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Logging in to Cascade
To log in to the Cascade CMS (Content Management System):

1. Open either the latest version of Google Chrome or Firefox. Cascade does not officially
support older versions of any browser and there are issues with Internet Explorer.

2. Go to http://cascade.frostburg.edu:8080.

3. Enter your FSU username and password.

a. Access will need to have been created for you previously.

CASCADE CMS

Login

Username

Password

Remember me

Frostburg State University



http://cascade.frostburg.edu:8080/

Dashboard

Once you are logged into the system, you will be taken to your dashboard, similar to the screen
shown below. Your dashboard will provide you with a mix of information.

" ™ (C]
Dashboard Filter dashboard: select a Site Reset Dashboard [ERERMEEC

History f -] My Sites -] Natifications {1

@ botom-scripts
<> home-connect

B Frostburg State University

BEEE

Frostourg

& Agendas and Notes

[ staff-senate-notes-final-6.7.17.pdf
B staff-senate-agenda-6.7.17.pdf

<3 program-listing-default

Staff senate Drafts ]
Strategic Planning Content to Review o
B Academics This widget requires  Site 1o be selected using the Dashboard filter.

This widget requires a Site to be selected using the Dashbaard filter.

( Wiew in My Content

Stale Content
New Content o = Locked Assets o]
This widget requires a Site to be selected using the Dashboard fiter.
This widget requires a Site to be selected using the Dashboard filter. You have no locked assets
Workflows f o

This widget requires a Site to be selected using the Dashboard filter.

e History: Shows the most recent content you were working on.

e My Sites: Lists all “sites” you have permissions.

e Notifications: Lists the most recent notifications that affect your content.

e Content to Review: Lists all “stale” content on your site for review and update.

e Drafts: When working with a page you can save “drafts” of changes that are not yet live.
All current drafts are displayed here.

e Workflows: All workflows you are engaged in will be displayed here.



Select Your Site
At the dashboard, use the SITE dropdown menu in the top left hand corner to select the desired
site from the list, as seen below.

S Folder: [ - Academic Affairs

<« c 'E:l‘ L) cascackefrostburg.eduw

L} Most Visited @ Getting Started

SITE CONTENT

Site Content area

Academic Affairs

Basics of Your Site
After you have selected the site, you will see the Main Content Work Screen, pictured below.

Content

. : : » s
|| Folder: Online Learning at FSU Main Content Area Edi D? s | More
W Trash O v Show: 10 Search
Online Learning at FSU
s Name a Order Type Last Modified
Folders _cms 3 Folder 6 months ago
_files Folders 2 Folder 6 months ago
distance-learning 1 Folder 6 months ago
a Canvas Information Pages 14 Page 4 months ago
a Degree Programs and Courses El Page 6 months ago
a Frequently Asked Questions 8 Page 5 months ago
a Helpful Tips for Online Learners 16 Page 6 months ago
a Mission and Purpose of Online Learning 5 Page 6 months ago
a Online Learning at FSU 4 Page 2 months ago
a Online Learning Responsibilities 6 Page 5 months ago
9 :




The Header
The black header bar (outlined in green above) displays things such as the site name, the +Add
Content button, the Search icon and your username.
e +Add Content — allows for the addition of new site items such as folders, pages and
custom code blocks. Specific items are covered in later sections
e Search —allows the user to search all site contents they have access to.

Site Content Panel
The Site Content panel is located on the left (outlined in orange C

Online Learning at...

above). In the Site Content panel, you will see the folders _cms and

_files. These folders hold your site files and pages. The image to the
SITE CONTENT

right displays the different icons used for distinguishing folders and
pages. To view the contents of a folder in the Site Content panel, click B
on the folder. To open the folder in the Main Content area, hover the W Tresh
mouse over the folder and click on the grey arrow pointing to the e >
right (> ). You can also right-click on the folder and select View from
the menu. The Main Content area will change to show the folder

contents.

The Site Content panel can be collapsed and expanded by clicking the

circled arrow (squared in green in example image).

Main Content Area
The Main Content area (outlined in purple above) shows folder contents as well as individual
files, such as pages and images. Also in certain situations, page order can be specified here.



About Blocks

Blocks are “plugged-in” to a page to add additional content to a page. Blocks can be viewed in your
folder structure under _cms > blocks.

e Blocks are reusable and can be used on multiple pages.

e Blocks are the only way to add content to the sidebar or below the left menu.
e Blocks can use custom “dynamic code” provided by the web team.

e Blocks can be shared across multiple sites from the _common site.

The two types of blocks are Generic and Callout Blocks.

