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CREATE A COMMONSPOT ACCOUNT

Before you can begin working with CommonSpot, you’ll need to request access to a specific subsite within

CommonSpot. To obtain access to your departmental subsite, contact your department’s Webmaster or the
AU Help Desk at 202-885-2550 or ext. 2550.

LoG ON TO COMMONSPOT

Open a browser and enter the following web address, replacing your-dept-name with the site name of
your department:
e https://cms.american.edu/your-dept-name/login.cfm
e For example, OIT Training department staff will login using the web address:
o https://cms.american.edu/training/login.cfm
Enter your login credentials (MyAU Portal id and password). Then, click the LOGIN link.

UUser Login

By using this system, you agree to abide by American University's 1T
Policies

Please enter your user name and password,

welcome, please login

User 1D: | sharron |

Flease enter your Eaglehst ID.

If you encounter difficulties logging on to Commonspot, please contact the OIT HELP DESK by telephone at
202-885-2550 (ext. x2550) or, by email, at help@american.edu.



mailto:help@american.edu

ViEw AND WORK MODES IN COMMONSPOT

1. You will find a pencil icon at the top right-hand corner of the screen, L — . Select the icon and it will
slide out a complete menu.

@ AMERICAN UNIVERSITY (seacnay Q]

W A 8 HI NG T O N,

To view the page in Production mode and have access to the menu bars, select VIEW PAGE IN
COMMONSPOT.

To view the page in Edit mode and have access to the menu bars, select WORK ON THIS PAGE. The
recommended Work mode is All Changes (vs My Changes) so that if another person is also editing the
same page, you will see those changes in addition to your changes.

CoMMONSPOT MENU BARS

T=TopBar —_p | CommonSpot. ContentServer  Guick Find: irt FindPages »| Go|  Site: uwec | hillisif | Profile %€

D=Dashboard —p {+ My CommonSpot My Content New  Tools Reports  Admin  Help

P=Page Specific —» Properties v | Actions v Manage v Links v | Templates v

B=Bread Crumb —» | uwec || wehdev | | Web Development Services (Published Page - Viewing As Published)

e At the first level, the Top Bar (T) contains a Quick Find feature.

e The second level contains the CommonSpot Dashboard (D) tools, with information specific to your
site.

e The third level contains page-specific (P) tools.

e The fourth level contains a dynamic bread crumb bar (B). Selecting a folder from it will display a
complete subsite listing.

LoG Out oF COMMONSPOT

You will be automatically logged out of the CMS after a certain period of time has elapsed without activity, or
if you close the browser window.

1. To explicitly log out of Commonspot, do the following:
o While logged into your site and on any page, click on the LOGOUT link in the upper right hand
corner.

Site: au | Suzanne Barron | Profile | Logout .




PDF GUIDELINES

e Scanned PDFs Versus Text PDFs
Scanned PDFs are essentially a picture of a document. Just like a paper copy, the information is not accessible
to people who are blind and to many people who have low vision. Text PDFs, however, can be accessible if
they are prepared correctly.

e Distinguishing Between Scanned and Text PDFs
If you can highlight text in the document, then it’s a Text PDF. If you can't, the document has not been
rendered by an OCR tool, and assistive technology will not be
able to read it.

NOTE: A PDF with recognized text still requires work to ensure it includes alternative text describing all images
and objects that are not “background”.

Save an accessible PDF with Microsoft Word 2016: o - ew ot Options P
. . Page range
e Click File > Save As and choose where you want B sharsrcint ~ Nend OFF i
the flle to be Saved. @ OIT Training - Documents A OE:I:iT::agE 4
. . G o < — |1
e Inthe Save As dialog box, choose PDF in the Save I3 This pC pd OPeael From 1 tfre i 2]
. [ Desktop Fd Publish what 1
as type list. 2 Documents c] © pocument )
e Click Options, make sure Document structure tags & Downloads & G | Documentsnowing markup
r ene . . usic M Include non-printing information 5
for accessibility check box is selected, and click u ;’_‘t wl L Create bookmaris using [
OK' ; Videos 3 ) L 3
M 1
22 Local Disk (C2) = Document properties
Document structure tags for accessibility L
Save an accessible PDF with Mac for Office: BF aptions i
H . ave as type: a [[1 150 19005-1%ompliant (PDF/A)
e Select File > Save As (or press Command+Shift+S), Ml L 2 tmap test e
. [] Open file after publishing e e doYument with a passwor
and choose where you want the file to be saved. L encopt the dofoment with 3 passwrd
e Inthe Save As dialog, go to the File Format drop >
down box. Use the Down Arrow to browse through | e |
file types, and select PDF. n Hide Folders Tools = | Publish

e Select the radio button "Best for electronic
distribution and accessibility (uses Microsoft online service)." This ensures the PDF is tagged.
e Select Save.



