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Getting Started Guide

Welcome to the CMS

Welcome to the Claremont McKenna College web content management system (CMS)!
This will serve as a guide for you to consult as you see how easy it is to manage your
website. You will see how to create and update your content quickly and easily without
having to learn an array of new skills.

The CMS will allow you to maintain your department’s website without sending the
information off to be put online by a different department. The CMS is easy to use and
you can access it from any standard web browser, letting you focus on what’s really
important—actually creating and managing the content.

So let’s begin!

Information Technology Services Department
Claremont McKenna College
(909) 607-0911

help@cmc.edu



Users and Roles

All operations done on the CMS are done as a certain user acting in a certain role(s).
Individual departments decide who should have access to maintain their website as well
as the access level for each person.

Users

The user is one who uses the content management system. The CMS requires
individuals using the system to authenticate upon login for security, logging, and
resource management purposes.

Every user is identified by the system with his or her User ID. A password is then used
for authentication and, the full name and e-mail serve as contact information for the
user. The role membership helps to determine the privileges a user has in the system
and helps to establish his or her access to the various system resources.

Roles

Roles outline the access rights for individual users. Roles also determine the order in
which the workflow process occurs. The roles include Overseer, Editor, Publisher, and
Approver.

Overseer

An overseer reviews the live site content to make sure that it is up-to-date. He or
she suggests new content and changes to the site. The overseer does not log into
the CMS and does not make any changes to the site themselves

Editor

An editor reviews the site content to make sure that it is up-to-date and suggests
new content and changes to the site. The editor has access to the CMS to edit
existing pages. He or she can not publish pages to the live site. This is a common
role for a student worker.

Publisher

Publishers review the site content to make sure that it is up-to-date and suggest

new content and changes to the site. The publisher has access to the CMS to edit
existing pages and create new pages. He or she can publish pages to the live site.

Approver

The approver reviews the site content to make sure that it is up-to-date. He or
she has access to the CMS to edit existing pages and create new pages. The
approver reviews the site content that has been edited and is waiting to be
published to the live site. He or she can publish pages that they have added or
edited and those that they have approved.



Using the CMS

Accessing the Content Management System (CMS)

Access to the Content Management System (CMS) requires an Internet connection. You
will receive a Remote Desktop connection file that you can save to your desktop. Double
click on it to access the CMS. You may be prompted to trust the connection at which
point you can safely continue. You will be prompted to enter your CMC username and
password. If that information is provided successfully, your session will load and you will
see the web browser Firefox open to the CMS login page.
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Please note: Some older versions of Windows do not automatically include the
MCKENNA domain in the initial log in process. In order to remedy this situation, please
enter your username in this format:

mckenna\username
(replace username with your CMC username)

Accessing the Content Management System (CMS) from Off Campus
The Remote Desktop connection file can only be used on campus. If you require access

to the CMS from off campus, please establish a VPN and then use the Remote Desktop
connection file.



Dashboard
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Dashboard

Once you have logged into the CMS you will be presented with the Dashboard. The
Dashboard is your home screen and has links to the parts of the CMS that you are
authorized to use.
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Dashboard Screen

Parts of the Dashboard

Module Navigation Bar
The Module Navigation Bar allows you to access the different modules in the CMS.

Module Navigation Bar

Dashboard

This is your home screen. From this module you have shortcuts to add pages, edit pages,
see recent edited pages, deleted pages and saved pages. Retrieve system and private
messages.

Users
This module allows you to leave and update messages to other CMS users.

Content
This module depending on your role, allows you to updated and add pages. See recent
edited pages, deleted pages and saved pages.



Sites
This module depending on your role, allows you to add site files (i.e. PDF, Word, Excel,
images). Also, you can add site directories.

Dashboard Screen

The Dashboard Screen has shortcut icons for adding pages, editing pages, seeing
recently edited pages, deleted pages and saved pages. Also, you can retrieve system and
private messages from this screen.
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Dashboard Screen

Welcome to CMC CMS (Your Name)! You’re in (Your Group Permission) group
This welcomes you to the CMC CMS by showing your name and your group role
permission.

