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Department Website

When you login you will notice the top line of the page now has buttons used for administering content,
your login name and a logout button.

M MyWorkbench Content Structure Configuration Google Analytics CFAES Help Shortcuts editor Log out

Content

To add, delete, or edit your content, navigate to your web site and log in. To add content Click on the
Content button on the navigation bar then you will see an Add content button. Clicking on the button will
open up the list of content items you can create on your site or use the submenu to select the content
type you want.

Selecting Content will allow you to see the content on your website. It also allows you to Add Content,
Newsletters and/or Webforms if you have those on your site. To see any content Scheduled on your

website select Content...Scheduled.

Content — Selecting Content will
take you to the list of items on

Content = Newsletters  Scheduled ~ Webforms your WEbSite.
Search Options —You can now
search by Title, Type, Author or
Title Type Author Published .
oy B - 5] - Search Options Published status. To search by
- Operstions Title type in the first word of the

r—— Title and select Apply. To search

by Type use the dropdown arrow

Operations

o i Auther to select the Content Type for

a BGS webform Webform lisz.1 01/23/17 Z . .

D Email ‘Webform homer.’ 1 01/2317 Z E WhICh you Want to fllter and then
B o beopie S aden o 2 @ select Apply. To search by Author
a Anne Dorrance new Person lisa.1 0172317 Z m 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display content that is Published or Unpublished use the dropdown to select Yes or No then select Apply.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red dot denotes Unpublished.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 green > is for Edit and the red gj is for Delete.

Using the Scheduling option may add two additional icons to
@ 7 T Testing the scheduling option the Content page.

.~ Automatically publishes on (date and time you select).

{2 Automatically unpublishes on (date and time you select).

Page 3 of 75



Basic Page

Show row weights

Title *
Title
Body (Edit summary)
[#) Source B @ @ QEE EEE_'_QE
B I U S|x x = = |z ===
Styles - Normal M % £y ::
Body Text
body p
Related People
- Related People

Add another item

Menu settings

~ Menu settings/]

Mot in menu

Department Website

To create a Basic Page, click on the Content
Button then select Basic Page from the
submenu.

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 /&"';”etc...).

Summary —Some content types use a
Summary as a teaser to get the attention of
readers or to create a shortened version of
the body text to display in a list. The basic
page does not use the Summary.

Body Text - The next section is where you
will place the Body Text including images,
hyperlinks, You Tube videos, text and tables.

URL path settings [Cprovide a

Provide a Menu Link

Please see the CKEditor documentation for

Automatic alias

Revision information
Mo revision

Scheduling options
Mot scheduled

Scheduling options Settings

Authoring information
By lisa.l

Publishing options
Published

coe 1 |

Save

Provide a menu link

To enforce access control, t Provide a Menu Link

placed in the menu.

Menu link title

Title for public view

Parent item
<Main menu=

Parent item |E|

Weight

Menu links wi\ | smaller weights are displayed before
links with larger weights.

more information.

Related People — You can relate this page to
a person. Start typing the person’s name
then select them from the list. The person
must already have a profile for their name
to appear on the list.

All Basic Pages need a Menu Link. Click on

the Provide a menu link and you will get
this additional information screen. (See example
to the left.)

Menu Link Title — This is where you will put the
phrasing that will appear in navigation. This may
be the same as the title for the page.

Parent item — Click the dropdown and select the
Parent item of the Basic Page you are creating. For
example if the page needs to appear under the
About tab, you would select About in the
dropdown.

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
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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.

Settings

URL path settings — Checking the Generate automatic URL alias will create a URL normally using the Basic
Page Title. Optionally you can specify an alternative URL by which this 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.

Revision information - Provide an explanation of the changes you are making. This will help other authors
understand your motivations. Optional.

Menu settings - Scheduliﬂg Opt'OﬂS

Testing the scheduling option

Scheduling option — This setting will

Revision information Publish on Publish on allow you to schedule content for
Mo revision . . . .
Date Time Publishing and Unpublishing.
URL path settings
Automatic alias 2017-01-24 14:00:00 Near the bottom of your content
Scheduling options Fe 20170123 Eg. 12:38:20 form in the Settings area is the
Scheduled for publ Scheduling options [ the date blank for ng}cheduled publishing. . . .
Scheduled for Unpu , Scheduling options. This allows you
Unpublish on Unpublish on . .
Authoring information to Schedule when an item will be
By lisa.1 on 2017-01-24 12:35:50 -0500 Date Time . . .
Published and when it will be
Publishing options 2017-01-25 14:00:35 .
Not published Unpublished.
E.g., 2017-01-25 E.g., 12:38:20
Leave the date blank for no scheduled unpublishing. Using the Scheduling Options

will supersede any other

Publishing selections.
e |

Authoring information — The login name of the person doing the editing 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 could be lost.
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Course

Courses incorporates university data to automatically update course information. The module still allows
for the supplementation of university data with information about the course from the department such
as the attachment of documents and linking to instructors.

Adding courses

Program area Semesters Offered individually is as easy
- Any - E - Any - : as adding a course
Semesters number, the module
Course Number Title Unit{z) .
Offered can also automatically
AEDECON 1100 Exploring Agribusiness and Applied Economics 0.5 Autumn add courses affiliated
AEDECON 1200 Exploring Sustainability: SUSTAINS LC Seminar 1.0 Autumn with a department or
AEDECON 2004 Principles of Food and Resource Economics 30 Spring, Autumn SUbjeCt' Editing
AEDECON 2001H Principles of Foog - = . 20 courses on .
AEDECON 2005 Dats Analveis ol THIS is an example of the Course Offerings Department sites the

. interface will be
AEDECON 2105 Managerial Reco as viewed by vour students.

similar to what it has
been except that fields
provided by the University will no longer be available to edit. To construct and maintain this listing for
your students there are a number of options you can use. This document explains those options.

Option One
Log in to your website and navigate to Content..Add Content...Course.

Course Number - The course subject

Course Number *

[ el | abbreviation and the course number. e.g.
"AEDECON 2001" If found in the university
database, course details will be auto-filled.

Course Number

e course number. e.| EDECON 2001"
rse details will be aur

The course subject abbreviation 3
If found in the university database,

URL path settings = URL path settings

Automatic alias

Revision information

Settings
URL path settings - This is checked by
default and does not need to be changed.

Na revision nfigure URL alias patterns.

Scheduling options
Not scheduled

Authoring information ontent can be accessed. For

By scranton.8 Use a relative path and don't

Pubishing options e ' . Revision information - Provide an
Published . .
explanation of the changes you are making.
[ 1eip | Optional.

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

Authoring information — Login name of the person doing the edit, date and time.

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

Save — When you Save the Course Offering, if the Course is found in the university database, the course
details will be auto-filled in and the Course form will appear as below.
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Course Number *

AEDECON 4340 Course Number

" 2 WOECON 2001

The course subject a = =
sM§ourse detsils will be auto-filled.

If found in the unive

Title *

Project Management for Sustainability and Applied Econor Course Title

Course Leve

Undergraduate Course Level
Graduate
Unit(s)
20 Credit Hours
Description (Edit surNmary

An introduction to project management concepts and techniques focusing on how to inttiate, plan, manage, control, and
close projects related to sustainability and applied economic:

Course description

Text format
Full HTHL -

esses and e-mail addresses turn into links automal

. The default math delimiters are $5..8% and \[.\] for

e the canfigurs:
thematics, and $._.§ and \

rsis rendered by
) for in-line mathematics.

Semesters Offered

Autumn
Semesters Offered

Spring

nstruction Modes

In Person

Distance Learning Instruction Modes

Distance Enhanced

Hybrid

Campuses

Columbus

Campuses

Wooster

Mansfield

Marion

Newark

Lima

Wright/Pat Grad Center

Mt. Carmel Nurse Program

Campuses where the class is taught or based.

Department Website

Once you have added the Course Number, if
found in the university database, course
details will be auto-filled into the Course
form. You can then add to or edit the
information.

Course Number — Official Ohio State
University course catalog course number.
Example: PLNTPTH 3195 or ENR 2360.

Course Title - Official Ohio State University
course catalog name. Example: Plant Health
Science Forum or Ecology and Conservation
of Birds.

Course Level — Select Undergraduate
and/or Graduate.

Credit Hours — Numeric credit hours.
Example: 1 or 3.

Course description — Place more detailed
information about the course in this area.
You can include a detailed description,
course outline, required text, pictures,
course objectives, learning goals and
outcomes, location, etc...

Semesters Offered — Select the terms the
course is offered. You can select more than
one term.

Instruction Modes — Type of Instruction, In
Person, Distance Learning, distance
Enhanced and or Hybrid.

Campuses — Select the Campus or
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Online

Mone Online -

Shaw row weights

Current Instructors
Current Instructor

Add another item

~ Sample Syllabus
Add a new file

Mo file selected. Upload

Files must be less than 10 MB.
Allowed file types: pdf

Sample Syllabus

Program area(s)

O Major: Agribusiness and Applied Economics

O Major: Environment, Economy, Development, and Sustainability,

[CIminor: Agribusiness Program area

[Ciinor: Environment, Economy, Development, and Sustainability
[CI minor: Environmental Economics

[ winor: Farm Management

[CIinor: International Economic Development

[CIws program

Ceho Program

URL path settings

Automatic alias

= URL path settings

S — Generate automatic URL alias
Uncheck this to create a custom alias below. Configure URL alias
pattarns.

URL ali

courses/

Na redirects

Revision information

No revision

Settings

Scheduling options
Nat scheduled

horing information
scranton.d on 2018-01-23 11:25:43

Publishing options
Published

you to schedule content for Publishing and Unpublishing.

Department Website

Online — The selections for this section are
All, Some or None.

Current Instructor — Instructor or
Instructors for the course. As you start to
type the Instructor’s name a list of possible
Instructors will appear and you can choose
from the list. To add another Instructor
select the Add Another Item button. If there
is more than one Instructor the order they
appear can be changed by using the four
headed arrow to drag them into the
necessary order. The list is generated from
your People list.

Sample Syllabus — You may attach a PDF
copy of the course syllabus. You can attach
up to two PDFs.

Program Area — Select the Major and/or
Minor program area(s). Example: Major:
Professional Golf Management

Settings
URL path settings — This is checked by
default and does not need to be changed.

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

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.

Save - Remember to Save your work.
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Option Two

Department Website

Log in to your website and navigate to Content...Courses...Browse/Add.

By using Browse/Add you can Add one course at a time OR Add multiple courses.

Courses Browse/Add = Auto Add

Add one course at a time

Course N

Course Number m Add

This is the subject reviation AND course number separated by a spa
e.g. "AEDECON 2001"

Or add multiple courses

Step 1: Search for course(s) to add

Course Nam Subject

All Subjects Subiect 3

Course Number

Course Number

Acad Career Grading BasisNJInstruction Mode Course Component

All E All EI All EI All p

Minimum Units  Minimum % Online Instruction

0 0
Campus Semester
Al E Al E
Order By
course_name E Order BV
B Fing

You can select one course at a time by
filling in the Course Number — Official Ohio
State University course catalog course
number. Example: PLNTPTH 3195 or ENR
2360 and selecting Add. If the course is in
the catalog it will be added.

You can add multiple courses by using the
selections to filter for the courses you
want. Then select the box beside the
course you want to add and click on Add
Courses at the bottom of the list.

Course Name — Selection by the course
name. Example: Animal Health.

Subject — Use the drop down arrow to
select a subject from the list.

Course Number — You can filter by course
number. This filter will give you all the
courses of the requested level.

Options — To filter by any of the options that are used by the University Registrar.

Acad Career
DENT — College of Dentistry
GRAD - Graduate School
LAW — College of Law
MED — College of Medicine
OPT - College of Optometry
PHP — College of Pharmacy
UGRAD - Undergraduate
VMED - College of Veterinary Medicine
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Grading Basis
FLT - Flight Training
GRD - Graded A-E
NON - Non-Graded Component
PNP - Pass/Non-Pass
SUS - Satisfactory/Unsatisfactory
PRG - Progress - S/U
PGR - Progress — Graded
USO - U Grade Option - S/U

Instruction Mode
P —In Person
DL — 100% Distance Learning 0% In Person
HY — 25 to 74% Hybrid Delivery 25 to 74% In Person
FL — Undefined
DH — 75 to 99% Distance Enhanced 1 to 24% In Person
CF — Clinic Field Experience
VT — Video Taught
CT — Undefined

Course Component

IND — Independent or Individual Studies
LEC - Lecture

SEM - Seminar

REC - Recitation

LAB - Laboratory

CLN - Clinical

FLD - Field Experience

WKS - Workshop

Minimum Units

You can filter for the course by semester units from 0 (zero) and up (the highest found was 10).

