Updating Content Tutorial

Depending on your user access, you might not hesesa to everything you see in this
tutorial. Rest assured you will have access toyswleere you are directed to go to.

1. Navigation Bar

The main navigation bar in collage will had®me, Site, Content, etc. Click on
the tab labele€ontent to start moving through collage.

2. Navigation Submenus

Wﬁ Once you are in th€ontent menu
(Content in the Navigation menu will be

o
| DeployFolders v | NEEW N;TT,[ y highlighted), you want to click on the
Deploy Folders down arrow next t@eploy Folders to
- Work Cabinet : )
7* bl el Contentsof /  activate the drop-down menu.
Search [ ] File Name

From this drop-down menu, select the opt@ontribution. This will take you to
the Contribution section of collage.

3. Finding the department folder

Lontnoumoen In the left column, you will want to click the plgggn
next to the foldeclsto display all the subdirectories.

_S' = From here, you will want to click treudents folder
5L B8 cobe and select thadvising folder to bring up the

-1 e directory where the page you want to

|:q ophours edit/add/delete/etc. is located (i.e. selectpiblecies
e o folder if you want to edit a specific page in this
s Frours folder).
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ié e When you select the folder, on the right side ef th
515 ol page a list of all the subfolder and files will ap.
- policies From here you can either add a page, delete aral pag
-2 projects or edit a page. The next three sections will take
- lamd stujobs through all of your available options.
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Adding a new pageto thefolder

Once in the specific folder, you can add your page site. First thing is to click on
New Document in the Content menu.

Contnt
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Mew Folder MNew Document Upload Edit

A new window will pop up asking you a few questidnefore continuing. What you
select isvery important.

9@ New Document

Select document bype: :.c.l-s_stam.:iard ; v
hame: cls_1calzCol

o cls_staff
Descriphion: | oz courses

clz_academics

[ Ok H Cancel ]

You have two different layouts to choose fropr.e-college_ common, andpre-
college events.
* pre-college_ common: One section for a title and one main sectiorctortent.
You have access to almost all of the editing tablte top in the main section.
There is a navigation menu on the left that is itabte.
» pre-college events. One section for the title, one section for tléed and a main
section for the description of the event.

After the layout, you need to give the page a nafhdoesn’t have to be anything too
complex, but the name should signify what the padee. nraykovich would be a
content page for me [Nick Raykovich]). | would oezmendagainst using spaces. You
should also add description that will act as a title for the page. Once yautreated a
page we can go ahead and start editing it.



Editing the page
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Selection Settings: Clear Formatting

This window is where you put in the relevant infation your page needs. I'll be working with
thepre-college_common page since it has all of the options availablaso

There is only one area to put your content in aectan use the available options at the top of
the window to arrange the content accordinglytheother available contribution pages, you
can enter the content as we do here, though sothe oiptions we discuss will not be available
to you.

Text

You can give your text all sorts of attributes as yould in any text processor (i.e. Word). If
you want, you can also change the size, color, theviext is aligned and font of the text if you
don’t like the default (I highly recommend you dot change the default settings). To add these
attributes, you need to first type in what you waelect the text and apply your attributes. This
way you won't affect unwanted text on your page.



Lists
Going along with Text, you can also display listsyour page. When you want to include a list
on your page, select theast option and choose from the options available.

The two main options a@rdered andUnordered lists. The choice is
| up to you since each list has different charadiesis

O{:;:f Ordered lists provide a numbered or alphabetiadoio your items. As
. -type a I you add more items to your list the numbers oetstivill increase as

- bype A well. Ordered lists should be used when the iteaes] to have a rank
""" “bypel " associated with them.
------ -bype 1

Unordered | . .. . . . .

type Circle ~ Unordered lists are useful when listing arbitraeynis where one item is

- bype Disc as important as the next.

- bype Square

The only downside to the list function is yoan not have nested lists
(i.e. alist inside a list). Please take this iodbmsideration when using lists. If you know HTML
you can access tt8our ce code and make your own lists that way as well.

When you're reading to end the list, just hit thedf/Return key twice. The first time you hit
the key it will bring you to the next item. Wheauwhit the key again, it will end the list and you
can go use whatever options you need.

I mage(s)

Insert Image: Help

If you want to add an image to your page,
just click thel mage button at the top.

Contents of /WWW /precollege /common/images =
Name Description
O & ancre auto created
[ & =tcony

O &
[mE:
O
O 55
O & boin

auto created

auto created

This opens up of theage folder. Select the
department folder where we uploaded our
images.

You need to find the name of the image you
want to display on the page and check the
box next to the name (as of now, there are
no images uploaded into the directory).
Next, you need to fill in thalt field with a
description as to what’s going on in the

idth: Height v paddng: ||
i : = jmage. This is for accessibility reasons and
——— Needs to be filled in before you continue. If

you want to change where the image is

displayed on the page, click the drop down mentheilign field. Select the option you want

and it will be applied once you hit ti@K button.

If you feel that you need to edit your image, jcigtk the image (eight boxes appear) and click
thelmage button again. You can make your changes the®Kito save and continue.



Links
When you put a link in your page, | S Title

recommend you type the link text in first, —= ~

hfprecollege

highlight the text you want to be the link ~ ~=™"~ LA -

then click theLink button. Ej R
Oy

In this window, you can navigate and link to O,

any page located inside Collage. Use the g AR

El[ auto created

left column to navigate to a specific folder
you want. Click on the folder to bring up .

the list pages in the right column. Just like - o Messoge L
adding images, you need to check the box =

next to the page you want to link. b b oo oo il

] wﬂ ressive  auto created

Class; Style:

Text: 2

TheTitle field is not required before hitting —r oz
OK, but I would recommend putting in a title or nafoethe link so people know where they
are heading before they click on the link. Evernygrelse should be set and just@K.

You can also add your own link to a site outsidéhefUniversity by clicking on thExternal
tab near the top. Cliddew Link and put in the name and address (Name is whaivgot to
call the link and URL.: is the address).

Saving and Checking in your Document
— = When you are all done editing the information imydocument,

Htestl you will want to click theSave button then click th&xit button to
Edg leave this window. This will ensure that your domnt is saved
B X E» %, B upon exiting.

Sh L
Save Ext  Metadsta Spell Bale

Once you clickexit on the contribution window, you will be back to
the main window mode of Collage. In the folderyygthould see your page appear on the list.
Your document should have your login name afténithe Checked Out column). The first
step is to click your name, th€K in the window that pops up to check in the documen

Type A Madfied Yersion Next, you want to click on thi€on in theVersion
Sk 8 ciion 1f29/07 12 column (if you just made your page you should see a
T T 2 1). Clicking the icon will tell the software to @apt

the latest version with all the changes. All vensi of
a page are saved in Collage so if you ever need go
back to a pervious version, contact the webmasigitize web team will do their best to help
you.

Skb coe_common_2_col 1/31)07 =gl

When the icon is gone, your newest version of thauchent was accepted and will be displayed
when Collage updates the site.



Deletea File

Check the box next to the file you want to delatkear the top of your browser, you should see a
red “X” with Delete underneath it. Make sure you really want to delbe page and click the
OK buttons until the file is gone.



