean Lorem Curabitur
consectetur  lacinia ipsumdolor  blandit
purus sit bibendum sit amet, tempus
amet nulla sed consectetur  porttitor.
fermentum.  consectetur.  adipiscing
elit.
Lorem Sed posuere  Aenean Cras justo
ipsum dolor  consectetur  lacinia odio,
sit amet, estat bibendum dapibus
consectetur  lobortis. nulla sed ac
adipiscing consectetur.  facilisis
elit. in,
egestas
eget
quam.

COLUMN 5

Vivamus
sagittis
lacus vel
augue
laoreet
rutrum
faucibus
dolor
auctor.

Curabitur
blandit
tempus
porttitor.

COLUMN 6

Cras justo
odio,
dapibus ac
facilisis in,
egestas eget
quam.

Vivamus
sagittis
lacus vel
augue
laoreet
rutrum
faucibus
dolor
auctor.

To place a table on your page, insert the Table Style 1 or Table Style 2 snippet into the
main content region following the steps on pages 55-58.

To change the content, simply highlight and replace the default column label, row label or

lorem ipsum text with your own text.

Use the Table Tools to add additional rows or columns; row and/or column headers will

be formatted automatically. You can also use the Table Tools to delete rows or columns.

Access Table Tools via the WYSIWYG Toolbar or by right-clicking within the table itself.
See Table Tool information on pages 39-40.

« O o 4 2 E
FEH Insert Table »
Table Properties
Delete Table
Show Table Outlines

Cell »

onal roy

Insert Row Before Row

Insert Row After

Delete Row

Column

a quam
ibus ac
or fring

Row Properties

Cut Row
Copy Row
Paste Row Before

Paste Row After
i quam

65



ASSETS

What is an asset?

An asset is reusable content in one location. Users can place an asset on an unlimited
number of pages, which is convenient when working with multiple pages that require the
exact same information. Asset content is created and edited in one place (the Asset
Manager) and populated automatically on all subscribing pages. This way, you only have
to edit or update information in one place and it will automatically appear wherever the
asset is included.

Assets can be easily inserted on a page via the WYSIWYG editor. Access to and use of
some assets may be limited according to which type of editable region you’re working in.

Types of assets

Five types of assets are available:
*  Web Content Asset

*  Plain Text Asset

*  Source Code Asset

* Image Gallery Asset

*  Form Asset

The two Asset types that are most commonly used for the Hope College website are Image
Gallery and Plain Text Assets. Image Gallery assets are used to create thumbnail galleries,
photo sliders and the banner images at the top of pages.

Using Asset Manager

To access the Asset Manager, select Assets from the Content dropdown menu in the global
navigation menu.

;:.'Eﬂmplls" # Dashboard g Content [E] Reports % Add-Ons

Content » Pages [ Pages

= Assets

4‘ * _academ g snippets

M R

O O Na N Rss Status
Q Find and Replace

O D n: €% Recycle Bin 4728 Q

[ nrane nef 520R QO

Managing assets is similar to managing pages. Like pages, the availability of functionality is
dependent upon access settings and level of access.
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Assets List View

Assets (146) | Filter by name, tag, type, and/or site

Name “

O

150 Landing Page

150 Photo Gallery

[Admissions] Acceptance Rate

[Admissions] Average GPA for Admitted Students
[Admissions] Current Activity Fee

[Admissions] Current Board Cost

[Admissions] Current Room Cost

[Admissions] Current Total Cost

[Admissions] Current Tuition

oooloooolooloo
D mmmmmm § e

[Admissions] Distinguished Artist Awards Gallery

Tag

{{a:66593}}

{{a:66606}}

{{a:54289}}

{{a:63763}}

{{a:53850}}

{{a:53849}}

{{a:53848}}

{{a:53731}}

{{a:53847))

{a:64219))

Status

Q| Q| O

Q| Q| O 0|

Modified

8/12/15 3:34 PM

8/11/15 3:53 PM

5/13/15 1:45 PM

7/13/15 10:35 AM

5/5/15 3:05 PM

5/5/15 3:06 PM

5/5/15 3:04 PM

5/4/15 3:40 PM

5/5/15 2:45 PM

8/10/15 2:23 PM

The Assets list view displays the following features and functionality:

*  Number of assets: The assets displayed are affected by user access settings and

access settings.

Site / Options

X o

*  Filter: Assets can be filtered by name, site, asset type or asset tags. Clicking into the
Filter bar will bring up the top five sites with the most assets, the tags denoting asset
type, and the top ten most commonly used tags. More than one term can be used at a

time to filter the list view.

Ne
| =

Assets (1 @ |
Asset Types
O ’ﬁ 15 @ Web Content (1)
O & 15 <> Source Code (31)
@ Plain Text (33)
O B »w .-
== Managed Form (1)
O E [A¢ sites
OB w Q www (146)
Asset Tags
O A
E . & 1500
O B na_=.

*  New button: This allows users to create new assets. The ability to create new assets
may be restricted according to your role and/or the level of access you’ve been

granted to the site. (For more information on creating a new asset, see page 70.)

* Asset List: The list contains sortable headers for asset type, name, status, asset

dependency tag, date/time of the last modification and the site in which the asset was
created. Hover over a row to display more options and actions.

The Asset List includes the following columns:
* Checkbox: Allows users to select multiple assets.
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* Asset Type: An icon that denotes the asset type.
* Name: The user-friendly name assigned during asset creation. Click the
hyperlinked name to go to the edit view for the asset.

* Tag: The asset tag is a unique identifier for assets within an account and can be

used to search for an asset and is available for reporting purposes. This is similar to
how Dependency Tags work for files and pages. Asset tags are wrapped in double

curly braces and take the format of a:1234.

* Status: Denotes the current status of the asset (i.e., checked in, checked out,
locked, awaiting approval or a scheduled action).

* Modified: The date and time the asset was last saved.

* Site/Options: The OU Campus site in which the asset was created. When users

hover over the asset row, additional options appear under this heading.

Asset Options

A variety of options are available for an asset under the Site/Options table heading the

when a user hovers over an asset row. The available actions vary depending on the user's

permission level as well as the status of the file (i.e., checked in or checked out, locked,
pending an action).

