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Login

The login page is available at:
https://content.exeter.ac.uk/terminalfour/SiteManager

TERMINALFOUR Site Manager

Enter your regular university username and password.

<@ You can also access SiteManager by keying in
https://content.exeter.ac.uk and selecting SiteManager from the
list of options.

This will open the ‘Show site structure’ screen. This is the site structure, where you
will see the parts of the site available to you listed.
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This training is aimed at ‘Moderators’. The type of user is shown in the top right hand
corner of the screen. From the bar in that top right hand you can also Logout of Site
Manager, as well as increase and decrease the size of the text in the interface.

t

Increase the Slze Of the teXt In abA # Language: English ¥ = Moderator: training Logout
the Site Manager interface.

Content ¥ Rights & Roles ¥ belp ¥

Shows your user name and

= srestrn{ the type of user you are. © O © |[searchaydem N3
Path : Home » University webalte » Home & Traring area .
TRAINING @ o Logout Of S|te Manager
| © O TRAINING SECTION E 1 here.
@ 3 Archive H o || ommor
i@ O peleted @ o 1 | |
‘@ O3 20 January 2011 B o o u] |-Puhli5hes w
L |
| Approval List
The Toolbar

The images below show the menus available as a ‘Moderator’

Content ¥ .IHIH’H Rights & Roles = Help "
W Add Content = Contributor Access M About site Manager
[ Modify Content % Extranet
¥ palete Content = Bubmit Suggestion
wa Site Structure L Report an Error
& Media Library
W Approve Content

On the Help menu, the ‘Submit Suggestion’ and ‘Report an Error’ options send
information direct to Terminal Four. DO NOT USE THESE features. If you have
errors or suggestions to report, then you should submit these to your local Web
Marketing Officer or to the central Web Team via the IT Helpdesk.
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The Add, Modify and Delete options from the Section menu are also available
through the hierarchy dropdown menu

I 4 TERMINALFOUR Site Manager Eriglish ¥ | * training | Logout
Content ¥ Rights & Roles Help
Show site structure
&= site Structure e 0 0O ooe) [« s
Path : Home » University website » Home » Training area
TRAINING @ 4 o o [ .
Approval List il
“ 03 TRAINING SECTION [x] 2® add section B
=] |[E¥ Modify Section Last Modified

@ 3@ Kathryn [t P R s
G B Archive Delete Section

I 09 Aug '11 11:58:
® Mowe Section g

B ®

~-@ (3 Deleted -
&5 Duplicate Branch :

|E+ preview Section 28 Sep '11 12:46

|¥ add content pasting 10°0ct '11 12:08;
|& Modify Content Test image

| pelete Content —-'—LS";'Q?; 05 Oct '11 16:59:
[ DEIEre ZOMENt | vh 21ep:

rl

Add Section

&l
]

Modify Section

Delete Section

Move Section
Duplicate Branch

Preview Section

Add Content
Modify Content

Delete Content

%9 Q| B R Q@
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An example of a University of Exeter page

Breadcrumb
Trail

This is
automatically
generated from
the site structure

ftive staft l I

NIVERSITY OF

KE-/TER

Business and community w Visiting us |
prdng I

’acancies and how to apply 4 ,

Heme | Contact us | Statf | Students | hyEsxeter | Site map |

UNIVER

chive statf * Wacar vl g f6 app

H'ﬁ

The University needs a wide range of staff providing for our academic,

bt 's ke to work here

Navigation
Menu

This is
automatically
generated from
the site structure

administrative, domestic, grounds, IT, professiongl, research, technical and
Selection process trade needs.
Temporary Staft Bank 0 y
D s fovoud ur vacancies

There are awide variety of posts available at the University

wisit our Wacancies pages for available posts.

The Univarsity ogk xet
awide range of =t
provide a huge varnety

YWe aim to make applying for a job at the University of Exeter as easy @
possible. Vacancies are displgyed on our website, placed in relevant

publications and displayed on

Page Heading
This top heading
is always
‘Heading 1’
formatting is
automatically
generated

Image with
caption
These are always
positioned in the
same place with
shaded caption
below

Sub-headings
These should
always be used in
order; the top two
here will be
‘Heading 2’, and
the three
subheadings
about applying
‘Heading 3’

Apply online

What happens next?

Shortlisting is wsually within two weeks of the post closing, we wall contact you to let you know the
usually take place approximately two weeks later,

Want to know more about the post?

We provide an informal contact for the post so that candidates can find out more about the post, this is us
the Job Description and Person Specification document. You should be aware that the University normally
referees for shortlisted candidates without further advice to applicants. When advising of referees, please e

supply an email address which enables us to contact them (if necessary) without delay.

Content

The main text on
the page can
usually be
created as one
piece of content,
or as multiple
pieces if
paragraphs need
to be mirrored to
other pages.

The content of this page in Site Manager is shown below.

Modify content, select content.

Section: Hame » University website » Home » Warking here » Prospective staff » Vacancies and how fo apply

B

@ General

Content

Content currently in this section,

Automatic Ordering
Enabled

Method Alphabetical (A1)

Existing Content

E save Changes

Name Version Status Last Madified Mave Lock
(8} rage with Captian 5.0 = Approved 02 Now '12 15:11:16 B EEE =
] V. ies ardl how | a.0 = Approved 02 Now '12 15:20:32 B RE B 2
O selectall ] Lockpuriock all @ /%

if Savs Ghanges

[ ket Content

The site structure — finding this page:
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Show site structure

&% Site Structure <>
Home =
“& @ University website =
@ # Home =
w ¢ Development =
@ ¢ Studying (=
@ & Research =
@ % Business and community =
& @ Working here =)
.- B> Prospective staff =
i O Yaeancies andbos ta apoly |Vacancies and how to apply |
@ @ Benefits of working here ]
i-im 03 New staff =
i@ €3 Current staff =

&

#
IO O B A B A B AN B AN
WMN'\JI—-"JUIUIJLI—DODO@

& (B (oow) (e t
scheduled and wrlocls

Running Publishes

v

Channel Due

heebie 07 Nov '12 18:00:00

IR

o o o oo o e oo e e e
naﬁaaanomcaone

Add a section

Click on the arrow and select ADD SECTION

t4 TERMINALFOUR Site Manager

SAA

Content ¥

= Language: English ¥

Moderator: training

Logout

= gite Structure

Path : Home » University website » Home » Training area
TRAINING

(W 03 TRAINING SECTION

i@ B3 Archive

i w3 peleted

‘@ 03 20 January 2011

o

(=
=
(=
=

=

& e

o 4 0

C# add section

B Modify Section

= Move Section

C# pelete Section

Rights & Roles ¥

Show site structure

Search System

v

Help ¥

Sections: ii_|

Content; E

e puplicate Branch

L preview Section

B pirect Edit

¥ add Content

& Modify Content

_EF Delete Content

Publishes

v

Approval List
v

This will display the following screen.

Complete the ‘Name’ box.

<« The name will appear as a menu item, as part of the title of the
website and in the address of the section, so keep it short but
relevant. Generally you should use ‘sentence case’ for your
section names ie only capitalise the first word.
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Add Section, Enter Details
. 4 General | Content Styles Metadata Contributors
General information about the section.
=
Hame
Output URL
SEO Key phrase(s)
Status Approved Vl
Default Waorkflow [ None — v]
itk Lo |
Show in navigation?
eForm Section? O
Archive Section O
Make this a link section? O
(i |

Enter a shortened name in the Output URI field — this is the name that will be shown
in the URL.

