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1. Introduction to T4 Site Manager

What is T4 Site Manager?

T4 (Terminal Four) Site Manager is the Content Management System which is we use at Aberystwyth
University (AU). Site Manager is used to create, review and publish content to the AU website. We use a
Content Management System in order to separate the structure and look of the pages from the content
within the pages. It also means that you don’t need to know html to create or work on web pages here.

Access to T4 Site Manager

Site Manager is accessed through a web interface at https://cms.aber.ac.uk/. Log in using your usual AU
username and password. The preferred web browser for accessing the CMS is Firefox, but the system works
on any browser.

Users

Users of Site Manager are assigned to edit different areas of the site. For each department there may be
several site editors called “Moderators” and there may be other site editors called “Contributors”.
Moderators and Contributors have different levels of permissions within their departments. Moderators can
create and work with sections and content, whereas Contributors can only create and work with content.
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Layout
When logging into Site Manager, you are presented with the Site Structure which shows the areas of the site
you have permission to access, and a sidebar on the right containing useful widgets.

| 4 TERMINALFOUR Site Manager sA A | # Language: English ¥ Moderator: shastaff Logout
Content ¥ Rights & Roles ~ Help ~
Show site structure
= Site Structure < @ (%] Search System
Path : Home » www.aber.ac.uk » Home
English & Creative Writing @ 2 0 0
— - T @ G
© £3 Undergraduate Studies = 5 1 0 Sections: & Content: &
© £1 Postgraduate Studies @ s 1 0 m
& B3 Visiting Students = 2 1 0
iz C1 Departmental Research = 2 1 0 Publishes
= £ Staff @ 2 1 0
Channel Due
@ E1 News =l o 2 0 www.aber.ac.uk Fri 03:20
G ma column 1 @ 2 0 0 www.aber.ac.uk Wed 09:40
www.aber.ac.uk Wed 09:40
U E3 column 2 = 2 0 0
U £z column 3 |l 1 0 0 Al
U Ez departmental colours @ 1 1] 0
U £z Introduction @ 1 1] 0 Name Last Modified
C 26/1/11 3:09 PM
# Fu Postgraduate @ 1 0 0
. 27/11/09 11:22 AM
U gz Test = 3 0] 0
4 C1 Conferences @ & o o 16/4/10 2:50 PM
i+ £z Old Undergraduate Studies = 1 0 0 16/4/10 2:52 PM
U B3 Visit Us = =2 1 0
Path : Home » www.aber.ac.uk » Home » Training Area
Shipman, Suzy Clair @ 3 o 0 Last Modified Content
U B3 About Me @ 3 0 0
- Name Last Modified
&R My link section = o 0 0 Test
Test Snid A4 nE arianeae o

FIGURE 1 - SITE MANAGER

The sidebar widgets can moved around so that you can put your favourite at the top. They can also be
minimised if you don’t want to see them.

Bookmarks Bookmarke
This widget allows you to bookmark sections in the CMS so that they are easy to access

next time you wish to edit them. Sections can be bookmarked via the section menu and | ' '3ve o frems bookmarked =
then clicked on in the Bookmarks widget when required.

Search System

This widget allows you to search through section or content names to find the section or

piece of content you wish to edit. This is especially useful if you work on a department | S—— ttJ
ections: @ ontent: ©/

with a large number of sections. You can go directly from the search results to either

modify the section or the content.

Search System

Page 2



PRIFYSGOL

ERYSTWYTH

——— UNIVERSITY
Scheduled and Running Publishes
This widget keeps you updated as to when the next scheduled publish will be running.
This allows you to see at a glance when your work will get published and what time you
should aim for if you wish to get it published as soon as possible.

Transfer Times

This widget keeps you updated as to when the next scheduled transfer will be running.
This allows you to see at a glance when your work will be live, and what time you should
aim to have it published by if you want to get it live as soon as possible.

Approval List (see Information Sheet 6 for more information on approval)
This widget allows you to see your approval list (all content that is awaiting approval in
sections you have permission to edit in — not just your content) without having to visit
the main approval page. This gives you a visual reminder to approve content you’ve
worked on and helps to avoid pending content getting forgotten about and never going
live. The main approval page is still available from the Content menu.

Last Modified Content

This widget allows you to see what content has been worked on recently in sections you
have permission to edit in. This can be useful if you are working in a department where
there are several people working in the same area as you will be able to see which pages
have been recently edited.

CMS Information Sheet 1 (16/02/15)
Introduction to Terminal Four (T4) Site Manager

Scheduled and [+ _
Running Publishes
Channel Due

www.wheb.ac 18 Feb '14 13:00:00
WomensPoetr 18 Feb '14 13:05:00
www.aber.ac 18 Feb '14 13:10:00
RSPSoc2014 18 Feb '14 13:45:00

Transfer Times [+

The next transfer is at
approximately 2:30pm.

Scheduled transfers take place at
these times: 9:30am, 11:30am,
2:30pm, 4:30pm (3:30pm on
Fridays) on weekdays only.

Approval List ﬁ’

Name Last Modified
16/4/10 2:50 PM
27/11/09 11:22 AM

26/1/11 3:09 PM
16/4/10 2:52 PM

Last Modified Content [

Name Last Modified

2011-01-26 15:09:28.0
2011-01-26 15:08:02.0
2011-01-26 15:08:00.0

2011-01-26 11:46:55.0

2010-04-29 16:25:49.0
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Site Structure

The site is organised into a tree-like structure made up of sections and sub-sections. Within sections is
content as well as any sub-sections. Terminology may be used which refers to parent sections and child
sections depending on their location within the structure. In the example in Figure 1, the section ‘Test
Department’ is the parent of the section ‘Staff List’, and the section ‘Dr Joe Bloggs’ is the child of the section
‘Staff List’.

t4 TERMINALFOUR Site Manager

Show site structure

= Site Structure

Path : Home » www.aber.ac.uk » Home ¢ e
o Parent of ‘Staff List
= B> staff List
U 2 Drloe Blugg:: . .
: Child of ‘Staff List’
U £3 Mrs Suzy Shipman

FIGURE 2 - SITE MANAGER HIERARCHY

You can get back to the Site Structure at any time by clicking on the T4 logo in the top left of the screen.

Creating Web Pages

A web page is made of a section and content within it. To create a web page on your site, you can create a
section (Moderators only) and add to it the content that you wish to be displayed on the page. Each page
should have at least one block of content to hold the main text of the page, as well as contact information,
and metadata — See information Sheet 3.

Editing Content

All editing is done through web based forms, using a WYSIWYG (What You See Is What You Get) editor. See
Information Sheet 4. The Editor is not fully WYSIWYG as styling may be applied to content when previewed
or viewed on the main website.

Previewing your work

When you create or edit a section in Site Manager, it is possible to preview it to see how it looks. There is a
limited preview available from the content editing pages, but it may not look exactly like the final page.
There is also a better preview available from the site structure view’s section menu — see Information Sheet
2.3. After content has been approved and published you can check how it looks on the staging server at
http://cmspreview.aber.ac.uk/en/ (English version) or http://cmspreview.aber.ac.uk/cy/ (Welsh version).

Version Control

All versions of content created and edited within Site Manager are stored. This enables administrators to roll
back content to a previous version if required. It is also possible to see which user made which change and
when.

Languages
Site Manager is set up to use English and Welsh. Each piece of content should have an English version and a
Welsh version. It is possible to change the interface itself to use Welsh by clicking on your user id in the top
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right of the CMS screen and changing the setting “TERMINALFOUR Site Manager User Interface Language” to
Welsh.

Documentation

These documents are available on the Web Services website and that is the place you should go for up to
date versions — check the date at the top of your paper copy with the dates on the website.
http://www.aber.ac.uk/en/web/support/documentation/manual/

Help
If you need help, you’ll get the quickest response by emailing www@aber.ac.uk. This address is checked by
four people who are all CMS administrators. If you want to speak to someone over the telephone, our

central number is 1776.

Jargon Buster

URI = Universal Resource Indicator.

Loosely, this is the path part of a URL (web address). For example, in the URL
http://www.aber.ac.uk/en/undergrad/visit/, the URI is the section after the host name - /en/undergrad/visit.
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Creating a Section (Moderators Only)

2. Creating a Section (Moderators Only)

1. A new section can be added at the top level of your Department (or area of the AU web site) or it can
be added as a sub-section of an existing section.

2. From the Site Structure view, find the section where you wish to work.

3. Put your mouse on the arrow to the right of the section you have chosen and the section menu will

appear. Choose Add Section.

% Add Section
EF Modify Section

C® Delete Section

J B B ®

X Move Section

&2 puplicate Branch

4

= Preview Section

4

¥ Add Content

& Modify Content

] B

% Delete content
) )

]

FIGURE 1 — THE SECTION MENU

4. The Enter Details page will appear

t4 TERMINALFOUR Site Manager

sAA | 351« English v | # shastaff | (N AAEEEE] @ Locout

Content Rights & Roles Help

Add Section, Enter Details

Section: Home » www.aber.ac.uk » Home » Training Area » New Section

= site Structure

« ) [ »

4 General Content Styles

Metadata Edit Rights

General information about the section.

Training Area

w53 2012
Name

2011

R Qutput URL
Daniel Thorne

Access Key

Training Resources

£a
=

= £33 Adam Connah
=] SEO Key phrase(s)
£a

Visiting Days Form
Status

U £3 User, Test

. Default Workflow
U 2 title

U ga departmental coloy | Show in navigation?

U B column 1 = eForm Section?

O column2 Archive Section

e —— Content Owner

U 3 column 3
Widening Participation

U Ea temp-contacts

Make this a link section?

U 1 AboutUs

FIGURE 2 — THE ENTER DETAILS PAGE

D oo

Approved E
—MNone — E
B

o

Inherited [l

Inherited Ovner: No Owner set
No Owner set
& Select Owner

]

oD o

5. Insert a name for the section. This name will be used as the page title, and will appear in the site

navigation (left menu).
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6. Insertan Output URI for the section. This will be used in the web address of the section —the CMS will
build most of the web address but needs you to specify the last part of the web address for your new
section.

Note: How to choose an appropriate URI

The URI should be lowercase, with spaces replaced by hyphens (-). The following symbols are not permitted
ina URL: 1”£5%2*()_{}[];;@’~<>.,/\| URIs should be “friendly” —i.e. they should make sense to the user and
should be easy to type into a computer/device if the user has the web address on a leaflet. Much of the
time, your output URI can use the same wording as the section name — e.g. if your section name is Web
Services, then your output URI could be web-services.

7. You may choose to add an SEO key phrase. This can be used as part of an SEO report to see if the page
is performing well for this key phrase.

8. If you wish to work on this section without it becoming visible through the site navigation until you
are ready, un-tick the “Show in navigation?” check box.

9. Leave ‘eForm Section?’ unticked.

10. Leave ‘Make this a link section?’ unticked. See Information Sheet 2.1 for more information about link
sections.

11. When you have finished, select the Add button at the bottom or top of the page.

12. You will now be able to view your new section within the site structure by expanding the section you
created it in.
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Creating the Welsh Version of your section

Note: You should only create the Welsh version of your section when you have the Welsh text ready. If you
have sent your English text to Translation, wait for it to return before creating the Welsh section.

13. Click on the Language button at the top of the screen and select Cymraeg

English.y | * shastaff | [N = Locout

Cymraeg|.x
English Rights & Roles Help

FIGURE 3 - THE LANGUAGE SELECTOR

14. The Welsh version of the Site Structure page appears:

t4 TERMINALFOUR Site Manager F 2l ocymraegv | * shootaff | N | Locout

Content Rights & Roles Help

Show site structure

E= Site Structure (7] Q oo8) (w» =+

Path : Home » www.aber.ac.uk » Adref
Saesneg ac Ysgrifennu Creadigol

]

Search
w £3 Astudiaethau Israddedig

w C3 Astudiaethau Uwchraddedig
i £3 Myfyrwyr ar Ymweliad

w £3 ¥mchwil yn yr Adran

71 I T

iz C1 Staff

[ TR S TN T SR NI )
L I N

1]
1]
o
’
o
o
1]

2 B

Scheduled and m

i/ C1 Newyddion

FIGURE 4 - THE WELSH VERSION OF THE SITE STRUCTURE

15. Find the section you just added. It will be called Not translated as the Welsh title has not been set.
Click on the words Not translated to open the section for editing.

Note: If there are lots of new sections which haven’t had their Welsh title set, it can be hard to find the
right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the page will appear.

16. The General Information about the section page will appear:
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t TERMINALFOUR Site Manager @ Cymraeg v | * shastaff | (NN | Locout
Content Rights & Roles Help
Modify Section, Show Details
Section: Home » www.aber.ac.uk » Adref » Hyfforddiant » Not translated
= site Structure 4% General Content Styles Metadata EditRights Subsections
& 2 N . .
General information about the section.
Cancel
Ehangu Cyfranogiad
Name
U £3 temp contacts cy
B Output URT
U E3 Amdanom Ni
= £3 ¥sgolion Access Key
& 03 Cymuned SEO Key phrase(s)
@ C3 Cymorth i Fyfyrwy stat E|
atus A d
pprove
¥ E3 Staff
Default Workflow —
U C3 Newyddion a Digwy None El
U £3 column 1 Show in navigation? |
0 E2 column 2 eForm Section? ]
U gz departmental coloi= Archive Section B
L] Content Owner Inherited []
U £z top story Inherited Ovmer: No Owner set
_ No Owner set
U & news-area ‘e Select Owner
U B3 title
= [3 Y Bartneriaeth Duglicate Branch
U B3 column 3
!

FIGURE 5 - THE WELSH VERSION OF THE MODIFY SECTION, SHOW DETAILS PAGE

17. Add the name of the section —this should be the Welsh equivalent of the English Name. Type the same
URI as you had in your English version into the Output URI box. Click on Update to save this change.

18. You will now be able to view your Welsh section within the site structure.

19. At this point you can prepare to add content to your section. See Information Sheets 3 to 3.3 for more
information on content.

NB. All new sections inherit styles from their parents. Depending on the section settings, if your new section’s
parent is the top level page for your department, it may inherit the special style used on this page. This can
only be changed by a CMS Administrator — please contact www@aber.ac.uk.
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2.1. Creating a Link Section (Moderators Only)

Link sections can be used to add an item to your department’s navigation that is not

PRIFYSGOL

actually within your department. Instead of being a section to which you add %ERYSTM;EE
content to create a page, this section will merely direct to user to the web page of

.
your choice.

Welcome to Aberystwyth University
Governance
For example, many of the links in the menu on The University page (see image on | Instities

Departments & Services

the right) are link sections which take the user out of The University section. News

Investing in your future

There are 2 types of link section — one is linking to a section within the CMS (in your :V“f‘"’a“e”be’“w” special
istory

department/area or elsewhere); the other is linking to a site outside of the CMS (this | pates of Term

could be an AU site that is not yet in the CMS, or an external site) B

Equality & Diversity

Student Fee Plans

Llnk SeCt'Oﬂ - W|th|n the CMS Publication Scheme

1. From the Site Structure view, find the section where you wish to work. )

¥ add section

. . . . [¥] & modify Section
2. Click on the arrow to the right of the section you have chosen and the section § B petete section

menu will appear. Choose Add Section. 5 ™ Move Section
&5 Duplicate Branch
E* preview Section
& Add content

& Modify Content

& Delete Content

3. The Enter Details page will appear = . .

Add Section, Enter Details
Section: Home » www.aber.ac.uk » Home » Training Area » New Section
= site Structure % General Content Styles Metadata EditRights
«)(»
General information about the section.
Cancel
= Cn 2012
Name
= C3 2011
. Qutput URI
@ C3 Daniel Thorne
© £3 Adam Connah Access Key
U £a Training Resources SEO Key phrase(s)
1z C3 Visiting Days Form
Status Approved [=]
U Ca User, Test
Default Workflow — — =
U B3 title MNone
U fa departmental colot Show in navigation?
U E1 column 1 3 eForm Section? [}
U & column 2 Archive Section 0
Content Owner Inherited [
U £3 news-area Inherited Owner: N Owner set
| 2 No Owner set
U & column3 ‘ws Select Owner
Widening Participation Make this a link section? 0
U Ea temp-contacts
Cancel
U s Aboutus [ Add

FIGURE 1 — THE ENTER DETAILS ‘GENERAL’ TAB
4. Insert a name for the section. This name will appear in the site navigation (left menu).
5. Tick the ‘Make this a link section’ box.