[1 [Gal 150 Landing Page {{2:66593}} Q ZEdit™ Review~ ‘A’ Publish~ [ File v

In general, Edit, Review, Publish and File menus are available:

Edit Menu
[0 IE& 150 Photo Gallery {{a:66606}} Q / Edit™ & Review ¥ A Publish ~
O @ [Admissions] Acceptance Rate {{a:54289}} Q / Asset www
X Properties
O @ [Admissions] Average GPA for Admitted Students {{a:63763}} Q www
A Access
[ = TAdmiccinnel Ciirrant Antivity Faa Ua-RARKNN Q &/R/1R R:NR PM wWanas

Use this to edit general content and properties for the asset. Available actions are:

* Asset: Allows you to edit the content of the asset.

*  Properties: Allows you to edit general properties and metadata for the asset. The
Properties view may also give some users access to the Access Settings and the Log

screens for the asset. This option is only available if the asset is checked out.

* Access: Allows you to assign access settings, including the groups whose members

O File ~

have access to edit and use the asset, enforced approvers and bypass approval groups.

This function is limited to users with administrator approval.
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Review Menu

Ooooad

150 Landing Page {{a:66593}} Q / Edit~ EReview~ ‘A’ Publish > [ File

150 Photo Gallery {{2:66606}) 8/11/153:5 [ Preview

a

Save Version
D Versions

7/13/1540: [ Log

5/13(15 1:4

Ire)

[Admissions] Acceptance Rate {{a:54289}}

@ @ ¥ E

o)

[Admissions] Average GPA for Admitted Students {{a:63763}}

Use this to preview the asset and its previous versions. Available actions are:

Preview: Provides a view of the finished asset as it would appear in the OU Campus
system.

Save Version: Saves the current state of the file to the versioning system (only
available when the file is checked out).

Versions: Allows you to view and revert to previously saved versions of the asset from
the versioning system (only available if the asset is checked out).

NOTE: The ability to compare asset versions is currently not available for Forms or Image
Galleries.

Log: Provides a list view of the history of actions performed on the asset.

Form Submissions: This option is only available for Form Assets, and it allows
users to view all form submissions.

Publish Menu
[0 [ 150 Photo Gallery {{a:66606}} Q /' Edit~ &R Review 7~ ‘A’ Publish~ [ File ~
O E [Admissions] Acceptance Rate {{a:54289}} Q 5/13/15 1:45 PM ‘A Publish
Schedule
[ E [Admissions] Average GPA for Admitted Students {{a:63763}} Q 7/13/15 10:35 AM
{5 Submit for Approval
T 21 thcminninnl Cuweant Antivit Ean ffa-E20EA o) E/EME0NE DN S mim

Use this to access publishing options for the asset. Available actions are:

Submit for Approval: For most users, the asset can only be sent to your assigned
approver. Allows users to send the page to another user in the OU Campus system for
review.

Publish: Available only to users who do not have an assigned approver. Immediately
publishes the asset. Publishing an asset updates the asset on all subscribing pages, using
the currently published version for the update. Subscribing pages that are checked out
or otherwise involved in a workflow will be updated with the updated asset content,
but will not be published until that page is manually re-published. Multiple assets can
be published simultaneously by selecting the checkbox next to each desired asset and
clicking Publish in the table header.

69




*  Schedule: Allows users to define a future date that the asset will auto-publish to the
production server or publish target. (Access rights for scheduled publish are the same
as those for regular publish.)

File Menu
| 0O Name “ Tag Status Modified Site / Options
D ﬁ 150 Landing Page {{a:66593}} Q 8/12/15 3:34 PM www
[0 [Ga 150 Photo Gallery {{a:66606}} Q 8/11/15 3:53 PM www
O E [Admissions] Acceptance Rate {{a:54289}} Q ZEdit~ EReview~ ‘A'Publish~ [ File ~
O E| [Admissions] Average GPA for Admitted Students {{a:63763}} Q 7/13/15 10:35 AM Viww [ Rename
D E [Admissions] Current Activity Fee {{a:53850}} Q 5/5/15 3:05 PM Www [E Copy
W Delete
I:‘ E [Admissions] Current Board Cost {{a:53849}} 9 5/5/15 3:06 PM www

Allows users to perform additional actions on the asset. The available actions are:
*  Rename: Allows users to rename the asset (only available for certain users).

*  Copy: Allows users to copy the asset (only available for certain users). This option is
not available for Form assets.

*  Delete: Allows users to delete the asset (only available for certain users). Pages
subscribing to the asset will become broken until the asset is removed from the page.
Multiple assets can be deleted at the same time by selecting the checkbox for each
desired asset and clicking Delete in the table header.

How to create a new asset

The basic steps for creating an asset are the same for all assets types. Most users have the

ability to create new assets. If you need help creating an asset, contact Public Affairs &

Marketing.

Depending upon the asset type being created, the available fields and options will vary.

Once an asset has been created, it is available for inserting onto a page via the WYSIWYG

Editor or Source Editor in accordance with any access settings that may be configured.

Creating a New Asset

To create a new asset:

1. Navigate to the Assets list view by selecting Content > Assets from the global
navigation bar.

2. Click the New button or the down-arrow.
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3. Select the asset type from the menu that appears, whether it is the dropdown or a new
modal.

0”
,; & Web Content

i [E Plain Text

<> Source Code
[&d Image Gallery
= Managed Form

New asset dropdown

New Asset
N —
& <> L oE=
N
Web Content Plain Text Source Code Image Gallery Managed Form

Cancel

New asset window

4. Configure the necessary settings in the Asset Info Panel, Access Settings Panel and
Asset Gontent Panel (see below for more information about each panel).

5. Click Create.

6. Publish the asset. An asset must be published to the production server or publish
target to update content on pages. An asset may be inserted on a page without
publishing, but the content will not update the page on the web server. After using the
asset on a page, the page must be published to update live version of the page.

Asset Info Panel

Asset Info (7]
Asset Name University Address

Description The full mailing address for the university

Tags » address | | x university [

Lock to site

Do not allow use of this asset outside of the current site
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The Asset Info panel allows users to configure basic metadata properties of an asset,
including:

* Asset Name: A friendly name that will be displayed through the whole system. This
should clearly indicate the content of the asset.

* Description: The description can also be useful when selecting an asset from the
Asset Browser (hovering over an asset to see its description).

e Tags: Tags can be added during asset creation or editing. These can be used to filter
a list of assets. For example, a photo gallery of Dimnent Memorial Chapel might
include the tags building, chapel, dimnent and gallery.