Minimum % Online Instruction

You can filter by the % that the course is online.

Campus

Columbus, Lima, Mansfield, Marion, Newark or Wooster

Semester

You can filter by Autumn, Spring or Summer.
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Order By — The list of filtered courses that is created can be ordered by selecting one of the

options from the drop down arrow. This is useful if you need the list created by course number or

campus.

Find — Once you have made your filtering selections click on the Find button and it will produce a list of

the courses that meet your criteria.

This is an example of ANIMSCI courses sorted by course name.

Or add multiple courses

Step 1: Search for course(s) to add

Course Name Subject Number

ANIMSCI - Animal Sciences Subiect

Acad Career Grading Basis Instruction Mode Course Component imum Units  Minimum % Online Instruction

All |z| All |z| Al |z| All EI o o

Campus Semester
Al |z| All |z|
QOrder By

Order By

course_name.

Step 2: Seld\Jcourses and click "Add Courses”

course

51 cousename BT e Guig QS X cmpuses 0N
basis

D Advanced Equine Behavior and Training ANIMEL] 240 GRD 30 UGRD Columbus 00

|:| Advanced Growth and Development ANIMSCI 5100 GRD 3.0 GRAD 0-0

D Advanced Micronutrient Metabolism ANIMEC] 220z GRD 30 GRAD,

D Advanced Reproductive Physiology ANIMSCI 6080 GRD 3.0 GRAD

I:‘ Advanced Topics in Ruminant Nutrition ANIMSCI 7030 GRD 3.0 GRAD Columbus 0

D Anasrobic Microbiology ANIMEC] E0%0 GRD 30 GRAD Columbus 00

I:‘ Animal Growth and Development ANIMSCI 7100 GRD 3.0 GRAD Columbus 75

D Animal Growth and Devalopmeant ANIMEC] 2100 GRD 30 UGRD Columbus 0-0

instruction
modes

components  semest

LAB & LEC Spring

LEC

LEC

LEC

LEC

LEC

LEC

LEC

Autumn
Autumn
Autumn
Spring
Spring.
Spring

Spring
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Option Three
Log in to your website and navigate to Content...Courses...Auto Add.

Automatically add courses by subject or department. Select the subjects and/or departments and click
"Auto Add Courses." Current and future courses matching your selections will be added automatically.

Courses  BrowsefAdd  Auto Add

Automatically add courses by subject or department.

Select the subjects and/or departrments and click "Auto Add Courses."

Current and future courses matching your selections will be added automatically.

Subjects Departments
l:l.i.CC_Pf‘ S - Accounting and Menagement Info DACE_

l:l ACCAD - Adv Cgahputing Cntr Arts&Design l:l ADM-Medicine Administration

Dlagroeng Select by Subject or Department [ asc peveiopment

DASC nternstional Studies

l:l AEDECOM -

l:l AGRCOMM - Agricultural Communication l:l Acedemic Affairs Admin

l:l AGSYSMT - Agricultural Systems Mgmt l:l Adv Computing Ctr/Art & Design

Distance Learning
Filzer abowe selections bazed on distance learning percentage.

Only add courses with 0% or more distance learming components.

Auto Add Courses

Once you have made your subject or department selections scroll to the bottom of the page and
use the filter for distance learning if necessary then click on the Auto Add Courses.
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Option Four - Maintenance
Log in to your website and navigate to Content...Courses.

Department Website

This has all the classes listed on your website under Courses. You can use the Courses tab to manage your

list of classes.

Courses Browse/Add Aurto Add

Action Filter this list:

Action

- Choose & E | | ( Filter
NT

] Nurmber Title

I:‘ AEDECOM 2005 Dats Analysis for Agribusineyg and Applied Economics

I:‘ AEDECOMN 2105 Managerial Records 3 COU rses

I:‘ AEDECOMN 3101 Principles of Agribusiness ENJagement

I:‘ AEDECOM 3102 Principles of Agribusiness Marketing

I:‘ AEDECOM 3103 Principles of Agribusiness Finance

I:‘ AEDECOMN 3121 Salesmanship in Agribusiness and Agriculture
Action

Published
Drafc @
Courses with KMData ) are synced with the 051! database.

KMData Edit

Edit

You can Publish, Unpublish or Delete a course by selecting the box to the left of the class and using the

drop down on Action, then click Go.

Filter

You can filter the list, start to type the Number (example: ENR) of the courses you want to filter and the

list will start to filter automatically.

= ~Sync/Unsync Fields
Checked fields are automatically synced with KMData
Sync All | Unsync Al
m| Title
m| Course Leve
m| Units
m| Description
m| Semesters Offered
m| Instruction Modes
m| Campuses

®| Online

Save the course for your changes to take effect.

Save

Edit

If you want to Edit a class, you can select
the Edit button for that class. You can
override the data for any course. Find the
course in the list, click to edit, click
“Sync/Unsync Fields”, uncheck the fields
you want to unsync, click save. Then you
can alter those fields like normal.

Courses are not being automatically added
to the site if no subjects or departments
have been set on the “Auto Add” page.

If you delete a course, it won’t be re-added.
You might want to just unpublish the course
instead of deleting.
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Event

Events will appear on the Home page Right sidebar, under the Events tab on 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. The Event form (the form you fill in to create an Event) is divided into functional collapsible
sections. These sections are: Details, Location, Registration, Contact Information and Related Content.

Title of Event * To create an Event, click on the
Content...Add content button and select

Title
Event from the content type list.

Cancelled Cancelled

Title - After you click on the Event button
the “fill in the blank” page form will

= Event Date * appear. Fill in the Title as you want it to
appear on the finished event. Try to keep

All Day [Show End Date Date & Time

the title short and descriptive. Please do

, 0 = [+]2012 [+] @ not use special charters (such as
Date Tlme S0 MO Tu WE TH FR 5A /&l\"”etc)
01/16/2018 10:30am 1 2z 3 4 5 6 7
0 1o s 1a Cancelled - If an Event is cancelled
E.g. 01/16/2018 E.g. 10:30am - — i ] )
checking this box will cause the word
Example of Dropdown
Cancelled to appear in parentheses with
Repeat Repeat Calendar . pp p .
the Title of the Event everywhere it

appears.

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
reoccurring events by checking the Repeat button, this is not recommended. Note: If you use the
Repeat button and Cancel an Event it will Cancel all the repeated Events.
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Details

= »Detalls

Summary (Hide summary)

[0 Source B E @ -
B I US| x x = = | EE=EE QTN = (o
Styles - Normal A= M

Summary The Great Sled Dog Race Classic of Greater Cleveland is the only sled dog €
attracting mushers from across Ohio and other states

body p
Leave blank to use trimmed value of full text as the summa

Event Description

Event Description

[l Source B & E - Q b3 BEEH=x=00
B I US| x x|)=:= e 2 EE TN e o
Styles - Normal - % 1;: ::

|Teams will cover one to six miles through woods and across open fields. Because the y
doesn't always cooperate, there will be an alternate race date announced. Park Accomi
Punderson State Park offers a beautiful lodge (Manor House) for overnight stays or ma
cottages that can sleep 8-10 people. Call the lodge for rates 440-564-9144 or 1-800-28

body p
Switch te plain text editor

More information ¢

Text format

Full HTML |ZI

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

Event Website Title URL
Event Website

The link title is limited to 128 characters maximum.

A website with information about the event.

Cost
Cost

Enter the cost of the event.

Image
Mo file selected. Upload Image

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

= Aftachments

Attach up to 10 file attachments
Add a new file

No file selected. Upload

=s than 10 MB.
ypes: txt pdf xIs doc docx ppt pptx xisx gif jpg pna.

Attachments

Files must b

Allowed file

Department Website

Edit 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. Use is optional.

Event Description - The Event Description
can include text, images, hyperlinks, You
Tube videos and tables. It is helpful to
include any information about the Event
you will want attendees to know. Please see
the CKEditor documentation for more
information.

Event Website Title and URL — You can
include a link to a website related to your
Event. Include the Title of the website and
the URL to link to the website. For example:
Title — Chadwick Arboretum, URL -
http://chadwickarboretum.osu.edu/

Cost — Cost of the Event. You can put both
text and dollar amounts in this area. For
example: Adults $10 Children under 16 $5

Image — Please see next section.

Attachments - Attach up to 10 file
attachments can be added. Files must be
less than 10 MB. Allowed file types: txt pdf
xls doc docx ppt pptx xIsx gif jpg png.
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Image

Image Mask

Alternate text
Alternate Text

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

Title

Image Title

The title is used as a tool tip when the user hovers the mouse over the image.

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

Department Website

Image — Will appear under the Events tab
as a thumbnail on the left side of the Event.
It will also appear on the full Event article
page to the right of the text. Images should
be at least 450 X 338 pixels and can be up
to 3MB. Upload the image, use the image
mask to select the part of the image you
want to appear to viewers on your website.
Fill in the Alternate text and the Title of the
image. The Alternate text is used by screen
readers for the vision impaired, search
engines and is required by the University
and the Americans with Disabilities Act
(ADA). The Image Title will appear as a
caption under the image in the full version
of the Event.
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Location

~ ~Location

Event location

Punderson State Park, in Newbury, Chio

E.g.: Agricultural Administration, 2120 Fyffe Rd, Columbus, OH 43210

Location Map Link Title URL

Punderson State Park, in Newbury, Chio

The link title is limited to 128 characters maximum.

To add a Google Map fol
left corner of the
current map display
make sure the Share ma,

ructions: 1) Ga to hrtpsi/iw
3) Ensure that ¢

en copy the HTML

Event Location

https:/fwww. google< Link Title and URL

and paste the code this box.

— -Reglstration

Registration Deadline d

01/20/2018 Registrat

ion Deadline

Eg. 01/17/2018

Enter the event's registration deadline.

Registration Link

The link that the user must click in order to register for an event.

Registration Link

Department Website

Event Location — Provide the name of the
location of the Event.

Location Map Link Title and URL - The link
title is limited to 128 characters maximum.
An example would be: Directions to
Chadwick Lake. URL - To add a Google Map
follow these instructions: Go to
https://www.google.com/maps. In the
input box that appears in the top left
corner of the screen input the Event
Location. Ensure that the map or Street
View image you'd like to embed appears in
the current map display. Click Share... In
the Share and Embed Link box that

appears, make sure the Share map tab is selected. Copy the HTML and paste the code into the URL box.
Other map applications can be used. You will need to find the Share code as in Google Maps.

Registration

Registration Deadline - Enter the Event's registration deadline if there is one. The format for the date is
Mar 1 2015 (three character month numeric date numeric four digit year).

Registration Link - The link that the user must click in order to pay for the registration of an event. An

example would be a link to https://www.regonline.com.
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Contact Information

= ~Contact Information

Contact name
Mary Groth — Siberian Husky Club of Greater Cleve Contact Name

Contact email

Contact Email

Contact phone
330-555-1212 Contact Phone

= ~Related Content

Event Category
Relate to content

N Relate to Content
- None -

About Us - /main_svents/dse/about-us

Animals in Society - fmain_events/dse/node/100

Basic Page Example - /main_events/dse/about-us/basic-page-example

Related People
+ < Related People

Add another item

Related Program Page
4 <Related Program Page
Add another item

Department Website

Contact name — The name of a person who
people can contact for more information.

Contact email — The email of the contact
person.

Contact phone — A phone number where
the contact person can be reached.

Related Content

Relate to content — Relate this Event to
other content on your site. This will appear
in the right sidebar of that content.

The Department websites have Faculty and
Students listed as contacts. It is possible to
Relate these People and their Program
Pages to an Event.

Related People — As you start to type the
name of the person you want to relate to
this event a list of possible names will
appear. Select the related person from the
list.

