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| nt roducti on

OU Campus is designed to be an easy way for users to edit and manage web pages without

any coding experience. Tohelpyouwith your OU Campus experience, weA
End-User Guide. It explains common functions in OU Campus such as how to log in, how to

edit and publish pages, how to upload images, and other functions.

In addition to this guide, help for OU Campus can be f ound on our support site at:

http://support.omniupdate.com/

The support site provides comprehensive documentation for OU Campus and all its
features, from tutorials to configuration options to archived traini ng sessions. It can be
accessed directly from OU Campus via the Help link in the upper right -hand corner of the
interface. The support site is free to use and available to everyone; we encourage you to

make use of it if you have questions.

Additionally, there are in -context help links located throughout OU Campus, marked by a
guestion mark symbol. These links provide explanations for specific areas/tasks, and point

to the relevant page on the support site.

Each month, OmniUpdate holds a Monthly Orientat  ion Training webcast. These sessions
provide an overview of how to use OU Campus and are open for anyone to attend,

whether you are a new user who needs an introduction to the CMSor a returning user w ho
could just use a refresher. You can get more information and register for the next session

at:

http://support.omniupdate.com/oucampusl0/about/training/monthly -orientation.html

Finally, vy o uadmirismatots aré alsb available as help resources should you
have guestions about OU Campus or are running into an issue. Directly contacting the
OmniUpdate support team is restricted to key administrators only.



http://support.omniupdate.com/
http://support.omniupdate.com/oucampus10/about/training/monthly-orientation.html
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Logging | n

Logging into OU Campus can b e done via two ways. One is to navigate directly to a URL
within OU Campus; if you are not logged in, you will then be prompted to do so. The other
is via a DirectEdit link. DirectEdit links are placed on every published page in your website.
Clicking a DirectEdit link logs you into OU Campus and takes you directly to editing that

page.
To log into OU Campus via DirectEdit:

1. Navigate to the desired page on the live website.
2. Click the DirectEdit link on the published page. For your site , the DirectEdit link is
the copyright symbol.

’ROY RESOURCES

UNIVERSITY.
Emergency Information  Stude _omplaints FeedbackForm  Student Disability Services Employment Net Price Calculator

Troy University Social Media
Troy, Alabama 36082

18004145756
ask@troy.edu =
© 1996-2018 Troy University

Accreditation Statement  Privacy Statement  Accessibility Statement  Read Our Disclaimer  A-ZSitemap  Transcripts

3. Use the login credentials that have been provided to you by an administrator at

your school.

X Username

A Password

Reset Password

4. You are now logged into OU Campus and viewing a page, ready to edit it if you
want.




£

.

To log out of OU Campus:

1. Locate your user name in the top right -hand corner of the screen (in the Global
Navigation Bar), and hover over it.
2. Click Logout from the menu.

Brandon Scheirman




Naviignagg 1 n OU Campus

Your primary means of navigation through OU Campus is the global navigation bar, found
at the top of the screen.

DolampUs™ # Dashboard @ Content [ Repors & Add-Ons @\ u Content Editor (OU Training) @ Help

The global navigation bar contains the following items:

9 Dashboard: This will be your default startlocation when youAre |l ogging i n:
Campus not via DirectEdit. It contains access to your workflow, inbox, and several
informational gadgets.

1 Content: This is where you access editing web pages and other files.

1 Reports: From here you can run various reports about content and content status,
such as which pages you published recently.

1 Add-Ons: Your administrator can configure additional links to go under the Add -
Ons menu. You may even have accessed this end -user guide from there!

1 Quick Search (Magnifying glass icon): Use this feature to quickly find files and
folders in your site.

1 User Avatar and Name : OU Campus uses Gravatar to set your profile picture,
based off of the email address associated with your OU Campus account. You can
also access your user settings and log out by hovering over your name.

1 Help: Help menu items include access to our support site,  our community network,
our feedback forum, and the official release notes for OU Campus.

