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WEB ADMINISTRATOR GUIDE

Getting Started

This Chapter outlines the basics for web editors.

e are now in the populating and editing phase of the move from the Schulich School of
Medicine & Dentistry Content Management System (CMS) to Western’s CMS, Cascade.

Login
e 10N using your Western credentials.
IMPORTANT

"= Valuable information

coto: Nttp://cms.uwo.ca/

@ Cascade Server

Wealcome

Username
Eassword

I:l Remember me

Use your Western Username and password. E.g. if your Western email is jdoe@uwo.ca your
username is jdoe




Anatomy of a Homepage

WestemU.ca

Schulich School of Medicine & Dentistry
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Anatomy of a Homepage
Non-Editable Areas

Header

Ribbon Area: is built into every page template and is non-editable. It contains popular links which are
in the form of a drop down menu. The ribbon serves as an emergency notification tool which the
Western Communications Department will replace the content in the event of an emergency.

Title Block: this area is also not editable and is part of the template.

Top Navigation: The Communications office at the Schulich School of Medicine & Dentistry will work
with you to create your site map. Once the map is approved it will be forwarded to Information
Services and your site will be created including your top navigation items.

Footer

Western Information: The copyright information and links to privacy are non-editable.

e/ | N€ cONtact information portion of this area is editable.
IMPORTANT

"7 Valuable information

Key Topics: Generated dynamically and are exactly the same as the top navigation items.

Western Shield: non-editable and part of the template.

Editable Areas

Banner Slideshow: The rotating slideshow on your homepage is done by editing the “slides” block.
There can be no more than 5 items in a slideshow.

News Area: If you choose to have a news section on your homepage this will be set-up by Western
Information Technology Service and will appear above your content area. See page 17.

Content Area: This is where your page content is added.
Social Bar Title: Title referring to your social media section

Social Bar Section: These areas contain four blocks including YouTube, Facebook, Twitter, and
Important Links.

Right Sidebar: content types are optional.




Anatomy of a Subpage - TheRibbon
/

WesternU ca
" C 1 e— | mhteBlock— T —— L.
(- Schulich Communications

BRANDING PUBLICATIONS MEDIA RELATIONS MERCHANDISE SERVICES ABOUT US

v

';.WE > Publications » Example Content Page

——— | Department Seﬁ[Ch‘\ |
{ublications dample Content Page <« §
Alumni Publications Basic Page Content area
Faculty, Staff & Student ¢

Some content here.

Newsletters

. Left Column area @— Right Column Are
Windsor Program - 9 \
eNewsletter

Some content here. Lorem ipsum dolor sit amet, Some content here.
= 3 consectetuer adipiscing elit. Maecenas feugiat
Recruitment Publications ) p 9 9
consequat diam.
From the Dean
@xample Content Page Basic Page Content Below Columns area

—
Some content here.

@

tl’.TB - 2013 Western University f‘; Topics: f!_)lllar Resources:

1151 Richmon t Branding
London, Ontari ada, NBA 3K7 Pu 20
s Media Re 3

tandards | Terms of Use | sibility Merchandise Western
Se
About Us

The ribbon area, title block, top navigation, and footer content will be the same as on your
homepage.

Subpages will have a left navigation (created dynamically based on your folder
structure) and the main content area.




Editing a site

| @ MUItIpIe Sites
IMPORTANT If you have access to more than one site, click on the down arrow to reveal

your site list. Click on the site you want to edit.

"7 Valuable information

= [ Home : Overview ] Cascade Server

Cascade Ssrver Schulich Communications - —=apii—
€y Home Newy Historys Luwsv noministration ¥

3 [ Base Folder 'l #£» pashboard

® [ _ems

@[] sbout_us Dashboard [l

# [ branding

@ limg Manage Cor|
H[Es
& [ media_relations “Z Recycle Bi

# | merchandise

& [ reve & Drafts
# [ publications | index
@ [ services
2] neva/ne
B
[E] imas(no
2] media_r
m Stale Con

Needs Review|
In next 30 da
B ==t Dy
Upcomi

M schedu

Once you have chosen the site you want to edit, all associated files will be listed in the left-hand
folder structure. Top navigation files will already be created by Information Services Web Support
Group.

¢ [ Home: Overview ] Cascade Server ‘ +
Cascade Server Schulich Communications v

@ ¥ Home Newy |Historyy Tools¥ Administration ¥

=] Base Folder N 4
H ) _cms
o about_us J
® [) branding
& [_J cascade_training
@ img
] s
o media_relations
H merchandise
@ || nev_folder
£ nevs
# || publications
& || services
D index

Editing Pages
You can add Basic Content, Graphic Elements, Blocks, and News Articles to your pages by clicking
on the page you wish to edit, and then clicking the edit button.
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Basic Page Content

In the Page Content area there are four (4) areas where you can add basic content, images, tables,
and links. Each of the four areas has its own editor. The content areas are: “Basic Page Content”,
“Left Column”, “Right Column”, and “Basic Page Content Below Columns”. You can use all areas or
choose to use one or more.

e 1he “left column” and “right column” areas should be used together.
IMPORTANT If you choose to use only one you will have white space on your page which
will make your page look unbalanced.

"= valuable information

Click on the area you want to add content to and add your text. Use the editing features for bolding,
adding styles, format, links, etc.

Adding Content:

Click on the page you want to edit in the folder area, when it appears in the edit area, click “edit”.