Generic Blocks

Generic blocks (or just blocks) will allow you to use Cascade’s Velocity code, PHP, or JavaScript to create
block content. Note: The Web Team will not support any special self-written code or code copied from
third party sites used in generic blocks you create.

Callout Blocks

Callout Blocks are what most users should use as this type provides a few different pre-set templates to
quickly and easily create content that can be added to pages.

1. To create a Callout Block, navigate to and open the _cms > blocks folder.
2. Click +Add Content then select “Callout Block”.

=} Add Content  Site Content

T
m

[ Default
3 News

K Page

K Program Page



3. You will be given different fields depending on what “Content Type” you select, but the
following fields will be constant regardless:

a. “XHTML/Data Definition Block Name” — The name of the block in Cascade.

b. “Placement Folder” — This is most important of the required fields. If you do not select a
placement folder the block will be placed in the folder you are currently viewing which
can cause issues later. It is recommended that you put blocks in the _cms/blocks folder.

c. “Text” - Custom code can be added in this field. This is where you will add the content
of the block.

XHTML/Data Definition Block Name *

callout-block

Placement Folder *

Custom Navigation Blocks

In some cases, you may need to use a custom navigation menu bock. These blocks are most
often stored in the _cms > blocks > navigation folder. The folder may be empty initially.

1iles

navigation



About Folders

Folders are a way to logically group a set of pages together and store content for your site. If
your site is brand new, you will only see the site name and the _cms and _files folders until you
create new pages and new folders.

You can click on any folder to display contents of the folder in the Site Content panel. To “open”
the folder in the Main Content area, hover the mouse over the folder and click on the grey
arrow pointing to the right ( > ). You can also right-click on the folder and select View from the
menu. The main pane will change to show the folder contents.

_cms
The _cms folder will hold shared content and content blocks. These are things like code
snippets, callout blocks, or a custom navigation block file.

files
The _files folder will hold pdfs, images, and other related files. When you click on _files you will
see several folders including images and pdfs. If you will need other file types (such as docx,
xIsw, ppt files) you may want to create at least one new subfolder called “other”, “documents”,
etc. Another subfolder you could create under images could be a staff folder to hold staff
headshots.

10



Create a New Folder

In the example below, the new folder will be located in the _files folder.
1. Open the folder in which the new folder will be located.
2. Select +Add Content icon.

3. Select Default.

4. Select Folder.

~ ¢ Filte
‘ ) Frostburg - Training v + Add Content
<
SITE CONTENT ® ‘ Fitter.. Defaue
& Block
@ Trash [ Default [} External Link
Frostburg - Training > [ News B File
_cms
= , & Callout Block @
Css
. B Page € » Format
images
i ides P
nclude K Program Page | g P
is : L
moiuaes E == TEmpla:E
-

5. A new window will appear:

a. “Folder Name” - this field will affect the URL of the page. The folder name
should be short, descriptive, and most importantly only use letters, numbers,
and dashes. IMPORTANT: this field should NOT contain spaces, special
characters (S, %, A, etc.), or non-english language letters. Using these characters
will negatively affect the SEO of the entire FSU site.

11



b. “Placement Folder” — this field affects where the new folder is placed. If the
path shown below the field is incorrect, you can use this field to correct it. When
clicking on this field another sidebar displays with two options: Recent and
Browse. There is a search bar available with both options.

i. Recent will display a list of
folders you have recently Clrose o il =
viewed.

ii. Browse will show the entire site

folder structure.

iii. Once you have found the correct
folder, make sure to click the
circle to the left of the folder
name and click Choose in the top

right hand corner.

c. “Display Name” — This field is for
internal indexing in Cascade. In most cases it should be left blank.
d. “Title” — This field will change the name of the folder in the Site Content panel

and placement folder.
6. Click Submit when complete.

b * Cance
Metadata Properties

Check Spelling

Folder Name *

Placement Folder *

_tommon

Display Name

Title

12



About Pages

A page represents a single webpage on the FSU website. In the Site Content panel, site pages
are listed beneath the folders. You can click on any page in the Site Content panel to open that
page in the Main Content area. You can then choose to edit the page in the Main Content area,
covered later in the document.

Home Page

The home page of your site must have a page name of “index”. The page name is different from
the page title. If a home page does not already exist for your site, create and save one. If there
is already a page that you wish to use as the home page, you will need to make sure that the
page name is “index”. Under the Site Content panel, right-click on the page and select Rename
from the menu. Enter “index” and click the Rename button.

a Canvas Information

E Rename page P
. Cancel Rename
E View Online Learning at FSU: /what-is-canvas

E Edit

Move

E New Page Name *
Renames
E index

Copy
" Delete

If your site has pages in subfolders, note that the main page in each subfolder of the site should
also be named “index”.

