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Web Addressfor Training
http://mirror.frostburg.edu/training

Common Tasksin the CM S Guide



Getting Help

Quick Test Script
Documentation that takes you quickly through a set of common tasks.
Quick start, page 4-9

Common Task in the CM S Guide

Editor Quick Reference
Provicesa Y ou can have a quick overview about all functions available in the default
CKeditor toolbar.

Editor Documentation isonline at http://docs.cksour ce.com/

The documentation isfor Version 2.0 of the Editor. We are using version 3.0 of the
Editor. Most of the documentation is correct for version 3.0. If you have questions,
contact Stephanie or Jonathan for assistance.



Logging In and Getting Started
Open your browser.
Go to your web site and browse the page you want to work on.

Your CMS pagesareat http://mirror .frostburg.edu

(Thisistesting URL. Y ou should be editing files on the mirror.frostburg.edu web site.
Contact the webmaster for assistance. )

PressESC L.

: Please Log In

Username”

Password”

[T Remember Me

Log In

*Required Fields

Enter your FSU username and password and then press Login.



The CM S toolbar will display above your page in the window header area.

J ¥ Test Page - Frostburg State University | B3 |

} 2 Properties o2 Add.. [ Wersion History 33 Delste () Site Manager & Eclit In-Conbext  [# Edlit Drafts Welcome, Stephanie Ceznick Log Out
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CMS Toolbar
Properties

Define page properties - Title, web page manager, etc.

Add
Add content using a ssmple drop-down while browsing a site.

Version History

The version history of a page can be useful to determine how many times the
particular page was edited. Y ou can go back to an older version and edit it and save,
preview or publish it.

Delete

Site Manager

The Site Manager is the primary tool for organizing and maintaining your website
content. It provides several features for viewing your site structure, allowing you to
easily locate content in large websites

Edit In-Context

CKeditor is alightweight text editor to be used in web pages. It provides most of the
commonly used functions from desktop editors like Word to the web. By using
CKeditor you can write text, format it, create tables and much more. The editor doesn't
need any kind of installation on your computer. The only thing you need to work with
CKeditor is a compatible Internet browser, like Internet Explorer, Firefox, Safari or
Opera

Edit Drafts

Drafts are a collection of pages that have been edited but not published within the
system. Drafts can be used for saving content changes that are in progress or are being
donein collaboration between two or more content authors.

L ogout



Start the In-Context Editor
If you want to edit this page, click on the Edit In-Context option on the CMStoolbar. If
not, browse to the page you want to edit and click on the Edit In-Context option.

Y ou will see amessage if adraft version of the page exists.

} P properties o Add..  [F version History 3 Delete () Site Manager ¢ Edit In—C%x‘t EEd'ﬂ Crafts Wiglcome, Stephanis

Drafts found. Select a draft from the list and click "Select Draft”, or click "Use Published WYersion" to edit the currently published version.

Drafts: |D?/2?/2010 9:49 &M by Stephanie Cesnick j Select Draft | Use Published Yersion |

Y ou can select to edit the draft or open the published version.

Start Editing
The In-Context Editor toolbar will display at the top of the page under the CM S tool bar.

T 2 B T
} nF‘roperties oA Add.. |2 Wersion Histary 3% Delete () Site Manager 2 Edit In-Context EEdﬂ Drafts i
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The Editor window opens on your page. A light dotted line appears outlining the editable
content area on the page. Place your cursor in the editable area to begin editing.

EUndergraduate Regquirement:

Requirement Overview

EYDL,I may major or minor in For
‘concentration in French & Spa
your major language (French

A Edit In-Context Quick Reference chart follows describing each option in the In-
Context Editor toolbar.



Edit In-Context Quick Reference

:J

1| “ersion Hizto

¥e e

DB W W% e oM &|E @B I oe|ii= :
IE E = EQQP"EO n E Q'EEFont’ |'] Size[ |']|A='
[ Publish & Save Dralt gCanCEIEditing | 0 add Intemal Link. 00 Insert Eomponent| E | Shyles +| Farmat e @.l E

: .