* Lock to Site: Sclect the checkbox to prevent the asset from being used outside of the
site (hope.edu). In other words, assets are available to all sites within the Hope College
account unless this checkbox is selected. Form and Image Gallery assets are always
locked to the current site.

Access Settings Panel

Access Settings

Access Group Everyone v

Group that can edit this asset

Available To Everyone v

-~ I

Group that

can use this asset

The Access Settings panel allows some users to configure the access settings for editing and
using the asset. The Access Settings panel contains the following items:

*  Access Group: Assigns an access group. The default group. “Everyone,” indicates
that every user within the account can edit the asset from the Access screen.

* Available To: Assigns an access group whose members can use (insert on a page) the
asset. The default, “Everyone,” indicates that every user within the account can insert
the asset into a page via the WYSIWGY Editor or the Source Editor.

After the asset has been saved, additional settings include Approver, Enforce Approver

and Bypass Approval. These can be configured via the assets action view in the Properties
menu.
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Asset Content Panel

Asset Content (7]
A D@ @ |F~-|2|B 1 U s|=i=|@

Euw | EEEE| & H|© & ]wm
Path: 4

The Asset Content panel is available for Web Content, Source Code and Text assets. It
allows users to create the actual content of the asset. The functionality of this panel
depends upon asset type. This panel is not used for Image Galleries and Forms.

Creating a Plain Text asset

Plain Text assets are used for creating assets with plain text that do not include HTML.
They are created and edited with the plain text editor. This type of asset is available across
sites within an account unless Lock to Site 1s selected.

Example Text Asset Preview Asset Wrap Lines

Preview Asset
This text is an asset. It can be reused across the site. The text can't be changed in the WYSIWYG
, and is centrally managed under the Assets tab. Updating this asset once will change all instanc

es of it across the site!

1. Navigate to the Assets list view by selecting Content > Assets from the global
navigation bar.

2. Click the New button.
3. Select Plain Text from the menu to display the New Plain Text Asset screen.

KR ©

@ Web Content

El piain Text @

<> Source Code
[&d Image Gallery

= Managed Form
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4. Fill out the required fields. For this particular asset, the Asset Content Panel will
contain only plain text. Any markup language is not included on the page as text.

5. After configuring the items click Create.

6. Once the asset has been created, Publish the asset or Submit for Approval.

Like pages, created and saved assets can be immediately published, scheduled to publish,
or sent to user for approval. An unpublished asset can even be inserted into pages;

however, an asset will not render on the production server until it has been published.

Inserting a Plain Text Asset to a Page

Once a Plain Text Asset has been created, it is available to be inserted on pages within OU
Campus. Unlike most other asset types, a Plain Text Asset will render inside the
WYSIWYG editor as a green box with the plain text content defined by the creator.

Asset About cannot be shown in NYSINYG§

PUCK If we shadows have offended, Think but this, and all is mended, That you have but slumber’d here While these
visions did appear. And this weak and idle theme, No more yielding but a dream, Gentles, do not reprehend: if you
pardon, we will mend: And, as I am an honest Puck, If we have unearned Luck Now to ‘scape the serpent's tongue, We
will make amends ere Long; Else the Puck a liar call; So, good night unto you all. Give me your hands, if we be
friends, And Robin shall restore amends.

When added to a page, any text within the asset’s content will be displayed where the asset
has been inserted.

Creating an Image Gallery asset

Creating an Image Gallery Asset is a little different than creating other assets, as it is a two-
step process.

The first step is to create the asset; when creating a new Image Gallery, users will first fill
out basic information, just like other asset types (see Creating a New Asset on page 70).

The second step is to upload images into the asset, sort them, add captions, titles and
descriptions if desired, and then finally save and publish the asset. At this point, the asset
can be inserted on a page.

Basic Steps

1. Navigate to the Assets screen and click the New button or dropdown.

2. From the New Asset window or dropdown, select Image Gallery.
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6.

7.

On the New Image Gallery screen, fill out the information in the Asset Info, Access
Settings, and Gallery Options panels. When initially configuring the Gallery Options
or when editing them later, use either the Set or Save buttons to commit the changes.
Click Create. The Images panel becomes available.

Add the images to the asset, including the metadata details. Depending on how the
image gallery is displayed on the page, the title, description, caption and/or link fields
will appear with the images in the gallery.

Click Save.

Click Publish or Submit for Approval.

While an asset can be inserted on a page before the asset has been published, the asset
must be published in order for it to render properly on any subscribing pages.

New Image Gallery screen

The New Image Gallery screen includes the following panels:

Asset Info: Allows users to name the asset, add a description and add tags to the
asset. The Lock to Site checkbox is also present in this panel, though Image Gallery
Assets are always locked to the site in which they were created (hope.edu).

Access Settings: Allows users to configure who can edit the asset (through the Access
Group drop-down menu), and who can place the asset on a page (through the
Available To drop-down menu). If you belong to multiple groups, use these settings to
choose which of your groups should have access to the asset.

Gallery Options: Allows users to configure the thumbnail options and add any extra
XML in the Advanced field.

Images: Available after the asset has been initially created. Allows users to add

images to the gallery, reorder them, and add metadata such as title, description,
caption, and link.
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Gallery Options panel

Gallery Options

Maximum Thumbnail 310 W x 310 H Set
Size

Thumbnail Preview

Thumbnail Aspect Ratio Original n
° o n

Advanced

The Gallery Options panel includes the following:

Maximum Thumbnail Size: Customize the maximum thumbnail dimensions at
which the thumbnails display. At Hope College, this should be 310w x 310H.

Thumbnail Preview: A gray box placeholder of the size and aspect ratio chosen for
the thumbnail previews.

Thumbnail Aspect Ratio: Used to choose the between using the aspect ratio of the
image's original dimensions or cropping the image. For images on the Hope College
website, select the Crop option.

Advanced: The Advanced field populates the <advanced> node of the image

gallery XML, can be used to define extra XML as necessary and can be used in
conjunction with XSL to extend the capabilities of the gallery.
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Images panel

Images IRV Compact View

Youth Lagoon Gungor at Hope Gungor Full Band

Youth Lagoon performing on stage at Dimnent Gungor performed at Hope College. Gungor performs onstage at Dimnent Chapel.
Chapel

Youth Lagoon (photo by Anthony Norkus) Gungor Gungor

Once the asset is created, the Images panel is available for adding images. Images can be
uploaded from the local computer by clicking Add and selecting the files or by simply
dragging and dropping onto the panel.

