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editor Log out

M Content Structure CFAES Help Shortcuts Administrative tools

Help Buckeyelink Map Find People Webmai earch Chio State

OSUEDU

OSU Extension

THE OHIO STATE UNIVERSITY

Connecting The Ohio State University to Ohioans COLLEGE OF FOOD, AGRICULTURAL,
AND ENVIRONMENTAL SCIENCES
CFAES Buckeye County Program Areas Ewvents News OSU Extension About
e ~ iew dit Scheduled e browse U Tool
Buckeye County View Edit Scheduled File browser ser lools
History
Featured County Search
Programs Member for
ShECEEEn S Ask an Expert
4-H Youth Development
User Account

To log in to your County website use your OSU name.# and password. To get the login add /user to the
end of your County URL. Once you login you will notice the top line of the page now has tools used for
administering your content, your login name and a logout button. There will also be some User Tabs
on the login screen.

View
Displays your username and how long you have had an account on this site.

Edit
If you need to edit any of your profile information click on the Edit button from the login screen.

Change your email address. Please use a valid email address. All emails from the system will be sent to
this address. The email address is not made public. Use your OSU password. You will need to go to:
https://my.osu.edu/ to change your password.

Set the time to the correct time zone.

Scheduled
To view Content you have
lisal User Name scheduled, select the
e _ Scheduled tab on your user
View Edit Scheduled File browser
Title Type Author  Status Publish on Unpublish on Scheduled proﬁle.

Hops Conference | MNews article | lisa.1 | Unpublished | March 1, 2017 - 8:00am | May 31, 2017 - 5:00am edit delete

To see all Content that is Scheduled select Content...Scheduled from the main Administrative Menu.
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) Misc_Files
[ChProgram_Pages

1 files using 162.54 KB of unlimited quota

e

File Browser

View Edit Scheduled File browser IMCE File Browser
@ Upload ¥ Delete =)l Rename EDirECtDI"V
" Navigation File name| Size Width Height
= & <root= beach on lake erie.jpg 162.54 KB 800 597
B i imce
O Chimages

Q
Date

Feb 23 2017 - 4:30pm

The File Browser tab takes you to the IMCE file browser. Please read the document on IMCE to get a

better understanding of how to use this Drupal Add In.
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Content
Selecting Content will allow you to see the content on your website. It also allows you to Add Content.
To see any content Scheduled on your website select Content...Scheduled.

Content | Newsletters  Scheduled  Webforms Content — Selecting Content
will take you to the list of

. .
items on your website.

Title Type Author Published

-y [] - 1] Reset Search Options .
‘ pr————eeeed - S€Arch Options —You can now
~ Operations
-hoose o opeation - [5] Operations search by Title, Type, Author

or Published status. To search

O Tite Type Author ) . i

@] BGS webform Webform lisa.1 0172317 z by Tltle type In the fIrSt Word
] Email Webform homer.1 0123117 Z W of the Tltle and Select Apply
] People Basic page sysadmin 0172317 Z @

(@] Anne Dorrance new Person lisa.1 0123117 Z @ To SearCh by Type use the

dropdown arrow to select the
Content Type for which you want to filter and then select Apply. To search by Author type the Authors
name in the search box and select apply. To display content that is Published or Unpublished use the
dropdown to select Yes or No then select Apply.

Operations — You can apply operations to numerous content items at once by selecting the box to the
left of the items and then using the dropdown under Operations to select the action you want to apply
and then select Execute.

Sort Options — You can select any of the blue titles: Title, Type, Author or Updated to sort by those
options. Please note that a green dot with a check mark to the left of an item denotes Published. A
dark red dot denotes Unpublished. The g [z is for Edit and the :d s for Delete.

Using the Scheduling option may add two additional icons
to the Content page.

@ U T Testing the scheduling option

Automatically publishes on (date and time you select).

7} Automatically unpublishes on (date and time you select).
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Add Content

Following are the Content types that can be added or edited on the Extension County websites.

Basic Page
Use a basic page for static content. Pages need to be linked into the navigation of your site.

County News Article
Used for information that is updated frequently. Appears on the Home Page, listed under the News tab
and on the Right Sidebar of selected pages, may include an image.

County Staff
Creates an alphabetical list of County staff that appears under the About tab. Additional biographical

information including a photograph can be added.

Event
An announcement about an Event you want to share. It will appear under the Events tab and in the

Right sidebar of the Home Page.

Image
Used to add images to Photo Galleries.

Program Page
Program Pages appear under the Program Areas tab and on the left side menu of the Home page.

Please check with Extension Administration before creating new Program Pages. You will
most likely never create a Program Page. You will instead be using the Basic Page.

Resource
Allows for the creation of links that will appear in Helpful Links and/or Additional Resources.
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Basic Page

Title *

Title
Page Banner
Mo file selected. Upload Page Banner
Click on the image and drag to mark how the image will be cropped
Banner Caption
Banner Caption
Body (Edit summary)
B Source B @ @ QL WBE= =200
B I US|[x x|}z = |22 =[N e |~
Mormal | B L b
Body Text
body p
Menu settings =Menu settings
Mot in menu
URL path settings [l provide a menu link Menu Link
Automatic alias

Revision information
New revision

Scheduling options
Mot scheduled

Authoring information

By scarlet.1

Publishing options
Published

Save

Settings

OSU Extension County Sites

To create a Basic Page, click on the
Content...Add Content on the
administrative tools bar (or under
Content + Add content button) and
select Basic Page

Help Delete

At the top right and bottom left of the
form are buttons for Save, Help and
Delete. The Help button will display
documentation for the Content type
you are editing.

Title - After you click on the Basic Page
button the “fill in the blank” page form
will appear. Fill in the Title as it will
appear on the finished page. Please do
not use special charters (such as
/&"N;”etc...) or make the title too long

Page Banner — Use the Browse button
to locate the image you want to place
on the top of your Page. Once you
have selected an image click on the
Upload button to copy the image to
the web server. Currently, the Banner
image cannot be larger than 1MB and
it should not be smaller than 766 X 400
pixels. It can be in .png, .gif, .jpg or
.jpeg file format. Images larger than

2000X2000 pixels will be automatically resized. Use the image mask to select the part of the image you

want to appear on your Page. You can resize the mask, but it will stay in the correct proportions to

ensure the image is displayed correctly. (766X400 Pixels)

Alternate text — Is read by screen readers for sight impaired persons and by search engines for

indexing and is required.