1

i

In this section you can have a quick overview about all functions available in the default CKeditor toolbar.

Common Toolbar Functions

Toolbar Element [Function

[=] Source View or edit the document source code (for advanced users).
E Saves the page you were editing.
E Select a layout template.
& Cut the highlighted text to the clipboard.
By Copy the highlighted text to the clipboard.
E ﬂ Paste the data copied to the clipboard (with or without formatting).
Paste content copied from Microsoft Word or similar applications.

Spell check the text in the document.

K7 Undo or redo the most recent action taken..
& Find a word or phrase within the document..
& Find and replace a word or phrase within the document
Select the entire text in the document.
&P Remove the formatting from the highlighted text.




B 7 Applies bold, italic, or strikethrough formatting to the highlighted text.
== Creates numbered or bulleted lists..
iF iF Increase or decrease the text indentation.
"» Format a block of text to identify quotations (text provenient from other sources).

Sets the text alignment (left, centered, right or justified).

i
?I

Converts or removes the text in hyperlinks. It may also by used to manage file uploads
and links to files on the web server.

Inserts or modifies a link anchor.

Inserts images into the document..

Inserts a Adobe Flash element into the page.

A ® EBE| =

Creates a table with the defined number of columns and rows..

Inserts a divider line (horizontal rule).

Inserts symbols & special characters (accented characters, trademark, currency symbol,
etc.).

Inserts a printing page break. Only impacts printed version.

Style

Format

Fort

4

|Size

Styles & formatting determine the appearance and semantic value of your document.
You may use the drop down boxes to apply styles, set the font, its size, etc. To remove
the applied style select the style name again.

Changes the color of the text..

Maximizes the editor size inside the browser.

Shows where the block elements boundaries in the text.

Shows information about the CKeditor.




Y ou must

elogin tothe CM S,
eselect the Edit I n-Context option, and
eclick in an editableregion on the page

before doing the following common tasks.



Working with Text
Next section:
Working with Text & Email Links

Add Text or Edit Text

When you click the Edit In-Context option from the CM S toolbar, the Editor tool bar will
display below the CM S toolbar.
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College of Liberal Arts ‘.

Department of Foreign Languéﬁes & Vit

i - VI o Undergraduate Requirements Dotted box outlining editable area
Department Home

Put the cursor in an editable area on the page where you want to add text. A light dotted
line appears outlining the editable content on the page. Place your cursor in the editable
areato begin typing.

Working with Text & Email Links
In this section:

Internal Links

Add aText Link

Edit a Text Link

Add an Email Address Link
Edit an Email Address link

Next section:
Working with Images




Internal Links (linking between pages in your web site)

Y ou can use the Internal Link option to select alink to another page in the site (not an
external link to adifferent page/site). Because the selection of the internal link happens
within the CMS, thislink reference is always maintained accurately even if atarget page
ismoved or renamed.

To create an interna link:

Click the Add Internal Link optionl >l

. Select Link

r Keyword Search
preziden] Search |

In the Select Link window, you can find the page or file you want to link to by
searching using a keyword that appearsin thetitle of target page. Then click OK.

Select Link

Keyword Search
president

Title ﬂ

__|Home Page » | Administration » | Administration Home

T

_| Home Page » _7| Department Home » |_7| Parents

; Home Page » | Department Home » |7 President's Office

m__ I o

| Home Page » _'“ College of Businezs » |__JNews » Sample
Student & Professor Win Award

O O 0 B

oK | [ Cameel |
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In the search results page, select correct page by clicking the radio button control
in right column. Click OK to confirm your selection.

Add aText Link
Highlight the text that is to be the link.

Dr. Jonathan C. Gibralter's B

I onathan C. Gibralterji{aleE
University as its 14th presiden;
bringing with him a salid recarg
community leadership, He earné

Then click the Link option

Y ou will seethe Link window.

Link
Link Info | Tamet Advanced

Link Type

JURL =]

Protocol URL
I http:/ - I |

'

Link Type must be URL.
Protocol is nearly always http://.

Y ou can manually enter the web address of a page that you want to link to in the URL
field (www.frostburg.edu, for instance).

