Using WebCMS 7: Basic
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Objective

¢ An understanding of WebCMS 7

¢ L ogin using SJSUOne

e Make basic edits to your webpage

e Publish your website

e \View your website online !




Agenda

e Section 1: WebCMS 7 Overview

e Section 2: Introducing the User Inteface

e Section 3: Templates Overview

e Conclusion




WebCMS 7

¢ A Content Management System (CMS) is an application that helps content
managers to create and maintain websites

e WebCMS 7 is SUSU’s implementation of OpenCMS 7.0.3

e WebCMS 7 uses XStandard as the default WYSIWYG editor




WebCMS 7

e WebCMS 7 was launched on February 6, 2008
* Driving factors include accessibility, usability and flexibility
e \Website using WebCMS 7 include

- Accessibility (www.sjsu.edu/accessibility)

- Human Resources (www.sjsu.edu/hr)
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New & Enhanced Functionality

e Authentication using SUSUOne
e Accessible templates !
¢ | inks Manager
- Warning messages if, have broken links while publishing your website
e Smart & Efficient Publishing Manager
- Publish your website in the background !
- View publish history
e XStandard - WYSIWYG Editor
- Helps create content that validates
- Customer support from XStandard
- Workson IE 7!
e Password protect webpages




WebCMS 7

e \WebCMS 7 has 3 types of access levels
- View (view only)
- Editor (view and edit only)
- Manager (view, edit and publish)

o| ock & Unlock
- Happens while you edit a webpage
- Always unlock after you have edited your webpage

e Timeout set to 10 minutes
- Always use a new window after timeout




WebCMS 7

e Helpful Resources
- Online FAQ
- Link on the login page

e Technical Support
- www.sjsu.edu/webservices/support
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WebCMS 7

e Advanced workshop will cover
- Everything you need to know about templates
- Advanced web editing skills using XStandard
» Tables, Forms, Anchors, Insert Flash, Galleries

e Your website is live now, what happens next ?
- Search Engine, Urchin, Links Manager, AccVerify
- webcheck.sjsu.edu




Website Rollout
Process : Development

e Your website will be visible at
http://dev.sjsu.edu/#sitename

- Real time updates
- Testing only — do not promote
- All content is public
e Check site for accessibility problems

- www.sjsu.edu/accessibility/web/resources/evaluation
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Website Rollout Process

e Step 1: When your site is ready to go live, inform the University
Webmaster.

e Step 2: University webmaster works closely with the, Webservices Unit
and other units on campus (if, required) in rolling out the new website.

http://www.sjsu.edu/webservices/services/administrative/
process/
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Website Rollout Process

e Step 3: After go-live, your website will be visible at
- http://stage.sjsu.edu/#sitename
» real time updates , testing only - do not promote
- http://www.sjsu.edu/#sitename
» 15 minutes delay, promote this URL
e Your website is live now, what happens next ?
- Search Engine, Urchin, Links Manager, AccVerify
e webcheck.sjsu.edu

All content Is public
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—ssential Editing Tasks

® Login
e Set project (set startup preferences)
e Browse site
e Edit pages
- Create/edit links
- Create/edit headings
- Create/edit lists
- Save and exit
e Publish
e | og out
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Log In

e Wwww.sjsu.edu/login

e WebCMS 7

e Tower ID

e SUSUOne password
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Set Project!!

e Do not edit pages in the Offline project

e Select your project from the drop-down

*J http:/iwebcms.sjsu.edu - OpenCms Workp

_‘ Project : Offline vl c) Publish {
I Online A
) @Back Accssibilit “New [
5]5U SL Offline

S acce SJSU CATS

D cats

16



Start with project

e |f you only work with one site/project, have WebCMS start with that project

Preferences

workplace: Explorer ’ Dialogs ‘ Editors User Data

— Startup settings

Languaqge English v Start with site sjsu subsites v ‘

Start with project ¥ Offline iv| Start with folder |/ 3
. _ Online |
Start with view Accessibilit [ restrict explorer view

Offline
SISU CATS
— General options
Head button style | Image and text v ] Use Upload-applet
Report type Extended v [ show publish notification popup
Time Warp - E x

[ Set [ Ok ] Cancel ]
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=Xplorer View

e Explorer View lets you see site structure

¢ |_eft pane for folder hierarchy

¢ Right pane for Web pages
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| eft