To Create a New Page
In the header area of the Cascade screen, click on “+Add Content” and then Page. You will see
the create a new page/edit screen.

13



Please see the Create New Page / Edit Page Screen Fields section for an explanation of

important fields.

+ Add Content  Site Content

|:'Iter...

[ Default

3 News

& Callout Block

K Program Page

To Edit a Page
1. Click on the page you want to edit from the Site Content panel.

2. Inthe Main Content area, click the Edit button in the top right of the screen.

g - -
‘ Online Learningat.. » (= Add Content  Site Content

& Page: Canvas Information

SITE CONTENT @
online Learning at FSU:

QUTPUT: PHP ¥

@ Trash

VIRTUAL CURRENT FACUL
Online Learning at FSU ﬁ"' FRUS'I'BU HG TOUR STUDENTS ALUMNI FOUNDATION PARENTS &STA
eme STATE UNIVERSITY
Search
One Universidy. A World of €xperiences.
Contact/Directories  Logins -
WHY FSU? ACADEMIC PROGRAMS ADMISSION & COST STUDENT LIFE ATHLETICS ABOUT FSU

B Degree Programs and Co...
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3. The editing screen will appear, as seen below.

=] o e ] o

Content Metadata Configure Fullzcreen
Display Name
Titde

‘General Education Program

Display Left Navigation

@ Yes No

Include in Left Navigation

@ ves No

Standard

@ Banner

Image File

[ P Choose File

Alternate Text

Main Content

Edit = Format ~ Inzert = View = Tools =

B 7 u = = | Formats = = -
£ ¥ OH & oo H

‘What You Need to Know About the General Education Program

Close




Create New Page / Edit Page Screen Fields

Placement Folder, Display Name, and Title
“Placement Folder” — this field affects what folder the new page is created in. If the path shown
below the field is incorrect, you can use this field to correct it. When clicking on this field
another sidebar displays with two options: Recent and Browse. There is a search bar available
with both options.

e Recent will display a list of folders you have recently viewed.

e Browse will show the entire site folder structure.
Once you have found the correct folder, make sure to click the circle to the left of the folder
name and click Choose in the top right hand corner.

“Title” — this field is what the page is or will be listed as in the Site Content panel.

“Display Name” — this field is used for internal indexing in Cascade. It should usually be left
blank.

E Q Q 1% e Save &

Close

Content Metadata Configure Fullscreen Preview

Placement Folder *

Display Name

Title

The Display Name and Title fields will not set the page name that is used in the page’s URL. You
will need to rename the page, discussed in The Page “More” Button section, to reflect the
name of the page.

Navigation Display and Inclusion
The Left Navigation is a menu that shows up on the left hand side of the page. This menu
includes links to other pages in your site that have been chosen to be added to the menu.

16



When creating/editing a page, you can decide if you want this menu on the page, and also if
you wish to have this page included in the menu and be accessible from other pages. Please see
the Managing Navigation section for more information.

Display Left Navigation. Choose Yes to display the Left Navigation menu on the page you are
creating/editing.

Include in Left Navigation. Choose Yes to list this page in the Left Navigation menu. This will
affect the menu on all other pages that have the Left Navigation displayed on the page.

Display Left Navigation

@® ves Mo

Include in Left Navigation

@® ves Mo

Banner
You may choose to add a banner image to the top of your page.

To select an image, click “Choose File” shown in the example below. A side window will appear,
allowing you to browse images previously uploaded to your folders, or upload an image
directly. The image size must be 1200 by 320 pixels.

If you choose to add a banner, you must enter “Alternate Text” to describe the image for
accessibility purposes.

Standard

@ Banner

Image File

| B Choose File

Alternate Text

Page Main Content

The Main Content area is where you will enter the text, images, etc., for display on the page. It
contains tools for text editing, as well as adding hyperlinks and bulleted/numbered lists (similar
to MS Word). You can also click on the <> button to directly work with the HTML source code.

17



To see more about this area, see the Page Creation / Editing Tasks section.

Main Content

m
L]
T
)
L]
w
!
L]
I
L]
L]

[n =)
ey
IC
]
il
il
1]
T
(=]
;
L]

i
L]
il
L]
il
Il

4]
-~
L

KA

[ &

Callouts

Callouts are custom blocks of information that can be added to multiple pages, allowing for
quick and easy customization. The block is edited once, and any page containing the block will
automatically update. An example of a block would be contact information, or a custom set of
links to pages outside your site that would not be included in the Left Navigation menu.

A block will have to be created ahead of this step to be added to a page. Please see the About
Blocks section for more information.