[ Base Folder

8 ) _cm:
@ [ about_us | /publications/example_content_page & Learn b
p! pl pag
@ | attachments |
= Edit || MovE/Rename || Copy || Publish | More ¢
@ | branding
@ B3 cascade_training Layout Preview Live Properties Lock Outputs
3 img Outputs HTML
@ s @me > Publications > Example Content Page T E— Gal \
3| media_relations
@ [ merchandiss iublications xample Gontent Page
@ [ new_folder
@[ news
Alumni Publications Basic Page fontent area
2 publications
() alumni_publications
- Faculty, Staff & Student
< # | faculty_staff_student_newsletters N IYIK Some contgnt here
ers
@[ from_the_dean i
. o Left Colymn area Right Column Area
= = = Windsor Program
in
eNewsletter
Some gontent here. Lorem ipsum dolor sit amet, Some content here:
feugiat
Recruitment Publications el 9
consgquat diam
From the Dean
Example Content Page Bpisic Page Content Below Columns area

fSome content here. )

e

#9878 - 2013 Western University B Topics: oular Resources:

View Move/Rename Puhlish

Layout Preview Live Properties Lock Outputs

Outputs HTHML

s When pasting content copied from word or some other source you MUST
IMPORTANT paste it into notepad first. This will remove any unwanted/unknown code.
Then copy it from notepad, paste it into cascade and do your formatting there.

"7 Valuable information




Basic Editing

The editor window, where you can add and format content, add images, links, and embed videos, will
appear as below:

i | /publications/example_content_page & Learn More

view [WZOW Move/Rename | Copy | Publish || More

Content Metadata System Outputs

Basic Page Content
2| x x \ T U e|E=EEE| Soks ~ Paragraph
AaB@m(Y TrEE = LEH=F ¥2|~Hg

Basic Page Content area

Some content here.

| —rp—

Path: p » strang

Eemie o

The window shown below is what you will use to format the content for your page.The buttons from
left to right are: insert special character, subscript, superscript, Bold, Italics, Underline, Strikethrough,
left, centre, right, and full align, styles, font types, cut, copy, paste, paste as plain text, find replace,
spell check, bullets, decrease and increase indent, undo, redo, insert/Edit link, unlink, anchor,
insert/edit image insert/edit embedded media, insert horizontal line, insert/edit table, cleanup messy
code, remove formatting, edit HTML Source, show/Hide guidelines/invisible elements, toggle full
screen mode.

Basic Page Content

§2

d

| Styles « Paragraph -

|-f} | ’-I)iEIj ;__ﬁ|HT'I1LAI

X, x| B I U & EEE

L@@ P-EE

Ll

This manual will NOT illustrate the basic buttons such as insert special character, cut/paste,
etc. These features are similar in function as most content management systems and most
people are familiar with their use.

Western Communications has created a Web Style Guide which is located at:
(http://communications.uwo.ca/comms/pdf/western web style quide sept9.pdf)

Please refer to this document for formatting basic content on your page.




& Insert/Editimages

Images should be sized to the appropriate dimensions prior to uploading to Cascade. Dimensions of
the most frequently used graphic elements are below:

Homepage banner / Slideshow images

Right Sidebar images

NS

"

Wab Fisdesign: Westarm 's wabsites are getting & makeowver

F00px

Landin e banners
£ pag Faculty/Staff Image

150px

—  115px

News Thumbnail

3-column images

ITS Help Desk Services Systems




Re-sizing/Cropping Images

To match Cascade template specifications, the images for the banner slideshow must
be 700X300 pixels in size.

Microsoft Office Picture Manager is an available utility that is on most computers,
however resizing an image may not be intuitive. If you:

1. Right-Click an image, and say ‘open with Microsoft Office Picture Manager’

4 Edit Pictures... 5 .
2. Click ‘Edit Pictures’ & VU 1o click ‘Resize!, [ =5

3. Select ‘Percentage of original width x height’, and shrink the image until the width
dimension is slightly larger than 700 pixels. Click Ok.

Resize -
@ @ G
1 files selected

Resize settings

Make picture fit inside:

() Original size
() Predefined width x height:
() Custom width x height:
= x e
Pivﬁ
@ Percentage of original width x
height:
B8 5 %

Size setting summary

Original size: 1024 x 758 pixels
Mew size: 707 x 530 pinels

4. Click the Green Back button, in the Edit Pictures Menu, and select Crop

5. Crop the image by clicking and dragging the black bars on the image until it is
700X300 pixels.

6. Save the changes.




Uploading images is done by first ensuring you have
highlighted the folder you wish to upload the image to (in most

cases you will have an image folder and that is probably where Folder
you will want to upload your image to). Once that folder is News b
highlighted, click on New > Image. PLEASE NOTE:
Uploading PDF document is done the same way but click |z Page k
on the PDF folder instead of image folder. s |0 1mage

A new window will open. Scroll down until you see the browse button.

Clicking on the browse button will allow you to search on your computer || PDF

for your image. Once you find the image, click on it and hit open. Your [ | Message

image will appear in the image upload window, click submit. A

Once your image has been uploaded, while in the editor, ensure you cursor is where you

& want to add the image and click on the image icon. The following window will open:

Alter“ate e | -

width/Height | | eo| |

@ 1nternal © External

\ Image” @ [E [ search]|q <

[T This is a decorative image

Click on the browse button (magnifying glass icon) and navigate to the folder you uploaded the image
to. Click on the + to expand the folder, click on the image you want, and click confirm> insert

e Alternate Text — All images MUST have an “alt tag”. Alt tags need to be
IMPORTANT provided for accessibility and provides alternate text for an image, if it cannot

be displayed. When creating your alt tag ensure it describes the image and if it

7 Valuable information is a link, the alt tag should explain where the link goes.

arrow-list

numberedlist

image
image-right

image-center

image-left

title-bar-grey

Styles - Format =

BN

Once you have inserted your image click on the down arrow of the
styles to open the drop down menu and add one of 4 image classes.

The "image" class applies a subtle drop shadow to the bottom right of
| your image. Apply this class to all images in order to have consistency
throughout the pages.

m

NOTE: Images and documents uploaded to Cascade should not
contain spaces or any special characters in the name.

Incorrect: nancy’s img.jpg Correct: nancy_img.jpg
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Bulk Uploads: Uploading multiple images or documents to Cascade can be done by first creating a
folder on your computer that you will put all of your properly sized images or your documents into.