Dashboard

The Dashboard menu has three options: Dashboard, Workflow, and Inbox. On your

Dashboard , you can view certain gadgets, such as your inbox an d recent activity on pages

you have access. Your Inbox is where you can view and send messages through OU

Campus. Workflow refers to the process in OU Campus of sending files to other users for

review and publication; weAll cover that in a | at

Content

The Content menu may have one, two, or three options, depending on your user
permissions : Pages will be available to everyone, and selecting this will take you to the
Pages list view , which gives you a list of the files and folders that make up your site. Some
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users will see Assets, which gives you the ability to create and edit Assets, which are a type
of reusabl e content we AFidallydfyou haad the alility rta recgcte
pages, Yy o uRedydle Bs eas well. if gou are an administrator (i.e. a level 9 or 10
user), you will see additional items in this menu.

Reports

The Reports menu has six different types of reports that you can run to gather information
on your activity in OU Campus. These reports are:

1 Required Actions: Shows you pages that contain broken links

1 Checked Out Content:  Shows you pages that are currently checked out to you

1 Pending Approvals: Shows you pages that are waiting for your approval

9 Scheduled Actions:  Shows you any actions (such as publishes or reminders) you
have set for later
Recent Saves: Shows you pages you saved recently
Recent Publishes: Shows you pages you published recently

= =4

Add-Ons

The Add-Ons menu holds any links that your administrators have added into OU Campus
that they want you to have easy access to
the Marketplace , where you can go to see the modules and gadgets that are available for
the OU Campus platform.

Quick Seach

You can use Quick Search to easily navigate around OU Campus, no matter where you are
in the system . Just click the magnifying glass icon and start typing, and OU Campus will
show you files and folders whose name or content match your search.

Pages Lis View

This is the main view in OU Campus where
the folders and pages that make up your website (as long as you have access to them).
Clicking on the name of a file will take you to  Edit mode ; clicking the nam e of a folder will
take you to the list view of the content within.
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- ‘ Upload | | 9 Filter § O
O O Name= Status  Modified Options Staging Production
O % 404.pcf 23k Q 6/4/18 11:39 AM
O D _navinc e Q 6/28/18 5:11 PM
O % _props.pcf s2e O 5/30/18 12:15 P
L1 {7 _resources 5/30/18 1:09 PM
Ol {7 _showcase 6/20/18 1:50 PM

Some additional functions include the green  +New button at the top, which lets you create
new content, the Upload button at the top, which you can use to upload files, and the
search bar which you can use to filter or search for content.

OU Campus uses a file structure system to both organize pages and to create the structure
of the website itself. For example, a pag e in the training will have the URL of
www. troy .edu/ training /page.html.

There are also two expandable/collapsible regions on either side of Pages List View. On the
left side is the File Navigation Sidebar, which displays the file structure of the website,
allowing you to expand and collapse folders without having to navigate to them. It can be a
quick way to navigate through files. Selecting the lock icon will automatically sync the list to
your location in Pages List View.

assets @ A €

#& » about

o0 _leftnav.inc

Q [ properties.inc
& &) campusjobs pef
» 3 documents
Q history pcf

b 0 images

Q &) index pef

Q O leftnav.inc

Q &) iibrary pef

& &) previewday. pef
Q Q students.pcf
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On the right -hand side is the Gadgets Sidebar. Gadgets are little programs within OU

Campus that
further section as well.

provide additional

Gadgets £ (7 B 4

® My Checked-Out Content W

<

B Activity

Workflow

(ﬁ’ URL Shortener

& Dependency Tag Info

A Snippets

(&3] Images

il Page Analytics

O Page Info

® Request Help

+ Link Check

A Page Parameters

LS SR S SK SR SE SR S SR N ¢

™) YouTube

or

streaml

ned
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Edi tPilamge s

Checking Out

The first step in editing a page is checking it

out. Much like checking out library books,

checking out a page in OU Campus ensures it is locked to you and that no other users can
make changes while you are working on it.