Pane

e Click the plus to open a folder
¢ Click the minus to close a folder

G)jj ati

s1su subsites

f Cj accessibility

.0 _specialcontent

atl_team
ISSUEes
meaning
policies

colhinitiane

900
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Right Pane

e Click a folder’'s name to open it

| Mame

| Title

mMMmPErEErErERRRR& D E

_specialcontent
ati

docs

faq

forms

I

links

news

pics
procurement
resources

training

! lact.htm

index.htm

Contains Address and default Picture Col -

ATI Task Force
Accessibility Downloads
Frequently Asked Questions
Accessibility Forms
Instructional Materials
Accessibility Links

MNews

Accessibility Images
Procurement

Resources

Training

Web

Contact Us

Wweb Accessibility @ SISU
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Right Pane

¢ Click a folder’s icon to access its menu

[}

raining

Lock
Locked resources

Publish directly

Copy
Rename/Move
Delete

Undo changes

Relations

Permissions
Change navigation

Advanced

History
Properties

Iraining
Web

Contact Us

Wweb Accessibility @ S1ISU
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Right Pane

e Click a file name to open it in the editor view

(3 web_time Timelines
(3 webrmasters For Campus Webmasters
£ SISU Web Accessibility
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8BasIC

—diting

e Open in editor

e Changing text

e Formatting text

e Creating/changing links

e Creating headings

e Creating lists

e Saving changes
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Open in editor

sé State University : Accessibilit

| ] | ]
. After CI ICkI n g the File Edit View History delicio.us Bookmarks Tools Accessibilty Help
O {:) O\ TAG 2" http:ffwebcms. sjsu.edujopencms703/apencms/accessibility fwebjinde ‘f/ @ oQ
n
n a m e Of 't h e fl | e (&) Disable O £ Cookies O 155 O = _|Forms © |4 Images © @) Information © ('Miscellaneous © .~ Outline O ,, :Resize 0 ,_)" Tools O QView Source O - Opti
) i‘Reports O - Navigation © [ Text Equivalents O &} Scripting 0 < 4 Style O « validators O f Tools O Keyboard O & Options 0 "4, Zoom In  100% (< Zg
> -
click the “target” icon
p Home ATI Task Force Instructional Materials Procurement Web News Resources FAQ
section you want
S1SU Home : Accessibility : Web
[ ]
to ed It éprint ernail
| |
Committee SJSU Web Accessibility
Plan
Timelines The power of the Web is in its universality. Access by everyone regardiess
disability is an essential aspect. - Tim Berners-Lee, Inventor of the World Wide
Legal Notice Web
The Critical List . I X X
Universal accessibility to the Web means that all people, regardless of their physical
WEB Mailing List or developmental abilities or impairments, have access to web-based information and
services.,
Mew and Redesigned
Sites The San José State University website, along with all related subsites and affiliated
- Web Resources websites, must be made accessible to the disabled per Section 508 standards.
Quick Links
Committee
ATI Success SJSU ATI Web Accessibility Committee members
Statements @ Plan -
. SJSU ATI Web Accessibility Plan
San José State . .
University: Hurman TIL“NBS . . i
Resources website SISU ATI Web Accessibility Timelines
(largest on sjsu.edu) is Legal Notice
i |- J—
:;f,e,zsa'f:el's, ;e,JIEEMhEd Legal Notice Regarding the SISU University Website
The Critical List
STI Task Force List of sites that are critical to a student's success
ne Washington Square - X
San José, CA 95192-0026  YWEB Mailing List o
How to join and use the WEB mailing list
New and Redesigned Sites
Contact us | Campus map Request form for sites going live
Web Resources
Resources to help you make your site accessible
HiSoftware accYerify
Software for automated site testing
Vo o Yooh Chol ~ Vel dmdim I e i e LAl ok b
Done o
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%) (scot.close) - Editing faccessibilityfweb/index. htm - Mozilla Firefox

File Edit View History delicio.us Bookmarks Tools Accessibility Help

0'0
o.o

http:/fwebcms.sjsu.edujopencms703/opencms/systemfworkplace/edi ;, t (%) >

)Om

Columnl W =0 "4
| R | N |
BEOOE B BE8|EEx

Element | English

a= =

=n 3}

The power of the Web is in its universality. Access by everyone reqardless of disability is an essential aspect. -

Tim Berners-Lee, Inventor of the World Wide Web

‘\rl

HE | e ®aw| e8| — @le[Q]X

Universal accessibility to the Web means that all people, regardless of their physical or developmental abilities or

impairments, have access to web-based information and services.

The San José State University website, along with all related subsites and affiliated websites, must be made accessible

to the disabled per Section 508 standards.

