Plone

Self Service Training Manual

Michelle Loker & Jamie Ceman
1/4/2010

Plone is a web based Content Management System. Plone allows users to easily create, edit, and
publish web pages, documents, news, calendar events, photos, and much more to their department
website. The following will explain the Plone user interface and methods for using the program through

the self service option.
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What is Plone?

Plone is a Web-based Content Management System used by UW Oshkosh. Plone allows users to easily
create, edit and publish Web pages, documents, news, calendar events, photos, audio, video, and much
more to their department Web site.

What is the Self-Service Option?

The self-service option is a system created to allow units to migrate to an updated Web site using the
Web content management system on their own after they have participated in the Web development
workshop conducted by Information Technology and Integrated Marketing and Communications.

Background Regarding the University’s Web Site Migration

A summary of the University-wide project to rollout an online brand and CMS can be found here:
www.uwosh.edu/imc/web-design-development/university-website-project. The University has 400 Web
sites at last count and that number continues to grow. The resources available for Web development on
campus are unable to give detailed attention to each Web site. Sites in later phases of the University
Web site project are no less important but did not meet the following criteria:

Phases 1-3 include sites that:

. Receive the majority of traffic from external visitors (prospective students, alumni, community
members)

. Provide services that affect the majority of campus, and/or

. Have not been recently updated or redesigned

What Do I Need to Do to Pursue the Self-Service Option?

If affected units wish to migrate sooner to the new design and begin using the Plone content
management system, there is an alternative self-service option for which a unit will need to do the
following:

1. Dedicate someone (the "Web manager") to populate the Web site and manage the content.

2. Make a request using the form at www.uwosh.edu/web.

3. Have the Web manager receive Web site structure and Plone training.

What Happens After the Training?

Already submitted a Web site request prior to Plone workshop?

If you have submitted the Web request form prior to the Plone workshop, you will be contacted within
two to three days after the workshop. The e-mail will include a link to your Plone development site that
will grant you access to the Plone template, along with basic instructions on how to log in and make
changes.

What if I have not submitted a Web request form?
If you have not submitted a Web request form, please do the following:
1. Fill out the following form www.uwosh.edu/web
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You will be contacted within two to three days after the form submission. The e-mail will include a link
to your Plone development site that will grant you access to the Plone template, along with basic
instructions on how to log in and make changes.

Plone Environment/Template
When you receive the link to your Plone template from the e-mail; the template will look very similar to

the image below.
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About UW Oshkosh | Academics

UNIVERSITY oF
WISCONSIN

OSHKOSH

Faculty and Stalf

Future Students Athletics
Parents Admissions
Alumni Administration
Faculty and Staff Resources
Current Students Calendars

About UW Oshkosh
Academics

Athletics | Admissions

Media Relations

Administration | Resources | Calendars

Buckstaff
Planetarium

The Department of Physics and Astronomy consists of seven faculty members with active
research programs in surface physics, physics education, stellar astrophysics, and
magnetic resonance.

The small and personal nature of our department means that we can offer our students
excellent opportunities for both research and education at all levels.

Recent UWO Physics/Astronomy students have been accepted into graduate schools
such as Cal Tech, UC Santa Cruz, UNC Chapel Hill, and the University of Colorado.
Others have interned at the Hubble Space Telescope Science Institue and the Cerro
Tololo Interamerican Observatory.

Print this

- last modified Nov 04, 2009 11:34 AM

Community & Visitors
Work at UW Oshkosh
Career Services
Titan Services
Contact Us
Accossibility

y‘mw

I!'l

NEWS
Samples News Itern Jan 29,
2010

More news...

UPCOMING EVENTS
Test Event Jan 28, 2011

Previous events..

Upcoming events. ..

,_i
%
UNIVERSITY OF

WISCONSIN SYSTEM

Steps to Take Before Migrating Your Web Site

Preliminary process

As discussed in the ongoing workshops provided by Information Technology and Integrated Marketing
and Communications, it’s best to have the full Web site structure defined prior to beginning the

Page 2



technical process of building the site using Plone. Defining your Web site structure is as easy as making
an outline. To start this process, use the following guidelines to help you determine what content will
need to be added (folders, pages, images, files, etc.)

1.

Define goals

In order to establish an effective Web site that serves the needs of the visitors, it requires a clear
definition of the goals of the site. For example, Admissions has a goal of student recruitment,
therefore a tangible action a visitor should take on the Admissions Web site is “Apply Online.”
Defining the site goals first allows you to structure navigation and content around accomplishing
those goals for each audience visiting the site.

Do research

Another valuable step in establishing an “outline” for a Web site is to look at the structure of Web
sites from peer institutions, other institutions that are comparable to UW Oshkosh within our region
and also top ranked national schools. Finding trends on the Web sites of other institutions gives
insight into what visitors expect to see when visiting a UW Oshkosh site.

Study the data

Finally, if available, it’s valuable to look at what is and isn’t working on the existing Web site. If any
form of Web analytics, such as Google Analytics, is available on the existing site, that data can show
what visitors are looking at today and what information is causing issues.

Create an outline

When all these factors are considered, a navigational outline can be developed. This can be as
simple as a bulleted list of what the navigation should be on a Web site, including what “sub-
navigation” will be within each main category. This outline will become the tool used when
physically creating the site in Plone.

Evaluate, edit and create content

Upon completion of the outline or navigational structure for your site, you can evaluate the needed
content for each navigation choice. In some cases you’ll identify content needs that may not exist on
your current site, or areas on your current site that no longer need to exist on your new site. While
migrating content over from the old site to the new site, this is an opportunity to enhance the
content. Also consider writing or rewriting the content in a way that each audience will respond to.
For example, prospective students are different than alumni so you can write content differently for
them. Also consider incorporating search engine optimization (embedding keywords into your copy)
to help raise visibility in search engines such as Google.
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Migrating and Adding Content to the Plone Web Site Template

Navigation

By default a Plone Web site is set up with the following areas: header, main image, departmental
header, left area (includes navigation), main content area, right area, footer, and log in as shown in the
picture below. The additional item (upcoming events) shown in the picture are called portlets.
Instructions to add portlets are included under the manage portlets section of the manual.

Future Students Parents Alurnni Faculty and Staff  Current Students

UNIVERSITY oF

V.Vl afa] NI41N
v

AR R n

OSHKOSH

LISl Sl L Depar

horme > adisary board MEe— Bread Crumbs
Advisory Board

UPCOMING EVENTS

Ui System President's
Summit on Excsllence n
Teaching and Learning
Madizon Concourse Hotel and

Board Members and Meeting Minutes
2009-2010 Board Members

Governor's Club
SR T ES) .
Advisory Board Minutes pr 29, 2010
Governance Role of Advisory Board Frevious events,
The UWS ¥omen and Science Advisory Board meets twice each year in order to set Upeenig) Gveis
priorities and directions for the program. Each institution in the UWW System is represented
by two board members. Students, industry L and a repr frarm the
UWig Wiomen's Studies Cmumum areﬁo inclufd on, tr‘fbaard i
In addition to its governance function, the advisary hoard facilitates communication
between the Program and System cay is includes bringing local needs to the

aftention ofthe program and increasing awareness of Pragram events within the board
members institution

In order to meet these goals, advisory hoard members are asked to assume the
following responsibilities

Attend two advisory board meetings each year. The first meeting occurs during fall
semester, typically atthe Oshkosh campus, and the second meeting takes place in the|
spring in conjunction with the Warmen and Science Program Retreat,

Maintain membership on the Advisory Board listsery, and forward information of
interestto colleagues.

= Communicate program goals and activities to colleagues and administratars in the
mermber's home institution. In some cases, board members might be asked to give
program reparts at meetings of UWS administrators when they are held on the
mermber's campus.

Provide information about campus events related to women and science andior to
good teaching for the program newsletter each fall.

Take partin other activities or task forces as determined at hoard meetings. For
example, itwas determined atthe 1398 Spring Meeting that the program office would
develop materials useful in establishing mentoring connections, and that itwould he
up to individual campuses to make local use of those materials.