To check out a page, click the lightbulb icon for the page, turning it yellow. Thi
found in multiple locations:

T

In the Page Actions Toolbar at t he top of

a

page

s icon can be

when youAre

D rreview # Edit X Properties 9 Versions v X Submit 7]

1 In Pages List View.
‘ * campus-life ﬁ Y Filter
[0 [ Name=~ Status Modified Options

[ _sidenavine 4558 m 161115 11:01
@ clubs pef ik | @ 02/09/15 08:45
@ housing-dining. pef 7K 2 20/08/15 10:10
@ htmi-practice pcf 4198 Q 01/09/15 13:09
(g ndexper ok | @ 23/07/15 08:36
% student-union._pcf ek | L 02/09115 08:45
@ traditions. pct e | Q 02/09M15 08:45
0  winterevents g 16/11/15 11:04

1 Inthe File Navigation Sidebar on the left -hand side.

& Advanced Search @

Staging | Production

10




v (0 campus-lifte
_sidenav.inc
clubs. pcf
housing-dining . pcf
html-practice pcf
index_pcf

student-union.pcf

traditions.pcf

b 0 winter-events

1 From the My Checked -Out Content gadget on either your Dashboard or the
Gadgets sidebar.

® My Checked-Out Content (7]

Q aculty/computerscience/gfree. pcf
ocked: Yesterday at 09:06
Saved: 05/07/2016

Q campus-life/clubs_pcf
ocked: Yesterday at 09:06
Saved: 02/09/2015

Q campus-life/index_pcf
ocked: Yesterday at 09:06
Saved: 23/07/2015

1 And finally, from the Checked -Out Content report.

11
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Checked-Out Content (3) v Filter

] O Name Status Checked-Out Date ~ Last Saved Date
] % ffaculty/compute.... 17/07/17 08:06 05/07/16 10:19
[] E.Ji fcampus-life/clu. . 17/07/17 08:06 02/09/15 0845
] % fcampus-lifefind. .. 17/07M17 08:06 23/07/15 08:36

A yellow lightbulb indicates the page is checked out to you; a white one indicates it is
available. Uf the page has a red |l ock icon, that

| g e e

& index pef 54 f  29/0317 10:58

Editable Regions

To open a page, click its name while in Pages List View. You can also hover over the page
and select Edit > Page.

O % blank pef 2k Q@ 2410316 11:13 ZEdit> &3 Review ~
1 &7 biog 2010715 08:18
- _ | <> Source 'h |
1 | campus-life 16/11/15 11:01
- | X Properties
O @5 demo 18/05/17 1114 P Access
(1 7 documents 01/06/17 07:52 © Remincers
The pageisnowin Edt mode, which you can confirm in the Pag

al s o k n oBdit modewhenitha green editable region buttons are visible.

12
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Cpreview  ZEdit <> Source XProperties | 4D Versions v Aa Q

Info For: International Online Military & Veterans Future Students Parents & Family Alumni Community & Outreach

TROY

UNIVERSITY. Resources: News Calendar Contact Visit Give Libraries Intranet chat.  SearchSite

APPLICATIONS & ADMISSIONS SCHOLARSHIPS, COSTS & AID STUDENT LIFE & RESOURCES

Home | Training | Example Page

EXAMPLE PAGE

Example Page / Edit Column Content

This is my header.
Change the text above to a "Heading" instead of paragraph text.

Creating pages in OU Campus is easy. It can be fun too! Format content
using the toolbar options that appear at the top of the WYSIWYG Editor.
Did you know that WYSIWYG stands for what-you-see-is-what-you-get?
My toolbar options may be different based on my administrator settings,
but the system is smart and will only show me what | can do. OU

Clicking a green button will open that editable region.  Now you can type in the region, edit

text, and insert im ages, links, and other content while being able to see what the changes

will look like on the published page. This called the WYSIWYG Editor,ord What You

What You Get}

13
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vougnt Sizes v | Paragraph  ~ | Styles v‘ A ~ o2

[This is my header.
Change the text above to a "Heading" instead of paragraph text.