Related Program Page — If this Event should
appear on a Program Page, start typing the
name of the Program Page and a list of

possibilities will appear. Select the Program Page from the list.

Submit to CFAES

Submissions to the collegewide calendar will be reviewed by Marketing and Communications for style

consistency and appropriateness for the calendar’s audience. Events intended for just a few counties

should be promoted on county sites. Events intended for participants from a larger region of the state,

the entire state, or other states will be published to the CFAES calendar.

[C]Submit to CFAES

Please only submit events of

general interest to a college-

Submit to CFAES wide audience. Submissions

will not appear on
cfaes.osu.edu until
approved.
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Department Website

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

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.

URL path setfings = URL path settings
Automnatic alias !
Generate automatic URL alias

Revision information
No revision

Settings

Scheduling options
Mot scheduled ) ) )

events/great-sled-dog-race-classic-northeast-ohic
Authoring information
Ea;scranton.g on 2018-01-16 11:58:36
0500

Optionally specify an alternative URL by which this g
when writing an about page. Use a relative path ang

Publishing options
Published

i J oo

Save

URL path settings
Automatic alias

= Scheduling options
Publish on

Revision information
Mo revision

Publish on

Date
Scheduling optiol
Mot scheduled

Scheduling

E.g. 2018-01-17 E.g., 07:44:22am

Authoring information
B&;s:ranton 9 on 2018-01-16 11:58:36
-0500

Leave the date blank for ng/Fheduled publishing.

Unpublish on

Publishing options
Published

E.g. 2018-01-17

E.g., 07:44:22am

Leave the date blank for no scheduled unpublishing.

3 £

Save Help Delete

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 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.

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

work will be lost.
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Department Website

Homepage Slide

Image Slide with Border Style N/A

Image Slide with Thin Border

Image Slide with Thick Border
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Department Website

Marquee Slide with Gray Marquee

FARM IN WINTER

There isn't a typical day. We have to check all
of our cattle several times a week throughout
the year.

READ MORE »

Marquee Slide with Scarlet Marquee

FARM IN WINTER

T
There isn't a typical day. We have to check all
of our cattle several times a week throughout
the year.

READ MORE »

There are two types of Homepage Slides, an Image Slide and a Marquee Slide. Above are examples of the
two types of slides and their various configurations. The Image Slide has three different configurations:
N/A, Thin Border and Thick Border. The Image Slides need to be at least 1008 X 350 pixels and not larger
than 1 MB. The Marquee Slide has two different configurations: Gray Marquee and Scarlet Marquee. The
Marquee Slides need to be at least 640 X 350 pixels and not larger than 1 MB.

Below is an example of the Homepage Slide form and a Marquee Slide form.
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Department Website

To create a new Homepage Slide...Log in to your website...select Content...Add Content...Homepage

Slide.
Slide Type * Delete
® Image Slide S||de Type
Marquee Slide
= ~Slide Fields
Title *

Eggs

Slide Image (Image Slide - Desktop)

=
2 egzsjps EUNTE

Alternate text
Eags

This text will be used by screen readers, search engines, or

Alternate Text

when the image cannot be loaded!

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

Image Slide

Slide Type - There are
two types of Homepage
Slides, an Image Slide and
a Marquee Slide. This is
an example of an Image
Slide.

Title — Title of the slide.
This field is required. It
will not appear on the
Image Slide but it is
needed to make it
possible for you to locate
and identify the slide in
the future. (The Title will
appear on the Marquee
Slide).

Slide Image — Upload the
image you want to appear
as the Image Slide. The
minimum dimensions are
1008 X 350 pixels and not
larger than 1 MB. You can

upload a larger image 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.
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Slide Image (Image Slide - Mobile)

Image Slide - Mobile

Original Image

2 egzs-m.jpz BRG]

Alternate text
== Alternate Text
This text will be used by screen readers, search engines, or W = TTEgE TENTOT e TOST!
Click on the image and drag to mark how the image will be croppe
Border Style
N/A
Thin border BOrder Style

® Thick border
Determines the border type if you have seleded /mage slide

NJ/A: No border. You will just be using an image.
Thin border: A thin, inset, border on top of your image.

Thick border: A thick border on the outside of your image. Your image wj

Slide link Slide Link

https://www.wideopenpets. com/10-most-popular-chi eeds-for-b

Open link in New Tab

8| Open Link in New Tab?

Department Website

There are two image fields on the Image
Slide style. This is to make it as flexible as
possible when considering users will be
viewing your website on many different
devices that range in size. This additional
image is to make your website appear
better on mobile devices.

Image Slide — Moblie — The mobile slide is
640 X 700 pixels and needs to be less than
1 MB.

Original Image - — Upload the image you
want to appear as the Slide Image for
Mobile devices. The minimum dimensions
are 640 X 700 pixels and not larger than 1
MB. You can upload a larger image 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.

Border Style — The three border styles
are: N/A, Thin border and Thick border.
Please see the examples of the border
styles on the first page of this document.

N/A: No border. Displays the image.

Thin border: A thin, white inset, border
on top of your image.

Thick border: A thick white border on the
outside of your image. The image will be
notched at bottom left and top right.

Slide Link — If you want the image to act
as a hyperlink, copy and paste or type the
proper URL (Uniform Resource Locator)

Page 23 of 75



Department Website

into the Slide Link field. Select the Open Link in New Tab if you want the hyperlink to open in a new
browser tab.

Slide Preview

Slide Preview — This is a

preview of the finished

Slide Preview
slide.

Settings
Revision information —
Information about

| URL gt setins e —— A changes made to this

Settings

®| Generate automatic UR)

content will appear here.

URL alias

Authoring information —

n be accessed. For example. type "about” when writing an about page. Use a relative path

Information about the

Save author, date and time the
content was created will

appear here.

Publishing options — when you are ready to Publish the content, click on the Publishing options
button and select the Publish box and save your change. 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.
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/1

Slide Type * L R Delete
C Image Slide Slide Type

(®) Marquee Slide

~ ~Slide Fields d

Title *

Farm in Winter

Marquee Image

Title

Marquee Image

e

2 Farm in Winter j

Alternate text
Farm in Winter

This

Marquee Style
Scarlet Marguee

®) Gray Marquee

Determines the background color of the content area in your Marguee siide.

Body

There isn't a typical day. We have to chedk all of our cattle several times a week throughout

Slide link

hitps://cfaes.osu.edu/

8| Open Link in New Tab?

Slide Preview

FARM IN WINTER

There isn't a typical day. We have to check all of our
cattle several times a week throughout the year.

URL path settings
Automatic aliss

XML sitemap
Inc Det

Friaety Delad

Revision information

No revision

ing information

Publishing options

Published

will be used by screen readers, search engines, or when the image cannot be loaded

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

Original Image

Alternate Text

Marquee Style

Body Text

Slide Link

Open Link in New Tab

omatic URL alia

Settings

s patterns.

Optionally specify aN alternative URL by which this content can be accessed. For example, type "about” when writing an about
page. Use a relative path and don't add a traifing slash or the URL alias won't work

Save

Department Website

Marquee Slide

To create a new Homepage
Slide...Log in to your
website...select Content...Add
Content...Homepage Slide.

There are two types of
Homepage Slides, an Image Slide
and a Marquee Slide. This is an
example of a Marquee Slide. A
thick white border will appear on
the outside of your image. The
slide will be notched at bottom
left and top right.

Title — Title of the slide. This field
is required. It will appear on the
Marquee Slide. It should be
limited to approximately 50
characters, including spaces.

Marquee Image — Upload the
image you want to appear on the
slide. The minimum dimensions
are 640 X 350 pixels and not
larger than 1 MB. You can upload
a larger image 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.

Marquee Style — The marquee
can be Scarlet or Gray, the
marquee is on the left side of the
slide. The Gary marquee has a
light gray background with black
text. The Scarlet marquee has a
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Department Website

scarlet background with white text.

Body Text - The length of the content that can be displayed in the marquee is limited to 125 characters
including spaces. If you do supply more than 125 characters the rest will be truncated after the nearest
whole word.

Slide Link — If you want add a hyperlink, copy and paste or type the proper URL (Uniform Resource
Locator) into the Slide Link field. Select the Open Link in New Tab if you want the hyperlink to open in a
new browser tab.

Slide Preview — This is a preview of the finished slide.

Settings
Revision information — Information about changes made to this content will appear here.

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

Publishing options — when you are ready to Publish the content, click on the Publishing options
button and select the Publish box and save your change. 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.

Page 26 of 75



Department Website

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

Department Website

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

Galleries...Add Term.

Name *

Farmers Market

Descr'ption Y
A farmers’ market|is a physical retail - by farmers to
! apw ) Description v
consumers. Farmers' markets typical 5. outdoors or
N I o
Text format Full HTML |z| More information about text formats

= Web page addresses and e-mail addresses turn into
inks automatically.

= +Relations

= ~URL path settings
Generate automatic URL alias

URL alias

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.

Save

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.

Example of a
Photo Gallery
with a
description.

Farmers Market
A farmers’ market is a physical

retail market featuring foods The Descrlptlon IS

sold directly by farm?rs to Optional.
consumers. Farmers’ markets
typically consist of booths, ..

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
farmers-market-stalls.jpg (68.16 KB) Remove

Image Gallery

[[IDressage

Image Gallery
M Farmers Market

Body *(Edit summary)

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

Save

Body Text

URL path settings ~ URL path settings

Automatic alias

Revision information [¥] Generate automatic URL alias

Nao revision

Scheduling options
Not scheduled

Settings

Authoring information
By lisa.1

Publishing options
Published

Save

ich this content can be accessed. For

e. Use a relative path and don't

Department Website

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 about people in
the image.

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
booths, tables or stands, outdoors or indoors, where farmers sell fi

View Edit Organize Upload Upload

= Upload

Title *

Beets Title

Description *

Beets for sale. Description

Title *
Chillies

Description *

Assorted chilies.

Title *

Flowers

Description *

Department Website

After you create an image gallery you can use the
Upload option to upload multiple images.

Navigate to your Image Gallery, select the
Upload tab. You can upload JPG's, GIF's, and
PNG's only, 10MB Max Size per image. To
add multiple images hold CTRL for PC or 38
for Mac, then click the desired images to
upload.

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

‘ Seasonal flowers |

Save

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

Page 30 of 75



Organize the Images in your Photo Gallery

e

View Edit Organize = Upload Organize

= Organize

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.

Example of an Image in full view.

Body Text
Navigation

Department Website

Once you have images in your gallery it is
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.

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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Landing Page

Create Landing page

Heme = Add content

Title *

Banner image *

Files must be less than 1 MB.

Browse... | Upload Banner image

Allowed file types: png gif jpg jpeg.
Images must be exactly 978x345 pixels

Banner text *

Body (Edit summary)

Department Website

BE@O omet P DERS

A Landing Page is much like a Basic Page with the exception of the Banner Image across the top of the
page. Currently a Landing Page can display images that are 1008 X 350 pixels.

To create a Landing Page, click on the Add Content button on the navigation bar or under the Content

Button the + Add content button and select Landing Page.

Image to be
displayed

Mask 992 X 296 pixels

Original Image

emove

Alt text for screen readers

Title
Title
Banner text * . .
Water arop Banner Text will appear on image

Title - After you click on the Landing Page
button the “fill in the blank” page form
will appear. Fill in the Title as it will
appear on the finished page.

Banner image — Use the Browse button
to locate the image you want to place on
the top of your Landing Page. Once you
have selected your image click on the
Upload button to copy the image to the
web server. Currently, the Banner image
cannot be larger than 1MB. It can be in
.png, .gif, .jpg or .jpeg file format.

Use the image mask to select the part of
the image you want to appear on your
Landing Page.

You can resize the mask, but it will stay in
the correct proportions to insure the
image is displayed correctly.

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

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

Banner text — Will appear as white text in a ribbon across the lower part of the image.
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Body Text - The next section is where you will place the Body Text including images, hyperlinks, You Tube
videos, text and tables. Please see the CKEditor documentation for more information about how to edit
the Body Text area.

Text Format - The Text Format drop down allows you to change to Full HTML, Filtered HTML, or Plain
Text. You should not need to adjust these settings.