After images are added, users can add metadata for each image. This metadata will be
used by the various gallery display types available in the site and rendered along with the
image gallery on the published page. Users also have the option to show or hide the
metadata fields by clicking the Full View and Compact View buttons, respectively, in the
top right of the panel.

When an image is added to the Images panel, a thumbnail of each image is displayed with
the following:

Title: The name of the image.

Description: Enter a brief description about the image; used only for accessibility
and search purposes.

Caption: Enter a caption for the image.
Link: Users have the option to also include an HT'ML link by manually entering the

web address in the text field. If used, clicking the image on the published page will take
users to the defined link.
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Special functions

* Orange action button: To insert an orange action button, type button="text";

into the Description field, then type the dependency tag or URL for the destination
page into the Link field. Note that quotation marks and semicolon are part of the
code.

TIME TO SERVE 2015

| unﬁ of I{ope students pa1t1c1pated in "Time to Serve,” an annual daybf service

d emgn&o help new students get to know the commumty — and each othet?’

|
g \ - ’\\\ \
SEE THE PHOTOS \‘\k \ ; W

*  Thumbnail image: To insert a thumbnail image in a banner gallery, upload and
publish the thumbnail image separately; copy the file’s URL or dependency tag (e.g.,
{{£:7962363}}); then type thumb="URL or dependency tag"; into the
Description field. Note that quotation marks and semicolon are part of the code.

FAITH IN THE FACE
OF DISASTER

Dr. Daryl Van Tongeren is among redearches trom fotir kollbges ani ubllwr itids
conducting a multi-year effort to utiflerstand Bow nathral di mers}ha e What |
gsgivors believe. ' L

=

r FIND OUT MORE

* Banner height: Use the Advanced field to change the height of a single banner

image at the top of a page. Type size="small"; to use the department-banner class
(390 pixels high) or size="1large"; to use the section-banner class (620 pixels high).

Note that quotation marks and semicolon are part of the code.

*  Thumbnail caption: To insert a caption on the thumbnail image in a banner
gallery, type photocapt="adds a caption to home banner thumb”; in the
Description field. Note that quotation marks and semicolon are part of the code.

RESEARCHING
NATIVE RESISTANCE

Dr. Renata Fernandez, associate professor of Spanish, researched the “camouflaged
culture of resistance” rendered in the sculptures and frescoes of Catholic churches,

convents and monasteries by indigenous artisans in mid-1500s Mexico.

LEARN MORE ABOUT DR. FERNANDEZ'S SABBATICAL
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Adding, deleting, and otherwise modifying images

Images can be removed by clicking the X in the top right of each image box. Additional
images can be added at any time by clicking the Add button or dragging and dropping
images into the Images panel. Metadata for existing images can be edited as well.

NOTE: You can also add or remove images from the gallery after it has been created and
published. Just open the asset, check it out, and select the Edit button in the Page Actions
Toolbar, then follow the steps above.

Once the images have been added, deleted or edited, save the gallery asset. The asset will
need to be republished for changes to be reflected on the live site.

Reordering Images

The order that the images are placed within the gallery, by default, determines the order
within the gallery or slider. To change the order of an image:

1. Hover over the image.
2. Click and drag it into the new location.
3. Repeat as necessary with other images.
4. Click Save.
5. Publish the asset.

Using assets on your page

In order to insert an asset into a page or editable region, it must first be created within a
site in the OU Campus system.

Assets are inserted on a page while editing in the editable region. Once a page has
subscribed to the asset, any time the asset is changed and republished, the subscribing page
will also be republish to reflect these changes.

1. While in an editable region, place the cursor where the asset will be entered.

2. Then find and click on the Insert Asset icon in the WYSIWYG toolbar.
Moo XDhowM e Y- LB/ US[E-E-5

FONT FA... | FONT SIZES" | PARAGRA..~ | STYLES ~ | A ~ A -/ B} — o © ol 2 H

]

6| X X =

PEEERIE

« |l
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3. Choose the asset from the list of available assets in the Asset Browser. You can filter the list

by tag, type, or site.

Select Asset

150 4+
‘ 150 Landing Page (1)

‘ Hope 150 Get Involved Banner (1)

‘ 150 Photo Gallery (1)

= Alumni Landing Page Banner Select an asset to see its preview.

[E] Average GPA, Entering Freshmen
& Baccalaureate 2015

& Bultman Center Construction

& Bultman Center Groundbreaking
& Bultman Design Gallery

Cancel m

4. Click on the Insert button.

The asset will be entered into the page where the cursor was placed. If the asset is an
Image Gallery, it cannot be previewed in the WYSIWYG Editor, but it will still have a
wrapper. Note that even though the asset is not displayed in the WYSIWYG Editor, most

will still render in the page Preview.

To delete an asset from a page in the WYSIWYG Editor, click anywhere on the asset
wrapping and press the Delete key.
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IMAGES

Recommended size and resolution
All photos should be a resolution of 72 pixels per inch and a file size of 500KB or smaller.

We highly recommend optimizing images for the web through Photoshop's Save for Web
function or a similar method.

Size your photos to the following dimensions:

* Homepage Banner: 1400 x 750

* Homepage Banner Popups: 389 x 213

* Section Banner: 1400 x 620

* News Banner: 1400 x 620

* Calendar (Localist) Event: 1000 x 450

* Department Banner: 1400 x 390

* Directory Office Banner: 1200 x 425

* Directory Building Banner: 860 x 345

* Directory Person Headshot: 340 x 340

* Main Content Inline Images: 800 max width

* Photo Gallery Slideshow: 655 x 400

* Photo Gallery Grids: Any size up to max of 1200 x 800; set asset thumbnail size to
310 x 310

Uploading an image

NOTE: Allimages must be published to the production environment before they
appear live on the website. If you upload an image to the staging environment but do
not publish it (or submit it for your approver to publish), it may not appear in your
Preview screen and will not appear on the website.

You can upload an image in one of two ways:
In the Pages list view:

1. Navigate to the images folder in your department or office section, and then click the
Upload button.
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2. TFor Type, choose Upload Files. (To upload and edit the image, select Edit and Upload
Image; see Editing images on page 83 for more information.)