Or you can use the Browse Server button to upload and select afile from alist. Then
click OK.

11



) FCkeditor - Resources Browser - Mogzilla Firefox =] 5

I |_1'] |http:,l’,l’cmsdev.Frostburg.edu,l’plugins,l’lS,I’inContextEditor,ffckfinder,fbrowser,l’default,l’browser.htmI?Connect0r=°.-"o2F i_:'_':_?
[ i

(21 Administration

21 Budget

'E Adding a Poster Frame to Flash Video. pdf 296 KB Delete
'E budget charts fu2008. pdf 266 KB Delete
'E budget charts fu2003. pdf 160 KB Delete
ﬂ “irtualBow b anual pdf 3805 KB Delete

Resource Type

Upload a new file in this folder
Create New Folder I'P— Browse.. I Uplaad I

J =] ——
% "5 1l console [HTML~ | CS5 Script DOM  Net |© BE & o
|| Style v | Layout DOM

Edit | frameset.Frame = html

| Dane ,? 4

Alternately, if you want to link to anon-HTML file (such asaPDF or MS Word DOC
file), you can select the Browse Server button. Y ou will see the Resources Browser
window which lets you upload and select non HTML files using the Browse and Upload
buttons. Select afile from the list and you will go back to the Link window. Click OK.

Edit a Text Link

Right click on atext link and select Edit Link.

or

Click on atext link on the page and click the Link option

Y ou will see the Link window prefilled with the existing hyperlink information.

12



Link
Link Info | Tamet Advanced

Link Type

|URL =]

Protocol URL
I http:/ - I |

|

oK || Cancel |

I3FFar EUCFETTIrTT I A Tt et r

Link Type must be URL.
Protocol is nearly always http://.

Y ou can manually enter the web address of a page that you want to link to in the URL
field (www.frostburg.edu, for instance). Then click OK.

When adding alink to any www.frostburg.edu address be sure to use relative links
starting with the “/”. “/index.cfm” vs * http://www.frostburg.edu/index.cfm”

Alternately, if you want to link to anon-HTML file (such asaPDF or MS Word DOC
file), you can select the Browse Server button. Y ou will see the Resources Browser
window which lets you upload and select non HTML files using the Browse and Upload
buttons. Select afile from the list and you will go back to the Link window. Click OK.

Add an Email AddressLink

Highlight the text that is to be the link to the email address.

Then click the Link option a . You will seethe Link window.

13



Link
Link info Tamst Advanced

Link Type

JURL =l

Protocol URL

[rtp7 =1 |

For Link Type select E-mail. Y ou will then see other e-mail optionsin the Link window.

Link £
Link Info = Advanced

Link Type
| E-mail ;I
E-Mail Address

Message Subject

Message Body

[ ok | | Camed |

Enter the E-Mail Address. Message Subject and Message Body are optional .
Click OK.

Edit an Email Addresslink

To edit alink to an existing email address,

Highlight the link text or place the cursor in the link text. Then click right click and select
Edit Link,

or

click to select the existing link text and then click the Link option
14



Y ou will see the Link window prefilled with the existing email link information.

% Link

i Link Info | Advanced

1 Link Type
| E-mail =] EC
E-Mail Address

Iscesnick @frostburg edu
Message Subject

1

'€ Message Body N
T Ll

0K || Cancel |

Edit the options as necessary and click OK.

Working with Images

In this section:
Add an image
Upload an image
Edit an image

Next section:
Working with Images & Links

Add an image
Put the cursor in the editable region of the page where you want to insert an image.

JF.
Click theimage option — . Then click Browse Server to see alist of images on the
server.

Make sure Resource Typeis Image.



