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WHAT IS WEB-ONE?

Web-One is CSUN's unified approach to improve accessibility and navigation and increase consistency
throughout CSUN’s web presence through the use of templates, guidelines, and web design standards.

Using the Web-One content management system to create and maintain CSUN webpages should make
it easier to keep content current on the CSUN website.

Benefits of Web-One

o No experience in web design or web development is required to use Web-One

o Knowledge of web programming language is not necessary

¢ \Web-One tools are accessible from anywhere, anytime and anyplace via an Internet connection
and Web browser

o Workflow in Web-One provides additional editing opportunities so web content can be reviewed
before being published

¢ Predesigned templates generate webpage layouts, making it easier to create consistent looking
webpages

GROUPS

A Group in Web-One can be a department, college, or division (e.g. Math, Humanities, Information
Technology).

ROLES FOR WEB CONTENT OWNERS

There are four different roles in Web-One: Group Administrator, Content Creator, Content Editor and
Content Publisher. Web content owners create, edit or publish content depending on the access granted
for that role. You may have multiple roles.

Group Administrator

A Group Administrator can manage group settings and membership, but cannot edit content.

Content Creator

A Content Creator has the ability to create content pages and edit their own content. The Content
Creator cannot publish their content.

Content Editor

A Content Editor can create and edit content pages and edit the content of others.

Content Publisher

A Content Publisher can create, edit and publish content regardless of the owner. A publisher also has
the ability to go back to historical content of any type.
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LOG IN TO WEB-ONE

1. Login to the Portal using your CSUN Username and Password.
2. Gotothe Web-One pagelet
3. Select the Content Owner Login link to log in as a content owner.

. 660

-| Content Owner Login
= Group Administrator Login
= Additional Web-One Information

Note: If you do not see the Web-One portal pagelet, go to http://www.csun.edu/saml_login and login with
your CSUN username and password.

COMPATIBLE BROWSERS & POP-UP BLOCKERS

Choose from one of the following supported browsers:

e Internet Explorer 8 or 9
e Firefox 14

e Safari 5

e Chrome 13 and 22

Note: Remove pop-up blockers to ensure proper Web-One functionality.

INFORMATION

Web-One Essentials - User Guide Page 6 of 127

TECHNOLOGY



http://www.csun.edu/saml_login

YOUR GROUP LANDING PAGE

Your group landing page is the first page that most users will see when they navigate to your site. The
group landing page in Web-One is compiled of several design elements and content types that are
compiled in various areas of Web-One. A brief overview of the group landing page will provide critical
insight into the use of themes, content types, and the organization of data in Web-One. The details
needed to create these elements will be covered throughout the rest of the user guide.
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Group Landing
Page Template

Description

Header

Consistently used on all CSUN web pages and includes CSUN word
marks and links to utilities (e.g. accessibility, PeopleFinder).

Primary Navigation
Bar

Customizable with up to 7 direct links to other webpages.

Banner

Customizable with one image or up to 6 images that rotates
automatically every 5 seconds or manually controlled by the viewer.

Constituency
Navigation Bar
(Optional)

Customizable direct links to reach webpage constituents (e.g. students,
staff, faculty, alumni, prospective students).

Left Column Content
Section (Optional)

Column for additional content (text, links, images and video). The Center
Content will expand to fill this space if there is no content.

Center Column
Content Section

Main section to display general information, plus News and Events.

Right Column
Content Section

Column for additional content (text, links, images and video). The Center
Content will expand to fill this space if there is no content.

Footer

Consistently used on all CSUN web pages and includes privacy policy,
emergency information, etc., plus two optional group links.
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NAVIGATING THE WEB-ONE INTERFACE

As a CSUN web content creator the My Workbench tool helps you navigate throughout the system
Using the WYSIWYG Text Editor (see page 80 for more information). To start, select the My Workbench
button. If you lose your place when working on content, you can always start over at the My Workbench
page by selecting the My Workbench button.

My Workbench

My Workbench is the main starting point for CSUN web content owners to create, edit and publish
content.

When My Workbench is selected, it defaults to the Site Content tab. Site Content is where you can
find and edit unpublished or published webpages. This tab is also used to search for content using the
field and dropdown menus to narrow the search.