You must check Add Left Callout if you will use a block. Click “Choose Block” to complete the
selection.

Check Right Callout if you want to insert a block of text on this page. This is most often shared
content (like a contact block). Click “Choose Block” to complete the selection.

18



Add Left Callout

Yes

Add Right Callout

Yes

Right Callout *

‘ 0 Choose Block

After editing is complete, save it as described in the To Save a Page section.

19



Page Creation / Editing Tasks
To get to the create/edit screen, you have either created a new page by clicking on the +Add
Content” icon and clicking Page or by opening an existing page and then clicking on Edit.

To review these tasks please see the sections above - To Create a New Page or To Edit a Page.

To Link to a Page
This topic explains how to link to a page in your website or outside your site.

INTERNAL - To Link to a Page in Your Site
1. To link to a page that is within your site, first highlight the link text (text the user will
click to follow the link) on the page.
2. Select the Link icon squared in green below.

lm\_IUU Ll L= |

Alternate Text

Main Content

Edit = Format - nsert = View = Tools =

B 7 U

il
il
Il
]

Formats ~ S EOE

L 12 [ M =\ o

L]
&1

What You Need to Know About the General Education Program

You may hear your faculty or advisors talk about GEP or GEM ED. It is important that you understand how the General
Education Program fits into your overall educational program at Frostburg State University. Below are five key guestions about the General
Education Program. More detail is on page 31 of your Undergraduate Catalog.

What is meant by General Education (GEN ED)?

Almost all accredited colleges and universities have something similar to our GEN ED program. Think of GEM ED as the foundation to a
house. Before you can put a second floor or third floor to & house, you have got to make sure the foundation is rock solid. That's what the
GEP is there to do - provide you a strong foundation. This foundation, when built correctly, will help you throughout the rest of your
academic career, Even students going on to earn their doctorates can trace their success back to their General Education Program.

20
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3. You will then see the Insert/edit link box. Check
the Internal box.
4. Click on “Choose File, Page, or Link”.

5. You can then use the Recent button or the
Browse button. Both options have a search bar
available.

o Click on Recent to see the most recently
accessed files in your site. You can use
the Search field if you wish.

o Choose Browse to manually find the
page you want, or choose Browse and
then use the Search field to search for a
page in your site.

6. Once you find the page click the circle beside it
and click Choose.

7. Back at the Insert/edit link box you can use the
“Target” field to choose if the link will open in a
new browser tab. To do this, choose “New
window” for this option.

8. Click Ok when complete.

Insert/edit link

Link Source +|Internal

Link

&’ Choose File, Page, or Link

Anchor

Text to display

Title

Target

Class

v

General Education

None

None

Cancel

Choose a file, page, or link

£ Academic Affairs

Lms

® | B academic Affairs Repons

Arcagemic Affairs Repons

s adernic-affe

& days Ao

Airs-réeports

General Education Program




EXTERNAL - To Link to a Page Outside Your Site
1. To link to a page that is not in your site, first highlight the link text (text the user will

22

click to follow the link) on the page.
2. Select the Link icon squared in green below.

lm\_IUU P |

Alternate Text

Main Content

Edit = Format = nsert = View = Tools =

B 7 U
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What is meant by General Education (GEN ED)?

Formats = == EOE

What You Need to Know About the General Education Program

You may hear your faculty or advisors talk about EEE EI0ETRERELE GEP or GEM ED. It is important that you understand how the General
Education Program fits into your overall educational program at Frostburg State University. Below are five key questions about the General
Education Program. More detail is on page 31 of your Undergraduate Catalog.

Almost all accredited colleges and universities have something similar to our GEN ED program. Think of GEN ED as the foundation to a
house. Before you can put a second floor or third floor to & house, you have got to make sure the foundation is rock solid. That's what the
GEP is there to do — provide you a strong foundation. This foundation, when built correctly, will help you throughout the rest of your
academic career. Even students going on to earn their doctorates can trace their success back to their General Education Program.

3. You will then see the Insert/edit link box. Check

the External box.

4. Click in the “Link” field to enter the URL address

to the page for the link.

5. Use the “Target” field to choose if the link will

open in a new browser tab. If so, you would
choose “New window” for this option.

6. Click Ok when complete.

Insert/edit link

Link Source Internal « External
Anchor

Text to display General Education,
Title

Target None

Class None




To Link to a File
(This may be a pdf file, an xIsx file, a docx file, etc.)
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1. To link to a file that is within your site, first highlight the link text (text the user will click

to follow the link) on the page.
2. Select the Link icon squared in green below.

lmLIUU(‘_'I'IC |

Alternate Text

Main Content

Edit = Format - nsert - View = Tools =

B 7 U
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Education Program. More detail is on page 31 of your Undergraduate Catalog.