6. Click on the Details tab.
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Add Section, Enter Details
= site Structure 4 General Details
= Information about this link section.
Path : Home » www.aber.ac.uk
» Home » Training Area Add
Shipman, Suzy . .
Link Type Section
U E3 About Me _
External URL @
' Brynamlw,
—— Link Section
iz £3 Documentation Testit
Link URL
& BBC
Link target
Override other Languages with this Link ]

FIGURE 2 — INFORMATION ABOUT THIS LINK SECTION SCREEN
In the Link type line, select ‘Section’.

Click on the Select box in the Link Section line and a site structure window will pop up. Click on the
section you wish to link to.

Click on Add to finish.

You will be returned to the site structure page, where you will see the internal section link icon next

to the section name. &

Creating the Welsh Version of your link section

Note: You shouldn’t create the Welsh version of your link section if the rest of your site doesn’t have Welsh
pages yet. If you have sent your English text to Translation, wait for it to have been added to the site before
creating the Welsh link section.

11.

12.

Click on the Language button at the top of the screen and select Cymraeg. The Welsh version of the
site structure page appears.

Find the link section you just added. It will be called Not translated as the Welsh title has not been
set but you should see the internal section link icon next to it. Click on the words Not translated to
open the section for modifying.

Note: If there are lots of new sections which haven’t had their Welsh title set, it can be hard to find the right
one that you need to work on — move your mouse over the words Not translated and a small box containing
the English title of the page will appear.

13.

14.

15.

16.

17.

18.

The Welsh version of the link section modifying screen will appear.
In the Link type line, select ‘Section’.

Click on the Select box in the Link Section line and a site structure window will pop up. Click on the
section you wish to link to.

Click on the General tab and enter the Welsh translation of the name of the section.
Click Update to finish.

You will be returned to the site structure page, where you will see the internal section link icon next

to the section name. &R
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Link Section — outside of the CMS

1.

2.

10.

From the Site Structure view, find the section where you wish to work.

Click on the arrow to the right of the section you have chosen and the section menu will appear.
Choose Add. (see Figure 1, above)

The Enter Details page will appear (see Figure 2, above)
Insert a name for the section. This name will appear in the site navigation.
Tick the ‘Make this a link section’ box.

Click on the Details tab. The ‘Information about this link section’ screen appears. (See Figure 3,
above)

In the Link type line, select ‘External URL'.
Type or paste the URL to link to in the ‘Link URL’ box.
Click Add to finish.

You will be returned to the site structure page, where you will see external section link icon next to
the section name. &

Creating the Welsh Version of your link section

Note: You shouldn’t create the Welsh version of your link section if the rest of your site doesn’t have Welsh
pages yet. If you have sent your English text to Translation, wait for it to have been added to the site before
creating the Welsh link section.

19.

20.

Click on the Language button at the top of the screen and select Cymraeg. The Welsh version of the
site structure page appears.

Find the link section you just added. It will be called Not translated as the Welsh title has not been
set but you should see the internal section link icon next to it. Click on the words Not translated to
open the section for modifying.

Note: If there are lots of new sections which haven’t had their Welsh title set, it can be hard to find the right
one that you need to work on — move your mouse over the words Not translated and a small box containing
the English title of the page will appear.

21.

22.

23.

24,

25.

26.

The Welsh version of the link section modifying screen will appear.

In the Link type line, select ‘External URL'.

Type or paste the URL to link to in the ‘Link URL’ box.

Click on the General tab and enter the Welsh translation of the name of the section.
Click Update to finish.

You will be returned to the site structure page, where you will see the external section link icon next
to the section name. &
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2.2. Moving and Deleting Sections (Moderators
Only)

Sections can be moved to new locations in the CMS or deleted if they are no longer needed. This should be
done with care. When sections are deleted you will still see them in the CMS marked as inactive until the
CMS Recycle Bin is emptied by an administrator. Moving and deleting a section affects both the English and
Welsh versions of the section.

It is possible to create section in your site (hidden from menus) that is used as storage for deleted items. This
allows you to unclutter your area. Call this section ‘BIN’ so that it is easily distinguishable. It is also possible
to create a further section (hidden from menus) to be used as an archive where you can store items that you
wish to remove but may need later. Call this section ‘ARCHIVE’ so that it is easily distinguishable.

Moving a section
1. InSite Structure view, find the section you wish to move.

2. Click and hold your mouse on the section and drag it to the new location. The section you are dragging
will have a yellow background and as you drag it over other sections they will highlight in blue. When
the correct section is highlighted in blue, let go of the mouse.

| 4
Show site structure

E> Site Structure < & N (7] [x]
Path : Home » www.aber.ac.uk » Home » Training Area

Shipman, Suzy = . = 4 0 0

U £3 About Me @ Documentation Testing ] o o 2 1 0

& Brynamlwg = ] = 0 0 0

o E= Documentation Testing = . . 2 3 0

U 3 Fred = . = 0 0 0

O Spotify = . = 0 0 0

BBC = . = 0 0 0

& Open Day = . = 0 0 0

@ Fred = . = 0 0 0

FIGURE 1 - SECTION BEING DRAGGED OVER ANOTHER SECTION

3. A pop up will appear asking you if you are sure — click OK

Are you sure you want to move section?

[ oK l ’ Cancel

FIGURE 2 - POP UP CONFIRMATION OF MOVE

4. You will now see your section in its new location in the Site Structure.
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Deleting a section
1. InSite Structure view, find the section you wish to delete.

2. Put your mouse on the arrow to the right of the section you have chosen and the section menu will
appear. Choose Delete Section.

3. A pop up will appear asking you if you are sure — click OK.

Are you sure you want to delete this section?

[ OK ] ’ Cancel

FIGURE 3 - POP UP CONFIRMATION OF DELETION

4. You will now see your section highlighted in red in the site structure — this indicates that it has been
marked for deletion and will no longer be published.

Delete Section

= Site Structure \2s & 2N V 0
Path : Home » www.aber.ac.uk » Home » Training Area

Shipman, Suzy = = = 4 0 0

= Ez About Me = - - 2 1 0

@ Spotify = - = 0 0 0

£ Brynamiwg = n = 0 o0 o0

= E5 Documentation Testing (= - - 2 3 0

U 3 Fred [+ = = 0 0 0

@ BBC = - « 0 0 0

" Open Day (=] - = 0 0 0

& Fred = - - 1] 0 0

FIGURE 4 - SITE STRUCTURE SHOWING DELETED SECTION

5. If the section that you are deleted was linked to from other sections of the site, you will be warned
and shown a list of sections that link here. Please be sure that you update any sections you have
permission to access and inform those responsible if you don’t have permission to update them
yourself.
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2.3. Previewing Sections

Sections can be previewed so that you can check how your page looks and functions. You should always
preview your page before approving content.

Previewing a Section
1. From the Site Structure view, find the section that you wish to preview.

2. Put your mouse on the arrow to the right of the section you have chosen and the section menu will
appear:

(x) C® add section
£ Modify Section
|ZJ C® Delete Section
X Move Section
&2 puplicate Branch
= Preview Section
¥ Add Content
g Modify Content

% Delete content
(=l 1 1

3. Choose Preview Section
4. The preview of the page will open in a new window (or tab).

5. If the preview doesn’t appear:

e In Firefox: check at the top of your browser window for a message saying “Firefox prevented this
site from opening a popup window”.

€ | @ nttps//cms aberacuk/terminalfour/SitehanagerTetfnzhierarch: @ & | B- Google A ¥+ A& B~ #|-
@ Disable- & Cookies # €55+ [ Forms [ Images~ @ Information- [ Miscellaneous™ # Outlines 47 Resizew J& Tools B View Sourcer [1L] Options~ P4
| e T =

1_4 TERMINALFOUR Site Manager % | « English ¥ | * shastaff |

Click on the Options button on the right and options will appear:

|} | |B- Google P ¥ & B- & |~
% Tools (B View Source- |1/ Options 4 @ '

Options x

Allow popups for cms.aber.ac.uk [
Edit Popup Blocker Options... |

Don't show this message when popups are blocked

Show 'https://cms.aber.ac.uk/terminalfour/SiteManager?ctfn=publish&fnno=308... |

Click on “Allow popups for cms.aber.ac.uk”. Retry your preview and it should now work
correctly.

o In Chrome: check at the end of the browser address bar for a message saying “Pop-up Blocked”.
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] 'wtt'

"% Apps W Courses Project

TERMINALFOUR Site Manager

Click on the message and options will appear:

The following pop-ups were blocked en this page:
L https:/fcms.aber.ac.uk/terminalfour/Site...erfctfn= publich8fnno=308:sid=19941 & chid=2

Always allow pep-ups frem cms.aberac.uk

® Continue blocking pop-ups

Manage pop-up blocking... Done

@ C o 008 («» r+

Select “Always allow pop-ups from cms.aber.ac.uk” and click Done. Retry your preview and it
should work correctly.

6. Check that the preview looks as you would expect.
7. Click on the links to make sure that they go where you expect them to

8. If you find there are things you need to change, you can leave this preview window/tab open so you
can come back to it after making changes.

9. After making any necessary changes, click Update to save the content before refreshing the preview
window/tab so that you will be able to see the changes there. You can refresh the page by clicking on
the refresh button which is usually on the left or right of the browser address bar. Alternatively
pressing the F5 key on your keyboard will refresh the page.

10. When you are happy with the preview of the section, you can proceed to approving the content.
Please see Information Sheet 6 for more information on the Approval process.
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3. Adding Content

Essential Content — see Information Sheet 3.1
The following pieces of content are essential and should be used in every section of the site in order to
produce fully functioning web pages.

General Content.

This piece of content is where the main web page text is located. It is essential unless you have an
alternative piece of content where the main text of the web page is held, e.g. the Academic Staff
Profile.

Contact Block.
This piece of content contains the contact details relevant to the web page. On the web page the
Contact Block is displayed at the bottom of the page.

Meta Data.
This piece of content contains information about the web page. This information is used by search
engines to index pages appropriately.

Optional Content — see Information Sheet 3.2

Related Links
Related links appear under the left hand menu on your page and are designed to allow users to
quickly access pages which are related to the current page.

Academic Staff Profile
This piece of content allows the creation of standard staff information pages.

Non-Academic Staff Profile
This piece of content allows the creation of standard non-academic staff information pages — it
leaves out things like teaching and research areas.

Student Profile

This piece of content allows the creation of highlighted blocks of text within a page giving a quote
and information from a student, usually regarding a course, a department, or an aspect of university
life.

There are other types of optional content for advanced users. Please ask for more information if you would
like to find out more, or look at the Advanced Information Sheets on our website:
http://www.aber.ac.uk/en/web/support/documentation/manual/
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Reusing Content — see Information Sheet 3.3
It is possible to reuse existing content by mirroring or duplicating it from one section to another. See
Information Sheet 3.3 for more information.

Timeout

When editing content, you should be aware of the system timeout. If you leave your edit window unused for
a certain amount of time, a timeout will occur and your work could be lost. If you need to leave your work
when you haven’t finished with it, remember to click on Add or Update to save what you have done so far. If
you are still at your computer when the timeout occurs you will see a pop up message:

Your lock on this piece of content is about to timeout.

Do you want to renew it?

0K ][ Cancel

FIGURE 1 - THE TIMEOUT POP UP

Click on OK to keep your content open for editing. Click on Cancel if you have finished and haven’t made any
changes that need to be saved.
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General Content

Note: This piece of content is essential unless you have an alternative piece of content where the main text
of the web page is held, e.g. the Academic Staff Profile. If you are using an alternative piece of content for
the main text of the page, you may leave out the General Content.

1. Open the Site Structure and browse to the section you want to add content to. Click on the name of
the section to open it for editing.

2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
to the ‘Content’ tab).

% General Content | Page Layouts Metadata EditRights Subsections

Content currently in this section

Automatic Ordering

Enabled ]
Method Alphabetical (A-Z) =l
Existing Content Add Content

Save Changes

Hame Version Status Last Modified Move Lock
= about me general content: 2.0 (= Approved 19 Nov '12 13:42:56 5] E =)
[ training contact % 20.0 @ Approved 06 Jun '11 15:03:07 B O B =]
[ training metadata 1.0 @ Approved 15Jun '12 12:38:20 EEOE B =]
[ select All = Lock/UnLock All & / &

Save Changes

FIGURE 1 - THE MODIFY SECTION, SHOW DETAILS PAGE
3. Click on the ‘Add Content’ button on the right.

4. The ‘Choose Content Type to Use’ page appears — click on ‘General Content’ in the list under
‘Description of available Content Types'.

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Training Area » 2014 » August » 7 » Suzy Shipman » About Me

4| General Information

General Content Information

Choose a Content Type
Global
Contact Block Template for the Contact Block
General Content Template used for most body content.
Meta Data Template for Meta Data
Related Links Left hand side related Links

FIGURE 2 — THE CHOOSE A CONTENT TYPE MENU

5. The General Content Content Type will now appear.
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% General Information Content Placement Channels Options

Content Type: General Content

Name = i

Title &

Body i -/ Format

B 7 | Styles
#iiliEE]

|

| @ & e |
[ |23 i DRSS

e
n

R T ()

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,
but it is important that you choose something that will make sense to other CMS users.

7. Give your content a Main Heading by entering it into the Title box. This will be displayed as a

Heading 1 by the CMS.

8. Add the main text of the page in the Body box using the HTML Editor. See Information Sheets 4 to

4.4 for more information on using the HTML Editor.

Note: Please refer to the Content Web Pages section of the Web Site Style Guidelines for guidance on how to
arrange your page content.

9. To preview your page click on the Preview button at the top or bottom of the page.

Note: This preview will only gives an approximate idea what your page will look like. A better way to preview
your page is to wait until you are finished and choose preview from the section menu on the site structure

page.

10. When you have finished adding content click on the Add button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

11. You will be returned to the Content tab, where you can see your newly added content listed along

with any other content that you have added to this section.
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Modify content, show content.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

g0 Content Added
“ Successfully added content to section.
Content: test content

E= site Structure 4 General Content Pagelayouts Metadata Edit Rights Subsections

«)(»
Content currently in this section.

Path : Home » www.aber.ac.uk
» Home » Training Area » 2012

» June Automatic Ordering
Suzy Shipman
Enabled E
i Z T Method Alphabetical (A-Z) [=]
Existing Content & Add Content
Save Changes
Name Version Status Last Modified Move Lock
B about me general content 2.0 (= Approved 19 Nov '12 13:42:56 E BE E =)
o training contact ¥ 20.0 = Approved 06 Jun '11 15:03:07 E EHE B =)
] training metadata 1.0 = Approved 157Jun'12 12:38:20 EOQ = =}
[T test content 0.1 = Pending 04 Jun '13 10:03:22 El 00 @ =4
|} Select All = Lock/UnLock All B / &

Save Changes

FIGURE 4 — THE SHOW CONTENT PAGE

12. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process —you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.

Creating the Welsh Version of your General Content

Note: You should only create the Welsh version of your content when you have the Welsh text ready. If you
have sent your English text to Translation, wait for it to return before creating the Welsh content.

13. Click on the Language button at the top of the screen and select Cymraeg.

English shastaff | (Y : Locout

Rights & Roles Help +

FIGURE 5 - THE LANGUAGE SELECTOR

14. The Welsh version of the section’s Show Details page appears. Click on the Content tab. (Contributors
go directly to the ‘Content’ tab).

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

15. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box

containing the English title of the content will appear.
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Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

Give your content a Main Heading by entering it into the Title box. This should be the Welsh
translation of the English Main Heading.

Add main text of the page in the Body box using the HTML Editor. This should be the Welsh
translation of the English Body text.

When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Contact Block

Note: The Contact Block is likely to be used around your site on many pages — you can use one piece of
content in many different places by “mirroring” the content — see Information Sheet 3.3 for more

information on reusing content.

1. Open the Site Structure and browse to the section you want to add content to. Click on the name of
the section to open it for editing.

2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
to the ‘Content’ tab).

% General Content | Page Layouts Metadata EditRights Subsections

Content currently in this section

Automatic Ordering
Enabled o
Method Alphabetical (A-Z) [=]

Existing Content o Add Contert

Save Changes

Hame Version Status Last Modified Move Lock
= about me general content: 2.0 = Approved 19 Nov '12 13:42:56 5] E =)
[ training contact % 20.0 @ Approved 06 Jun '11 15:03:07 B O B =]
[ training metadata 1.0 @ Approved 15Jun '12 12:38:20 EEOE B =]
[ select All = Lock/UnLock All & / &

Save Changes

FIGURE 6 - THE MODIFY SECTION, SHOW DETAILS PAGE
3. Click on the ‘Add Content’ button on the right.