#  (FEREEED | rrrcicase mode Hello it_editor  Log out
e
My Workbench | CREATE CONTENT FILE LIST MY CONTENT NEEDS REVIEW
All Recent Content: Information Technology
Title Type Published Items per page
Any =] Yes [= 25 [= Apply
TITLE TYPE PUBLISHED AUTHOR LAST UPDATED w  ACTIONS
Page Yes it_publisher 1 day 5 hours ago edit
NP_page Page Yes it_creator T day 22 hours ago edit
Safe Computing Page Yes it_admin T day 22 hours ago edit
Title Here Page Yes it_admin 2 days 3 hours ago edit
Page Title Here Page Yes it_publisher 2 days 4 hours ago edit
Page Title Here Page Yes it_creator 2 days 4 hours ago edit
Test Bergen Event Yes it_publisher 2 days 23 hours ago edit
Bergens Image Test Two Page Yes it_publisher 2 days 232 hours ago edit
Bergens Test Title Slideshow Yes it_admin 3 days 29 min ago
Main banner Slideshow Yes admin 3 days 6 hours ago
Tina's Slideshow Test Slideshow Yes it_publisher 3 days 6 hours ago
Tina's Test for Spell Checker Page Yes it_publisher 3 days 6 hours ago edit
Tina's Call to Action Test Page Yes it_creator 3 days 7 hours ago edit
ina’s Pull Quote Test Page Yes it_creator 3 days 7 hours ago edit
Must Test Bergen Page Yes it_publisher 3 days 22 hours ago edit
Mac OS X Mountain Lion News Yes it_admin 4 days 1 hour ago edit
Page Yes it_publisher 4 days 1 hour ago edit
Access Form (Sample) Webform Yes it_admin T week 24 min ago edit
Tt tp Page Yes it_publisher T week 1 hour ago edit
User 1D and Password Page Yes it_admin 1 week 2 hours ago edit
Page Yes it_publisher 1 week 2 hours ago edit
sbase Environment - Access Request Form Webform Yes it_admin T week 5 hours ago edit
Student Empl Webform Yes it_admin 1 week 5 hours ago edit
Media Equipment in Classrooms - Redwood Hal Page Yes it_admin T week 20 hours ago edit
Media Equipment in Lecture Halls - Oviatt Page Yes it_admin T week 20 hours ago edit
1 2 3 4 5 ¢ 5 7 8 next> last
# Enable CSUN content pre-release mode
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My Workbench Tabs

Additional tabs in the My Workbench page display in the upper right. These tabs display different pages
of information in the system.

SITE CONTENT CREATE CONTENT FILE LIST MY CONTENT NEEDS REVIEW
Site Content: Displays a list of all unpublished and published webpages in the system.
Create Content: To create a webpage, select the Create Content tab and choose the applicable
content type to create a webpage.
File list: Files such as audio clips, images and video clips are uploaded and displayed in

the File list tab. This tab displays the files from every group, so this tab can
contain several pages of files.

My Content: A list of webpages (content) displays on the My Content tab. Content can be
searched using the Title field and the dropdown menus to narrow the search.
Needs Review: On this tab, a creator or editor will see a list of their content pages waiting for

review. A publisher will see a list of pages waiting to be approved to publish.

Navigating to the Group Landing Page in Web-One

1. Loginto Web-One.
2. Select the Group Membership link for your group.

Group membership:
Information Technology . Sample Group

selsrsuccort  4—— Membership links
History

Member for

4 months 1 week r

Note: this user has access to more than one group landing page.
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CHANGING WEBPAGE LAYOUT

Panelizer is the tool that lets you choose the webpage layout (e.g. one column, two column or three
column) and create the links to display on the left and right columns for the two and three column layout.
Each new webpage defaults to a one-column layout.

Layout is configured in the Panelizer tab. Panelizer allows you the flexibility to choose different layouts
for basic pages as well as Events, News and Video pages. You can add, remove and create various
pieces of content using Panelizer.

Layout Examples Using Panelizer

i ||| TTEETEETEEEN] | ctrsssien [ Scondary | Temay 000 im0 | ottty | Secondary || Terary

Northridge

Page Title He:

ONE COLUMN LAYOUT

Block1Title ="
: N Block 3 Title

News Article Title Lorem Ipsum with

&

® = , & =

TWO COLUMN LAYOUT, THREE COLUMN LAYOUT,

DISPLAYS LEFT COLUMN DISPLAYS LEFT AND RIGHT
COLUMN

Navigating to Panelizer

1. To access the Panelizer, from the My Workbench page select the title of the page that requires
layout or left/right sidebar editing.

Home

My Workbench

SITE CONTENT

All Recent Content: Information Technology

Title Type published - er page

Ay- [ No =] (25 [= Apply

TIMLE TYPE PUBLISHED AUTHOR

Page Mo it_publisher
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2. Select the Panelizer tab.

Welcome

View | Edit Draft |Revision History | Revisions| Panelizer

3. Select the content link.

# My Workbench  Pre-release mode

Home » Welcome

Welcome VIEW EDIT DRAFT

VIEW MODE STATUS OPERATIONS

Full page override Default settings context layout

Using Panelizer

The Panelizer content
screen displays. To

. Welcome VIEW [EDIT DRAFT REVISION HISTORY REVISIONS PANELIZER
change the title of the
webpage, you can enter a e e
new title in the Title field. Display sttings
Title type
Manuslly set [v]
To add a two or three —
COIumn IayOUt to the pagey :E:c::i:‘c‘:m panel. IF left blank, 2 default title may be used. Set to No Title if you want the title 1o actually be blank. You may use substitutions in this title

content must be added to
the left or right sidebar. T

When a sidebar is left []  tensidesar Content [[]  wonesiebar
blank (see the Right

» SUBSTITUTIONS

A The menu selected by the page page elements
sidebar as an example)
y . Contact Us node content
a column doesn’t display.

When selected,
the Gear icons on s s
the Panelizer

content screen allow you
to add content to the |

page.