Navigation Content Block

El_i Selecting this icon allows you to add pages to your site. Depending on your
+ role this icon may be grayed out.

Add Page

I Selecting this icon allows you to edit/update pages to your site.

A
Edit Page

I Selecting this icon allows you to view your recently edited pages. You can
E% also use this icon to edit/update a recently edited page.

Recent Page

Selecting this icon allows you to view and/or retrieve a recently deleted
page.

L
Diezlestesd Page

[; Selecting this icon allows you to view and/or continue to edit a page.
=

Soved Page



System Messages
See and retrieve system messages that have been posted by an Administrator

Private Messages
See and retrieve private messages that have been posted by other CMS users.

Dashboard Show/Hide Instruction

By clicking on the Show/Hide Instruction link, the screen will expand with pertinent
information that relates to you on the Dashboard. This will show you what you have
permission to do on the CMS. By clicking on the Show/Hide Instruction link again, this
screen will close.

Logout
Dashboard Help V.2.0.1063

Show/Hide Instruction

Instruction

Dashboard Screen — Show/Hide Instruction

Standard Items That Appear On Modules
You will see the following items on all of the modules.

Module Name Appears Here Logout

Halp v.2.0.1062

Dashboard Screen — Standard Items on Modules

Module Name
The name of the module that you are in will be displayed in the top left corner of the
gray bar that is located below the Module Navigation Bar.

Logout
By clicking the Logout link that is located in the top right corner of the gray bar that is
located below the Module Navigation Bar, you will be logged out of the CMS.

Help
By clicking the Help link that is located on the top right corner of the gray bar that is
located below the Module Navigation Bar, you will be taken to Help Docs.



Users Module
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User Manager

The User Manager module is where you will go to send messages to other CMS users or
update existing messages.
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User Manager Screen
The following information is displayed:

Leave and Update Messages
Allows you to leave and update messages with other CMS users.

Message Users
You can create a new message or edit an existing message(s).
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Message Users Screen
The following information is displayed:

Create new message
This allows you to create new messages to other CMS users.

Edit existing message(s)
This allows you to edit existing message(s).

Create New Message
This screen allows you to select another CMS user or multiple CMS users to send a
message to.



Logout
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Create New Message Screen
The following information is displayed:

CMS Users

Select other CMS users to send a message to by scrolling through the list. To send a
message to multiple CMS users make sure to hold down the CTRL key while selecting
names from the list.

Message Text
This area is for your message.

Submit
Once you have selected the CMS user(s) from the list and typed in your message, click
on the Submit button to send your message.

Edit Existing Message(s)
This screen allows you edit an existing message.
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Edit Existing Message(s) Screen
The following information is displayed:

Show Entries



Here is where you can select the number of messages to view. By selecting the
dropdown arrow you can change the view to 25, 50 or 100 entries to show.

To
This field shows the name of the person the message was sent to.

Message
This field shows the body of the message that you sent.

Edit
By selecting the edit icon, you can edit the message. This will open up a new screen that
allows you to put in an additional message in the message text field and submit.

Delete

By selecting the delete icon, you can delete the message. When clicking on the delete
icon, you will get a pop up message asking you if you are sure you want to delete this
item. You can click “OK” and the message will be deleted or you can click on the
“Cancel” button if you do not want to delete the message.



Content Module
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Content Manager

The Content Manager module is where you would go to add a page, update/edit a page,
view a recently edited page, see deleted pages and see saved pages.
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Content Manager Screen
The following information is displayed:

Add Page
Selecting this icon allows you to add pages to your site. Depending on your role
you man not see this icon.

N

"'r Update Page
Selecting this icon allows you to edit/update pages to your site.

Recent Page
Selecting this icon allows you to view your recently edited pages. You can also use
this icon to edit/update a recently edited page.

Deleted Page
Selecting this icon allows you to view and/or retrieve a recently deleted page.

& &

Saved Pages
Selecting this icon allows you to view and/or continue to edit a page.