What is meant by General Education {(GEN ED)?

Formats ~ S iz E OE

What You Need to Know About the General Education Program

You may hear your faculty or advisors talk about =S EINEGEEL GEP or GEM ED. It is important that you understand how the General
Education Program fits into yvour overall educational program at Frostburg State University. Below are five key questions about the General

Almost all accredited colleges and universities have something similar to our GEM ED program. Think of GEM ED as the foundation to a
house. Before you can put a second floor or third floor to & house, you have got to make sure the foundation is rock solid. That's what the
GEP is there to do - provide you a strong foundation. This foundation, when built correctly, will help you throughout the rest of your
academic career, Even students going on to earn their doctorates can trace their success back to their General Education Program.

3. You will then see the Insert/edit link box. Check the

Internal box.

4. Click on “Choose File, Page, or Link”.

Insert/edit link

Link Source JWW&\

Link @Choose File, Page, or Link )

Anchor

Text to display General Education,
Title

Target None

Class None




5. You can then use the Recent button or the

. Choose a file, page, or link Cancel Choose
Browse button. Both options have a search bar
available. P R
. ( Recent ::IE: Upload )
o Click on Recent to see the most recently —
accessed files in your site. You can use the Academic Affairs v pdf

Search field if you wish.
o Choose Browse to manually find the page @ [ int.summer_policy guide fail 2005, pdf

you want, or choose Browse and then use

Path

the Search field to search for a file in your _files/pdf/fint_summer_palicy_guide_fall_2005.pdf
site. Last Modified
4 days ago

o You also have the option of uploading a

new file that you want to link to. Click on 125 K8

Upload and follow the steps in the e catonoct
Uploading & Linking to a New File
section B strat_dir_online_ed-0105.pdf

6. Once you find the page click the circle beside it B fsu-technology-plan-ay-2011-13.pdf

and click Choose.
7. Back at the Insert/edit link box you can use the “Target” field to choose if the link will
open in a new browser tab. Choose “New window” for this option.
8. Click Ok when complete.



Uploading & Linking to a New File (PDF, DOC, XLS...)

Select the Upload button.

Select the placement folder (the folder where
the file will be saved). This will usually be

“ file/pdfs” or “_file/others” based on file
type. Make sure the circle next to the folder
you are choosing is selected.

3. You can then click choose (3 on image,
squared in green). Select the file from your
computer that you want to upload.

4. Finally, click Choose.

25

': Recent | [ Browse :. Upload
1

Choose a file, page, or link Cance

Cira here gr choose ong from Your computer

. 3

Select a placement folder

Current selection:

academic Affairs -

Academlc aAffairs ¢ _files / pdf




Inserting an Email Link
1. To have text linked for email, first highlight the link text (text the user will click to follow
the link) on the page.
2. Select the Link icon squared in green below.

lml_mucr—u: |

Alternate Text

Main Content

Edit = Format = nsert = View = Tools =
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What You Need to Know About the General Education Program

You may hear your faculty or advisors talk about EEE EI0ETRERELE GEP or GEM ED. It is important that you understand how the General
Education Program fits into your overall educational program at Frostburg State University. Below are five key questions about the General
Education Program. More detail is on page 31 of your Undergraduate Catalog.

What is meant by General Education (GEN ED)?

Almost all accredited colleges and universities have something similar to our GEN ED program. Think of GEN ED as the foundation to a
house. Before you can put a second floor or third floor to & house, you have got to make sure the foundation is rock solid. That's what the
GEP is there to do — provide you a strong foundation. This foundation, when built correctly, will help you throughout the rest of your
academic career. Even students going on to earn their doctorates can trace their success back to their General Education Program.

3. You will then see the Insert/edit link box. Check Insertledit link
the External box.

Link Source Internal « External

4. Click in the “Link” field and replace the “http:// . ( )

with “mailto:” followed by the email address.

o Example: mailto:faculty@frostburg.edu pneer
5. Click Ok when complete. Texttodisplay | General Education,
Title
Target None
Class None
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Page Metadata Content (optional)

When editing a page, multiple tabs are at the top of the window. The Content tab is the only tab with
required fields, but the Metadata tab also has some fields you may want to edit (descriptions of tags can
be found at https://moz.com/blog/seo-meta-tags). “Start Date” and “End Date” fields will allow you to
automatically publish and remove the page from the site.

8 o o 0l

Content Metadata _onfigure Fullscreen

To Save a Page
Please be aware, you must perform 4 steps to save a page.