Creating pages in OU Campus is easy. It can be fun too! Format
content using the toolbar options that appear at the top of the
WYSIWYG Editor. Did you know that WYSIWYG stands for what-
you-see-is-what-you-get? My toolbar options may be different
based on my administrator settings, but the system is smart and will
only show me what | can do. OU Campus’s WYSIWYG is called
JustEdit.

Insert an image to align left prior to the first sentence of the above
paragraph.

Delete this text to see the Compare feature in the Versions area,

Afbnv mminlabiam A€ eandloe mmd Adl b

Path: p

The JustEdit toolbar at the top of the editing window contains much of the same

functionality as common word processors, such as font styling and alignment , spellcheck,
and lists, as well as the ability to insert content like images, assets, links, and tables. To save
your changes and exit the editable region, select the  Save and Exit icon in the very top left
corner of the toolbar.

(M)o & ¥ O & &

Font Family ~ ‘ Font Sizes - ‘

To save your changes while continuing to work in the region, use the keyboard command
Ctrl + S for Windows or Cmd + S for Mac.

Note: Ut As recommended that you Q@r§Gnd+ @ endiCe/@gnderar d s ho
V to copy and paste, respectively, rather than the buttons on the toolbar as some web
browsers block copy and paste buttons from  working.

14
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Inserting a Link

To insert a link on a page:

1. Inan open editable region, highlight the text that you want to turn into a link.
2. Inthe toolbar, click the Insert Link button.

a@m&,

xx I
hiil
il

-~

Fal
|

3. Toinsert an external link, i.e. a URL not managed in OU Campus, copy and paste it
into the URL field.

Insert Link X

Basic | Advanced

r
(URL |h’rtps:.-‘.-‘omniupdate.com

Text to display | External Link

| |
J Title

]
S

Target | None -
3 |
Class | (not set) -
r
)
Cancel [Eel4

4. Toinsert an internal link, select the file browser icon to the right of the URL field.

15
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Insert Link X

Basic | Advanced

5. Navigate through the file structure to select
chosen a page, select Insert.

MHame: clubs.pcf
Path: fcampus-life/clubs.pcf
Size: 71K
st Modified: Mever
:Published: 23/07/15 08:48

Cancel Insert

6. Notice what appears inthe URL field. This is a dependency tag. OU Campus uses
something called Dependency Manager to keep track of and link to internal files.
Each file is assigned a unique tag that is inserted into links. This way, the link
remainsvalid even when the file is moved or renamed (
can do about deleted files).

URL {{f7322531}}

o |

lcampus-life/student-union_html

7. Other fields include Title , which is the text that displays when you hover your cursor
over the link; Target, where you can choose if the link opens in a new window or
not; and Class, where you can apply a style to the link. The Advanced tab also
provides additional configuration options.

8. Finally, click OK to place your link on the page.

To edit an existing link , place your cursor in it and then select the Insert/Edit Link icon
from the toolbar. The Remove Link button is also available next to it.

16
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Inserting an Image

To place an image on a page:

1. Inan open editable region, place your cursor on the page where  you want the image
to be placed.
2. Inthe toolbar, select the Insert/Edit Image icon.

B 7 U &&=~
i'ﬁ—

3. Inthe Source field, click the file chooser icon.

wra=

¢ il
©

Y
il

| Insert/Edit Image x

General = Appearance

Source ||

4. Use the file chooser to navigate through your
i mage you want to add. Once ymatAve chosen an i
5. Fillin the Description field. This is mandatory for accessibility reasons.
6. You can also alter the Dimension s of the image or add a Class from the dropdown.
7. The Appearance tab lets you further alter the image. To affect the vertical space,
horizontal space, and border width fields, type a number into the field and then click
outside of it. Additional formatting  can be entered in the Style field as well.
8. Once youAr e OKtoplaee the anlage orkthe page.