10



Add Page

To add a new page to your site, click on the Add Page icon.

Step One

Logout
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Step One
The following information is displayed:

Your available sites
Use the dropdown box to select the site in which your new page will reside.

Page folder
Use the dropdown box to select the folder in which your new page will reside.

New folder
You can create a new folder. You do not have to fill in this field to continue the process.

Activation
When you would like the page you are creating to become active. You do not have to fill
in this field if you do not have a specific date for your page to become active.

Expiration
When you would like the page to expire and become inactive. You do not have to fill in
this field if you do not have a specific date for your page to become inactive.



Keywords
Relative words that describe your page content. This is helpful for Search Engine
Optimization (SEO).

Description
A relative sentence that describes your page. This is helpful for Search Engine
Optimization (SEO).

Once you have completed this step, click the Next Step button.

Step Two
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Step Two
The following information is displayed:

Page name
Name of your new page. Do not put in spaces in your page name.

Your available templates

Use the dropdown box to select a predefined template for your page. A small image of
the template will appear on the right side of the screen.

Once you have completed this step, click the Next Step button.

If you need to return to the previous screen, click on the Previous Step button. (See Step

One).

Step Three
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Step Three
The following information is displayed:
Your available layouts
Use the dropdown box to select a predefined layout for your page. A small image of the
layout will appear on the right side of the screen.
Once you have completed this step, click the Next Step button.
If you need to return to the previous screen, click on the Previous Step button. (See Step

Two).

Step Four
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Add Page — Pre-edit Window

The following information is displayed:

Content Blocks

Content blocks are individual blocks that are designated by dotted line boxes. Inside the
dotted line content blocks you will see Edit, Cut and Delete icons along with the filler
text. Each content block will have its set of icons. Each content block is edited
independently.
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Content Block Examples

Add New Content and Paste Icons

The add new content and paste icons appear above the dotted line boxes of the content
block. Using the Add new content icon allows you to add a new content block on the

page. The new content block will be placed
new content block moved to the top of the

on the bottom of the page. If you need that
page. Use the cut icon located in the top

content block. You will see that the new content block has moved to the top of the
page. Now use the paste icon and the content block that you cut has been pasted at the

bottom of the page.

Preview, Save, Submit and Cancel Buttons

The preview, save, submit and cancel buttons are located in the top header.
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Preview, Save, Submit and Cancel Buttons

Preview Button

This button allows you to preview your page without the dotted line boxes and icons.

Save Button

This button allows you to save your page so that you do not lose your work and can

return to it at a later time.

Submit Button




This button allows you to submit your page to the server. Depending upon your role, by
clicking this button it will alert the approver that a page has been submitted and is
waiting for their approval.

Cancel Button
This button cancels the page and any changes that you might have made to the page. If
this was a new page, you will have to go through all the steps to create this page again.

For information on adding content to your page, please see the section on Editors.



Update Page

To edit/update a page on your site, click on the Update Page icon.

Logout
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Update Pages Screen
The following information is displayed:

Path
The path shows you the site, directory and file name. By clicking on the path it will open
up the page in a browser for you to view.

Details
The details display information on author, last editor, edit date, active date, expire date
and location.

Edit
Takes you to the edit page.

Lock
Shows if a page is locked or unlocked. When editing a page, the page will automatically
lock. Depending on your role will determine if you see this field.

Approval
Shows if page is approved or disapproved. Depending on your role will determine if you
see this field.

Delete
Delete allows you to delete a page. Depending on your role will determine if you see
this field.



Show entries
The dropdown field allows you to control how many entries display at a time.

From this screen, find the file you want to edit and click on the edit icon.

Step One
Logout
Edit Page Halp V.2, 0.1064
Show/Hide Instruction
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Step One
The following information is displayed:

Your available sites
The available sites dropdown box shows the site in which your page resides. You will
notice that this field is grayed out and does not allow you to make any changes.

Page folder
The page folder dropdown box shows the directory in which your page resides. You will
notice that this field is grayed out and does not allow you to make any changes.