Menu Link - If the page you are creating will have a link from
the left side navigation menu, select the Provide a Menu Link
check box. This will cause the other options for setting a

Farent item

=lain menu= W .
: : menu item to appear.
—Home . . - . .

\— Future Students Menu Link Title — this is where you will put the phrasing that
—- Future Graduate Students will appear in the left side navigation menu that will navigate
""" Graduate Funding viewers to this page. Remember that you should make this

--——- Test basic page o — -

— Future Undergraduates descriptive and as short as possible.

------ Explore Your Career

— Current Students Menu Description — This description will be shown when

— Academics hovering over the menu link with you mouse.

- Cur People

- About Us )

—Research Parent item — Click the

— Alurmni dropdown and select the Future Graduate
B e Parent item of the Landing Students

Graduate Funding

Page you are creating. For
Test basic page

example the Basic Page “Test basic page” was created using “Graduate

N . i . Future
Funding” as its” Parent item. It would appear in the left navigation bar as Undergraduates
follows: Explore Your Career

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).

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

URL path settings - Optionally specify an alternative URL by which this 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.

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.

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

Title *
Title
DATE
Date
Jun 20 2016 Publication Date
E.g.,Jun 20 2016

Mention information

Mention Information

Source URL
Source URL

Show row weights

PEOPLE
People

Add another item

Show row weights

RELATED FROGRAM PACE

Related Program Page

Add another item

Revision information
Ng revision

Create new revision

URL path settings Revision log message

Automatic alias

Settings

Authoring information
By scranton.9

Publishing options
Published, Promoted to front page

Provide an explanation of the changes you

r authors

Save Preview Save

the date and time it was created.

Department Website

A Media Mention is one of the options that
can appear in the Trending Box in the Right
Sidebar of the Homepage.

Title — Title of the Media Mention as it will
appear in the right sidebar Trending Box as
IN THE PRESS and under the About Us...In
The Press tab from the top navigation.
Please keep it short and descriptive. Please
do not use special characters in the title.

Date — Publication date, date the media
was published. This will appear in the right
sidebar after the description.

Mention Information — Mention
information will appear in the Trending Box
and under the About Us...In The Press tab
from the top navigation. Suggested text;
name of the person who the article is about
and the name of the publication. Example:
Research by Carl Zulauf in the Farm and
Ranch Guide.

Source URL — The URL link to the article in
the media.

People — Select from the list. To select
multiple items use the ctrl+mouse click on a
Windows computer. Or press the
command+mouse click on a Mac.

Related Program Page — Select the
associated Program Page (Optional).

Settings
URL path settings — Should be checked to
generate an automatic URL alias by default.

Revision information — Can be used to
provide an explanation of the changes you
are making. This will help other authors
understand your motivations.

Authoring information — Shows the login ID
of the person who created the content and

Publishing options — is Published by default. If you do not want it published you will need to uncheck

the Published box.

Save — Remember to save your work before you navigate away from the page or your work will be lost.
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Multimedia

Title *
k

Title
Youtube

Select media URL Embed cod
Select Media from Web or Library rsmRecLete Embed Code

Body (Edit summary) Input & url or embed code from one of the listed providers.

&] source ) W | L] He pEO@EN
B I U =X x| iEE E El===hn &5 F Supported providers
Mormal T § Sz= 2 o) LA ® youtube
Body Text for Summary and/or Body SLEC =
-
body p V]
Switch to plain text editor
Text format FULHTML  [=] More information about text formats

e addresses and e-mail addresses turn into links autematically.
paragraphs break automatically.

URL path settings
Automatic alias [#] Generate automatic URL alias

Uncheck this to create a custom alias below

Ren

hE URL alias

Authoring information

By scranton.5 Optionally specif
about page. Use a re

rnative URL by which thi t can b d

< content can be accesse hen writing an
path and don't add a trailing slash or the URL alia:

Publishing options
Published

Save Preview Save or Preview

Content type for multimedia: Currently configured for YouTube videos. Will appear in About Us ...
Multimedia, and in the homepage multimedia block.

Title - After you click on the Multimedia button the “fill in the blank” page form will appear. Fill in the
Title as it will appear on the finished page.

Select Media — Browse for a video on the Web or the Library.
URL or Embed code - Replace placer text with the URL or the embed code from YouTube.

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 of readers or to create a shortened version of the body
text to display in a list.

Body Text - The next section is where you will place the Body Text including images, hyperlinks, You Tube
videos, text and tables. Please see the CKEditor documentation for more information.

Settings — Modify the settings as needed and Save your media. Remember the default is Published.
Additional Fields that may appear on your Multimedia content type.

Related People — Relate a person to this Multimedia. The person must have a Person profile.

Relate Program Page — Relate this Multimedia to a Program Page on your site. This will appear in the right
sidebar of that content.
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News Article

Title *
November News Title
5 e :

& 50rton.jpg Remove

Alternate text
Alt Text for screen readers

Alternate text

This text will be used by screen readers, ch engines, or when the image cannot be loaded

Click on the image and drag tggmark how the image will be cropped

Body (Edit summary)

Summary text

=] Source He e BORBRMO=O
B I U e| X, X2/ = = Ervw E2=E e & f
Normal ¥ | Styles il £ NG 5
Body text
body p Vi
Switch to plain text editor
Text format Full HTML E More information about text formats

o Lines and paragraphs break automatically.
* Web page addresses and e-mail addresses tumn into links automatically

\‘_

Tags

Department Website

Title - After you click on the News Article
button the “fill in the blank” page form will
appear. Fill in the Title, it will appear on the
Home page under News and also under the
About Us...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 News
Article page on the top of the page as the
banner image. Images should be at least
450 X 338 pixels, but not larger than 5SMB.
Upload the image and fill in the Alternate
text and the Title of the image. The
Alternate text is used by screen readers for
the vision impaired and search engines.

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

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. The Body Text uses the CKEditor.
You can use formatted text, hyperlinks,
videos in the body text. For more
information about using the CKEditor
please see that documentation.

Page 36 of 75



Relate to content

- Mone -

About Us - fabout-us
Animals in Society - /node/100

Relate to Content

Basic Page Example - /about-us/basic-page-example

Tags
Tags

Related Program Page

+

Relate to Program Page

N\

4 1

Add another item

Related People
Relate to People
*

4 L1}

Add another item

Social Media Image

Browse... | No file selected. Upload

<Social Media Image

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

URL path settings
Automatic alias

= URL path settings

Y| Generate 3 ic alias
Ty a— Generate gytomatic URL alias
No revision

Settings

Scheduling options
Not scheduled

Authoring information

fy an alternative URL
By scranton 9 a

bout” when writin
h or the URL alia

Publishing options
Published, Promoted to front page

m < e

Settings

Configure

which this content

Department Website

Relate to Content - Select from the list. To
select multiple items use the ctrl+mouse
click on a Windows computer. Or press the
command+mouse click on a Mac.

Tags — Use organizational keywords to
connect, relate and classify your website’s
content. Start typing the tag you want to
use. If that tag is already in the websites
taxonomy it will appear under the Tags box
and you can select it. You can create new
Tags by typing them into the box.

Relate Program Page — Relate this News
Article to a Program Page on your site. This
will appear in the right sidebar of that
content.

Relate to People — Relate this News Article
to a person who already has a People
profile on your website. The News Article
link will appear on their profile page.

Social Media Image — You can upload an
image that will appear with any social
media posting that the viewer might select
to share on their Facebook or Twitter
accounts. The image needs to be at least
600 X 315 pixels. Once you upload the
image use the image mask to select the
portion of the image you want to be
displayed.

Revision information — Can be used to provide an explanation of the changes you are making.

URL path settings — Should be checked to generate an automatic URL alias by default.
Authoring information — Shows the login ID of the person who created the content and the date and

time it was created.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default is
Published . Promoted to front Page is selected by default. If you do not want the News Article to appear

on the Home page, uncheck this option.

Save — Remember to Save your News Article. If you navigate away from the News Article and do not save

it first, your work could be lost.
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The Person content type will appear to the public under the Our People tab on the top navigation.

People
Home
Faculty Name
Julio Acuna

Graduate Students
Enitan Aladejana

Staff

Joyce Chen, PhD

Profile Image

Image Mask

2l 89620512jpg  Remove

Click on the imaga and drag ta mark how ths imags will ba crappsd

Title Office

PhD Student

MS Economics / Juris Doctor
Student '15

249 Ag Admin Building

324 Agricultural

Assistant Professor

MName *
- j Jennifer Green

Titia First Middla Last

Position title
[¥] Faculty
[[] Graguate Students
mES Directory
Biography
] Source | e e e e BRAO=O
BJI Ua|x, @ [EE|EE» '« 230w« & [

=l roms e

My research program focuses on environmental soil chemistry:

» Fundamental biozeochemical processes that affect heavy metal and trace element bicaval

soil-water systems

» Development of innovative chemical methods and techniques to evaluate soil chemical process

Doy Wl 0
Switch o plain text editar

Vet format  Full HTML i

# Wab page addresses and s-mail addrssses tum inta links automatically.

=

Credentials

Ganarational Credantials

i) » Jjel

Biography L.

scil components that control -

Mora information about taxt formats

Example of
People page

Email

249 Ag Admin Building

acunagarcia.1@osu.edu

Aladejana.1@osu.edu

614-292-9813  chen.1276@osu.edu

Profile Image — You can add an
image of the person. Use the mask
to select the portion of the image
you want to display. The image
should be at least 225 X 300 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.

Name — The Name section is divided
into Title (Dr. Mrs. Mr. etc..) First
Name, Middle Name(s) and Last
Name. That is followed by a
Generational selection (ex: Jr, Sr, |,
to X). Next is a placeholder for
Credentials (ex: Ph D, MD, Master
of Arts, DVM).

Position Title — type the person’s
working title in their field.

Directory — Select the directories in
which the person should appear.

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

» CONTACT INFORMATION

Contact Information

http:fwarw.0su edu/

Website

Office
252 Kottman Hall

Office

Address
2021 Coffey Road, Columbus Ohio 43210

Address

Phone

614-252-5555

Phone

Email

name S@osu.edu

Email

Professional Information

~ PROFESSIONAL INFORMATION

Appointment

College of Buckeye Sciences

Add another item

RESEARCH AREA(S):

Buckzys Research

Add another itam

EXTENSION SPECIALIZATION(S):

Bucksye Specialization

Add another itam

INTERESTS & EXPERTISE:

Profeggional Information

Appointment

Degrees and Credentials

Research Area(s)

Extension Specializations

Interests and Expertise

Interests and Expertise

Add another item

selecting the “Add another item” button.

il

Show row waights

row wsights

row weights

row waights

row wsights

Department Website

Website(s) — Full URL to sites the
person uses for their Ohio State
University work.

Office — Office room and building
address. Example:252 Kottman Hall.

Address — Campus address, City,
State and Zip

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

Email — Official OSU email.
name.#@osu.edu

Appointment — Provided the
person’s appointment. Example:
75% Research, 25% Teaching.

Degrees and Credentials — Please
list each degree or credential on its
own line. Additional degrees or
credentials can be added by
selecting the “Add another item”
button.

Research Area(s) - Please list each
research area on its own line.
Additional research areas can be
added by selecting the “Add
another item” button.

Extension Specializations - Please
list each Extension Specialization on
its own line. Additional Extension
Specializations can be added by

Interests and Expertise - Please list each area of Interest and/or Expertise on its own line. Additional
Interest and/or Expertise areas can be added by selecting the “Add another item” button.
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Linked People

RESEL AL Linked People

Advisor(s)

1

GRADUATE STUDENT(S):

Graduate Student(s)

Add another itam

POST-DOCIS)

Post-Doc(s)

Add another itam

U

- DOCUMENTS Documents
Add a new file
Mo file selected. Upload
Filaz must ba lass than 10 ME

Allowad fils types: pdf.

Show row waights

Show row waights

Show row waights

Department Website

Advisor(s) — If this is a Student,
select their academic Advisor(s). If
the Advisor has been entered into
the system their name will appear
as you start to type it and you can
select it from the list. The Advisor(s)
name will need to be added before
you can link it to the Student.