Inserting a Video

To place a video on a page:

1. Inan open editable region, place your cursor on the page where you want the video
to be placed.
2. Inthe too Ibar, click the Insert/Edit Video button.

17
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. To insert a video that has been uploaded to OU Campus, select the file chooser icon
in the Source field and browse for the video.

Insert/Edit Video X

General | Embed Code

Sl

Once you have found the video file, click Insert.

. To embed a video from an external source (such as You Tube), paste the video URL
in the Source field.

Insert/Edit Video X

General | Embed Code
Source tps:ﬂw*.-.aw_ynutube.c-::urnMatah‘?v=de4w9WchQ{ i

Other fields include Alternative source, where you can enter a backup file in case

the video does nAtPostei whele goy cap uploga a thumpnail; and

Dimensions that you can edit. You can also directly paste the embed code for the

video in the Embed Code tab.

ClickOKt o pl ace the video on the page. While in e
as a gray box; save and exit the editable region to see how it willd isplay on the

published page.

18
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Using Reusable Content (Assets and Snippets)

Assets

Assets and snippets are two kinds of reusable content in OU Campus.  Assets are files
created and managed separately from pages; when you place an asset on a page, you

cannot edit the content. However, when an asset file is edited, every page containing that
asset is republished to reflect that change. Assets are useful for placing the same
information across multiple pages, such as a university address or phone number.

way, if the information changes, the original asset only needs to be modified once, as
opposed to editing it on each page it appears.

This

To insert an asset:

1. Inan open editable region, place your cursor where you want the asset to be

placed.
2. Click the Insert Asset icon on the toolbar.

Select an asset from the file chooser. Assets come in five types: Web Content, Plain
Text, Source Code, Image Gallery, and Form.

4. Once youAve c hos ésert dgoplace & sndghe pagec Whilecirkan

editable regio n, the asset will display as a striped box, to indicate you cannot edit it.

Eﬂ.sset Contact Form cannot be shown in .'-.'VSI;'-.-'YGE

To see how the asset will look on the published page, save and exit the editable
region.

Snippets

Snippets are content that you insert onto a page and can then edit without cha nging the
original file; often they are used to make items such as tables or image frames, where the

19
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shippet provides the styling and the editor fills in unique content when it is placed on the
page.

To insert a snippet:

1. Inan open editable region, place your cursor where you want the snippet to appear.
2. Click the Insert Snippet icon on the toolbar.

3. Choose a snippet from the ones available. You can see a basic preview of what it will
look likeontheright -hand si de. When youAMmsrtsel ected one,

Image + Text Overlay

Title Image Text Overlay

Title/ Please place one Add your content

heading image in this table and style via

cell WYSIWYG editor

YOU toolbar
cou Id This student is so happy
be . || and excited!
here!

4. Now that the snippet is placed on the page, fill out content in the appropriate areas.

To see what the snippet will look like on the published page, save and exit the
editable region.

MultiEdit

You may come across pages that do not have editab

le regions as normal, but instead an
orange MultiEdit button at the top of the page.

20




Clicking the button will open a form  -type interface where you can enter information into
the page with limited ability to edit the styling or formatting. MultiEdit is commonly used
for pages such as faculty profiles, where the content will change but the format is meant to
stay consistent.

Editing Page Properties

Some information on a page is edited via Properties , rather than through the WYSIWYG

editor. Page propertie s can be found in the Page Actions Toolbar as long as the page is

checked out to you. You can also access them by hovering over the file in Pages List View

and selecting Edit > Propertes (again, this will only appear if vy

Note : Depending on your user settings, you may not have access to Page Properties.

|y oracuate.per 7k Q@ 0410815 15:21 Z Edit~ &3 Review ™
[% index pcf sok QO 02/09/1508:45 [ Page
) i X Properties
% request-information. pcf 61k @ 20/07/1508:20 ”
. O reminders .
r_H L T L T P P T f-] NOMNNMAE N0-AE

There are three items under Properties:

9 Parameters: This includes metadata about the page, such as title and description,
as well as different configuration options.