MICROSOFT ACCESSIBILITY CHECKER

Info

Intro2016Redesign

My Documents

Protect Document

> Inspect Document
Check the document for hidden properties

Account
Check Accessibility

Options

Check the document for content that people
with disabilities might find difficult to read. ved d

the right of the document.

# | Comolwhatypesof changespeopecand. . O 10 S€€ information on why and how to fix
Protect
Document - an issue, under Inspection Results, select an
issue. Results appear under Additional
o Inspect Document . .
s monimios iore e INFOrMation, and you're directed to the
Check for Document properties, author's name al ~ « . . .
ssues - Font inaccessible content in your file.

ies are

E"ﬁ Check Compatibility

wversions of Word.

Check for features not supported by earlier

2. The Accessibility Checker pane opens to

1. From your document in MS Word, click the FILE tab on the ribbon, and
in the INFO section, click Check for Issues and select Check Accessibility.

Accessibility Checker ™ *

Inspection Results

Errors
I+ Missing Alt Text (69)
Warnings
4 Unclear Hyperlink Text
https:/fwww.editpad.org/
http:/fwave.webaim.org/
I» Objects notInline (48)
4 Repeated Blank Characters
6 Characters
9 Characters
4 Characters
7 Characters
4 Characters
9 Characters

3. Pictured is missing Alt-Text. Click the picture to select it, right-click, and choose Format Picture.

Accessibility Checker ¥ %
L T T . P erprise solutions for
nS[ O typerlink...
/ Repal Insert Caption.. & Sheriff scans on al
Errars
4 Missing Alt Text
&y Format Picture...
Picture 4
Picture 5
4, In the Format Picture pane, select the Layout & Properties icon, and

S ways to redesign a page
Description

Reduce number of pages, prioritize
fixing pages, and run Compliance
Sheriff on new pages.

enter a Title and Description.

Titles and descriptions provide alternative,
text-based representations of the information
contained in tables, disgrams, images, and
other objects. A Title can be read to a person
with a disability and is used to determine

Accessibility Checker ~ %

Inspection Results

Errors

4 Missing Alt Text
Picture 5

whether they wish to hear the Description of the content.

The Accessibility Checker automatically updates and removes errors as they are fixed on the page.

5. To save as a PDF, click FILE, EXPORT, Create PDF, click the Options button, and select Document structure tags

for accessibility.

Save as type: [PDF (*.pdf]

Document properties

File name: Intro2016Redesign.pdf

Document structure tags for accessibility I

options

[] Open file after publishing

[71150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
D Encrypt the document with a password

QK

| [ cancel




STEPS FOR CREATING/EDITING A WEBPAGE

e If you need to first create a new webpage, and then add elements to the page, go to page 6.

e If you are editing an existing webpage, follow the steps below. Detailed instructions for editing the
elements, creating links, and adding additional containers and elements, are found in the following
pages of this document.

1. Login to your website.
http://cms.american.edu/your-department/login.cfm
(ie http://cms.american.edu/cas/history/login.cfm)

2. Navigate to the page you want to edit. Then, click the pencil icon in the upper-right corner of the page,
and select Work on this Page.

< C Y | & American University [US] | https;//cms.american.edu/training/online.cfm o ¥r

1 CommonSpot. Content Server
E& AMERICAN UNIVERSITY igw Page in Commonspot

W A S HINGTON, DG
Site Aministration
£
Training > Online Videos My CommonSpot

Lagout

Training Home

Online Videos
By Category ~  Office of Information Technology

Training For ~ 25Live Reguestor

3. Click the element’s widget, and select the pencil icon/Edit Data to open the element’s dialog box.

| Text Block | Photo | Pull Quote | €——
Title: fonline videos
Enter 2 title for the text block
Subtitle: bfﬁce of Information Technology
& (contminer] Enter a subtitle for the text block
@| 2016 Text Block: No Changes: Current Content:
c & L (i Iz = & G2 B b
Edit Render Choose  Styl Comments =
Data [Properties Layout gy @ ! !
27 = T 25Live Requestor
25Live Requestor with Scheduler Privileges 25Live Requestor with Sc

4. Make your changes; click Save or Cancel.
5. When you are ready for your changes to appear on ‘www’, click the Submit button. If you are not
ready to submit your changes, click Logout. Your changes will not be seen on ‘www’.