For example, you have images of several staff members you need to upload:

Create a folder on your computer called “staff”. Put all of the 115px x 150px images of each staff

member into that folder. When you are ready to upload the folder:

1. Alternate click on the folder

2. Click on “Send to”

3. Click on “Compressed (zipped) folder”

Mame

) faculty

| fellows

s

Date modified

11/6/2014 3:23 °M
11/6/2014 3:23 PM

11/A/2014 319 901

Type

File
File

|l st

t

1. Alternate click on the
folder containing the
images you want to
upload.

Open

Openin new window

Add to VLT media player's Playlist
Browse in Adobe Bridge C55

Play with VLC media player

Scan with OfficeSecan Client

Share with

ile

Size

faolder

folder

folder

SYS (MBLACKHAWEK) (F:)

CommsPhotosS (\\ssmd.uwo.pri) (P:)
DEANOFF DO\BLACKHAWIOYOLL) (T:)

MFEDYE (\BLACKHAWIOWOL1I\DEANOFF) (U:)

(5] Shared Felder Synchrenization
Restore previous versions
Include in library 3. Click on "Compressed (zipped) folder"
i Novel Copy...
2. Click on N _ Novell Copy ’
"Send to" e Send to 1, Compressed (zipped) folder
Cut Bl Desktop (create shortcut)
3 Documents
Copy
[ Faxrecipient
Eieal=tehnticlih g GroupWise Library
Hisleie (24 GroupWise Recipient
Eenars _J  Mail recipient
Properties l.ﬁ.l DVD RW Dirive (D)
o
k"
=
-
o

SOFTWARE (\\HAWKEYE\SCRATCH) (X:)

A new folder will be created — in this example “staff.zip”

J faculty
) fellows
) staff

1) staff.zip

11/6/2014 3:23 PM
11/6/2014 3:23 PM
11/6/2014 3:43 PM
11/6/2014 3:43 PM

File folder
File folder
File folder

Compressed (zipp...

15 KB
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In Cascade, highlight the folder you want to upload your zipped folder into. In this example we are
uploading images so we will highlight the “img” folder in Cascade. Then click “Tools”, then click “Zip
Archive”.

History ¥ Tools ¥ = Administratic

= || Base Faolder Zip Archive

[ _cms

|5 about_us
[ | docs

|| get_help
[ ] gl
Bs
|| resources

|| selfservice
|| services

Q index

Q zemptycontent

Integrate Folder

Click on the browse button and browse to the zip folder you would like to upload. Double click the
folder and choose submit.

The new “staff” folder containing all of your images will appear in the “img” folder in Cascade.

B [ | Base Folder Operation successful

[ _cms
i . .
[ about_us = Zip Archive
|| docs
Report
55 get_help
0= Properties

|| Banner

staff Time Started Nov 6, 2014 3:58 PM
——

@contact-us-bnr.jpg Unpacked To [ img

@ green.png Status All items unpacked successfully
@ imagea-placeholder-140-140.jpg

@ Image_placehalder.png Successfully unpacked

Ej oned3S-support.jpg

File
E‘ oned45-table.jpg
[E] red.png [E] ima/staff/Black-Georgejpa  all of your images have
& yel [E] ima/stafi/Doe-Izne.jpg been uploaded
yellow.png .
. [l img/stafffSmith-lohn.jpg successfully and are in
IS

the staff folder.

resources [E] img/staff/white-Betty.jpg
Ll
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Updating documents:

To update a PDF document that has already been uploaded to Cascade:

1. Make the changes to your document on your computer

2. In Cascade, click on the down arrow beside the document you need to update/replace and

click edit.
= 5 docs
] [— v - -
4y View

o Edit )
28 Move/Rename
@ Copy
(&l Publish
wl Delete
Access
= Audits

3

i Reference

v_}‘ Versions

The following window will appear:

I [ /docs/CascadeUserManualluly2014.pdf

View Edit

Move{Rename Copy

Content Metadata System

Data

Publish

More [

File Upload No file selected. *

Click the Browse button and navigate to the revised
document on your computer.

Submit

Save Draft

Cancal

3. Click theBroswe button and navigate to the revised document on your computer.

double click or click and hit open.

4. Hit “Submit”

Either

Note: This allows the link to the PDF document to remain the same thus eliminating the

need to update any links referencing the document on your page.

13



E Insert/Edit Embedded Media

Retrieve your code for the media file you wish to embed.

E.g.<iframe width="560" height="315"

sre="//www.youtube.com/embed/mlagH3IcRBw?list=PLAOE847DD01BOFA01"
frameborder="0" allowfullscreen></iframe>

Embedding media can be done on your page by clicking the Insert/Edit Embedded Media icon in the
editor. Ensure your cursor is located where you want to add your media, and then click on the
insert/edit embedded media icon. The following window opens:

General || Embed code || Adwvance d |
- General Iframe :l
Type [1frame E >
File/URL [ | HTMLS Video
Dimsensions P Constrain Proportions HTMLS &udio
- Preview Flash
| QuickTime
— Iframe

Click on Embed Code and add your code to the new window (shown below). Replace the code
below with the code from your video. Click “Insert”.

Insert/Edit Embedded Media e
General Embed code ” Advanced |

Embed code

<iframe width="320" height="240" src="">=</iframe=

14



WEB ADMINISTRATOR GUIDE

Advanced Editing

This Chapter will outline advanced editing skills.

locks, adding news, and javascript modules are a little more involved than basic editing and are
explained below.

<% Blocks - what are they and how/why do | use them?

A Block is a “pluggable” piece of content that can be easily substituted into any page region. Therefore,
whenever there is content that is common to many pages or regions, i.e. a “related links” section that
appears in the left sidebar in multiple pages, that content should be put into a block. Doing so allows the
appropriate content to appear in many pages while always being updated from one place, making it easy
to maintain consistency in that text/markup across many pages. Cascade users can reuse a single block
on an unlimited amount of page regions.

IMPORTANT r— W Green blocks are index blocks that should not be edited without
consultation with Nancy Fedyk in Schulich IS or Judy Steward in ITS.