= L) X]

£ http:,l',l'cmsdev.Frnstburg.edu,l'plugins,l’18,l'inCnntextEditor,l'Fckfinder,l'browser,l'default,l'brnwser.html?Typej

Resource Type @Mmin' _ =
| Image ;I
- K campaian ipg 4 KE Delete
(1 Administration B lalaZing 5 KB Delete
[ Colleges [ personias org 3 KB Delste
(3 dwnamic BT President Jonathan Cipa 11KB Delete
(1 Technoloay BT president ipq 6 KB Delete
BE Sianature qf 3 KB Delete
[] Thumbs.db 22 KB Delete
Upload a new file in this folder
| | Create New Folder | IZ:"-&aculty"-—admin' Browse. .. | Upload |

I| | [T T T I3 mtemet

Click to select an image and go back to the Image Properties window.
If the image you want to useis not on the images list, follow the instructions in the next
topic, Upload an image.

| ® 10w -~

Image Properties

Image Info  Link Advanced
URL "
|fsu/assets//Image/ Administration/1glg2 jpg [
Altemative Texd
F:nrnpton Science Center
e Preview
rg  Width 130
Heiche——] c FROSTBURG STATE UNIVERSIT &)
firi =g :,:B ] L BT LA I':;' T
tu L Pl
i . . g Jcaun {’:, I
Border | SUSTAINABILITY INITIATIVE [Jmappepes
HSpace | | dolor sit amet, consectetuer adipiscing elit.
n | — Maecenas feugiat consequat diam.
it VSpace | | Maecenas metus. Vivamus diam purus,
= 2 - T cursus a, commedo non, facilisis vitae, nulla.
|gn| <not set> j‘ Aenean dictum lacinia tortor. Nunc iaculis, _lj
Wi i B

Once you are back to the Image Properties Window, enter Alternative Text for the image.
Thisistext that will display when images are disabled by user’s choice or screen reader
application.

The Width and Height will automatically be filled. The other items are optional.

16



Upload an image

Y ou will need to upload any image you want to use in your site. To upload an image to

: [ 4
the server, first you must click the Image option — . Next select the Browse Server
button and you will see the Resources Browser window.

) . : . 1L X
£ http:,I',I'n:msdev.Frnstburg.edu,l'pluginsll'18Il'inCnntextEditnr,l'Fckfinderll'browser,l'default,l'brnwser.html?Typej
R T .. -
SSOUEE Ype @Admlmslmlmnf v

| Image |
- EE campaign.ipg 4 KB Delate
[0 Administration i lalaZipg 5 KB Delete
(1 Colleges @ personas.png 3 KB Delete
(1 dynamic £ President Jonathan Cipg 11 KB Delete
(1 Technology BT president g 5 KB Delete

[ Sianaturs.qf 3 KB Delete

[] Thumbs.db 22 KB Delete
Upload a new file in this folder
| 1 Create New Folder | IZ:"-Jacult:.’"-admin' Browse... | Upload |

| [T 3@ mtemet [ -
]

Make sure Resource Typeis Image.

To upload a new image, select Browse...and select the image. Then when you return to
the Resources Browser window click Upload.

The new image will display in thelist of images. Click to select the image and return to
the Image Properties window.

17



Image Properties

Image Info  Link Advanced

URL
. |feusassets//Image./Administration1gla2 jpg
Altemative Text

Compton Science Center

| Preview
Width
rg pe |, o =
i Heiahtzs | E
i
t
r x e
Border SUSTAINABILITY INITIATIVE [[Foeegeupes
HSpace dolor sit amet, consectetuer adipiscing eit.
i i Maecenas feugiat consequat diam.
it VSpace | Maecenas metus. Vivamus diam purus,
s Al cursus a, commodo non, facilisis vitae, nulla.
|gn| <not set> j‘ Aenean dictum lacinia tertor. Nunc iaculis, =
e 4 3
T E
D
ok |[ Cameat |
S T T —

Once you are back to the Image Properties Window, enter Alternative Text for the image.
Thisistext that will display when images are disabled by user’s choice or screen reader
application.

The Width and Height will automatically be filled. The other items are optional.

Edit an image
Right click on the image to select it and open the Image Properties window,

or

|
Click to select the image on the page and then click the image option - to display the
Image Properties window.