Suzanne Barron | Profile § Looout i

B 2 work Items [T 0 Mew Posts Changes will only appear on the www site when the
. page has been Submitted and Approved.
8 | I@
= 8 3

6. Be sure to click Logout when exiting Commonspot, and then close the browser. Sometimes a page will
become locked for editing, if Logout is not selected before closing the browser.

Contact your webmaster first, with any Commonspot questions or issues!
The AU HelpDesk should only be contacted if you are unable to reach your webmaster.



CREATING A SITE PAGE

1. After logging in to Commonspot, click the Pencil icon to open the slider menu and select MY
COMMONSPOT. You can also select MY COMMONSPOT from the menu bars, if the webpage you’re
viewing is in Edit mode.

Logout

«| CommonSpot. Content Server
view Page in CommonSpot
wark on this Page

£t My CommonSpot

CommonSpot. Content Server

i

My CommonSpot

My Conte

Properties «

au

training

-0r-

fctions

Training COpg

Select NEW, PAGE.
Select the DESTINATION SITE and, then, click NEXT.
Choose AU 2016 REDESIGN from the Category dropdown, select 2016 TIER 3 CONTENT, and click

NEXT.

Category: | AU 2016 Redesign

- A
Searehiiirienas American Magazine

Al 2016 Redesign
=g
AU Layout Templates
AUpedia Templates
Office of the President
Simple Layout Templates

Standard Layout Templates

Template Gallery

Please choose one of the fallowing templates.

ICalEgDry: AU 2015 Redesign v I

Search Criteria: | Containing

[Catogory ————]

2016 Tier 2 Landing Page

2016 CPTOOLS Page Template

vl

AU 2016 Redesign

AU 2016 Redesign

I 2016 Tier 3 Content

AU 2016 Redesign

AU 2015 Plus One

AU 2016 Redesign Template (Tier 1
and 4)

AU 2015 Redesign

AU 2016 Redesign

5. Complete the fields on the metadata page, and click NEXT.
Name: webpage name without adding .cfm (ie. AboutUs). If you have a space in the name, it

> About-Us).

Title: used to alphabetically list the pages in your website (ie. About our staff).
Title Bar Caption: used by Google Search as the clickable-link to your page (ie. About OIT staff).

Publication Date, Expiration Date: only used if a page will be published at a date later than the
Submit date, or if a page will be deleted and users routed to another page.

@)
will be replaced by a dash(About Us -
O
(@]
o Description: 1-2 lines of text displayed in a Google Search.
O
| Main |

Title:
Title Bar Caption:

Description:

Publication Date:

P
=kt

Expiration Date:

1 check Spelling

[Redesignexamplez
4 short name for the page from which the page's url vill be derived.

+
|Redesign Example 2

The title of the page.

[Example 2 | OIT | American university

The title to appear in the browser's caption bar.

Use this page as = starting point for your website redesign.

A brief summary of the page's content.

CommonSpot Pages |+

The category this page belongs to.

Enter 3 comma delimited list of keywords, or press 'Select Keywords...' to
chooss from a list of existing keywords.

Select Keywords...

07/10/2017 15:35:16 |3F|
Pick the scheduled publication date for this page. Before this date, this
page will only be available to authors, approvers and administrators.

Unknovn -
Page Indexes ] Full Text and Search Element Results

None ]

Content will expire at the specified date and time (server time)

I: Next IJ:( Cancel

| Layout | Social Graph and Options

ier:

Tier 3 .

[Content) page?

==Tgn- Only: 15 this a Tier 1 {

Include Title Bar?

Required for most pages.

6. After clicking NEXT, choose
Tier 3 from the dropdown and
click SAVE.



| 2016 Tier 3 Header: No Changes: Current

CAS > Economics > MA Program > Admissions & Requirements

The TIER 3 HEADER is the breadcrumb trail: the page name will not be clickable b/c you’re on that page; the
subsite names to the left of the page name will be clickable.

In the above example, Admissions & Requirements is not clickable but MA Program, Economics, and CAS are
clickable. Admissions & Requirements is the only portion of the header that you can edit.