1 Reminders : You can set Scheduled and Stale Reminders for a page, to notify you
either at a certain date/time or when a page has gone unedited for too long.

1 Log: Tracks all the changes that have been made to the page.

Editing Page Parameters

Page Parameters is divided into two sections. The firstis  Title and Metadata.  The Title and
Description fields are displayed when the page comes up as a result on a search. Tags are
used within OU Campus to organize and sort files; your administrator will probably have
specific guidelines for tagging content that they want youtof  ollow.

Custom Settings can vary from page type to page type within your implementation of OU
Campus. These often cover settings such as the header image for the page, whether to
display right and left columns, and other options for configuring content outs ide of the
editable regions on the page.

21
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Page Parameters

Title and Metadata

Title | Example Page [

Description
Keywords

Tags ousearch_degrees_graduate
Custom Settings
Header Image
Select Header Image [ Clear
Select a background header image.
Page Content

Page Heading | Example Page

Please enter the page heading.

Breadcrumb | Example Page

Please enter the breadcrumb text. This is nof used on index pages.

Setting Reminders

There are two types of reminders you can set in OU Campus for a page. A Scheduled
Reminder sends you a notification on the specified date and time, with the option to
repeat the reminder. A Stale Reminder is only triggered if the page has not been edited
within the specified period of time.

Versions

While working on a page, you may want to back it up before making any changes, so you
canrevertto apreviousversion i f you donAt Iyiokidviehlensagklmange s
version of a page, make sure the page is checked out, and then click the  Save Version in

the Page Actions Toolbar. You can enter a description to indicate what changes were made

since the previous version or other useful information.

22
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Clereview  Z Edit <> Source X Properties = “D Versions v Q

You can also view all versions of a page by selecting Versions from the Page Actions
Toolbar. The green highlight indicates the version that is currently live on the production
server. When you hover over a version, several options are available:

1 View: See what that version of the page looks like.

1T Compare: Compare that version of the page with the
working on.
1 Revert: Change the version youAre currently workin
Versions (23) ¥ Filter
Version ™ Date User Description Options
23(Live) 29/03/17 10:58 Erica Bogosian Live on publish target: gallena
22 0212116 15:17 Erica Bogosian
21 16/11/15 10:44 Erica Bogosian Sporisball team description updated Q, view ™ Cumpare' ) Revert
There is also the optionto Compare to Live , in the top -right corner, allowing you to
compare the version youAre working on to the page
23
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Publ i shing Content

OU Campus uses a two -server system. This means that any changes you make to pages are

on the staging server , while the live website exists on the production server.  This allows

you to edit and create new content without worryi
ready to go public. To make changes go live, you publish your pages and other files.

The ability to publish pages directly without submitting them to another user for review

and approval is determined both by user level and/or administrator -configured settings.

WeAll cover what it | ooks |ike both tibpinhagublish a
workflow.

Publish Now

There are two ways you can publish a page. One is via the green Publish button in the
Page Actions Toolbar.

Oprreview # Edit | <> Source | X Properties | “D Versions v Q YPublish ~ §7?

The other is in Pages List View when you hover over a page and select Publish from the
dropdown menu.

] [E concert-in-student-union. pct ssk  Q  02/09/15 0845
O @ free-food-in-student-union. pcf sk Q  02/09/15 08:45 FEdt~ Review~ 'Wpublish~ [ File
[ [% fritz-pitches-no-hitter.pef sk Q 23/07/15 08:44 U publish P
| @& schedule [
] [E gallenacelebrates-80-yearspcf 73k Q  02/09/15 08:45
Q Expire
T Y aanhare tala firet nef o 0 N2INGHA Na-AR

A page does not need to be checked out for you to publish it, but you cannot publish a
page checked out to somebody else.