Participate in program evaluation. It is the responsibility of the advizory hoard co-chairs
to develop or update evaluation materials. However, each member is asked to have a
voice in the evaluation itself

Prit this

— last modified Jan 28, 2010 10:33 &AM
Future Studlerts Athletics Comimunity & Yisitors
Parents Admizsians Wyiark st L Oshkash ' L AF UNIVERSITY OF
Al Actministration Career Services Footer ¥ 4 CollegePortrait WSCONSN SYSTEN 5§
Facutty and Staft ResnUrGEs Titan Services
Current Studernts Calendars Contact Us
About Ly Ozhkosh Media Relations Accessihiity
Academics
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Header: Will include the UW Oshkosh logo, search box, and other related links.

e Search: Any content can be searched as long as it is public. If you are signed in and have
additional permissions within the site, you can also search private items.

Main Image: The main image area will be populated with any images saved in the main images folder.
The main images folder is provided with the template, and is hidden from navigation.

Departmental Header: Will display the department heading.

Bread Crumb Trail: This shows the location of where you are in the site. Bread crumbs should be
referenced when adding content to the site, so that content is being added to the correct area of the
site.

Navigation: The navigation is dynamic so all items will automatically appear. Sites are set up to only
show folders and pages in the navigation. The navigation can be located on the left or right area of the
site.

Portlets: Portlets are items that show on the left or right side of the page such as calendars, news,
events, call to action items, static text portlets, etc. These items will show if you have currently entered
and published information. You can also customize these portlets to only show on certain pages of the
site. Instructions to add portlets are included under the manage portlets section of the manual.

Footer: Appears at the bottom of the Web site.

Log in: The login will be at the bottom of the screen to the right of the copyright information. If the log
in is not in the bottom right corner you can type /login after your web address in the address bar (for
example www.uwosh.edu/training/login. Once you have the login screen you can use your UW Oshkosh
e-mail user name and password to edit a site or to view certain content based on permissions.

LogIn
If you have privileges to edit all or part of the site those permissions will be apparent after log in.
Please log in
HOW tO Log in limgm Name Please log in
H . . . . To access this part of the site, you
1. Navigate to the Plone development site URL; this is the link that was S eed 1o log inwith your user narme
'7 and password, which will be the same
1 H - H as for your @uwosh.edu email
provided in the e-mail gt
. ; log in .
2. At the very bottom right corner of the page select 558 o e e ot usetname
. . . . . F t P d? is abc122 and your password is the
3. Log in with your e-mail login and password (do not include @uwosh.edu | 257 "800 cmess e
. . account and you have forgotten
|n the |Og|n name) your password, call the Academic Computing Help Desk (220-424-3020) to
resetit.
4. C||Ck |09 in If you do not have a UVW Oshkosh email account and you have forgotten your

password, fill out our passwaord retrieval form.
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Once logged in, there will be tabs and menus that appear toward the top of the main content area of
the site if you have permissions to edit that area of the site.

Example of tabs and menus after logging in

actions v add new_.. v siate:

digplay v

Tabs

Tabs are used to manage the content on the site. Tabs will vary depending on what type of permissions
you have on the site. Tabs will also vary depending on what type of content item you have selected. For
example you will see different tabs when you are working with a folder vs. a page. The tabs will be
discussed in more detail below.

Menus

Menus are used to take an action, change the display, change the state, or add different types of
content (for example: pages, folder, images, news, and events). Menus will vary depending on what
type of permissions you have on the site. Menus will also vary depending on what type of content item
you have selected. For example you will see different menu options when you are working with a folder
vs. a page. Menus will be discussed in more detail below.***The add new menu will be used to add
content items (i.e. folder, pages, files, images, news, events, etc.).

Navigating to Web Site Content

Method 1 (Shown in Navigation)

If your item is in the navigation; simply click on it. For example you will most likely see home located in
the navigation. Note: Home is the very top level of the site. All content items will be built off of the
Home (root folder).

Method 2 (Excluded from Navigation)
There may be times that you hide items from navigation. To navigate to an item that is hidden from the
navigation, use the contents tab. Note: The contents tab will only appear if a folder is selected.

To view an item in your website that is not in the navigation

1. Inthe navigation, click on home or the folder that contains the item you are looking for (it is usually
easiest to start at the root (home) and drill down from there)

Click on the Contents Tab

All Content in your website will show as a list

Click on the title of a folder to open it

Click on an item title (i.e. page, file, image, etc.) to view it

ik wnN
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Navigation Example
Example of a portion of the COLS navigation structure:

e Home (Folder) — This is the Root (top level) of the site
’j *The Home folder is created by default and will be provided with the template

j 1. COLS Home (Page)(Default Page for Home Folder

J Internal Images (Folder) — Folder to Organize all Images for the site
This folder will be used to store images and will be hidden from navigation

@ 1. Undergraduate (Image) — This image will be used on the COLS Programs Page

@ 2. Graduate (Image) — The image will be used on the COLS Programs Page

.,-J About Us (Folder) — Folder for About Us & Contact Page

j 1. COLS About Us (Page) (Default Page for About Us folder)

] 2 coLs contact Us (Page)

— Programs (Folder) — Folder Explaining Academic Programs
.J (Undergraduate & Graduate)

_l] 1. COLS Programs (Page) (Default Page for Programs Folder)

_‘1 2. COLS Majors pdf (File)

J Undergraduate (Folder) — Sub Folder with/in Programs Folder)

_l] 1. COLS Undergraduate (Page) (Default Page for Undergraduate Folder
j 2. Majors/Minors/Emphasis (Page)

j 3. Requirements (Page)

J
=
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Adding Folders

The first content item that should be created is a folder to store Web site images. Before an image can
be used on the site, the image must be uploaded and saved to a folder within the site.

The images folder will be built off of the top level of the site, which is the home folder.
1. Make sure you are at the top level of the site (home). If you are not sure where you are in the site

click on home in the navigation. The home page of your site should be showing.
2. Click the add new menu

3. Select folder & collection —

- nome = -] rea rumbps
4. The Add Folder window will [ event Add Folder

open (shown at the nght) D file: A folder which can contain other items.
Defaultm ! Categorization ! Dates ! Ownership | Settings < Prop erty Tabs <
. . form folder Title w
Bread crumbs are displayed at the .
) [ image |Interna| Images

very top of the Add Folder window.

) large folder Renchnhon
Bread crumbs can be used to @ link e e e
navigate through the site and are a G Department website images =l
good reference point to tell exactly (4 page
where you are currently in the site. =

In the example to the right, the breadcrumbs show
home, which is the root of the site. The new folder

=ave|| » cancel

t modified Jan 12, 2010 09:32 AN

created will be saved within the home folder. All

main folders should be built off the home folder. It is very important to check the breadcrumbs when
creating new content items because that is how the navigation is structured.

The title of all content items are required. The title is searchable and will appear in the URL at the top of
the site
5. Inthe Title box, type a name for the images folder (i.e. Internal Images)

The description of the item is optional, but it is recommended. The description of an item is also
searchable, so it gives users coming to the site another means of finding what they are searching for.

6. Inthe Description box type a description for the images folder (i.e. Departmental Web site Images).
In this case you may not want to type a description because this folder will be used only for internal
purposes to organize the images that will be used thought the site.

7. Forall content items there will be additional property tabs above the title. These additional tabs
vary depending on the type of content item being added.
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Folder Property Tabs | Defaults @ Categorization | Dates | Ownership | Seftings
For a folder, the following tabs are available:

Default

Used to add a title, and description for the folder

Categorization | Used to add keywords that will help categorize your content

Dates Set the publish date or expiration date of a folder
Ownership Contains the creator, contributor and copyright information
Settings e Comments - If checked, users can add comments to this item.

e Exclude from Navigation - If checked, this item will not appear in the navigation

e Enable next previous navigation — If checked, this enables next/previous widget on
content items contained in this folder. This adds a back and forward button to the
content item within the folder. This is similar to the back and forward button on a

browser window.

By default, all pages and folders created will show in the navigation.

Exclude Folder from NaVigation I_Di::_i'Com?;f;”ia“c” Dates | Ownership
1. Select the Settings Tab e e s e e
2. Check the box in front of Exclude from Navigation Fcioced, e fam i ot appea e navigatn e
Note: This can be excluded from navigation because it e e e oo 1 e s

will be used only to organize/store internal images

save|| = cancel

used throughout the site. e e S
3. Click zave

The folder has been created

add new... v

actions v  display v

| Changes saved. ‘

home > internal images Bread Crumbs
Internal Images

Department website images

There are currently no items in this folder.
Send this Print this

— last modified Jan 12, 2010 09:42 &

Once the item is created, there will be tabs and menus to work with the item.
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Folder Management Tabs |

The folder management tabs seen may vary depending on what privileges you have on the site.