Leave the other fields as they are.

Click ‘ADD’, which is available from either the top or bottom of the page; this will
return you to the site structure screen.

Add content to a section

From the site structure page, click on the menu arrow next to the section in which
you want to add content.

O — T
, “H modify Section
Show site structure
® Delete Section
= = Mowe Section
£ Sjte Structure
=4 puplicate Branch
Path : Home » University website » Home » Traiming area L Pr;euitw.seﬂinn
TRAINING = E" - —— -
= TRAINING SECTION Al |
4 =g Modify Content
L3 SECTIONS AND CONTENT I & pelate Content

Click ‘ADD CONTENT’

You will then be required to select the appropriate template.
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Add content. Choose Content Template to use.

_Sr_:d:i-:-n: ."‘G.'TPE‘ B _LI'.".‘\.'I."E‘."S-'!"" wetisiie » Home s Tl'&'l'llm_'.‘? s & TRAINING » TRAINING SECTION » Sechons and candent
&y - Conoral Infarmation

General Content Information

m i_EanorI_

Choose a Content Template [ Chaoase & Comtani Temglats - -

Description of available Contant Templabes.

Contributors /Moderatars
v [maae with Caption Image with caption
e PHgD Page with body slement
Eew Page wih Feature Imags Page with feature image element and haadng/body elomont
www Pape with no Fegture [mags Baga with headngbody teat elament

o NN

The template is shown as below:

Add content. Enter content details.

Section: Home » University website » Horme » Tralning area » TRAINING » TRAINING SECTION

4% General Information | Content | Placement Channels Options
Content Template: www Page with no Feature Image

Mame * i

Heading * i

Main Body * 1 B 7 |[Foma /| X G @A = o | @
ol = = [l QB3 EDRS*S
= | |58 = P o |

Complete the ‘NAME’ and ‘HEADING' fields.

Templates are covered in more detail later in this document. See ‘Using Templates'.
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Add content. Enter content details.

Section: Home » University website » Home » Training area » TRAINING » TRAINING SECTION

4% General Information = Content | Placement Channels Options

Content Template: www Page with no Feature Image

Mame * i Adding content

Heading * i idding content

Main Bady * i B 7 |Poagaph - | A 3 (B | @3 A | | v
M EElEE9 oo~ |xx QB EDEHTS
o8 7 = P |

Content should be typed or pasted into the Main Body field.

If pasting content into the window the text must be cleaned. This is done by clicking the 'Remove microsoft word
formatting' or the 'Remove all formatting’ buttons, The latter will remave all formatting, including line breaks,
bullets etc...

Type your text into the MAIN BODY template. Paragraphs and line breaks work in
the same way as Microsoft Word (use the ENTER key for a paragraph break and
SHIFT+ENTER for a line break)

Click the ‘PREVIEW'’ button to see how your content will appear on the web; your
page will be displayed in a new browser window.

UNIVERSITY OF Home | Contact us | Staff | Students | MyExeter | Site map |

EXETER | J sceen |

BT Working here | Alumni and supporers

»demg Content

Content should be typed or pasted into the Main Body field

If pasting content into the window the text must be cleaned. This is done by clicking the ‘Remove microsoft word
formatting' or the ‘Remove all formatting’ buttons. The latter will remove all formatting, including line breaks, bullets etc..

o Note that the left hand menu bar and the breadcrumb trail have
been produced.

When you are satisfied that the page is as required, click on the ‘ADD’ button at the
top or bottom of the content template page.

You will return to the Modify Content window, where the newly added content will be
displayed.

To add additional content to this section, click ‘ADD CONTENT’ and repeat as
before.
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% General Content

Content currently in this section,
Automatic Ordering

Enahled O
Hethed [Aphabetical ) ]
Existing Content [#] Add Content

[B] save Changes

Name Yersion Status Last Modified Viowve Lock
Adding content 0.1 = Pending 13 Jul '11-11:32:38 E EHE E =

LockAnLock &Il & /T

@ Note the version number. As this is new content that has been
added, the version is 0.1.

4 General Content
Content currently in this section.
Automatic Ordering
Enabled O
Method [Alphabetical (A-2) v
Existing Content IE| Add Content
Save Changes
Name Yersion Status Last Modified Mowve Lock
Addi ontent 0.1 = Pending 13 Jul '11 - 11:32:38 E OE E &]
Adding mare content 0.1 = Pending 09 Aug '11 - 17:12:17 E RE H =)
LockAdLock &Il 8 /B
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Edit and modify existing content in a section

Navigate to the Section that you wish to edit or modify.

Click on the arrow next to the section containing the content to be edited.

= Site Structure () (%]
Path : Home » University website » Home » Training area
TRAINING = o 4+ o
fom B TRAINING SECTION [z] E® Add section
@ Ba archive |EJ 33 Modify Section
: — [E¥ pelete Section
@ @ Deleted =l
B Move Section
= £ 20January 2011 =l = |
&1 Duplicate Branch
[ Preview Section
Ef Direct Edit
¥ add Content
F Modify Content
¥ pelete Content

Select ‘MODIFY CONTENT’

You will be returned to the Content tab in your selected section.

4 General Content

Content currently in this section.
Automatic Ordering

Enabled O
Method [ Alphabetical (A-Z) B
Existing Content & Add Content

B Save Changes

Name Version Status Last Modified Move Lock
Adding content 0.1 (= Pending 13 3ul '11 - 11:32:38 OE @ =
Adding rmore content 0.1 = Pending 09 Aug '11 - 17:12:17 B BEE B 4

Lock/MnLock &1l B /B

You can either click the name of the content you want to edit, which will take you
straight to the editing screen, or click on the arrow next to the content to be edited.
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4% General Content

Content currently in this section.
Automatic Ordering

Enabled O
Method | Alphabetical (A&-2) v
Existing Content [ add Content

‘ Save Changes

Name Version Status Last Modified Move Lock
O Adding Content 1.0 = spproved 07 Jul '09 09:12:04 E BE & =}
| 4dding more content 0.1 (3 & Modify 9 Sep '11 12:46:26 H EHE B &
A ) i |
O Selectal ] Lock/UrLack A1l 8 / %
| Duplicate |
E® Move |
Ef Delete | B save Changes
58 History |

Select ‘MODIFY’

This will return you to the content editing screen.

Modify content, update details.

Section: Home » University website » Home » Training area » TRAINING » TRAINING SECTION

% General Information | Content | Placement Channels Options

Content Template: www Fage

Mafne * 1 Adding more content

Main Body * i

B 7 | Format T G @ | | s wm
Bl |EE|=Ew| | —le B EDRS%
™ | | & | |

To add additional content to this section, click 'ADD CONTEMNT' and repeat as before,

The additional content will be displaved as added previously,

After editing or adding content, ‘PREVIEW’ and then ‘UPDATE’ to save your work.