Log message for this state change

Live preview
Preview

# Enable CSUN content pre-release mode
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Creating a New Side Block

1. To create a new side block select the Side block link from the window.

Add content to Left sidebar

R Close Window

IT stuff @ About IT - Leadership and Org Chart
Menus @] Contact Us - AT

R g] Contact Us - Help Center only
~IEEIEE @] Contact Us - Main
Node @) Contact Us - Security
Side blocks @] Contact Us block - Training
Side blocks » @] Content Block - WebOne

|| IT@CSUN

View panes

&) Quick Links - About IT

:] e Q] Quick Links - Alumni
L

UICKLinks - Faculty and Academic
() side block Techrjoloay '
":"'_ o Links - Covernance
Create a new custorh entity.
Links - Homepage

@ Quick Links - Need Help?
Q] Quick Links - Safe Computing
@] Quick Links - Services

) Quick Links - Staff

@] Quick Links - Students

Q] Quick Links - Training

@] Quick Links - Visitors

@] Quick Links - WebOne

@] Resources - Faculty

@] Resources - Security

Q] Resources - Training

@] Service Status

g] Social Media - Help Center and
YouTube

@] Social Media - YouTube only

@] WebOne Legend (Events Template)

Q] WebOne Legend (Main Template)

@] WebOne Legend (Mews Template)

g] WebOne Legend (People Template)

@] WebOne Legend (Video Template)

2. The Configure new Side block window displays. Enter the information (as needed) into the
fields. For advanced users, select the dropdown menu to find a Filtered HTML text format
available. For more information on text formatting select the More information about text

formats link.

Configure Contact Us block - Training

[~ Make title a link p

Check here to make the title link to another page.

Title
Contact Us

View mode

Ful  [v]

Select a view mode for this pane.

Deck image
Optionally provide an image that will be displayed before the body of this posting

Select media

B 7 U asc

IT Training
(818) 677-1700

IT Help Center
Path: p

Text formap WYSIWYG
WYSIWYG

‘| Filtered HTML
Plain text

Email adc}
- Captions

in the page source to reduce the chances of being harvested by spammers.

A LBeEIRT A

btion]<ima src="example.pna">Image captionl/caption]. ltems can be alianed with [caption alian=leftl

400 d

More information about text formats

& Close Window

ITQCSUN | =

Contact Us Titie

IT Training
(818) 677-1700

Body

IT Help Center
(818) 677-1400

Contrary to pq
Latin literature|
Hampden-Syd
from a Lorem
discovered thq
Finibus Bonor
Is a treatise on|
"Lorem ipsum

Faculty Technology Center
(818) 677-3443

Classroom Help
(818) 677-1500

The standard ¢

3. To make the side block reusable, from the same Configure new Side block window, select
the Make this entity reusable checkbox.

v Make this entity reusable w

4. Once the fields are filled out, select the Save button on the main Panelizer content screen.
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Adding Sidebar Content to Create Different Page Layouts

1. Select the Gear icon from the Left Sidebar, Content or Right Sidebar.

2. An Add Content menu displays. Select the menu to view an additional window to add, remove

or move pieces of content.

Add content |

The menu selected by
the page

Contact Us

page elements

node content

3. The sidebar or content menu displays. Select an existing side block from the list to add content.

Add content to Left sidebar

IT stuff
Menus
Miscellaneous
Node

Side blocks
Side blocks

View panes

lj Existing node
G Side block

Q] About IT - Leadership and Org Chart
&) Contact Us - AT

@] Contact Us - Help Center only

Q] Contact Us - Main

Q] Contact Us - Security

Q] Contact Us block - Training

Q] Content Block - WebOne

&) mecsuN

&) Quick Links - About IT

&) Quick Links - Alumni

g} Quick Links - Faculty and Academic Technology

&) Quick Links - Cavernance

&) Quick Links - Homepage

&) Quick Links - Need Help?

Q] Quick Links - Safe Computing
&) Quick Links - Services

& Close Window

&) Quick Links - Staff

@) Quick Links - Students
Q] Quick Links - Training
@) Quick Links - Visitors
@) Quick Links - WebOne
Q] Resources - Faculty
Q] Resources - Security
g] Resources - Training
Q] Service Status

&) Social Me:
g} Saocial Me YouTube only

Q] WebOne Legend (Events Template)
Q] WebOne Legend (Main Template)
Q] WebOne Legend (News Template)
Q] WebOne Legend (People Template)
Q] WebOne Legend (Video Template)

Help Center and YouTube

dia

This example displays the
Contact Us block side block
after it was added to the page.
This created a two column page

layout.

Web-One Essentials - User Guide

12/04/19

California State Uniyersity

Northridge

ABOUT IT

IT for

Information

Technology

NEED HELP?

Contact Us

IT Training
(818) 677-1700

IT Help Center
(818) 677-1400

Eaculty Technology Center
(818) 677-3443

Classroom Help
(818) 677-1500

ACADEMIC TECHNOLOGY TRAINING SERVICES SAFE COM

St u d e n ts ‘ Learn about our services »

Welcome

Contrary to popular belief, Lorem Ipsum is not simply random text. It has roots in a piece of classical
Latin literature from 45 BC, making it over 2000 years old. Richard McClintock, a Latin professor at
Hampden-Sydney College in Virginia, looked up one of the more obscure Latin words, consectetur,
from a Lorem Ipsum passage. and going through the cites of the word in classical literature,
discovered the undoubtable source. Lorem Ipsum comes from sections 1.10.32 and 1.10.33 of de
Finibus Bonorum et Malorum" (The Extremes of Good and Evil) by Cicero, written in 45 BC. This book
is a treatise on the theory of ethics, very popular during the Renaissance. The first line of Lorem Ipsum
Lorem ipsum dolor sit amet..", comes from a line in section 1.10.32.