Title — Will appear on the image as you mouse over it as a screen tip and is required.

Banner Caption — You can add a caption to the Page Banner. It can be approximately 33 words or 200

characters.
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Summary — Click on the Edit Summary button to open or hide the Summary
text box. Some content types use a summary as a teaser to get the attention Body (Edit summary) _

of readers or to create a shortened version of the body text to display in a
list. Example a News Article. The Basic Page will not display the Summary text.

Body Text - The Body Text includes: images, hyperlinks, You Tube videos, text and tables. Please see
the CKEditor documentation for more information.

Settings
Menu Link — Your page will appear

Menu settings ~ Menu settings 7 in the left side navigation menu of
R im;mm orovide s menu i< Menu Link the parent item you select or as a
um Fm -~ Menu link title top level tab, click the Provide a

: animak/bobes Bobeat - Lynx rufus Menu Link Title Menu Link check box. This will cause
Sohesuling options Parent item the other options for setting a menu
huthoring information ~Animalz Parent item item to appear.

- Weight Menu Link Title — This is the

Publishing options

phrasing that will appear in

the left side navigation

menu that will navigate

viewers to this page and in
the URL for the page.
Remember that you should
make this descriptive and as
short as possible. It will automatically put the title of the page in this box. If
appropriate just use the title.

Parent item — Click the dropdown and select the Parent item of the Basic Page you are

creating. Using Main Menu as the Parent item will create a new top level navigation
tab.

Please note that all Pages need to have a Parent item.

Weight — Click on the drop down arrow to select the position of the Basic Page you are
creating with regards to any other items under the same Parent item. Menu links with
smaller weights are displayed before links with larger weights. The weight goes from
(negative) -50 to positive 50. For example a Basic Page given a Weight of (negative) — 5
will appear above a Basic Page with a Weight of Zero (0). You can also use
Structure...Menus to reorganize items on the site.

Menu Link Attributes — The only thing you might want to change here is the
Target option. If you select New Window from the dropdown menu the viewer
of your page will get a new tab/window when they select the content item.

Menu Item Attributes — You will not need to make any changes here.
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Revision information - Provide an explanation of the changes you are making. This will help other

authors understand your motivations.

URL path settings - The “Generate automatic URL alias” is checked by default and you should not have

to change the alias.

Scheduling option — This setting will allow you to schedule content for Publishing and Unpublishing.

Menu settings
Testing the scheduling option

Revision information
Mo revision

URL path settings

Automatic alias

= Scheduling options

Publish on

Date Time
2017-01-24 14:00:00

Publish on

E= 2017-01-25

Scheduling option
Scheduled for publ
Scheduled for unpub!

Scheduling options [ the date blank for n

E.g., 12:38:20

cheduled publishing.

Authoring information

By lisa.1 on 2017-01-24 12:35:50 -0500

Publishing options
Mot published

e [ oo | s

Unpublish on
Date

2017-01-25 14:00:35

Unpublish on

Time

E.g., 2017-01-25 E.g., 12:38:20

Leave the date blank for no scheduled unpublishing

Help

Near the bottom of your content
form in the Settings area is the
Scheduling options. This allows
you to Schedule when an item
will be Published and when it will
be Unpublished.

Using the Scheduling options
will supersede any other
Publishing selections.

Authoring information — The login name of the person doing the edit and the date and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default

is Published.

Save - Remember to Save your Basic Page. If you navigate away from the page and do not save it first,

your work will be lost.
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County News Article

i *
Title / l Delete

[ {ome [T ]
N

Image

Browse... | Mo file selected. Upload Image
Click on the image and drag to mark how the image will be cropped
Image Caption

Image Caption

Body (Edit summary) Summary
[® Source [-E‘| [ [ﬁ QI'J‘EI EEE_’EQE
B I US|x¥|F:i= "€/ s=s10e-m
Mormal - % Ay ::
Body
body p

Relate to content

- None -

4-H CARTEENS

4-H Youth Development
About Buckeye County

] »

Relate to content

1

Tags

Tags

URL path settings

=URL path settings

Autormnatic alias

Revision information [¥] Generate autggnatic URL alias

New revision

Uncheck thisj
Scheduling options
Mot scheduled

Settings

URL alias

Authoring information
By scarlet.1 on 2017-03-23 11:43:46 -0400 .
news/test
Publishing options Optionally specify an alternative URL by which this
Published content can be accessed. For example, type "about”
when writing an about page. Use a relative path and
don't add a trailing slash or the URL alias won't work.

OSU Extension County Sites

Title - After you click on the County
News Article button the “fill in the
blank” page form will appear. Fill in
the Title, as it will appear on the Home
page under County News and also
under the News tab in the top
navigation.

Image — Will appear on the Home
page as a thumbnail on the left side of
the News article. It will also appear on
the full County News Article page on
the top of the page as the banner
image. Images should be at least 766 X
400 pixels and less than 5MB. Upload
the image and fill in the Alternate text
and the Title of the image.

Image Caption - You can add a caption
to the Image. It can be approximately
33 words or 200 characters.

Summary Text — Will appear on the
Home page as the teaser for your
News Article and in the list of News
articles under the News tab. It will not
appear in the full version of the County
News Article. If you do not add
Summary Text the system will
automatically use the first
approximate 300 characters of the
Body Text.

Body Text — Will appear with the full
version of the News Article. If you do
not use the Summary text a small
portion of the beginning of the Body
Text, approximately 150 characters
will be used as the summary and will
appear on the Home page and in the
full version of the article.
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Relate to content — Relate this County News Article to other content on your site. This will appear in
the right sidebar, except for on the Home page. You can have five related items in a sidebar, except
the Home page.

Tags — Used by search engines for indexing. Enter a comma-separated list of words to describe your
content. Once you have numerous County News Articles that use the same Tag, viewers to your site
will be able to select a Tag to find County News Articles using the same Tag. Tags can be edited under
Structure...Taxonomy...Tags.

Settings
URL path settings — This option is checked by default. You should not have to change this setting.

Revision information — This is a document history. Please do not make any changes in Revision.