Contents

s R

@ Plone Training

title
(2 Events
2 main images
3 News
(3 Internal Images

{m i |

9

copy|| & cut|| & rename|

— last modified Aug 05, 2008

display ¥ addnew... v

select: all
size modified state order

1kB | Oct29 2009 02:18 PM | Publiched

1kB | Mar 06, 2009 01:35PM | Published | ::

1kB | Jan 0§, 2010 04:15 PM | Published | ::

1kB | Jan 12, 2010 08:42 AW | Private

delete| change state|
04:13 Pl

The contents tab will ONLY show for a folder item. By selecting the
contents tab, it will open up the folder item that is currently
selected (you can tell what folder is currently selected by looking at
the bread crumbs). In the example at the left, it is showing the
contents within the home folder. At this point you should likely see
at least the following items shown in the picture to the left. To
open any of the items, simply click on the title of the item. NOTE:
There is a main images folder showing. The main images folder is
used to populate the main image shown in the template. Thisis a
folder that is excluded from navigation. The main images folder is
explained in more detail below.

View

Plone Training

() Events — by ploneadm
Site Events

() mainimages —

() News — by plone:
Site News

display v add new._ v

When the view tab is selected it will show the items within the
folder by displaying them in one of four views (depending on which
has been selected): standard view (is selected by default),
summary view, tabular view, and thumbnail view) or you can
choose to display a default page within the folder. Choosing the
display of a folder is done by using the display menu which is
described in more detail below.

Edit

Title s

Internal Images

Description

[Department website images

The edit tab can be used to edit the folder item. The edit folder
window opens which allows changes to any of the folder property
tabs (Default, Categorization, Dates, Ownership, and Settings).
These property tabs were described earlier.

Rules

Content rules for Plone Training

Rules define actions that apply to the item. With the default
template, rules are automatically applied to the site for the news
and event content types. The rule defines that if an event item is
created it will be moved to the event folder, and if a news item is
created it will be moved to the news folder.

Sharing

Sharing for “Internal Images”

You can control who can view and et your Hem using the list Below.

¥ Inherit permissions from higher levels

L]

The sharing tab allows those that have permissions to set the
following privileges on specific content items throughout the site:
add, edit, view, and review. Inherit permissions from higher levels
(by default is checked) — This will by default, inherit the permission
from the parent folder. Permissions for items within the folder are
also inherited from the folder level. If you would like to set
permissions otherwise, inherit permissions and the specific
permissions checked, will need to be unchecked. Instructions to
share are included under the Sharing section of the manual.
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Folder Menus

Folder menus seen may vary depending on what privileges you have on the site.

actions v
&% cut
53 copy

)( delete

rename

dizplay v
FUMMAany view
tabular view

thumbnail wisw

* ztandard view

zelect a content tem az default view ...

add new... ¥
T collection
[E] event

9 file

(O folder

i form folder
& image

(_T large folder
28 link

[ news item
[3 page

reztrictions. ..

puklizh

zubmit for publication

advanced...

Actions | Actions are used to cut, copy, delete or rename a folder. These actions can also be performed by selecting
the contents tab and using the appropriate buttons within that window.

Display | Display is used to change the way a user views the items within the folder. Explanations of the display options
for a folder are described below. Standard view is the default view applied when a folder is created.

Display Options for a Folder
The examples below are focused on changing the display of the home folder. The examples only show how one

of the items within the home folder would be displayed.

Shows the title, description, and provides a

Summary View
Internal Images read more link to the item(s) within the folder.
Department website images
Read More...
Tabular View e author — o Shows the title, author, type of item (folder),
(2 Internal Images | Michelle Loker | Folder Jan 12, 2010 09:42 AM and modified date.

Thumbnail View

Shows a thumbnail of pictures. This view is
most useful when pictures are stored in a
folder.

Standard View

Department website images

(M Internal Images — by Michelle Loker — last modified Jan 12, 2010 09:42 AM

This is the default view when a folder is
created. This view shows the title, created by,
last modified and description of items within
a folder.
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Select a content
item as default
view...

COLS Home Page By choosing a content item as default view,

College of Letters and Science when the folder is selected, a default page will

Welcome to the College of Letters and Science be displayed. For example, when a visitor of

With 35 majors spanning the sciences, arts, humanities and social sciences, the College of Letters and the Site C|iCkS on home (folder) you WOUIdn't

the largest and most diverse college at the University of Wisconsin Oshkosh. . X ’ .

Through a multifaceted liberal arts education, students are exposed to a broad spectrum of knowledge a want them toseea |ISt Of items that are in

experience and the natural world. Transcending preparation for specific careers, COLS prepares student H H

communication, critical thinking and problem-salving skills essential for success in today's society. that fOIder (WhICh any Of the Optlons above
Sendtnis  Printhis would do). Instead, you would want them to

— lost modified Jan 12, 2010 0218 Pl see a default page, your home page.

Instructions to set a default page are included
under, the Setting a Default Page for a Folder
section of the manual below.

New etc.).

Add The add new menu is the menu used to add content to the site ( i.e. folders, pages, files, images, news, events,

The items in this menu may vary depending on what privileges you have on the site as well as what

products are installed on the site.

Add New Menu Options

Collection A collection is used to search your Web site for certain content without using the search mechanism. It
allows you to create a customized smart search folder for visitors of the site so they can find all types of
content (pages, images, files, event, etc.) related to a certain topic by clicking one folder.

Event Adds an event to the calendar

File Adds files to the website (i.e. MS Word PDF, MS Excel, etc.)

Folder Used to organize your site content

Form Folder Adds forms to the Web site

Image Adds pictures to your Web site

Link Adds an external link to your Web site navigation. Test this when logged out. (Note: When logged in,
this will not go to the external link directly).

News ltem Adds a news item to your Web site (pictures can also be added within a news item)

Page Creates a new page in your Web site

State The two main state types for an object are private and published. The state of an item determines who will be

able to view the item. By default, items are created in a private state. Unless you have privileges on the site,
you will not be able to see the item until it is published. Folders need to be published in order to see the pages
within them (unless the page is being linked to from another published page). The advanced option can be
used to publish multiple content items at once.
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State Options

Publish The item will be published and can be viewed by visitors of the site
Submit for publication | Sends the item through a workflow state for approval before the item is published
Advanced Allows for publishing multiple items within a folder

Publishing an Individual folder (i.e. Internal Images)
1. Make sure the Internal Images folder is selected by refereeing to
the bread crumbs ‘

actions v display v addnew... v state:

submit for publication

ltem state changed. advanced

2. Click the state drop-down menu

3. SeIect publlsh home = internal images
Internal Images

There are currently no items in thiz folder.

Note: This folder needs to be published for the images to be viewable

P . Send this Print this
within the site.

History

— last modified Jan 20, 2010 03:40 PM

Adding Images to a Folder
Images that you know you would like to use on pages or just viewed

through a folder can be directly uploaded to a folder. rorie 7 nemal imsaes =

Add Image
An image, which can be referenced in documents or displayed in an album.
1. Select the folder where the image will be stored (i.e. Internal = : :
Defaultm | Categorization ! Dates ! Ownership | Seftings
Images) Title
2. Select the add new menu Graduate
3. Select Image Description
4. Add a title to the image (i.e. Graduate) R L
o ] ] COLS Graduate Photo |
5. Add a description to the image (i.e. COLS Graduate Photo)
NOTE: The description is very important for an image 4
because it will let individuals with disabilities know what the
Image m

item is by the description.

|R:\Training\CLASSES\PIDne\PIur Browse...
6. Click the Browse button and navigate to the image

7. Click =aveE zave|| o cancel

The image is uploaded to the chosen folder and can be used in other areas of the site.

Adding Images to the Main Images Folder
The main images folder is a folder that automatically
comes with the Plone template. Images uploaded to the
main images folder are used for populating the main image
area at the top of the Plone site. Only upload images to this folder if you would like them to appear in
the main image area at the top of the site. If there are multiple images uploaded to the main images
folder, the different images will cycle though as users are navigating throughout the site.
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Editing the Home Page

The next step is to edit the Home Page that was provided
with the template. This will be the default page that visitors
of the site see when they click on Home (folder) in the
navigation.

