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The advantage to working with a content management system (CMS) is that we are
editing text; no markup code is necessary. In this document we’ll discuss:

VII.

VIII.

XI.
XIl.

XII.

Access the CMS

Map of files and folders
Creating folders
Creating HTML pages
Adding new content
Editing Text

Adding a hyperlink
Multiple content areas
Loading images and files
Adding a banner image
Adding a navigation bar
Finished product

Exit Gently



Accessing the Content Management System (CMS)
When you are ready to edit content start by accessing the CMS with this

address:
http://www.wpunj.edu/c

On campus you can use:

http://cms/c

Map of folders and fliers

Select the browser tab and open a folder. When you double-click a folder the

contents of that folder will appear in the window on the right, as illustrated below.
The Map of Files and Folders identifies each of important elements in this

interface (from left to right):

Folders subsume files

| fac_staff_walshk.dot

| fac_staff_alons.dot

1
== COE Home / f

#1

£ index.dot /Iul
[

)

\C\CE Faculty and Staff: Kevin Walsh
N

CC}\[—(cme
™

COE Faculty and Staff: Sandra Alon

« Files are appended with a .dot, the equivalent of .htm

- Both files and folders can be featured on the webpage menu

= Green balls indicate the file is published; yellow ball files are not

» Files can be locked by the editor

- File names, editor names and editing dates are listed on the right
= MAP- FILES & FOLDERS
L elem / Folders t~—__| Numbers indicate
e/ 4 ~/f menu order
) field 5 __f";

1 ll,n’ .
| outlines / Flle names,
- J/ Green and yellow Editors, and
5 smse Files: .dot | 2 | ballsindicate Editing dates
& sped equals .htm | ; /| publication status ———
; Education - Deparments Index - o Susan Elurns 0:21:201.2 12:42:27 AM

Rochelle Kaplan

| G
|
£ fac_staff_mongillog.dot | Cbﬂ:ac Ity and Staff: Geraldine Monagillo Brian Publik
I|I \W\a
= fac_staff_honge.dot f COE Facu t‘r\\\n Ye"ow icons Brian Publik
-' ' locked fil
= fac_staff_wilderh.dot | COE Facultf an are locke lnes Yuri Marder
o |
[
£ fac_staff_rimmerr.dot III Faculty and Staff: Robert Rimmer Yuri Marder
r
£ fac_staff_kowalskym.dot 2 COE Faculty and Staff: Michelle Kowalsky Yuri Marder
: fac_staff_kaplanr.dot COE Faculty and Staff: Rochelle Kaplan Yuri Marder
Yuri Marder

10/18/2011 04:29:39 PM
11/06/2010 06:07:30 AM
10/22/2010 02:07:11 PM
09/29/2010 10:39:08 AM
09/17/2010 12:36:58 AM
09/17/2010 12:36:51 AM
09/17/2010 12:36:43 AM
09/17/2010 12:36:14 AM

09/17/2010 12:35:50 AM



http://www.wpunj.edu/c
http://cms/c

lll. Creating folders

a. Navigate to the folder you are editing and double-click. The folder will turn
red and you'll see the folders and files in the right-hand window.

b. Right-click the folder to spawn a menu that features a number of options,
including NEW, the tool we’re going to use now.

Sites and Folders
= | coe HName Menu
| 2011edtechconference .| archive
| 2012edtechconference = directory.dot 3
|E| :- El.h.nlrl' = .
5 Edit Folder = affiliations.dot
"I
Ly Delete — |=| college-of-education-facult...
E
. @ Publish (all) = index.dot
C —
- L Copy E :
| : njtgec.dot
— ' #& Cut
B ¢ 4 New = |=| clubsandsocieties.dot 1
% & Close = Grants.dot 3
_—
B [ edtechconference = teacher-challenges.dot
B E ahaut = _« Right-click on the NEW icon to spawn an
| [ EditFolder - interface featuring:
| g Delete - = cdl
< .
g Publish (all) = nq |- Create folder
S copy - | ii. Create HTML page
E o cu = m4 ii. Create image or file
. = .| Iv. Create multiple files
T v. Create menu link
e 0 Close -
| edtechconference =+ HTML Page , .
. 4 1mage or File We’re going to select:
{ gspta % Multiple Files New > Folder
o = Menu Link
__| images i
Close
__| institutes




c. Fill in the title — Make the title simple, because the system will take whatever
you've entered and use is the folder name, or URL is that is relevant.

d. If you want the folder to appear as a item on a menu select Show on Menu
and the place in the menu, 7", in this case. If you don’t know if you want the
item on the menu, you likely don't.