1. Click the 2016 Tier 3 Header widget for access to the Page Title field. By default, the text you entered

in the Metadata dialog box when creating the page, in the Title field, will display. You can change this
text, if necessary.

Edit Data

@z0OX
Please enter the following information for the '2016 Tier 3 Header' element.

Page Title: Admissions & Reguirements

This should generally match the "Title Bar Caption" in the Standard Page properties dialog. Max B0 characters

Check Spelling

._] Save J{ Cancel

Note: If you don’t enter a HEADER, an empty blue bar will display across the top of the page as you scroll
down the page.



TEXTBLOCK

1. Select Click to insert new element. In the Element Gallery, click the AU 2016 Redesign section, and

choose 2016 Text Block.

2. You’'ll be returned to the webpage; click Define the Text Block settings to open the Text Block dialog
box.

= American Magazine

+ AU 2016 Redesign

toinse

0 insect new slement
giner)

[]|{containar)

2016 Spotlight
An element to spotlight one or two items

Iraining Home

5 Click to insart naw._slement

By Category e

2016 Text Block
Formerly, Text Block M120

2016 Tier 2 Calls to Action
Three CTA buttons for use OMLY within th

=+ (container)
{8 | Define the Text Block settings...

_d Click to insert new slemeant

3. The only mandatory field is Content. If you enter text in the Title or Subtitle fields, that text will be

formatted differently than the text entered in the Content field.

e Title - text here uses H1 (Heading1) tag
e Subtitle — uses smaller text
e Content —type/paste text here

o If you want to outline (use a different style), be sure to follow an H1 tag with H2 tags.

o If you are outlining below an H2 level, use an H3 tag.

o You should not follow an H1 tag with an H3 tag because your page will no longer follow
accessibility standards for ADA/Section 508 compliance.

Text Block | Photo  Pull Quote

Title: |0ptiora| <H1= heading here

Enter a title for the text block

Heading 2

<H2> | Remove Tag Remove Classes

5. REMEMBER: the default style is Normal.

If you want an outline:

<H1>Title
<H2>Category 1

Subtitle: [optional subtitle here Normal Style text
Enter a subtitle for the text block <H3>
Content:
¥ ad9 cuneBimzuE=q- Normal style text
- © B Heading 2 - <HZ>Categ0ry 2
eading 1 Normal style text
Content is requi Heading 2 ormal style tex
. _|Heading 3 <H3>
Heading Zuesding« Normal style text
Heading 5
More text. and rm:s
Formatted 4. If you do not see the dropdown for the

Heading styles, click the dropdown arrow,
select Add/Remove, check Format.

=0-0 B b4




You can have one photo or one quote per TextBlock. Click the appropriate tab at the top of the dialog box. If
you have both a photo and a quote, the photo will display, and not the quote.

If you want an existing picture upload to the webserver so you can use it on the webpage:

7.

ouhkwWwNE

Right-click and save the image

Click the Photo tab in the TextBlock dialog box

Click Select Image
Click New

On the next screen, click Choose File and navigate to the location of the photo file on your computer.
The Description field is required for ADA/Section 508 compliance. This text will be read aloud by a
browser reader to a visually-impaired person.

Click Save.

Target Subsite: \ ftraining/ b

Upload New Image] ‘ Choose File | o file chosen

escription:
C NOTE: Dascri

Category: [News
Keywords:

= full path (diractary and filenams) of the imags to
=dd this site's imags repository.

ption is used as the image alt text, important for

sccessitility.
=

/
v
QA mst, or press ‘Select
= fro .

fim y ress
osa from a list of existing keyword

¥ Include in Public Image Gallery

&fﬂ Cancel

Choose Image/Quote Layout dropdown to change the size of the photo. A Pull Quote may look better

by changing the Padding to BOTH.

|| Text Block | Photo | Pull Quote |

Title: [Max 80 characters
Enter 2 title for the text black
Subtitie: [Max 80 characters
Enter a subtitie for the text block
Cantent: ~ - —
¥ 2@ ABR@EH B IE =g
=epE
Generally speaking, you should use multiple text blocks with headings to
break up your content for the reader.
An Image takes priority over Pull Quote.
<P> Remove Tag Remove Classes
[This panel will help you configure special propertes for the slements in your page.
HINT: Use Shift+Enter for a normal line break
Enter the content for the text block
Padding: Default ¥
Image/Quof
Layout: Full Width
e L. like for either the Image or Pull Quote. "One Third" options are only available for images.
Half Right
One Third Left "
Check Spellit gre Third REM [d save ¥ canc

e Full Width — Picture/Quote will display above the text,
span across the width of the container.

e Half Left/Right — Picture/Quote will display next to the
text, and the text will wrap to the side of the picture/quote.
e One Third Left/Right — Picture/Quote will display much
smaller next to the text.