1. Make sure the home folder is selected. If not, click on
home in the navigation

The view Tab is activated

Select the edit Tab

If needed, edit the title and description of the page

vk wN

If needed, edit the body text of the page by using the
directions below

Body Text of a Page
This is the area that will be used to add text, links, images,
and tables to a page. Visitors of the site will view the
information within the body text area.

1. To add text, simply type in the white area

Copy & Paste

Edit Page

diting the defau a container. If you wanted to edit the container itself, go here.

Defaults | Categorization | Dates | Ownership | Setiings
Titlew

[COLS Home
Description

College of Letters and Science =l

Body Text

pref 5 stu
intoday's societ

‘Change note
Enter a comment tha

If you already have text in another source that is current using copy and paste is a great timesaver.

Before you copy and paste from the other source directly
into Plone, you will need to copy the information from the
original source into a text editor such as Notepad. By taking
this step, it will help to prevent formatting problems. Pasting
the text into Notepad will strip the formatting. For example,
if you copy and paste from a Word document directly into
Plone it will bring a lot of hidden code with the formatting
which can sometimes cause problems in a web coding
environment.

1. Copy the information from the original source
(highlight, right click, copy)

Select Programs
Select Accessories
Select Notepad

Select the text in Notepad, right click and select copy
Go back to the Plone window

© N A WN

|welcome to the college of Letters

B COLS Information.txt - Notepad 0] x|
File Edit Format View Help
Home =

and science with 35 majors spanning
the sciences, arts,humanities and
social sciences, the college of
Letters and Science (COLS) is the 1
and most diverse college at the uni
wisconsin oshkosh. Through a multif
Tiberal arts education, students ar—
of knowledge about human experience
Transcending preparation for specif
students with communication, critic
skills essential for success in tod

-

Open Notepad by clicking on the Start menu in the very bottom left corner of your screen

Click in the white area of notepad, right click, and select paste

Right click in the white area of the Plone body text and select paste
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After the text is either typed or pasted into Plone, it will need to be formatted. This is a very important
part of creating a site. The text will be formatted by using the styles drop-down in the editor toolbar.

Formatting Text

Editor Toolbar
This toolbar is used to edit the formatting of your text as well as add pictures, internal/external links,
anchors, tables and text styles.

HE B I =E== == = EE & =04 ] wm L
|Hea|:|ing j

=i Saves the current page you are working on

n Bolds the text that you select

. Italicizes the text you select

= Aligns your text/paragraph to the left

= Aligns your text/paragraph to the center

= Aligns your text/paragraph to the right

i= Creates a numbered list

== Creates a bulleted list

= Definition list (Works well for listing categories and then words with definitions).
5= Decreases the indent for a paragraph
= Increases the indent for a paragraph

£ Insert image

== Insert internal link

= Insert external link

el Insert anchors

=z Insert table

HTmL HTML view (web code view)

Heading | | Style of text
= Zoom — Maximizes only the body text area of the page
Styles

Styles are used to format text in the body text area of a page. The three most commonly used styles are
Heading, Subheading and Normal Paragraph. A style is a pre-programmed set of formats that have
multiple formatting options embedded into one style (Heading, Subheading and Normal Paragraph).
When text is typed or pasted from Notepad into Plone, by default it is formatted as normal paragraph.
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Welcome to the College of Letters an

By formatting the text on the page it will be easier for the user to navigate to the area they want to view
quickly. Formatting the text will also allow you to use the table of contents and anchor feature which

can build a link directly to a certain area of the site.

For example, in the example pasted text above, “Welcome to the College of Letters and Science” should

be formatted as a Heading.

1. Select the text to be formatted (i.e. Welcome to the College of Letters and

Science) Literal
2. Click the Style drop-down Blﬁriﬂe
Select Heading (There are many other styles to choose from. Explore the other Call-out

formatting style options that are available.

4. Notice how the text formatting changes. The text below represents the styles for

the example site.

Example of Normal Paragraph Style

<4—

Mormal paragraph j
Marmal paragragh

Subheading

Page hbreak (print anly}
Clear floats
{remave style)

Highlight

Example of Heading Style

dscience  Welcome to the College of Letters and Science

5. Click Save when done adding text to the page
6. After a page is saved the view tab is activated

Note: By default, a page displays the Title, Description, and

Body Text

In most cases, you will not want the title and description to

show. This can be changed by using the display menu to

only show the body text. This will be explained below.

Changes saved
e —
COLS Home ‘ aesﬁ‘“w
College of Letters and Science sds,*“e""'

Welcome to the College of Letters and Science

With 35 majors spanning the sciences, arts, humanities and social sciences, the College of Letters and Science (COLS) is
the largest and most diverse college at the University of Wisconsin Oshkosh.

Through a multifaceted liberal arts education, students are exposed to a broad spectrum of knowledge about human
experience and the natural world. Transcending preparation for specific careers, COLS prepares students with
communication, critical thinking and problem-solving skills essential for success in today's society

Send this Print this

— last modified Jan 26, 2010 11:17 A

Page Management Tabs [EEG— .

The page management tabs seen may vary depending on what privileges you have on the site.

NOTE: Since the page has been set to be the default of the home folder, you will also see the tabs related to the
folder, depending on what privileges you have on the site (i.e. the Contents tab will be showing).

View This will show the page. Be aware that this is showing the page as permissions granted to the logged
in user. A good way to test it for general users coming to the site is to open it up in a different
browser than the browser of the logged in site. Note: The page will need to be published for a
general user to see it.

Edit This tab is used to edit the page
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Sharing

This tab can be used to set specific permissions for the page (Can Add, Can Edit, Can View, and Can
Review). Pages will inherit permissions from the folder level unless otherwise specified.

History

Shows a history of change ﬂ history
for an item and allows you

to see and revert to home = cols hame
previous versions Revisions of "COLS Home"
Last madified Jan 13, 2010 01:12 PM
revision performed by date and time comment actions
Working Copy | loker Jan 13, 2010 01:12 P

= Compare to previous revision

0 (preview) loker Jan 13, 2010 11:45 AM .
®  Compare to current revigion

B Revert to this revision

— last modified Jan 13, 2010 01:12 PM

Page Menus

The page menus seen may vary depending on what privileges you have on the site.

aciions = display v =tate:
nlﬁl| cut * view document publizh
ycopy | onb_show_body_view | submi for publication
X delete advanced...
rename
Actions | Actions are used to cut, copy, delete or rename a page. These actions can also be performed within the
contents tab. Note: To view the contents tab you must have a folder selected. Then you would have to
navigate to the page.
Display | Display is used to change the way a user views the page. By default, the display is set to view document.

e view document - If this view is chosen the user will see the page title, description, and body text of
the page.

e only_show_body_view — If this view is chosen the user will only see the body text of the page. Itis
usually not necessary to show the title and description, so this is the view that will likely be used most
often.

State The two main state types for a page are private and published. The state of an item determines who will be

able to view the item. By default, items are created in a private state. Unless you have privileges on the site,
you will not be able to see the item until it is published.

Adding Additional Folders

Additional folders will need to be added throughout the site to organize the site navigation.

1. Add all folders that are needed to build the site structure (it is much easier if this is done right

away so that the content items can be directly added to the proper folder and won’t need to be
moved later).
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For example, to complete the COLS site navigation example, | will build the following folders:
e About Us
e Programs
o Undergraduate
o Graduate

Adding Pages
Additional pages should be added to the appropriate folders.

For example, to complete the COLS site navigation example, the following pages need to be created:

1. About Us (Folder)
Pages to Create:
e COLS About Us (Default Page for About Us Folder)
e COLS Contact

2. Programs (Folder)
Page to Create:
e COLS Programs (Default Page for Programs Folder)

3. Undergraduate (Folder)
Pages to Create:
e COLS Undergraduate (Default Page for Undergraduate Folder)
e Majors/Minors/Emphasis
e Requirements

4. Graduate (Folder)
Page to Create:
e COLS Graduate (Default Page for Graduate Folder)

1. Select the folder where the page should be stored (I will be creating the COLS Programs page
that will be added to the Programs folder)

Select the add new menu

Select Page

Type in the page title (i.e. COLS Programs)

Type in the page description (i.e. College of Letters and Science Programs)

Click in the body text area

Type or copy and paste the text

Format the text as needed

LNV rWN

Save the Page
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Setting a Default Page for a Folder

By default, a folder is set to display in standard view. The
different view options for a folder are discussed above, in the
Display Options for a Folder section of the manual. It is very
important to set the display of a folder. If the display of a
folder is left in standard view, when the folder is selected it

home > undergraduate
Undergraduate

COllege of Letters and Science Undergraduate

[& COLS Undergraduate — by Michelle Loker — last maTmm

b 09, 2010 11:22 AM

& Majors/Minors/Emphasis — by Michelle Loker — last modified Feb 09, 2010 11:22 AN
College of Letters and Science Degree

[& Reguirements — by Michelle Loker — last modified Feb 08, 2010 11:22 AW

will open the folder and display a list of items within the
folder, in the main content area of the site as shown below.