4. The ‘Choose Content Type to Use’ page appears — click on ‘Contact Block’ in the list under
‘Description of available Content Types’.

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Training Area » 2014 » August » 7 » Suzy Shipman » About Me

4| General Information

General Content Information

Choose a Content Type
Global
Contact Block Template for the Contact Block
General Content Template used for most body content.
Meta Data Template for Meta Data
Related Links Left hand side related Links

FIGURE 7 - THE CHOOSE A CONTENT TYPE MENU

5. The Contact Block Content Type will now appear.

Page 5



PRIFYSGOL

EIWSTWYTH CMS Information Sheet 3.1 (16/02/15)

— — UNIVERSITY Adding Content — Essential Content

% General Information Content Placement Channels Options

Content Type: Contact Block

Name * i
Full Name i
Job Title i
Team i

Department i

Address1 * i

FIGURE 8 - THE CONTACT BLOCK EDITING PAGE

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,
but it is important that you choose something that will make sense to other CMS users.

7. Fillin as many of the boxes as possible so that you provide users with all the options they need for
contacting the department.

8. When you have finished adding content click on the Add button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

9. You will be returned to the Content tab, where you can see your newly added content listed along
with any other content that you have added to this section.

Modify content, show content.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

\ Content Added
w Successfully added content to section.

Content: test content

= site Structure % General Content Pagelayouts Metadata EditRights Subsections

«)(»
Content currently in this section.

Path : Home » www.aber.ac.uk

» Home » Training Area » 2012

» June Automatic Ordering
Suzy Shipman
Enabled [}
i Z :;ut Me Method Alphabetical (A-Z) [+
Existing Content 4| add Cantent
Sawe Changes
Hame Version Status Last Modified Move Lock
[ about me general content 2.0 = Approved 19 Nov '12 13:42:56 E EHE B =)
] training contact * 20.0 = Approved 06 Jun '11 15:03:07 E HE E =)
B training metadata 1.0 = Approved 15 Jun '12 12:38:20 E HE E =)
[T test content 0.1 (= Panding 04 Jun '13 10:03:22 HEE & &
) Select All = Lock{UnLock All B /&

Save Changes

FIGURE 9 - THE SHOW CONTENT PAGE

10. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Creating the Welsh Version of your Contact Block

Note: You should only create the Welsh version of your content when you have the Welsh text ready. If you
have sent your English text to Translation, wait for it to return before creating the Welsh content.

11. Click on the Language button at the top of the screen and select Cymraeg.

shastaff | [EESY | Loout

Rights & Roles v Help ¥

FIGURE 10 - THE LANGUAGE SELECTOR

12. The Welsh version of the section’s Show Details page appears. Click on the Content tab. (Contributors
go directly to the ‘Content’ tab).

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

13. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the content will appear.

14. Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

15. Fill in as many of the boxes as possible, in Welsh, so that you provide users with all the options they
need for contacting the department.

16. When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

17. You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

18. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process —you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Meta Data

1. Open the Site Structure and browse to the section you want to add content to. Click on the name of
the section to open it for editing.

2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
to the ‘Content’ tab).

% General Content | Page Layouts Metadata EditRights Subsections

Content currently in this section

Automatic Ordering

Enabled o

Method Alphabetical (A-Z) [=]

Existing Content Add Content

Save Changes

Hame Version Status Last Modified Move Lock
= about me general content: 2.0 = Approved 19 Nov '12 13:42:56 5] E =)
[ training contact % 20.0 @ Approved 06 Jun '11 15:03:07 B O B =]
[ training metadata 1.0 (@  Approved 15Jun '12 12:38:20 EEOE B =]
[ select All = Lock/UnLock All & / &

Save Changes

FIGURE 11 - THE MODIFY SECTION, SHOW DETAILS PAGE
3. Click on the ‘Add Content’ button on the right.

4. The ‘Choose Content Type to Use’ page appears — click on ‘Meta Data’ in the list under ‘Description
of available Content Types’.

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Tralning Area » 2014 » August » 7 » Suzy Shipman » About Me

4 General Information

General Content Information

Cancel

Choose a Content Type

Global
Contact Block Template for the Contact Block
General Content Template used for most body content.
Meta Data Template for Meta Data
Related Links Left hand side related Links

Cancel

FIGURE 12 - THE CHOOSE A CONTENT TYPE MENU
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5. The Meta Data Content Type will now appear.

Add content. Enter content details.
Section: Home » www.aber.ac.uk » Home » Training Area » Suzy
% General Information Content Placement Channels Options
Content Template: Meta Data
Craa P oreview]
Name * i
Meta Authors i
Meta Description i
Meta Keywords i
Craa v Y preview

FIGURE 13 - THE META DATA EDITING PAGE

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,
but it is important that you choose something that will make sense to other CMS users.

7. Insert Meta Authors — e.g. ‘Aberystwyth University Web Team’
8. Insert Meta Description — e.g. ‘IBERS News Page’

9. Insert Meta Keywords — e.g. ‘IBERS, Biology, Rural, Aberystwyth, University, AU, Institute, Biological,
Environmental, Sciences, News’

19. When you have finished adding content click on the Add button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

10. You will be returned to the Content tab, where you can see your newly added content listed along
with any other content that you have added to this section.
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Modify content, show content.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

g0 Content Added
“ Successfully added content to section.
Content: test content

E= site Structure 4 General Content Pagelayouts Metadata Edit Rights Subsections

«)(»
Content currently in this section.

Path : Home » www.aber.ac.uk
» Home » Training Area » 2012

» June Automatic Ordering
Suzy Shipman
Enabled E
i Z T Method Alphabetical (A-Z) [=]
Existing Content & Add Content
Save Changes
Name Version Status Last Modified Move Lock
B about me general content 2.0 (= Approved 19 Nov '12 13:42:56 E BE E =)
o training contact ¥ 20.0 = Approved 06 Jun '11 15:03:07 E EHE B =)
] training metadata 1.0 = Approved 157Jun'12 12:38:20 EOQ = =}
[T test content 0.1 = Pending 04 Jun '13 10:03:22 El 00 @ =4
|} Select All = Lock/UnLock All B / &

Save Changes

FIGURE 14 - THE SHOW CONTENT PAGE

11. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.

Creating the Welsh Version of your Meta Data
Note: You should only create the Welsh version of your content when you have the Welsh text ready. If you
have sent your English text to Translation, wait for it to return before creating the Welsh content.

12. Click on the Language button at the top of the screen and select Cymraeg. (Contributors go directly
to the ‘Content’ tab).

5 i« eEnglish v | * shastaff | | ARNAEEESY © Loocout

Cymraeq
English Rights & Roles v Help ~

FIGURE 15 - THE LANGUAGE SELECTOR

20. The Welsh version of the section’s Show Details page appears. Click on the Content tab.

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

21. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the content will appear.
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Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

Insert Meta Authors in Welsh —e.g. ‘Tim We Prifysgol Aberystwyth’
Insert Meta Description in Welsh — e.g. ‘Tudalen Newyddion IBERS’

Insert Meta Keywords in Welsh — e.g. ‘IBERS, Bioleg, Gwledig, Aberystwyth, Prifysgol, PA, Sefydliad,
Biolegol, Amgylcheddol, Gwyddorau’

When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Related links appear under the left hand menu on your page and are designed to allow users to quickly

access pages which are related to the current page.

PRIFYSGOL

E¥ ABERYSTWYTH

= UNIVERSITY
Maps and Travel

Travel by Train
& Travel by Bus

Home » Maps and Travel » Travel by Bus

‘ STUDY WITH US | INTERNATIONAL | RESEARCH ‘ BUSINESS ‘ NEWS ‘ ABOUT ‘ ALUMNI

m CYMRAEG

Bus Timetable (03 Service)
Bus Timetable (301 Service)
Bus Timetable (302 Service)

Town Bus Services

There are regular buses between Aberystwyth and all three University campuses. If you know which service you want you can select it
from the following list:

Bus Timetable (306 Service)
Bus Timetable (510 Service)
Bus Timetable (626 Service)
Travel Permit

Travelling by Car

Travelling from Further Afield

Route Planner

« 03 Bus Service

* 301 Bus Service

* 302 Bus Service

« 306 Bus Service

* 510 Bus Service

* 526 Bus Service
Maps Which Service Should | Use?

Use the following links to figure out which service to use.

Mid Wales Transport

Mid Wales Travel Buses passing Penglais Campus

National Rail Travel Information

* 03 Bus Service
Transport Direct "

2040,

P
=

Related Links

Traveline Cymru * 302 Bus Service

Buses passing Llanbadarn Campus

* 301 Bus Service
» 302 Bus Service
« 306 Bus Service

Buses passing Gogerddan Campus

* 510 Bus Service
* 526 Bus Service

Contact for this page:

Tim Macy Ectatas Of bansstunth |nivarcity | ard Mined Building 3

the section to open it for editing.

Open the Site Structure and browse to the section you want to add content to. Click on the name of

‘ . . ) . ‘ ) . .
2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
‘ ’
to the ‘Content’ tab).
% General Content | Page Layouts Metadata EditRights Subsections
Content currently in this section.
Automatic Ordering
Enabled o
Methed Alphabetical (A-Z) [
Existing Content Add Cantert
Save Changes
Hame Version Status Last Modified Move Lock
] about me general content 2.0 (= Approved 19 Nov '12 13:42:56 B BE B =)
[ training contact ¥ 20,0 & Approved 06 Jun '11 15:03:07 B B =]
[ training metadata 1.0 [@  Approved 15Jun'12 12:38:20 B BE B =
[ sSelect All = Lock/UnLock All 8 / &
Save Changes

FIGURE 1 - THE MODIFY SECTION, SHOW DETAILS PAGE

3. Click on the ‘Add Content’ button on the right.
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4. The ‘Choose Content Type to Use’ page appears — click on ‘Related Links’ in the list under ‘Choose a

Content Type’.

4| General Information

General Content Information

Choose a Content Type

Global
Contact Block

General Content
Meta Data

Related Links

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Training Area » 2014 » August » 7 » Suzy Shipman » About Me

Cancel

Template for the Contact Block
Template used for most body content.
Template for Meta Data

Left hand side related Links

Cancel

FIGURE 2 — THE CHOOSE A CONTENT TYPE MENU

5. The Related Links Content Type will now appear.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

4 General Information = Content Placement Channels Options
Content Type: Related Links
[aaa Y proview SR
Name * i
Tite i
4
Links i B 7 T Em s
| Styles Farmat - | | W 7ad |
i =] \ [ x| 23 LmE bEMFD
H | =l | |

Add content. Enter content details.

FIGURE 3 - RELATED LINKS EDITING PAGE

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,

but it is important that you choose something that will make sense to other CMS users.

7. Inthe Links box, create a bulleted list by clicking on the bulleted list button and add the links that

you require as bullet points. For more information on adding links, see section 4.2.

8. When you have finished adding content click on the Add button or click on the right end of the

button to select Save as Draft if you are going to come back to this piece of content later.

9. You will be returned to the Content tab, where you can see your newly added content listed along

with any other content that you have added to this section.

10. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process —you can continue to edit it

and when you are ready for it to enter the approval process you will be able to click the Update

button to save it.
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Creating the Welsh Version of your Related Links

Note: You should only create the Welsh version of your content when you have the Welsh text ready. If you
have sent your English text to Translation, wait for it to return before creating the Welsh content.

11. Click on the Language button in the top of the screen and select Cymraeg.

12. The Welsh version of the section’s Show Details page appears. Click on the Content tab.

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

13. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the content will appear.

14. The Welsh version of the Related Links editing page appears.

15. Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

16. Insert the Welsh text you wish to appear as the title of the links column in the Title box — this should
be the Welsh translation of the English title.

17. In the Links box, create a bulleted list by clicking on the bulleted list button and add the links, in
Welsh, that you require as bullet points. For more information on adding links, see section 4.2.

18. When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

19. You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

20. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Academic Staff Profile

AT yyH =

=~ UNIVERSITY

‘ STUDY WITH US | INTERNATIONAL | RESEARCH ‘ BUSINESS | NEWS ‘ ABOUT ‘ ALUMNI

Department of English & Creative Writing
About the Department
Undergraduate Studies

Home » English & Creative Writing » Staff » Barry, Peter

Postgraduate Studies Professor Peter Barry
Visiting Students Professar
Departmental Research MA (London)
Staff
Administrative Staff Contact
il Pl Email: ptb@aber.ac.uk
Alexander, Neal Office: DO
Atkinsen, Tiffany Phone: +44 (0)1970 622538
Barry, Peter "
Birch, Dr Katy Teaching Areas
& vkl Main teaching interests are in twentieth and twenty first century literature (especially modern and
Dub, Rosie contemporary poetry) and literary theory, with additional interests in Romanticism and the short story
Francis, Matthew
e s He is also interested in the theory and practice of teaching English literature and literary theory: sample article ‘Tackling Textuality — with
o Theory*
Grice, Helena
Hutton, Sarah Research

Jarvis, Matthew

Margaraf Turley, Richard Peter's main research interests are in twentieth and twenty first century literature (especially modern and contemporary poetry) and literary

Marsholl Loiise theory, with additional interests in Romanticism and the short story.

Padget, Martin He is also interested in the theory and practice of teaching English literature and literary theory: for a sample article ‘Tackling Textuality —
Part-Time Tutors with Theory’ click here.
Prescott, Sarah

Rodgers, Beth Additional Interests

Rowlands, Joan
Salter, Elisabeth
Smith, Mike
Stansfield, Katherine
Thurston, Luke

Elected Fellow of the English Association, 2004

Reviews and poetry editor of English, the journal of the English Association, for twenty years, from 1987 to 2007

Member of the Fellowship Committee of the English Association

Advisory Board member for the Liverpool University Press series ‘Poetry &', on contemporary poetry.

Editorial Board member for the journal ABC, American, British and Canadian Studies (Babes-Bolyai University, Cluj-Napoca, Romania)
Editorial Board member of the Journal of British and irish innovative Poetry

it 5l [BETE « Member of the Higher Education Academy
Woods, Tim = Series editor of 'Beginnings', a spin-off series from Beginning Theory, published by Manchester University Press. These are books for
Yallop, Jacqueline BA and MA students on aspects of literary theory and related matters. Titles so far published include Beginning Postmodermisn (Tim

FIGURE 4 - EXAMPLE OF AN ACADEMIC STAFF PROFILE

1. Open the Site Structure and browse to the section you want to add content to. Click on the name of
the section to open it for editing.

2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
to the ‘Content’ tab).

% General Content Pagelayouts Metadata EditRights Subsections

Content currently in this section.

Automatic Ordering
Enabled a
Method Alphabtical (A-Z) =
Existing Content Al Cantert
Save Changes
Hame Version Status Last Modified Move Lock
[ about me general content 2.0 [@  Approved 19 Nov '12 13:42:56 E BE B =]
[T training contact % 20.0 @ Approved 06 Jun '11 15:03:07 B OE B =]
[ training metadata 1.0 (&)  Approved 15 Jun '12 12:38:20 = ] =]
[ select all (= Lock/UnLock All 8 / &

Save Changes

FIGURE 5 - THE MODIFY SECTION, SHOW DETAILS PAGE

3. Click on the ‘Add Content’ button on the right.
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4. The ‘Choose Content Type to Use’ page appears — click on ‘Academic Staff Profile’ in the list under
‘Choose a Content Type’. [Note: if you don’t see this Content Type in your list, contact the Web
Team on www@aber.ac.uk or 1776]

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Tralning Area » 2014 » August » 7 » Suzy Shipman » About Me

4 General Information

General Content Information
Choose a Content Type

Global

Contact Block

General Content
Meta Data

Related Links

Template for the Contact Block
Template used for most body content.
Template for Meta Data

Left hand side related Links

Cancel

FIGURE 6 - THE CHOOSE CONTENT TYPE TO USE PAGE

5. The Academic Staff Profile Content Type will now appear. It may take a few moments to finish
loading up. It’s best to avoid doing anything until it has finished.

Add content. Enter content details.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

% General Information = Content Placement Channels Options

Content Type: Academic Staff Profile

I T (-
Name * 1
Staff Name = i
s
Staff Job Title = i
4
Staff Photo * i |I Choose File | Mo file chosen

Staff Qualifications *
1

FIGURE 7 - THE ACADEMIC STAFF PROFILE EDITING PAGE

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,
but it is important that you choose something that will make sense to other CMS users.