Activation
The activation field shows the date the page became active.

Expiration
The expiration field shows the date the page will expire.

Keywords
Relative words that describe your page content. This is helpful for Search Engine
Optimization (SEO).



Description
A relative sentence that describes your page. This is helpful for Search Engine
Optimization (SEO).

Important Note

If you have changed any information on this screen or plan to change the page to a new
template or layout, click on the Next Step button. If you did not change any information
on this screen and are not changing the template or layout, click on the Finish button.

If you click on the Next Step button, continue on to Step Two.

If you click on the Finish button, continue on to Step Four.

Step Two
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Step Two
The following information is displayed:

Page name
Shows the name of your page.

Page title
Shows the name of your page title.

Your available templates

If you are changing the template of your existing page, use the dropdown box to select a
predefined template. A small image of the template will appear on the right side of the
screen.

Important Note

If you have changed any information on this screen or plan to change the page to a new
layout, click on the Next Step button. If you did not change any information on this
screen and are not changing the layout, click on the Finish button.



If you click on the Next Step button, continue on to Step Three.

If you need to return to the previous screen, click on the Previous Step button. (See Step
One).

If you click on the Finish button, continue on to Step Four.

Step Three

Logout
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Step Three
The following information is displayed:

Your available layouts

If you are changing the layout of your existing page, use the dropdown box to select a
predefined layout. A small image of the layout will appear on the right side of the
screen.

When changing your page layout, please keep in mind that it will erase your existing
page. That means any content or images existing on that page will be erased. You will be
prompted by the following pop-up window.

0 If wau change the page lavauk, submitting the Fallowing preview will erase vour existing page and
any additional page save record you may have made, Be sure to swikch back to vour old lawaout if
changes are not desireable. Click cancel to switch back now., k?

Zancel

Page Layout Change Pop-up

If you need to return to the previous screen, click on the Previous Step button. (See Step
Two).

If you click on the Finish button, continue on to Step Four.



Step Four
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Content Blocks

Edit Page — Pre-edit Window

Content blocks are individual blocks that are designated by dotted line boxes. Inside the
dotted line content blocks you will see Edit, Cut and Delete icons along with your text.
Each content block will have its set of icons. Each content block is edited independently.



i Cenartment

vigation

Iviis:sdon & Mokto
Hiztory

Constrction af CHC
The Claremont Colleges
Campus Map

ChiC Fact Sheet
Cnliree Tour

Wisting Campus
Directions

Area Maps & Guides
Children's School
Board of Trustees

About Home

i e _
Lorem ipsum dolor sit amet

It kobortes leo Tels. Fusce pelentesgue, nibiy guis vesSoulum roncus, Poum risus dapbus vell,
frean tincichant sepéen koo eget e, Mulsm Bouls eclus st magns slsilend vars. Mz
[peterbengun sugue ogel ot interchum molls portitor nung porttitor. in du Beero, thonows of facling
freec, imare egel risus. LR St amed eros el usio lacinis comrvalls. Cumblur ugue maUEis, gravids
Jut achus non, pharetrs nec magra. Sugue convalls knem s nisl semper congus. UL sagtlis
Fermantum akpusl. Mascenas venarals, Bram ub sapiis omare, anbe uma bampor M, FTane
'rcm:odn.-!.r s mestus non nun, Lovem ipaum dolor 5 amet, consectsiur sdipizcng of. Froins
[evague arcu, 1 malhs mans . Proin massa sapien, egestas guis venenalis guis, pore in metbus
[Gad et sugue inbapis congue vollpsl ul gus ool Suspendsse potent. Caisgue anbe leo, molls
[ hendreril sed, Iacings vel o51. Morhi metus negue, bampus st amet omars u, presum & hapes

ot eroeg nis, vilae gt rn, Ham g mi sed usto abguam pelsnbssgue. Inhaa
frabdazze plales dohumsl Muls tscius loborhs dohum