Print thig

— last modified Feb 08, 2010 11:22 AM

In most cases, the display option for a folder should be set to, “select a

content item as default view...” By selecting a content item as default view,

a page can be chosen from the selected folder. After a page has been

chosen, when a visitor of the site clicks on the folder in the navigation, it will
display the default page you have chosen. Any subsequent pages or sub-

folders within the main folder will be expanded, below the main folder.

SUMMAry view

tabular view
thumbnail view

= standard view

select a content item as default view ..

For example, according to the example COLS Navigation, the Undergraduate folder should have the
COLS Undergraduate page as the default view when the Undergraduate folder is selected. The COLS

Undergraduate page needs to be set as the default view.

Select content item as default view

1. Click on the folder that you would like to change the display
(i.e. Undergraduate)

2. Click on the display menu

3. Click on select a content item as default view..., a list of items
within the selected folder will be displayed

4. Click on the button in front of the default page the default page

5. Select save

Plone Training

home > undergraduate
COLS Undergraduate

UW Oshkosh's liberal arts college, & of Lefters and Science prepares undergraduate students to be effective
communicators, critical thinkers and lifelong leamers. More than 40 majors and minors, as well as nUMerous emphases
and pre-professional programs — ranging from art to urban planning, mathematics te English — provide limitless academic
options.

Graduste The college's distinguished faculty are not only active in their specialty, but also take time to challenge and nurture students

g classroom and through one-on-one research projects. Collaborations with the community, such as internships
ffide additional experiential leaming opportunities.

Programs

pevond the classroom, students actively engage in more than 40 student organizations, including the most successful
Model United Nations team in America. Through our more than 50 unique study abroad experiences, students can explore
the coral reefs in Bermuda, research animal behavior in Tanzania, or study the art, cufture and religion of ancient Rome.

Print this

— last modified Feb 09, 2010 11:22 AM

home = undergraduate

Select default page

Pleaze =elect tem which will be dizplayed as the default page of the folder.
’f'T [¥ COLS Undergraduate

’F [& MajorsiMinors/Emphasis
College of Letters and Science Degree

|F [ Requirements

zave cancel
— last modified Feb 08, 2010 11:22 AN
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Adding Other Toolbar Elements to a Page

Other elements can be easily added to a page by using the editor toolbar.

Important Note: You will need to be in edit mode in order to add or change a page, so make sure the

edit tab is selected.

Tables

Tables can be added to a page to show text in a tabular view or to line up pictures within a page.

1. If the page is not currently selected, select the page you would like

to edit in the navigation. Remember, you can tell where you are by Edit page

following the bread crumbs (i.e. | am still editing the COLS

Programs page).

2. If not currently editing the page, select the Edit tab. At the top of the window, it will show the

bread crumbs and below it will show Edit Page.

3. Click in the body text area where you would like to insert the table

4. Selectthe = button on the editor toolbar

Table Class
The table class is the way the table is formatted.

For example, the subdued grid table class is formatted to have thin black lines between all rows and

columns of the table.

The invisible grid table class is formatted not to show the lines between the rows and columns (they are

invisible). The invisible grid table class is good for lining up pictures and text without showing the table

lines.

1. Select the table class you prefer (it is easiest to see
what the table will look like after the page is saved,
published, and you are logged out).

2. Inthe example to the right, the Invisible grid table
class is selected

3. Select the number of rows and columns needed (i.e.
2 rows, 2 columns)

4. Create Headings is automatically checked. If left
checked, this will create another row with default
headings that can be changed simply by selecting

home = programs = cols programs

Table

Table Class |Invisible grid =l
Rows 2

Columns 2

[T Create Headings

add table fix all tables

the text and typing over the top. Uncheck the box if prefer not to have headings added.

5. Select Add Table
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The table is inserted

If no headings are added, the table cells will be very tiny

Click in the cell where you want to add the content and type or add an image I:“:I
Notice how the gridlines for the table show even though | selected invisible grid. They are only I:”:I
showing because | am logged in (this allows me to position the text or picture in the right area).

LN

As soon as | log out and view the page, the lines will be invisible.

Editing a table
If you need to add or delete rows and columns after the table is already added, it can be done by editing
the table.

Some browsers will show the following marks between the cells % —18E- " Use the arrows to add rows
or columns and us the @ to delete columns or rows. These options are not available if using Internet
Explorer.

To edit a table if using Internet explorer:

1. Click where needed in the table
e Rows are added below where the cursor is in the table
e Columns are added to the right of where the cursor is in the table
e Rows and columns will be deleted based on where the cursor is in the table

2. Selectthe = button

i i dd emove
3. Choose the appropriate action on the column orrow ~ -oUmn| ° @ remo
4. Click | = === Row add remove
Table fix remove

The changes should be made to the table

Adding Images
The way images are added may depend on what the purpose of the image will be used for. Regardless
of the use, an image must be uploaded and stored in a folder to be viewed or used within the site.

For example, if | want to add an image to a page | may choose to do so directly from that page. When |
upload the image, | will have to choose where | want the actual image file saved. It is a good idea to
have that folder created before uploading the image.

Adding Images to a Page (that are Insert Image Search
home — internal images
Currently nOt uploaded tO the Plone 2 Home @ . (Parentfolder) Selev:ta_n image from your computer and click ok =
site) O | e
. . . = . Uplead to: Internal Images
1. Click within the body text area of the page o Resentiems el e ey

Title
[Underaraduate

2. Selectthe # button on the toolbar P T -
Note: Since the image has not been

upload image here. 4 | _:I—I

ok cancel reload

where the image should be inserted
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uploaded to the site you must use the navigation to choose where you would like the image
saved. The image will appear on the page, but the image file has to be uploaded to a location
within the site.

3. Navigate to the folder where you will be organizing this particular image. Start by using the
navigation options in the very left column (it may be easiest to start by selecting Home in the

left column)

4. Click upload imags here. at the bottom of the second column

5. Click | B®%s5- " in the third column to choose the image

6. Title the image (i.e. Undergraduate)

7. Add a description for the image (i.e. COLS Undergraduate Photo). NOTE: The description is
very important for an image because it will let individuals with disabilities know what the item
is by the description.

. Scroll down to view or change options for aligning and resizing the image

9. Click OK

The image is added to the page and saved within the chosen folder (i.e. Internal Images).

Adding Images to a page (that have

Insert Image Search
already been uploaded) home — internal images
3 Home @ _ (Parentfolder) Graduate
1. Click within the body text area of the page D curemielder & [ craduste COLS Graduate Photo
. . 122 My recentitems el ® Undergraduate
where the image should be inserted () Recentitems —
2. Selectthe # button on the toolbar Aignment © Lett @ Inline © Right
Navigate to the folder where the image is Size | Preview (400, 400) = -
Text[raduate -
saved (i.e. Home, Internal Images) equivalent
=

4. Select the button in front of image to be
uplead image here..

inserted (i.e. Graduate)
5. Click OK

ok cancel reload

Editing an Image
If the image is not sized correctly it can be edited easily.

1. Click on the image to select it
Sizing handles will appear on the outside of the image
Click and drag the handles to resize the image, or click on the

% putton to open the same window used to upload the image
4. Sizing and alignment options will be available towards the bottom of  wignment © Lot & iniine € Right

the third column size [Preview (400, 400) 7]
5. Select the size preferred
6. Click OK

7. Save the Page
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Changing the display of a page

By default the display of a page is set to view

state:

document.

actions v display v

* view document

home > programs = cols progams

* view Document - If this view is chosen, the  cOLS Programs< Page Title
user will see the page title, description and College of Letters and Science Programs
body text of the page. Programs
i only_show_body_view = If this view is Recognized with more Regents Teaching Excellence Awards than any other UW |

h th ” | th b d text institution, the University of Wisconsin Gshkosh's College of Letters and Science offers
chosen, € user will only see € body tex award-winning programs in the sciences, fine ars, humanities and social sciences.