18



Image Properties
Image Info  Link Advanced

URL
1 |fsu/assets//Image/Administrationglg2 jpg

Atemative Tesd
Compton Science Center

g T Preview
Width
rg 1 30 | & ¢ B
i, Hedhtg
[}
fud
r —_—
Border SUSTAINABILITY INITIATIVE [
HSpace dolor sit amet, consectetuer adipiscing elit.
n . Maecenas feugiat consequat diam.
it VSpace | Maecenas metus. Vivamus diam purus,
= Al cursus a, commodo non, facilisis vitae, nulla.
|gn| <not set> 'I Aenean dictum lacinia tortor. Munc iaculis, _lll
W 4 -

Use the Browse Server button to select a different image. Or, enter new alternative text
for the image or edit other image options.

Alternative Text isrequired. The Width and Height fields are automatically filled with
the image’' s dimensions. Other items are optional.

Working with Images & Links

I'n this section:
Add a Hyperlink to an Image
Edit a Hyperlink for Image
Add an email link to an Image

Next section:
Working with Non-HTML Files (like pdf, xIs, doc, etc.)

Add a Hyperlink to an Image (making an image clickable)

19



To add alink to an existing image on the page,

e Right click on the image to select it and then click Image Properties to open the
Image Properties window. (displayed above). Then select the Link tab.

| Image Properties
| Image Info | Link = Advanced
4 URL
i
- '
Target
! |:not set> vI
I
1
i
[ ok ][ canea |

Enter the full web address for the link in the URL field.

URL-Browse Server - See more about the Resources Browser window topic near
the end of this document for details.

The default Target setting is appropriate for most links.

When the link is going to an external web site you may optionally select “New
Window (_blank)”. Click OK.

or

e Click to select the image in the page and then click the Link option

Y ou will see the Link window prefilled with the existing hyperlink information.

20



i Link
Link Info | Target Advanced

] Link Type

! JURL =] E

_ Protocol

I Iﬁhﬁp 7 =
NI
|

[ ok || Canest |

._

Link Type must be URL.
Protocol is nearly always http://.

Y ou can manually enter the web address of a page that you want to link to in the
URL field. Then click OK.

Alternately, if you want to link to anon-HTML file (such asaPDF or MS Word
DOC file), you can select the Browse Server button. Y ou will see the Resources
Browser window which lets you upload and select non HTML files using the

Browse and Upload buttons. Select afile from the list and you will go back to the
Link window. Click OK.

About the Target Tab: The default Target setting is appropriate for most links.

When the link is going to an external web site you may optionally select “New
Window (_blank)”.

Edit a Hyperlink for an Image (editing an image that is clickable)
To change the link for a clickable image on a page,

e Right click on the image to select it and then click Image Properties to open
the Image Properties window.

Then select the Link tab.

21



% Link
Link Info | Target Advanced

1 Link Type

' JURL -] e

Protocol URL
I hitp.// - i

-
I Browse Server
'€

I

[ ok || canea |

Edit the web address in the URL field.
Y ou can manually change the web address of a page that you want to link to
inthe URL field. Then click OK.

Alternately, if you want to link to anon-HTML file (such asa PDF or MS
Word DOC file), you can select the Browse Server button. Y ou will see the
Resources Browser window which lets you upload and select non HTML files
using the Browse and Upload buttons. Select afile from the list and you will
go back to the Link window. Click OK.

The default Target setting is appropriate for most links.
When the link is going to an external web site you may optionally select “New
Window (_blank)”. Click OK.

or

e Click to select the image on the page and then click the Link option
You will seethe Link window.
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Link
Link Info | Tamet Advanced

Link Type

|URL =]

Protocol URL
I http:/ - I |

|

oK || Cancsl

I3FFar EUCFETTIrT I e rrter bl

Link Type must be URL.
Protocol is nearly always http://.

Y ou can manually change the web address of a page that you want to link toin
the URL field. Then click OK.

Alternately, if you want to link to anon-HTML file (such as a PDF or MS Word
DOC file), you can select the Browse Server button. Y ou will see the Resources
Browser window which lets you upload and select non HTML files using the
Browse and Upload buttons. Select afile from the list and you will go back to the
Link window. Click OK.

Add an email link to an image

Follow the instructions above but select E-mail for Link type and enter the email address.