The new elements (in the AU 2016 Redesign dropdown) have
many options. Try different options for different looks.

Login to:

http://cms.american.edu/cptools/login.cfm and, in the left nav
bar, choose EXAMPLES to learn about the options for the new
elements.

10



+ (container)

itle Field
s;ubtitle

cﬁanging the font style from Paragraph to

tr'ée text will wrap around the photo.

u} Click 2 insert new slement

T}%n's is text in the Content Section of 2 TextBlock. A photo is added, clicking on
tr'ée Photo tab at the top of the TextBlock dialog box. Eclow the Content Section
Oﬁ the TextBlock is the Image/Quote Layout field. The default is Full Width.
Nfctice how the title is above the picture. You can change that by removing the

te%sxt in the title field, adding it as the first line in the Content Section, and

(és it is in this example), it won't fit across the top of the text box - you can chg
fri:nm Full Width to Half Left, Half Right, Third Left or Third Right. If you do that,

j@.{:onfameu
il—.a Click to insert new_element. _______

<€ >

Picture not big enough
so it doesn't fit across

Heading 1. If the photo is too small

Content:

ih BB Y  Ahe
E@!EPararah -

Paragraph
TitleT=a Heading 1

This is textHeading 2
clicking on |Heading 3

| selected ‘Title Here’, click the dropdown next to Paragraph, and changed to
Heading 1 to make it have the same style as it did when it was in the Title

- Field. You don’t have to do this; just showing how to replicate if you want a
title style.

(container)

i % (container)

Title Here /

Heading 1 text
under photo

This is text in the Content Section of a TextBlock. A photo is adde

This is text in the Content Section of a TextBlock. A photo is added, the Photo tab at the top of the T extBlock dialog box. Below the C

11



Upload New Image @2 X
Please specify the full local path of the new file which you wish to uplead, and enter the appropriate
information regarding the new image. Note that only new images should be uploaded from this dialeg. If you
are updating an existing image, please do so through the Tools = Find Images dialog.

Target Subsite: |.-’tmining.r' v| Eq

Upload New Image:}]| Choose File | class.jpg
irectory and filename) of the image to

add this site's image repository.

Description: Iwill be read to a blind person by a browser reader |
NOTE: Description is used as the image alt text, important for
accessibility.

Category: ‘ News hd
Keywords:

Enter a comma delimited list of keywords, or press 'Select
Keywords..." to choose from a list of existing keywords.

Select Keywords...

¥ Include in Public Image Gallery

) check Spelling | | save F Cancel
=

4 (container)

This is text in the Con|
TextBlock. A photo ig
the Photo tab at the {
extBlock dialog box.
Section of the TextBI
Image/Quote Layout
is Full Width. Notice

above the picture. Yo

HINT: Use Shift+Enter for a norm

Enter the content for the text block 4 1
_ § — this gap will always be here  fext
Faddino g Default ¥ adding it as the first |ife T T COMTENT SECTIOM, amoeanging
Image/Quote § . . - goimrewe
Layout: Paragraph to Heading 1. If the photo is too small (asitisin th

Select the Layout you would like for sither the | |y o't it across the top of the text box - you can chg from Full

Another method for adding a large photo to the top of the webpage. See next page:



Element Gallery

Please choose one of the following elements to insert.

Eﬁ AMERICAN UNIVERS

W A &8 H I NG T O N, + AU 2016 Redesign

2016 Alert/Error Message

[E]| (container)

+

2016 Blockquote

Training > Test Page 2016 Browse Programs
Collapsible element for school homepages to showcase links
2016 GeoChart API Map

- £ Bl (14 —~

_d Click to_insert naw _slement

g draw and fill in a map
[B| (container)

- 2016 Hero Image with Text
8| (contsiner) S — = He

. Herd Content section. This supp
o [E|{eontziner) simple text overay for introductory or highlight purposes. H1
Training Home @ supported in this element.