Scheduling options - This allows you to Schedule when an item will be Published and when it will be
Unpublished. Using the Scheduling options will supersede any other Publishing selections.

Authoring information — The login name of the person doing the edit and an optional space for date
and time.

=Publishi ti
HPISAING options Publishing options — Publish or Unpublished by checking or

vIPublished unchecking the Published box. The default is Published. Sticky
at top of lists will make your County News Article stay at the top
Promoted to front page of the list of News.

Save — Remember to Save your County News Article. If you
/| Sticky at top of lists . . e
navigate away from the News Article and do not save it first,

your work could be lost.

Page 11 of 36



County Staff

Name *

- |v Jane Farmer - 2

Tite First Middle Last Generational

Credentials

Profile image

Profile Image

Image Mask

B Gettylmages-82039632.jpg IS

Alternate text
Alternate Text

Jane Farmer

This text will be used by screen readers, searc Nghgines, or when the image cannot be loaded

Title
Jane Farmer Image Title/Screen Tip
The title is used as a tool tip when the user hovers the mous
Click on the image and drag to mark how the image will be cropp:
Position title
Office Associate Position Title
Phone
740-555-1212 Phone
Office

County Building C

Office address

Email

farmer@osu.edu

Email address

Specialization

4-H Youth Development Specia“zation

OSU Extension County Sites

Identity Information

Title — Please select from the drop down menu
the correct personal title for this individual.
First Name — Please type the persons’ first name.
This will be used for sorting purposes.

Middle Initial — Please type the persons’ middle
initial. Optional, but might be used for sorting
purposes.

Last Name — Please type the persons’ last name.
This will be used for sorting purposes.
Generational — select a generational option if
needed.

Credentials — Please type in the proper
credentials for this person. Example: PhD, MD,
BA, MA, DDS.

Image - Upload the image of the person. The
minimum dimensions are 406X305 pixels. You
can upload a larger image (less than 2 MB) and
use the Image Mask utility to select the portion
of the image you want to appear. The Mask can
be moved and scaled, but it will stay the correct
proportions.

Alternate text — This text will be used by screen
readers, search engines, or when the image
cannot be loaded. This text is required.

Screen Tip/Title — This text will be used as the
caption and screen tip for the picture. This text is
required.

Position Title — Type the person’s official
University title.

Phone — Office telephone number, please use
the following format XXX-XXX-XXXX.

Office — Campus address, City, State and Zip
Email — Official OSU email. name.#@osu.edu

Specialization - The person’s specialization in
their field.
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Biography
[@) source B & QW EEmM= =06
B I UGS|x »|=:: |z =2 =290 e |~
Styles - | Normal - | B L ¥
. b
4-H began in Clark County, Ohio. On Janua Blography
superintendent of the Springfield Township Sch

some thirty boys and girls in the county courthous™gasement. The intent behind the meeting .,
< >

body div div div div div div div div div p
Switch to plain text editor

More information about text formats

Text format
Full HTML ~

* Web page addresses and e-mail addresses turn into links automatically.

|

- ~Extension Directory

Oinclude in Extension Directory Include in Extension Directory

Include this person when searching the Extens!

OPIC DITCCTony.

Extension Specialization

4-H Youth development

Extension Specialization

Enter up to five comma-separated specializations

Program

- hone -

4-H Youth Development
Agriculture and MNatural Resources
Community Development

Program

Select one or more programs. Hold down Control key (Command key on Mac) to Wtke multiple selections

Extension Office/Unit

oruwI Ly
Butler County
Carroll County
Champaign County

Extension Office/Unit

Select this person's extension office/unit(s). Hold dowr
selections.

ontrol key (Command key on Mac) to make multiple

Area Number

~None - Area Number | ~

Revision information

New revision

~ Revision information

URL path settings Create new revision

Automatic alias

XML sitemap

Inclusion: Default (included) ifalallal=Maal JCE
Priority: Default {0.5)

Scheduling options SEttlngS
Mot scheduled

Authoring information
By scranton.9@esu.edu on 2020-07-13
08:04:51 -0

Publishing options

nation of the changes you are making. This

Published sthors understand your motivations.
Save Delete Save

county in this field.

OSU Extension County Sites

Biography — Information about this person. Use
the CKEditor to add as much information as
needed.

Include in Extension Directory — This box should
be automatically selected for anyone who has a
“person” entry on all Extension websites. If it is
not checked, please check this box; this is the
only way your profile will appear in the
directory. This applies to county websites,
program area websites, and several other state-
level Extension-related sites. If you are in a
CFAES department or other related entity, you
will need to check that box within your own
profile. Otherwise, your information will not be
included in directory query results. The directory
is at: https://extension.osu.edu/directory

Extension Specialization - Enter up to five
comma-separated specializations. This should be
this person’s top-level work areas (e.g. 4-H,
youth development, fair programming, water
quality, nutrition). Users will search by their own
choice of keywords. Please note, this should not
be a list of all the tasks you do, but the main
topics that refer to your major areas of interest.

Program - Select one or more programs. Hold
down Control key (Command key on Mac) to
make multiple selections.

Extension Office/Unit - Select this person's
extension office/unit(s). Hold down Control key
(Command key on Mac) to make multiple
selections. In the “Extension Office/Unit”
category, if you do not see your unit represented
in the drop-down menu of choices, please
contact Extension Administration and we will
correct that. For county employees, the website
should automatically populate your home

Area Number — For county staff, your area number and area leader name will be populated within the

system for you; you will not have to handle that information. Otherwise select this person’s Area

Number.
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Settings

OSU Extension County Sites

Revision information — This is a document history. Please do not make any changes in Revision.

URL path settings — This option is checked by default. You should not have to change this setting.

Scheduling options - This allows you to Schedule when an item will be Published and when it will be
Unpublished. Using the Scheduling options will supersede any other Publishing selections.

Authoring information — Information about the author, date and time the content was created will

appear here.

Publishing options — Publish is checked by default. You can also Publish from the Content Table.

Save — Remember to Save your content. If you navigate away from the content and do not save it first,

your work will be lost.

Example of a Person page.

BRUTUS B. BUCKEYE, PH.D.

AL =
M3

Specialization: Chesring on all Buckeyes
Office: Ohio Stadium
Phone: 814-555-5555

Biography:
Brutus has appeared since 18390, with periodic
updates to design and wardrobe.