Properties

Title: | 5ocial studies

# Name (URL): | gqcial-studies
Sort Order: | 5

Show on Menu:

Allowed File Extensions:

# Default File Asset Type: | File Asset ~

gl save | 4 Cancel

e. When you’ve finished editing the
folder select Save

IV. Create an HTML page

a. Right-click the folder, then the T T o ectory.do
NEW icon, and select HTML page: " Lx Delete ‘liations.d
b. In the Basic Properties tab enter the 2 el o Fuslish (20 llege-of-
page title. Again, thisis goingtobethe |, . ™ jex.dot
URL of the page, and potentially the | ;o [
name that appears at the top of the B L p——
page, so you'll want to keep it shortand | - d= & cio % HTML Page
accurate. # | edtechconfe % Image or File
2 ] email L% Multiple Files I
B [ gsptq = Menu Link
H | images 0 Close




c. The page URL will be created by the system by re-creating the title and
connecting the words with hyphens.

Basic Properties Advanced Properties

Page/Menu Title: | gqia) studies Education

Folder: /coe/about/

Page URL: | social-studies-education

Page Name

Template: -

|zl save | @ save and publish | | 4¢ Cancel

d. Below the page URL text box you'll see a drop-down menu of templates from
which you can choose. There are times when you’ll want multiple-column
pages, and you can experiment to see how each kind of page looks. But the
basic page, the one you’ll use more often than all the rest combined, is
08_wpunj-one-column-text (see illustration below)

Template: | | - |

www.wpunj.edu 01_wpunj-no-vertical-menu
www.wpunj.edu 02_wpunj-one-column-not- for- text
www.wpunj.edu 03_wpunj-two-columns
www.wpunj.edu 04_wpunj-two-columns-50-50
www.wpunj.edu 05_wpunj-one-column-ua-whats-next
www.wpunj.edu 06_wpunj-one-column-gradient

www.wpunj.edu 07_wpunj-two-column-gradient

www.wpunj.edu 08_A_template_left_nav_main_content_auto

www.wpunj.edu 08_wpunj-one-column-text
www.wpun].edu 10_wpunj-one-column-ua-audience-based
www.wpunj.edu 11_wpunj_one_column_short_width
www.wpunj.edu 12_one_column_nav_gradient
www.wpunj.edu 14_wpu_main_content_two_sub_columns
www.wpunj.edu 20_three-column-wide-banner

www.wpunj.edu 21_wpunj-long_banner_nav_main_content

*If you want to add a faculty profile page, you will need to type “faculty” in the Template
dropdown list area. Then it will display the faculty template for you.

Template: |1‘eu:ult',-r | M |

www.wpunj.edu Faculty Template




V. Adding new content

a. Click on the Content Area icon and select New
Content from the resulting interface.

b. The content interface should look very familiar, ) New Content
see the screen capture below, from top to
bottom, left to right:

i.
i.
il
iv.
V.
Vi.
Vil.

- Add Content

Reuse Content

K
b

Title :F] Add Widget
Text enhancements ¥ add Form
Alignment o

Text format, font family and size X Close

Cut, copy, and paste text and images
Bulleted and numbered lists

Add links, internal anchors, and images, Help, HTML editing

viii. Editing tables, super-and-subscript, print, paragraph, etc.
Title:
Body: | | B 7 U 4 | = === | Format - |£v FontFamily = | Font Size -
& G G w44 %h == | EE | LB e~ ET-
A | | | | |— 2| * ¢ |2=|4]
Path: y
WYSIWYG | ~ Language Variables:

c. Notice the Text and WYSIWYG (what you see is what you get) tabs at the

bottom left. The vast majority of your editing will be in WYSIWYG, so make
sure that tab is highlighted.

d. Point your cursor to the scoring in the lower right corner, left-click and hold
the button to increase the size of your editing window.