You also have the option to ‘SAVE TO DRAFT’ if you don’t want your content
approved for publication yet and intend to come back to it and finish your updating
later. This is a useful option if you have a lot of amendments to carry out on a page
and you don’t want to risk it being approved for publishing before you are ready.
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Approving content

If you are not already inside a piece of content, go back into Modify Content as
before.

Click ‘Update and Approve’ from the ‘Update’ drop-down menu:

Modify content, update details.

Click the down arrow
next to ‘Update’ and
then click ‘Update and
Approve’ from the
mentl.

Content Template: www Page with no Feature Image
Update \ Cancel

Update & Approve
Save as Draft

Section: Home » University website » Home » Working here » Current staff » Web suppo
Manager content management system » T4 Training

% General Information <Content Placement Channels Options Linked Content

Mame * 1 T4 Site Manager training

e
Heading i T4 Site Manager training

Main Body * i

B 7 |Headngz - | & 7|
845 |i= = 5= | l— x| Q@ LmEHMHSLD
A | t t

Bookings for T4 Site Manager training sessions

Any staff who will need to maintain web content in a site managed within Site Manager
must attend a T4 training session before they can have access to the system. These
are held regularly based on demand.

Your content will now be approved and will publish out to the live site with the next
scheduled transfer from the CMS.

Modify content, show section.

Q Modified Content
_ Successfully updated content.

Content: T4 Site Manager training

E> site Structure 4 General Content

& \Z Content currently in this section.

Path : Home » ~
University website
» Home » Working Automatic Ordering
here » Current staff —
» Web support Enabled .
T4 Site Manager cor e The status of your content is now
[ 1
o) Tl shown as ‘Approved’.
o = How-to gui Existing Content ) Add Content
~ U 33 Formatti B Save Changes
@ 0w Pasting Name Version status & Last Modified Move Lock
@ 0n Pasting O T4aSteManager 160 11Feb'13 EEEE @
U 3 Creatinc franing 17:18:25
U B3 Naming O selectal = LockfunLock Al 8 /B
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<@ Note: Moderators can approve their own content, depending on
how the site they are editing is set up. But you won't be able to do
this if your section is subject to a workflow, which means someone
else reviews all updated content before publishing, so they will
have the approval rights on all content in that area and have to
approve your updated content for you. If your content is subject to
a workflow, there will be no ‘Add and Approve/Update and
Approve’ option displayed for that content. Workflows are not
widely used on our site, but if this is the case, your Web Marketing
Officer can explain to you how workflow works in your area.

Publishing of approved content

Once your content is approved it will be published on the live site with the next
scheduled transfer. These take place twice-daily, first thing in the morning and also
in the early evening.

So any content that is approved during the day should be on the live site by the
following morning.
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The content editor toolbar

B I |F|:|rmat = | ® By B ||_l|ﬁ fa§| ; |‘L HTML
- = el e | — % s |28 B D B 5%
o | e

The content editor toolbar is similar to that seen in word processing applications.
The buttons that are available for use will be in colour, they are greyed out when not
available.

B Bold HEER | Abbreviation
7 ltalics X, x* [ Subscript/Superscript
Formatting Style (eg Insert special
Paragraph = Paragraph, Heading 1, 2 | P
4 character
Heading 2, etc...)
Enlarge Editor (Full
[E=]
i Cut - screen)
Copy Ell Insert Section Link
b Paste Ell Insert Content Link
bEy Paste from Plain Text 'r?se” Item from Media
Library
‘A Select All v Spell Check
Insert Web Link (greyed
&= out until you highlight text El Remove All Formatting
T for linking)
Remove link (greyed out _
€2 until you highlight link text 4 Insert New Table
T for removing link) -
L Insert/edit anchors = Table row properties
HTmL Edit HTML Source = Table cell properties
, = - Insert New Row
ﬂ Find =|d | Before/After
A7 -
4B Find/Replace = Delete Row
1= 1= Numbered Items/ Bulleted | # b Insert New Column
i I ltems L M Before/After
iE iE Decrease Indent/ Increase 4 Delete Column
_ ) Indent —_—
Merge Cells/ Split
Cu
) _l Undo/Redo il Colls
— | Horizontal rule
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To return to the Site Hierarchy from the Section and Content Screens, click on the
arrow on the left hand side of the window.

When you are in a section the Site Hierarchy is viewable in the left hand column. It
can be toggled either on or off by clicking the left and right arrows at the top of the
hierarchy. You can also drag the right hand side of the structure column to make it
wider if you wish.

Modify Section, Show Details

Site Structure % General Content
Q » Content currently in this section.
INING -~ Automatic Ordering
| 5 = IRAINING SECT. Enabled
U sectionsanc | Ve | Alphabecical (A7) [ |

Modify Section, Show Details

% General Content

Content currently in this section.
Automatic Ordering

Enabled O

Wethod | Alphabetical (4-2) v

ek i I

You can return to the full width Site Hierarchy window by clicking the arrow on the
left hand side of the Section tabs.

Modify Section, Show Details

4 eneral Content

Content currently in this section.
Automatic Ordering

Enabled E

Method Alphabetical (A-T) v|

ot [i-a PO

<« Note: The site structure does not appear when you are actually
editing a piece of content, allowing you the full width of the
screen to work in.

You can also click the T4 logo in the top left of the red page banner in any window to
go back to the full site structure, but DO NOT DO THIS whilst editing a piece of
content, as you will lose any changes you've made and not saved, since it doesn’t
prompt you to update or add unsaved content.
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Tables

In the template editing screen, click on the ‘INSERT TABLE’ icon:

%

This will display the following window:

General || Advanced i

rGeneral properties
Columns Rows
Cellpadding I:l Cellspacing I:l
Alignment Border EI
Width ] Height ]
Class | -- Mot sat -- .Vl
Table capticn |:|
Make first row a header ]
Make first column a header |:|

You don’t need to fill in all of the fields in this popup window, as many of them apply
to elements of table style that are already handled by the central stylesheet and
applied automatically to your table. You should fill in the following on the General

tab:

1. Columns: The number of columns you need in your table
2. Rows: The number of rows you need in your table

3. Table caption (if required): You don’t have to have a caption on every table.
When people look at a table they quickly scan it to get some sense of what
information it conveys, but for users who perhaps can’'t see so well or who are
using screen readers, this kind of scanning is more difficult. So a caption
accompanying a table can give them a quick idea of what the table contains
because, unlike a separate heading above the table, it is attached to the table
itself in the underlying code. So it is good practice to include one for tables
containing data that’s illustrating a point, such as statistics on student
numbers, cost of living, etc.

4. Make first row/column a header: This makes your header row or column
display with a different background colour, eg:
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...... / This row is marked as a header
row and appears with grey
Dates Ja"uaw FEhruaw shading and bold text. Colours
Expenseg ‘g g : vary depending on the section of
e T e s e the site where the table appears.
PEI';-’ Da",r 129 126

Complete the information required and click ‘OK’.

Your table will be placed in the ‘Main Body’ section of the template.

[noar conon, spon s

Section: Horme » University website » Home » Tralning area » TRAINING » TRAINING SECTION » TABLES

4 General Information Content | Placement Channels Options

Content Template: www Page with no Feature Image

Update m _Cancel
Mame * i Tablas
Heading * i Tehles - An Example
; S
Main Body * B 7 | Format - ® 3@ | A | | o pom
RUG|EE|I=E9 v~ |08 EDMFS
Blam | %3.23 "¢ =

The grey shaded cells indicate that these are heading cells.
Enter your text into the cells.