The standard chunk of Lorem Ipsum used since the 1500s is reproduced below for those interested
Sections 1.10.32 and 1.10.33 from "de Finibus Bonorum et Malorum’ by Cicero are also reproduced in

Page 14 of 127
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Editing, Deleting or Disabling Sidebar Content

1. From the the main Panelizer content screen, select the gear next to the sidebar content (image
shows a block) that requires editing, deleting or disabling. Choose the appropriate option from the
menu. (Disabling this pane hides the sidebar content that is selected).

Contact Us block — Trainirz
Disable this pane

Edit

Remove

Contact Us

Note: Editing an existing side block will impact any pages referencing that side block.

Adding a Mini Calendar to a Page

1. In Paneizer, select the Gear icon from the Left Sidebar or Right Sidebar.
2. An Add Content menu displays. Select this menu to view an additional menu to add, remove or
move pieces of content.

| Add content |
Menu selected by the page £}

The menu selected by page elements|
the page

“This node™ content
Contact Us block — o
node content

Contact Us

3. Select Calendar from the content menu.
4. Select View: Calendar — Events; CP Month Mini.

@ View: Calendar - Events: CP Events - Upcoming

@ Wiew: Calendar - Events: CP Featured

@ View: Calendar - Events: CP Month Full

|[§] View: Calendar - Events: CP Month Mini |

@ View: Calendar - Events: CP Manth Mini - Upcoming

5. Select the Finish button.
6. In Panelizer, select the Gear icon for the Center panel. A second component must be added to
made the mini calendar functional and this component must be added to the center panel.

Supplementary header

Featured sidebar Add content | Content
: Left sidebar :
“ page elements ‘
Menu selected by the page (level 2-+) £=3

* The menu selected by the page REEIEE Sl TR ol

- * node content
|C0ntacl Us — Main & I

INFORMATION
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7. Select Calendar from the content menu.

8. Select View: Calendar — Events; CP Events Upcoming. Your panelizer page should look

something like this:

Featured sidebar
| page_elements,

Supplementary header

Content

Left sidebar

" page elements
Menu selected by the page (level 2-1) &

~ The menu selected by the page

* node content
Contact Us — Mamn & ]
- Contact Us View: Calendar - Events: CP Events — Upcoming |

||~ No title
View: Calendar — Events: CP Month Mint * &

~ No title

| Save Cancel

9. Select the Save button to save changes. View the page to see changes. If you need to
resposition the calendar, drag and drop it to its desired location in panelizer.

Adding a Calendar Grid to the Center of a Page

1. In Panelizer, select the Gear icon from Center panel.

2. An Add Content menu displays. Select this menu to view an additional menu to add, remove or

move pieces of content.

Supplementary header

Add content Content

page elements

“This node”™ content

" node content
3. Select Calendar from the content menu.
4. Select View: Calendar - Events; CP Month Full.

@ View: Calendar - Events: CP Events - Upcoming
|i__?] View: Calendar - Events: CP Featured

View: Calendar - Events: CP Month Full
% View: Calendar - Events: CP Month Mini

|i__?] View: Calendar - Events: CP Month Mini - Upcoming

5. Select the Finish button.

6. In Panelizer, select the Save button to save changes. View the page to see changes.
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Adding a Divider Line to a Page

W

In Panelizer, select the Gear icon from the Center panel.

An Add Content menu displays. Select this menu to view an additional menu.

Select Miscellaneous.
Select Divider.

[E8) Divider

() Contact - ARC/EOP
() CSUN App Tutorials
) CTVA Options

@J Facebook logo and link
() Finder: Search Events
[i‘JJ Internships and jobs

5.

Select the Finish button.

6. Select the Save button to save changes. If you need to reposition the divider to a different

location, drag and drop it to its desired location in panelizer.

Example of page with a divider line:

Training
View | Edit Draft || Revision History || Revisions | Panelizer

IT Training is on Yo in HD

Access our YouTube channel anytime, anywhere for a variety of tutorials!
Subscribe to our channel to get notified when new content is posted.
Divider Line

Take me to the channell /

g

Beyond the Basics with Hybrid/Online Course Design

Thursday, February 20, 2014 - 10:00am to 11:30am

Are you ready to go beyond the basics of Moodle for designing
your technology-enhanced courses? This warkshop will cover
course design topics in-depth, including best practices for layout
and visual design of your Moodle course site, creative ways to
engage students with online tools, and tips and tricks for
facilitating courses in online environments whether they are web-enhanced,
hybrid, flipped or fully online. Read more
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Adding Breadcrumbs to a Page

Breadcrumbs add an additional method of navigation to a website. The breadcrumb links can help you
navigate back through a website without using the back button on the browser.