Ohio Stats nesded 3 mascot in 1985 and convincad
the athletic council to study the matter. At the time,
mascots were generally animals brought into the
stadium or arena. A buck deer was contemplated but
rejected as impossible. Instead, the buckeye was
selected, as the buckeye is the official state tree of
Ohio.

Brutus Buéi(eye

Brutus has 3 buckeye head and block O hat, scarlet and grey shirt emblazoned "Brutus” and
"00", red pants with an Ohio State towel hanging over the front, and high white socks with
black shoes.

Appearances

* Brutus Buckeye appears in ESPN This |s Sportscenter ads eating lunch and performing
aerobics with Richard Simmons.

* Brutus appears in Home Depot commercials advertising Glidden paint strapped to the
back of 3 truck.

o Brutus appears in the NCAA Football series and NCAA March Madness series of video
games as 3 mascot and has his own mascot team.
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Event

itle *
Title Delete
OSUE Annual Conference Title

Banner Image

No file selected. Upload Banner
Click on the image and drag to mark how the image will be cropped
Banner Caption < Banner
=Event date *
WAl Day [¥Show End Date < Date & Time
Date
0 s [«]2012 [f]0
12/09/2014 50 MO TU WE TH FR SA
E.g. 03/24/2017
1 2 3 4 5 & 7
8 3 10 11 12 13 14
to:
Example of
Dropdown Calendar
Date P
12/11/2014
E.g. 03/24/2017
[CRepeat Repeat

Event location

Ohio Unien, 1739 North High Street, Columbus campus Location

Body (Edit summary)

[& Source B @ @ QN W EA= =006
B/ I U S5 x x*|= 1@

i
]
T
.
-

LY

Normal 4

i
I~

Dur three-day Annual Conference provid Extension

professionals to:

Body Text

* Share and broaden their knowledge of th

tmivenreihe rnenooeh

holarship of Extension work and

body p strong

reoccurring events by checking the Repeat button.

Event Location —location of the Event.

OSU Extension County Sites

Events will appear on the Home page in
the Right sidebar, on the Events tab in
the top navigation and on the Events
Calendar. The Home page will show the
5 most current Events. The Events tab
will show all Current/Future Events. Past
events and the Calendar can be viewed
from the left navigation of the Events
page.

To create an Event, click on the
Content...Add content button and select
Event from the content type list.

Title - After you click on the Event
button the “fill in the blank” page form
will appear. Fill in the Title as you want it
to appear on the finished event. Try to
keep the title short and descriptive.
Please do not use special charters (such
as /&";"etc...).

Image — Will appear on the Event page.
Upload the image and fill in the
Alternate text and the Title of the
image. The Image cannot be larger
than5MB and should not be smaller than
766 X 400 pixels. It can be in .png, .gif,
.jpg or .jpeg file format.

Image Caption - You can add a caption
to the Image. It can be approximately 33
words or 200 characters.

Event Date and Time — Select All Day for
an Event that will not have a Start and
End time. Select Show End Date if you
want to have a Start and End time for
your Event. Click in the date selection
box to activate the pop-up calendar. Use
the pop-up calendar to select the Start
and End dates. You can also create
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Summary — The Summary text will appear as a teaser for your Event on the Event list. The
Summary will only appear on the Event list and does not appear on the Home page or with the
extended Event text.

Body Text - The next section is where you will place the Body Text including images, hyperlinks, You
Tube videos, text and tables. It is helpful to include directions, embedded maps or any other
information about the Event you will want attendees to know. Please see the CKEditor documentation
for more information.

Contact name — Name of a person who

people can contact for more
Contact name information.

Contact Name Contact email — Email of the contact
person.

Contact email
Contact phone — Phone number where
Contact Email

the contact person can be reached.

Contact phone Relate to content — Relate this Event to

Contact Phone other content on your site. This will

appear in the right sidebar of that

Relate to content content.
- None - Relate to Other Content i j
2018 Mandatory Volunteer Trainings = Settlngs

4-H CARTEENS .
4-H Youth Development URL path settings - The
“Generate automatic URL alias”
URL path settings =URL path settings ———— is checked by default and you

— should not have to change the

1

Revision information GenegZf automatic URL alias .
New revision alias unless you get a node
Un Settings ps
Scheduling options belo¥ - number. If you do have to
Mot scheduled
. specify an alternative URL b
Authoring information URL alias P i Y ) y
By scranton.3 which this content can be
Publishing options accessed. For example, type
Published Optionally specify an alternative URL by " n e
which this content can be accessed. For about" when ertlng an about
example, type "about” when writing an ) i
about page Use a relative path and -:Icr‘.t page. Use a relat|ve path and
add a trailing slash or the URL alias won't
don't add a trailing slash or the

URL alias won't work.
Revision information — This is a document history. Please do not make any changes in Revision.

Scheduling options - This allows you to Schedule when an item will be Published and when it will be
Unpublished. Using the Scheduling options will supersede any other Publishing selections.

Authoring information — The login name of the person doing the edit and an optional space
for date and time.

Publishing — Your Event is set to Publish by default.
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URL path settings

Automatic alias

=Scheduling options

Publish on

Rewvision information
MNew revision

Publish on

Scheduling options
Mot scheduled

Scheduling |Date

Authoring informaticn
By scranton.9

Eg. 2018-0118

E.g. 01:54:43pm

Publishing opticns
Published

Leave the date blank for no sgheduled publishing.

Unpublish on
P Unpublish on

Date
E.g. 2018-0118 E.g.. 01:54:43pm
Leave the date blank for no scheduled unpublishing.

Submit to CFAES

[Cl submit to CFAES

Please only submit events of general interdkt to a college-wide audience.

Submissions will not appear on cfaes.osu.edu until approved.

< Save

Submit to CFAES

OSU Extension County Sites

Scheduling option — This setting will
allow you to schedule content for
Publishing and Unpublishing at a future
date and time.

Using the Scheduling options will
supersede any other Publishing
selections.

Authoring information — The
login name of the person doing
the editing and the date and
time the Event was created.

Publishing — Your Event is set to
Publish by default.

By checking the box in the Submit to CFAES section, your Event will be reviewed by Marketing and

Communications for style consistency and to be sure the audience for the event is regional- or state-

wide. Events that are for just a few counties should be promoted on county sites. Events that will

attract participants from a larger region of the state, the entire state, or into other states, will be

published in the CFAES calendar.