7. Insert as much information as you can in the boxes: Staff Name*, Staff Job Title*, Staff
Qualifications*, Staff Office, Staff Email*, Staff Telephone?*, Staff Fax, Staff Personal Web Site, Staff
Responsibilities, Staff Teaching Areas, Staff Research Areas, Staff Biography, Staff Links, Staff
Additional Information, Staff Publications, Staff Profile. The items marked with a star are compulsory
boxes. All other boxes are optional.

8. To upload the photo of the staff member (compulsory), click on Browse to find the photo in your file
system. The photo should ideally be 200px square.
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Note: Photographs for Academic Staff Profiles are not uploaded into the Media Library before use — you
upload them directly from your machine or network drive. If you don’t yet have one for the member of staff
you are working on, please use a temporary “silhouette” image which can be obtained from the Web Team.

9. When you have finished adding content click on the Add button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

10. You will be returned to the Content tab, where you can see your newly added content listed along
with any other content that you have added to this section.

11. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.

Creating the Welsh Version of your Academic Staff Profile

Notes: Welsh Academic Staff Profiles may not be needed for English-speaking staff — you should check with
your department and the Translation Unit.

You should only create the Welsh version of your content when you have the Welsh text ready. If you have
sent your English text to Translation, wait for it to return before creating the Welsh content.

12. Click on the Language button in the top of the screen and select Cymraeg.

13. The Welsh version of the section’s Show Details page appears. Click on the Content tab.

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

14. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the content will appear.

15. The Welsh version of the Academic Staff Profile editing page appears.

16. Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

17. Insert as much information in Welsh as you can in the boxes: Staff Name*, Staff Job Title*, Staff
Qualifications*, Staff Office, Staff Email*, Staff Telephone?*, Staff Fax, Staff Personal Web Site, Staff
Responsibilities, Staff Teaching Areas, Staff Research Areas, Staff Biography, Staff Links, Staff
Additional Information, Staff Publications, Staff Profile. The items marked with a star are compulsory
boxes. All other boxes are optional.

18. To upload the photo of the staff member (compulsory), click on Browse to find the photo in your file
system.
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Note: Photographs for Academic Staff Profiles are not uploaded into the Media Library before use — you
upload them directly from your machine or network drive. If you don’t yet have one for the member of staff
you are working on, please use a temporary “silhouette” image which can be obtained from the Web Team.

19. When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

20. You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

21. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process —you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Non-Academic Staff Profile

A Non-Academic Staff Profile is similar to an Academic one, with a few less boxes to fill in.

B ATERGS WY TH I o

—————_ UNIVERSITY
| STUDY WITH US ‘ INTERNATIONAL ‘ RESEARCH | BUSINESS ‘ NEWS | ABOUT | ALUMNI
Research Office
Research with Impact
Research at Aberystwyth
Find an expert Joanne Walker

Support for Researchers

Home » Research Office » Contacis » Joanne Walker

Research Development Officer for Faculty of Science
Research Office
Research Finance Contact

Strategic Alliance B
Email: jnw@aber.ac.uk

Fezezienlizns Office: Research, Business & Innovation, 2nd Floor, Visualisation Centre, Penglais

e uiste Phone: +44 (0)1970 622947
Research Office
Departmental Directors of Responsibilities
Research \
Research Advisory Network Provide research support to Faculty of Science departments by: A

Research, Business & Innovation « Providing support for academic staff in the development, formulation and preparation of research grant proposals.
« Monitoring sources of funding, identify and proactively promoting new research opportunities.
= Work with other departments in Aberystwyth and other research organisations where there are collaborative consortia opportunities

Biography

After completing a PhD in Intelligent Robotics at Aberystwyth University Joanne won funding from EPSRC as Co-Investigator to work as RA
on a follow up project to her PhD. Following her research position Joanne worked for her own companies - an e-commerce business and an
Internet Communications and Design company - she still holds directorships and is involved in both companies, though not with their day to

day running. Joanne has been working in the Research Office since May 2011.

Contact for this page:
Research, Business & Innovation, Aberystwyth University, Visualisation Centre, Penglais Campus, Aberystwyth, Ceredigion, SY23 3BF
Email: research@aber.ac.uk

Contact | Departments | Jobs | Current Staff | Current Students | Site Preferences | Site Map ﬁ L2 5
1 University, Reception, Penglais, L& 1, SY23 3FL Terms & Conditions | Web Site Feedback | ©2014 Aberystwyth University
Telephone: +44 (0)1970 623111 Aberystwyth University is a registered charity. No 1145141,

FIGURE 8 - EXAMPLE OF A NON-ACADEMIC STAFF PROFILE

1. Open the Site Structure and browse to the section you want to add content to. Click on the name of
the section to open it for editing.

2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
to the ‘Content’ tab).

% General Content | Page Layouts Metadata EditRights Subsections

Content currently in this section.

Automatic Ordering

Enabled [}
Method Alphabetical (A-Z) [=]
Existing Content Add Content

Save Changes

Name Version Status Last Modified Move Lock
] about me general content 2.0 = Approved 19 Nov '12 13:42:56 E HE B =
=} training contact 200 = Approved 06 Jun '11 15:03:07 5] E =)
[T training metadata 1.0 @ Approved 15 Jun '12 12:38:20 B O B =]
O select Al (= Lock/UnLock All &/ &

Save Changes

FIGURE 9 - THE MODIFY SECTION, SHOW DETAILS PAGE

3. Click on the ‘Add Content’ button on the right.
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4. The ‘Choose Content Type to Use’ page appears — click on ‘Non-Academic Staff Profile’ in the list
under ‘Choose a Content Type’. [Note: if you don’t see this Content Type in your list, contact the
Web Team on www®@aber.ac.uk or 1776]

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Tralning Area » 2014 » August » 7 » Suzy Shipman » About Me

4 General Information

General Content Information
Choose a Content Type

Global

Contact Block

General Content
Meta Data

Related Links

Template for the Contact Block
Template used for most body content.
Template for Meta Data

Left hand side related Links

Cancel

FIGURE 10 - THE CHOOSE CONTENT TYPE TO USE PAGE

5. The Non-Academic Staff Profile Content Type will now appear. It may take a few moments to finish
loading up. It’s best to avoid doing anything until it has finished.

Add content. Enter content details.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

% General Information Content Placement Channels Options

Content Type: Non-Academic Staff Profile

Name * i

Staff Name = i

Staff Job Title = i

Staff Photo = i |[ Choose File | Mo file chosen

St_aff Qualifications
i

FIGURE 11 - THE NON-ACADEMIC STAFF PROFILE EDITING PAGE

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,
but it is important that you choose something that will make sense to other CMS users.

7. Insert as much information as you can in the boxes: Staff Name*, Staff Job Title*, Staff
Qualifications, Staff Office, Staff Email*, Staff Telephone*, Staff Fax, Staff Personal Web Site, Staff
Responsibilities, Staff Biography, Staff Links, Staff Profile. The items marked with a star are
compulsory boxes. All other boxes are optional.

8. To upload the photo of the staff member (compulsory), click on Browse to find the photo in your file
system. The photo should ideally be 200px square.

Note: Photographs for Non-Academic Staff Profiles are not uploaded into the Media Library before use —you
upload them directly from your machine or network drive. If you don’t yet have one for the member of staff
you are working on, please use a temporary “silhouette” image which can be obtained from the Web Team.
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9. When you have finished adding content click on the Add button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

10. You will be returned to the Content tab, where you can see your newly added content listed along
with any other content that you have added to this section.

11. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.

Creating the Welsh Version of your Non-Academic Staff Profile

Note: Welsh Academic Staff Profiles may not be needed for English-speaking staff — you should check with
your department and the Translation Unit.

You should only create the Welsh version of your content when you have the Welsh text ready. If you have
sent your English text to Translation, wait for it to return before creating the Welsh content.

12. Click on the Language button in the top of the screen and select Cymraeg.

13. The Welsh version of the section’s Show Details page appears. Click on the Content tab.

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

14. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the content will appear.

15. The Welsh version of the Non-Academic Staff Profile editing page appears.

16. Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

17. Insert as much information as you can in the boxes: Staff Name*, Staff Job Title*, Staff
Qualifications, Staff Office, Staff Email*, Staff Telephone*, Staff Fax, Staff Personal Web Site, Staff
Responsibilities, Staff Biography, Staff Links, Staff Profile. The items marked with a star are
compulsory boxes. All other boxes are optional.

18. To upload the photo of the staff member (compulsory), click on Browse to find the photo in your file
system.

Note: Photographs for Non-Academic Staff Profiles are not uploaded into the Media Library before use —you
upload them directly from your machine or network drive. If you don’t yet have one for the member of staff
you are working on, please use a temporary “silhouette” image which can be obtained from the Web Team.

19. When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.
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20. You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

21. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process —you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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Student Profile

PRIFYSGOL m CYMRAEG
@ EE—-—-S-_ uvasnmI:vI

‘ STUDY WITH US ‘ INTERNATIONAL | RESEARCH | BUSINESS | NEWS | ABOUT | ALUMNI

Accommeodation

R DAY Home » Accommodation » Types of Accommodation
New Students
Current Students Types of Accommodation Apply

Postgraduate Students Choosing where you live during your time at University can be a big decision; there are several Online

International Students important factors you might want to think about before completing your application form
Priorities Policy

E Types of Accommodation For example:

Catered Residences « Cost - What can you afford? We have a range of accommodation types to suit every pocket from

Self-Catered Residences Budget rooms through to luxury Studio Apartments
Compare our Residences * Location - We have residences on Campus, in the Town Centre and on the Seafront
Families & Couples « Facilities - What facilities are important to you? En-suite? Learning Centre? Library? Shops?

Entertainment? Sports facilities?

« Length of licence - Do you want a room just for the academic year or through the summer as
well?

* Meal options - Would you prefer Catered or Seli-Catered accommodation?

Accommodation Fees

Dates for your Diary

Moving In

Living in Residences

Summer Accommodation
Private Sector Accommodation

Frequently Asked Questions
Fferm Penglais Update

Accommodation at
Aberystwyth Guide

Catered Residences

Student Profile

Resi
VA
Owen Whitmore
Sport & Exercise Science
Rosser

"Living in Rosser accommodation was great as I gave me a chance fo meet other
students and it is so close to the University you can just roll out of bed and go fo
lectures!”

Download now

Contact for this page:
The Accommodation Office, Campus Senvices, Penbryn, Penglais, Aberystwyth, SY23 3BY
Tel 01970 622984 | 24 Hour Heloline- 01970 622900 Fax- 01970 822983 Fmail accommodation@aber ac ylkc

FIGURE 12 - EXAMPLE OF A STUDENT PROFILE

1. Open the Site Structure and browse to the section you want to add content to. Click on the name of
the section to open it for editing.

2. The ‘Modify Section, Show Details’ page appears. Click on the ‘Content’ tab. (Contributors go directly
to the ‘Content’ tab).

% General Content Pagelayouts Metadata Edit Rights Subsections

Content currently in this section

Automatic Ordering

Enabled a
Method Alphabetical (A-Z) [=]
Existing Content Add Content
Save Changes
Hame Version Status Last Modified Move Lock
(] about me general content 2.0 = Approved 19 Nov '12 13:42:56 E OB & =
[T training contact * 20.0 (@  Approved 06 Jun '11 15:03:07 B O & =]
[T training metadata 1.0 @ Approved 15 Jun '12 12:38:20 B O & =]
[ select Al = Lock/UnLock All B / &

Save Changes

FIGURE 13 - THE MODIFY SECTION, SHOW DETAILS PAGE

3. Click on the ‘Add Content’ button on the right.
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4. The ‘Choose Content Type to Use’ page appears — click on ‘Student Profile’ in the list under ‘Choose
a Content Type’. [Note: if you don’t see this Content Type in your list, contact the Web Team on
www@aber.ac.uk or 1776]

Add content. Choose Content Type to use.

Section: Home » www.aber.ac.uk » Home » Tralning Area » 2014 » August » 7 » Suzy Shipman » About Me

4 General Information

General Content Information
Choose a Content Type

Global

Contact Block

General Content
Meta Data

Related Links

Template for the Contact Block
Template used for most body content.
Template for Meta Data

Left hand side related Links

Cancel

FIGURE 14 - THE CHOOSE CONTENT TYPE TO USE PAGE

5. The Student Profile Content Type will now appear.

Add content. Enter content details.

Section: Home » www.aber.ac.uk » Home » Training Area » 2012 » June » Suzy Shipman » About Me

% General Information Content | Placement Channels Options

Content Type: Student Profile

(raa v reviow SR

Name = i

Image i ‘ Choose File | No file chosen ‘

Alternative Text i

Student Name and
Details i

Home Town i

FIGURE 15 - THE STUDENT PROFILE EDITING PAGE

6. Insert a name for your new content in the Name box. This isn’t seen by people using the web site,
but it is important that you choose something that will make sense to other CMS users.

7. Add the details of the Student to the Student Name and Details box, add their Home Town if
available. Add their Quote. Enter a description of the photograph you will be adding in the
Alternative Text box — this might just say e.g. “A photograph of Sally Jones”.

8. To upload the photo of the student, click on Browse to find the photo in your file system.

Note: Photographs for Student Profiles are not uploaded into the Media Library before use — you upload
them directly from your machine or network drive.

9. When you have finished adding content click on the Add button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

10. You will be returned to the Content tab, where you can see your newly added content listed along
with any other content that you have added to this section.
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11. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process —you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.

Creating the Welsh Version of your Student Profile

You should only create the Welsh version of your content when you have the Welsh text ready. If you have
sent your English text to Translation, wait for it to return before creating the Welsh content.

12. Click on the Language button at the top of the screen and select Cymraeg.

13. The Welsh version of the section’s Show Details page appears. Click on the Content tab.

Note: If you are returned to the Site Structure, click on the section you were working on and then click on the
Content tab to get back to the list of content

14. The Name of the content appears as Not translated, as it hasn’t yet been named in Welsh. Click on
the arrow to the right of the piece of content and select Modify.

Note: If there are lots of new pieces of content which haven’t had their Welsh title set, it can be hard to find
the right one that you need to work on — move your mouse over the words Not translated and a small box
containing the English title of the content will appear.

15. The Welsh version of the Student Profile editing page appears.

16. Insert a name for your content — this can be in English or Welsh depending on your preference. This
isn’t seen by people using the web site, but it is important that you choose something that will make
sense to other CMS users.

17. Insert the Welsh translation of the English Alternative Text, Student Name and Details, Home Town
and Quote.

18. To upload the photo of the student, click on Browse to find the photo in your file system.

Note: Photographs for Student Profiles are not uploaded into the Media Library before use — you upload
them directly from your machine or network drive.

19. When you have finished adding content click on the Update button or click on the right end of the
button to select Save as Draft if you are going to come back to this piece of content later.

20. You will be returned to the Content tab, where you can see your newly updated Welsh content listed
along with any other content that you have added to this section. It is no longer named Not
translated.

21. You will notice that the content appears with the Status ‘Pending’ or ‘Draft’. Pending content needs
to be approved before being published. See Information Sheet 6 for more information on approval
(Moderators only). Draft content will not enter the approval process — you can continue to edit it
and when you are ready for it to enter the approval process you will be able to click the Update
button to save it.
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3.3. Adding Content — Reusing Existing Content

Mirroring Content

There may be occasions where you would like to use the same piece of content in a number of pages — e.g.
the contact details may be the same for every page within a section. You can create an identical, linked
‘mirror’ version of the piece of content and place it in a new section. All mirrored versions are updated
whenever any one of them is updated.

1. From the Site Structure, browse to the section (lets call it Section A) where the piece of content you
want to reuse is located. Click on the name of the section to open it for editing.

2. The ‘Modify Section, Show Details’ page will appear. Click on the ‘Content’ tab.

% General Content | Page Layouts Metadata EditRights Subsections

Content currently in this section.

Automatic Ordering

Enabled o

Method Alphabetical (A-Z) [+]
Existing Content o add Content
Save Changes
Hame Version Status Last Modified Move Lock
] about me general content 2.0 = Approved 19 Nov '12 13:42:56 B BE B =)
[ training contact ¥ 20,0 & Approved 06 Jun '11 15:03:07 B B =]
[ training metadata 1.0 [@  Approved 15 Jun 12 12:38:20 B BE B =
[ sSelect All = Lock/UnLock All 8 / &

Save Changes

FIGURE 1 - THE CONTENT TAB

Note: Contributors go straight to the Content Tab.