Graduate Student(s) - If this is an
academic Advisor(s), enter the
Graduate Students that they advise.
If the Student has been entered into
the system their name will appear
as you start to type it and you can
select it from the list. The Graduate
Student(s) name will need to be
added before you can Link it to the
academic Advisor.

Post-Doc(s) - If this is an academic

Advisor(s) enter their Post-Doctoral Student(s) that they advise. If the Post-Doc(s) Student has been
entered into the system their name will appear as you start to type it and you can select it from the list.

The Post Doctoral Student(s) name will need to be added before you can Link it to the academic Advisor.

Documents — You can upload a PDF file that is up to 10MB in size.
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Works
- WORKS Works
Manual Entry

B I U X, X

Switch to plain text editor

Taxt format| Full HTWL [ v |

Manual Entry

Mora information about taxt formats

* Wab pags addrassas and s-mail addresses turn into links automaticalhy

- KMDATA

O5U Username

KMdata fields

D Eooks

D Chaptars

D Confarancas

D_Inurra articlas

D Patants

D Prasantations

D Tachnical raports

URL path settings

Automatic alias

Revision information

No revision

Authoring information

By scranton.9

Publishing options

Published

Save

Preview

KMDATA user name.#

Select KMDATA fields

[Vl Generate automatic URL alias

Uncheck this to create a custom alias below.

URL alias

Optionally specify an alternative URL by which this
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.

Department Website

Manual Entry — Information about
the person’s Books, Chapters,
Conferences, Journal articles,
Patents, Presentations, Technical

= reports and/or scholarly works can
be listed here (or you can use a
combination of Manual and

p KMDATA).

KMDATA - The Knowledge
Management Data service (known
as KMdata) is a key component in
the Office of the CIO's Information
Warehouse Strategy. By typing in
the faculty members OSU
Username (name.#) a list of their
scholarly works will be generated
by the KMDATA system if they have
placed their information into the
Research in View (RiV) system.
Select the fields of the information
you want to have displayed.

Generate automatic URL alias — This option is
checked by default.

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

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.

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

work could be lost.
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Extension Directory

Include in Extension Directory — This box
= ~Extension Directory 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

ncluge In Extension Lirectory

Include in Extension Directorv

Extensicn Specialization
Extension Specialization

Program .
N: area websites, and several other state-
Z;H,il?ﬁ[;fiﬁiﬁ"t[ﬂi[‘Ra-,mas Program level Extension-related sites. If you are in a
Community Development . . ; CFAES department or other related entity,
FEISEL G0 OF ISR prograrms, HEE dow COmel key [Comimend ey G Mcl 16 et flulipie seiecins you will need to check that box within your
Extension Office/Unit own profile. Otherwise, your information
T e (CRAES et Extension Office/Unit will not be included in directory query

results. The directory is at:
Select his person's extension officeunit(s). Hold down Contral key [Eommand key on Mac) to make rultiple selections. https://extension.osu.edu/directory

Area Number
- Nons - Area Number

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 county in this
field.

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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Program Page

CFAES Home Photo Gallery People Depariments

Program Page

Banner Image

Departments: Equine Program Program Page Title

Home » Depariments » Equine Program

Additional Content Navigation

Equine Program Home Training Equine Staff Inthe Press News Publications Multimedia

The Department of Animal Sciences offers students hands-on experience with horses through courses, internships, CONTA!
research, and pari-time student employment to enhance our strong, science-based curriculum. On this page you will Monet Green
400 Research Services
1680 ison Avenue,
Wooster Ohio 44691
green.4000@osu.edu
330-263-3700

find information about our courses, internships, research opportunities, facilities, and horses. If you are interested i

Equine Minor or taking questions about our program,

Program Page Contact Person
The Equine Facility & the Department of Animal Sciences. Currently, the facility ho
30-40 Quarter Horseg BOdy Text Il equine-related teaching, research, and Extension acfivities. The
facility features a heated indoor arena, a hot/cold wash rack, 28 box stalls. 2 large foaling stalls equipped with cameras,
2 large stallion stalls, breeding lab, and classroom with seating for 50 students. There is also a large outdoor arena and

several paddocks with tumn-out sheliters.

9/13 Ride and Walk

m Timed Trail

NEWS

Stray Horses of Eastern Ke Bl More Events

ucky's Coal Mines

Hundreds of horses roam Kentu s have
been turned out to graze on r News Article cky for PUBLICATIONS
y years, but with more owners abal of

First-Aid for La

Equine Vaccinax

overpopulation are causing problemsY.. Publication

More Publications

B More News 3 -

YAl Calgary Stampede to Look Into Improving

Horse CJ . .
Media Mention
2015 Pan
Events

Horse Channel

& More Press

Individual Jumping Final Round A - LondoF\ 2012
Olympics

Standard Site Footer

below this point.
B More Videos
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Title
Equine Program Title

Banner Image

image/jpeg
111965417.jpg

Remove

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

Sammew Teoxt
Equine Program Banner Text
oy (Eibit susmsary)

3] Source ot W Ha Ee BRE=O

B I U ae|x x2| I i E» E 3 E Y« & F

Normal - Normal v

The Department of Animal Sciences offers students hands-on e;
courses, internships, research, and part-time student employ
science-based curriculum. On this page you will find information
internships, research opportunities, facilities, and horses. If you are\ ferested in an Equine
Minor or taking equine classes or if yvou have questions about our program., feel free to

body p

Body Text

Switch to plain text editor

More information about text formats

Text format Full HTIL [ ]

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

Contact Person

Monet Green [nid:13] Contact Person

Menu settings
Not in menu

[F7] Provide a menu link

Menu Link

Revision information

No revision

URL path settings .
Automatic alias Settings
Authoring information
By scranton.S on 2015-07-14 08:51:24
-0400
Publishing options
Published, Promoted to front page
Save Preview Delete Save

Department Website

To create a Program Page, click on
Content...Add Content on the navigation bar
or under Find Content use the Button + Add
content and select Program Page

Title - After you click on the Program Page
button the “fill in the blank” form will
appear. Fill in the Title as it will appear on
the finished program page. Please do not
use special charters (such as /&"’;”etc..)

Image — This image will appear as the
banner on the Program Page. The Image
cannot be larger than 5 MB and it should
not be smaller than 1008 X 350 pixels. It can
be in .png, .gif, .jpg or .jpeg file format. Use
the mask to select the part of the image you
want to appear as the banner.

Banner Text - You can add a caption to the
Image. It can be approximately 40 words or
200 characters.

Summary — Not used for the Program Page.

Body Text - The Body Text appears on the
Program Page under the Banner Image and
any additional navigation you have added. It
includes: images, hyperlinks, You Tube
videos, text and tables. You may want to
keep this short so end users will be able to
see the other features on the page. Please
see the CKEditor documentation for more
information about formatting the Body Text.

Text Format - The Text Format drop down
allows you to change to Full HTML, Filtered
HTML, or Plain Text. You should not need to
adjust these settings.

Contact Person — You can select a person
from those you have already added to your
website using the Person content type. Start
typing the person’s name and a list will
appear. Select from the list only. The
information about the person will appear on
the left sidebar of the Program Page.

Menu Link — Your page will appear in the

left side navigation menu of the parent item
Page 44 of 75



Department Website

you select, click the Provide a Menu Link check box. This will cause the other options for setting a menu
item to appear.

Menu Link Title — this is where you will put the phrasing that will appear in the left side
navigation menu that will navigate viewers to this 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 Program Page you are
creating. Using Main Menu as the Parent item will create a new tab.

Title/Menu Description — This description will be shown when hovering over the menu
link with your mouse.

Weight — Click on the drop down arrow to select the position of the Program 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 Program Page given a Weight of (negative) — 5
will appear above a Program Page with a Weight of Zero (0). You can also use

Structure...Menus to reorganize items on the site.
Please note that Program Pages must have a Parent item.

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 unless you get a node number. Getting a node number usually happens, if you save a
page before you give it a Menu setting. If this happens go to the URL path settings and select the
“Generate automatic URL alias” and Save your page, then check the URL at the top of the page to make
sure the correct URL is displayed and the node number is gone. You might have to do these steps twice if
it doesn’t work correctly the first time.

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.

.ﬁen.l.::g.d.;gs S Publiched Save - Remember to Save your
e N Promoted to front page Program Page. If you navigate away

Evision inTormation .
Mo revicion Sticky at top of lists Publishing from the page and do not save it
URL path settings first, your work could be lost.
Automatic alias

Authoring information

By scranton.9

Publishing options

Fublished

Save

Sawve Preview
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Basic Page added to a Program Page

Title *

Swimming Your Horse Title

Body (Edit summary)
5] Source R e Es BREEO
B I U X x2| = =w | |E & 4 o6 @B &
Normal =1 || Normal -

ocean, a lake, or even the local creek, here are some tips to remain safe while on horseback
in the water

Know the area. This is perhaps the
single most important factor in
equine water safety. What vou

Bodv Text

body p
Switch to plain text editor
Text format | Full HTML |Z| More information about text formats

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

Menu settings
Swimming Your Horse

Provide a menu link

Menu Link
Revision information Menu link title

Ne revision Swimming Your Horse

URL path settings
Automatic alias

Settings

Parent item
— Eguine Program |Z|

Authoring i
By scranton.3

Weight

o [+]

Menu links with smaller weights are displayed before links with
larger weights.

Publishing options
Published

Title

The description displayed when hovering over the link.

(1]

Spacifies 2 unique ID for the link.

Relationship

Specifies the relationship between the current page and the link.
Enter 'nofollow’ here to nofollow this link.

Classes

Enter additional classes to be added to the link
Style

Enter additional styles to be applied to the link.

Target
None (i.e. same window ) |z|

Specifies where to open the link. Using this attribute breaks XHTML
validation.

Access Key

Specifies a keyboard shortcut to access this link

Save Preview Save

[

Department Website

To create a Basic Page, click on
Content...Add Content on the navigation
bar or under Find Content use the Button +
Add content and select Basic Page

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 /&*’;”etc..)

Edit Summary — 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 about formatting the
Body Text.

Text Format - The Text Format drop down
allows you to change to Full HTML, Filtered
HTML, or Plain Text. You should not need to
adjust these settings.

Menu Link — Your page will appear in the
navigation menu of the parent item you
select, click the Provide a Menu Link check
box. This will cause the other options for
setting a menu item to appear.

Menu Link Title — this is where you will put
the phrasing that will appear in the
navigation menu that will navigate viewers
to this 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 tab.
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Title/Menu Description — This description will be shown when hovering over the menu link with your
mouse.

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.

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

Settings
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 unless you get a node number. Getting a node number usually happens, if you save
a page before you give it a Menu setting. If this happens go to the URL path settings and select the
“Generate automatic URL alias” and Save your page, then check the URL at the top of the page to make
sure the correct URL is displayed and the node number is gone. You might have to do these steps twice
if it doesn’t work correctly the first time.

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 could be lost.
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Event added to a Program Page

Events will appear on the Program Page Home page in the Right sidebar, under the Events tab in the top
navigation and on the Events Calendar. The Program Page Home page will show the two 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.
Fill in as much information as possible.

Related Program Page — Relate this Event to other content on your site, such as a Program Page. This
Event will appear on the Program Page Home page in the Right sidebar, under the Events tab in the top
navigation and on the Events Calendar. The Program Page Home page will show the two 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.

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

work could be lost.

Your department may not have all of the available fields for Events that are shown in this
documentation. Additional fields will be added to your site as the event content type is
updated.
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Media Mention added to a Program Page

Title *

2015 Pan American Games Equestrian Events

DATE

Date

Jul 142015
Eg.Jul 14 2015

infor

Date

/!

\\‘_,

Horse Channel

Source URL

\lMention Information

JZ

rsechannel.com/horse-news/2015/0 Ts'pan-arn—games—dressage—dﬂ Source URL

PEOPLE

Add another item

RELATED PROCRAM PACE

Show row weights

People | =
==

Show row weights

Equine Program [nid:14]

Add another item

Menu settings

Not in menu

Revision inft -
No revision

URL path settings
Automatic alias
Authoring infx -
By scranton.3

Publishing options
Published, Promoted to front page

Save Preview

Save

\lReIated Program Page

< Settings

Department Website

ydel-@ Calgary Stampede to Look Into
Improving Animal Safety

Horse Chan Example of how the Media

Mention will appear on the

714 2015 Pan A Program Page Home Page
Equestrian

Horse Channel

More Press

Media Mention will appear in the Right
Sidebar of the Program Page home page.