Quick Links

Committee

SISU ATI Web Accessibility Committee members
Plan

SISU ATI Web Accessibility Plan
Timelines

SJISU ATI Web Accessibility Timelines
Legal Notice

Legal Notice Regarding the SJISU University Website
The Critical List

List of sites that are critical to a student's success
WEB Mailing List

How to join and use the WEB mailing list
New and Redesigned Sites

Request form for sites going live
Web Resources

Resources to help you make your site accessible
HiSoftware AccVerify

Software for automated site testing
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Changing Text

* To change text, use the editor like you would use a word processor

e Enter key starts a new paragraph

e For a new line without a new paragraph,
use Shift+Enter
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Formatting Text

e To emphasize a word or phrase in a paragraph, select the word or phrase and
click the Bold or Italic button in the toolbar

e To format a paragraph, select the paragraph and choose a style from the
drop-down menu
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Available Styles

e Heading 2 through 6

e Bold, Italic

e Superscript, Subscript

e | ong quotation (indented)
e Short quotation (“...”)

e Computer code

e Boxed (inside gold box)

e Other?

MNone

Heading 2
Heading 3
Heading 4
Heading S
Heading 6

Bold

Italic
Superscript
Subscript

Long quotation
Short quotation
Computer code
Boxed

Float image left
Float image right

Jyenta

[u 1l
iliti
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Hyperlinks

e New internal link

e New external link (outside sjsu.edu)

o Edit link

e Remove link
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Create an Internal Link

e Select text to be made a link

e Click link icon in toolbar @&

¢ Click folder icon

) http:/iwebcms.sjsu.edu - New link - Mozilla Firefox E]@ Q@@

Link URL:

Target: Same window

Title:

[ Ok | | cancel |




Add New Link

e Browse to folder that contains target page

¢ Close browse window

) http:/iwebcms.sjsu.edu EHE] Q@®

* URL appears in field .01 procurement
. [ resources
- . training
@ web
| ¢ background
1.0 critical
1.0 first_year
1.0 legal
1.0 links
mailinglist

e Click OK

) http:/Aiwebcms.sjsu.edu - New link - Mozilla Firefox @@ E]@@

process

3
Q new
{2

Link URL: /faccessibility/web/resources/

1. checkpoints

1.0 reference

1.0 tools
 [F] index.htm
1.0 software
1.0 statement
. web plan

IEEEETYETEYTE |\

Target: Same window v

Title:

Lok ] [

javascript:openTreeWin('NEL', ‘'neulink!, document); @ € 2Errors ..
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Create an External Link

e Select text to be made a link

e Click link icon in toolbar

e Enter the URL

e Click OK
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—dit a Link

e Double-click the link text

Hyperlink properties @

e Enter the new URL General | advanced | Custom
N GEDTCL Y (opencmsfaccessibilitywehbiresource sy
Description

e Click OK

Open in new window v

Access key

Character set

Coordinates

Language code

Relationship v
Reverse relationship v
Shape [None] v

Tabhing sequence

Content type

oK [ Cancel




Remove a Link

e Right-click on the link text

e Select Hyperlink > Remove

Il does 10D

N R T AR RRE R RLE T

Paste
Select all

Find [ replace

Toolbar

4

Definition list  »
Properties

Taq list

Editor >

mateld 1 %e 'o_'}r.;
' - ’. ’ "{4..-:

o s Aol

Remove

Hyperlink properties
Save Lo my computer




Headings

e Use appropriate headings

e Heading applies to a block of text

¢ Click inside text

e Select heading from styles menu

® Be sure headings are correctly ordered
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Lists

e Use lists for groups of related items

e Ordered (numbered) list

e Unordered (bulleted) list

e Creating lists

e Editing lists
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Creating Lists

e One item per line (Enter after each one)

e Select all items

e Click desired list icon
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—diting Lists

* Right-click on list item
e Select Bulleted (Numbered) list from menu

e Choose desired action

JINE=1]

: Paste )

¢ Select all Ma
Find [ replace

- Toolbar >
Hyperlink >

TRGHEEGEEEEN S Create sublist
Properties Remove sublist
Taq list Insert item above

] . Insert item below

Editor >

Move item down
Select list

Select item

Delete list
Delete item

Change to numbered list

List properties
Item properties




Save and Exit

* To save your changes and stay in the editor, click the Save icon |3

e To save your changes and return to the WYSIWYG view of the page, click the
Save and Exit icon m

* To exit without saving any changes, click the Exiticon  ¢¢

SCDORERIDIREEL RPN IRIETO
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Publish

e Publishing site makes changes public

e Immediately visible at dev.sjsu.edu/sitename

¢ After a site is launched, visible at stage.sjsu.edu/sitename
¢ \/isible at www.sjsu.edu within 15 minutes

e Some users do not have publish permission
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Publish Site

e Click Publish icon | ') Publish

LR b project

—Resources to be published

These resources will get published (1) " Related resources . Print
I1|L|s| Name | Title
(5‘ P Jfaccessibility/web/index.htm ATI Web Accessibility Team