3. You will now see the content currently in this section (A). Find the piece of content that you wish to
reuse and put your mouse on the arrow to the right of it. Select ‘Mirror’.

Status Last Mod

(2  Approved 19 Nov '12 13
(] & Modify un '11 15
(1) & preview un'12 12
(=] 9 Mirror Un '13 10
|ZJ & Duplicate

3 Move

¥ pelete

& History

FIGURE 2 — THE CONTENT MENU

4. The ‘Mirror Content, Choose Destination’ page will appear.
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Mirror content. Choose destination.

E Site Structure
Path : Home » www.aber.ac.uk » Home » Training Area
Shipman, Suzy

U E3 About Me

& Brynamlwg

U £2 Documentation Testing

FIGURE 3 - THE MIRROR CONTENT. CHOOSE DESTINATION SCREEN

5. Choose the section (let’s call it Section B) where you want the mirrored content to be placed, by
clicking on the section name.

6. The ‘Modify Section, Show Details’ page for the original section (A) will reappear, with a message to
tell you the mirroring has been successful.

, Content Mirrored
V Successfully mirrored content into another section.

FIGURE 4 — THE CONTENT MIRRORED CONFIRMATION MESSAGE

7. If you wish to reuse more pieces of content from this section (A), repeat the process. Otherwise
return to the site structure.

8. To check the mirrored content, browse to the section (B) where you placed the mirrored content
and click on its name. The ‘Modify Section, Show Details’ page will appear — click on the Content tab.
You should now see the mirrored content appearing in the list of pieces of content, with a red mark
next to it which shows it is mirrored.

Hame Version

training content a.0 =
training contact % 12.0 =
training metadata 1.0 =

FIGURE 5 — LIST OF PIECES OF CONTENT SHOWING THE MIRRORED PIECE OF CONTENT

Copying Content

If you are creating a number of similar pages, you may wish to copy some content from one section to
another prior to modifying it. To do this, use the procedure above, choosing ‘Duplicate’ instead of ‘Mirror’
from the menu. Then you can browse to the newly copied content and edit it as required.
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4. Editing Content

When editing content, you will use a web form which contains various boxes for different parts of the
content. For some types of content e.g. General Content, there is an HTML Editor box used to enter text.
Using the HTML Editor you can format your text and add links, pictures and tables. Other boxes do not allow
formatting and you are only able to edit the text, or choose an image.

Note: Remember to refer to the Content Web Pages section of the Web Site Style Guidelines for details of
how to arrange your page content.

Opening existing content for editing
1. Open the Site Structure and browse to the section containing the content you wish to edit. Click on
the name of the section to open it for editing.

2. The ‘Modify Section, Show Details’ page will appear. Click on the ‘Content’ tab. (Contributors go
directly to the ‘Content’ tab).

% General Content | Page Layouts Metadata EditRights Subsections

Content currently in this section

Automatic Ordering
Enabled o
Method Alphabetical (A-Z) [~

Existing Content o Add Contert
Save Changes
Hame Version Status Last Modified Move Lock
about me general content: 2.0 = Approved 19 Nov '12 13:42:56 5] E =)
training contact ¥ 20.0 @ Approved 06 Jun '11 15:03:07 B O B =]
training metadata 1o = Approved 15Jun '12 12:38:20 E HE & =

[E ]

Select All = Lock/UnLock All & / &

Save Changes

77

FIGURE 1 - THE CONTENT TAB

3. Find the piece of content that you wish to edit and click on the arrow to the right of it. Select

‘Modify’.
ersion Status Last N
2.0 = Approved 19 Nov ']
20.0 [=] | & Modify un'i
1.0 =) | & preview in'
0.1 = 02 Mirror in 1|
(=)™ puplicate
® Move
& Dpelete
U+ History

FIGURE 2 - THE CONTENT MENU

4. The ‘Modify Content, Update Details’ page will appear. This will appear differently depending on the
type of content you are editing. For more information about different types of content, see
Information Sheets 3.0, 3.1 and 3.2.
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5. Make the necessary edits to the content. See Information Sheets 4.1, 4.2, 4.3, 4.4 and 4.5 for more
information on editing content, using the HTML Editor.

6. When you have finished making your changes, click on the Update button or click on the right end of
the button to select Save as Draft if you are going to come back to this piece of content later.

Notes

Timeout

When editing content, you should be aware of the system timeout. If you leave your edit window unused for
a certain amount of time, a timeout will occur and your work could be lost. If you need to leave your work
when you haven’t finished with it, remember to click on Add or Update to save what you have done so far.

Lines and Paragraphs
To create a new line within the current paragraph, use Shift + Return. To create a new paragraph, just press
Return.

Information Sheets

4.1 Formatting Text

Basic text formatting can be achieved using the HTML Editor. This Information Sheet introduces the
formatting options available.

4.2 Inserting Links
Links can be created between sections within the CMS or to external web pages. This Information Sheet

describes how to add these links.

4.3 Inserting Images
Images from the Media Library can be inserted into content. This Information Sheet describes how to insert
an image. Please see Information Sheet 7 for information on adding images to the Media Library.

4.4 Inserting Tables
Tables can be used to display data (not for page layout). This Information Sheet describes how to insert and
format a table.

4.5 Inserting Links to Documents

Links to documents stored in the Media Library can be inserted into content. This information sheet
describes how to insert a link to a document. Please see Information Sheet 7 for information on adding
documents to the Media Library.
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4.1. Editing Content — Formatting Text

Open the content you wish to edit. Any boxes in content which can be edited using the HTML Editor will
have a toolbar displayed above the editing area. The buttons are similar to those used in Microsoft Word
and other text editing software.

Paste Paste from
Itali Paragraph Menu from Text Word R fRemove. 2!
(zlc _ see below 'emove ormatting
| Insert links link /[
Bold Style Menu — Cut, Copy & (4.2)
see below Paste i Spellcheck
Find \ I
\ | Styles = | Format - | ¥ ¥ XmY A | v
Find and b7 i£ | | | %, x* | §2 B f v & RE
Replace /ﬁ' Ar ‘r | A u Insert image
/ or document
Table editing l|J p | (4.3&4.5)
tools Increase ndol/ SUb_ Fullscreen ) Insert
Redo Script
. Indent Mod content link
Bulleted List ode
Decreasﬁ Citation (4.2)
. Indent Insert
Numbered L'SV Abbreviation symbol Ma”a% View HTML
anchors (4.2) source
SuPer-SCf\i t
Style Menu P
A variety of styles are available which allow you to mark text or objects to be styled in a set
way: | Styles ~| Format
| Styles -
e top-align —allows you to align text to the top in a table top-align
e split-left — allows you to make sure your paragraph clears the previous one so that splitleft
images ' notification 3
do not overlap notification-centre d
e notification — allows you to encase your paragraph in an noticable shaded box ’g image-menu ;E’
e notification-centre — allows you to encase your paragraph in an noticable shaded box Eﬂ“eﬂ‘ﬂm 5 r it

with the text centred

e image-menu — allows you to mark your bulleted list as an image menu which will make it
display in the image-menu style, e.g.:

Enterpr\se Suppor‘c Crisalis Events Enterprise Academic Champions
Competitions of Enterprise

e course-lightbox — this is used in very specific situations where course information is displayed in a
lightbox

These styles only work for the type of text or object noted — if you try and apply them to other items, they
won'’t work.
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Format Menu
A number of formats are available:

~ | Paraaraph - |
e Paragraph — producing basic unformatted text (default setting) 1 Format
e Headings 2 to 6 — producing different levels of headings, using HTML tags H2 to 'Pafagra'fh
H6. The Title of the content is displayed as a Heading 1, so this is not available in Hea‘_"“g 2
the format menu. Heading 3
Heading 4
Heading 5
Heading 6
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4.2. Editing Content — Inserting Links

There are 6 different types of links which are inserted in different ways.

1. Link to a section (page) within the CMS

2. Link to a specific piece of content within the CMS — this allows you to link to a specific piece of
content within a page, even if it is one of a number of pieces of content in the page. For example it
could be used to link to a particular question half way down a page containing a long list of
frequently asked questions (assuming each question was in a separate piece of content). This also
allows you to link to a specific news article in the news system.

3. Link to an external page — this means a link to a web page which is not in the CMS — this could be an
Aberystwyth University page or an external website.

4. Link to an email address

5. Link to an anchor within the current page — this involves marking a point in the page with an anchor,
then creating a link to this anchor allowing the user to jump to that point in the page — this is
particularly useful in long pages.

6. Link to a document in the Media Library — see Information Sheet 4.5

Link Text

For all links it is important to make sure that your link text is “friendly’. This means that if the user could only
read the link text, they would still understand where the link was taking them.

For example, this is a friendly link:

If you would like to know more about using the CMS, please view the CMS Information Sheets page.

This is not a friendly link:

If you would like to know more about using the CMS, please click here.
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Link to a page within the CMS

1. Select the text that you want to become the link and click on the Insert Section Link
button I;E

2. The “Choose a Section to Link” window pops up:

Search |
Choose a language

= Site Structure

Home

5 £ www.aberacuk

@ 4 test
www.aber.ac.uk/english-only

m.aber.ac.uk

&
berer

WHEB

FIGURE 1 - THE SITE STRUCTURE WINDOW

3. If you know the name of the section you wish to link to, you can search for it by typing in the search
box and pressing the search button. If there are several pages including your search term you will be
able to choose the correct page by clicking on it, otherwise if there is only one search result, the
system will automatically make your text link to that section.

Search

[P Home = wwwisber.scuk » Home » Study with Us » Undergraduate Information =

Undergraduate University Courses # History & Welsh History » Modern History & Approved
Bolitics Degree

P Home  wev.aber.ac.uk » Home » Study vith Us » Undergraduate Information # Aooroved
Undergraduate University Courses » History & Welsh History » History Dearee Aepray

[P Home = wwwisber.scuk » Home = Study with Us » Undergraduate Informstion =
Undergraduste University Courses » History & Welsh History » History & Welsh HistoryAsproved
Degree

Choose a language

E= Site Structure

Home

www.aber.ac.uk

[

t4 test

=

www.aber.ac.uk/english-only

m.aber.ac.uk

€ E
e B oOo

WHEB

E

FIGURE 2 - USING THE SEARCH OPTION

4. Alternatively you can browse through the site structure to find the page you want to link to — start
by clicking on the + to expand www.aber.ac.uk, then expand Home.
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search
Choose a language

= Site Structure

n

Home
o £ www.aber.ac.uk
= % Home
2T Aber Insiders
@ C3 Aberystwyth in Video

& B3 Aberystwyth University Women's Club

& Cn Academic Office
& £3 Accommodation

& 1 Admissions

U Bz Alumni
@ B3 Brynamlwgq
w 03 CAA

i C3 Campus Tours

@ B Careers Working <

FIGURE 3 - THE SITE STRUCTURE WINDOW WITH WWW.ABER.AC.UK AND HOME EXPANDED

5. Use the + and — buttons to expand and close sections — only clicking on the name of a section to
select it. You will be able to chose any section from the entire site, not just your department/area.
When you find the section you wish to link to, click on it.

6. When using either the search or browse option, you can switch language using the “Choose a
language” drop-down menu and choose pages from the other language version of the site. This is
useful if you are trying to direct a user to information that is available in only one language.

7. The site structure window closes, returning you to the content editor where you will see your link in
place.
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Link to a specific piece of content within the CMS
1. Select the text that you want to become the link and click on the Insert Content Link ED
button i

2. The Site Structure window pops up:

Search |
Choose a language

= Site Structure

Home
© B3 www.aberacuk
 C3 t4test
& B3 www.aber.ac.uk/english-only

& f4 m.aber.ac.uk

@ B3 WHEB

FIGURE 4 - THE SITE STRUCTURE WINDOW

3. If you know the name of the piece of content you wish to link to, you can search for it by typing in
the search box and pressing the search button. However, as there may be many pieces of content
with similar names, this may not be the best way to create your link.

4. Alternatively, browse through the hierarchy to find the section containing the content you want to
link to — start by clicking on the + to expand www.aber.ac.uk, then expand Home.

Search |
Choose a language

= Site Structure

om

Home
o B> www.aber.ac.uk
o 4 Home

w"—% Aber Insiders

@ £ Aberystwyth in Video

& C3 Aberystwyth University Women's Club

@ B3 Academic Office

w F3 Accommodation

= C3 Admissions
U Bz Alumni
@ 3 Brynamlwg

@ B3 CAA

@ £3 Campus Tours

& Cm Careers Working -

FIGURE 5 - THE SITE STRUCTURE WINDOW WITH WWW.ABER.AC.UK AND HOME EXPANDED

5. Use the + and — buttons to expand and close sections — only clicking on the name of a section to
select it. You will be able to chose any section from the entire site, not just your department/area.
When you find the section containing the content you wish to link to, click on it.
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6. A window will pop up showing the content contained in the section. For example:

Name Status
AU18812 Mol Enniscorthy Vocational College Approved
AU15512 YouthSight top marks Approved
AU19312 The Urdd Chair for Gruffudd Antur Approved
AU17712 Student-led Teaching Awards Approved
Flooding Approved
AU19412 Sowing the seeds Approved
AU19912 Heawy metal pollution Approved
AU18712 Diabetes information evening Approved
AU18612 World Shal e Festival Approved
AU18912 ¥ Ddraig takes flight Approved
AU14012 Focusing the Eve Approved
AU20512 Good University Guide Approved
AU20412 Graduate of the Year Approved
AU19712 Cartoon volunteers Approved
AU20712 Improving Children's Education Approved
Pretend News Approved

(] cancel

FIGURE 6 - THE LIST OF CONTENT IN THE CHOSEN SECTION
7. Click on the piece of content you wish to link to.

8. The window closes, returning you to the content editor where you will see your link.

Page 5



PRIFYSGOL

ABERYSTWYTH CMIS nformationShee 4.2 (16/02/15)

— _— UNIVERSITY Editing Content - Inserting Links

Link to an external page
1. Select the text that you want to become the link

2. Click on the Insert/edit Link button &)

3. The Insert/edit Link window pops up:

General | Popup || Events || Advanced
General Properties
Link URL | ]
Targst | Open in This Windew/Frame [=]
Title [ ]
Class |- ot set - =]

FIGURE 7 - THE INSERT/EDIT LINK WINDOW
4. Type (or paste in) the web address in the Link URL box.
5. Don’t make any changes to the Target or Title.

6. Click Insert to finish.

Note: If you forgot to put the http:// at the beginning of your web address a pop up window will appear
asking you if you want to add it “The URL you entered seems to be an external link, do you want to add the
required http:// prefix?”. However this only works for web addresses beginning with www — for other
addresses be sure to remember to put http:// at the beginning of the the address.
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Link to an email address
1. Select the text that you want to become the link

2. Click on the Insert/edit Link button (==

3. The Insert/edit Link window pops up:

General | Popup || Events || Advanced |
General Properties
Link URL | ]
Targst | Open in This Windew/Frame [=]
Title [ ]
Class |- ot set - =]
= =

FIGURE 8 - THE INSERT/EDIT LINK WINDOW
4. Type mailto: followed by the email address.
5. Don’t make any changes to the Target or Title.

6. Click Insert to finish.
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Link to an anchor within the current page
1. First create the anchor:

a.

b.

d.

e.

Place your mouse at the point in the page where you want the anchor to be.
Click on the Insert/Edit Anchors button ol

The Insert/edit anchor window pops up:

Insert/edit anchor

Anchor name: | ]

I ==

FIGURE 9 — THE INSERT/EDIT ANCHOR WINDOW
Type the name of your new anchor in the Anchor name box and click on Insert to add it.

You will see a small anchor symbol has appeared in the content editor to mark this anchor.

2. Select the text that you want to become the link.

3. Click on the Insert/edit Link button ‘==

4. The Insert/edit Link window pops up:

Title

Class

Genaral
General Properties
Link URL | ]
Anchors [ ---

Target [Open in This Window/Frame

Popup || Events || Advanced

1 [

[
[ not set -- [=]

FIGURE

10 - THE INSERT/EDIT LINK WINDOW

5. Leave the Link URL box blank.

6. Click on the Anchors drop down menu and choose the anchor you created. The name of your anchor
with a # will appear in the Link URL box

7. Don’t make any changes to the Target, Title or Class.

8. Click Insert to finish.
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4.3. Editing Content — Inserting Images

Note: Before inserting an image, it must be in the Media Library. If you want to use a new image that is not
already in there, see Information Sheet 7 for details of how to upload an image to the Media Library. There
are some exceptions to this, for example the Academic Staff Profile, where images are uploaded within the
content template.