Title — Title of the Media Mention as it will
appear in the right sidebar. It will be in the
IN THE PRESS box. Please keep the title short
and descriptive. Please do not use special
characters in the title.

Date — Publication date, date the media was
published. The format for the date is: three
letter month two digit day four digit year.
Example Jul 14 2015. Do not use any
commas in the date. The date will appear in
the to the left of the Title in the IN THE
PRESS box.

Mention Information — Suggested text;
name of the person who the article is about
and the name of the publication. Example:
Research by Carl Zulauf in the Farm and
Ranch Guide.

Source URL — The full URL link to the article in the original media.

People — Select from the list. To select multiple items use the ctrl+mouse click on a Windows computer.

Or press the command+mouse click on a Mac.

Related Program Page — Relate this Media Mention to other content on your site, such as a Program

Page. This Media Mention will appear on the Program Page home page in the Right sidebar in the IN THE

PRESS box. The Program Page home page will show the two most current Media Mentions.
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Settings
URL path settings — Should be checked to generate an automatic URL alias by default. Optionally
specify an alternative URL by which this 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.
Revision information — Can be used to provide an explanation of the changes you are making. This
will help other authors understand your motivations.
Authoring information — Shows the login ID of the person who created the content and the date and
time it was created.
Publishing options — is Published by default. If you do not want it published you will need to uncheck
the Published box.

Save — Remember to save your work before you navigate away from the page or your work will be lost.
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Multimedia added to a Program Page

Title *
Freestyle Dressage

Muhiimedia

Title

Select Media

MNormal +=| | Normal -

Charlotte Dujardin (GBR) and Valegro beat their own World Record in
during a thrilling Reem Acra FEI World Cup™ competition at The Lon

Show, December 2014.

body p
Switch to plain text editor

Text format | Ful HTIL [~

Select media

Remove media

Department Website

| °5 A
| ——
Upload Library < Web

URL or Embed code

g.com/embed/10ILkoWEASBE?rel=0" frameborder="0" allow

Input a url or embed code from one of the listed providers.

Supported providers

* YouTube
Es BREEO | Submit
E === & F
=
Body Text

Cancel

Submit

Embed Code

4 Title — Type the title of the Multimedia here.
Please keep the title short and descriptive.

More information about text formats

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

RELATED PROCRAM PACE

Equine Program [nid:14]

Add ancther item

Menu settings
Nt in menu

Revision information

Ne revision

URL path settings
No alias

URL redirects
No redirects

Authoring information

L\ﬁ seranton.3 on 2015-07-27 07:02:54
0400

Publishing options
Published, Promoted to front page

Save Preview

Delete

Related Program Page

Settings

Save

Show row weights

Please do not use special characters in the

title.

Select Media — Click on the Select Media
button to upload the Embed Code for the
Multimedia you want to add to your
Program Page. The Select Media box will
appear. It has three tabs: Upload, Web and
Library. In most cases you will want to select
the Web tab. Copy the Embed code from the
source and paste it into the box provided.

Currently the only supported provider type
for videos is YouTube. After you have pasted
the Embed Code into the box, click on the
Submit button to return to the Multimedia

form.

Body Text - The next section is where you will place the Body Text It is helpful to include information
about the Multimedia you will want end users to know. Please see the CKEditor documentation for more

information.

Related Program Page — Relate this Multimedia to other content on your site, such as a Program Page.
This Multimedia will appear on the Program Page home page in the Right sidebar in the VIDEOS box. The

Program Page home page will show the most current Video.
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Settings
URL path settings — Should be checked to generate an automatic URL alias by default. Optionally
specify an alternative URL by which this 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.
Revision information — Can be used to provide an explanation of the changes you are making. This
will help other authors understand your motivations.
Authoring information — Shows the login ID of the person who created the content and the date and
time it was created.
Publishing options — is Published by default. If you do not want it published you will need to uncheck
the Published box.

Save — Remember to save your work before you navigate away from the page or your work will be lost.

Departments: Related Multimedia

Example of Multimedia
Home » Depariments » Equine Program » Related Multimedia

“More Videos” page

Equine Program Home

Individual Jumping Final Round A - London 2012 Olympics

» Trainin
9 Equestrian sports were featured in the Olympic programme of the Paris Games in
Equine Staff 1900, with jumping events, and were then withdrawn until the 1912 Games in
Stockholm. Since then, this sport has been on the Olympic programme with
In the Press remarkable regularity.
News
Publications
Multimedia

Freestyle Dressage

o Chariotte Dujardin (GBR) and Valegro beat their own World Record in the Grand
Prix Freestyle during a thrilling Reem Acra FEI World Cup™ competition at The
London International Horse Show, December 2014.
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News Article added to a Program Page

Title *
Stay Safe with Your Horse in a Thunderstorm

Title

Image
«
,?‘ image/jpeg
HorsesinThunderstor.jpg (78.09 KB) Remove
Alternate text
Horses in Thunderstorm Alternate text
This text will be used by screen readers, search engines, Taded.
Upload an image to go with this article.
Summary (Hide summary)
5] Source = M o # & - aER= 0
B I U =X, x2| = E =» |[E = = o @ I
Normal = |  Normal .

Long, hot days are made for spending timi

thunderstorms. While certain regions of the D\
others, lightning is a threat in every state, and i

trails or at the barn when a storm hits.

body p

Summary text [ therisk of
Vere storms than

important to know what to do if you're on the

Leave blank to use trimmed value of full text as the summary.

Body
=] Source el ) B 2 EBRO=O0
B I U =X x* IEE En E2== v & [
Normal ~ | Normal e =]
-
Here are 7 ways to stay safe with your horse during a thu
1. Plan ahead. You probably already do this, but it Body text ing the
weather is the best way to avoid the risk of lightning ather forecast
and schedule your barn time to avoid thunderstorm risk -
body p #
Switch to plain text editor
Text formar  Full HTML E| More information about text form
* Web page addresses and e-mail addresses turn into links automatically.
Tags
Safety Tags
Show row|
RELATED PROGRAM PAGE
Equine Program [nid:14] Related Program Page
Add another item
EE‘"S“T" information |:| Create new revision
o revision
URL path settings
Automatic alias
- ) Settings
Authoring information
By scranton.® on 2015-07-14 09:34:15
-0400
Publishing options
Published . . R
Provide an explanation of the changes you are making. This will help other

authors understand your motivations.

Save Preview Delete

Save

Department Website

Title - After you click on the News Article
add content button the “fill in the blank”
form will appear. Fill in the Title, it will
appear on the Program Page home page
under News and also under the News tab in
the top navigation.

Image — Will appear on the Program Page
home page as a thumbnail on the left side of
the News article. It will also appear on the
full News Article. Upload the image and fill
in the Alternate text. The Alternate text is
used by screen readers for the vision
impaired and search engines.

Summary Text — Will appear on the
Program Page 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 News
Article. If you do not add Summary Text the
system will automatically use the first
approximate 300 characters of the Body
Text to display on the Program Page
homepage and News list.

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
300 characters will be used as the Summary
and will appear on the Home page and in
the full version of the article. The Body Text
uses the CKEditor. You can use formatted
text, hyperlinks, videos, etc in the body text.
For more information about using the
CKEditor please see that documentation.

Tags — Use organizational keywords to
connect, relate and classify your website’s
content. The tags have been created, select

from the list to apply them. The list of tags will appear when you start typing the first letter of the tag.
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Related Program Page — Relate this News Article to other content on your site, such as a Program Page.
This News Article will appear on the Program Page home page in NEWS box under the Program Page body
text (the statement on the Program Page home page under the banner image). The Program Page home
page will show only the most current News Article (one article).

Settings
URL path settings — Should be checked to generate an automatic URL alias by default. Optionally
specify an alternative URL by which this 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.
Revision information — Can be used to provide an explanation of the changes you are making. This
will help other authors understand your motivations.
Authoring information — Shows the login ID of the person who created the content and the date and
time it was created.
Publishing options — is Published by default. If you do not want it published you will need to uncheck

the Published box.

Save — Remember to Save your News Article. If you navigate away from the News Article and do not save

it first, your work could be lost.

NEWS

Stray Horses of Eastern Kentucky's Coal Mines
Hundreds of horses roam Kentucky's reclaimed mine lands. Harses have
been turned out to graze on reclaimed coal lands in Eastern Kentucky for

years, but with more owner, f
Example of News Article on

the Program Page Home page

averpopulation are causin

B More Mews
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Person added to a Program Page

Profile Image

Image Mask

image/jpeg

Office.jpg Remove

Click on the image and drag to mark h Identity
Information
Name *
= : Monet Green
Title First Middle Last
Generational Credentials
Position title /l—
Human Resources Assistant £ Position Title
Directory
Biography
3] Source o W) W& Eo BRE=O
B I U X x| =i En EEZE 9« & F
Normsl =] Nemal & @ =}
Monet came to us from the College of Wooster, wh - uman
Resources Department while a student there. Sh Biography f Wooster in
2014 with a degree in Human Resources.
body p 4

Switch to plain text editor
Text format 7;ur||ﬂHf,'|'|'_"E] More information about text formats

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

Department Website

Image - Upload the image of the person.
The minimum dimensions are 225 X 300
pixels. You can upload a larger image (less
than 5 MB) and use the Image Mask utility
to select the portion of the image you want
to appear. The Image Mask can be moved
and scaled, but it will stay the correct
proportions.

Identity Information

Title — Please select from the drop down
menu the correct personal title for this
individual Example: Dr, Miss, Mr.

First Name — Please type the persons’ first
name. This will be used for sorting
purposes.

Middle — Please type the persons’ middle
name or 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. Example: JR, Sr, II.

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

Position Title — Type the person’s working
title in their field of specialization.

Directory — It your main site uses a directory
it will appear here and you can select the
information for the person.

Biography — Information about this person,
short biography. Use the CKEditor to add as
much information as needed.
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* CONTACT INFORMATION

Contact Information
Show row weights

— ‘ Website — Add the full URL for the person’s
Website website(s).
Office — Campus address. Example: 400

Research Services.

Address - Street, City, State and Zip
Office
400 Research Services Office Phone - Offlce telephone number, please
da use the following format XXX-XXX-XXXX.
1680 Madison Avenue, Wooster Ohio 44691 Address Email _ OffICIa| OSU ema“. Examp|e:

Phone name.#@osu.edu

330-263-3700 Phone

Eoma Professional Information

areen.4000@osu.edu Email Appointment - The person’s appointment
within the College.

Professional
= PROFESSIONAL INFORMATION

Information Degrees and Credentials — Degrees the
Appointment .
aa Appointment person‘has complgted. Example. P.hD
Education, The Ohio State University (2015)

Show row weights

T e e T Research Area(s) — List the area(s) of the
5 [65, Collgs of Wooster (2014) Degrees & Credentials person’s primary research.

Extension Specialization(s) — If the person
has an Extension appointment, list their
Extension Specialization here.

Add another item

Show row weights Interests & Expertise — List additional
RESEARCH AREA(S) . .
interests and/or expertise here.
+ Research Area
Add another item Linked People
This section allows you to “link” people. The
Shaw row weights categories are: Advisor(s), Graduate
EXTENSION SPECIALIZATION(S) o
tencion Soecialirat] Student(s) and Post-Doc(s). A person profile
' Xtension Specialization must have already been created for the
Add another item

person that you want to link to. Their name
should appear in a dropdown list as you
start typing. Select them from the list. You

INTERESTS & EXPERTISE
) - cannot add a person who does not
Interests & Expertise

Show row weights

already have a profile; the linked person
must be selected from the dropdown list.

Add another item

» LINKED PEOPLE L|nked People
+ DOCUMENTS
Add a new file
No file selected. Upload Phone

Files must be less than 10 ME.
Allowed file types: pdf.
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Documents — You can upload a file in PDF format up to 10MB in size. This might be an extended vita or

other related document about the person’s professional information.