Working with Non-HTML Files

(i.e., Acrobat files (pdf), Excel files (xIs), Word files (doc), etc.)

In this section:
Upload and link to non-HTML files
Update the version of alinked-to non-HTML file on the CM S server

Upload and link to non-HTML files

23



Definition: non-HTML file or document refersto file types like

Adobe Acrobat files - PDF,
Microsoft Word documents - DOC,
Microsoft Excel files- XLS, etc.

This discussion explains how to upload non-HTML files/documents and how to link to
thesefiles.

Highlight the text that is to be the link to the document file and click the image option
: [ 4

Or

Right click on the existing link (that will be changed) and select Edit Link.

Link
Link Info Tamget Advanced

Link Type

|URL =]

Protocal URL
I hitp// - I |

|

[ ok || Coneel |

dalaie-lail=ialalal

[=lag-ia B PRI S T TIrTr

In the link window, the Link Type must be URL.
Protocol is nearly always http://.

Y ou can manually enter the filename of afile that you want to link to in the URL field.
Then click OK.

Alternately, you can select the Browse Server button to display the Resources Browser
window.



f.'-‘ FCKeditor - Resources Browser - Windows Internet E 10| =l

il =) http:Il'll'cmsdev.Frostburg.edu,l'pluginsll'18||'inCnntextEditnr,l'FckFinder,l'brnwserll'defaultll'browsj

Resource Type @ .. .
w
I Fie Ll Administration/
- [ ] 092608 Black Diamond smallfiv 18363 KB Delete
(2] Administration ) pubagree pdf 27 KE Delete
pw reset locations bd 5 KB Delete

Upload a new file in this folder
I_ Browse... I Uploadl

[ [ | | | |5 emntemet [F 0w -

| |_] Create New Folder |

Make sure Resource TypeisFile.
You will seealist of existing filesin the CMS.

To upload anew file, select Browse...and select the file. Then when you return to the
Resources Browser window click Upload.

Thefile name will display in the list of files.

Click to select the file and to return to the Link window.

Update a non-HTML document on the CM S server
Definition: non-HTML file or document refersto file typeslike
Adobe Acrobat files - PDF,
Microsoft Word documents - DOC,
Microsoft Excel files- XLS, etc.

This discussion explains how to update a non-HTML file or document that is on the CMS
server.

Right click on the existing file link (that will be changed) and select Edit Link.
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Edit Link
Link
Link Info = Target = Advanced
Link Type
JURL =l
Protocol URL
|<other> ;I fsu/assets//Hle/Administration/pubagree pd
i
E
I
r d
3 [ ok || cancal |

Y ou will seethe Link window. (The Link window may or may not be prefilled with the
existing link information - Either way isfine.)

Click Browse Server and the Resources Browser window will display.
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il =) http:Il'll'cmsdev.Frostburg.edu,l'pluginsll'18||'inCnntextEditnr,l'FckFinder,l'brnwserll'defaultll'browsj

Resource Type @Mmin' . -

|File =l istration/

- [ ] 092608 Black Diamond smallfiv 18363 KB Delete

(2] Administration ) pubagree pdf 27 KE Delete
pw reset locations bd 5 KB Delete

Upload a new file in this folder
I_ Browse... I Uploadl

:lil_l_l_l_l_mlo Internet | R100% -

| "] Create New Folder |

To update the version of acurrent file, select Browse...and select the updated version of
the file. When you return to the Resource Browser window, click Upload.

Y ou will be prompted to overwrite the existing file.
x|

! E A File with the same name is already available, The uploaded file has been renamed to "pubagree(z). pdf"

Select OK.

Thelist of filesis updated to show the name of the updated file as well as the name of a
backup copy of the original file.

Below isalist of fileswith the updated version of pubagree.pdf and the backup copy
name pubagree(1).pdf.

D 052608 Black Diamond small flv
E pubaaree(1) ndf

E pubagree. pdf

pw reset locations bt
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Saving Your Changes

The CM S dlows you to save web page changes that you have made.

After making changes to the page you are working on, select the Save option = onthe
In-Context Editor toolbar.