1. Place your mouse in the position on the page where you want the image to be.

2. Click on the Insert Item from Media Library button El

3. The Media Library window pops up:

= Media Library Browse B
« ) » Options Search for an item EnterID Filter: All Types -~ (=) (mm
Categorised -
 £1 Training Media Name Filename Description Type
& C1 Departmental 2011 Welsh Election Study - wes_post.sav 2011 Welsh Election Study - Adobe PDF
- Post-election wave (.sav’ Post-election wave (.sav) Document
3 Images . .
&) Images 2011 Welsh Election Study - wes_pre.dta 2011 Welsh Election Study - Adobe PDF
= C1 PDF Media Pre-election wave (.dta Pre-election wave (.dta) Document
= CI1 DOC Media L 2011 Welsh Election Study - wes_pre.sav 2011 Welsh Election Study - Adobe PDF
Pre-election wave (.s5av] Pre-election wave (.5av) Document
 C3 RIF Media . . .
2011 Welsh Election Study - wes_combined.dta 2011 Welsh Election Study - Adobe PDF
o B3 EPS Two-wave panel data (.dta) Two-wave panel data (.dta) Document
o &3 PsSD 2011 Welsh Election Study - wes_combined.sav 2011 Welsh Election Study - Adobe PDF
Two-wave panel data (.sav’ Two-wave panel data (.sav) Document
(e i\
B - 2011 Welsh Referendum Study - wrs_post.dta 2011 Welsh Referendum Study - Adobe PDF
Post-Referendum waves (.dta Post-Referendum waves (.dta) Document
2011 Welsh Referendum Study - wrs_post.sav 2011 Welsh Referendum Study - Adobe PDF
Post-Referendum waves (.sav’ Post-Referendum waves(.sav) Document
2011 Welsh Referendum Study - wrs_pre.dta 2011 Welsh Referendum Study - Adobe PDF
Pre Referendum Wave (.dta Pre Referendum Wave (.dta) Document
2011 Welsh Referendum Study - Wrs_pre.sav 2011 Welsh Referendum Study - Adobe PDF
Pre-referendum wave (.sav’ Pre-referendum wave (.sav) Document
2011 Welsh Referendum Study - wrs_combined.dta 2011 Welsh Referendum Study - Adobe PDF
Two-wave panel data (.dta) Two-wave panel data (.dta) Document
2011 Welsh Referendum Study - wrs_combined.sav 2011 Welsh Referendum Study - Adobe PDF
Two-wave panel data (.sav’ Two-wave panel data (.sav) Document
A icon large A-large-icon.gif Image
aber logo on vellow sguare aber-uni-logo-sguare.gif Image
Aber News Issue 9 - September 17009 - aber news sep12-issue9 Issue 9 - September 2012 (PDF) Adobe PDF
2012 (PDF’ e-print.pdf Document
Aber News Issue 9 - September 17009-aber_news-sep12-issued_cy.pdf Rhifyn @ - Medi 2012 (PDF) Adobe PDF
20132 (PDF) CY Document
Aber News July 2012 (En 16753 - Aber News June12-Issue8 Issue 8 - July 2012 (PDF) Adobe PDF
E-web.pdf Document
Aber News July 2012 Thumbnail cover_thumbnail_en.jpg Image
En -

FIGURE 1 - THE MEDIA LIBRARY WINDOW SHOWING ITS DEFAULT OPENING VIEW
4. Browse through the categories to find your image. To see thumbnails of the images, click on the

ooo

View Media in Preview Mode button ( ).
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Browse
EF Add Media Search for an item EnterID Filter: =) (@
All Types v
i Humpback Whale.jpg Shrvion an La Seals
Page 1 of 1

FIGURE 2 - IMAGE THUMBNAILS IN THE PREVIEW MODE

1. Put your mouse over the image you wish to use and a box will appear around it with Select and
Advanced buttons

— fi

Humpback Whale.ipg
Type: Image

B (ooes)

Fade 1 Or L

FIGURE 3 — HIGHLIGHTED IMAGE IN MEDIA LIBRARY

5. You can choose to look at different variants of the image that may have been created, or create your
own variant. Please see Information Sheet 6 for more information on the Media Library and image
variants.

6. When you are happy with the chosen image, click Select to continue.
7. Theimage will now be displayed in the Content Editor page.

8. Double click on the image - the Set Media Atrributes window pops up.

Set Media Attributes

e
I |

FIGURE 4 - THE MEDIA ATTRIBUTES WINDOW

9. Enter a brief description of the image as the alt text in the box.
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10. You can put different classes in the class box to control how your image is positioned in your page:

e If you want the image to be displayed on the left of the page with the text wrapping round it
(with a border), type “float-left” in the class box.

e If you want your image to be on the left on a new line, type “float-none” in the class box.
e If you want your image to be centred, type “centre” in the class box.

Otherwise, leave the class box blank and the image will be displayed in the default location (on the right
of the page with the text wrapping round it). Note that any changes to the class of the image will not
appear to have any effect in the Editor window, but you will be able to see the results of the changes
when you preview the page.
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4.4. Editing Content — Inserting Tables

Note: Tables should only be used for data, not as a way of laying out the page. See the Web Site Style
Guidelines for more information.

1. Place your mouse in the position on the page where you want the table to be.

2. Click on the Insert New Table button _-"|?

3. The Insert/Modify table window pops up:

Genera 1| Advanca d

Ge | properti

Columns [ Rovs
Cellpadding ] Cellspacing ||
Alignment Border ]
width [ Height ]
Class -~ Not set —- [=]

Table capt (=]

Malke first header [}

Make first column = head, [}

FIGURE 1 - THE TABLE PROPERTIES WINDOW

4. Setthe number of columns and rows that you require.

5. Do not edit the following options: Cellpadding, Cellspacing, Alignment, Border, Width & Height.

6. The table will be styled according to the default table style. This includes making the text in the cells
left-aligned. If you wish to change this, you can change it to be centre-aligned by choosing ‘centre-
align’ from the Class drop-down menu. Alternatively you can set the text to be top-aligned if

required. If you wish to change this later on, right click on the table and choose “Table properties”
which will take you back to these settings.

Ve TTETOTTT
Class -- Mot set -- :l
Table Caption top-align
Make first row a :er!tre-allgn

split-left
header o
notification
Make first column a notification-centre
header image-menu
course-lightbox
Insert i {value) Cancel I

FIGURE 2 - THE TABLE CLASS DROP DOWN LIST

7. If you wish to add a caption for the table, tick the Table caption box — this will create a box in the top
of the table where you can write your caption.

8. Tick either one or both of the header boxes - Make first row a header and/or Make first column a

header. All tables should have at least one of these so that users can understand what data the table
contains.
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9. Click on Insert to continue. The table now appears in the Content Editor. Note that the table will be
very small at first. Don’t be tempted to stretch out the columns — they will automatically adjust as
you type in them.

10. If you chose to have a caption, type it into the space at the top of the table

11. Click on the cells to add content to the table.

An Interesting Table
Monday Tuesday Wednesday Thursday
09:00 Event1 Event5
10:00
11:00 Event 2
12:00 Event 4

Note: You can not use tab to move between cells of the table like you do in Microsoft Word — you need to
either use the arrows on your keyboard to move between cells or click in each cell to add data to it.

12. When the table is selected, additional buttons are available:

Insert a table Table row properties Split merged

Table cell properties

\ / table cells
h_;" : Ig=3d_ = |° 7 ; /
. HEH[T = | 'mar ¥ E Merge table cells

\

Insert row before <
Delete column

/ I N
Insert row after Delete row Insert column before Insert column after

Note: Many of the actions that can be carried out using the buttons can also be carried out by right clicking
on the table and using the menu that appears.

13. If you need to delete a whole table, this can be done by right clicking on the table and selecting
“Delete table”.

14. If your table is at the top of your piece of content and you want to add text above it, right click on it
and select “Add Paragraph before table” to force a paragraph to appear where you can then type. A
similar option is available to add a paragraph after your table.
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4.5. Editing Content — Inserting Links to
Documents

Note: Before inserting a link to a document, it must be in the Media Library. If you want to use a new
document that is not already in there, see Information Sheet 7 for details of how to upload a document to
the Media Library. PDF is the recommended document format for the web.

1. Place your mouse in the position on the page where you want the link to the document to be.

2. Click on the Insert Item from Media Library button

2

3. The Media Library window pops up:

— — ‘

2 Media Library Browse
P options Search for an item Search | CnterlD | [ Jump | Filter: AllTypes = (B0 (ER
! L P ¥P
Calegorized
& (3 Iraining Mmadia Nama Filename DBascription Type
& 3 Departmental 2011 Welsh Elaction Study - wes_post.sav 2011 Welsh Election Study - Adobe POF
E Bost-election wave {,3av] Post-glection wave (.sav) Document
e@ = 2011 Welsh Elechon Study - wes_pre.dta 2011 Weilsh Election Study - Adobe PDF
& C1 PDF Medla Pre-glection wave (.dta) Pre-glection wave (.dea) Document
& 01 DOC Medla 2011 Welsh Election Study WOS_pre.sav 2011 Welsh Ebection Study Adobe PDF
_ Pre-elechon wave [sav] Pre-election wave [.sav) Docurment
w 3 RIF Media
2011 Welsh Electson Study wes_combmed.dta 2011 Wedsh Election Study Adobe PDF
o0 s Twio-wave panel data (dta) Two-wave pared data (.dta) Document
u B2 PSD 2011 Welsh Electon Study wes_combmed.sav 2011 Weldsh Election Study Adobe PDF
Tuwwo-warve panel data {sov Two-wave pane data (sav) Document
=
wrs_post.dta 2011 Welsh Referendum Study - Adaebe POF
Post-Referendum waves (dta) Document
WrE_past.sav 2011 Welsh Referendum Study - Adaebe PDF
Post-Referendum waves(.sav) Document
wrs_pre.dta 2011 Welsh Referendum Study - Adaebe POF
' Ldta) Fre Referendum Wave (.dta) Document
2011 Welsh Referendum Study - WIS_pre.sav 2011 Welsh Referendum Study - Adobe POF
Ere-referendum wave [.sav] Pre-referendum wave (.sav) Document
2011 Welsh Referendum Study - wrs_combined.dta 2011 Welsh Referendum Study - Adebe PDF
Two-wave panel data {.dta) Two-wave panel data (.dta) Document
2011 Welsh Referendum Study - wrs_combined.sav 2011 Welsh Referendum Study - Adobe PDF
Two-wave panel data {.sav) Two-wave panel data (.sav) Document
A seon large Aclarge-con.gf Image
aber lego on vellow square aber-uni-logo-sguare.gif Image
Aber Mews Issue 9 - September 17005 - aber news sepl2-issued Issue 9 - September 2012 (PDF) Adebe PDF
20132 (PRFY e-print.pdf Document
Aber News 1ssue 9 - September 17005-aber_news-sepl2-issued_cy.pdf Rhifyn 9 - Medi 2012 (POF) Adobe PDF
2012 (POF) CY Document
aber Mews July 2012 (En} 16753 - Aber News Junel2-Issued Issue 8 - July 2012 (POF) Adebe PDF
E-web.pdf Document
Aber Mews July 2012 Thambril cover_thumbrail_en.jpg Image
(En} -

FIGURE 1 - THE MEDIA LIBRARY WINDOW SHOWING ITS DEFAULT OPENING VIEW

4. Browse through the categories to find your document. When you find it, check that there is text in
the Description column.

Note: If the document you insert doesn’t have a description, the link will not work - see Information Sheet 7
for more information on adding description text to media items.

5. Click on the item and you will be shown information about the document. Click the Select button to
insert a link to the document in your page.

6. The link to the file will now be displayed in the Content Editor page, using the description as the link
text.
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5. Moving and Deleting Content

Content can be moved to new locations in the CMS or deleted if necessary. This should be done with care.
When content is deleted you will still see it in the CMS marked as inactive until the CMS Recycle Bin is
emptied by an administrator. Moving and deleting content affects both the English and Welsh versions of
the content.

Moving content

1.

2.

3.

Open the Site Structure and browse to the section containing the piece of content that you need to
move.

Click on the section to open it.

The Modify Section, Show Details page will appear. Click on the ‘Content’ tab. (Contributors go
directly to the ‘Content’ tab).

Find the piece of content that you wish to move and put your mouse over the arrow to the right of
it. Select Move.

Hame Version Status 1

[ testing images 31 3 & Modify \7

O Test Gallery 3.0 o) B+ Preview 4

[} pubble code 1.0 (=) |99 Mirror 0]

=] kis large test 1.0 & "W puplicate |7

[l testing 1.0 ) B Move 2
O selectAl @ ¥ pelete
G History

FIGURE 1 - THE CONTENT MENU

The ‘Move content, choose destination’ screen appears, click on the section where you wish to move
the content to.

| 4
Move content, choose destination.

E> Site Structure © & N Q Q
Path : Home » www.aber.ac.uk » Home » Training Area
Shipman, Suzy

o = About Me

# spotify

@ Brynamlwg

= C1 Documentation Testing

BBC

B ®

=

B ®

&

@& Open Day
@& Fred

®
o o o N © o N b
o o o w o o ~k o
o o o o o o ©o o

®

FIGURE 2 - THE 'MOVE CONTENT, CHOOSE DESTINATION' SCREEN

The list of content in the section is displayed, with a message to tell you that you have successfully
moved the piece of content. The piece of content you moved will no longer be visible. If you look in
the section you moved it to, you should see it listed in the content tab.
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Modify Section, Show Details

A Content Moved

Successfully moved content into another section.
Section: Home » www.aber.ac.uk » Home » Training Area » Shipman, Suzy » About Me

FIGURE 3 - MESSAGE WHEN CONTENT IS SUCCESSFULLY MOVED

Deleting content
1. Open the Site Structure and browse to the section containing the piece of content that you need to

delete.
Click on the section to open it.

The Modify Section, Show Details page will appear. Click on the ‘Content’ tab. (Contributors go
directly to the ‘Content’ tab).

Find the piece of content that you wish to delete and put your mouse over the arrow to the right of
it. Select Delete.

Name Version Status u

[ testing images 31 )| & Modify 7

O Test Gallery 3.0 @) B+ Preview b4

] pubble code 1.0 = |92 Mirror o

[} kis large test 1.0 &) % Duplicate |7

[l testing 1.0 [x) | Move 2
O selectal = ¥ pelete
& History

FIGURE 4 - THE CONTENT MENU

5. A confirmation window pops up:

Are you sure you want to delete this content?

oK ] ’ Cancel

FIGURE 5 - THE CONTENT DELETION CONFIRMATION POP-UP
Click OK.

If you have chosen to delete mirrored content, you will be shown a list of where the content is
mirrored and asked if you just want to remove it from this one section, or delete it completely. Be
careful that you make the right choice. Choose “Remove from Section” to just remove this one
mirrored piece of content from this section, or choose “Delete Content” to completely remove this
content from all sections that it is mirrored in. Click Confirm to continue.
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Confirm Content Deletion.

Confirm

This content appears in more than one section.

* Home > www.aber.ac.uk > Home > Training Area > Shipman, Suzy
» Home > www.aber.ac.uk > Home > Training Area > Shipman, Suzy > Documentation Testing
Please choose an action. Remove from Section @

Delete Content

FIGURE 6 - THE CONFIRM CONTENT DELETION SCREEN

8. The list of content in the section is displayed. The piece of content you deleted will now have the
Status Inactive, or if it was mirrored content, it will now not be shown at all. The final deletion of
pieces of unmirrored content will be carried out by the CMS Administrators.

Note: If you need to move or delete a whole section, please see information sheet 2.2 (Moderators only).

Note: Some departments have a section designated as their ‘bin’ where inactive content or sections can be
moved to. This is useful if you find it confusing having inactive content in sections. Use the instructions in the
first part of this document to move content into the ‘bin’ section.
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6. Approving Content (Moderators Only)

1. From the Content menu select ‘Approve Content’

Content v Rights & Roles

Modify Content
Delete Content
Site Structure
Media Library
Approve Content

FIGURE 1 - THE CONTENT MENU

2. The Approve Content page appears.

English v | * shastaff ; | AR © Lcoout

Content Rights & Roles Help

Approve Content

Pending Inactive

Documents Pending Approval

Name Priority Last Modified Section Workflow
test content - Thu, 19 Apr 2012 Home » ... » Suzy
15:59:17 BST
Rel Links test * Thu, 19 Apr 2012 Home » ... » Suzy
10:45:35 BST
training content . Wed, 18 Apr 2012 Home = ... » User, Test
10:43:43 BST

FIGURE 2 - THE APPROVE DOCUMENTS PAGE

3. If you are looking for a particular piece of content, you can order it by name or by the date it was last
modified by clicking on the Name or Last Modified column headers.