Upload to /_academics/english/images

Typé @ Upload Files () Edit and Upload Image Import Zip File

Access Group ‘ (Inherit Existing) v

Overwrite Existing

Files _ -Gl or drag files from desktop

While inside an editable region:

Cancel Start Upload

Click the Insert/Edit Image button in the WYSIWYG toolbar and browse for a file.

In the Select Image modal, click Upload (to upload and edit the image, select Upload
and Edit; see Editing images on page 83 for more information). Make sure you upload

it to the correct folder in OU Campus.

Select Image

Sites » www » _academics » english » images

Filter

a2 buell.jpg
[ag canagarajah.JPG

a3 cheneycoker.jpg
[az chiroflag.jpg

After either of the above processes has been
completed:

Click Upload.

Enter a filename for the image in the Save As
modal. When Save is clicked, the image will be
uploaded onto the staging server. Publish the image
to the production server in order to see it in preview
mode.

Upload @~ | Staging

Upload

Upload and Edit

Select a file to see its preview.

Save As

Filename  san-francisco-bridge jpg

GallenaUniversity » images » landscapes Show Files

@ landscapes

&3 ashland-fall-snow.jpg

Cancel Save
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Image upload location

When you upload images to OU Campus, save them in the images folder within your
section folder. For example, if you are responsible for the Department of English website,
your images will be uploaded and saved to academic > english > images.

Select Image
Sites » www » _academics » english Upload  ~ | Staging M|

Filter

() english

&9 courses

i images

) special-programs-opportuntties Select a file to see its preview.

Cencel m

Editing images

You may use the OU Campus Image Editor to resize and crop your images. Some users,
however, prefer to use a separate photo-editing program such as Adobe Photoshop. (For
instructions on modifying and saving an image in Photoshop, see page 90.) If you do not
have access to Photoshop, contact Public Affairs and Marketing for additional program
recommendations.

OU Campus Image Editor

The Image Editor allows images to be resized, cropped, rotated and zoomed directly
within OU Campus. Images can be uploaded and edited all in one operation. The ability
to edit an image helps ensure large images are properly resized before being published to
the production server. Additionally, images can be saved and renamed.

Clpreview  Z Edit = X Properties D Versions a Q ‘W Publish ~ 2]

Tools Edit Image
{2 Resize v

H crop v

™ Rotate

& zoom v

Estimated file size: 27.0K (JPG)
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The Image Editor can be accessed using the following methods:

* Clicking on a linked image name within the Pages list view

*  Clicking Upload and Edit from the Upload window when uploading an image in the
Pages list view

*  When inserting images into an editable region from the Insert/Edit Image file chooser
while in the WYSIWYG Editor

*  When inserting images into a new Web Content Asset

Image file types support by the Image Editor is browser dependent. The following file
types commonly used for web pages can be edited and saved with the Image Editor with
the most commonly used browsers:

. JPG/JPEG
- PNG

« GIF

- BMP

Accessing the Image Editor
The Image Editor can be accessed in three main ways:

e Click the hyperlinked image name in the Pages list view

‘0 images +New ~ Upload | | Q Quick Search (2]
O [ Name= Status  Modified Options Staging | Production
[0 [@3 -classroomjpg 21.5K Q 4/29/15 11:36 AM
[0 [&f facutyjpg 125K Q 4/20/15 11:36 AM ZEdit~ &RReview~ ‘A’ Publish~ [ File ~

— e
O1 (&g oaosudents | feutyips | sx Q 4/29115 11:36 AM

*  When uploading an image, click Edit and Upload from the Upload modal

Upload to /_academics/english/images

Type Upload Fifes @ Edit and Upload Image  Iinport Zip File

Access Group (Inherit Existing) v

Overwrite Existing

Files [ & .GEl| ordrag files from desktop

Cancel Start Upload
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*  When adding an image to an editable region, the source of a page, or in a mini-
WYSIWYG Editor and uploading from the Select Image file chooser.

Select Image

Sites » www » _academics » english » images Upload ~  Staging j

Upload

Filter

Select a file to see its preview.

Cancel Insert

Image Editor Tools

From the Edit Image screen inside the Image Editor, the following functionality is
available in the Tools menu:

* Resize
*  Crop

* Rotate
e Zoom
*  Undo
* Redo

As the image is edited, an estimated file size is shown underneath the image panel. This
size will change as the image is resized and cropped.
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Resize

The Resize tool includes the ability to specify a new width and height for the image. The
original ratio for the image dimensions can be kept intact by selecting the Preserve
Ratio checkbox.

Edit Image

Width | 900

Height 600

Preserve Ratio

Resize

ﬁ Crop
O Rotate

& zoom v

Estimated file size: 112K (JPG)
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Crop

The Crop tool can be used to crop the image, either by selecting a predefined aspect ratio
or by determining a custom crop size. When Custom or any of the predefined ratios are
selected, a crop box will appear. You can then adjust the crop for the image by dragging
the crop handles located on the edges of the crop box. Clicking the Swap width &

height checkbox will swap the dimensions of the crop box width and height (e.g., a crop
box with dimensions of 150x300 pixels would swap to 300x150 pixels).

Refer to the Recommended size and resolutions section on page 81 to find crop sizes for
particular image types.

Tools Edit Image

8 750 x 600

Aspect Ratio
O Custom

[] Swap width & height

Apply Crop

@\ Zoom

Estimated file size: 112K (JPG
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Rotate

The Rotate tool rotates the image 90 degrees in a clockwise direction with each click.

Tools Edit Image

{ 2 Resize -~

Width | 900
Height 600

Preserve Ratio

Resize

A crop v

™ Rotate
& Zoom
* Undo
Estimated file size: 113K (JPG)
Zoom

The Zoom tool can be used to manually enter a percentage of the original image size to be
displayed in the Edit Image panel for editing. The plus and minus magnifying glass
buttons may also be used to increase or decrease the viewing size. Zoom does not alter the
size of the image on the staging server; it is only to aid users in the Image Editor.

The Original button reverts the image to the original size.

The Zoom to Fit button resizes the image to fit into the panel for viewing.

Tools Edit Image
{2 Resize v
Y crop v

66% Q

Original

Zoom to Fit

Estimated file size: 112K (JPG
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Undo/Redo

The Undo and Redo functionality is available after performing another editing function.
Undo reverts the last function performed (one level back). The Redo function reapplies the
last function removed by the Undo tool (one level forward).