Publish with related resources

Do you really want to publish the all the modified resources in project "Accessibility"?
Ok Cancel




Queue

e Site is published in the “background”

e Click Queue icon to view Q’) Queue

— Publish queue

Publish queue (1) . Resources [ Print
S | #v | Project In queue since User | Files |
J\\ 1 Accessibility Apr 4, 2008 at 3:47:32 PM scot.close 2

—User's last published

User's last published (10) 9 Print
v s | Project Start* Stop User | Files |
\)% " Accessibility Apr 4, 2008 at 3:46:25 PM  Apr 4, 2008 at 3:46:27 PM scot.close 1
3% " Accessibility Apr 4, 2008 at 3:46:02 PM  Apr 4, 2008 at 3:46:10 PM scot.close 1
ug VOpenCMS Test Mar 24, 20038 at 11:48:27 AMMar 24, 2008 at 11:48:28 AM scot.close 1
J\\ " Accessibility Mar 24, 2008 at 11:47:02 AMMar 24, 2008 at 11:47:14 AM scot.close 1
Q% " Accessibility Mar 24, 2008 at 11:44:07 AMMar 24, 2008 at 11:45:22 AM scot.close 295
\{ +” Accessibility Mar 24, 2008 at 11:43:16 AMMar 24, 2008 at 11:43:16 AM scot.close 1
J\\ " Accessibility Mar 24, 2008 at 11:25:55 AMMar 24, 2008 at 11:25:56 aM scot.close 1
O% " Accessibility Mar 24, 2008 at 11:16:09 AMMar 24, 2008 at 11:17:22 AM scot.close 295
ug & Offline Mar 24, 2008 at 11:14:07 AMMar 24, 2008 at 11:14:30 AM scot.close 40

J\\ +” University Help Desk Mar 4, 2008 at 4:25:35 PM  Mar 4, 2008 at 4:25:56 PM scot.close 105




View Publish Report

e Click “magnifying glass” icon

— Publish report for project Accessibility by user scot.close started at 4/4/08 3:47 PM

Publishing resources ...

Publishing folders ...

(1 /1) Publishing folder faccessibility/web/test/testy ... 0.k,

... finished publishing folders

Publishing files ...

(1/1 ) Publishing file faccessibility/web/test/test/index.htm ... 0.k,
... finished publishing files

Statistics: published files: 1, published folders: 1, deleted folders: 0, duration: 00:00:00
... the resources have been published

Exporting Non-Template Resources ...

... exporting Non-Template Resources is finished.

Exporting Template Resources ...

( 1/ 2 ) Exporting faccessibility/web/test/index.htm ... 0.k,

( 2/ 2 ) Exporting faccessibility/web/test/test/index.htm ... 0.k,

... exporting Template Resources is finished.
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Log Out

¢ \When finished, click the Exit icon

lose) - Mozilla Firefox

plorer

Preferences (g Help

RELDEX

Exit [® OpENCMS

iccessibility/web/

v

Type

Date last modified

Date released

Date expired

faldae-

A0 2.1 NikA
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ltems to cover Include

e Homepages Only!

e University Web Templates 3.x

e Homepage template features

e (Guidelines for web content
- Information architecture
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University Web Templates

e L aunched in November, 2007

e Aesthetic infrastructure/look-and-feel for the sjsu.edu
domain

- CSS / Styles framework (fully)

- Layout & Content flexibility
* Provide a more intuitive navigation and layout
e Support Section 508 accessibility guidelines

e Maintain uniformity and consistency across all university
websites

e Allow options for content and media flexibility
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Three Page lypes

e Homepage
¢ |Intermediary Page

e Endpage
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Three Page lypes

e Homepage
* Intermediary Page

e Endpage
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Homepage Features

e SJSU Banner
* Primary Navigation
e Breadcrumbs

e Print / Email icons

e Full-width Field

e Page Title
¢ Columns for content
e Quicklinks (or other)

e Contact Information




guick peek




Homepage Template Variations

- Homepage
- 1col
- 1col w/fixed image col
- 2col uneven cols

- 3col
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guick peek




Demo

e Edit site
- change the template

¢ Publish site
- visible at dev.sjsu.edu/sitename
- your page should validate successfully!
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Guidelines for Web Content

e See Guidelines for Web Pages Inside sjsu.edu

- http://www.sjsu.edu/webservices/services/quidelines/

e Always keep accessibility guidelines in mind when creating/developing
content

e Be mindful of column dimensions
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please give us your feedback

-~ feedback form linked from login page




WebCMS 7

8SasIC
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