[CJSubmit to CFAES

Please only submit events
of general interest to a

Submit to CFAES

college-wide audience.

Submissions will not
appear on cfaes.osu.edu
until approved.

Once your Event is submitted you will get a rejection or approved email:

Hello, your event "Name of Event" has not been approved to appear on cfaes.osu.edu.

Please email Suzanne Steel at steel.7@osu.edu <mailto:steel.7@osu.edu> for more information.

Save — Remember to Save your Event. If you navigate away from the Event and do not save it first,

your work could be lost.
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OSU Extension County Sites

Extension Program Photo Gallery

It is possible to add a Photo Gallery to an Extension Program area.

Farmers Market

Flowers

Tomotoes

A field has been added to the Image Gallery interface to categorize a gallery to a program area on the
Extension County websites. The following program areas were included:

4-H Youth Development (4h)

Agriculture and Natural Resources (agnr)
Community Development (comdev)
Family and Consumer Science (fcs)
Master Gardener Volunteer (mgv)
SNAP-Ed (snhap)

These gallery pages are NOT automatically linked on all the websites, since not all counties would have
galleries for every program area. You will need to add a link to the gallery page on your menu under
the appropriate program area. The above program areas are all that have been created, and these
have to be added as an update by developers, if there are others that should be added please contact
the web developers.

To activate the Photo Gallery for a Program area, select.....Structure.....Menus.....Main menu.....Add
menu link.
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Menu link title * Menu Link Title — This is the
Community Development Image Gallery Menu Link title that will appear under the
The text to be used for this link in the menu. Program area on the Ieft Side
Path * navigation for that Program.
Example:

program-photo-gallery/comdev

The path for this menu link. This can be an Teraog of an external URL such as .
http:t/example.com. Enter <front>to ligk to t Commun |tyr D‘EUEIme ent
u| Enabled

Community Development
Image Gallery

Show as expanded

Parent link

~— Communtty Development Parent Link Path - The gallery index for
The maximum depth for a link and all its children is fi at 9. Some menu links may not be available as parents each program area iS aVaiIabIe
if selecting them would exceed this limit.
Weight at “program-photo-

elg

° gallery/(PROGRAM
0 v

ABBREVIATION)” for example
for Community Development
(comdev)
program-photo-gallery/comdev

Optional. In the menu, the heavier links will sink and the lighter links will be positioned nearer the top.

= »Menu link attributes

= »Menu item attributes

Enabled — No changes needed
Save in this section.

Parent Link — Use the drop down to select the appropriate Program area.

Save — Be sure to Save your work or it will be lost.

Once you have created this link you can create as many individual photo galleries as
needed. Each photo gallery can have as many images as you want. They will be
displayed 12 per page and you can create as many pages as needed in a gallery.
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Photo Gallery

Farmers Ma I’ket Photo Gallery Name

Home

A farmers' market is a physical retail market featuring
consumers. Farmers' markets typically consist of bo
where farmers sell fruits, vegetables, meats, and someti

Photo Gallery Body Text indoors,

es prepared foods and beverages.

Farmers Market
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Create a New Photo Gallery

Name *

Farmers Market Name

Description

A place for fresh food. Description

Switch to plain text editor

More information about text formats

Text format  Full HTMLv

= Web page addresses and e-mail addresses turn inte links automatically.

= »Relations

= ~URL path settings (Automatic alias

m| Generate automatic URL alias
Uncheck this to create a custom alias below. Configure URL alias
patterns.

URL alias

image-galleries/farmers-market

Optionally specify an alternative URL by which this term can be accessed.
Use a relative path and don't add a trailing slash or the URL alias won't
work.

= » XML sitemap

Program Area

Master Gardener Volunteers v Program Area

OSU Extension County Sites

To create a new Photo Gallery,
sign into your website. Navigate
to Structure...Taxonomy...Image
Galleries...Add Term.

Name — Name of the gallery.

Description — You may add a
Description. It will appear under
the image you select to be the
icon for the Photo Gallery. The
Description is optional.

Program Area — Use the drop
down to select the Program Area
where you want the Photo
Gallery to appear.

Save — Remember to Save your
Photo Gallery. If you navigate
away without saving your work,
it will be lost.

To delete a Photo Gallery,
navigate to Structure ...
Taxonomy ... Image galleries
select to edit the gallery you
want to delete. Once you are in
edit mode select Delete from the
bottom menu items. Confirm the
deletion.

To delete images you have
added to a Photo Gallery, select
Content...filter for
Images....select the images you
want to delete using the
selection box on the left side of
the list...use Operations...drop
down arrow Delete...Execute.
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Add an Image.
Title *
Farmers Market
Image *
ﬁ : Image

Image Gallery

farmers-market-stalls.jpg (68.16 KB)
Image Gallery
[[IDressage

Farmers Market

i

Body *(Edit summary)

This is an example of an outdoor farmers market. Where each seller has their own tent |

URL path settings

Save

Body Text

~ URL path settings

[¥] Generate automatic URL alias

Automatic alias

Revision information
Mo revision

Scheduling options
Not scheduled

Settings

Authoring information

ify an alternative URL by
By lisa.1

t" when v
h or the URL alia
Publishing options

Published

Save

about people in the image.

ich this content can be accessed. For
age. Use a relative path and don't

OSU Extension County Sites

To add a single image to a Photo Gallery,
navigate to Content...Add
Content...Image.

Title — The Title of the image. It will
appear in white lettering on a black strip
at the bottom of the image.

Image — Select Browse and then Upload
the image. You may use a png, jpg or
jpeg.

Image Gallery — Select the image gallery
or galleries where you want this image
to appear.

Body Text — You must put something in
the Body Text. This can be an
explanation for the image or information

Settings — You should not need to make any changes in the settings.

URL path settings - The “Generate automatic URL alias” is checked by default and you should not have

to change the alias.

Revision information - Provide an explanation of the changes you are making. This will help other

authors understand your motivations.

Scheduling option — This setting will allow you to schedule content for Publishing and Unpublishing.
Using the Scheduling options will supersede any other Publishing selections.

Authoring information — The login name of the person doing the edit and the date and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default

is Published.