<+ Note: your table will have a space in each cell. You should
delete this space character when entering text into the table. If
the space is left, particularly before entering text, the table will be
misaligned.

Your table will resemble that below:

[}ates Januarv FEhI’I.IBIT

Expenses ‘g ng

F'El'f Da";r 029 126

Click on the ‘PREVIEW’ button to view your table.

You will see that the table has been automatically formatted.
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[ TRaninG E Tables - An Example

| TRAINING SECTION

SECTIONS AND CONTENT When previewing the page, you will see that the table has been automatically formatted.
Expenses 9 5
PayDay 29 26

Return to Site Manager and click ‘ADD’ to save your work.

Adding Links

Links to other websites

On the content template page, highlight the text to be linked.

Section; Horme » University website » Home » Training areg » TRAINING » TRAINING SECTION » LINKS

4 General Information Content | Placement Channels Options

Content Template: www Page with no Feature Image

Mame * i i

Heading * i idding Links

Main Bacyst -3 B 7 |[Paagraph [~ | 3 Ea @ | @ % | =2 €5 | Lo
BUL|EE|=E9 v —|wx | QB E DME%
= | [ 4% 20 2 | o W

when adding a link, it should be clear what the link relates to and where it is taking the user, Avoid links such
as, for further information click here (link on the words cdick here).

Examples

External Websites

Far further infarmation, please see the

Click on the ‘INSERT WEB LINK'’ button

et

Type in, or paste, the full URL of the web page you wish to link to.

You do not need to enter a Title, but can do if you wish to provide a little more detail
about where the link goes to — but only if your link text doesn’t provide enough
information, which most of the time it should. The title will appear when the user of
your page hovers their mouse over the link.
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The ‘Target’ determines where the link opens up, ie in the current window, or as a
new window. Best practice is that it opens in the existing window. A target of ‘Open
in this window/frame’ will use the template’s default value, so this can be left as is.

Avoid opening links in new windows unless the content is providing help text for a
something a user is doing on an existing page, or they are filling in an online form
and leaving the page they are in will interrupt the flow of that process. If a link is
designed to open in a new window, this should be specified by selecting *_blank’.
You should also indicate to the user of the page that the link opens in a new window
by putting ‘(opens in a new window)’ or ‘(new window)’ in brackets after the link.

T

| @eneral || Advanced |

— General properties

Link URL |Rtkp:/fwww. bbe ca,uk/ |

Anchars |--—- VI

Target | Cpen in this window / frame V!

Title | |

Class | -- Mot set -- VI

Click ‘OK’.

The link is now shown as a hyperlink:

B J |Paragraph - | g6 53 3 | @ A | | dy vm
BAL|SiE|=E 9 o e |— |k | QB E DB %
= | | gt i v '

When adding a link, it should be clear what the link relates to and where it is
as, for further information click here (link on the words click here).

Examples
External Websites

For further information, please see the BEC Website,
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Adding links to other SECTIONS in your website
On the content template page, highlight the text to be linked.

Click on the ‘INSERT SECTION LINK’ button

&

A window of the site will appear:

r_".; TERMINALFOUR Site Manager - Choose a Section to Link... glE]ﬁ__(J

search] =

= Site Structure

Home

i B3 University website

= @ Academic Services

Navigate through the folders to find the required area of Site Manager.

Click on the section you wish to link to.
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Adding links to other CONTENT in your website
On the content template page, highlight the text to be linked.

Click on the ‘INSERT CONTENT LINK’ button

iy

A window of the site will appear:

ﬂ; TERMINALEOUR Site Manager - Choose a Section to Link... E”E]

Search| m

= Site Structure

Home

~ i@ C3 University website

i1 C Academic Services

Navigate through the folders to find the required area of Site Manager.
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ff' TERMINALFOUR Site Manager - Choose a Section to Link... E|E”z

=] Freedom of Information
@ Data Protection
o Copyright and Disclaimer

&) top nav links

e} footer nav links

o inc

e} feature boxes

o evisit

e} Academic Colleges home pages

] backup billboard
] Bookmarking

] Applicant complaints procedure

= Training area
= TRAINING

= TRAINING SECTION

[} SECTIONS AND CONTENT
TABLES

0 3 TABL

[} LINKS

[} TEMPLATES

2.
< >
- I

And click on the section you wish to link to.

A new window will appear showing the content of that section:

(.: TERMINAL FOUR Site fManager - Choose Content to Link... |Z||EE|

MName Status
Tables Approved

(%] Cancel

Click on the required content. This window will disappear, returning you to the
content template page, with the link completed:
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Examples

External Websites

For further infarmation, please see the BEC Website,
Internal Webpages

You can also create links to other content, for example: aAdding Tables.

Your page can then be previewed:

UNIVERSITY OF Home | Contact us | Staff| Students | MyExetar | Site map |

EXETER | f seech |

[ Studying Working here § Alumni and supporters  Visiting us|

Adding Links

When adding a link, it should be clear what the link relates to and where it is taking the user. Awvoid links such as, for
further infarrmation click here (link on the words click here).

Examples
External Websites

For further information, please see the BBC Website,

Internal Webpages
You can also create links to other content, for example: Adding Tables,

Return to the content template window and click ‘ADD’ to submit your content.
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Moving Sections

You can move a section in Site Manager. You can do this via the section drop-down
menu, or you can drag-and-drop sections in the structure.

Drag and drop method

You need to be in the main site structure window to use this — it doesn’t work when
the structure displays to the left of a section you are in.

To drag and drop, click and drag the relevant section into another section:

E= Site Structure “ © 0
Path : Home » University website » Home » Training area
TRAINING & 0 0
@ £ TRAINING SECTION W 2 1 g
u‘-.ll‘:'l ﬂ@ Kathryn ) o - °
= E3 Kathryn = : 2 2
@ @ Deleted = 1 g R

When you have located it over the section you want to move it to, release the mouse
button

Are you sure you want to move section?

Ok J[ Cancel ]

and click OK.

Menu method

Click the arrow next to the Section you wish to move
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= gite Structure o @ 0 O

Path : Home » University website » Home » Training area

TRAINING = = o 0

| @ CI TRAINING SECTION = 1 1 0 |
U 3 Kathryn (=] |E¥ add section |
iz 3 Archive = B2 Modify Section |
U B2 pDeleted |3 £# pelete Section :

/= Move Section

Duplicate

Branch

Preview Section

Modify Content

=]
&
& Add Content
&
&

Delete Content

Click ‘Move Section’

Then, in the structure that displays, click your mouse where you want the

section

moved to — in the image below, Archive is shown with yellow highlighting as this is

where the section is being moved to.

Move Section, Choose New Location

Move Section

p =2 ¥ou are aboUt to move the section | Home » University website » Home » Training area » TRAINING » Kathryn.
Flease select the new location for this section, If you do not want to move the section, please click here to go back,

‘ Approval List

v

> gite Structure o @ O O &) (B (eee) («» o
Path : Home » University website » Home » Training area
TRAINING = 4 il o e
B = e Last Modified —
© 3 TRAINING SECTION = a i o | LR |
- ' ! |
U 3 Kathryn E@ o =2 o = |
@ 3 Archi m o il il
 rchive :
U 3 peleted = 1 a a

To change the order of Subsections, click Modify Section on the top level

Section.