Quick Find: |

| CommonsSpot. Content Server

New Data

Please enter the following information for the "2016 Hero Image with Text’ element.

| 2016 Hero Image | Tees Fere @i

| AMERI

Surtitle Text: ‘

This text is wrapped in 2 < small =

Title Text: I

Max B0 characters

Training > Test Page

ge appears in a blue box.

A

Training Home No HTML. Two line breaks (hitting enter twice) will be converted into new paragraph tags.

Text Vertical
By Category ~ lign: Center ¥ |

21l massages are left slignad, bu

Training For g

Sackround image §|ze is very Iérge
Contact Us ~ Image: Sslsct Imags...| (Clear| 1310 pixels x 500 pixels

1310x440-520px

J

Hmmm...a bit too big, would need to make height smaller:

®Es

)
Training Home ®

By Category v

This is text in the Content Section of 3
TextBlock. A photo is 3dded, clicking on

Training For v




e Uses a Grid Layout Container.
e Must be bulleted or numbered — although they won’t appear
e If you receive an error after page refreshes, go back to the Content section, delete everything, restart.

=+ {container) QU I CK L I N KS

+JICK LINKS American University

American University Bender Library

Bender Library Google

Google

_d' Click to insert new element

Edit Data

Please enter the following infermation for the 2016 Link List (Local)' element.

CMs-
Only
Mame: [qlinks

Try to create a unigue identifier for this list of links in order to distinguish multiple Global

Header
Text: ’auick Links

Max 30 characters. Should be something like Quick Links, Related Links, etc. Two words

Link
List: 4 G2 @ %4 n@oef =[Ee- B

wd-o B

« American University
« Bender Library
« Google

“P> Remove Tag Remove Classes

Properti
This panel will help you configure special properties for the elements in your pag

HINT: Use Shift+Enter for a normal line break

WARNING: Content outside of an ordered or unordered list will be stripped,

List

Style: Extra Compact ¥

14



SuUBMIT A PAGE

1. Do one of the following to submit changes for approval:
o Click the yellow arrow and, then, click SUBMIT PAGE to submit all the changes on the page at

o Tewt Block: My Change: Work in Progress Undated Content
& 4 (= R ) s X
Data Render Lavout Style Submit | Submit | Discard

Made page |Changs

o Use the one-click SUBMIT option in the upper right corner of the page.

rtunities {Published Page

2. If you have no approval or publish rights, the SUBMIT ALL CHANGES dialog displays an informational
workflow message at the top of the dialog, without options to bypass approval or approve
automatically.

Submit All Changes for Publication

Enter the following information to submit your changes for publication.

€
4+
#

Approval By The following other uzers andfor groups must approve some or all of these
Others: changes befare they can be published.

& admin-issues {Approver)

Publication
Comment:

Please enter an appropriate carnment for this change,

Actions: Treat content change as major

O view page as published after submissi

[ send publication notification
when thiz change is publizhed, zend email notifications to the following people
[enter a cornma delimited list of email addresses):

[ send approvers notification email

[l check spelling | « submit £ cancel |
3. Log out of a page after submitting your changes. Go to View, View As Published (which won’t show
the changes you just made until they get approved).

15



4. If you are a member of a group with approval rights you have the option of approving and publishing
page changes at once on submit, as shown below, or optionally de-selecting the approval group to
either request approval from another group member or to re-review and approve at a later time.

Submit All Changes for Publication

Enter the following information to submit your changes for publication.

€
14
4

Approval: You are an approver for one or more of the changes you are submitting. Check
the approvals you wish to perform upon submission, Uncheck those that vou
wish another group rermber to perform, or that vou want to do yourself at a
later tirme

&° cpadmin (Publisher)

Publication
Comment:

Please enter an appropriate cornment for thiz change,

Actions: Treat content change as major

[ view page as published after submissi

[ send publication notification
when this change is published, send amail notifications +o the follawing people
[enter a cornrna delimited list of email addresses):

[ send approvers notification email

Check Spelling « submit X Cancell

5. Once you have submitted the new content or the changes for approval, the PENDING APPROVAL icon,
A replaces the WORK IN PROGRESS icon, ™ next to the content in guestion.