Save - Remember to Save your work. If you navigate away and do not save it first, your work will be

lost.
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Uploading Multiple Images

View Edit Organize Upload Upload

A farmers’ market is a physical retail market featuring foods sold d After you create an image gallery and upload

booths, tables or stands, outdoors or indoors, where farmers sell fi .
at least one image you can use the Upload

option to upload multiple images.

Navigate to your Image Gallery, select
the Upload tab. You can upload JPG's,
View Edit Organize Upload Upload GIF's, and PNG's only, 10MB Max Size
per image. To add multiple images hold

= Upload
CTRL for PC or 38 for Mac, then click the
Title * desired images to upload.
Beets Title . . . .
Title — The Title of the image. It will
Description * appear in white lettering on a black strip
Bests for sale. Description at the bottom of the image.

Description — You must put something in
the Description. This can be an
explanation of the image or information
about people in the image.

Title *

Chillies

Description *

Assorted chilies.

Title *

Flowers

Description *

Seasonal flowers |

Save - Remember to Save your work. If
you navigate away and do not save it
Save first, your work will be lost.
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Organize the Images in your Photo Gallery

e

View Edit Organize = Upload Organize

Once you have images in your gallery it is

i Orga_n,ie possible to Organize them by dragging
and dropping them into the order you

want them to appear.

Select the image that you would like to
be the Icon for the gallery on the Photo
Gallery listing page by clicking on the
small box above the photos number.

Save

You can Edit an image, the title or the description by selecting the Edit button from the View tab or the
photos’ number in the Organize tab view.

Options — The Options button allows you to check the Override Organization box, this will disable
organization and place the images Newest to Oldest by when they were uploaded.

Example of an Image in full view.
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Body Text

Navigation

OSU Extension County Sites

When a viewer navigates to your Photo
Gallery they will see a collage of the
images in Mosaic view. Mosaic view
allows you to add images that are
landscape or profile and arranges them.
If you would like to have your images
appear in the table view, as before, you
will need to make all the images the
same size.

The Title and the Body Text will appear
on the Full View of the Image in the
black strip. You can use the Navigation
arrows to browse through the full view
of the images.
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Title ®

Delece

SNAP-E0

Page Banner

Image Mask

Alternate text

Alternate text

il shopping

Title

Qick on the image and drag (o mark h

Banner Caption

The SNAP-E0 nutriion education 21 0D2ER) Drevention Drogram senes

Banner Caption

Body (Edit summary)

@ @& QL EREM==00
BI Ul &l »w| s = XY E & EE| Y= ~
LI Y
The Nutrition lon
education and obesity prevention progr, ded by
the Food Nutrition Service (FNS) branch BOdy TeXt -
AP PAAD Mmook G £ b oy

=
M Featured County Program

Featured County Program

Msnu settings lenu settir
NAP.Ed
URL path ssttings U] Provide s menu link

Rsvision information

Settings

Authoring information
By Ancrymous an 20140921 1

Pubiishing options
Pubiishec

- »Menu item attributes

Save

OSU Extension County Sites

Program Page

Do not create new Program pages without
approval from Extension Administration. You
can navigate to Program Pages to Edit them. There
should be the following Program Pages: 4-H Youth
Development, Agriculture and Natural Resources,
Community Development, Family and Consumer
Sciences, 4-H Carteens, EFNEP, Master Gardener
Volunteers, Ohio Certified Volunteer Naturalist
Program and SNAP Ed.

The 4-H Youth Development, Agriculture and
Natural Resources, Community Development, and
Family and Consumer Sciences are mandatory and
can be edited and subpages added, but they should
not be unpublished.

Title - Title as it will appear on the page and as a
menu item.

Page Banner —The Page Banner image cannot be
larger than4MB and it should not be smaller than
766 X 400 pixels. It can be in .png, .gif, .jpg or .jpeg
file format. Please check with Extension
Administration before changing any Program Page
images.

Alternate text — Is read by screen readers for sight
impaired persons and by search engines for
indexing. This is required.

Title — Will appear on the image as you mouse over

it as a screen tip. This is required.

Banner Caption — You can add a caption to the
Page Banner. It can be approximately 33 words or
200 characters.

Summary —Program Page will not display the
Summary text.

Body Text - The Body Text for the Program Pages
has been preloaded with information about the
Program by Extension Administration.

Featured County Program - 4-H Youth
Development, Agriculture and Natural Resources,
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Community Development, and Family and Consumer Sciences are mandatory and should be
Featured. Program Pages that are Featured appear on the left side navigation of the Home page, on
the drop down on the Program Areas tab and on the left side navigation of all Program Pages. Program
Pages that are not Featured will not appear on the Home page.

You will have the four mandatory programs (4-H Youth Development, Agriculture and Natural
Resources, Community Development, and Family and Consumer Sciences) and can Feature four
additional Program Pages. Programs you do not use, should not be deleted.

Settings
Menu Settings — Program Pages are listed under the Program Areas tab.

URL path settings - The “Generate automatic URL alias” is checked by default and you should not have
to change this.

Revision information — This is a document history. Please do not make any changes in Revision.

Scheduling options - This allows you to Schedule when an item will be Published and when it will be
Unpublished. Using the Scheduling options will supersede any other Publishing selections.

Authoring information — The login name of the person doing the edit and an optional space for date
and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default
is Published. Do not use Promote to front page or Sticky at top of lists.

Save - Remember to Save your Program Page. If you navigate away from the page and do not save it
first, your work will be lost. Remember please do not create new Program pages without approval
from Extension Administration.
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Resource

Title URL
Title — Title as it will appear in the Right

URL Sidebar as a menu item. Please be brief

The link title is limite f maximum.

Copen URLina N and descriptive. Limited to 128

characters. Additional Resources or
dd her i . .
et Helpful Hints will not appear on the

Home page.
Type
Hlheloful L URL — The full URL for the link. For a
soueTE Type: Helpful Links or Additional Resources PDF’s URL go to IMCE, open the PDF
[[] Additional Resources and copy the URL.
Relate To Content Open URL in a New Window — Check
the box to have the Link open in a new
- None - Relate To Content =
4H CARTEENS = window or tab.

4-H Youth Development
About Buckeye County

1

Add another item — Allows you to add

JRLpam setinas = URL path settingg————— more Links.