Once youAWablish I thedlbéistl dialog box willappear wi t h t he J3Fi nal Chec
open. From here you can run checks for spelling, link s (to make sure there are no broken

links on the page), W3C Valid (to check the code), and accessibility. Your administrators may

choose to enforce some or all of these checks so they must be passed before a page can be

published.
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Publish - index.pcf

Final Check Schedule

Scan your page for spelling, link, W3C validation, and accessibility issues. Run all
checks, or run individually by clicking the button.

htmil Eun All

Spell Check Language

English

v & = X

Spelling W3C Valid Accessibility

Version
Description

You can also enter a version description to indicate what changes have been made since
the last time the page was published.

Click Publish for the page to go live. If it is published successfully, you will receive a success
message at the bottom of your s creen, with a link to the page on the live website.

Schedule Publish

Because you can make changes to pages in OU Campus before they are visible to website
visitors, you have the ability to make edits and create content in advance of when it needs
25
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to go live and then schedule it to be published at the proper time and date. This is useful,
for example, for announcements and other time  -sensitive content.

You can schedule a publish from the same locations as publishing it directly: from the
drop-downmenuwhe n hovering over a file in Pages
the Publish dialog box , or from opening the dropdown of the green  Publish button.

‘4" Publish -~ K7

& Schedule
® Expire

Al | of these methods wildl bri ng vy dialogowr. Intthise
tab, you can select the date and time you want to publish the page, as well as if you want it

to repeatedly publish. You can also configure a message to be sent to you when the page is
published.

Click Schedule to schedule the publish. You can view a list of all pages you have scheduled
to publish from the Scheduled Actions report.

Workflow

Depending on your user permissions or the access settings of a page or directory, you may
not be able to directly publish a pagedeublisHf
button in your Page Actions Toolbar; instead, it will say  Submit.

O preview  Z Edit | X Properties | ¢9 Versions v a @ @)

You will also have the Publish option replaced with Submit when you hover over an item in
Pages List View.

Submitting a Page for Approval

Submitting a page sends it to another user (usually a higher  -level administrator) for them

to review, approve, and publish . When you click Submit, the Submit dialog box will appear.
The options here include who you are sending the page to (which may or may not be
predetermined), the Subject (which is required), and an optional message where you can

26
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further explain what change s need reviewing. Click Submit to send the page to the other
user.

The page wil/l now be | ocked to that wuser. YouAl/
is marked with a blue silhouette icon, indicating it is awaiting approval.

You can submit a page for approval to another user, even if you have the ability to publish
it directly. Just click Submit for Approval  from the dropdown Publish menu.

‘s Publish

a Schedule e

(& Submit for Approval
i & Expire

Approving or Declining Pages

To keep an eye on what page sersyagswellasenamginganytted t o
that users have submitted to you, navigate to  Dashboard > Workflow.

Pages that are waiting for your approval will have a thumbs  -up icon. To view the page, click
the file path to be taken to the file. ~ From here you can publis h it, decline it, or pass it along
to another user for approval.

Workflow Messages
4f you click on the workflow item itself and not

in that workflow z i.e., each time it was passed to another user and any me ssages sent
along with it. You can also see this by hovering over the item and selecting  View.
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Workflow Items (4) v Filter

[ ] From Approver

[] Lavernius Tucker You

[ ] Butch Flowers Erica Bogosian
[ ] Butch Flowers Erica Bogosian
[]

Erica Bogosian Morth Dakota

File

fcampus-life/clubs._pct

fcampus-life/traditions. pcf

fcampus-life/html-practice. pcf

fcampus-lifefstudent-union. pct

Status

=

o
>
b 3

Date / Options ™

ﬁ View

28}"111’16@ 08

26M116 11:09

01/07M16 12:32

Messages in a workflow can be sent to all users or privately to any user involved in the
e to the sender and

workflow. Private messages are highlighted yellow and are only visibl

addressee.

Note that workflow messages are separate from your inbox. Your inbox works like any
other email or messaging system, while workflow messages are attached to a specific file.