VI. Editing text

a. | pasted in some text about banjos. The header, Clawhammer Banjo, was the
same size as the rest of the text so | made it more prominent by selecting the
Title:

Clawhammer Banjo

Increase text size of header

Body: I U == = = | Heading 3 - |&- FontFamily = Font Size -
R Bdap o M EEIFF9 2Bl EJOmBAET-
Bold 4 | | | — 2] % x| Q =& |
Clawhammer Banja

During the later part of the 1800's the banjo was one of the more popular instruments (thanks
to the traveling minister shows) and clawhammer, or "stroke style" as it was called back then,
was the style of playing most often used. For those not familiar with the banjo, the style | play
has been variously called frailing or clawhammer. This means that the player must create most
of the notes by stril=king the strings using backs of his or her fingernails.

For more information about Clawhammer style banjo - click here.

What you see is what you get
Path: h3 » spa/

WYSIWYG | - Language Variables:

icon, B, and changing the format to Heading 3.

VII.  Adding a hyperlink

a. Select the text in question, click on the Hyperlink icon, and browse for the file

Title:

Body:

Clawhammer Banjo

OB 7 U & |=

PE Wi A =g v [=Eleevemna R E Y-

o | | | > 2EI* x| =]
Clawhammer Banjo Hyperlink icon

| Paragraph - |év FontFamily ~ FontSize -

-
Il

During the later part of the 1800's the banjo was one of the more popular instruments (thanks
to the traveling minister shows) and clawhammer, or "stroke style” as it was called back then,
was the style of playing most often used. For those not familiar with the banjo, the style | play
has been variously called frailing or clawhammer. This means that the player must create most
of the notes by stril=king the strings using backs of his or her fingernails.

For more information about Clawhammer style banjo - M

-

Highlight text for hyperlink

Path:p=a

WYSIWYG | - Language Variables:




b. The link interface will ask you for the URL (a), the target (b) and the title (c).

- Selecting the icon to the right of the Link URL text area will allow you
to browse for a local file, or you can paste a link

» Target allows you to determine where the new page opens. Leave it
alone and the new page will update the old. If you want the link to
spawn a new window (useful on External Links pages) select Open in
this Window.

« The Title is an important tool for users who cannot see images and
who must identify the image through the text title.

c. When you are done with the interface click the Update button.

General || Popup ” Events ” Advanced |

r General Properties
Link URL |http:,".."mnw.EI-IueSageEand.cam."upiniun |
Target |Dper1 in This Window/Frame EI
Title |Lir'||-c to Blue Sage Band opinion page |
Class  [-- Not Set -- [=]

lick Update when done

L

d. You can also browse for local files. Start with step Vll-a. above but select the
browse icon:

Insert/Edit Link ®

General || Popup || Events || Advanced |

General Properties

Link URL | | [EE]
Target |C-per| in This WindowfFrame EI

Tite | | Browse
Class  [-- Mot Set - =] I€on




e. From the menu on the left select the file you’d like to insert (highlighted in blue
on the right):

Select a file o

8 [ coe . Filter: By Clear | 2 Upload New File View: [ =
[ 2011edtechconference

2

Ll
=
|F| Grants.dot SpringNewsletterSpring2010.pub

|2 affiliations.dot

[ 2012edtechconference
[ E about i
B9 archive =l | clubsandeocicties.dot ;c:ﬂ\\Ege—m’—educatlnn—fa:ulty,—staff—and—student—
+ E s
. background.det | = infarmatian.dot
] assets
3 calendar Edlrectury.dut ;mdex.dut ;rutqac.dut
[ lessonstudy [Efpds.dot [B|research.dot [Eteacher-challenges.dat
] conferences

f. The Insert Link interface will look just like the one in the original example:

| Insert/Edit Link =
General || Popup || Events | Advanced |
General Properties
Link URL |[/coe/about/clubsandsacieties.dot | EE]
Target  |Open in This Windovwy/Frame =]
Title [ |
Class  [-- Hot Set -- =]

VIIl. Remember that there may be more than one content area on each page!

a. Use the icons on the right to move a content area up or down, or to delete it
altogether.