Revision information Generate automatic URL alias .

No revision N : § Type — Select “Helpful Links” and/or

Uncheck this to create a custom alias below. .
Scheduling options “Additional Resources”
Mot scheduled
o ) Settings

ooy ermaten Relate to content — Relate this Link to

Publishing options Oprtionally specify an alternative URL by which this Other Content on your Slte It WI”

Published, Sticky at top of list tent can be accessed. F > bout’ . . .

(R when wriang an about page. Use  relative path and appear in the Right Sidebar of the page

don't add a trailing slash or the URL alias won't
that you select. You can select more

than one page by holding down the Ctrl
key and selecting more related content

Save
pages.

Settings
URL path settings - The “Generate automatic URL alias” is checked by default and you should not have
to change this.

Revision information — This is a document history. Please do not make any changes in Revision.

Scheduling options - This allows you to Schedule when an item will be Published and when it will be
Unpublished. Using the Scheduling options will supersede any other Publishing selections.

Authoring information — The login name of the person doing the edit and an optional space for date
and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default
is Published. Do not use Promote to front page or Sticky at top of lists.
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Save - Remember to Save your content. If you navigate away from the page and do not save it first,
your work will be lost.

Example of Right Sidebar with “Helpful Links” and “Additional Resources” Additional Resources

Academic Programs

Helpful Links

Academic Programs
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OSU Extension County Sites

Allows you to add new menus to your site, edit existing menus and rename and reorganize menu links.

One of the functions you can do is create a menu item that acts as an internal or external hyperlink.

For example to create an external link:

e Click on Structure
e Click on Menus
e Click on Main menu
e Click on + Add link (lower left of
page)
e Fill in the information needed on
the form:
o Menu link title — appears on
site as link
o Path —internal or external
URL
Enabled — should be checked
o Parent link — determine path
for public view
o Menu Link Attributes — you
will not need to change any
of the items in this section
except the Target. If you
want this link to openin a
new window/tab please
select New window (_blank)
from the drop down list.
Save — save your new link.

Menu link title =

Menu link title

The text to be used for this link in the menu.

Path *

URL path

The path for this menu link. This can be an internal path sucN§s node/add or an external URL such as
hitp./fexample.com. Egger <front>to link to the front page.

Enabled

Menu links that ar

Enabled by Default

ot enabled will not be listed in any menu,

[CJShow as expanded

If selected and this menu link has children, the menu will always appear expanded.

Parent link

<Main menu= Parent link

The maximum depth for a link and all its children is fixe 9. Some menu links may not be available as
parents if selecting them would exceed this limit.

Weight

0 2]
Optional. In the menu, the heavier links will si nd the lighter links will be positioned nearer the top.
= *Menu link attributes Menu Link Attributes

= »Menu item attributes

Page 30 of 36



Menu link

EX

N
&
3

&

CFAES

05U Extension

Buckeye County

Program Areas

+

$

+

4-H CARTEENS

4-H Youth Development

Enabled

B EEEE

Operations
edit
edit
edit
edit
edit

edit

4 Buckeye County 4-H Camp
<4 Buckeye County Fair

<4 Ohio 4-H Family Guide

Example of a County
Menu Structure

Agriculture and Natural Resources

Community Development

EFNEP

Family and Consumer Sciences

Master Gardener Volunteers

Ohio Certified Volunteer Naturalist
Program

SMAP-Ed

Events

ko

+

$

Events (menu position rule)
Calendar

Past Events

4 News

+

News (menu position rule)

4 About

+

+

ko

County Staff

“+  People (menu position rule)
Photo Gallery

«  Images (menu position rule)

BGS Test Page

“+  Give Now

Save configuration

+ Add link

B EEEE

=

B E

]

=]

=]

B E

=

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

edit

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

reset

delete

delete

OSU Extension County Sites

Menu Structure

Do not move the top level tabs. They
must be: CFAES, OSU Extension,
‘County Name’, Program Areas, Events,
News, About, and Give Now. Do not
add top level tabs.

Menus allow you to structure how lists
links will appear on the left navigation
your site. Once you are logged into
your site go to
Structure...Menus...Main
Menu...List Links. You can now
restructure your lists by dragging and
dropping items. Lists that do not have
a weight or that have not been place in
order under List links will appear in
alphabetical order. Remember to
Save your configuration or your
changes will not be saved.

If you do not want Menu items to
appear on the public site you can
uncheck the Enabled box for that item.

Remember to Save your configuration
or your changes will not be saved.
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Tags
Under Structure...Taxonomy...Tags you can add, delete, or correct the spelling of tags. To delete a tag

select edit for the tag you want to delete and select delete at the bottom of the form, select delete to
confirm.

Relate to content

Allows you to relate a content item to other content on your site. This will appear in the right sidebar,
except for the Home page. It will not appear on the Home page.

Ask an Expert

Helpful Links Example of a
Academic Programs right sidebar.

Additional Resources

Academic Programs
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Social Media

Menu link title *

Menu Link Title

The text to be used for this link in the menu.

Path *

The path for this menu link. This be an internal path such as node/add or an external URL
such as htip:/Yexample.com. Enter %front>to link to the front page.

[ Enabled

Menu links that are enabled will not be listed in any menu.

[CIshow as expanded

If selected and this menu link has children, the menu will always appear expanded.

Parent link

<Social Media= Parent Link

The maximum depth for a link and all its children MN§xed at 9. Some menu links may not be
available as parents if selecting them would exceed this limit.

Weight

0[]

Optional. In the menu, the heavier links will sink and the lighter links will be positioned nearer the

top.

= »Menu link attributes

Menu Link Attributes —_—

= »Menu item attributes

Save

Social Media

f OSUE Facebook

OSU Extension County Sites

To Add a Social Media Link navigate to:
Structure...Menus...Social
Media...select add link.

Menu Link Title — The title of the Social
Media link. Example: OSU Extension,
FoodChat or Gardening.

Path — The full URL for the Social

Media. Example:
https://www.facebook.com/OSUFoodAgEnv

Enabled — Enabled should be selected.

Parent Link — For Social Media, the
parent link is Social Media. You do not
need to change this.

Menu Link Attributes — The only
change you should make in this area is
the Target. Select the Menu Link
Attributes and scroll down near the
bottom of the form select New window
(_blank) from the drop down list.