4. Choose the piece of content you wish to approve and click on its title.

5. The content approval page appears.

Approve Content

Pending Inactive Details

Content Details

Name main text for about me page [ edit  Published Channels
. B www.sber.ac.uk
Section Home » ... » About Me B
m.aber.ac.uk
Last Modified By shastaff (Shipman, Suzy) = w.wheb.ac.uk
RSPSCC2014
Wersion 1.2 [ Show History
Compare with last approved version ' "
Compare with last approved version

FIGURE 3 - THE CONTENT APPROVAL PAGE

6. In most cases, when you are approving your own content and you have already previewed what you
have done, you can now skip to point 9 below and approve the content, but if you need to look more
carefully at the content before approval you can do so in the following ways:
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7. View content

a.

To see how the content looks, click on www.aber.ac.uk under Published Channels on the
right of the screen. This will display a preview of the content very similar to the preview you
have used when looking at content from the site structure.

8. Compare with last approved version

a. To see what has changed, click on the “Compare with last approved version” button. [Note:
This button will not appear if the content hasn’t ever been approved]. The Compare window
pops up.

b. Text and images are highlighted depending on whether they have been removed (red),

added (green) or changed (orange). When you have finished looking at it, close the window
to return to the approvals screen.

€ Aberystwyth University - About Me = Google Chrome: oo ) )
B https://cms.aber.ac.uk/terminalfour/SiteManagerTctn=publish&fnno=308
1 | | In | Research | Business | News | About | Alumni Cymraeg =

Aberystwyth University. Reception, Penglais. Aberystwyth, Ceredigion. 5Y23 3FL
Telephone +44 (011970 §23111

PRIFYSGOL

B

Training

Training Area Home » Training Area » 2013 » Suzy Shipman » About Me
01 About Me
January
February My Interests
March
April * Insects
May . F\Vﬂwers
i3 + Birds
Richard Allott « Baking Photography  Sunsets
John Balfour .
Karen Hutton sicees
+ Poetry Photography e Flowers
Lesley Spees
Peter Bunting * S
Pauline Ewan Links 3
Suzy Shipman
E About Me University Open Days
Expanding Content Page
Tabb:d Pa;e : RHE
Image Gallery Site Manager Version 7 Change Guide (PDF)
Image Menu Page
2012 timetable
2011 Monday Tuesday Wednesday Thursday Friday
Daniel Thorne gam Coffee
Adam Connah 10am

Visiting Days Form
User, Test
Suzy

Contact for this page:
Suzy Shipman, Web Development Assistant, Web Team, Design & Web, Design. Print & Postal Services. Aberystwyth University, Aberystwyth, SY23 3UG
Tel: 01970 628785 Email: sfs@aber ac_uk Design. Web. Printing & Postal Senices

Contact | Departments | Jobs | Current Staff | Current Students | Site Preferences | Site Map o BV

[i:]

flE)
Terms & Conditions | Web Site Feedback | ©2013 Aberystwyth University
University is a reqistersd charity o 1145141

FIGURE 4 - HIGHLIGHTED CHANGES IN PREVIEW COMPARE

9. Content History

a.

To look at the history of the content and see who edited it and when, click on “Show
History”. A pop up window will appear showing the different versions of the content.
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TERMINALFOUR Site

E’| https://cms.aber.ac.uk/terminalfour/SiteManager?ctfn=content&fnno=1608:sid=354458cid=1300508.cLang=en

Existing Versions of this Content I

: Name VersionOwner Last Modified Ié:ﬂ Modified Previous Compare I
mantetforzbout g MeOwner 2112013 shasesf 12 Bvew [
mantextforzoout g, MeOwner M 21un 2013 shastsft 11 [ view
mantetforzoout g, MeOwner 210 2013 shastsft 10 Mvew [
mapage MR a0 fegmer T ey shessf os @ue [
mapage MR os  Meger ey shessf 04 @ue [
mapage MR oa Megmer D esr . shesef 03 @ue [
m:ig‘:gf for about o3 Mo Cuner Thfii%naf‘ﬂzsiw shastaff 02 & view ]
mzig;;t for about 0.2 Mo Ouner Thu, 02 May 2013 shastaff 0.1 [Uview ]
mzig;;t for about 0. Mo Cuner Th?ﬁiﬁ?@‘éﬂw shastaff 0.0 B view ]

FIGURE 5 - LIST OF VERSIONS IN THE VERSION HISTORY

b. You can view different versions by clicking on the appropriate View button. You can also
compare different versions to see what has changed by ticking the appropriate boxes and
clicking on Content Comparison or Visual Comparison.

c. Choosing Content Comparison will enable you to compare specific parts of the content, e.g.
for a piece of general content you can compare what was in the Name, Title or Body boxes.
You can either compare the text, or if you understand HTML code, you can compare the
code. The changes are colour coded in the same way as the “Compare with last approved
version” option:

Compare Legend: Changed Added Removed

Eup | version: 0.1 & sunp | version: 1.2

1 My Interasts My Interasts

2 ~Baking

3 *Photography~Bees =Photography=Insects
4 *Flowers “Flowers

5 “Birds

6 *Sunsets

7 “Poetry “Poetry

8 Links

g BBC

10 timetableglg;daymesdaywednesdavThumdavFﬁdayQam Coffee

Body [+] 8] HmL ® Close

FIGURE 6 - CONTENT COMPARISON VIEW SHOWING CHANGES IN THE BODY BOX FOR A PIECE OF GENERAL
CONTENT

d. Choosing Visual Comparison works in the same way as the “Compare with last approved
version” option and allows you to see the changes on a preview of the content.

e. When you have finished looking at comparisons, close the window to finish
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If you are happy with the changes that have been made, click on Approve. If you are not happy with
the changes that have been made, click on Reject.

Clicking on Approve returns you to the Approve Documents page, where the document you
approved will no longer be listed.

In the majority of cases you will be approving your own content, so using the Reject option will not
be necessary. However if you have Contributors within your department, you may be checking their
content. If you are not happy with it, click on Reject. This takes you to the Rejected Content page.

Approve Content
Details
RF:F.’.’Fﬂ Content
Rejected Content ernail will b ser the document owner informing them the content they submitted ha i tid
Name stuff
Section Homa » www.aber.ac.uk » Home » Tranng Area Shipma S [ ti ti
Reject Reason
Back

FIGURE 7 - THE REJECTED CONTENT PAGE

Add an explanation for why the content is being rejected in the Reject Reason box. If you change
your mind click the Back link on the bottom left. Otherwise, click Submit to continue.

The person who wrote the content receives an email stating that the content has been rejected and
giving them the reason you entered. They will then be able to edit the content, so that it goes back
to the approval process.
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/. The Media Library

The Media Library is where all documents and images are stored in the CMS. Files must be uploaded into the
Media Library before they can be used in the pages.

Find and Navigate through the Media Library

1. From the Content menu select Media Library

Content ¥

- F Aadd Content

' modify Content
.| ¥ pelete Content

o Site Structure

i Media Library

 Approve Content

FIGURE 1 - THE CONTENT MENU

2. The Media Library page appears:

4 TERMINALFOUR Site Manager aAA S English ¥ ;| * shastaff Logout
Content Rights & Roles Help
Media Library
= Media Library Browse
« ) » Options Search foran item EnterID Filter: All Types - (=) (88
Categorised
® (3 Training Media Name Filename Description Type
= £3 Departmental 2011 Welsh Election Study - wes_post.sav 2011 Welsh Election Study - Adobe PD
Post-election wave (.sav, Post-election wave (.sav) Documeni
= £3 Images
& F1 PDE Media 2011 Welsh Election Study - wes_pre.dta 2011 Welsh Election Study - Adobe PD
- Pre-election wave (.dta Pre-election wave (.dta) Documeni
= C1 DOC Media
] 2011 Welsh Election Study - wes_pre.sav 2011 Welsh Election Study - Adobe PD
= 3 RIF Media Pre-election wave (.sav’ Pre-election wave (.sav) Document
U & EPS 2011 Welsh Election Study - wes_combined.dta 2011 Welsh Election Study - Adobe PD
U B PSD Two-wave panel data (.dta Two-wave panel data (.dta) Documeni
@ B flv 2011 Welsh Election Study - wes_combined.sav 2011 Welsh Election Study - Adobe PD
o Two-wave panel data (.sav; Two-wave panel data (.sav) Document
= £ www.aber.ac.uk
2011 Welsh Referendum Study - wrs_post.dta 2011 Welsh Referendum Study - Adobe PD
& 3 old www.aber.ac.uk Post-Referendum waves {.dta) Post-Referendum waves (.dta) Documen
U O TinyMCE Custom Styl 2011 Welsh Referendum Study -  wrs_post.sav 2011 Welsh Referendum Study -  Adobe PD
@ B3 non-AU Post-Referendum waves (.sav) Post-Referendum waves(.sav) Document
U 3 T4-Orphans 2011 Welsh Referendum Study - wrs_pre.dta 2011 Welsh Referendum Study - Adobe PD
Pre Referendum Wave {.dta Pre Referendum Wave (.dta) Documen
U 3 test
2011 Welsh Referendum Study - Wrs_pre.sav 2011 Welsh Referendum Study - Adobe PD
Pre-referendum wave (.sav. Pre-referendum wave (.sav) Documeni
2011 Welsh Referendum Study - wrs_combined.dta 2011 Welsh Referendum Study - Adobe PD
Two-wave panel data (.dta Two-wave panel data (.dta) Documeni
2011 Welsh Referendum Study - wrs_combined.sav 2011 Welsh Referendum Study - Adobe PD
Two-wave panel data (.sav’ Two-wave panel data (.sav) Document
Aicon large A-large-icon.gif Image
aber logo on yellow square aber-uni-logo-square.gif Image
Aber News Issue 9 - September 17009 - aber news sep12-issue9 Issue 9 - September 2012 (PDF) Adobe PD
2012 (PDFE e-print.pdf Documen
Aber News Issue 9 - September 17009-aber_news-sepl2-issue9_cy.pdf Rhifyn 9 - Medi 2012 (PDF) Adobe PD
2012 (PDF) CY Document

FIGURE 2 - THE MEDIA LIBRARY PAGE SHOWING ITS DEFAULT OPENING VIEW

3. Browse to the appropriate category in the tree structure on the left by clicking on the + signs to open
the categories. Some categories within your department will be for documents, some for images —
select the right category for what you are uploading. Click on the category name to open it.
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Media Library

E= Media Library
€ N\> Options

U £ Images

Add Media

Browse

= Move Media

EE Dalste Madi

a

Search for an item

oo
ooo

Filter: All Types -

= 3 Departmental
= 3 Images
= 3 PDF Media

= 1 DOC Media

U 3 PDE
@ B3 Sylvie [ select All Media Name Filename Description Type Size
= £3 Vicki & tulips tulips.jpg Image 620 kB A B2 g

FIGURE 3 - THE MEDIA LIBRARY WITH A CATEGORY OPENED

Search

The search option allows you to search for a file by typing a word from the file’s name in the search box —

the results will show all items which include that word in their name, keywords or description. For example,
searching for “regulations” gives:

Browse

Add Media Search for an item

Name

| Search |

Type

Enter D [Jump Jpjer;

All Types

Size

ooo
ooo

[=]

en_rules-and-regs-student-2007-8.pdf
en_rules-and-regs-student-2008-9.pdf
Lab safety regulations
en_rules-and-regs-student-2009- 10.pdf
Minibus Rules

Regulations

Requirements and Regulations

Financial Regulations

Adobe PDF Document
Adobe PDF Document
Adobe PDF Document
Adobe PDF Document
Microsoft Office Document
Adobe PDF Document
Adobe PDF Document

Adobe PDF Document

@ 2 ng
@ 2 ng
@ 2 ng
# 2
# 2
o g
o g
o g

FIGURE 4 - SEARCH RESULTS
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Creating Sub-Categories (Moderators Only)

4.

It is possible to create sub-categories in your departmental/area category to organise your files. We
recommend that you do this to keep your section of the media library tidy and easy to use.

There are 2 options:

a. While viewing the category to which you wish to add the sub-category, put your mouse over
the Options button on the top left. Choose Add Category from the options that appear

Media Library

= Media Library
<) »

=& Add Category
=% Delete Category

o e suzy =

U [ images

FIGURE 5 - THE MEDIA LIBRARY CATEGORY OPTIONS

b. Right click on the name of the category to which you wish to add the sub-category, and
select Add Sub-Category.

U C3 PDE

J E 8
2 suz Category

U 3 | Add Sub-Category
U B3 1 Delete
U gy | Rename
Move
[
Media
H 0 IeS  pgg New

U (3 tes show Existing

¥ 3 Trainer

FIGURE 6 - THE RIGHT-CLICK MENU ON THE MEDIA LIBRARY CATEGORIES

A pop up window asks you to name your new Category — give your category a name and click OK.

Enter a name for the new Category

FIGURE 7 - THE CATEGORY NAME POP UP MESSAGE

You will be returned to the Media Library view you will find that your main departmental category
now has a + in front of its name (if it didn’t already). Click on the + to expand the category and you
will be able to see your new sub-category.

= = Documentation

03 New Category

FIGURE 8 - THE MAIN DEPARTMENTAL CATEGORY WITH A SUB-CATEGORY
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Uploading Files to the Media Library
7. To upload files to the Media Library, choose the category you wish to place the files in. Click on its
name.

8. Click on the Add New Media button ' E# addmedia . The Media Library upload page appears:

Media Library
4 General Categories
General Media Information
[
Name i
Description 1
Keywords i
Type
Syntax type None E
Hide syntax highlighting [
Thumbnail 121
Media Language Dependence
r guag P Fully Independent [+
Categorisation Categorised @
[1]1f you do not upload a thumbnail, the system will attempt to create one from the uploaded Media.
(o

FIGURE 9 — THE MEDIA LIBRARY UPLOAD PAGE
9. Give your file a name

10. Enter a description of your file. For image files this is optional and only seen by other CMS users. For
Adobe PDF or Microsoft Office Documents, the Description is used as link text when you insert the
file into a page, so it is vital that you include a description and that the text is sensible and useful.

11. You may wish to enter Keywords — these are used when searching for items in the media library, and
are optional.

12. On the Media line, click on the Browse button to find the file on your computer or network drive.

13. The Type will automatically be set to the type of media you chose on the next line unless you are
uploading an image — in which case you will need to choose from some different image options. For
most situations use “Image”.

Scroll Gallery Image — used in special image galleries
Gallery Item — used in image galleries

Right-hand image — used in right hand columns
Media Path — used in special pages

Image — standard image — used in normal pages

®oo oo

14. Do not upload a thumbnail to the system — this functionality is not required. The system will create a
thumbnail for images for you, and no thumbnails are used for non-image files.
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15. Choose an option from the Media Language Dependence drop down list (for more information on
these options, please see Information Sheet 18 — The Media Library & Bilingualism:

a. Fully Independent — the file, it's name and description, are the same for English and Welsh
(this type is unlikely to be used in future, but exists for old media as these options didn’t
previously exist)

b. Independent Media File — there will only be one file, but it’'s name and description need to
be different depending on the language (this is useful if you have a bilingual document that
you need to access from Welsh and English pages)

c. Fully Dependent — there will be 2 files — one for each language, each with their own name
and description (this is useful if there is a separate document for each language- they can be
stored together, but have different names and information)

16. Click on Add to continue.

17. The file will be uploaded and you will be returned to the Media Library view, where you will see your
newly added file.