1. When you finish editing a page, click on the Save & Preview button in the upper right.
E b a £ Draft saved Close
Content Metadata Configure Fullscreen Preview

Display Mame

Title

General Education Program

Any changes you made will now be available for you to preview, letting you see the
draft of what the page will look like when published. If you no longer want to keep these
changes, you can choose Discard Draft from the top right (pictured below) to undo all
changes. If the page needs more editing, you can select the Edit button.

o N s ®

ilslagli9 Discard Draft Edit Details More

2. If the page is ready to be published, click Submit. A new window will appear.

a. Enter any comments you may have about what was done to the page, or leave
the field blank.

b. Leave Spelling, Accessibility, and Broken Links boxes checked. The CMS will check
for spelling errors, accessibility issues, and broken links while saving. You will
then be able to review any issues.

27


https://moz.com/blog/seo-meta-tags
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3. Next click on Submit again. You will see any errors on the page.

@

Enter Comments

kon‘n‘&nt on the changes you made.

Select Content Checks

spelling Accessibility Broken Links

No workflows available

If spelling errors are reported, you can fix them immediately from this screen, or

ignore the word/add it to the dictionary if accurate.

a.
Spell Check
Back to page
Misspelling
teasting

Back to page

Skip remaining content checks Back Next

Actions

Add Ignore (@) Fix tasting .

tasting
teasing
testing
toasting
yeasting

attesting

If any broken links are reported, and no errors are evident from the screen

below, you must double-check them by clicking the links on the page; they may
actually be working and could be ignored (in which case you can select Ignore).

To double check the links you can click on “Back to page” to review, or check
them after the page is saved.

Broken Link

http:/fwww.frsotburg.edu/

Skip remaining content checks Back

Link Text Actions

Frostburg.edu Ignore @ Fix ‘ kntel a new URL or path to an asset ‘

Next



c. Ifyouincluded tables on the page you will need to provide any tags necessary.
4. Continue to click Next until the review is complete and you are taken back to the page,
now updated with the changes. If it is a new page, it will appear in the Site Content
panel.

Skip remaining content checks Back Next

To Preview or Review a Page

There are different ways to preview/review the page as a visitor would see it. When you save
the page you see it in the Cascade main content window, but the mouse triggers different pop-
ups and reactions in this state.

1. To see what the visitor would see on a live site after the ®
page is published click the ... More button, and select Full

Screen Preview to preview the page in the browser.
Move

Rename
2. Alternately, to see the current version of the page (which Copy
will be different while your changes go unpublished), click Delete

...More and then Live to view the page in the browser.
Check-out/Lock

Relationships
Versions

Reference

Show Regions

Full Screen Preview

Rendering Metrics
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When and How to Publish

If you make changes to a page, it will need published before you will see those changes on

internal.frostburg.edu. To publish a page, submit a new Web Help Desk ticket. The request type
will be Website > Publish CascadeCMS Page. You will need to include the page URL in the ticket
field “Webpage url”.

If you included JavaScript on your page please note this in the ticket.

The Page “More” Menu and Changing a Page URL
When viewing a page, the ... More menu in the top right corner gives additional

actions for a page.

30

Move - This will allow you to move the page to a different folder or site.
This will affect where the page is located on the site.

Rename - allows you to change what appears in the URL for the page.
Please make sure to keep all URLs lowercase, using only dashes with no
special characters or spaces.

Copy — Creates a copy of the page.

Delete — Removes the page.

Unpublish — Removes the page from the FSU site. Unpublish will not be
available to all users.

Versions — Shows previous versions of this page. You can revert to other
versions of the page.
Live — Shows this page currently on the live www.frostburg.edu site.

»

Fg
Edit
IT: PHP

PAR]

Seg

Contact,

®

Details More

Move
Rename
Copy

Delete

Check-out/Lock
Relationships
versions

Reference

Show Regions
Full Screen Preview
Rendering Metrics

Live



Managing Navigation
ACADEMICS Generally, the Left Navigation will display the other pages and folders
ACADEMIS of the current folder the page is located in. If the path for the page is
“Your Site:/academics/Students/” the Left Navigation will display
other folders and pages in “Your Site:/academics/Students/”.

GRADUATE PROGRAMS

COLLEGES & DEPARTMENTS

HONORS PROGRAM Please see the Create New Page / Edit Page Screen Fields section for
more on adding/removing the menu from a page, or

ACADEMIC SUCCESS NETWORK ~ ~

removing/including a page in the menu.
LIBRARY

STUDY ABROAD
OTHER INSTRUCTIONAL SITES

CALENDAR

Reordering Pages in Left Navigation
You can change the order items are listed in the menu.

1. Inthe Site Content Panel, select the gray hover arrow of the folder containing the pages
or right click the folder and select “View” from the menu. The folder will open in the
Main Content area.