Y ou will then see the Notify for Review window.

, Notify For Review

Motify other system users of the changes you've made to the content. Select the users you want to notify and entera
personalized message to the aroup. An email will be sent to each person selected that includes a link to review/edit /publish this
item;

| Sendto Message ) )
MNone | [This email is to notify you that there is new content for your review and./or approval. Please click the link below to view new content. |

Cesnic 1
Yoder

ok | [ Cameel |

[

In the Send to field, you will see the name of the person in your area that must review and
approve edits along with the names of FSU web team.

e Send to havesitereviewed and approved within your unit.
Y ou will see the name of the person in your area that must approve all changes.

e Send to Webmaster to havereviewed and published.
You will also see Cesnick and Y oder. Select Cesnick or Y oder only after the
changes have been approved by the required peoplein your area.

e Savedraft towork on later.
Select None if the edits have not been completed or approved. Y ou can login later
to work further on your changes. See Working with Page Drafts for more
information on saving changes and editing an existing draft.

In the Message field, enter a personalized message to go to each selected recipient. An
email will be sent with your message and a link to review/edit/publish thisitem.

Click OK.

Working with Drafts
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This information applies only when a draft version of the page exists.

When you login to the CMS, the CM S toolbar displays at the top of the web page.

U ¢/ Edit  5h Add... [Z] Version History 3 Delete {J) Site Manager &/ Edit In-Context Welcome, Stephanie Cesnick. Log Out

U ITBURG e

STATE UNIVERSITY

When you click the Edit In-Context option, you will see the following message when a
saved draft version of a page exists.

W A E‘ |25t Fage - Frostburg State Lniversicy I I

m_.al & Edit 5o Add..  [®] Wersion History {_) Site Manager & Edit In-Context

Drafts found. Select a draft from the list and click "Select Draft”, or click "Use Published version” to edit the currently published ve

Drafts: | 07/06/2010 2:23 PM by Academic TestAccount »|  Select Draft Use Published Version

STATE UNIVERSITY

l #£34

Wik
In the Draftsfield, you will see the date and time of the draft as well as the name of the
user who created the saved draft.

Select the draft version you want to edit and click Select Draft.

Alternately, you can click Use Published Version to load the published version of the

page in the Editor. If thereis no draft of the page, the published version of the page
automatically loads in the Editor.
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Add a Page

Select Add Page from the Add dropdown menu.
The Edit Content window will appear.

Enter atitle

Nav title

SEO Titile

Type should be Page.

Enter a complete title for the page in the Title field. The title will display as the headline on a page that
features the content item.

Enter a label used to link the content item throughout the site in the Navigation Title field. It is used to refer
to the item in site navigation. Shorter titles are recommended for this field. This step is optional.

Next come the Content Summary and Content boxes where the content is created.

Enter a summary of the content item in the Content Summary box. The summary will display under the title
when used in a portal. This step is optional. This box by default is not enabled. To view it, click the Expand
link. The box is displayed.

Content Summary (Optional)  [Close]

{Esowes | O [& & v: M L
$ _ H\ = A < AddInternal Link | Insert Compaonent

: Style = | Format i
a

You can collapse the box by clicking the Close link.

Enter a summary for the content inside the box. You can edit the content by using the tools of the word
processor inside the box.

End of Guide
P:/ cmg/official CMSGuide.doc
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n approved you may select

Edit alink
Right click on thelink and then select Edit Link

Edit text
Edit image details
Edit email link

Uploading an image
Upload and link to pdf, doc, xIsfile

Work with table

Previewing your changes

Saving your changes

Keeping aworking draft (to be worked on further by you; not ready for approval)
Notify for approval

Moving changes live

Adding apage
From browser

From Site Manager

Add file
Add link

Opening a Opening a draft for a page

Put information from printed document on the web
Add a new faculty member

Add anew staff member

Building a new page

textbook page
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See the Editor documentation for complete details.

Accidently closing the CM Stoolbar.

Guidelines for images
-must have alt tag.

HOW to test edits while working?

Tools
. Image

Link
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