Show site structure

= gite Structure o Q@ @ O

Path : Home » University website » Home » Training area

TRAINING [+] /¥ add section

| & 3 TRAINING SEGTION o & Modify Section |
G0 Archive @ ¥ pelete Section

™= Move Section

U 3 Deleted =

Duplicate Branch

" Preview Section

4 Modify Content

=
s
& add Content
&
%

Delete Content
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Click on the Subsections Tab

Section: Home » University website » Hame » Training area » TRAINING » TRAINING SECTION

» % General Content Styles Metadata EditRights

List of Subsections
Automatic Ordering

Enatiled |
Method [ Alphabetical (A7) =
Existing Subsections [ 4dd subsection

'Z Save Changes

Name Last Modified Move Lock
SECTIONS AND COMTENT 19 Jun '09 09:43:34 EEEE &
TABLES 23 Jun 09 13:51:29 B EEE M
LINKS 20 Jun ‘09 09:14:50 BEEEE &
TEMPLATES 29 Jun ‘09 12:37:26 EEEE &

LockUnLack &1l 8 / B

:E Save Changes

Use the Move buttons to move your Subsection.

Move to the Top

Move

[=]
&
B B /—— Move down

Fle—t=i =] [=]

| Move up

— Move to the Bottom

Click Save Changes

Return to the Site Structure using the UP Button

eneral Content Styles [etadata Edit Rights Subsections

CMSTrainingNotesFeb2013.docx Page 27 of 49



Deleting a Section

<+ Note: Depending on what section of the site you are working in,
some areas require that you don’t delete sections or content, but
instead move any unwanted ones into a Pending section, to
avoid losing them when content is recycled, so it is available
should it need to be reused. If you want to keep content or
sections to reuse at a later date, DO NOT MAKE THEM
INACTIVE by deleting them. Instead move approved content
into a Pending section set up for that purpose, from which
nothing will be published to the live site. Your College or Service
Web Marketing Officer can advise you on this.

To delete a Section or Content, click on the Section or Content Arrow and select
DELETE.

&> gite Structure » @ © O

Path : Home » University wiebsite » Home » Training area

TRAINING = =« 0 ]
¥ (3 TRAINING SECTION -|EJ. 1 1 ] 0 :
i# 3 Archive = o ] a]
L 3 Kathryn (] CF add section
U 03 Deleted (5 B modify section

¥ Dpelete section

B* Move Section

== Duplicate Branch

Preview Section

&
l@’ Add Content
& Modify Content

Delete Content

You will receive a message checking that you really want to delete the Section, click
OK.

,h_./‘ Are you sure you want to delete this section?

o [ cwen |
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¥ Site Structure € (x )

Path : Home » University website » Home » Training area

TRAINING = 4 0 0
© 3 TRAINING SECTION ™ 1 0
# 3 Archive = o ] ]
L 3 Kathryn =l = 0
U (3 Deleted @ 1 0 0

You will see that that Section is now red in colour. It will no longer show on the
website, but it will still be visible in your Site Structure until the Web Team clear the
deleted items, which occurs every Friday afternoon. So before deleting sections and
the content they contain, be very sure that you aren’t going to need it again.

If they have not been cleared from the recycle bin, deleted items can be reactivated
by clicking on the down arrow for your Section and clicking MODIFY SECTION.

= gite Structure

Path : Home » University website » Home » Training area
TRAINING

& 3 TRAINING SECTION
= 3 Archive
U 3 Kathryn

U 3 Deleted

G [ x]
= 0 o
= = 1 o
@ o o o
(2] £F add section
) 5 modify Section

¥ pelete section
= Move Section
~ Duplicate Branch
* Preview Section

=
[

& Add Content
&' Modify Content

Delete Content

The Status should then be changed to Pending or Approved (depending on your

level of authorisation).

General information about the section.

Mame

Output LRI

Access Key

SEQ Key phrase(s)

Status
Default Workflow

Show in navigation?

3 General Content Styles Metadata Edit Rights Subsections

Kathryn

ktest

‘ Inactive %
| Approved
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Using Templates

We have used the template page previously, when first adding content where the
‘www Page with no Feature Image’ was used.

Section: Horme » University websile » Home » Training area » TRAINING » TRAINING SECTION » Sections and content
4 General Information

General Content Information

Choose a Content Template - Choose a Content Template — V|

Description of available Content Templates.

Contributors fModerators

wywy Image with Caption Image with caption

Wi Page Page with body element

wwry Page with Feature Image Page with feature image element and heading/body element
www Page with no Feature Image Page with heading/body text element

There is a range of templates available, but the general ones you will find yourself
mostly using are those listed above. They each provide different page layouts and
page elements, depending on how your content needs to be arranged.

www Page with no Feature Image

This template is used as the main page style for most straightforward page content
with a heading and a body section, such as the example below:

) Where to stay - University of Exeter - Mozilla Firefox

File Edit ‘Wiew History Bookmarks Tools Help

Where to stay - University of Exeter I ar ‘

6 &0 vivaw, exeter. ac.ukjvisitfuniversity/stay) c ‘ |' Googl ,"?“ L3

E UN[_}E,E;_LE% Home | Contact us | Staff | Students | htyExeter | Site map | ﬁ!ﬁ“ﬁ WWW Image Wlth
[ Scarch '] 3 | i

www Page with no | | oy C2PTION

Feature Image @ Working here | Alumni and supporters Visiting us |

Phere to st3

“isit the University :I V\?hE‘l'e tO Stﬂy

Where to stay

If you need a place to stay whilst visiting the University, visit the following

Map= and directions )
websites:

our beautiful campuses
e B & B accommodation on campus during vacations

Campus facilties
& Term time accommodation on campus

Exeter and the South West

* Exeter City Council web page on Accornmodation for visitars in the city

« For visitors to the Cornwall Campus
* Discover Falmouth lists short stay accommodation

e Accommodation information - Falmouth [PDF] lists hotels and B&Bs
close to the Cornwall Campus

e Read our Student's guide to eating out in Falmouth for an ingider's view on
local cafés, bars and restaurants

A wide range of short-stay and
holiday accommadation is
available to vigitors.

|€

It has a heading and a body section.
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Only use this template for your first or only piece of content, as it gives your page its
top heading (heading 1), of which you only want one per page. Never use this
template more than once in a section.

You can add subheadings and paragraphs, bulleted or numbered lists and links in
the body section of this template.

Unless you need an image, or content that requires a different template to style it, or
you have to mirror a small part of your page content to another page, you do not
need to create a new piece of content to add more text to an existing page — you just
modify the existing www Page with no Feature Image content in the body section.

www Image with Caption

‘Image with Caption’ is used to add content which is an image with a caption off to
the right of your main content.