California i&:te University ‘ Information
Northridge | rechnology
ABOUTIT | NEEDHELP? | ACADEMICTECHNOLOGY | TRAINING | S

Home : Information Technoloqgy » iPad Initiative - Resources for Faculty and Students

1. Select a page you want to add a breadcrumb to and select the Edit link, followed by the
Panelizer tab.

Home : Information Technology » iPad Initiative - Resources for Faculty and Stud

iPad Initiative - Resources for Faculty and Stude

View || Edit Draft | | Revision History | | Revisions | | Panelizer

2. Select the Content link.
3. From the Content column, select the Gear icon followed by the Add content option.

Supplementary header

Left sidebar |:| Content

The menu selected by the page page elements

node content

Save Cancel

4. Find and select the Page Elements link.

Select the Breadcrumb link.

6. The Breadcrumb element displays in the Content column. Drag and drop the element to the
location where you want your breadcrumb to display.

7. Select the Save button.

o

Adding a Person A to Z Listing to a Page

Using the panelizer, you can add a person A to Z listing with or without photos through the content pane.
The content pane of a general page is the only place you should add the Person A to Z listing.
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A person A to Z listing without photo.

California State University | Information
Northridge | Technology
ABOUTIT |  NEED HELP? ‘ ACADEMIC TECHNOLOGY ‘ TRAINING ‘ SERVICES ‘ SECURITY | MYCSUNTABLET

Tina Actis-Purtee
Senior Analyst

Email: tina.punee@csun.edu
Phoi /677-

Office location: OV

Tim Aguirre
Multimedia

Technologist

Email guirre@csun.edt
Textbook p:;:‘eu;z‘é; virre@csun.edu
Publishers Pushto ~ ©feiocton v
Provide Full Digital- ~ Glenn Alejandro

Desktop Architect

Learning Email: glenn.slejandro@csun.edu
Experience

A person A to Z listing with photo.

California State University

Northridge

ABOUTIT | NEEDHELP? | ACADEMIC TECHNOLOGY TRAINING |  SERVICES SECURITY |  MYCSUNTABLET

Information
Technology

M

Senior Analyst
Email: Phone: 818/677-1
Photo fiok Office location: OV
available
Textbook
Publishers Push to Tim Aguirre
dia Technologist
Provide Full Digital- Photo not E;;“*T:ﬂ;flgm
Learning avziabie
Experience
March 132014
Textbook
compsnies are Glenn Alejandro
creating more Desktop Architect
digital content for Email: Phone: 818/677-¢
technology driven Photo not Office location: SO
college students. Read more available

1. Select a page you want to add the Person A to Z listing and select the Edit link, followed by the
Panelizer tab.

2. Select the Content link.

3. From the Content column, select the Gear icon followed by the Add content option.
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Supplementary header

Left sidebar |:| Content
—
Menu selected by the page (level 2+) &

page elements

node content

The menu selected by the page

Save Cancel

4. On the left-hand side of the window, locate the Person A to Z from the list of category options.

¥ Close Window

Add content to Content

Payroll

Person A to Z »
Person People Type
Philosophy
physics/astronomy
Police side blocks

Police side blocks
Political Science

PPM Workshop

5. Choose the Person A to Z list with or without a photo.

 close window

Add content to Content
AAPR [¥) View: Person A to Z Glossary: CP Person A to Z list ) View: Person A to Z Glossary: CP Person A to Z list - Photo

Academic Assessment

Academic Assessment &

Program Review

6. Select your group you are creating the Person A to Z listing for.

Configure new View: Person A to Z Glossary: CP Person A to Z list

~Select Group
- Any - v

Finish Cancel

7. Your page displays the Person A to Z list.

» SUBSTITUTIONS

Supplementary header

Featured sidebar Content Right sidebar

Left sidebar S
page elements

Menu selected by the page (level 2+) &

“This node™ content
e e setected by the page
[Contact u=—man 5 R
Contact Us
No e
Quick Links
Save Cancel

8. View your page with the Person A to Z listing by select the View tab.
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Tabs Layout

A Global Administrator can assist a publisher, editor or creator in creating a tabs layout for a page. To
enable this feature, contact the Help Center at x1400.

Need Trai

Quicktabs Test

4
" A

View | | Edit Draft | Revision History | Revisions |Panelizer | Log |Devel

Tabs

More pictures of Luis Royo

n | ng7 ‘ Accesstechnology training resources y

Contact Page Owner Terms and Conditions for Use
Emergency Information Privacy Policy

Information Technology
© Califomia State University, Northridge

3 18111 Nordhoff Street, Northridge, CA 91330 University Policies & Procedures Document Reader
Phone: (818) 677-1200 / Contact Us

California State University
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CREATING NEW CONTENT

A webpage can contain many types of content, such as informational content, news items, lists of
people, etc. In Web-One, a content type is a pre-defined collection of data types which relate to each
other. For example, webpage showing news items will be created using a news item content type which
includes a specified layout for the titles, spacing, placement of images and wording on the webpage.

The initial release of Web-One contains several content types, including Event, News, Page, Person,
Slideshow, Video and Webform.

Descriptions and instructions on how to create each type of content is included in pages 23-93.

Content Types

My Workbench  Pre-release mode

Home

Home SITE CONTENT CREATE CONTENT FILE LI

Create content

Event

An event, such as a guest presentation or due date

News

A news posting or press release

Page

Use pages for general unstructured content. It may also be used to place arbitrary list views to create landing pages

Person

A person employed by the university, either as faculty or staff.