REMINDER: Allimages must be published to the production environment before they
appear live on the website. If you upload an image to the staging environment but do not
publish it (or submit it for your approver to publish), it may not appear in your Preview screen
and will not appear on the website.

An edited image must be republished in order to appear correctly on the rendered
webpage. This may be initiated with a page publish by selecting the checkbox to publish
unpublished dependencies. Or it may be necessary to manually publish the image.

If the image does not appear correctly, refresh the browser and/or clear the browser cache
as the previous iteration of the image may have been saved by the browser. This action
can be found in various places in browsers' settings and for some browsers/platforms, this
can be accomplished by pressing CTRL+F5 (Chrome), CTRL+R (Firefox and IE), or

¥ +Option+E (Safari). Otherwise the edited image may not appear as expected.

When an image is edited through The Image Editor in OU Campus, it will be
recompressed once it is saved. When using lossy file formats such as JPG, this can cause a
visible degradation in image quality, especially when an image is edited multiple times in
OU Campus. As a best practice, crop or resize images to the exact size needed on the page
before importing them into OU Campus. Furthermore, using images saved in a lossless file
format (such as PNG) in the Image Editor will avoid losses of quality due to
recompression.

If working with an image that cannot be edited, log out of OU Campus, quit and relaunch
the browser. This will free up browser-allocated RAM and may resolve the issue.
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To modify & save an image in Photoshop
1. Open the image file in Photoshop.

2. Crop or resize the image to the appropriate size using the crop or Image Size (Image >
Image Size) functions.

Photoshop File Edit [JIIEFE) Layer Type Select Filter View Window Help
Mode >

Adjustments >

Adobe Photoshop CS6

Custom Auto Tone Fo% JMMighten View: Ruleof Thirds &+  L¥ Delete Cropped Pixels

12ap10.JPG UL CE SR W | )« 130908TimeToServe039PG | x 141018Homecoming0019.jpg @ 16.7% (Layer O, F
Auto Color 0 ¥B

Image Size... a8l

Canvas Size... X#¥C
Image Rotation >
Crop

Trim...

Reveal All

¥
o4

¥
TN

Y

H A ENNK

Duplicate...

Apply Image...
Calculations...

Q9 N[

&7

Variables
Apply Data Set...

Trap...

B 1

Analysis

3. Select Save for Web in the File dropdown menu. Photoshop [[EIY Edit Image Layer Type Select F

New... ®N
{ Open... #0
Browse in Bridge... X380

Browse in Mini Bridge...
Open as Smart Object...
Open Recent

Close
Close All NEW
Close and Go to Bridge...

Import
Export

Automate
Scripts

File Info...

Print...
Print One Copy
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Confirm that the image size is correct and that the image size 1s 500KB or smaller

[ ] Save for Web (100%)
m ["Original | Optimized |2-Up |4-Up | /m B —=
J JPEG B
Q] High quaiity: 60 |
4 ("] Progressive Blur: 0
[ ] G opmizes———waw
/ﬁ "] Embed Color Profile
Convert to SRGB
Preview: Monitor Color B
Metadata: Copyright and Contact Info
Color Table =
Image Size
W px = Percent: %
JPEG H:[620  |p Quality: Bicubic
278.7K .
A RO Looping Options: | Once 2
=] 100% B Ri—- Gi—  Bi— Alpha: - Hex: — Index: - 10f1 IR
Preview... @ @ Cancel Done
TIP: If the image is too large, select “Very High” (80%) or “High” (60%) quality
Preset: JPEG High B =
Low =
Medium
v High Quality: 60 B
Very High
Maximum S 0 B
© Optimized Matte: B
"] Embed Celor Profile
5. Name your file and save it in the desired location.
6. Upload the file to your Images folder in OU Campus, to an asset or as an inline image.
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Main Content Inline Images

3.

The maximum width of the main content field in a standard page is 800 pixels. Therefore,

tull-width images should be sized to 800 pixels wide and can have varying heights. (In-line

photos can also be smaller than 800 pixels wide, including thumbnail-sized images.) We

recommend sizing photographs before uploading them to OU Campus.

Use the following process to upload a full-width inline image:

Size the image to 800 pixels wide at a resolution of 72 pixels per inch.

°  Alternatively, you may upload the image to the Images folder first, resize it to the
appropriate dimensions using the OU Campus Image Editor, then find and place it in

your webpage using the finder in the Insert/Edit Image menu.

Place the cursor where you would like your image to appear, then click the Insert/Edit
Image button in your WYSIWYG toolbar:

(ad]

Select the folder finder icon in the Insert/edit Image window.

Insert/edit Image X

General = Appearance

Source

Decorative

Description

Tooltip
Dimensions X + Constrain proportions

Class | (NOT SET) v

ID

CANCEL
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4. Select the folder to which you want to upload the image. In most instances, this will be the
Images folder within your office or department’s main folder.

Select Image
Sites » www » _academics » english

Filter

() english
&9 courses

images >

Upload =~  Staging

Select a file to see its preview.

Cancel

Insert

5. Click Upload.

Select Image

Filter

(7 english

&9 courses

degree-programs

i images

3 special-programs-opportunities

Sites » www » _academics » english Upload =~  Staging

Select a file to see its preview.

Cancel

6. Click the Add button and navigate to the Image file on your computer or drag-and-drop it

into the Upload window field.

Upload to /_academics/english

Access Group | (Inherit Existing)

Overwrite Existing

File$ =+ Add diag files from desktop

Cancel Start Upload
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8.

In the Insert/Edit Image window’s Dimensions fields, replace 800 with 100% and leave
the height field empty. Make sure “Constrain proportions” box is checked.

Insert/edit Image x

General Appearance

Source

El

Decorative

Description

Tooltip

Dimensions ‘100% X + | Constrain proportions

Class [ (NOT SET) s

ID

CANCEL OK

Click “OK”

Photo galleries

Photo galleries are Assets, and are created and modified in the Assets section of the
Content dropdown menu.

::.'.'camﬂ"s " # Dashboard i Content [5] Reports % Add-Ons

Content » Pages 3 Pages
4‘ » _academ g4 Snippets
| N\ Rss
O D

Na Status

Ind an eplace

Q Find and Repl

O D n: ¥ Recycle Bin 4728 Q
M nrane nef R20R Q

To learn how to create an Asset, see page 70.

Placing a gallery on your page

1. Go to the page you’d like to edit, then click the Edit button in the Page Actions
Toolbar. Select the editable region where you’d like to add your photo gallery.