Of the page. Itis usua“y not necessary to The largest college on campus, students choose from more than 40 undergraduate
i L. L majors and minors as well as numerous emphases, pre-professional programs and
show the title and description, so thisisthe  graduate programs.

Letters and Science students are challenged by a nationally recognized faculty
committed to excellence in teaching, research and semvice. Allowing for hands-on

If the page is not selected, select the page learning, both undergraduate and graduate students have the opportunity to participate
. . in collaborative student-faculty research, internships and study abroad experiences.
Make sure the View tab is selected

Click the Display drop-down menu

view that will likely be used most often.

Select only_show_body_view

vk wN e

By selecting this option, it will get rid of the title and description of the page and will only show
the information that is in the body text area.

Adding Files to a folder

Files can be added easily through the Add New menu. Before the file is uploaded a folder should be

created to store the file.
haome * programs = [-]

Add File

An external file uploaded to the site.

1. Select the folder that you would like to upload the
file to (i.e. Programs Folder)

2. Click the add new menu IE)rniatflzult- Categorization | Dates | Ownership | Setlings
3. Select File |COLS Majors (pdf)
4, Add a title for the file
5. Add a description for the file ?%if:?"?n_ -
A =hort =ummary of the content.

6. Click | Brawss.. College of Letters and Science Majors =]
7. Navigate to where the file is stored and select it (i.e.

COLS Majors.pdf) H
8. Click Save -

The file is saved to the designated folder and can be linked to R:Training\CLASSES\Plane\Flor| Browse...

from a page.

=ave|| « cancel
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Links

There are two different types of links that can be added within a page.

e External Link — Use to link somewhere outside of your site
e Internal Link — Use to link to a content item (i.e. file, page) within the site

Body Text
C I 1 Link H B = 5= = E=204H o
reate an Internal Lin
. . s Normal paragraph hd

1. NaV|gate to the page Where VOU WOUId ||ke to Letters and Science offers award-winning programs in the sciences, fine | =

. P ) arts, humnanities and social sciences. The largest college on campus,

Create the ||nk (OI’ Create a hew page |f |t doesn t students choose from more than 40 undergraduate majors and minors

R R aswell a5 numerous emphases, pre-professional programs and
exist) (i.e. cols programs page) arzcuste programs

. . . . Letters and Science students are challenged by a nationally recognized
2. Select the item text or Image that will be the link faculty committed to excellence in teaching, research and senvice.

Allowing for hands-on learning, both undergraduate and graduate

(i.e. Li n k to COLS M ajors pdf') students have the opportunity to participate in collaborative student-faculty

research, internships and study abroad experiences.

3. Select the = button on the toolbar
4. Start navigating to the linked location by using A e,
the bread crumbs or start by clicking on the Undergraduate Graduéte

W Oshkosh's undergraduate liberal

Through advanced research anc
experiences, the college’'s grade
pregrams prepare students to b
teachers, scholars, researchers
professional leaders

education exposes students to a broad
spectrum of knowledge, and develops
critical thinking and problem-solving
skills essential for success intoday's
society

folder name in the navigation at the left. It may
be easiest to start by clicking the home folder at

the left. Then click on the folder name in the

second column until the desired linked item (i.e. E——— -

4 | a
page, file) shows Insert Link e
5. Select the radio button in front of the item (page, image) home — programs
) i ) 3 Home @ . ({Parentfolder) COLS Majors (pdf)
to be linked (i.e. COLS Majors pdf.) O mrrone PSS et

() My recent items

CliCk OK (7)) Recentitems
Save the page

@ [ COLS Majors (pdf)

The view tab should be selected

Lo N

Test the link. Note: The link can only be tested from the
view tab; it cannot be tested when editing a page.

Create an External Link
External links can be used to create links outside your site and links to e-mail addresses.
Creating links to other sites
1. Navigate to the page where you would like to create the link (or create a new page if it doesn’t
exist)
2. Select the item that will be the link (i.e. ~ External Link
text or image) EQOedtemo this URL: © preview
3. Selectthe @ button on the toolbar Inte:rwww uwosh eduiome

Anchor [top of page (default) =]

4. Type or copy and paste the URL in the

i

box at the top

| UNIVERSITYor | Ssswsess e Aol coseasss csemcwmss |l
5. Click preview WISCONSIN —— r...".v.;.._x.’
6. If the link is correct a preview of the site SHK
will show below s
ok l cancel




7. Click OK

8. Save the page

9. The view tab should be selected

10. Test the link. Note: The link can only be tested from the view tab; it cannot be tested when
editing a page.

Creating links to e-mail addresses

If using Internet Explorer and the whole e-mail address is typed, the e-mail link will automatically be
created as soon as the space bar is selected. If not using the whole e-mail address and/or Internet
Explorer, the e-mail link will need to be created manually.

To create an e-mail link manually: External Link
Linkto url
. . . Link the highlighted text to this URL. preview
1. Select the item (text, picture that will be used TR

for the e-mail link).

2. Selectthe “ button on the toolbar
Type in the white box at the top Preview
mailto:TypeFullEmailAddressHere

(i.e. mailto:training@uwosh.edu )
4. Select OK
5. Save the page o] * cancel

6. Testthe link. Note: The link can only be
tested from the view tab; it cannot be tested when editing a page.

Creating an Anchor

Anchors can be attached to items so that when a link is created it will jump directly to the anchor item.
By default, when a page is linked it will jump to the top of the page. There may be times when you want
to link to a specific area on the page (possibly towards the bottom). Anchors can only be attached to
text that use tyles (i.e. headings or subheadings). In order to link to a specific area on the page, an
anchor must be created first.

1. Make sure the destination text you want to make an anchor has a built in style (i.e. headings or
subheadings). To check if there is a style, click anywhere in the destination text and look at the
style box on your toolbar as shown below:

E B I = £ £=20d0EH wm

I— a—

F— =

Select the destination text

Select the anchor button

Choose the type of style of the selected text

Select the radio button in front of the text that you would like to attach the anchor
Save the page

Navigate to the page that will be linking to the anchor

Select the text

N A wWDN
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9. Create an internal link as indicated in the above directions

10. Once the internal link location is selected the anchor options will be showing in the third column
11. Select the radio button in front of the anchor that should be linked

12. Click OK

home > programs > cols majors (pdf)

Broken Links
If a linked item is being deleted, a warning message Potential link breakage

By deleting this item, you will break links that exist in the items listed below. If this is indeed what you want to do, we recommend that you remove these references first.

will show that the current item to be deleted will have ..o

This File is referenced by the following iteme:

a potential link breakage. Within the warning " coLs Progars Edtin e g

One or more of the items you are attempting to delste may cause nks n your st to break.

message it will show where the link is coming from,

and gives the option of deleting or canceling the
action.

Moving Content Items

There may come a time when you have added a folder, page or other content item to the wrong area of
the site. Moving content can be done easily through the contents tab (this is the better method if
moving multiple items to the same location. If moving an individual item it can also be done by using
the actions drop-down menu of the item (folder, page, file, etc.).

Say | created the Undergraduate and Graduate folders (pages are within those folders) under the root
(home folder). According to the example navigation those folders should have been created inside the
Programs folder. | don’t have to recreate the folders and pages; | can simply move (cut and paste) the

items into the appropriate area (i.e. Programs folder).

Improper Navigation Proper Navigation Structure

Undergraduate

select: all
size modified state order
Click on the home folder @
1kB | Jan 21, 2010 04:05 PM | Private
Select the contents tab l'f P et N
kB | Jan 21,2010 02:10 PM | Private
3. Click the checkbox in front of the content item(s) that need to [ | 0 Events 1% | Oct29, 2008 0218 71 | Publsned | -
be moved (i.e' Undergraduate and Graduate folder). 7 | £ main images 1kB | Mar 0§, 2009 01:35 PM | Published | =
- [ Hews 1kB | Jan 08, 2010 04:15 PM | Published | =
4' SeIeCt the CUt bUtton 7 | COinternal images | 1 kB | Jan 20, 2010 04:01 PM | Published | ::
[T | B COLSHome |1kB | Jan 20,2010 04:08 P | Private

copy| cut| renams|| & paste delete change state;

— last modified Aug 05, 2008 04:13 PM
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5. Click on the title of the folder where the item(s) should be moved (i.e. Programs folder)
6. Select the Paste button
7. The item(s) have been moved to the proper area of the site

Publishing Multiple Items within a Folder

It is much faster to publish multiple items within a site by publishing whole folders and all items within
the folder. Be careful when using this method because this will publish all items within the selected
folder (i.e. subfolder, pages, etc.). Publishing multiple Items can be done one of two ways, depending
on what needs to be published.