Save — Remember to Save your work.

To Edit or Delete a link navigate to:
Structure...Menus...Social Media

Classes — If you have a nonstandard URL, one that does not

automatically display the correct icon when you create your Social

W OSUE Twitter

@ OSUE YouTube

Media Link, add this statement to Classes: blocko-icon, blog-icon,
mail-icon or subscribe-link under Menu Link Attributes. Example of

0 blocko-icon icons to the left. If you need a different icon contact the IT Helpdesk
BN blog-icon and submit a ticket with your request.
B mail-icon

Subscribe Link
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Body (Edit summary)
@ Source @ @ @ QL @ BEmM==Q0
BI US x x|;=:= #Y 2 E2E|1ue® (o]
Format - | T ¥

ADD SPECIFIC COUNTY INFO HERE

) »

A

About OSU Extension Body Text

Since 1914, Extension has been helping all Ohi
better communities.

usinesses and

-

Ohio State University Extension brings the knowledge of the university directly to you. We fulfill the

Page Banner

2 2010_0su4tcenter 001 jpz LGN

Alternate text
Alternate text

Our County Office

This text will be used by screen readers, search engiy or when the image cannot be loaded.

Title
Image Title

County Office Image
The title is used as a tool tip when the user hovers tl ouse over the image.

Click on the image and drag to mark how the image will be cropped

Banner Caption

Banner Caption
Visit Qur County Offices!

Address information

1234 Some Street
Columbus, Ohic 42214

Phone Number County Information Block

814-555-1211

Fax Number

614-555-1212

Email Address

OSU Extension County Sites

About

The About page allows you to edit not only
the image and text that appears on the
About page, but also many of the elements
that appear on the Home page and in the
website footer.

The title for the page is set at About and
should not be changed.

Body Text — Part of the Body Text has
been scripted by Extension Administration
and should not be changed. The Body Text
may include: images, hyperlinks, You Tube
videos, text and tables. Please see the
CKEditor documentation for more
information about editing this area.

Page Banner — Use the Browse button to
locate the image you want to place on the
top of your Page. Once you have selected
an image click on the Upload button to
copy the image to the web server.
Currently, the Banner image cannot be
larger than 1MB and it should not be
smaller than 766 X 400 pixels. It can be in
.png, .gif, .jpg or .jpeg file format. Images
larger than 2000X2000 pixels will be
automatically resized. Use the image mask
to select the part of the image you want to
appear on your Page. You can resize the
mask, but it will stay in the correct
proportions to insure the image is
displayed correctly. (766X400 Pixels)
Alternate text — Is read by screen readers
for sight impaired persons and by search
engines for indexing. This is required.
Title — Will appear on the image as you
mouse over it as a screen tip. This is
required.

Banner Caption — You can add a caption to
the Page Banner. It can be approximately
33 words or 200 characters.
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Direciigns link

Title

Directions to Mortheast Regicnal Office

The link title is imited to 128 characters maximum.

Office Hours

Menday-Friday
8:30a.m. - 5:00p.m.

Motice

Area for a short notice or announcement.

URL

https://www.google.com/maps/place/1580+Madison+A

County Information Block

Menu settings
URL path settings
Autarnatic alias

Revision information

- 1
Menu settings

:‘rc'-.-c:e a menu link

S Menu link title

Scheduling options About
Not scheduled

nformation

Auth )
Dy gy 2014.07-30 13:05:42 0400 Parent .
Settings

Eub B oplions <Main menu Izl
Published

Weight

: (]
ks with smaller weights are displayed before links with larger
= *Menu link attributes

- +*Menu item attributes

Save Save

OSU Extension County Sites

County Information Block

Text placed in the County Information
Block will appear on the Home page Left
Sidebar, the About page Right Sidebar
and in the footer (the footer appears on
every page).

Address Information — the street, city,
state and zip code of your County Office.

Phone Number — main telephone
number for your County Office. Please
use the XXX-XXX-XXXX format.

Fax Number - fax telephone number for
your County Office. Please use the XXX-
XXX-XXXX format.

Email Address — main contact email for
general questions. This is optional.

Directions Link

Title — Will be Directions to Your County
Office and can’t be changed. URL—The
complete URL to the directions to your
office. It could be a link to a page that has
detailed information or a link to your
address in a mapping service (example:
Google Maps).

Office Hours — The hours of operation of your County office. For example:

Monday — Thursday
8:30 a.m.—5:00 p.m.
Friday
8:30a.m.—2:00 p.m.

Notice — Area for you to place a short notice or announcement. Example: Closed November 28, 2017.

Limited to 100 characters. This should be a short term notice.
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Settings
You do not need to change any of the
options in the Settings area.

Save - Remember to Save your About Page.
If you navigate away from the page and do
not save it first, your work will be lost.

OSU Extension County Sites

T e [Ty ey o g - ...
Buckeye County .

Photo Gallery

County Staff

BGS Test Page

University Library

OSU Extension » Buckeye County » About Buckeye County

Social Media

f Facabook ABOUT BUCKEYE COUNTY

W Twiter Bacon ipsum dolor sit amet doner hamburger fugiat occaecat rump. Siloin occaecat bee ribs,
hamburger enim pig id adipisicing. Laborum exercitat i elt, cow pork chop esse in
beef ribs chicks g in. Kevi ham hock qui boudin.

Ea ad culpa, irure bresaola exercitation cow hamburger nisi shoulder kielbasa inDoner ground
round strip steak t-bone meatioa ball tip do labore tenderloin ut officia dolor il

Cupidatat 1234 Some Street
proident S| . Columbus, Ohlo 43214
Kibasa County Information crone e1ts55.1211
ribs dolor e}

id, E =

Et pariatur velit in comed beef pork belly shank cupidatat turkey landjasger ut
Sirloin tempor est, chuck spare ribs sunt minim filet mignon ham hock nostrud tongue in nulla

sausage drumstick. Ea enim tail pork short loin short ibs. Aliquip velit ut in salami nufla est short

1ibs et meatioaf shoulder qus tongue flank. Quis e pancetta ham in. Aute flank ham, btong - 40, of 0

1ip tail anim minim filet mignon ullamco boudin turkey,

T Directions to our office

Monday Friday
830am -500pm

Area for a short notice or
announcement.

County Information
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