"7 Valuable information

“¥ xhtml/Blue Blocks can be added to:

1. Aregion in a configuration set where it would then automatically be applied to any page using that
Configuration Set (most common)

2. Aregion in the outputs section of a specific page where it would then only apply to that page (used
sparingly)

3. In a specific section in the main content of the page where it would then only apply to that page
(note this is only for certain blocks that have been set up to work this way e.g. staff listing,
footer address, footer popular resources, slide show).

15



Copying a Block

Blocks are found under _cms > blocks > xhtml

Cascade Ssrver Schulich Communic

= Base Folder
| _cms
——
= base assets

=2 blocks

—
) index

=2 xhtml
m: Content Below Columns

£y connect
¢y date-time script
¢y facebook block
<y footer address
¢y footer popular resources
<y google analytics

<y google analytics - Communications

Editing Blue Blocks
e (Click on the block you want to edit.

e (Click the edit button

To make a copy of a block click on the down arrow on
the right-hand side of that block

Choose “copy” from the dropdown list
Give the new block a name and then click submit

An instance when you would want to copy a block is for
your directory pages. If you want to have a separate
page for your faculty directory and your staff directory
you would copy the staff listing block, name it, save it,
copy it again, give the second copy a different name and
save it. E.g. original block name is staff listing. Copy and
name the copy staff listing — admin staff; copy again
and name the second copy staff listing — faculty.

NOTE: Always make a copy of the original block to
ensure original remains in tack with no changes to any
coding it might contain.

e Make your changes to the block and submit

Detailed instructions on how to edit the banner slideshow block are on the next page.

Adding the Blue Blocks to a page

e Highlight the page you want to add the block to

e Click edit, for the majority of blue block, click “outputs”, find the region you want to add the block to.

e (Click Search in that region, if your block isn’t in the dropdown, click browse.

e Choose your block and submit.

16



Banner slideshow — how do | edit it?

The banner slideshow on your homepage is contained in a block.

Images should be sized to the

appropriate dimensions prior to uploading to Cascade. Dimensions for homepage banner images are

300px by 700px.

Homepage banner / Slideshow images

Web Radssign: Westarm's wabsites 578 getting & makaover

F00px

To add your images (up to 5) go to: _cms > blocks > xhtml > slides.

= Base Folder
= _cms
[==————=1
H base assets
= blocks
]
3 index
=) xhtml
O
<,' connect
<y date-time script
<y footer address
<y footer popular resources
<y google analytics
<y google search box
<y google search box - department specific
<y important links block
<y left nav optional
<y photo of the week block
<y right sidebar
<y right sidebar social media
) slides
<Y e
<y staff listing

<y tvitter block

<y youtube block

This will open the “slides block”. Click the edit button.

17



<y /_cms/blocks/xhtml/slides

=8 Move/Rename Copy Access Subscribers Audits || Versions || Delete

Content Metadata System

— Information

— Slide Show

w» Slide Show

3.

] w [1/4]
1. Phote @ [E [img/Koala-700%300.ipal | o -}
2. Link to a page in @ D [index] | g =y

Cascade

Link to an external

Website

4. Title

5. Caption

1.

Photo - click on the browse button ~ at the end of this line to choose the image you wish to
add.

Steps 2 - 5 are Optional:

2.

Link to a page in Cascade - click on the browse button at the end of this line if you want your
image to link to a page in cascade. E.g. one of your news articles.

Link to an external Website — if you want your image to link to an external site add the url of the
external site on this line.

Title - you can add a title to your photo by putting the title in this line.

Caption — you can add a caption after the title by putting the caption in this line. Please note: the
caption ideally should only be one line of text (otherwise it increases the size of the title/caption
banner covering more of your image and the blue navigation dots cover your text).

Once you have completed adding your image(s) click Submit. Navigate back to your homepage
index file to see your results.

18



Below are examples of incorrect and correct banners:

Incorrect: If your banner image already has descriptive text, the title and caption feature is not needed.

Leading the way

Dr. Margaret Steele
to co-chair Western's

2014 United Way
Campaign

Dr. Margaret Steele: Co-Chair for United Way.

Correct:

Leading the way

Dr. Margaret Steele
to co-chair Western's

2014 United Way
Campaign

19



Incorrect: This description is too vague. This banner is also a link but there is nothing indicating that.

Correct:

20



News and Events

Your “News” folder is under the “About” or “About us” folder.
1. If there is an image for the article or event upload it first into the “img” folder under news.

— Thumbnail images (for articles ONLY) should be 140x140px and images within the article
or event can be various sizes (Maximum 700x300 px).

2. Make sure you are in the correct folder
— e.g. About_us->News->2014

3. Click New->News and Events->

— For Events: If you are creating an event that links to an external event choose “Events
External URL”. If you are creating your own event choose “Events Page”

— For News Articles: If you are creating a news article that links to an external news article
choose “News Article External URL”. If you are creating your own news article choose
“News Article Page”

Adding an Events Page:

History ¥ Tools¥  Administration ¥

& Dac

-5/ News and Events » D Ewvaents External URL
=5 Page k D Events page OR I
EI Image
[ roF

B Message

D Events Yearly Index Page

|:| News Article External URL |

D News Article page

D News Yearly Index Page

Adding a News Article page:

History ¥ Tools¥  Administration ¥

5 Folder » i M N

-5/ News and Events » D Ewents External URL

=5 Page k D Events page l

EI Image D Events Yearly Index Page

[ eoF |_| News Article Extarnal URL |

[] Message D News Article page OR |
D News Yearly Index Page i

21



Add your article including:

Adding a News Article
1. Title
2. Summary (this is what will show on your homepage and your news index pages).

3.

NOTE:

e Asummary is a good way to introduce your news article while giving a brief overview to the
readers to grab their interest. Summaries should be 2-3 sentences either giving an
overview of the article or simply just contain the first couple sentences of the article.