For example, if you want to publish only one folder and all contained items within just that folder, it can
be done through the state drop-down menu from the folder.

If multiple folders on the same level need to be published, the easiest way to do so would be to use the
contents tab.

Publishing an individual folder (using the actions e ——

- home > programs
dI‘Op down menu) Publishing process
1- SeleCt the f0|der tO publ |Sh (|e An item’'s status (also called its review state) determines who can see it Another way to
Programs folder)

control the visibility of an item is with its Publishing Date. An item is not publicly
searchable before its publishing date. This will prevent the item from showing up in
portlets and falder listings, although the item will still be available if accessed directly
via its URL.

publizh

2. Select the state drop-down menu submit for publication

Affected content

3. Select advanced

- title: size modified state
4. Notice the folder selected is showing. P | ©Proarams | 118 | lan®1. 20002100 | Prvee
Below the folder there is a check box |¢'7r.|‘:>d:djwmnﬁ:f‘nlte"\:s\f the status of all content in any selected folders and thei
gubfolders.
to Include contained items Publishing Date
The when the item will be published. If no date is =elected the item will be published
5. Check the box in front of include contained items to publish ey }
all content within the selected folder EEETE
The date when tF Tl Iy make the tem invisible for others at the

(i.e. in the example this will publish the following items: l_;lil—_l =Tt
* Programs (fOIder) Cc.;\TnLellls to the publishing history. If multiple items are selected, this comment will be
o COLS Programs (default page) e -

e Undergraduate (folder)

o COLS Undergraduate (default page) =

Change State

o MajOrS/MinOrS/EmphaSiS (page) S:s:s-znr;]gzals for the selected tems
. ™ Submit for publication
o Requirements (page) & Pubtian
e Graduate (folder) sod[Fenes]
— last modified Jan 21, 2010 02:10 PM

o COLS Graduate (default page)
6. Select Publish at the bottom of the page

7. Select ==

ltem =tate changed.

%

©

The selected folder (i.e. Programs) and all items within the folder have been published
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Publishing multiple folders within the same level et e T

- @ H™
(using the contents tab) Plone Training
. . . . . . select: all
Publishing multiple folders within the same level can be done by using = e =5 os
the contents tab. B | Dragame |18 | Jan21, 20100200 P | Prvate | -
@ | [0 About Us 1kB | Jan22,20 2 Al e
[ | [ COLSHome |18 | Jan20,201004:08 FIf | Frivais
1. Select the home folder [ | Cyevents 1kB | Oct29,2009 02:18 PM | Published | :
2. Select the contents tab [ | 03 mainimages | 1kB | Mar 08,2009 01:35 PM | Published | :
. . R | C3News 1kB | Jan 06,2010 04:15 P | Published | -
3. Check the boxes in front of the items to be published e I — rry TR =
4' Se|GCt Chﬂng& state copy| cut] & & delete| change state
5 — last modified Aug 05, 04:13 PM

Notice all of the folders selected are showing. Below the
folders, there is a check box to Include contained items
6. Check the box in front of Include Contained Items to publish all content within the selected
folders (make sure all items in the folder should be published before choosing this option)

In the example this will publish the following items: %
e About Us (folder)

Publishing process

Anitern's status (also called its review state) determines wha can see it. Another way to

o COLS About Us (default page)

control the visibility of an item is with its Publishing Date. An item is not publicly
9 COLS ContaCt US (Page) searchahle before its publishing date. This will prevent the item from showing up in
portlets and folder listings, although the item will still be available if accessed directly
e Programs (folder) Jia its URL

Affected content

o COLS Programs (default page)
e Undergraduate (folder) ; DPwJ - 1mlf:. tato
o COLS Undergraduate (default page) W | (aboutus | 16&  Jan22 20100542 411 | Priaic

o Majors/Minors/Emphasis (page)

[¥ Include contained items

i will attempt to modify the status of all content in any selected folders and their

o Requirements (page)

L4 Graduate (folder) ! : item will be published. If no date is selected the item will be published
o COLS Graduate (default page) - HMf- HHe-H-HF-

Expiration Date

Comments

Publishing Date
T when the item a

7. Select Publish at the bottom of the page

8. Select ==

ple items are selected, this comment will be

ltem =tate changed.

The selected folders and all items within the folder have been
Change State
pUthhEd 355:3“* new state fi

" Nochange
" Submit for publication
' Publish

Retracting Items _
There may be a time where an item(s) need to be changed back to — fest medified Aug 0%, 2008 04:13 P

a private state. This can be done by retracting individual or multiple items just as discussed with
publishing items.

1. Choose the way you would like to retract the item depending upon what item(s) need to be
retracted (one item , whole folder and/or contained items, multiple folder and/or contained
items)

2. |If selecting multiple items on the same level then the contents tab will need to be used
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3. Select Include Contained Items if you would like to retract all items within the selected folder(s)
4. Select Retract or Send Back depending on the privileges you have on the site.

Managing Content view _
display ¥ addnew.. v
Managing content can be done easily through the contents tab. .
ging ¥ g @ Plone Training
The contents tab allows you to copy, cut (move), rename, delete,
zelect: all
Change State and reorder items. title: size modified =tats order
— (2 Programs 1kB | Jan 22, 2010 08:55 AM | Published | =
Copy, Cut, Rename, Delete, Change State | 03 Aboutus 1kB | Jan 22,2010 08:55 AM | Published | :
To use the copy, cut, rename, delete and change state: [ | @ cOoLSHome | 1K | Jan20, 2010 0408 P | Private | -
| 3 Events 1kB | Oct25, 2009 02:18 PM | Published | =
1. Select the check box in front of the item(s) that you [ | ©ymainimages | 1kB | Mar 06,2009 01:35PM | Publshed | :
. . lews 1kB Jan 06, 2010 04:15PM | Publizhed |
would like to take the action on 0o - -
. . — 3 Internal Images | 1kB | Jan 20, 2010 04:01 PM | Publizhed | =
2. Choose the appropriate action (copy, cut, rename, delete
copy)| cut] rename delete change state
or Change State) — last modified Aug 05, 2008 04:13 PM

Copy or Cut
If using the copy or cut action, navigate to the appropriate area where the items should be pasted (by
clicking on the title of the folder to open the item). Then select the paste button.

Rename
If using the rename action, type in the new title for the selected item(s)

Change State
If using the change state action, choose the appropriate change state option at the bottom of the
window.

Reordering Items
Reordering Items will change the sequence they show in the navigation. Reordering items can be done
using the order column on the right side of the contents tab window.

1. Make sure the contents tab is selected for the appropriate folder (i.e. home)
Note: It is easiest to start at the home folder and then drill down from there if needed.
2. Inthe order column click on the | button in the row of the item to be reordered

Drag and drop the item straight up or down to the chosen location
4. The navigation will be reordered

Page 29



Adding other Content Items
Adding Events

Events can be added to show upcoming events in your area. If a
calendar portlet is displayed event dates will be bolded.

1. Select the Events folder
Note: There is a collection in the events folder called Past
Events. The collection is used to manage how the events appear
in the portlet. The collection should not be deleted.

Select the add new menu
Select event

Title the event

Add a description for the event
Type or copy and paste the Events
body text

7. Format the body text as

Programs

o vk wnN

UPCOMING EVENT S
\y Test Event Jan 22 2010

needed using the toolbar

8. Fillin any other information
necessary
9. Select the save button

Just like any other content item on the site; events need to be published
for visitors of the site to see them.

Select the state drop-down menu
Select publish

Add Event
Tive -

Description

We offer you the best in chamber music

==l @for =l [os =l[Fm=l
B e e B e | |

xxxxxxxxxx

The event will show in the events folder as well as the events portlet on the right or left side of

the site. Note: The events folder does not need to be published for the events to show in the

events portlet (only the event itself needs to be published).

If an event is past and you would not like it to show in the previous events portlet it can simply be

retracted.

Adding News

News can be added to inform users what is happening in your area.