Slideshow

A slideshow contains one or more images, and is used in the header of the page.

video

A video record, including transcript, displayable to the public

Webform

Create a new form or questionnaire accessible to users. Submission results and statistics are recorded and accessible to privileged users

INFORMATION
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CREATING A SLIDESHOW (BANNER)

A Slideshow displays a series of up to six images with brief pauses in between each image, immediately
below the primary navigation bar. All Group “landing pages” are required to have a slideshow of at least
one image.

A slideshow is optional for all other pages in your Group site. Slideshows can include one (static image)
or up to six images in a rotating slideshow. Different slideshows can be used throughout your Web-One
Group site. Slideshows have a space designated for a title and subtitle. The title wording can be linked to

a URL.

Contact Us

IT Help Center

Classroom Help
(818) 677-1500

Quick Links

Software Download
SOLAR
Moodle

Lecture Capture

FAQs

Information 5 i
Tecknoloiy Slide image

NEEDHELP? | SERVICES |

ACADEMICTECHNOLOGY |  TRAINING |

SAFECOMPUTING |

WEB-ONE

»  Information Technology
Slide title

Welcome to the Information Technology website, a compilation of

(818} 677-1400 information about our services, training and workshops, and other
information.

Faculty Technology Center

(818) 677-3443
News

Lecture Capture
T
1 i

E-Texts

Thanks to funding from the Campus Quality Fee
lecture capture is now available in Noski Auditorium
and is being installed in an additional nine lecture halls
during the fall semester. Read more

User ID and Password

Email 5 The Faculty Technology Center is offering help to
— faculty who wish to author their own digital teaching
Wi-Fi Py materials. Read more

Moodle Enhancements

K

Lynda.com Online Training

Events

The following new features are now available in
Moodle... Read more

Class Roster

Lynda.com. a collection of 1,200+ online tutorials on
an arr opics, is now available to all CSUN faculty
and staff. Read more

Lecture Capture
. Learn how you can capture your own lectures either
me or in-studio to enable students to

ctures from home and “rewind” - a
trategy for increasing learning performance.
Read more

Slide link title

Slide controller
Digital Stories

Check out our
new blog which
showcases

I3 innovative ways
in which
students, faculty. and staff
are using technology to
accomplish the teaching and
learning mission of the
university. Join us to discuss
technology innovation at
CSUN. Read more

WebOne

B approach
| = N e campus

web page remain current
minimize broken links,
increase consistency in
university branding, and
improve accesibility and
navigation. through the use
of WebOne templates,
guidelines, and web design
standards.

WebOne is
CSUN's unified

Groups audience
Information Technology

Service Status
Current

Planned

* Denotes required information
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Navigating to the Slideshow Page

1. Fromthe My Workbench page, select the Create Content tab.
2. Select the Slideshow link.

# | My Workbench | Pre

Home

Create content

lease mode

Event

An event, such as a guest presentation or due date.

News

A news posting or press release

Page
Use pages for general unstructured content. It may also be used to place arbitrary list views to create landing pages.

Person

A person employed by the university, either as faculty or staff.

!s |!es!ow contains one or more images, and is used in the header of the page.

Video
A video record, including transcript, displayable to the public.

Webform
Create a new form or questionnaire accessible to users. Submission results and statistics are recorded and accessible to privileged users.

# Enable CSUN content pre-release mode

Creating a Slideshow
The Create Slideshow page displays. Complete and or review the following.

Create Slideshow

Title *

SLIDES:
Slide Image
Upload or select an image for this slide. It is highly recommended to use an image 1128 pixels wide or more

Select media
Slide title

Slide link

Title URL

The link title is limited to 128 characters maximum.
The recommended Siide /ink title text is *Find out more

Remave

Add another item

Groups *

Groups audience *
Revision information Information Technology E
No revision

URL path settings
No alias

Save Preview
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Create Slideshow fields Description

Title (*) The title for the Slideshow.

Slides This section is used to create individual slides. The Slides fields
are used to add extra information about each individual slide.

(*) = Required

1. Onthe Slides section of the Create Slideshow page, review the following fields. If you leave
these fields blank, your image displays without a title or URL.

Slide Image

Upload or select an image for this slide. It is highly recommended to use an image 1128 pixels wide or more.

Select media
Slide title

Slide link
Title URL

The link title is limited to 128 characters maximum.
The recommended Slide link title text is “Find cut moze”

Remove

Add another item

Slides Fields Description

Slide image The image that will be displayed on that individual slide. Use the Select
Media button to select an image from one of the available libraries. The
recommended dimensions for the slide images are (600, 400 or 336)
pixel height and (1128) pixel width.

Slide title The title of that individual slide.
Slide link title The title of the slide link. It is limited to 128 characters maximum.
Slide link URL The actual URL of the link.

Select the Add another item button if you want to add another individual slide to the slideshow.

Note: To create a blank slideshow, complete the title field and leave the slides fields empty.

INFORMATION
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2. By default the Groups tab is selected. Complete the following:

Groups *
\ Groups audience *

Revision information Information Technology E|
No revisicn

URL path settings

No alias
Save Preview
Groups option Description

Groups audience (*) | This is a required field. Use the dropdown to specify which group this
Slideshow is visible. If you only have access to one group, then that group
will appear by default.