Start date and time you want your article to appear

date and time are important, if you have more than one article for the same day they will

appear based on time.

ALSO NOTE: if you are post-dating your article the article will NOT appear on your index page until
the start date you have chosen.

4.

NOTE:

5.

6.

10.

11.

Check off “Show on Department Home Page”. Check off “Show Thumbnail on Department Home
Page” ONLY if there is a thumbnail image, otherwise leave it unchecked.

the thumbnail will appear for the most recent article ONLY.

Leave Alternate Page title blank

Add thumbnail if there is one

For external articles: if you are linking to an external article add the url in the “URL for external
news article” field — if that is the case, you are done — click the “Submit” button. This page cannot
and should not be published but all relevant index pages MUST be published.

If you are creating your own article add the full article, including an image if you want one on the
article page into the wysiwyg editor — add your formatting (e.g. bolding, italics, etc.)

Submit
Please confirm your article is in the correct folder.

Once the above steps are complete you will need to publish your article and all relevant index
pages.

See next page for an image of a News Article page and the fields
you need to complete.

22



3 Q New Page

Content Metadata System  Outputs

Parent Folder © [ [about/news/2014] aﬁ Ensure you are in the correct folder.

—| Inline Metadata

Display Name  Schulich School of Medidne & Dentistry

Title | add your title

Summary  add your summary (this is what will appear on the
homepage and news index page).

Start Date [ lat 01 5 00 - AM o * add start date and time

Articla from an External D Yes
Source

F check off this button
Show on Department Yes _

Home Page:

Show Thumbnail on [ Yes -opgimmmmn ONLY check off this button if there is a thumbnail image.

Department Home Page

~| Department News Article I

w Alternative Title I

Alternative Page Title leave this blank

Thumbnail Image @ [ Search ] * add thumbnail image if there is one.

URL for external news if linking to an external article insert url here - then hit submit button below.

artticle 1O NOT PUBLISH EXTERNAL ARTICLE PAGES.
Content

£ |x x| B 7 U 8¢ | E | Styles + Format =

If creating your own article, add the article text and any images you want to appear on the article page. Add any
formatting you need. e.g. italics, bold, etc.

. . —
s— 3—
i— 3 —

Once your article is complete, hit submit button below.

I Submit I Save Draft Cancel

] = PUbI|Sh|ng
IMPORTANT Once you have added your news articles or events you must publish them and all

relevant index pages.

"7 Valuable information
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Adding Events

1.

2.

3.

Title
Summary (this is what will show on your homepage and your events index pages).

e A summary is a good way to introduce your event while giving a brief overview to the
readers to grab their interest. Summaries should be 1-2 sentences giving a quick overview
of the event. Specific details of the event should be included in the content area of the
event page.

“Show on Department Main Page” is automatically checked for you. Check “Show on Schulich
Events Page” if you want your event included on the main Schulich events page.

Note: the “Show on Schulich Events Page” is still under construction so it will not yet appear on
the main Schulich events page.

10.

Leave Alternate Page title blank.

Add the actual date of the event in the Event Date field.

For external events: if you are linking to an external event add the url in the “URL for external
event information” field — if that is the case, you are done — click the “Submit” button. This page
cannot and should not be published but all relevant index pages MUST be published.

If you are creating your own event add the full event information, including an image if you want
one on the event page into the wysiwyg editor — add your formatting (e.g. bolding, italics, etc.)

Submit
Please confirm your article is in the correct folder.

Once the above steps are complete you will need to publish your article and all relevant index
pages.

See next page for an image of an Events page and the fields you
need to complete.
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ﬂ Q New Page

Content Metadata System  Outputs

Create

Parent Folder © [ [about_us/events/2014] | * Ensure you are in the correct folder.

*{ Inline Metadata I

Display Name  Schubch Research Office

Title  add your title

Summary  add your summary (this is what will appear en the homepage)

Show on Department Main Yes
Page

Show on Schulich Events D Yes
Page

~‘ Department Event I

w Alternative Title I

Alternative Page Title leave this blank

Event Date add the actual date of the event.

URL for externzl event  If linking to external event insert url here - then hit the "Submit" button below.
information

DO NOT PUBLISH EXTERNAL EVENT PAGES.
Content

1| x| B I U 5|

XAE2BE@ Y -

El Styles - Format =

| ‘Lﬁﬂmfﬁlj(zhnmﬁrg]

If creating your own event, add the full event, including any images you want to appear on the
events page. Add any formatting you need. e.g. italics, bold, etc.

Once you are finished your event, hit "Submit" button below.

Submit Save Draft Cancel

] = PUbI|Sh|ng
IMPORTANT Once you have added your news articles or events you must publish them and all
relevant index pages.

"7 Valuable information
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Javascript Modules

Western Communications has created some Javascript modules that will allow editors to embed popular
JavaScript library elements without thorough knowledge of the scripting language. Many of the elements
will add interactivity and additional functionality to the page and will help present content in an appealing
format.

Accordion - The accordion element allows page content to be minimized and maximized on click. It is a
great tool that allows you to shorten the page length while keeping all relevant copy in bite-sized chunks.
The content within the accordion can be styled the same as content on a regular page (images, links and
tables can all be added). The code required is below:

<div class="accordion">

<h3><a href="#">Your first title</a></h3>
<div>Information for your first title here.</div>
<h3><a href="#">Your second title</a></h3>
<div>Information for your second title here.</div>
<h3><a href="#">Your third title</a></h3>
<div>Information for your third title here.</div>
</div>

<div class="clear"></div>

To use this code: highlight your page and click edit. Go to the wysiwyg editor, put your cursor where
you want the accordion to appear, and click on the Edit HTML Source button.