1. Select the news folder
Note: There is a collection in the news folder called News. The
collection is used to manage how the news items appear in the
portlet. The collection should not be deleted.

2. Select the add new menu

3. Select news

[Ccontents 1| views | [Cedt ]| |[Crutes ]| |["sharing

actions v display ¥ addnew.. v  slate:

home > news
News
Site News
title author type modified
@ Hews | ploneadmin | Collection | Oct 29, 2008 01:28 PM
Send this Print thiz
History
— last modified Jan 08, 2010 04:15 Pl

The Chamber Arts Series announces its 42nd season

v
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4. Title the news item

5. Add a description for the news item hemo = nowe = stdentntra el atene namsas race meai

6. Type or copy and paste in the body text .

7. Format the body text as needed using the toolbar 'ii:if:f‘imems R RUSSE TSNS SRR Tane
8. Image: Select the browse button to add an image to the news j

article
9. Image Caption: Add a caption to the image |
10. Click the save button

Just like any other content item on the site,
news items need to be published for visitors

of the site to see them.

Select the state drop-down menu

Events

Select publish
The news item will show in the news

folder as well as the news portlet on Student i heip ciente Changenoie
. . . r_'frr;e-z-z interactive media Jan 22, =
the right or left side of the site. 2018

More news..

If a news item is old, it can simply be retracted or deleted and will not show in the news portlet.

Manage Portlets

Managing portlets can be done depending on the privileges set on the site. Manage Portlets can be
used to add, edit, delete, or move items to the left or right side of the site (such as Navigation, Calendar,
News, Events, Static Text, and Call to Action items).

Most Commonly Used Portlets:

e Navigation: Used for site navigation

e Calendar: Show a calendar month with bold/highlight dates and linked dates for events.
e Event: Shows upcoming events based on publish state.

e News: Show news items based on publish state

e Recent Items: Displays a specific number of recent items by date modified

e Static Text: Displays text that doesn’t change or a list of links

Add Portlets [Add portiet . =]
1. If privileges to manage portlets have been set, you will see 202a= scti=k gn the Portlets assigned here

= Navigation

left or right side of the main content area below the last portlet item (i.e.

Navigation, Call to Action, etc.) oGk unblock portiets

2. Click Manage Portlets Farent portets: [Dg not block 7]
You can add items to either the left or right side of the main content area

Group portlets:
IUse parent settings 'l
Content type portlets:

IUse parent settings 'l

zzve settings
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Call to Action Portlet

Call to action portlets are an easy way to display a tangible action that you would like a visitor of the site

to take. For example, a tangible action for a UWO Web site may be to have a visitor apply to UW

Oshkosh online. This would allow the user to click a button and apply online through a form submission.

1. SelectlAdd portiet . =] o either the left or right side
of the window (depending on what side you want the
portlet added)

2. Select| *ddCallTo Action

Text that shows up: Type the text the visitor of the site
should click on (i.e. Apply to UW Oshkosh)
4. Link it goes to: Type or copy and paste the link you would
like the visitor to see (i.e. https://apply.wisconsin.edu/)
5. Click Save

The portlet will be added to the area of the site specified.

Static Text Portlet

home = +
Add Call To Action

This portlet allows you to add call to actions.

Cenfigure pertlet

Call To Action =

CallTe Actions
=

Delete? Text that shows up Link it goes to

‘;12121‘-;' to UKD :.' hitps:ifapply.wisconsin.

Remove Selected Call To Actions Add Call To Action

2ave cancel

Static text portlets can be used to display information that doesn’t change often. For example
you may want to use a static text portlet to display contact information

1. |If privileges to manage portlets have been set, you will see
left or right side of the main content area below the last portlet item (i.e.

Navigation, Call to Action, etc.)

IMansge portlets 51 the [Add portlet . =]

Portlets assigned here

L = Call To Action
2. Click Manage Portlets - contact e
3. Select|Add portlet =]y the left or right area of the window depending on
where you would like the portlet to be added Blockiunblock portlets

4. Select Static Text Portlet Barent o .

arent portlets:
5. Type in a portlet header (i.e. Contact Us) |Da not block vI
6. Type in the text area (i.e. Contact Department, Address, Phone, Email) Srous sariete:
7. Select save -

The saved portlets show under the portlets assigned here

Delete Portlet

1. Click on the X next to the portlet you would like to delete (there is no warning or

undo; it will just be deleted).

Move Portlet

|Use parent seﬂingsj

Content type portlets:

|Use parent settingsj

save settings

Items in your portlet can be reorganized easily by using the up and down arrows to the left of the portlet

name.

1. Click the arrow up or down to reorganize the items in the portlet
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Edit Portlet
1. Click on the name of the portlet you would like to edit
2. Depending upon the item you click you will have different options for editing that specific

portlet
3. Make the changes
4. Click Save
Sharing

Sharing certain parts of the site can be done though using the sharing tab on specific items throughout
the site. Be very careful when sharing because by default sharing privileges set will be inherited from
higher levels unless specified otherwise.

For example, if you share the root of the site, any other items added or currently within the home folder
will inherit those permissions, unless otherwise specified. Items within a folder also automatically take
on the permissions that have been set for the folder.

Setting permission for the whole site
1. Click on Home
2. Select the sharing tab (note: this will only be seen is specific privileges have been given)
3. You will see the following IMPORTANT message at the top of the window

“ou are adjusting the =haring privieges for a default view in a centainer. To adjust them for the entire container, go here.

4. Itis very important to select the ] .
Sharing for "Plone Training"

You can control who can view and edit your item using the list below.

go here link if you would like to

share the whole site. If you do [Searcn for user or aroup A sezarch

not click this link before Sharing it userigroup can can can can
= add edit view review

will only set the specified 2 Logged-n - -l -

uzers

privileges on the home page
. a0 here ¥ Inherit permissions from higher levels
5. Click enere. By e : e ot

6. Type in the box to search for a

user or group
7. Select search
8. Assign the appropriate privileges to the specific user or group

e Add - Add content the site

e Edit — Edit items in the site

e View — View private items in the site

e Review — Publish items in the site
9. Select save

Removing permissions to specific areas of the site
If the whole site has been shared and there is a part of the site that should not be shared, the inherit
permissions from higher levels will need to be unchecked.
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4.
5.

Navigate to the items that should not have extra sharing permissions

Select the sharing tab

Change the permission for the appropriate user or group by removing the check box(s) for the
specific permissions (can add, can edit, can view, can review)

Uncheck inherit permissions from higher levels

Select save

Adding permissions to only specific areas of the site
Specific areas of the site can be shared without sharing the whole site.

1. Select the item that should be shared

2. Select the sharing tab

3. Type in the box to search for a user or group

4. Select search

5. Assign the appropriate privileges to the specific user or group
Important: If permissions are being set for a folder, the items within the folder automatically
take on the same privileges that are set on the parent folder, unless otherwise specified.

6. Select Save

Locking and Unlocking

You may find it necessary for more than one person to have access to edit your Web site. With the

automatic lock and unlock feature, if there is a user editing a page it will automatically be locked.

Notice that it says who locked the item and how long ago it was locked. If you know that the user who
has it locked isn’t making any changes (i.e. it has been a long time since they locked it), you can go ahead
and select the unlock button so that you can make your edits.

Welcoms! You are now logged in.

Thiz item was locked by Training 1 minute ago.
If vou are certain this user has abandoned the object, you may | Unlock | the object. ou will then be able to edit it.

Once the person editing the content selects the save button, the content is unlocked for others who

have permissions to edit.

What do I need to do before requesting the site go-live?
Going-live means replacing your existing site with the new site Web address ("URL"), or if you did not

have a site, this will make the new site available to the public.

Before requesting the Web site goes live, the following steps are recommended:

1. Verify all needed content from the existing site has been transferred to the new site.

2. Check that all folders, pages, files and images are in the correct "state" (published vs. private).

Page 34



Check that any content that should be private is indeed private (not publicly visible).

Read and edit all the content and verify grammar and spelling, ideally including search engine
keywords where possible.

Have the necessary people within your unit review and approve the site, as well as test for
broken images and links.

If needed, inform your user community of the site go-live date. They may need to update
bookmarks and links to the new site.

When ready, let IMC know by either e-mailing Jamie Ceman (cemanj@uwosh.edu) or calling
(424-0821). You can choose a specific date, or you can tell us to proceed as soon as possible.

You can also request Web analytics be installed on your site at that time.
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