2. In the Main Content area, you will see that the content has different column headings,
including Name and Order. Click Order.

3. The items should now be ordered numerically, and you can drag and drop into the new
desired order.

4. Once you make any changes to the navigation order your site will need republished or
the changes will not take effect.

Name a Order Type Last Modified

_files 5 Folder ayear ago
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Updating a File
(Applies to image, pdf, docx, xlIsx, ppt, etc. files)

1. Use the Site Content panel to navigate to the file. A PDF “Combined CD Program
File.pdf” will be used in this example.

2. Select the file. You will see the file load in the Main Content area.

3. Click on the Edit icon at the top of the Main Content area.

- -
‘ i Academic Affairs

ST aillff:o,mbmﬁd (IZEJ Program File.pdf

EDIT sUBMI1
* [+

df

¥
a comuim!d CD Program File.pdh FHUSTB“HG
STAT

B Experiential_Education_Task_Forc E UNIVERSITY

H FSU Achievement Gap Report Fina

4. The file upload window will appear. Click on choose (squared in green below) and find
the updated file to upload.

5. Select Save & Preview. At this point, the new file HAS NOT been saved.

=] o =

Content letadata

Display Mame

Tide

Drop a file here br choose ofle from your computer

Received file: Combined CD Porgram File.pdf, 481.41 KB
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6. To save the updated file in place of the old one, in the Main Content area, click Submit.

_ ™ File: Combined CD Program File.pdf R
ITE CONTENT . " i e
Academnic Affairs: / _files ¢ pdf g . * (D
You are previewing a draft. To make these changes permanent, click Submit. VIEWING: DRAFT
ash
demic a * fram 20 33078 Lindargradveie Cafaig
me -
ENGINEERING [
(=7 » E
Engineering | 3
Mages - - Total Haurs Required. Stala Univarsity: 5 =
Engineering BS at ARG ' =
fEEs Located at ARCC & Arundel Mills, F
5 a Regional Higher Education Center =
-
athe =
Frogram Educational Objeciives A
pcl * Coonfinalor: Wit e Frst Few years Aollorwing araaduabion, sl of the Erginesiog BS program wilk =
e Meacme, Aesslstan Peafoesar et - —
B combined CD Progr... Prolessars; 2 e et bt ks el =
- g i ' et peinciples;

7. Click on Submit in the submission box. This will save the updated file in place of the old
one.

ogram File.pdf

Enter Comments

™ Comment on the changes you made r—
i

:. Select Content Checks | T
i st University
H spelling |
M

m

= Mo workflows available

Submit 1 5 prngram w{

I 4. WIEEE T T T mm e e -mm




Working with Images

Insert an Image
1. Inthe Main Content section of the page create/edit screen, place your cursor at the

location on the page you want to insert an image.
2. Click the Image icon.

Main Content

Edit = Format = nsen- View = Tools =

Formats~ 1= ~ =~ & =

B 7 U

KA
[&']

L w2 NlmE k= o

What You Need to Know About the General Education Program

irou may hear your faculty or advisors talk about General Education, GEP or GEN ED. It is important that you understand how the General
Education Program fits into your overall educational program at Frostburg State University. Below are five key guestions about the General
Education Program. More detail is on page 31 of your Undergraduate Catalog.

What is meant by General Education (GEN ED)?

Almost all accredited colleges and universities have something similar to our GEN ED program. Think of GEN ED as the foundation to a
1™ o~ F, £ A £l thied £] +. b 1™ ey i} S Ao i 1, Lid Th et bt b

3. You will then see the Insert/edit image box. Check the Internal box.
4. Click “Choose File”.

Insert/edit image

General Advanced

Image Source +|Internal External
E
L Image description Decorative image i
i
b , _ . .
Dimensions X + | Constrain proportions
4
q
Class None - :

I
k
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5. You can then use the Recent button or the Browse
button. Both options have a search bar available.

o Click on Recent to see the most recently
accessed files in your site. You can use the
Search field if you wish.

o Choose Browse to manually find the image
you want, or choose Browse and then use the
Search field to search for an image in your
site.

o You also have the option of uploading a new
image to use. Click on Upload and follow the
steps in the Uploading & Inserting a New
Image section.

Choose a file, page, or link Cancel

(Recent\.l ICUp oad\\.\
- A - A

Academic Affairs e Search

3 Academic Affairs
_cms
_files

@® K Academic Affairs Reports

Title/Display Name
Academic Affairs Reports

Path
academic-affairs-reports

Last Modified
4 days ago

B General Education Program

6. After returning to the Insert/edit image box, you must enter an “Image description” for

the image.
7. Click Ok when complete.