£ |x. x| B I O
& BR@ @ -

,g;-,gl | Styles -~ Format o

BB

Edit HTML Source ‘
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Paste the above accordion code into the HTML Source Editor:

2

W =Moo

]

HTML Source Editor

Wrap Lines: H (7]

1~ <div class="accordion">

<h3z<a href="#">Your first title</az</h3>
<div>Information for your first title here.</div>
¢h3x<a href="#">Your second title</a></h3>
<div:Information for your second title here.</div:
<h3»<a href="#">¥our third title</a></h3>
<div>Information for your third title here.</div:
<fdive

¢div class="clear"></div>

Paste the accordion code into the HTML Source
Editor. You can add your text in source mode or click
"Insert" and add it in the wysiwyg editor.

= |

9:26 HTML

m
m

The above code will give you three (3) accordion tabs.

To add more accordion tabs, copy the code below:

<h3><a href="#">Your additional title</a></h3>
<div>Information for your additional title here.</div>

While in the HTML Source Editor, put your cursor after this line of code <div>Information for your
third title here.</div> and paste the code:
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£3 wrap Lines: H (7]

1~ <div class="accordion">

<fdive
<div class="clear"»</div>

LU u I v RS B R W (R R WY

2 <h3»<a href="#">¥Your first title</fa»</h3>

<div:Information for your first title here.</div:

<h3»<a href="#">Your second title</a></h3>

<div:Information for your second title here.</div>

<h3x<a href="#">¥our third titlE{fa}{th} PutYour cursor here and pagte

<div*Information for your third title here.ddiv)l‘ the code for additional

accordions until you have your
desired number of accordion
titles. Then press "Insert".

o

Content in accordions should be brief including related material to the title.
Good examples of the use of accordions are: FAQs, listings of course information... etc.

NOTE: if you feel your content is too long to fit in an accordion, consider breaking the

sections into sub pages.

21873 - 2014 Western University

ool of Medicine & Dentistry, Western University
ills Building
Lendon, O io, Canada, NG& 5C1

erms of Use | Accessibility

or by going to this link:

Information regarding other Javascript Modules and the code
required refer to the Western Web Style Guide which can be
found on the Communications and Public Affairs Web
Standards page. The page can be accessed by clicking on
“Web Standards” located in the Western Info section in the
footer of any webpage in Cascade,

(http://communications.uwo.ca/comms/pdf/western web style guide sept9.pdf)
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Folder Structure- adding subpages and left navigation items.

7 The top navigation will be created for you by Information Services. Top
IMPORTANT navigation items cannot be renamed and you cannot add or delete top navigation
items.

"7 Valuable information

Cascade uses a folder structure for its navigation and page placement. All Navigation Folders will be
created for your site. You will not have access to add or delete any Navigation Folders as this would
change your Top navigation.

You do have access to add Navigation Sub-Folders which will appear in the left-side navigation area on
subpages.

When to use a Navigation Sub-Folder

If you have multiple sub-topics related to a main topic, create a subfolder and index page. Then create
content pages for each sub-topic.

For example: You have a Navigation Folder entitled “Future Students” which appears in your top
navigation bar. You have a topic “Admission” which has several sub-topics related to it. You would create
a Navigation sub-folder called Admissions, and index page also called Admission, and then create content
pages in the Navigation sub-folder for each of the sub-topics. You also have other topics related to Future
Students that do not have sub-topics. For these you would create content pages.

= future_students Mavigation Folder
= admission  Navigation Sub-folder

|| important_dates Multiple sub-topics related to the main topic

|| index "Admission”
U amsas In this case, a Navigation sub-folder and index page are
|_] program_preference needed.

| requirements

|| combined_degree_programs Three main topics related to "Future students”.
|| fag

. Create individual content pages.
U financial_assistance

Mavigation Sub-Folder NOT required.
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Adding Navigation Sub-Folders

History ¥ Tools¥  Administration ¥

Ml | | about_us Mavigation Sub-Folder

To add a sub-navigation folder:

[-] News and Events MJ [ | divisions Navigation Sub-Folder

Click New > Folder > and the correct
Navigation Sub-Folder.

[=5 Page Ml || education Navigation Sub-Folder

EI Image
[ roF

= Message

This list will be specific to your
site.

The following window will open. Add the menu item name.

Click “Submit”

) [Z] New Folder

Create

System  Metadata

Parent Folder [about_us]
==l 4

— Inline Metadata

Motice - in this case, the parent folder
automatically is set to "about us"

* Title Title must be exactly want you want to appear in side nav
Include in Side Mavigation @ ves @ nNo

Sub Navigation in Top Nav @ ves D no

e 1€ title must be exactly what you want to appear in the side navigation and
IMPORTANT you MUST have an index page with the EXACT same title.

"7 Valuable information

Sub-Navigation Folder Index Page.
Every folder MUST have an index page. Without it, the folder will not appear in the side navigation.
To create the sub-folder index page, ensure the folder you are adding the index page is highlighted.

Click: New > Page > Navigation Index Page

30



ver Schulich Communications v

Tools ¥ Administration ¥

‘' [) Jindex
[~/ Nevs

(=5 Page » @ PDF or DOC Pubkish
N

[ 1mage Q Block Testing

(5 poF |_) Content Page

4 Message

History ¥

[~ Folder

Q) External Link

B
e i ety

lations
Jise Q Right Sidebar Page - Main Index Page only
er Q Single Column Page

Q Staff Listing Page

-
ns l

Confirm you are in the correct parent folder

Add the page title and click Submit.

Preview Create

Content Metadata System  Outputs

System Name © index -

Parent Folder |
~| Inline Metadata

Title add page title here

Include in Top & Footer @ ves® no
Navigation

Include in Side Navigation @ ves© Mo

'y i

@ Save Draft Cancel

Version Comments:

Do this for each navigation sub-folder you need to create.
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Adding Pages
Adding content pages is done the same way you add an index page to a folder.