Quick LINKS ENTRIES

Link to an Existing Commonspot Page

1. Inthe Link Action dialog, select PAGE OR BOOKMARK ON PAGE from the Type: dropdown. Then, click
the CHOOSE FROM CURRENT SUBSITE button.

| Link Action !MouseoverAcﬂDn Link Window Froperies

To change thelink action_celect the appropc te linl type below theo coecify the action,

Type: |Page or Bookmark on Page v

Link to an existing page, previously uploaded file or registred URL.

| Chaose from curent subsite... || choose.. | Baokmark... |

2. Click the Subsite: dropdown to change site location, if necessary.
e If you do change location, click the FILTER button to update the page results.
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3. Click a Subsite Page to select that page.

Choose Subsite Results @zX
The following a earch. To modify your search, please enter new crite
e
Search Cr’lteNCnntalns v |
ST |1 e T sadata [keywards FuHTexq@ﬁ]Tag-
v

[Subsite: [ trainingd |

Date Restrictions: | =437 -~
. [Jabroadstau i
Subsite [ [ Jacademics Click to
[Cactiviies update results
2011-05-3b, \ Training 0 & [admissions
[atbreak
2012-01-19 Technical T @ alumni ’ ha/ &, B2 [ GO
# [ americanmagazine )
2009-03-02 Trainer Pre @ (] americantoday ho! &2 b5 [ @il
. i [Janewau _ )
2012-01-03 Training fo Jartcaloguia ho! o G [eg O

4. After selecting the page, which will be highlighted in blue, click the USE HIGHLIGHTED PAGE link.

Date Page Title Subsite _ Actions

- A
2011-05-31 Training Opportunities ftraining/ e I 5 P |}
2012-01-19 Technical Training Opportunities  Atraining [ — Lu_. 59 JD
2009-03-02 Trainer Prafiles Araining/ —— A E} 51| |

@ Use Highlighted Page i Close

5. Click SAVE. Then, click CLOSE.

Link to an Uploaded .PDF
Note: You can upload a .pdf and link to it at the same time by choosing NEW UPLOADED DOCUMENT.

Linking to a document uploaded to the CMS is a two-step process:
1. Upload the document
o While in edit mode on any page in your site, click the NEW menu on the Dashboard.
o Select UPLOADED DOCUMENT.
o Select your site folder and click NEXT.
o Click the BROWSE button next to Local Filename, locate and select the file you want to upload;
then, click OPEN.
o When you return to the Upload New Document window type a unique name in TITLE box.
Complete any additional information, as necessary, and click NEXT.
2. Add the link.
o Inthe Link Action dialog, select Uploaded Document from the Type: dropdown.
o Click CHOOSE FROM CURRENT SUBSITE and select the .pdf you uploaded to the site.

Insert Formatted Text Block Link @

Please choose which of the following link types you wish to insert:

Link Action | MouseoverAction  Link Window Properties

The link's properties are currently set to the following:

Type: Mo Link
To change the link ae laiib iatelinleipabaloumtben specify the action.
Type| [Uploaded docurnent v

Link to an uploaded document.

I Chooss fram current subsite... I Chooss... |

Click either the 'Choose from current subsite...' or the 'Choose..." button to
select an uploaded document to which you want to link,

Display the link with the following properties,

Link Display: | Mormal Link £2

i save ¥ cancel
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3. You can upload new versions of existing documents, through the FIND or MY UPLOADED DOCUMENTS

dialogs or through reports: click the Metadata & Security icon for a selected document, then click

UPLOAD NEW VERSION.

Sdemof

Ademod

Sdemor

fdg== ;tandard Properties. ..

4 Custorn Propertiss. ..

i Uploaded Document Details ...
St Security. .

S My Tags. ..

/e Wersion Historw, .,

" seiect ilate iipfions

P [rogetite  [state [ Subsite

£010-05-13 simple WYSIWTE (templace] L

F010-05-049 stylesheeteetTasting W
o W
-
Q) L

F010-04-71 o=l ¥ird ¥

E010-04-21 Pagsl

2010-0d-21 Basz Plus D0z itzmplate) L4

2010-04-20 T=mplateTesting L

AN A S RS N R F S . add

Upload New ¥ersion..
ol il

Actions

LR an
&3 a0
& [ [ S0

R |
@@ a0
7 [s§ A0
? [ Al
7 (g A
S ]

Link to an External Website

3. In the Link Action dialog, select UNREGISTERED URL OR RELATIVE INTERNAL URL from the Type:

dropdown.