2. Click the Insert Asset button in the WYSIWYG editor

=
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3. Type in the search bar to find the asset you’re looking for, then select the correct asset

from the dropdown menu.

Select Asset

‘ Concert Series (1)
——

& 150 Photo Gallery
About Hope Landing Page Banner Pic

[~
& Academics Landing Page Gallery

/& Alumni Landing Page Banner Select an asset to see its preview.
E Average GPA, Entering Freshmen
& Baccalaureate 2015

G Bultman Center Construction

& Bultman Center Groundbreaking

& Bultman Design Gallery

4. Make sure the correct Asset is highlighted, then click Insert

Alternatively, expand File Navigation using the folder icon in the upper right corner of the

window.

:;.','Gampus " f Dashboard jgm Content [ Reports % Add-Ons

ntent » Pages » /_showcase/training/josh/new-landing-page.pcf

Clpreview /' Edit <> Source X Properties = D Versions v Q

Then, toggle from Pages view to Assets view, find and place your asset.

Pages 9 a €

# » _showcase * training *
josh

Q [ 150 Landing Page

Q & 150 Photo Gallery

= [Admissions] Acceptanc...
= [Admissions] Average G...

= [Admissions] Current Act...
[E [Admissions] Current Bo...
= [Admissions] Current Ro...
@ [Admissions] Current Tot...
@ [Admissions] Current Tui...
[Ed [Admissions] Distinguish...

QO Q) Q) Q) W «

Q@ O

<> [Admissions] Find a Rep...

<> [Admissions] Find Your ...

Q QO
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Assets cannot be displayed in the editable region view. After you’ve inserted the Asset, it
will look like this:

Asset Concert Series cannot be shown in WYSIWYG

To delete an Asset, simply click on the Asset text (as seen above) and delete it.

Changing gallery types

To switch between Photo Slider and Thumbnail Grid gallery types, you’ll need access to
the Properties portion of the Page Action Toolbar. If you do not have access to this
portion, ask someone from Public Affairs & Marketing to assist you.

Your page automatically defaults to the Thumbnail Grid gallery type. To change gallery
types, make sure you have the page checked out, then click the Properties tab.

Under the Page Options heading, there is a dropdown menu for LDP Gallery Type. Select
the gallery you’d like, then click Save.

Page Options

Page Options Banner Events
Introduction
Left Column Navigation
Left Column Callout
Left Column Contact Info
Left Column Additional Content
Right Column Call To Action
Right Column Events
Right Column News
Right Column Email Sign-up
~| Right Column Additional Content
By The Numbers
Twitter
Quote

Select which regions to display on the page.

LDP Gallery Type Thumbnail Grid

NOTE: You cannot have both a photo slider and a thumbnail gallery on a single page. ‘
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Banner image/sliders

Like photo galleries, the banner image at the top of your website is an asset. Any changes
to your banner image and page header must be made to the Asset. To learn how to create
or modify an asset, see the Asset section on page 66.

To change the banner image asset on your page:
1. Go to the page you’d like to edit, then click the Edit button in the Page Actions Toolbar.

Click the green “Select Banner Slideshow Gallery Asset” button to change the banner
image.

Students  Faculty & Staff ~ Families  Alumni

e Directory AboutHope  Visit  Apply News Calendar Jobs Give

2. Because Assets can’t be displayed in the WYSIWYG, you’ll see something like this:

Asset [LDP] [Template] Department Gallery Sample cannot be shown in WYSIWYGE

To delete the existing Asset, click the text and press your Delete key.
3. Click the Insert Asset button in the WYSIWYG editor

=

(continued on next page)
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4. Type in the search bar to find the asset you’re looking for, then select the correct asset
from the dropdown menu.

Select Asset

English|
‘ English banner images (1)

&2 150 Photo Gailery

&2 About Hope Landing Page Banner Pic

& Academics Landing Page Gallery

& Alumni Landing Page Banner Select an asset to see its preview.
[E] Average GPA, Entering Freshmen
& Baccalaureate 2015

& Bultman Center Construction

& Bultman Center Groundbreaking

[E Bultman Design Gallery

Cance m

5. Make sure the correct Asset is highlighted, then click Insert.



VIDEO

Uploading videos

OU Campus makes it easy to upload videos into the main content of your web page using

the YouTube Gadget or the WYSIWYG toolbar.

Using the YouTube Gadget

1. Enter an editable region to edit the page.

2. Ifthe Gadgets sidebar is not visible, click the Show Gadgets icon to show the sidebar.

. Josh Bishop £ Setup @ Help

QWWW

Show Gadgets

3. Expand the YouTube Gadget.
Gadgets £ 0>

i

(9) URL Shortener

<

L Dependency Tag Info

]

€/€ <€ € <€ <

(a3 Images

A Snippets

4 My Checked-Out Content

O Activity

(®) YouTube

¥ Workflow

.’iﬁ Page Analytics

+ Link Check

X Page Parameters

< € < < (<

Page Info
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4. Ifthe video is a Hope College video, select the channel where it’s housed; if not, select

All YouTube Videos.
® YouTube O
Hope College v

YouTube Channels

Hope College
Hope College Athletics
All YouTube Videos

337 videos

Hope College
Presidential Coll...

Uploaded Today

5. Ifpossible, use the Uploads dropdown to further narrow your selection.

@) YouTube O
Hope College v
Uploads A

\ Q
L

Uploads

Favorites

PLAYLISTS

Hope150 - Sesquicentennial

6. Type in keywords to filter results.

@) YouTube O
Hope College v
Uploads v
art (]

12 matching videos

Kruizenga Art
Museum Constru...

Uploaded 9/9/2015
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7. Click on the video to open a preview.

| i bd v

() Kruizenga Art Museum Construction ® YouTube o~
Time Lapse Hope College N
Kruizenga Art Museum:zzan @ << uploads -
art Q

12 matching videos

Kruizenga Art
Museum Constru...

Uploaded 9/9/2015

KRUIZENGA

Kruizenga Art Museum Construction Time

£ Workflow v
N Lapse
] i
Time lapse video of Kruizenga Art Museum May il Page Analytics N
| 2013 to September 2015. + Link Check v
| Uploaded 9/9/2015 X Page Parameters v
0 Page Info v

- Insert

8. Click Insert.

9. Make any necessary changes in the Insert/edit Video window, then click OK.

X

Insert/edit Video

General = Embed Code

Source ‘//www.youtube.com/embed/RxKrUYmOin| ‘ﬁ

Alternative source

2 |a

Poster

Dimensions | 480 x | 320 + Constrain proportions

oanceL

10. The video cannot be displayed in your editable region. Save and exit, then view the
video in Preview.
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Using the WYSIWYG toolbar
1. TFind the video on YouTube.