Highlight the folder you want to add a page to then click New > Page > Choose type of page

New ¥ Tools ¥ Administration ¥

History

9 [ Base Folder || =57 Folder ‘| & pashboard

@ [E _ems E5 News »

+ about_us == B K

@ = _us [~ Pags [E roF or DoOC i

] attachme @ Image L‘ Block Testing

e brandi = =

# [ branding Q PDF L‘ Contant Page |

4 || cascade_t _ L
] [ Message ) Exctarnal Link

@ [ img = i

@ s ! Navigation Index Page

# [ | media_relations LI Right Sidebar Page - Main Index Page only

® || merchandise LI Single Column Page L

H [ new_folder D Staff Listing Page

H [ news =

# || publications |_| new_folde

H || services @ nevs/img

I:l index

The Content Page is the most common page. An example is below:

“

UNDERGRA

DUATE

MPH BROCHURE

WesternU.ca [l ETARLIE

Search Western

G#ne » Undergraduate > Content Page
‘Undergraduate
Content Page

Single Column Page
Example

Staff Listing Example
Schulich External Link

Sub Folder

<
Heading 1

This is a test line
Western University

ndards | Terms of Use

Jontent Page Example

Basic Page Content

Department Search Go!

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas feugiat consequat diam. Maecenas metus.
Vivamus diam purus, cursus a, commodo non, facilisis vitae, nulla. Aenean dictum lacinia tortor.

Left Column

Lorem ipsum dolor sit amet, consectetuer adipiscing
elit.

Basic Page Content Below Columns

Lorem ipsum dolor sit amet, consectetuer adipiscing el

WYy Topics:

Undergraduate
WPH Broc

Right Column

Lorem ipsum dolor sit amet, consectetuer adipiscing
elit. Maecenas feugiat consequat diam. Maecenas
metus. Vivamus diam purus, cursus a, commaodo non,
facilisis vitae, nulla. Aenean dictum lacinia tortor.

lit.

#ular Resources:

DAD

Western
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—————eeeeeem -ON0€E" Page names will create a longer URL making it difficult to link from on

IMPORTANT

"= Valuable information

1. Alternative Page Title:

publications and to share with others. It is always recommended to keep the
name of your pages short and easy to read. There are two ways to create a
shorter page title:

Add the shortened version of the page name under title and use the “Alternative Page Title” to capture the
full title you require. The alternative page title will appear on the page but your URL will remain short.

Content

Metadata

Move/Rena

—{ Inline Metadata

System  Outputs

me

Display Name

Schulich Communications

Title

FAGs

Include in Top & Footer

Nawvigation

Include in Side Mavigation

Yes G Mo

Yes ﬂ No

— Basic

* Alternative Title

| Alternative Page Title | Frequently Asked Questons

Basic Page Content

|'I'"I'|v w | ™ r

R Schulich

MEDICINE & DENTISTRY

BRANDING

Moo | = = = = | &Shiles = Paranranh

Communications

PUBLICATIONS MEDIA RELATIONS SCHOOL SWAG = /ICES ABOUT US

Home > FAQs

Title (short) - keeping
url short.

Search Communications | Gol |

Freq Lie ntly Asked Questions Alternative Page Title - more detail.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas feugiat consequat diam. Maecenas metus.

Vivamus diam purus, cursus a, commodo non, facilisis vitae, nulla.
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2. Editing a Page Name to an Existing Page:

Once a page is created, adding an alternative page title will not change the actual page URL. To change a
page name once the page has been created, click on the 'move/rename’ tab. Change the name of your

page in the system name field.

NOTE: Spaces and special characters should not be used in page names as they may result in an
error when a viewer tries to view your page. To separate between words the underscore character

(L) should be used.
= || test
= =_res 5 -

To change the page name click on the "move/rename"
tab.

The name for this page is:

"This is a really long page name & will result in a long url"
Motice the double underscore [ ) where the ampersand
"&" was used. Refer to the NOTE above regarding spaces
and special characters.

4y View

&7 Edit

E8 Move/Rename

@l Copy

(&) Publish

Wl Delete
Access

= nudits

4 Reference

(7 varsions
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Versions - what if | make a mistake and want to go back to a previous version?

Each time you make a change in Cascade a new version of your page is created. If you find that you have
made a mistake you can go into versions and review the previous version.

Click on More > Versions

Q Sindex
Edit || MovefRename Copy || Publish More [ || Delete
- Access
Outputs HTML Audits
Reference [
Versions

Find the version you want, listed by last date modified and click on that version. The previous version will
open and you will be able to restore that version by clicking > Activate.

Properties  Outputs

Viewing Viewing a Version | Newer | Older | Current Delete | Compare with Current

Dutputs HTML

——— _ |f yOU have made changes to a block restoring a page with that block on it will
IMPORTANT NOT restore the block. You will have to restore the block itself from the previous
version and it will then display that version on the page.

"7 Valuable information

PLEASE NOTE: Previous versions of pages are kept indefinitely.
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Recycle Bin-i you delete something by mistake you can go into the recycle bin and retrieve it.

Click Home > Recycle Bin

Home MNeww¥ History ¥ Tools¥  Administration ¥

= Folder ‘| £ pashboard

cms :
ssets Dashboard Messages Workflows Locked Assets Drafts Stale Content Recycle Bin

Go to the Actions column on the far right and click restore \
M- Recycle Bin - All items deleted in the last 15 days & Learn More
Dashboard Messages Workflows Locked Assets Drafts Stale Content
\
D * Name Deleted On Deleted By Original Nocation
D cascade_training Mov 8, 2013 11:10 AM &, nfadyk
D D content_page_subfolder Nov 8, 2013 11:43 AM &, nfedyk
|:| D current_residents Nov 8, 2013 11:30 AM ,& nfedyk

PLEASE NOTE: Items in the recycle bin are kept for 15 days. Most people realize immediately that
they didn’t mean to delete a page but you have up to 15 days to restore it.

As usual, all web support requests are to go through the Information
Services by contacting the Schulich Helpdesk. Please do not contact a
member of the Web Support Team directly. By going through the
Helpdesk a Time Tracker Ticket is created and sent to Web Support.
This ensures your request will be dealt with as soon as possible.