This template can be used within the same section as the www Page with no
Feature Image template. It does not matter in which order this template occurs in the
content list, it will always display to the right of your main content.

www Page

‘Page’ is used to add text content to a page
* where you want to separate it out from main text to be able to mirror it to
another section,
» where you have to add text after existing mirrored content,
» or following other content that uses a different template from the standard
ones where you don t want a top headlng eg after a quote panel

ch | Businz

nivarsity home | Studying | Ressan < and community | W e [ Alu nd supporters | Our departments | Visiting us | Abo

C |

Studying here
One Planet MBA

Why the One Planet MBA <]
our partnership with WWF
Why an MBA

How importantis
sustainahility to business?

The programmes
One Planet Journey
Why Exeter

MBA community
Funding

Apply

WMBA Alumni

| A

One Planet MBA News

MBA frequently asked questions
One Planet MBA Launch
Contactus

Research
For Business
Alumni
News

Events

UNIVERSITY OF BUSiNESS
EXETER |scHooL
Home
e Why an MBA? www Page with no Feature Image

An MBA is a qualification recognised by employers all over the world. It provides the essential training for business
leadership. Whether studied intensively over one year or via modular learning, an MBA will help develop managers into
more confident. strategic. critical and global thinkers with the potential to lead change in a wide range of organisations.
An MBA will involve training in a broad range of business subjects — including finance. accounting, economics, strategy.
marketing, operations. human resources. information management and entrepreneurship. Your MBA colleagues will all
have at least three years managerial experience and will come from many different industry sectors and backgrounds
providing a rich learning experience.

Quote/ profile panel
The Exster MBA has broadened my knowledge allowing me to see each project in the context of the business
bringing with it new ideas and best practices from various industries. Importantly. the Exeter MBA challenges
business conventions and hones the skills that enable candidates to question the status quo. in order to find
better, more innovative solutions to business challenges.
Martin Bailey. MBA 2008

Benefits of an MBA

Enhanced promotien and career prospects
An MBA will provide you with the knowledge and skills needed to compete successfully for more senior management
and leadership roles. Employers recognise the value of an MBA and promotion can bring significant rewards.

www Page

A complete change of role or sector.

Some of our participants have come to a cross-roads in their career and are looking for a2 complete change. They may be
in a technical role {IT or Project Management for example) and wish to progress to a more strategic position, or they may
be working in the public sector and looking to transfer to a mere commercial role. An MBA is an excellent. and safe.
environment in which to explore new business and employment opportunities.
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www Page with Feature Image

‘Page with Feature Image’ is used, in the main, for title/introductory pages on some
sites and puts a wide feature image above the heading and main text. You may not
need to use this depending on the overall design of the particular pages you are

maintaining.
UNIVERSITY OF Home | Contact us | Staff | Students | MyExster | Site map |
EXETER | |

Working here ] Alumni and supporters

| Working with business n Heirioine
e E Frobabielad Our graduates
Develop your staff tY are the most Engaged
ST =3 Fastlracks
Use our faciliies ol S e

Our partnerzhips
Encouraging innovation
Success slories
Exeter Science Park
News= for business

Contact us

Recruit our students

We have a reputation for producing high calibre. employable students and graduates who are amongst the most satisfied
in the country. They are eager to make a difference in industry, and there are many different ways they can work with
you. The Employability and Graduate Development division offers a full range of professional and flexible semvices to
enable access to this quality resource.

You can find out more about the ways you can work with our students at our employers website

« Advertise graduate vacancies

« Campus recruitment activities

Re-using Existing Content (Mirror, Duplicate, Move)

Existing content can be reused in 3 different ways:

Replicates content held elsewhere. When changed in one place, all

Mirror other instances of the mirrored content are updated.
. Content is replicated as it is. Once duplicated the content stands
Duplicate ; . ) . .
alone and will require updating separately from its original.
Move Content is moved from one place to another. It appears in only one

place.

Navigate to the content to be re-used. You can navigate to the Section it is in and
select ‘Modify content’ from the right hand drop-down menu to arrive in the Content
tab.

Click the arrow to the right of the content.
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Select Mirror, Duplicate or Move.

Existing Content
MName Yersion Status Last
] Tables 1.0 [+] & Modify I
— [ Mi
] Select all (g =
79| Duplicate
E® Move
¥ pelete
& History

You will be returned to the main Site Structure page where you should navigate to

the section to which the content will be Mirrored, Duplicated or Moved.

Click on the Section

Site Manager will then open up the Content page for the original content. As it has
been mirrored, there is a snowflake image next to the content name. Hovering over

the snowflake shows where the content is mirrored.

Existing Content

MName Yersion Status
¥ Tahles * 1.0 (= Lpproved
ppro:
| Salect 4| Content also appears in:

o Home 3 University website » Home » Training area »
TRAIMING » TRAIMING SECTION » SECTIONS AND
CONTENT

Navigate to the section where the content was mirrored to; this displays the content,
once again with the snowflake image, informing users that this content is mirrored.
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Section: Home » University website » Hame » Tralning area » TRAINING » TRAINING SECTION » SECTIONS AND CONTENT

% General | Content

Content currently in this section.
Automatic Ordering

Enabled

Method

Existing Content

Name
Adding Content
Adding mare content

Tables *

BE:RE S

Select All

W

‘ersion
10
1.0
10

Status
Approved
Approved
Approved

Alphabetical (A-2) ¥

Last Modified Move Lock
07 Jul '09 09:12:04 E EHE & )
07 Jul '09 09:12:04 B EE & %)
07 Jul '09 09:12:04 B EE & =)

[l Add Content

8] save Changes

LockAnLock &1l 8 /B

B save Changes

Re-ordering Content in a Section

Content can be reordered within a section using the Move arrows.

Fove
= [
[=] [+

[2]

Ele ] [F]

Move to the Top

Move up

Move down

Site Manager View

Move to the Bottom

Existing Content

Name
Adding Contert
Adding rmare cortent

Tables  #

0 o i

Select all

Yersion
1.0
1.0

1.0

Status
Arproved
Approved
Approved

Last Modified
07 Jul '09 09;12:04
07 Jul '09 09:12:04

07 Jul '09 09:12:04

[ add Content

ave Changes

Mowve Lock
E HE E =)
E HE E =)
E BEE E =)

LockUnLock all 8 /&

15 Save Changes
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Web Preview

Adding Content

Content should be typed or pasted into the Main Body field.

[TRaminG

TRAINING SECTION :I

10MS AMD CONTENT

TABLES If pasting content into the window the text must be cleaned. This is done by clicking the 'Remove microsoft word formatting' or

LINKS the 'Remove all formatting' buttons. The latter will remove all formatting, including line breaks, bullets etc...

TEMPLATES

Adding more content
To add additional content to this section, click'/ADD CONTENT and repeat as before.

The additional content will be displayed below that added previously.

Tables - An Example

When previewing the page. you will see that the table has been automatically formatted.

Loves o Jro

Expenses 9 5

PayDay 29 26

Move content, using the arrows:

Existing Content [#] add Content

Save Changes

Name version Status Last Modified Move Lock
O Adding Content 1.0 (= Approved 07 Jul '09 09:12:04 E HE E =
[ Tables * 10 (= spproved 07 Jul ‘09 09:12:04 B BE & o
B Adding mare content 1.0 (= Approved 07 Jul '09 09:12:04 E BHE = 5|
O Select Al = LockUnLock all & /&

[B] save Changes

Click ‘'SAVE CHANGES’

The content has then been re-ordered when previewed.