4. Type or paste the full URL of the page you wish to link to, starting with the http:// protocol.

Link Action | MouseoverAction  Link \Window Properties

The link's properties are currently set to the following:

Type: Mo Link

To change the link = Fren=r=ret =

Type| \Unreglstered URL or Relative Internal URL w

Entar the full URL of an external page or document, or the relative URL of an

internal page or docurnent to which you want to link. External URLs must

specify "http://* or another protocol specifier. Please note that URLs provided
re are oot automoatically undated when pages are moved or renamed.

specify the action,

|http://www.google.com

Search Data

@ <X
Please enter the criteria by which you want to search, and any other options as desired.
Filter: All records
® Subset of records
v [nNews.newsid v | [Eguals v || v

[~Add crif News.Title

MNews.Author
MNews.Subtitle

News.Abstract
News.Topic

Sort Ord|{ News.Publication Date
Mews.Content

Ascending ¥

News.Tags
News.Publication

Mews.Contact Name
Hews.Contact Bhane

= View Records ¥ Cancel

News.Contact Email

UL Searg| 'evs-Nevs Photos Add
= | News.Profile e

¥

News.Media
@ Showil Mews.newhedialDList
Author

Date Added

Last Date Modified

¥ Close
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2016 REDESIGN CONTAINERS

A container is added to a webpage to establish the layout of the page, and elements are added within the
containers. To add a container to the page, select the CLICK TO INSERT NEW ELEMENT link.

—d Click to insert new element

Choose AU 2016 REDESIGN: CONTAINERS from the Element Gallery.

+ AU 2016 Redesign: Containers
2016 Edge to Edge Background Container
Adds a colored container to the page

2016 Flex Grid Container
The container grid for the Flex and Facts elements

2016 Flip Gallery Container
The container grid for a flip gallery

2016 Grid Layout Container
Provides the ability to create varicus column layouts.

2016 Tabbed Container
Anywhere from 2 to 5 tabs with corresponding containers.

+ (contsiner)
Dafine the Grid Layout settings...

al
New Data

Please enter the follding information for the '2016 Grid

[ right Sidebar

A GRID CONTAINER is used when selecting an element from the 2016
Redesign gallery.

A FLEX GRID CONTAINER is used when selecting an element from the
2016 Flex Modules gallery.

If you want an additional container (ie. for a Promo element or
Quicklinks), insert the Grid Container, select the DEFINE THE GRID
LAYOUT SETTINGS link, and choose RIGHT SIDEBAR from the
Columns dropdown.

Below: a Grid Container with Sidebar; there are now 2 containers.
The larger container has a TextBlock, and the smaller sidebar
container has a Flex Grid Container, which contains the Flex:Promo
Text Only element.

[Bl| {container)

& 2016 Grid Layout Container: Mo Changes: Current

@ 2016 Text Block: Mo Changes: Current

F Inu a brauuate Froqram @ Flex: Promo Text Only: Ni Changes:
rrom researching rural development in Colombia to earning a master's degree in SCHEDULE AN
outh Korea, graduate students at the School of International Service can study APPOINTMENT

@ 2016 Flex Grid Container: No Changes:

Flex elements MUST go in a flex container. So...in your sidebar container, add a Flex Grid Container if you
want something like a Promo element (previously Tout). Click to define the Flex Grid Container and choose 1
from the dropdown. THE NEW CONTAINER WILL LOOK TINY!! Don’t let this bother you, it will all work out. : )
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FLEX GRID CONTAINER

Use the FLEX GRID CONTAINER w/a layout of 3 Boxes (can use 3 or 6) for the FLEX: PROMO elements (Promo
with Image, Promo Text Only):

' gram Offerings
% it Data

Wgier the following information for the '2016 Flex Grid Container’ element.

Grid Tit! e:‘

|Prog ram Offerings
If you'd like to title this set of Flex elements, add one here.

Number of Boxes:l 3
“‘ main container 1-6 supported for Right Sidebar usage.

| Flex: Promo Text Only: No Changes: Current
\ | save ¥ cancel

Check Spejfing

&/ Flex: Promo with Image: Mo Changes: Current

E(contziner] Select Image...| | Clear|
640x366 recommended. 350x200 minimum <_—

& 2016 Flex Grid Container: No Changes: Current
@

SCHEDULE AN
APPOINTMENT

Have a question about a specific
program? Meet with OIP staff to
discuss your guestions and

options.

EMAIL US

" Click ta insart naw elamant