Schulich School of Medicine & Dentistry Helpdesk

t. 519.661.2111 x81377
helpdesk@schulich.uwo.ca
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How Do I... Publish?
Select the Folder or Page that you would like to publish:

= Base Folder

= |

_cms

| about_us

(£

| alumni_snewslatter

(£

_ | attachments

= Select page or folder to be published.

=3

=3

The Folder/Page will open in View mode. Click on the Publish tab:

_| /branding

View Edit || Move/Rename Copy || Publish Workflows More [

Contents = Gallery  Properties

The following screen appears: (Note: currently we are publishing to two (2) servers (lightninig and
live. Please ensure both are checked M)

[ View ” Edit H Move/Rename ” Copy ][ Relatian=hips ” More I ]

|:| Destination
3 lightning
3 live

~| Options

} Ensure both destinations are checked.

Publish Report Generate a publish report message

Publish Mode @ publish © Un-publish

Submit Cancel

37



Click on the Submit button. (You will see the green “Publish message sent successfully” message
appear above the View mode window)

Publish message sent succassfully

ﬂ Q /departments/administration

Move/Rename

Layout Preview Live Properties Lock Outputs

Outputs

To view the Publishing Queue:
In the blue navigation ribbon, click on the double arrows->Publisher->Active Jobs.

Cascade Server Schulich Communications -

History ¥ Tools ¥  Administration ¥

(&= Publisher 3 Active Jobs
—

Praefarances #

——
Scheduled Jobs

H ] guidelines

brand standards.jpg
brand standardsl.jpg

The following screen will appear:

Cascade Server Schulich Communications » nfedyk | Quick Links = | My Settings | Help = | Give Us Feedback | Log Out

History ¥ Tools¥  Administration ¥

' & publisher i Lcarag

= || guidelines
E‘ brand standa Scheduled Jobs
brand standa
E‘ brand-01.jpg
E‘ brand-02.jpg| |

Current Jobs

Name | Whao | Insert Started | %ane| Acticm|
E‘ Branding-Bar
Graphic-Stan |2 branding & nfedyk Jul 11, 2014 3:24 PM  Jul 11, 2014 3:24 PM 23% gl
index Queued Jobs
Q logos
E] messages Name | Who Insert Action
Robarts-Posil
E‘ Robarts-Reve

You can view the status of your publishing job including the name of the page or folder you
published, when you published and when the job was started, and what percentage is done.

E————— 7 You need to publish every page affected by any changes you make. For

IMPORTANT  example, if you create a new page that appears in the drop-down menu of one of
7~ Valuable your top navigation items, you will need to publish your homepage as well as all
menu items.

information
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Publishing Times
Publishing a page or folder can be done at any time.

NEVER publish your ENTIRE site between 8 a.m. and 4 p.m. Monday-Friday. If a change requires
you to publish your entire site (i.e. substantial changes or sub navigational changes) publishing will need to
be done before or after business hours (before 8 a.m. or after 4 p.m. Monday — Friday) or during the
weekends. Following these procedures will help ensure that other Cascade users do not experience a
slower response time across campus.

How Do I... Un-publish and why would 1?

Once a page is published it is on the web, deleting it in Cascade will not remove it from the web -
allowing viewers the ability to be able to access the page from searches or previously made
bookmarks. In order to remove this content permanently from the web, content will need to be un-
published. Un-publishing content follows a similar procedure as publishing content. To un-publish an
item select the page or folder that you would like to un-publish and click the ‘publish’ tab. In the
window that pops up ensure that all servers are checked under ‘Destination’ and then set the publish
mode to ‘un-publish’. Once these are checked hit the ‘submit’ button.

_| fabout_us & Learn More

View || Edit Move/Rename Copy m Relationships More [

I:l Destination

4 lightning Ensure all destinations are checked.
4 live _ Currently we are publishing to 2 servers.

— Options

Publish Report Generate a publish report message
- Check the "Un-publish” button.
Publish Mode '/ F’ublizn-publizh P

meee———————— |/ YOU need to publish every page affected by any changes you make. For

IMPORTANT example, if you delete a page that appears in the drop-down menu of one of your top
navigation items, you will need to publish your homepage as well as all the menu
items.

(/=7 Valuable information
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The same holds true for renaming or moving pages and/or folders. Previously published versions of
the asset will remain on the webserver with the old path unless unpublished. Unpublishing from the
remote server will delete the out of date content from the chosesn Destinations. In the window that
pops up ensure that all servers are checked under ‘Destination’ and then set the publish mode to ‘un-
publish’. Once these are checked hit the ‘submit’ button.

~ | fabout_us &) Learn More

[ Copy ” Publish ” Relationships ” More [ l

System Name © about_us

Parent Folder = [/1

~| Un-publish

Praviously published varsions of the asset will remain on the webserver with the old path unless unpublished.
Unpublishing from the remote server will delete the out of date content from the chosen Destinations.

Unpublish Content Check the "Unpublish Content" button.

D Destination

& lightning * Ensure all destinations are checked.
g live Currently we are publishing to 2 servers.

Submit Cancel

Alternatively, you can set your “user preferences” so “Unpublish Content” is checked by default (see
below for step-by-step instructions).

Setting your user preferences

You can set your user preferences so “un-publish” is the default when you move/rename or delete a
page or folder. You can also set your user preferences so that the “publish status page” opens
automatically after you publish allowing to you monitor the progress of your publishing job.
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Click the double down arrow
icon in the top blue menu, then
click “Preferences”, then
“User”.

Cascade Server

{.r ¥ Home

(=l Publisher

r

Preferences #
S

[+ | docs
._.il'l'lg
HEi=

[ |

ﬂ.:_uﬂl ¥

Schulich Information Services -

History ¥ Tools ¥

Administration ¥

Check the “Go to publish

status page” and “Un-
publish checked by default
on entity move and delete
screens” boxes.

Language

Item List Size

After Publishing Assets

Mot Selected

100

Ylco to publish status page

Un-publish on Maove / Un-publish checked by default on entity move and delete screens
Delate

a1