(*) = Required

3. Select Revision information.

Croups ©

Revision information
No revision Change State *

Draft

URL path settings
No alias

Log message for this state change

Save Prewview

Revision Information Field | Description

Change State (*) This dropdown is used to select the revision status: Draft or
Needs Review. What appears in this dropdown is determined by
your permissions.

(*) = Required

INFORMATION
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4. Select URL path settings.

Croups *

URL alias

Revision information
No revision

Optionally specify an afternative 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

URL path settings
Ne alias

Save Preview

URL Path Settings Description

URL alias This field is used to manually add a customizable URL alias for the

slideshow.

5. Select the Save button to save and view the content you just created.
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CREATING AN EVENT

The Events content type enables you to inform others about upcoming events. Events can be viewed in
a list with a lede (teaser), encouraging a reader to view more about that particular event which is

available on an event page.

Selected events can be chosen to display as “featured events” which will display at the top of the event
list by date. You can choose to have featured events display on your Group landing page or any other

page in your site.

Events require a date, time, location, lede text (or teaser) about the event, and body of text describing
the event. Additional options enable you to include an image or slideshow and a deck (or introduction).

California $tate University

Northridge

ABOUTIT | NEEDHELP? | ACADEMICTECHNOLOGY | TRANING

Information
Technology

Learn about our services »

IT@CSUN |

SERVICES | SAFECOMPUTING | WEB-ONE

STUDENTS
Contact Us

[T Help Center
(818) 677-1400

Eaculty Technology Center
(818) 677-3443

lassroom Hely
(818) 677-1500

Quick Links

User ID and Password
Email

Wi-Fi

Software Downloads
Training

SOLAR

Moodle

FACULTY sTare ALUMNI
Information Technology

View |View draft | Edit Draft| | Group |Revision History
Revisions Panelizer

Welcome to the Information Technology website. a compilation of
information about our services, training and workshops. and other
information.

Check out our
) r F new blog which
’ showcases
innovative ways
in which students, faculty,

and staff are using
technology to accomplish
the teaching and learning
mission of the university.
Join us to discuss
technology innovation at

CSUN. Read more

WebOne

News
E-Texts
The Faculty Technology Center is offering help 1o
| faculty who wish to author their own digital teaching
materials. Read more
Events

Title*
CSUN Annual Technology Fair

WebOne is
= CSUN's
= unified
o [k
E:i approach to

Web content
marlagment. WebOne
facilftiates current web
confent. increased
confistency. and improved
accgssibility and navigation.

Service Status

Current

Planned

California State Uniyersity e
Northridge e

IT@CSUN | Leam

Events by type
Lecture

Seminar View | Edit Draft
Policies

Campus map
Cost: Free

ACADEMIC TECHNOLOGY

CSUN Annual Technology Fair Title*

Monday, October 1, 2012 - 8:00am Date, Time and Location*

Location: OV Lecture Room

We are excited to host the third annual CSUN Technology Fair! The IT department Is buzzing with
excitement to bring you the latest information on technology and trends in the classroom k

TRAINNG | SERVICES | SAFECOMPUTING

about our services »

Revision History |Revisions Panelizer

Deck Image and
Deck Image Caption

AN EVENT DISPLAYING ALL OPTIONS FOR THE EVENT

CONTENT PAGE
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Navigating to the Event Page

1. Fromthe My Workbench page, select the Create Content tab.

2. Select the Event link.

# My Workbench Pre-release mode

Home

Home

Create content

An even

. such as a guest presentation or due date.

SITE CONTENT

CREATE CONTENT

Creating an Event Page

The Create Event page displays.

ICreate Event |

Title *

Event Info

Lede *

Deck and Body *
Misc

Groups *

Menu settings
Net in menu

Flags
No flags

Revision information
No revision

URL path settings

Automatic alias

Save Preview

DATE

Enter the date this events takes place. Also optionally include an end time for the event.
Show End Date

*

Date Time
10/12/12012 12:30
Eg.,10/13/2012 E.g.,12:30
to:
Date Time
10/12/2012 12:30
Eg.,10/13/2012 Eg., 12:30
Location *

Enter the location where this event takes place.

Cost

Free

If payment is required for this event, list the price here. If not, leave it at the default of "Free”.

Registration

Optionally include a link to an external page where visitors may register for this event.

Evenrcarenory Sample categories. There are several

Conf
[E] Conference more to choose from.
[] Lecture

[] seminar

[] Training
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1. By default the Event Info tab displays. Enter information (as needed) into the following fields:

Event Info Fields | Description

Title (*) The title for the event.

Date/Time (*) The date and time for the event. Select the date field to choose from a
calendar. Use military time when entering time.

Location (*) Enter a location for the event.
Cost If applicable, enter the cost information for the event.
Registration If applicable, enter a registration link (URL) for the event.

Event Category Select an event category. This not is not a required field, but may be
used to filter events should you choose to do that.

(*) = Required

2. Select Lede and complete or review the fields. For additional information on how to use the text
editor see Using the WYSIWYG Text Editor.

Lede =

Deck and Bady ~

[

e Text format WSIAYG  [x)

= Lede image
Salect dia
Save Fraview

Lede Fields Description

Lede (*) The lede is a teaser for the event and is a required field.

Text format This field allows you to select the text format for your lede.

Lede image The lede image is the image that displays along with the lede (teaser).
Use the Select Media button to select an image from one of the
available libraries.