£
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Creating New Content

Note that depending on your user level and/or any restrictions an administrator has set,
some of these abilities may not be available to you.

Making a New Page

To make a new page:

1. Navigate to the Pages | ist view by selecting Content > Pages from the Global
Navigation Bar.
2. Click the green +New button.

New Content

Upload | | Y Filter

3. The New Content dialog box will appear, showing you the list of templates  you can
choose from to make a new page. Depending on your permissions and where you
are in the site, you may see different templates than the ones shown here.
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New Content

a... - - .
LW »mi e =

New Standard Inner Page

New Microsite Footer

| ———E ——
=
ﬁ-ﬂ- 78% 100% 93%
g,
S B3

New Microsite Header

New Microsite Gateway
Page

New Microsite Home Page

-
- 78% 10QNcumbiall
[ ... ] . _—-H =

} Cancel ‘

4. The New Page dialog box will appear. Fill out fields such as the title of the page, a
descript ion, the file name (which should reflect the page title), and other
configuration options.

5. Click Create to create your new page. You will be taken directly to Edit mode of the

page. Once you are finished editing it, publish the page foritto go liveont  he
website.

Options

Access Group | (Inherit from Parent) v

Specify the group with rights to edit this file.

-
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When adding a new page to a directory, you will also want to edit the navigation file for that
directory to make sure itAs properly Ilinked to on
editing nav files, see the Navigation Files section.

Making a New Asset

Assets are a type of reusable content in OU Campu
location (Assets List View). After you make an asset, it can be placed on as many pages as

you want, and cannot be edited from the pages. However, whenth e original asset is

changed, all/l pages that 3subscribej to that asset
those changes.

To make a new asset:

1. Navigate to the Assets List View by selecting Content > Assets from the global

navigation bar.
il Content [E Repo

| [ Pages |

e

2. Click the green +New button at the top of the screen.

Assets (25) All Types = | F Filter r ?

3. Select a type of asset to create.

New Asset
H e
<> [pW =
H e
Web Content Plain Text Source Code Image Gallery Form

Cancel
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The types are:

1 Web Content: Used for entering HTML -formatted text or media items.

9 Plain Text: Used for entering unformatted text.

1 Source Code: Used for entering source code or scripts such as JavaScript and
PHP.

1 Image Gallery: Used to add multiple images into a gallery to display on a
page.

I Form: Used to create and manage forms, surveys, and polls.

4. For Plain Text, Source Code, or Web Content as sets, create the content using the
Content field. For Image Gallery assets, edit the Gallery Options before adding
images. For Form assets, add form elements (i.e., the questions), an email message,
and edit the form settings.

5. Click Create to create your a sset and make it available to be placed on pages. Other
users will be able to use it too. Just like pages, Assets must be published to appear
on the live website.

To edit an existing asset, navigate to Assets List View, select the asset, and make any
desired changes. Publish the asset for those changes to take effect.

Uploading Files

Files can be uploaded either from Pages List View
as when inserting a link or an image. OU Campus supports uploading text files, images,
audio and video media, PDFs, and many more types of files.

To upload from Pages List View:

1. Navigate to the directory where the files should be uploaded.
2. Click the Upload button on the top of the screen.

e -
+New - Y Filter &

3. Alternatively, drag files from your desktop  or a file browser into OU Campus to
upl oad them i mmedi ately. The green highlightin
there to upload it.
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4. If the Upload button is clicked, the Upload dialog box will appear.

5. Select the Upload Type, the Access Grou p for the files, and whether they should
overwrite any files with the same name in this location.

6. Click the green +Add button to browse for files on your computer, or drag and drop
files into the dialog box .

7. Files youAve upl oaded mentionmerdorcedffar your tvdbgte. nami ng ¢
To rename a file, hover over it and select Rename. Once youAve typed in a
click away from the filename field to save the changes. You can also remove a file
from the upload queue.
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