JHulierm non utrices e, Vivamus suscipd daplus o, st emel Tacilis kpuls viputsls & Class
Iptent tacits sockosos ad Mor borguent per conbia nosin, per inceptos himenasos. Fusce id

© st ron Seugiat fortor, Lorem ipsum diokor 58 amel, conseciehsr adpiscing o, Fusos moli
Fermentum e, ol viverms messs omane of, VivamLs non iberd g nibh infisndum congus s 8
[, Pharselus lnonest, bguis 5 Commo0D BUCHOr, Ia0us DS leoreet magna, vestbulm
[ommodn e Sem Ub nen. Asnean feugisl e mad fels dotum lenpor Vivams Tsclizis pubines
Eapeeny, sed molis {els porfifor ao. Donec warkss maures ul vell lobortis & serfend sapken egesing
A bempus Lempor justo, nec fsucbus ups suscipd neo. Cursbbur suchor, barpis o amel

[rolis vehouls, nunc kre pretum purus, eget vobupsl enis usio Singlia diam
|

Content Block Examples

Add New Content and Paste Icons

The add new content and paste icons appear above the dotted line boxes of the content
block. Using the Add new content icon allows you to add a new content block on the

page. The new content block will be placed
new content block moved to the top of the

on the bottom of the page. If you need that
page. Use the cut icon located in the top

content block. You will see that the new content block has moved to the top of the
page. Now use the paste icon and the content block that you cut has been pasted at the

bottom of the page.

Preview, Save, Submit and Cancel Buttons

The preview, save, submit and cancel buttons are located in the top header.
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Preview, Save, Submit and Cancel Buttons

Preview Button

This button allows you to preview your page without the dotted line boxes and icons.

Save Button

This button allows you to save your page so that you do not lose your work and can

return to it at a later time.

Submit Button




This button allows you to submit your page to the server. Depending upon your role, by
clicking this button it will alert the approver that a page has been submitted and is
waiting for their approval.

Cancel Button
This button cancels the page and any changes that you might have made to the page. If
this was a new page, you will have to go through all the steps to create this page again.

For information on how to edit content to your page, please see the section on Editors.



Recent Page
To edit/update a recently updated page on your site, click on the Recent Page icon.
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Update Pages Screen
The following information is displayed:

Path
The path shows you the site, directory and file name. By clicking on the path it will open
up the page in a browser for you to view.

Details
The details display information on author, last editor, edit date, active date, expire date
and location.

Edit
Takes you to the edit page.

Lock
Shows if a page is locked or unlocked. When editing a page, the page will automatically
lock. Depending on your role will determine if you see this field.

Approval
Shows if page is approved or disapproved. Depending on your role will determine if you
see this field.

Delete
Delete allows you to delete a page. Depending on your role will determine if you see
this field.



Show entries
The dropdown field allows you to control how many entries display at a time.

From this screen, find the file you want to edit and click on the edit icon.

For information on how to go through the steps on editing/updating a page, please see
the section on Update Page.

For information on how to edit content to your page, please see the section on Editors.



Deleted Page
To view deleted pages, click on the Deleted Page icon.
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Deleted Pages Screen
The following information is displayed:

Path
The path shows you the site, directory and file name. By clicking on the path it will open
up the page in a browser for you to view.

Details
The details display information on author, last editor, edit date, active date, expire date
and location.

Edit
Takes you to the edit page.

Lock
Shows if a page is locked or unlocked. When editing a page, the page will automatically
lock. Depending on your role will determine if you see this field.

Approval
Shows if page is approved or disapproved. Depending on your role will determine if you

see this field.

Delete
Delete allows you to recover a page that you may have deleted in error.

Show entries



The dropdown field allows you to control how many entries display at a time.



Saved Pages
To view saved pages, click on the Saved Pages icon.
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Deleted Pages Screen
The following information is displayed:

Path

The path shows you the site, directory and file name. By clicking on the path it will open
up the page in a browser for you to view.

Details

The details display information on author, last editor, edit date, active date, expire date
and location.

Edit
Takes you to the edit page.