Insert/edit image

Gensral | Advanced

Image Source " Intermna External

Imags Bar.a'lemmr_aﬁndar P

Image descnphion Calendar image

Crimensions 285 x| 297 o Comsirain p
(lass None




Uploading & Inserting a New Image

Select the Upload button. Choose a file
Select the placement folder (the folder where
the file will be saved). This will usually be

-~ .,

. ™y '-.
“_file/images”. Make sure the circle next to the \ Recent )| Browse )

folder you are choosing is selected.
3. You can then click choose (3 on image, squared

re orjchoose %ne from your computer

in green). Select the image from your computer
that you want to upload.
4. Finally, click Choose.

Select a placement folder

Current selection:

Academic Affairs -

Academic Affairs / _files / images

® [ images
2

Path
_filessimages
Last Modified
5 days ago
5. You will return to the Insert/edit image box. Insert/edit image
You must enter an “Image description” for the General | Advanced
Image' |"'.1-.':.-'! Zource " |nternal External
6. Click Ok when complete.
Imags Barﬁdemltr.—'iﬁnnar 4]
Image descrpticn Calendar image [ecoratve image
Dimensions 285 x| 297 « Conslrain propartions
Class Mange -
-
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Uploading Multiple Files at Once

Before uploading, create a ZIP file on your computer containing all the files you want to upload.
Once you have the ZIP file, follow these instructions to upload and unpack the file.

1.

37

Create a folder to hold the uploaded files (See the Create a Folder section), or if a folder
already exists, open it. You can be sure you are in the folder if the contents of the folder
are displayed in the Main Content area.

Choose +Add Content.

Select Default.

Select File.
+ Add Content  Site Content ‘
Filter...
Filter... <
Default
, 7] External Link
[ News & !
& Callout Block
L}
a Page Folder
)
£ » Format
K Program Page
N
K Page
85 Templat y
B3 Template
S
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5. Inthe window that appears, select choose (squared in green below).

i = L F = = L ol T
a8 © e >
Daft zavec Close
Conaent Metadata Canfigure Fullsereer
Fie Mamsa *
Placement Falder
[0 por |
Display Name
Title
Drop a file hergfor choose one Som your compauter
sl = 2 =
6. Select the ZIP file on your computer and click Open.
Open X
« . » ThisPC » Desktop » img > 2016 » zip v O Search zip »
Organize ~ MNew folder == » [N e
S
~ [ Desktop (o) MName Date modified Type
-notes ¢ nov-2016-Duane-Miller 3/28/2018 1200 PM  Compressed (zipp...
CMS Training
cssess |
Cssresume
Favorites
img
Mew folder
Mew folder (2)
Old Firefox Data ol = >
File name: | nov-2016-Duane-Miller | [aiites -
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7. At the bottom of the upload window you will see the question: “Would you like to
extract and save all of the contents into the current directory?” Select Yes. When you
do, the file is uploaded and you can now unpack the ZIP file.

8. Click the Unpack button. The files are then placed in the specified folder in Cascade.

Al RSN DU LEE T Ry AT B LI LIS DRI SRR Pl RSl DRI L I T R T

Zip Archive

Placement Folder *

Drop a file here or choose one from your computer

Received file: nov-2018-Duane-Miller zip, 244 81 KB

E Wou have uploaded a zip file.

Would you like to extract and save all of the contents into the current directory?
@ Yes No




Other CMS Resources

_common

There are common items, such as blocks and images, that may be useful to different sites
across the University which are stored on this site. When the Web Team writes something that
can be used on other pages they place the content here. Content that is posted in the
_common site can be freely used by any site.

Style Guide
It is highly recommended that you read the Style Guide for FSU web publishing; however, this
section will also provide the top rules.

No CSS Alterations

Do not attempt to add, alter, or remove CSS from the FSU site through the use of additional CSS
files or the <style> tag. There is a scanner built into Cascade that alerts the Web Team to any
CSS that has been added. It will be immediately removed, and the contributor’s access to
Cascade will be revoked.

JavaScript Must Be Reviewed by Web Team

JavaScript can be a very versatile, but very finicky language. Due to this the Web Team must
review any JavaScript written by staff or taken from third party sites before content is moved to
the main site. If you included JavaScript in your site please note this in the Web Help Desk
ticket.

Do Not Take Images from Google

The Publishing Team has undergone work to provide many high quality pictures, so do not take
images from Facebook, Google, or other internet sources. Doing so is highly illegal. There has

already been one department with legal trouble and had over $1,000 USD removed from their

budget to pay for the usage of a stock image.

Revision 004 — November 27, 2018
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