Manual Entry

Manual Entry

body p £
Switch to plain text editor

Text format | Full HTML |z| More information about text formats

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

* KMDATA

05U Username KMDATA

KMdata fields
[ Books

[ chapters

[] conferences
I:l Journal articles
[] Patents

I:‘ Presentations

[[] Technical raports

Show row weights

RELATED PROGRAM PAGE

Poufry Science [nid:€] Related Program Page

Add another item

Revision information
No revision

Create new revision

URL path settings
Automnatic alias

Settings
Authoring information

By scranton.3 on 2015-07-13 03:08:31
-D400

Publishing options

Published ~
Provide an explanation of the changes you are making. This
will help other authors understand your motivations.

Save Preview Delete Save

Works — Listing of the person’s professional
works. Example: Green, M and B. Ryan.
2009. Advances in assessing animal health.
Vet 107:11-53. You can type in the person’s
works in the Manual Entry section. You may
be able to select from the KMDATA. Please
check to make sure this is an option.

Related Program Page — Relate this Person
to a Program Page. If you create a “people”
menu option for your Program Page,
selecting this option will allow the person’s
information to appear in the table listing on
the people page within the Program Page.

Settings

Revision information — Information about
changes made to this content will appear
here.

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

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

Publishing options — when you are ready to
Publish the content, click on the Publishing
options button and select the Publish box
and save your change. 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.
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Publication

Title

Publication type

AUTHORS
Monet Green [rid:12] Authors
Add another item
DATE PUBLISHED
Date .
u Date Published
E.g. Jul 15 2015
Description
Source ¥ @ @ 3 E O
B I U ® ¥ £ &

If you suspect that laminitis (or founder, as it i
sudden lameness, call your veterinarian imm
vet's arrival. As you administer the first aid, not

Description

report them to

Switch to plain text editor
Taxt format | Full HTML [ | Mora infarmati

* Wab paga addrassas and a-mail addrassas tum into links automatically.

Fublication file
K

Publication File

application pdf

laminitis_pdf (178.8 KB}
ncluds fils in display

Remove

RELATED PROGRAM PAGE

Show row waights

=

to blame for your horse’s
aid protocol while waiting for the

your vet:

on about taxt formats

Show raw waights

Related Program Page

Add another iterm

Settings
Authoring information
By scranton.d an 2015-07-15 06:50:51
~0400
Publishing options
Publishad, Promotad to front page
Save Breview Delete Save

Department Website

A Publication is one of the options that
can appear on your Program Page Home
page in the Right sidebar and under the
Publications tab if you create that menu
option.

Title — Title of the Publication as it will
appear in the right sidebar. Please keep
it short and descriptive.

Authors — Select the Author(s) from the
dropdown list. This list is generated
from the “people” you have already
created on your website.

Publication Type — Select the
publication type from the list.

Date — Publication date, date the media
was published. Use the format three
letter month two digit day four digit
year no commas.

Description — Information about the
Publication, for example “Farmland
values in the Corn Belt.” You can use the
CKEditor to format the information in
this section.

Publication file — Attach a file. Files
must be less than 10 MB. Allowed file
types: txt pdf doc docx ppt pptx xls xIsx.

Related Program Page — Relate this
Publication to other content on your
site, such as a Program Page. This
Publication will appear on the Program
Page home page in PUBLICATIONS box
in the Right sidebar. The Program Page
home page will show only the two most
current Publications.

Settings

URL path settings — Should be checked
to generate an automatic URL alias by
default. Optionally specify an alternative
URL by which this 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.

Page 58 of 75



Department Website

Revision information — Can be used to provide an explanation of the changes you are making. This

will help other authors understand your motivations.
Authoring information — Shows the login ID of the person who created the content and the date and

time it was created.
Publishing options — is Published by default. If you do not want it published you will need to uncheck

the Published box.

Save — Remember to save your work before you navigate away from the page or your work will be lost.
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Example of Right
Side bar

CONTACT

Monet Green

400 Research Services
1680 Madison Avenue,
Wooster Ohio 44691
green.4000@osu.edu
330-263-3700

Person

EVENT CALENDAR

9/13 Ride and Walk

Timed Trail Class
B More Events

PUBLICATIONS
=] First-Aid for Laminitis

Equine Vaccination Strategies
B More Publications
IN THE PRESS
7115 Calgary Stampede to Look Into Improving

Animal Safety
Horse Channel [ Media Mention

e

7114 2015 Pan American Games Equestrian
Events
Horse Channel

B More Press

Individual Jurhpihg Final Round A - LondoF\ 2012
Olympics

B More Videos

Department Website
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Menu Links added to a Program Page

Example of Additional Content Navigation on
the Program Page Home page (top level)

Equine Program Home Training Egquine Staff Inthe Press Rews Publications

Example of second
level Navigation

Departments: Training

Home » Depariments » Equine Program

-

Equine Program Home Program Page Home button

English Tack

Western Tack

Equine Staff

In the Press

News competition, slow down to trot well ahead o
through the water. If you think your horse n

Publications can more easily stay behind your horse an(

on your reins so your horse stays organize

It is possible to create Additional Content Navigation on the Program Page Home page (top level
navigation for the Program Page Home page) and second (third, fourth etc...) navigation under those
buttons. It is also possible to create a Home link that will appear on each page of the lower navigation.
This will help the end-user navigate your Program Page.
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Menu link title *
Equine Program Home

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

Path ~

programs/equine-program

The path for this menu link. This can be an internal Drupal

il

Title

Path

e/add or an external

URL such as hrtp-//drupal org. Enter <front= to link to the frid¥nt page.

Enabled

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

|:| Show as expanded

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

Parent link
— Equine Program E

The maximum depth for a link and all its children is fix
available as parents if selecting them would exceed this i

Weight

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

top.

~ MENU ITEM ATTRIEUTES

Title

Parent Link

ay not be

The description displayed when hovering over the link.

Specifies a unique ID for the link.

Mame

Relationship

Specifies the relationship between the current page and the link. Enter 'nofollow’ hare to

nofollow this link.

Classes

Enter additional classes to be added to the link.

Style

Enter additional styles to be applied to the link.

Target
None (i.e. same window ) |Z|

Specifies where to open the link. Using this attribute brd

Access Key

Specifies a keyboard shortcut to access this link.

Save Delete Save

Department Website

Menu Link - Program Page Home
button

To create a Program Page Home button for
the Program Page top level navigation: Log
into your site. Go to
Structure...Menus...Main Menu...list links.

Select Add link and fill in the form using the
parameters for the Program Page Home
button.

Title — The title as you want it to appear on
the Program Page. Please keep it short. Do
not use any special characters. This will
appear as red text on a white button in the
Program Page top level navigation and on
the left side navigation as teal text on the
second level navigational pages.

Path — Copy and paste or type the following
information as the path:
programs/name-of-your-program-page
Example: programs/equine-program
Example: programs/poultry-science

Do not use spaces in the path. Spaces
should be replaced by a dash.

Parent Link — Use the drop down menu to
find the correct parent for the button.
Example:

Parent link

— Equine Program
=== ENETILE LTI PUSSILITT TUIs ) LU L

— Calendar

—- Past Events

— News

— Mews (menu position rule) (disabled)
— People E
— People (menu position rule) (disabled) —
— Departments d
— Poultry Science

—— Ohio cancels po
— Equine Program

Parent for Equine Program

——— Training
—— Swimming Your HONge
English Tack

Western Tack

—— Equine Staff

—— In the Press

— News

- Publications

Target — You do not need to change this
option.

Save — Remember to Save you work and
Save Configuration of the Menu System.
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Menu Link - Basic Pages
You can place Basic Pages on the Program Page top level or you can create a nested structure using Basic
Pages.

Menu Link - News, Multimedia, Publications, Press and People buttons

Departments: Equine Progra

Home » Depariments » Equine Program

Equine Program Home Training Equine Staff Inthe Press MNews Publications

You can create top level buttons that will display News, Multimedia, People, Press and/or

Publications.
Menu link title ~ Log into your site. Go to
In the Press Menu Link Title . o
Structure...Menus...Main Menu.. list

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

links. Select Add link and fill in the form
using the parameters for the Program

Path *
programs/equine-program/press

The path for this menu link_ This can be an internal T node/add or an external URL such as

hitp://drupal org. Enter <fromt= to link to the front pAje

Page top level buttons.

[¥] Enabled Menu Link Title — Use the text as you

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

want it to appear in the Program Page

[ show as expanded

f selected and this menu link has children, the menu will always appear expanded. tOp Ievel menu. FOF example: PeOple
parent link could be Our Staff or Equine Staff. Media
— Equine Program [=] Parent Link Mention could be In The Press or Media
The maximum depth for a link and all its children is fi —Some menu Ninks may not be available as

Mention. Publication could be
Publications or Journal Listings. You can
use the text that you think best describes
People, Press or Publications on your Program Page. Remember to keep it short and do not use special
characters.

parents if selecting them would exceed this limit.

Path — Use the path: programs/name-of-your-program-page/link-type
Example: programs/equine-program/news for News

Example: programs/equine-program/multimedia for Videos

Example: programs/equine-program/press for In The Press.

Example: programs/equine-program/publications for Publications
Example: programs/equine-program/people for People

Parent Link — Select your Program Page.

Target — You do not need to change this option.

Save — Remember to Save you work and Save Configuration of the Menu System.
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Departments: People

Home = Departments » Equine Program » People

Equine Program Home Name Office Phone Email
Gray, Jenn Room 3 Horse Bam 514-292-1212 gray_3000@osu_edu
+ Trainin:
g Green, Monet 400 Research Services 330-263-3700 green 4000{@osu.edu
Equine Staff
Ny Example of the
People
News
Publications
.
Departments: In the Press
Example of

Home = Depariments » Equine Program = In the Press

Equine Program Home

» Training

Equine Staff

In the Press

News

Publications

Departments: News

Home » Departments » Equine Program

» Poultry Science

~ Equine Program

Equine Program Home

» Training

Equine Staff

In the Press

News

Publications

Jul 152015

Media Mention

Calgary Stampede to Look Into Improving Animal Safety
Horse Channel

Jul 14 2015

2015

Pan American Games Equestrian Events

Horse Channel

Stray Horses of Eastern Kentucky's Coal Mines

Jul 15 2015 - 8:4%9am

Hundreds of horses roam Kentucky’s reclaimed mine lands. Horses have been turned out to graze
on reclaimed coal lands in Eastern Kentucky for years, but with more owners abandoning their
horses, the effects of overpopulation are causing problems for the horses and nearby human
residents..

[ Example of News ]

Stay Safe with Your Horse In a Thunderstorm

Jul 14 2015 - 9:34am

Long, hot days are made for spending time at the barn, but they also bring the risk of thunderstorms.
While certain regions of the U.S. have a higher risk for severe storms than others, lightning is a
threat in every state, and it's important to know what to do if you're on the trails or at the barn when a
storm hits.
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Title *
Title
Show row weights
AUTHORS

Authors

Add another item

Publication type
© NIA

Publication Type

(@) Journal article

7) Book/book chapter

Publication Type

~) Report

() Working paper
7) Policy brief
() Conference presentation

(@) Data

DATE PUBLISHED

Date
Jun 42015
Eg.,Jun 4 2015

Date Published

Description
5] Source & 2 BEoOA=0e@
B I U =» EssSEvvn & [
Fo = S =
Description

Switch to plain text editor

Text format| Full HTML E More information about text formats

* Web page addresses and e-mail addresses tum into links automatically.
® Lines and paragraphs break automatically.

Publication file

No file selected

Files must be less than 10 MB.
Allowed file types: ba pdf doc doox ppt ppix

Publication File

Revision information -
[[] Create new revision
No revision

URL path settings Revision log message

Automatic alias

Authoring information
By bludwig

Settings

Publishing options
Published. Promoted to front page

Provide an explanation of the changes you are
making. This will help other authors understand
your motivations.

Save Preview Save

Department Website

A Publication is one of the options that can appear

Future Students | Undergraduate I Graduate

About Us

Our People

Research | Extension/Outreach

;ations

Publication type
Journal article (v

Application of organic amendments iy oil: effects on soil
Author(s): Nicholas Basta, Richard P. Dick
Publication type: Journal arficle
Date published: Thu, 02/12/2015

arlson, Jennifer, Jyotisna Saxena,

Authors

amendments to restore degrad s. Ei g and.

in the Trending Box in the Right Sidebar of the
Homepage. It will also appear under
Research...Publications.