Changing the Media Library View

18. You can change the Media Library view to show image previews — click on the View Media in Preview

ooo

Mode button:

19. Preview allows you to view thumbnails — this is most useful when looking at images.

BF add media Saarch for an e Saarch Ertar Jump Fizer: All Types

20. You can return to the default Detailed Mode view by clicking on the View Media in Detailed Mode

button:
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Browse
Search for an ftem Enter ID Fiter: AllTypes  + (= &5

Media Name Filename Description Type Size
academic & support academic & support dept website review rota Adobe PDF 314 kB &
dept websites websites.pdf Document
Basic Full User v7documentation2014.pdf Basic Full User Adobe PDF 12,424 kB ﬁ
Manual Manual Document
CMS Training cms- training- exercises- CMS Training Adobe PDF 1,211 kB ﬁ
Exercises for contributors-nov13.pdf Exercises for Document
Contributors 2 Contributors
CMS Training cms-training- exercises- CMS Training Adobe PDF 1,281 kB a
Exercises for nov13.pdf Exercises for Document
Moderators Moderators
Information Sheet 1 InfoSheetl.0v7.pdf Information Sheet 1 Adobe PDF 694 kB #
- Introduction to T4 - Introduction to T4 Document
Site Manager Site Manager
Information Sheet 10 InfoSheet10.0v7.pdf Information Sheet 10 Adobe PDF 848 kB a
- Working with - Working with Document
Departmental News Departmental News
Information Sheet InfoSheet10.1v7.pdf Information Sheet Adobe PDF 918 kB a
10.1 - The Main 10.1 - The Main Document
University News University News
System System
Information Sheet 11 InfoSheet11.0v7.pdf Information Sheet 11 Adobe PDF 884 kB ﬁ
- Creating a Gallery - Creating a Gallery Document
Information Sheet 12 InfoSheet12.0v7.pdf Information Sheet 12 Adobe PDF 704 kB ﬁ

FIGURE 11 - DETAILED VIEW

21. If there are files of different sorts in one category (e.g. images and right-hand images), you may wish

to filter your view by clicking on the drop down menu and select one of the file types. Only files of
this type will then be displayed.

@Fl\ter: All Types -

All Types

Scroll Gallery Image:
Minitab

File (No Formatting)
Gallery ltem
Javascript

MP3

Stylesheet css
Right-hand image
Media Path

Adobe PDF Document
Microsoft Office Document

oon
oon

Image

FIGURE 12 - THE FILTER DROP DOWN LIST
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Modifying Media Library Files
22. If you are in Preview Mode, move your mouse over the image thumbnail — when it highlights you
can click on the Advanced button which takes you to the editing screen.

- L Ra
Desert Landscape
Type: Image

|: Advanced \

FIGURE 13 - HIGHLIGHTED THUMBNAIL IMAGE

23. If in Detailed Mode, just click on the name of the media item to get to the editing screen.

24. From here you can modify the file (change its name, other information or reupload the file), create a
new variant (if it is an image) or look at the file history and usage.

Variations = History Usage

@ original Version

500

500 x 375 Res{zad:

Type: Gallery Item
Content Layout: gallery/™
Filename: Desert.jpg

[Add Variant] [Delete] [annluad] [Cancel]

FIGURE 14 - MEDIA EDITING SCREEN

25. Select Modify to view the file information and edit it as required. You can add or edit the
description, change the file type (if you mistakenly selected the wrong type when uploading), or re-
upload the file if you have made changes to it on your machine. Click Update to complete your
modifications.

26. You can also use the modification screen to re-categorise your files if necessary. Click on the
‘Categories’ tab:
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% General Categories Image Variations
Media Categories

Categorised X
Departmental X
Aberystywth on Video X
Accommodation X
Doc X
Images X
icons X
pdf's X
Art X
Flash X
Gallery X
Painting Conservation X
image-menu X

FIGURE 15 - THE CATEGORIES TAB

27. The full list of all categories in the Media Library is displayed with your file’s category or ticked. You
can untick this category if necessary and tick other categories instead, or your file can be in multiple
categories. The categories with crosses instead of tick boxes are those which are outside of your
Department or Area, and you don’t have permission to use them. When you have finished
categorising your file, click Update to finish.
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Creating a Variant

28. Creating a new variant can be done so that you can have multiple versions of an image to be used in
different situations. To access this click on the “Add Variant” button.

Media Library
% General Categories Image Variations

Image Variations

Create new Variation

Crop

Resize
Resize a large image into 2 smaller

size. Select a predefined size or
enter a custom size

Custom E|

Width: 300 Height: 225

Keep aspect raIiDD

Variant Name

FIGURE 16 - IMAGE VARIATION CREATION PAGE

29. The original image is shown on the left with the editing options over on the right. The following
editing methods are available:

a. Resize —You can adjust the size of the image and save it as a new variant. This can be useful

if the image is to be used in different pages and should be different sizes on each, or if the
image hasn’t been resized before uploading into the media library.

i. Custom —if you leave the drop-down menu set to Custom, you can choose your own
width and height to resize the image. It’s best to have the “Keep aspect ratio” tick
box ticked so that your image doesn’t get squashed. Tick the box before changing
the width or height, and the ratio will be kept the same as your original image. Give

the variant a name (so you can find it later) and click on save.

ii. Predefined —there are some preset sizes available in the drop-down menu — you can
choose one of these to resize your image. After choosing the preset size, enter a
variant name (so you can find it later) and click on save. Predefined sizes should be
used with care as they can stretch or squash your image.

b. Crop — If you want to create a new variant made of just part of the original image, you can
use the Crop tool. Click on the Crop heading to show the Cropping tool. Click and drag on the
image to select the part that you wish to crop. You can adjust the shape you have made by
dragging the squares at the corners or sides. You can see the size of your crop shown in the
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width and height boxes. When you are happy with your crop, give the variant a name and
click save.

Create new Variation

Crop

Crop part of an image to create a
new variant. Click image to obtain
top left x, y cordinates

X Pos: 27 Y Pos: 11

Width: 242 Height: 179

Keep aspect ratio

Variant Name

Resize

FIGURE 17 - CROPPING AN IMAGE

30. All the variants of the image you create will be shown along the bottom. If you click on one of them,
a new tab/window will open so you can see how the variants look.

FIGURE 18 - IMAGE VARIANTS

31. When you insert this image into content, you will now be able to choose from either the original
image or one of the variants that you have created.

Note: It's not possible to combine cropping and resizing — you can only do one or the other.
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Reordering a section

8. Reordering a section

It is possible to reorder pieces of content or sub-sections within a section. Reordering content doesn’t affect
the position of the Contact Block or Related Links within the resulting page, but if you have more than one
piece of content displaying as the main text of the page, reordering them can affect their positioning.

Reordering sub-sections affects their position in the site navigation.

Note: Contributors can only reorder pieces of content within a section.

Reordering Content
Example Section — Resident Tutors:

PRIFYSGOL

Learner Support
Study Practices and Academic Skills
Your Health
Your Money
Residential Support
Cwrt Mawr, Rosser & Trefloyne
Pantycelyn
Penbryn
& Pentre Jane Morgan
Seafront Residences

Join Our Teams
International Students
Childcare

Pentre Jane Morgan

Accommaodation Office

ERYSTWYTH

—_ UNIVERSITY

Sugertowpot g PeTE ]

Undergraduate | Postgraduate | International | Research | Business | Mews | About | Alumni

Student Support Home » Student Support » Residential Support » Pentre Jane Morgan
About U :
ourts Resident Tutors
Frequently Asked Questions
Disabilities Pentre Jane Morgan

Download a guide to your student community at Pentre Jane Morgan. (PDF)

Cymraeg

o}

Dr James Cooper

Residential Support Coordinator
41A

(01970 62) 2672

jsc@aber ac.uk

Sam Lumb

Residential Support Coordinator
41B

(01970 62) 2289

sjl@aber ac.uk

Oliver Bevington
Resident Tutor

Tamsin Williams
Resident Tutor

Supporting Students Toolkit 63C 143C

How to Find Us Patch: Houses 42-74 Patch Houses 128 - 154

Contact Us 01970 62 8752 01970 62 8633
odb09@aber ac.uk tmw08@aber ac.uk

Joseph Keenan

Patch: Houses 99-127
01970 62 8547
jrk8@aber ac.uk

Edward Payne

Patch: Houses 75-98
01970 62 8745
ewp@aber ac uk

Resident Tutor Resident Tutor -
L
111C 89C s

FIGURE 1 - EXAMPLE PAGE WITH MULTIPLE PIECES OF CONTENT
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1. This page includes multiple pieces of content:

Content currently in this section.
Automatic Ordering
Enabled B
Method Alphabetical (A-7) [=]
Existing Content | Add Content
Save Changes
Hame Version Status Last Modified Move Lock
1 page heading 2.0 (@] Approved 26 Sep'11 16:11:07 E OE B =)
[T Joseph keenan 3.0 [x] Approved 24 Sep'12 16:59:12 E OE B =)
] sam lumb 3.0 [x] Approved 28 Sep'1115:11:06 B HE E =)
] Ceylan Kosker 6.0 = Approved 24 Sep '12 16:59:08 E O B =}
1 kyle Cunliffe 5.0 (=]  Approved 24 Sep'i2 16:5%:04 [l OE @ =4
[l anjana Kurukulasuriya 6.0 (@] Approved 24 Sep'12 16:59:01 E OE B =)
[T simon Thomas 4.0 [x] Approved 24 Sep'12 16:58:56 E OE B =)
[C 1anet Marshall 4.0 [x] Approved 24 Sep'1216:58:53 E HE E =]
C  pesiree Foets 5.0 = Approved 24 Sep '12 16:58:49 E O B =]

FIGURE 2 - SHOW CONTENT PAGE SHOWING SECTION WITH MULTIPLE PIECES OF CONTENT

2. Toreorder content, click on the section you want to reorder the content in then click on the Content
tab.

3. Toreorder the pieces of content, click on the up and down arrows in the Move column. The double
arrows either move content all the way to the top or the bottom, and the single arrows just move
content up or down one row.

4. Moving some content such as Contact Blocks or Related Links up or down will have no effect on how
they appear on the page as they have set positions. Other types of content such as General Content
or Student Profiles can have their positions changed on the resulting page by reordering them.

5. ltis also possible to have the pieces of content ordered automatically. To enable this, tick the
Automatic Ordering — Enabled box, and choose the ordering method from the Method drop down
menu.

Alphabetical (A-Z) [=]

Alphabetical (A-
Alphabetical (Z-A)

Publish Date (Recent First)
Publish Date (Recent Last)
Last Updated (Recent First)
Last Updatei(Recent Last)

UvVE LCUOTK

FIGURE 3 - THE METHOD DROP DOWN MENU

6. After selecting the method, click on the unlocked padlock icon & to allow the CMS to automatically
order the content for you.

7. Itis important to remember to click on Save Changes when you have finished reordering, otherwise
your changes will not take effect.
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Reordering Sub-Sections (Moderators Only)

Example Section — Postgraduate Information

Undergraduate | Postgraduate | International | R

PRIFYSGOL

EY ABERYSTWYTH

Information for Prospectivs

Postgraduate Information

Postgraduate Courses |
Funding and Fees

Accommodation :
How to Apply |
Information for New Postgraduates J
Employability
Student Life

FAQs

Open Days

Order Publications

b _ W N

FIGURE 4 - EXAMPLE PAGE WITH MULTIPLE SUB-SECTIONS

1. This section contains multiple sub-sections, as well as content

& B Postgraduate Information
31 Postgraduate Courses

d B
| |
w
=)
-

3 Funding and Fees = X - 8 0 0
£3 Accommodation = | - 8 0 0
1 How to Apply = X - 9 0 0
£3 Information for New Postgraduates = ! - ] 0 0
@ C1 Employability (= | ] 0 0

FIGURE 5 - SITE STRUCTURE SHOWING SECTION CONTAINING MULTIPLE SUB-SECTIONS
2. The sub-sections appear in the departmental navigation in the left menu, as seen in Figure 4.

3. Toreorder the sub-sections, click on the main section, then click on the Subsections tab.

% General Content Styles Metadata EditRights Content Templates Subsections
List of Subsections

Automatic Ordering Jic
Enabled
Method Alphabetical (A-Z) [+]
Existing Subsections Add Subsection

Save Changes
Name Last Modified Move Lock
Postgraduate Courses 27 Feb '12 16:57:23 E QD E = [
Funding and Fees 27 Feb '12 16:59:00 E HE & =)
Accommodation 27 Feb '12 17:01:29 E HE & =)
How to Apply 28 Feb '12 11:13:52 E EHE = =)
Information for New Postgraduates 28 Feb '12 11:16:35 E EE B =
Employability 28 Feb '12 11:17:16 EEgEE &
Student Life 08 Dec '09 09:42:28 E QOdE =
Student Life Old 08 Dec '09 09:41:54 E HE & =)
FAQs 28 Feb '12 11:24:02 E EHE E =)

FIGURE 6 — SUB-SECTIONS LISTED IN THE SUBSECTIONS TAB
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4. Move the sub-sections up or down as required by clicking on the up and down arrows in the Move
column. The double arrows either move sub-sections all the way to the top or the bottom, and the
single arrows just move sub-sections up or down one row.

5. ltis also possible to have the sub-sections ordered automatically. To enable this, tick the Automatic
Ordering — Enabled box, and choose the ordering method from the Method drop down menu.

Alphabeical (A-Z) =]
Alphabetical (A-

Alphabetical (Z-A)

Publish Date (Recent First)

Publish Date (Recent Last)

Last Updated (Recent First)

Last Updated (Recent Last)
MUOVE LCUOTK

FIGURE 7 - THE METHOD DROP DOWN MENU

6. After selecting the method, click on the unlocked padlock icon B to allow the CMS to automatically
order the sub-sections for you.

7. ltisimportant to remember to click on Save Changes when you have finished reordering, otherwise
your changes will not take effect.

8. When you preview the main section page, you will see that the navigation in the left menu has
changed to reflect your reordering.
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Introduction
This guide is intended for Aberystwyth University Content Management System (CMS) users. It aims to
assist CMS users in producing accessible, consistent web pages throughout our CMS-driven site.

Headings

Use title case for all headings

This means that words should begin with capital letters apart from words such as ‘and’ and
‘the’. However, headings shouldn’t be all in capital letters.

Nest headings correctly

All pages have a main heading — a Heading 1 — this comes from the Title field in the content.
They shouldn’t have any additional Heading 1s. For further sub-headings you should use
Heading 2s, and beneath them Heading 3s etc.

Text
e Use sentence case
Do not use upper case for emphasis. Bold or italics can be used to emphasize occasional words if
required. However, avoid using large blocks of text in bold or italics.
e Avoid abbreviations & acronyms
Abbreviations and acronyms should be avoided unless it is clear that the user of the page will be
aware of their meaning. If you need to use them, make sure to explain what they mean the first
time they are mentioned in the text.
e Language changes
If you need to use a different language in your page (for example some English text in your
Welsh page), make sure to use the correct HTML markup. For assistance with this, please
contact the Web Team.
e Bold & Italics
Avoid using large blocks of text in bold or italics (or both) — this can be difficult to read for users
with Dyslexia.
Images
e Allimages should have associated ‘alt’ text
Alternative or “alt” text is used to describe the image for users who can’t see the image for
whatever reason. This should always be added to images so that our site is accessible to
everyone.
Links

Link text should be ‘friendly’

This means that if the user could only read the link text, they would still understand where the
link was taking them. For example, don’t use “Click Here” as your link text — the text to be
linked should be something more descriptive and unique to where it is linking to. For example,
this is a friendly link: “If you would like to know more about using the CMS, please view the CMS



PRIFYSGOL

BERYSTWYTH CMS Style Guide

— —— UNIVERSITY

Information Sheets page”. This is not a friendly link: “If you would like to know more about using
the CMS, please click here”.

Tables

Tables should only be used to display data

Tables shouldn’t be used to lay out your page. If you want to wrap text around an image, this is
the default behavior when an image is inserted. If you would prefer to have it aligned to the left,
you can use the class “float-left” to do this (See Information Sheet 4.3). A list of staff names,
numbers and email addresses is data, some text and a picture isn’t data.

Tables should have headers

Tables should always have at least one header — it can be a header row or a header column or
both. These are required so that users who can’t view the whole table can understand what the
table will contain. This is important to make sure our site is accessible to everyone.

Language

Where Welsh and English versions of a page are provided, they should be kept synchronized
Our site is bilingual. This means that if a page is updated in one language, it should be updated
in the other language as soon as possible to keep the page versions saying the same thing. Small
edits may be translated by a helpful colleague who speaks the appropriate languages. Larger
edits may need to be sent to the translation Unit. Remember that if you make a new page, this
will also need to be translated.

Note: There are a small number of areas of the site where the decision has been made to not have a
Welsh version (for example the International pages) so this does not apply to those areas.

Information about the Page

Contacts

A Contact Block should be included on all pages so that users know who they can contact about
the page. This can be mirrored in from another section if appropriate.

Meta Data

Meta Data should be included on all pages. This enables our pages to be searchable and index-
able and makes them easier to find.
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