Adding Content

[ TRANNG K

TRAINING SECTION :I
Content should be typed or pasted into the Main Body field.
TABLES If pasting content into the window the text must be cleaned. This is done by clicking the 'Remove microsoft word
LNKS formatting’ or the ‘Remove all formatting’ buttons. The latter will remove all formatting, including line breaks, bullets etc.._
TEMPLATES

Tables - An Example
‘When previewing the page. you will see that the table has been automatically formatted.
[oses | s [rotr

Expenses 9 5

Pay Day 29 26

Adding more content
To add additional content to this section, click ‘ADD CONTENT and repeat as before.

The additional content will be displayed below that added previously.
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Copying Whole Branches

Sometimes you may want to copy a whole branch of a website (this will include all
the sections and therefore its structure). When copying you can choose whether or
not to include the content itself.

Click on the arrow next to the Section you wish to copy and click DUPLICATE
BRANCH from the menu

= gite Structure < @ (%]

Path : Home » University website » Home » Training area
TRAINING |

= £ TRAINING SECTION [} ©% add section

— | . =
U B3 SECTIONS AND CONTENT (@ |22 Modity section

C¥ pelete Section

U 3 TABLES -
= Move Section

U 3 LINKS = =

—_ == Duplicate Branch
U 3 TEMPLATES I B preview section
. 3 Rachel |2 | & add content
3 Rachel lEJ <} Modify Content
OB JamesB. I.ZJ ¥ Delete Content
# 3 Alumni Relations (= 1 o ]
# 3 Kathryn's home page (= 3 0 a

You can choose to ignore the content and simply copy the structure of the branch, or
duplicate or mirror the content. As before, if you mirror the content, any changes you
make will be made in the original; if you duplicate, the changes you make in your
section, will only affect that section.

4 Duplicate

Fill in the options for branch duplication.

Branch to Duplicate Home » University website » Home » Training area » TRAINING » TRAINING SECTION

Duplication Options

Section to Copy Into Select

Content Options

Copy Style Usage

|Mirror Content ‘

Copy User Access Rights

Copy Content Template Access Rights B
Copy WwebDaY Rules il

Select where you want to duplicate the branch by clicking on the Select button, a
new window will open, showing your site structure.
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= Site Structure

TRAINING

=] TRAINING SECTION

Path : Home » University website » Hame » Training area

SECTIONS AND CONTEMNT

TABLES
LINKS
TEMPLATES
Rachel

Rachel

B E B B B E

James B.
] Alumni Relations
5] Kathryn's home page

&) 8th February 2010

J Sport
[} Sabrina

(] Sabring

@ B3 Archive

Click the section where you want to copy the branch to.

a

4 Duplicate

Fill in the options for branch duplication.

Branch to Duplicate

Duplication Options

Section to Copy Into

Content Options

Copy Style Usage

Copy User Access Rights

Copy Content Template Access Rights

Copy YehDaAY Rules

Home » University website » Home » Training area » TRAINING » TRAINING SECTION

Current Section ! 'Home » University website » Home » Training area » TRAINING » archive'

Change

Ignore Content W)

[

O:0:0

The details of the Section being copied into are then shown; if this is incorrect it can

be corrected by clicking on the Change link.

Click the Duplicate button at the bottom of the screen. A ‘progress’ window shows

you how many sections are being duplicated.

Duplicate Branch

TRAIMING SECTION duplicated.

TRAIMIMNG SECTIGN » LIMKS duplicated.

TRAIMING SECTIGN » TABLES duplicated.,
TRAIMING SECTION » SECTIONS AND COMTENT duplicated.
TRAIMIMNG SECTION » TEMPLATES duplicated.
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The full branch will then be duplicated in the new location.

= Site Structure

Path : Home » University website » Home » Training area
TRAINING

& = TRAINING SECTION

U 3 SECTIONS AND CONTENT

--1d 3 TABLES
U O LINKS
‘U 3@ TEMPLATES
:---|:| = Archive
= £3 Other Sessions
{2 B TRAINING SECTION

- U 3 SECTIONS AND CONTENT

U (3 TABLES

U C3 LINKS
U 3 TEMPLATES

@ E3 3rd July
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Media Library

Any image, document or other form of media to be included in content must first be
uploaded into the Media Library.

Uploading Media

From the Site Structure page, select Media Library from the Content Menu:

Content ¥ Rights & Rol

[ Add Content
64
(*® Delete Content

Modify Content

o Site Structure

B8 Media Library
(& Approve Content 11

T =4 = L=

Navigate to where the file should be uploaded:

Media Library

= Media Library Browse

£ options ES sdd Media Search for an item w Enter D | ) | B8
0. Jump rilter; [All Types ¥

& = university of Exeter

2 £ Generic images

Name Type Size
= & training CCTY does not solve Adobe POF 135 kB g
© (3 10 August session LML LI
Gl e I&zar’or:.i:g 2 Development SSEE;;E): 91 kB -B B2 03
U 3 4th November POF of our latast Annual Adobe PODF 5,044 ke 04 WE
Repart Document

U 3 Add document
U 3 green sea turtle
U 3 History

L 3 Mare

J 3 More media

U 3 new category

L (3 PDE documents

Click on the Add Media button:
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Browse

@ Add Media Search for anitermn Search Enter ID | &= |[1T'

Jump |Filter: | All Types M

4 General @ Categories

General Media Information

Mame i
Description i
Keywords i

Type

Syntax type E:Nune E]

Media i | |[ Browse... ]

Hide syntax highlighting O

Thumbnail [11 § | |[ Browse.. ]

ot 'Fullylndependemvl
Dependence i S =

Categorisation Categarised @

[1]If wou do not upload a thumbnall, the system will attempt to create one from the uploaded Media.

Complete the fields providing the Name of the Document or Image (note that the
name you give a document will be used for link text in links to that document,
although this can be edited once you add it to your content — see
www.exeter.ac.uk/staff/web/sitemanager/guides/documents/linking/), and a
Description.

Then use the Browse button next to ‘Media’ to find the media file you want to upload
from your hard drive. Site Manager works out from the file extension of your
uploaded file (eqg .jpg/.pdf/.docx) what possible media Types are appropriate, and
these will be displayed next to ‘Type’ above the Media field.
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% General | Categories

General Media Information

m | Cancel
Name 1 Learning and Development Report
Description i Annual Learning and Development Report for 2009
Keywords i
Type Adobe PDF Document
Syntax type None v
Media i \\isad.isadmclt.ex.ac.uk\;
Hide syntax highlighting |
Thumbnail 21 i '
Media Language Fully Independent v
Cependence i
Categorisation Categorised ®

[1]If you do not upload a thumbnail, the system will attempt to create one from the uploaded Media.

m Cancel

In many cases there will only be a single type available so you will not have to
choose an option. However, if there is more than one - for example, an image can be
either ‘Image’ type or ‘Media path’ type depending on what template it is going to be
used in - then you will have to select the appropriate type from those listed. When
using an image in an ‘Image with Caption’ template, the media type will always be
‘Image’, so choose this option.

Note: If you should choose the wrong media type when adding media, you should
Add it anyway, and then go back in to Modify it, when the Media field will display a
drop-down menu of media types, from which you can select the correct one and
Update the file.