/ Edit Content

FACULTY, STAFF AND STUDENT NEWS

Congressional Commenda for Dr. Jeanne D'Haem Author of The Las!
Camel: True Stories about Somak

CRADUATI

National Recognition for Outstanding Teaching to Dr. Janis Strasser

Hong, C.E. & Lawrence, S. A (2011). Action resegrch in teacher Send content
education: Classroom inquiry, reflection, and data-drven decision ditd
making. Journal of Inquiry and Action in Education, 4(2), T{7. up. senal own, or

delete it
Christine Besko-Maughan & Dr. Brian Friedlander - Reference Guithe -
IPad™ Enhancing Learning & Communication for Students with Speci
Needs. Edit
more Faculty Scholarship » Content

GRANTS, SCHOLARSHIPS & SPECIAL PROGRAMS

Garden State Partnership for Teacher Quality
New Vistas Program
Preparing All Teachers to Better Serve English Leamers (PATSEL)

REFORMS 1I




IX. Loading images or files

a. Right-click the folder in which you 8 B
will be working, right-click the NEW L New 2
icon, and select image or file @ ¢ s Folder
b. If you are loading images try to use BT 5 HTML Page
jpegs, as they have the best file B L ab [} image or File
compression and allow pages to = % multiple Files
load more quickly in the users web | _
browser. . as = MenulLink
c. Adobe PDF and MS PowerPoint ‘lca @ Close
files can be loaded in the same
manner.
NGRS Browse for the file
Select the type of File Asset you wish to upload: _to upload, and give
File Asset | - | ) Select it a title and
description.

d. On the editing interface select the browse for graphics icon:

Host Or Folder: coe -
File Asset:
Title: /
File Name:

10



e. On the menu select the images folder

Then select the banjos.jpg file and
insert:

d|B 7 U = |=[F
A a3 @ G| a0
™ | | |

Clawhammer Banjo

| Paragraph
| 9

A—
F—

-—
&
— 3—

¥

During the later part of the 1800's the banjo was

(thanks to the traveling minister shows) and clawhammer, or "stroke style” as it was called
back then, was the style of playing most often used. For those not familar with the banjo, the
style | play has been varioulsy called frailing or clawhammer. This means that the player must
create most od the notes by striking the strings using the backs of his or her fingernails. For
more information about Clawhammer style banjo -

Path: p = img

X. Adding a banner image

Search: Web Page Content

Host or Folder:

Title: [ e |

i b.

Body:

CommentsCount:
'

(4, Search |||4¥ Clear Search

11

Host Or Folder:

0
Q
1]

-~

3]

2] Cluster-Program
& cms

~
B coac

File Asset:

(EIRR e

Title:

0 E

1 2011edtechcon
£ 2012edtechcon
1 about

File Name:

-—
] assets
1 calendar

[ lessonstudy

23 3 R 2 ) 1 O 3 R I R

1 conferences

~ Font Size

-

- | A - FontFamily
_—

|-§®-§Ié¢jl@mmg|& ?v

|— 2[E % x |2 =& |

»

one of the more popular instruments

m

click here.

1

. From the drop-down menu select

Reuse Content

In the Reuse Content interface enter
all or part of the name of the image
you are looking for. With College-
level images it a good idea to start
with the College acronym, in this
case COE. Then click the Search



c. From the items SELECT | | COE Newsletter

that appear

from the SELECT Graduate Admissions COE School Library Media side content
SearCh for SELECT COE Accreditations

COE we ” SELECT COE banner =+—————

select COE

Banner SELECT Graduate Admissions COE Counseling side content

SELECT | | COE_SMSE

SELECT COE banner spacer

d. The result is that the first content area will feature the College of
Education banner:

II] & Add Content

/ Edit Content @

COLLEGE OF EDUCATION

XIl. Adding a navigation bar

4 Add Content a. Select the Add Contenticon in the narrow margin to
the left. From the resulting interface select Add
Widget

._.: New Content
.#* Reuse Content
5 Add widget
__'E Add Form

® Close

12



b. From the Widget interface select Navigation Builder, and from the
resulting search choose the COE Main Navigation button.