Title — Title of the Publication as it will appear in the
right sidebar. Please keep it short and descriptive.

Authors — Select the Author(s) from the dropdown
list.

Publication Type — Select the publication type from
the list.

Date — Publication date, date the media was
published. This will appear in the right sidebar after
the description.

Description — Information about the Publication, for
example “Farmland values in the Corn Belt.” You
can use the CKEditor to format the information in
this section.

Publication file — Attach a file. Files must be less
than 10 MB. Allowed file types: txt pdf doc docx ppt
pptx xls xIsx. Include file in display is checked by
default.

Related Program Page — If this Publication is going
to appear on a Program Page, select that option.
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Settings
URL path settings — Should be checked to generate an automatic URL alias by default. Optionally
specify an alternative URL by which this 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.
Revision information — Can be used to provide an explanation of the changes you are making. This
will help other authors understand your motivations.
Authoring information — Shows the login ID of the person who created the content and the date and
time it was created.
Publishing options — is Published by default. If you do not want it published you will need to uncheck
the Published box.

Save — Remember to save your work before you navigate away from the page or your work will be lost.

Protected page

Some Departments may use a Protected page content for Intranet (intranet is a private network) services

within their department. Please talk to the web developer about this option.
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Webform

Create a form or questionnaire accessible to users. Submission results and statistics are recorded and
accessible only to privileged users. Please talk to the web developer about this option and see the
additional documentation for Webform:s.
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Welcome Statement

AND ENVIRONMENTAL SCIENCES

CFAES Home Future Students Undergraduate m Our People About Us Extension/Outreach m Give Now
-

m THE OHIO STATE UNIVERSITY DEPag s EnVvironmental, and Development Economics
1 Homepage

-
Slideshow Slide . p

Department of Agricultural, Environmental, and Development Economics

tothe D gibad Enui an, = {cs (AEDE) at The Ohio State nan
University. The mission of o | information through the
APPLY NOW CONTACT US

ophiakon o oo and[ Welcome Statement ]d /eie the ot and
Housed in the College of Food, Agricultural and Environmental Sciences, AEDE currently has twenty two world-class CONTACTUS CARMEN
faculty and ini highly Bachelor's, Master's and Ph.D. programs. AEDE's faculty provide

economic development.
world-class teaching, research and outreach in applied ics, with ions in the areas of

and i and resource ics, i i and ics, and EVENT CALENDAR
regional and urban economics.
May Session 2015 Ends

As part of the Homepage, there is an area directly under the Slideshow Side where you can place a 1000

character (approximately 200 word) Welcome Statement. To edit the Welcome Statement:

Log in to the website.

Go to Content...Filter for Basic Page...find the page titled Front Page Welcome Section.
Double click on the title, Front Page Welcome Section, or select the Edit under Operations. You
should only use plan text to edit the page. You can place 1000 characters or approximately 200

words in the Body Text area.

Note: You should only change the text in the Body. Do not change any of the other options or

text.

Save your changes.
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Additional Items

Besides the Content items there are some additional functions that editors can use.

# Dashboard ((COREERAEY Structure Configuration  Help Hello scranton.9  Log out

Add content | Find content

Content

Home » Administration

+ Add content

SHOW ONLY ITEMS WHERE

status any [] Filter
type any = SHOW ONLY ITEMS WHERE F| |te r
- where type is Homepage slide
TITLE TYPE AUTHOR STATUS [J] 2 where status any = Refine Undo Reset
Protected
Account Information new mowery.32 published
page TITLE TYPE AUTHOR STATUS UPDATED v OPERATIONS
Did You Know? new Homepage lewandowski.52  published Juls 2012 - edic
Janson Stover Scholarship new Basic page lewandowski.52  published slide 12:43am delete
salgado and Hu Honored with Allison  Homepage lewandowskis2  published Jul 62012 - edit
Alumni new Landing page sysadmin published s e shee 1stem detee
Homepage R Jun 27 2012 - edit
Welcome To Our New Website new slide lewandowski.52 published 401pm delete
Honoring Alumni new Basic page lewandowski.52  published Homerens Jun 22 2012 - it
Healthy Plants, Healthy Planet new side sysadmin published " - delete
Content
The Content button allows you to view
. any
all the content on your site. You can bublished
also use the filter to just view content not published Basic page
by status or type. Once you have prct)mOted d STATUS Course
Y ype. y ggcf;"mf’te Event TYPE
located the item you were searching for not sticky lHomepage slide
. . . :{Image
you can; click on the title to be directed Landing page
to the item, or click on edit or delete to Muitimedia
) ) News article
start those operations. You can also use the Title, Type, Status, and IPerson
. Protected page
Updated headers to sort the content list. Webform

Structure

Currently under the Blocks

Structure button you will see Configure what block content appears in your site's sidebars and other regions.
Blocks, Menus and
Menus

Taxonomy. ) R : :
y Add new menus to your site, edit existing menus, and rename and recrganize menu links.

Taxonomy

Manage tagging, categorization, and classification of your content.
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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 list links under Main menu to create a

link from a dropdown menu

e C(Click on + Add link (upper left of page)

e Fill in the information needed on the form:

O O O O

O

Menu link title — appears on site as link
Path — internal or external URL
Description — will not appear to public
Enabled — should be checked

Parent link — determine path for public
view

Weight — where the link will appear in
relation to other items in the same
menu

Save — save your new link

Menus allow you to structure how lists links will appear

on 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

Home » Administration » Structura » Menus » Main menu

Menu link title *

Weight
(e

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

Visibility settings

Save

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.
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MENU LINK
Menus LIST MENUS | SETTINGS
#  Home
Home » Administration » Structure 4 T SRS
Each menu has a corresponding block that is managed on the Blocks administration page. " Future Graduate Students
*+  Graduate Funding
+ Add menu
+  Test basic page
TITLE OPERATIONS .
" Future Undergraduates
Development list edit add .
Development link links menu link Careers
Majors/Minors Checklist
Features list edit add
Menu items for any enabled features. links menu link 4 Current Students
. list edit add Rl
Homepage links
links menu link 3,
¥ Academics
Main menu list % 0OSU Course Catalog
The Mairn menu is used on many sites to show the major sections of the site, oftenin a Tilks
top navigation bar. " Courses
Management list edit add Courses (menu position rule)
The Management menu contains links for administrative tasks. links menu link a
©  Our People
Navigation list edit add “ People (menu position rule)
The Navigation menu contains links intended for site visitors. Links are added to the Tilks 0 Tl
Navigation menu automatically by some modules. *+  About Us
User menu list edit add o Images (menu position rule)
The Usermenu contains links related to the user's account, as well as the "Log out’ link. links menu link

News

Department Website

ENABLED OPERATIONS
v adit
v edit
v edit
[+ edit
[¥ edit

Drag and
Drop items
into the order

you want.
[¥ edit
[v edit
[ edit
v edit
~ edit
2 edit
v edit
[v edit

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

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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Creating Menu Links
There may be times when you want to have a menu or list item that is a link to an external (or internal)
site.

M Dashboard  Content [DECTREEUER Configuration  Help Hello scrantom.@  Log out

Login and click on
Structure...Menus...under

LIST MENUS
Main Menu select add link.
ne » Administration » Structure
menu has a corresponding block that is managed on the Blocks administration page.
Add menu a1y s .
The fill-in-the-blank form will
LE OPERATIONS
appear.
elopment list edit add
i Nlopment link links menu link
Fq fires list edit add
My fitems for any enabled features. links menu link
noy lpage links list edit add
l links menu link . .
\} Menu link title - The text to
Main“menu —_ T edit ) add . . .
The Main menu is used on many sites to show the major sections of e - ) s be Used for thIS I|nk n the
top navigation bar. o . 4 i X A A
menu. Keep it short as it will

appear in a menu.

Menu link title *
05U Alumni Path - The path for this menu

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

link. This can be an internal

path * Drupal path such as node/add
http://www ohiostatealumni.org or an external URL SUCh as

The path for this menu link. This can be an internal Drupal path such as mode/add or an external URL such as

http-//drupal.org. Enter <front> to link to the front page. http://WWW.OSU.edU. Enter

<front> to link to the front

Description
OSU Alumni Association = page'

Shown when hovering over the menu link.

Description - Shown when
¥ Enabled hovering over the menu link.

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

[ Show as expanded Enabled — checked by default.

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

Menu links that are not

Parent link enabled will not be listed in any

- Alumni -

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

) Show as Expanded - If selected
Weight

0 - and this menu link has children,
Optional. In the menu, the heavier links will sink and the lighter links will be positioned nearer the top.

the menu will always appear
Save Delete expanded.

Parent link — Select where the
Link will appear in the menus. The maximum depth for a link and all its children is fixed at 9. Some menu
links may not be available as parents if selecting them would exceed this limit.
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Weight — you can position the link by using the weight or the drag and drop menu system. Optional. In the
menu, the heavier links will sink and the lighter links will be positioned nearer the top.

Save — Remember to save your work.

ut Us Research - Alumni Give now
Example of External

Menu Link OSU Alumni

Taxonomy
Manage tagging, categorization, and classification of your content.

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vocabulary called "Fruit” would contain the terms "Apple” and "Banana”.
+ Add vocabulary

Show row weights

VOCABULARY NAME OPERATIONS

+  Directory edit vocabulary list terms add terms

<+ Image gallery edit vocabulary list terms add terms

4 Semesters edit vocabulary list terms add terms

+ Tags edit vocabulary list terms add terms
Save
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APPLY NOW

Department Website

CONTACTUS

VISIT US

There are four buttons on the right side of the Department website home page. These buttons can be
edited to say something new and/or link to a different website or document. Do not add or delete any of

the buttons. To edit one of the buttons:

OPERATIONS

list links

list links

list links

BRGNS Front Page Buttons I list links (7S
Main menu list links
The Main menu is used on manNjites to show the major sections of the site. often in a top navigation bar.

—

The e tasks. (2D
MENU LINK ENABLED OPERATIONS
% APPLY TODAY edit
“+ CONTACTUS Buttons edit edit
4 CARMEN edit
% VISITUS edit

Save configuration
Menu link title *
APPLY NOW Menu link title

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

Path *
hitp:ifapply.osu.edu/

The path for this menu link. This c e an internal Drupal path such as node/add or an
external URL such as htip://drupal.ofg. Enter <front> to link to the front page.

Enabled
Menu links that are no
[7] Show as expanded Do Not make
If selected and this m appear expanded.
Changes to these
Parent link
=Front Page Buttons= settings.

The maximum depth for me menu links may not

be available as parents if selecting them would exceed this limit.

Weight

50 [

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

edit menu

edit menu

edit menu

edit menu

edit menu

edit menu

delete

Log in to your Department website.

add link

add link

Select Structure...Menus...to the right of
Front Page Buttons select list links.

add link

add link

add link

add link

To edit one of the buttons, select the edit
operation to the right of the button text.

delete

delete

delete

Menu link title — Type the text that you want to
appear in the button. Your text will appear as
uppercase letters. You can use up to 10 characters.
Example: APPLY NOW

Path — Type or paste the URL that will be the
hyperlink for the button.

Please do not make any changes in the
Enabled/Show as expanded, Parent Link,
Weight, or Visibility settings (Roles) sections
for the Buttons. These features must appear on
the form for the Buttons to work correctly, but
should not be changed or edited.
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+ MENU ITEM ATTRIBUTES M Item Attribut . .
< enu ftem Attributes Menu Item Attributes - The only other option that
Title

you might want to check is at the bottom of the

form. Under Target select New window (_blank) if
you want the button to open a new window or tab.

The description displayed when hovering over the link.

D Save — Remember to save your changes. If you do
not save the changes they will be lost.

Specifies a unique ID for the link.

Name

Specifies the relationship between the current page and the link. Enter "nofollow’ here
to nofollow this link.

Classes
front_page_button

Enter additional classes to be added to the link.

Style

Enter additional styles to be applied to the link.
Target /‘—

Mew window {_blank) Target
Specifies where to open the link. XHTML validation.

Access Key

Specifies a keyboard shortcut to access this link.

Save Delete Save
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