Click ‘image’ as the media type

If you have a thumbnail image for the media you may also upload this, otherwise T4
will create one for you.

You don’t need to complete any other fields.

Click on the Add button.
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Adding Media as Content: Document Links

Locate your cursor where you want to link to your media to appear and click on the
‘Insert Item from Media Library’ icon.

Media Library

E¥ Media Library Browse

“ | » =@ options ES add Media Search for an item Enter D | B2 ) | 568
JumpFiter; [AlTypes X

i3

5 E¥ university of Exeter

=@ E generic images

Mame Type Size
= & training CCTY does not solve Adobe PDF 135 kB @ g
& (3 10 Auqust session ey SR
O SeiRa s ;n:aror:.l:g & Development gggﬁ;;ﬁ: 91 kB a g
U 3 4th November PDF of aur latast Annual Adobe PDF 5044 ke (H 2203
Repaort Document

U 3 aAdd document
U 3 green sea turtle
U 3 History

U 3 More

U (3 More media

U 3 new cateqory
U (3 PDF documents

Navigate to where the media item is saved and click on its name. A popup window
opens showing the media item you have clicked. Click ‘Select’.

Learning & Development Report

Yariations @ History
No

Praview
Available

& original Version

Annual Learning & Development Report 2002
Type: Adobe POF Document
Formatter: sppication,™

l Mudiiy] [ Delete ] [ Download ] [ Cancel ]

No No No
Preview Preview Preview
Available Avallable Available
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% General Information Content = Placement Channels Options

Content Template: www Page with no Feature Image

CIEEED 7 (cooco]

Mame * i Adding a pdf

Heading * i Lading & pdf from the Media Library

Main Body * 4

g|e r u | Paragraph = | | @ Ewofal ‘| o wme
@i EE = oo | =% B EDHESS
cAIEIEE |

Learning & Developrment Report

The name of the media item will then be displayed as a link.

Adding Media as Content: Images

Images should only be used on University web pages using appropriate templates.

The most commonly available is the ‘Image with Caption’ template, although there
are others available (eg staff contact pages etc...)

Click on the ‘www Image with Caption’ link. This will open up the template.

Section: Home » University website » Hame » Tralning area » TRAINING » TRAINING SECTION » TEMPLATES

4% General Information | Content Placement cChannels Options

Content Template: www [mage with Caption

L aaa v || provien JERETEN
Mame * i
Image * i @
Gaption™ 4 B 1 | Format il S-SR [ by wme
#iEE| =8| [ l=lx x| Qa3 & BHES%
= | [} [ Fo it

Give the image a name.

Click ‘SELECT’ adjacent to Image.
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/= TERMINALFOUR Site Manager - Media Library - Internet Explorer 7 =033
|

E= Media Library Browse |
ooo

N Search for an item Enter ID Jump Filter: oon
£ options All Types e

Categorised

5 B Levell Name Type Size
o ia neaden Exeter Logo Irmage I ke H
-0 B css
i—---w 03 images

U B3 Tatest

L B3 TinyMCE Cu
‘@ B3 University

[

Browse through the categories until you find the image you're looking for.

Once you have found the required image, click on it and a popup window will display
it as below.

Exeter Logo

UNIVERSITY OF Variations  History Usage

EXETER

G Drigi.nal
Yersion

University Logo - biue X
Type: Image
Formatter: image/™

m| Modity | [ Addvariant | [ Delete | [ Download |
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Click SELECT and the path to your selected image will appear in the template’s
Image field.

Add your caption text.

Section: Home » University website » Home » Training area » TRAINING » TRAINING SECTION » TEMPLATES

& General Information Content Placement Channels Options

Content Template: www Image with Caption

Mame * 1 Logo image

Current Media : Media Library » Categorised » Levell » images: Exeter Logal

Image * i
Change ! Prewview ! Download|

sk 4 B 7 |Pasgaph | N Ca @ | | | & o
BULIEEIZE9 0 |v|—nx QB EDhBET®
® |

University of Exeter logo

Click ‘ADD’ to save.

<« Note: It is not possible to preview images from the Media Library
in content you have not yet Added. When you have put your
image into a piece of Image with Caption content, ‘ADD’ the
content in order to save it, and then go back in by clicking
MODIFY. Now you will be able to Preview it as normal.

Guidelines on Images in the Media Library

Preparing images for use on the web: image size

<« Note: There is an ‘Image variation’ feature available in the Media
Library, which you may notice when you go to select an image to
bring into your Image with Caption template. Unfortunately, this
feature really does not work well enough for us to recommend
you use it. So we advise you not to try it, but to use pixlr.com
instead. If you feel you need more help with this, then do contact
your Web Marketing Officer for assistance.

For use with the ‘www Image with Caption’ template, images should be 218 pixels
wide and 72 dpi.

Using the PixIr photo editor to resize images

There is a handy web-based photo editor called PixIr you can use to resize images.
This does not require you to download software to your computer or purchase any
kind of licence to use it.
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wN
(] Other bookmarks

To open PixIr, simply type the following address into your browser

(2) FB Search Results - U..,

http://pixlr.com/editor/

_/ Phata editor online { free imac
O pir.comyaditor
|4 Google Anavtics | off... [@l Live Site Manager Test Site Manager ' Google Analytics | Off... (T) Google Search Applia...

€ C fit |

Create a new image
¢ Start with a blank image or from the clipboard

& Open image from computer
i Browse vour compuler to select an image
Open image from URL
Specify an URL of an image to fetch

=— Openimage from library
=8 images from pixtr, Tacebook or other Gbrary

Add a vintage retro look to your images - Pixlr-o-matic!

in the initial popup

Open your image by selecting ‘Open image from computer’
panel that displays (or select File > Open image ... and browse to your chosen

image on your computer).
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./ Phato editor anline { free imac.

€« C & O pixir.com/edtor/

51 Google Analytics | OFF. Live Site Manager  [@] Test Site Manager  *9) Google Analytics | OFf... (D) Google Search Applia.., (D) FE Search Results - U, (@ Funnelhack Administr. 11 seff service (Home)

1000%867 P

Go to Image (in the top menu bar) > select the Image Size tool from the top menu to
resize the image to the dimensions you need.

./ Photo editor online [ free imag

= C f O ppdr.com/edtor/

E Google Analvtics | OFF.., Live Site Manager u Test Sike Manage

In the popup that opens, ensure that ‘Constrain proportions’ s ticked.

Width: 1000 | = | pixels

Height:-EuE.? |£ pixels

M Constrain proportions
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Type ‘218’ into the box for the Width — this is the correct width for any image for use
in a www Image with caption template. The Height figure will automatically change
to retain the original proportions of the image.

o Image size
Width: 212 | x| pixels =

Height:| 145 || pixels . Cangel |

iﬂ Constrain proportions

Click OK. Your image will reduce in size.

E % 2181145 px
—

If it looks very small, check the bottom left hand corner of the window in which the
image appears, increase the percentage to 100% and press Return . The image
will now appear at its actual size.

100 % 218x145 px
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Go to File > Save the image and optimise using the Quality setting at around 75 by

adjusting the slider to around this number.

Hame:

| studentswalking

Format:

|JPEG (Good for most photos)

Quality:

If you need any assistance, try the Help menu (there are video tutorials, a forum and

FAQSs).
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