2. Click the Share button.

> ) 020/427

How to use one paper towel | Joe Smith | TEDxConcordiaUPortland

TEDx Talks

TEDX ”
[ RSN 2,860,019 2,000,181
=+ Addtq” o Share =3y More i 8754 P 592

3. Copy the URL in the Share tab — do not copy the code from the Embed tab.

Share

 flvic-]ef=] ¢ Jo) «]in &
‘https://youtu.be/2FMBSprcrc ‘

[”|startat: 0:20

4. Go back to the editable region of your OU Campus page. Put your cursor where

you’d like to insert the video, then click the Insert/edit Video button in the
WYSIWYG toolbar.

;O
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5. Paste the URL into the Source line.

Insert/edit Video

General = Embed Code

X

Source ‘ https://youtu.be/2FMBSblpcrc

| o

Alternative source E

Poster E
Dimensions 425 x 350 + Constrain proportions

CANCEL
6. Click OK.

7. The video cannot be displayed in the page’s editable region. Save and exit, then view
the video in Preview.

Troubleshooting video dimensions

Did your video upload at all the wrong proportions? Are there black bars above and below
your video? We’re working on it.

In the meantime, here’s how you can fix it:

1. Click on the gray video box in the page’s editable region.

2. C(Click the Insert/edit video button in the WYSIWYG editor.

;0
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3. YouTube’s standard dimensions are 480 x 270. Uncheck the Constrain proportions box,
then type 480 x 270 into the Dimensions field.

Dimensions 480 x 270 Constrain proportions

4. Save the changes.
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WORKFLOW

An editorial workflow describes the way people use a process to get things done. The workflow
you use will vary slightly depending on your department, the people on your team, and the
roles and tasks you've been given.

For more information about workflows at Hope College, refer to the Web Content Guidelines

document.

In OU Campus, Workflow is a component of the Mailbox that allows you to track content
that has been sent for review through the approval process. It shows content that you have
submitted to another user or, in some cases, have received from another user.

Additionally, content that has passed through or completed a workflow process (e.g., when
content was approved and published, or the request was declined or canceled) 1s also
shown 1in this view.

# Dashboard g C

| M Overview |
Workflow “
Inbox

n

Workflow can be found in the global navigation bar at Dashboard > Workflow or by
clicking the Workflow link near the user's name on the Dashboard page.

For most users, the Submit button allows you to submit content directly to your approver
(usually Public Affairs and Marketing) before it is published. (Some users may have
independent publishing permissions.) You can include a message along with the
submission. These messages, along with a link to the content, appear in the approver's
Workflow list view.

General messages unrelated to approvals that are sent to your account will not be found
on the Approval page. They are available in the Inbox.

Workflow Screen
Mailbox Workflow (3) v rite
| == Workflow [] From Approver File Status Date / Options ™
Inbox . -
[J Luis Pefia Luis Pefia /admissions/undergraduate.pcf f 5/6/15 1:57 PM
< sent o
[ mary cassidy Mary Cassidy /admissions/transfer-students.pcf A 4/24/15 9:07 AM

\:‘ Brandon Scheirman Brandon Scheirman /academics/library.pcf 4/8/15 8:34 AM
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The Workflow screen includes the following features and functionality:

e The number of items in the Workflow

* Filter tool to narrow down visible results in the list view

* Selection checkboxes to select and delete multiple messages at a time, or to view a
single workflow message

* Sortable columns in the list view. Messages can be sorted by From, Approver, File,
Status, or Date

*  The linked file name which can be clicked to preview the content

* Status icons indicated where the page is in the workflow process

* The date and time that the content was sent for approval

File

The approver can click the linked file name to preview the content. Content that is sent to
an approver is automatically checked out to that user; he or she can perform various
actions on the content, including decline and revert. For example, if the content is an
image, clicking the link in Workflow will bring up the Image Editor. If the content is a
page, the preview of the page is shown.

Status

A status icon is shown in the Status column for each content item. Content listed in
Workflow can be previewed by any user, but it can only be checked out and modified by
the user to whom it was sent. Clicking a status icon shows the Workflow Message.

Status lcon Description

l Pending Approval (by another user)
@ Pending Approval (by the current user)
(Zx) Approved and Published

q; Declined

0 Cancelled from Workflow

View

When content is sent for approval, the sender can attach a message. This is associated with
the item in Workflow as a Workflow Message, which can be viewed:

* Hovering over the file row and clicking on the View option

*  Clicking the Status icon

* Selecting the checkbox next to the item and clicking View

From within the message, users can:

*  Click the linked file to preview the content sent for approval

*  View the workflow details, including the site from which the content originated, the
status, the date of the latest action indicated by status, who sent the content and the
approver. This also shows the message's details: the date and time the message was
sent, the subject, and the message (if any).
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* Declete the message
*  Reply to the message
* Navigate back to Workflow

Mailbox Workflow Message
= Workflow
Workflow Message File
Site
X
I Status
< sent Action Date
Approver
Date
Subject
Message
Reply

You can reply to workflow
messages by clicking the Reply
button in the message. The Reply
dialog is shown. You can add
additional users or groups to the
message, change the subject, and
add a message. Optionally, a copy
of the message can be sent by
external email in addition to the
internal OU Campus message.

Clicking Send will send the
message to the designated users
and/or groups and will return the
user to the original Workflow
message. Clicking Cancel returns
the user to the original Workflow
message without sending a reply.

Delete

Workflow items can be deleted

with one of the following actions:

* Hovering over the file row and
clicking Delete

*  Clicking Delete in the Workflow Message view

/admissions/transfer-students.pcf

gallena-sandbox
Approved & Published
N/A

Mary Cassidy

4/24/15 9:07 AM
Approve this page!

Added content, etc

Back to Workflow
Reply (2
To || s agmissions
Subject  Re: Approve this page!
Message

I've looked at the page and made some extra
changes

Send a copy by email

Send external email in addition to internal OU Campus message

*  Selecting the checkbox next to the item or multiple items and clicking Delete
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