& Add Widget o
Select th: f widget Id lik —— =
_e e type of widge! Y_Du weuld ke L, Search &k Create Mew Navigation Builder
to insert or create from the list below.
Department Feature : o
Dept Slide Show Select COAC Art Department main nav
Embed Video
| Select | COAC College level |
Pop Menu . .
Web Page Settings Select COAC Departmental Mavigation
Select COAC Gallery Navigation
Select COE - Department Navigation
Select COE accessibilities conference 2
Select COE College Level Sub Folder Menu
Select COE college menu new
Select COE itllmenu
Select COE Main Navigation
oI ey FaF . VE T oY S | PRy Py [y Ly [y S
Q Learn how to create new widget types.

c. So far we've added the COE Banner and the Navigation Menu — see the
screen capture below:

[i] o Add Content [i] o Add Content

CCM COLLEGE OF EDUCATION

About
clawhammer
College of Education Faculty, Staff
and Student Information
i Add Content
Affiliations E] *
Clubs and Honor Societies -{ # Edit Content [z}
Directory
Clawhammer Banjo
Grants
During the later part of the 1800's the banjo was one of the more popular instruments (thanks to the traveling
Departments minister shows) and clawhammer, or "stroke style” as it was called back then, was the style of playing most
Programs often used. For those not familar with the banjo, the style | play has been varioulsy called frailing or
G clawhammer. This means that the player must create most od the notes by striking the strings using the backs
alenaar

of his or her fingernails. For more information about Clawhammer style banjo - click here.
Appropriate Academic Majors

Professional Development [pdf]

Resources

Library Curriculum Resources

test-paf

13



XIl.  Finished product

d. Select the Preview tab in the upper left to see the content area with
navigation menu and university wrapper

WP Connect - Directe APPLY NOW

\/VI; IAM

e
UNIVERSITY

ABOUTWP  ADMINISTRATION

COE Home
About

College of Education Faculty, Staff
and Student Information

Affiliations
Clubs and Honor Societies
Directory

Grants

Departments

Programs

Calendar

Appropriate Academic Majors
Professional Development [pdi]

Resources

ADMISSIONS

—
Faculty & Staff  Alumni

NEWS

L1l A9 LIBRARY ~ ATHLETICS ~ CAMPUS LIFE IN THE COMMUNITY ARTS & IDEAS GIVING

»HOME »COLLEGE OF EDUCATION »ABOUT » CLAWHAMMER

COLLEGE OF EDUCATION
clawhammer

Clawhammer Banjo

During the later part of the 1800's the banjo was one of the more popular instruments (thanks to the traveling
minister shows) and clawhammer, or "stroke style” as it was called back then, was the style of playing most
often used. For those not familar with the banjo, the style | play has been varioulsy called frailing or
clawhammer. This means that the player must create most od the notes by striking the strings using the backs
of his or her fingernails. For more information about Clawhammer style banjo - click here.

NOTE: As you move through the CMS the system needs to pause now and again to
process your requests. When that happens you'll see this:

Website
Folders, Files B Pages

Content
Search & Edit Content

Home Calendar

Workflow

@ www.wpuni.edu Website Browser

Sites and Folders

= ccart
Name

B

| CloselyHeld

B

|| centerss

®

Lcte

B

|| child-development

1 cie

5]

®

|| Cluster-Program

B

| cms

5]

|| coac

B

cohss

[ coe

m

Events Management

Menu

Change Host

== Add New | =

Status Description Mod.User Mod. Date

wj Show Archived

Loading
e e Do o

Don’'t worry! It’s just the software doing its thing!
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XIll.  Exit Gently

a. C|Ose Edlt MOde i Edit I Preview I Live -
When you are done with a page you need to Cubich B
exit back to the files and folders. & Publs age_
) Page Properties
Please do not use the back bar on your il Page Statistics

web browser! Rather, look to the upper

left corner of the page and select the ~ -
Close Edit Mode button. & Cr==-”*y

4 Admin Screen

b. Sign Off

“ When you are ready to leave the CMS

altogether look to the upper right corner of the
Jaehyun Kim folders and files area to select the Sign Out
My Account button underneath your name.
About
Disclaimer //
Support /
chc’L{

Contact Jae Kim with questions at:
kimj@wpunj.edu -- Atrium 109 -- 973.720.2937
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