Lock

Shows if a page is locked or unlocked. When editing a page, the page will automatically
lock. Depending on your role will determine if you see this field.

Approval

Shows if page is approved or disapproved. Depending on your role will determine if you
see this field.

Delete
Delete allows you to recover a page that you may have deleted in error.

Show entries
The dropdown field allows you to control how many entries display at a time.



Sites Module
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Sites Manager

The Sites Manager module is where you will go to add site files. Depending on your role,
you may see the Sites tab but when selecting the tab it will open up a blank Sites
Manager.
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Sites Manager Screen
The following information is displayed:

Add Site Files
This allows you to add Word docs, PDFs, Excel files and images. Also, you can create a
directory for you site.

Add Site Files

Logout

Add Files Halp V. 2.0. 10946
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Add Site Files — Site Option List
The following information is displayed:

Option List
Use the dropdown box to select the site where the file will be added.
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Add Site Files — Make Directory or Upload File
The following information is displayed:

Make Directory
Select this radio button to create a new directory.

Upload File
Select this radio button to upload a file.

Make Directory
When selecting the radio button for Make Directory, the screen will expand to the
following:
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Directory Name

Submit

Add Site Files — Make Directory
The following information is displayed:

Option List
Use the dropdown box to select the path where the new directory will reside.

Directory Name
Create your new directory name. Do not put spaces in the name of the directory.

Click on the Submit button and the new directory has been created.



Upload File
When selecting the radio button for Upload File, the screen will expand to the following:

Logout
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Browse

Add Site Files — Upload File
The following information is displayed:

Option List
Use the dropdown box to select the path where the uploaded file will reside.

Click on the Browse button to locate the file that will be uploaded. This will open up a
pop-up window to locate the file. Select the file that will be uploaded. The File Name
field of the pop-up window will be populated with the filename that was selected. Click
on the Open button on the pop-up window and a copy of the file will be uploaded to the
path that was selected.



Editors

Text Editor
Video Editor
Audio Editor

RSS Editor
Gallery Editor
Form Editor

Reusable Editor

Navigation Editor



Editors

The Editor section describes the eight different editors that are used in the CMS. The
editors consist of the Text Editor, Video Editor, Audio Editor, RSS Editor, Gallery Editor,
Form Editor, Reusable Editor and Navigation Editor.

Whether updating an existing page or adding a new page, adding a video or gallery or
updating your navigation, the CMS will determine which editor needs to be used
depending on the content type.

Text Editor
The text editor is used to update text portions of your pages.

Dody div
Submit Cancel

Text Editor



Parts of the Text Editor

The Toolbar
The icons below are shown with a description of their duties. These icons are seen and

used in various other programs.

Insert/Remove Insert Horizental Line

Replace Paste as Bulleted List [nerease
plain text Inident Aliga Right Link

Redo Caopy
Paste Unlink

Check Spelling

Diecrease

Undo Find Curt ke Indent Align Left

lialic
Rold | Underlin
t !ﬁfb!_tlfﬂlﬁ]*ﬂft%fi

1

[} ==

=t #oc! B R e
g 35 3= - = = =E = =
? 1 Mormal - l [
Image Paragraph Forimat Paste from Insert/Remove Center Justify
Word Mumbered List
Table Inzert Page Break for Printing
The Text Body

In this window you will see the text that will appear on the web page. In the gray bar at
the bottom, shows the HTML tags that are being used when you are creating your page.

L

hody p

Save or Cancel
Clicking on the Submit button, the text that you have created or updated will be placed

within the web page. Clicking on the Cancel button, the text will be cancelled and return
you back to your page.

Subimit Cancel



Video Editor
The Video Editor is used to add videos to your page or to update existing videos.

Properties Preview
Video libraries
Wirnea .'J Halp
Your maen videa
Selact option =l ‘Help
I carousal —Halo
© Small T Medium * Large —iHelp
Cancel

The following information is displayed:

Video libraries Select the CMC approved video sources.

Your main video Select main video to display.

Carousel Checkbox for displaying related videos in scroll below main
video.

Small, Medium, Large Select video size to fit content area.

Clicking Preview button allows you to preview on the right side of screen.
Clicking Submit button, submits your changes to page.

Clicking Cancel button, cancels your changes to page.



Audio Editor
The Audio Editor adds audio files to your page.

Properties

Trpe:
A gingle tem that does not change _vJ JHelp

Template:

Standard j -Help
Limuat ko display:

unlimited ﬂ JHelp

rSelect audio source
MRSS 2.%, Podcast or Aam Feed Ul

Help

Get Feed

Cancel

The following information is displayed:

Type Describes the type of audio item.
Template Describes the visual layout of the item.
Limit to display Limit the number of results displayed.

Select audio source URL to return a properly formatted XML document.
Clicking Submit button, submits your changes to the page.

Clicking Cancel button, cancels your changes to the page.



RSS Editor
The RSS Editor adds RSS feeds to your web pages.

Properties Preview
ASS Feed URL: Helg
Humber ta show

Mo Lirit j “Halg
Add a title Halp
Add a subscribe footer JHalp

73

Frevaew Cancel

The following information is displayed:

RSS Feed URL URL to return a properly formatted XML document.
Number to show Limit the number of results displayed.

Add a title Appears as the title above the RSS feed.
Add a subscribe footer Allows viewers to subscribe to the RSS feed.

Clicking Preview button allows you to preview on the right side of screen.
Clicking Submit button, submits your changes to page.

Clicking Cancel button, cancels your changes to page.



Gallery Editor
The Gallery Editor will add slideshows and photo galleries to your webpages.

Properties Ga“ery Name
Gallery Typa Help I nn
CategoryGallery x|
Gallery Name Help
[ Ayt Start: /Heln
L
Select Flickr Usar “Help
hd|
Select Gallery PHelp
Add
Cancel

The following information is displayed:

Gallery Type Display a slideshow, single gallery or series of galleries.
Gallery Name Name to describe the gallery.

Auto Start Slideshow or gallery would automatically play.

Select Flickr User Username of Flickr account.

Select Gallery List of public photosets.

Clicking Submit button, submits your changes to page.

Clicking Cancel button, cancels your changes to page.



Form Editor
The Form Editor is used to update forms that exist in your website.

Properties Preview

Form lisk
Opsion List =] Help

The following information is displayed:

Form list List of forms on site.

Clicking Preview button allows you to preview on the right side of screen.
Clicking Save button, saves your changes to page.

Clicking Exit button, exits the editor.



Reusable Editor

The Reusable Editor is used to place reusable content items on your website or to create
new reusable content.

Properties Preview
Reusable library
Option List j ~/Heln

Cancel

The following information is displayed:

Reusable library List of reusable content.

Clicking Preview button allows you to preview on the right side of screen.
Clicking Submit button, submits your changes to page.

Clicking Cancel button, cancels your changes to page.



Navigation Editor

The Navigation Editor is used to update your local navigation or to create new local

navigation.
Properties Preview
Mavigation choices
id 1 (reusable) x| “Heln  Department Navigation
No style © About The Pragram
S admission And Scholarships

Mot reusable © Reusable @
-
Update & add new wJHEIQ

Restart Presiew

Cancel

Department
Navigation

e Ahout The Prograrm

« Admission &And Scholarships
« Curriculum

« Program Calendar

« MNetworking Opportunities

Mews And Events
Links And Resources
FaQ's

4+ 1 Home

[]
-
& Curriculum

« Program Calendar

« Metworking Opportunities
L ]

L ]

-

]

Mews And Events
Links And Resources
FAQ's

4+ 1 Home

The following information is displayed:

Navigation choices

List of applicable navigation choices.

Not reusable/Reusable Choose if not reusable or reusable.

Update/Add new

Edit current navigation or create a new navigation

Clicking Preview button allows you to preview on the right side of screen.

Clicking Submit button, submits your changes to page.

Clicking Cancel button, cancels your changes to page.