(*) = Required

INFORMATION
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3. Select Deck and Body and complete and or review the following fields:

Event Infa *

MisE
Croupd

Menu tettingi

N i e
Mo flags

Rewishon |plormateon
Ko Fapagn

Save Prew e

Dk
B o5 oiE s £ #im -2 4 e
Path
Text format WYSIWTG | w)
+ Grmail addraatan will ba obfuscated in tha pags tourcs to reducs the chance: of baing harvarisd by spammarn
- Captigng may be ppacified with [raption]<img pronsusmpls prg>lmags caption]/captioa], Memy can ba slgaed with [cagtgn aignziak]
Enter a brief introduction that will be shown above the main body of the page. If not supplied it will simply be skipped.
Deck ifmage
Cprioaally provide En image chat vwall be dipliyed befors the body of this paasing

Zelect media

Deck image capiion

Optiorally enter a caption that will appear below this image

B IS S B Syl -2 4 0 =

Path

Text format | WYSWAYE =]

- il gddradsas will s obife

Deck & Body Fields

Description

Deck

This is an optional field that displays information above the main
body of the page.

Text format

This field allows you to select the text format for your deck and
body.

Deck image

The deck image is the image that displays along with the deck.
Use the Select Media button to select an image from one of the
available libraries.

Deck image caption

Enter a caption for the image.

Body (*)

This field is a required field. The body is the information that
highlights and describes the event.
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4. Select Misc and select the following:

Create Event

Title *

Event Info *
Banner Slideshow

Lede Group's default slideshow

Select the banner slideshow that should be shown on this page. A blank slideshow can be used if you do not want any slideshow on this page
Deck and Body *

“Read More" replacement

Invite Groups

Flags
No flags

URL path settings.
Automatic alias

Comment settings
Closed

Meta tags
Using defaults

Misc Fields Description

Banner Select the banner slideshow that should be shown on this page. A blank

Slideshow slideshow can be used if you do not want any slideshow on this page.
This slideshow is the rotating images that appear at the top of a page.

“Read More” Insert accessible text that replaces the “Read more” link that displays

replacement when the Event is published.

5. Select Groups:

Event Infio -

Groups audience *

Lede * Information Technology |E|

Menu settings

Mot in s

HFags
Mo flags

Revision information
Mo ravision

Save Preview

Web-One Essentials - User Guide Page 32 of 127

INFORMATION
TECHNOLOGY




Groups Field

Description

Groups audience (*)

This is a required field. Use the dropdown to specify which group
this event belongs. If you only have access to one group, then
that group will appear by default.

(*) = Required

6. Select Menu settings.

Event Info ~

Lede ~

Deck and Body

Misc

Groups ~

Menu settings

Mot in menu

Fags
Mo flags

Revision information

Mo ravision

Save

Preview

™ Provide 2 menu link

7. Select Flags.

Menu Settings

Description

Menu setting checkbox Checking this box adds a menu link.

Event Infio

Lede ~

Deck and Body

Misc

Groups

Menu settings
Mot in manu

Hags

Mo flags

Revision information

No ravision

Save

Preview

I Featura this

The most recent featured iterm appears on landing pages
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Flags Description

Feature this checkbox Checking this box features the Event item on any pages
referencing the featured Events.

8. Select Revision information.

Event Infio -

Change State *
Deck and Body * Draft [=]

Log message for this state change

Croups ~

Menu settings

Mot in msnu

Fags

Mo flags

Revision information
Mo ravision

Save Prewview

Revision Information Fields | Description

Change State (*) This dropdown is used to select the revision status: Draft,
Needs Review or Published). What appears in this
dropdown is determined by your permissions.

(*) = Required

9. Select the Save button to save and view the content you just created.

Categorizing and Adding Tags to an Event

A set number of categories display once an event is created. Categories help sort events. If a category is
too broad, adding a tag can be helpful to sort. Tags allow an event to be described using an additional
label. For example, if the category of Professional Development is too broad, you can add a tag called,
Moodle Workshop, to be more specific and help describe what Professional Development means. Do not
mistake tags for metatags; tags are not used for searching content.

1. On the Event Info tab, select the category or categories that fit your event.
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2. Below the category checkboxes, enter up to three tags. Separate any tags with a comma. Once a tag
is created other users can see and use the same tag.

Perfermance
Professional Development
Student Life

Theatre

Event tags
Moodle

You can enter up to 3 tags for the event, separated by commas ()

Save Preview View changes Delete

NOTE: Create and use tags carefully.

Adding Category and Tag Listings to a Sidebar

Once a page is created you can add categories, tags or a display both listings on a sidebar of a page.

Access 24x7 myCSUNsoftware )

Student Software

» SUBSTITUTIONS

Supplementary header

Featured sidebar Content

D Left sidebar S D
page elements

lenu sele | by the page (level 2+)

Right sidebar

“This node

The menu selected by the page

node content
View: Upcoming Ex (b ): Summary lis

Group” E

No title

(devel 1) node:field events page ref

1. Select a page in Web-One and choose the Panelizer tab.
2. Choose the Content link.

Add content to Right sidebar

Academic Assessment

ACAFF Blocks

|8 Month Year Dropdowns
|G Other Calendars Dropdown
&) Today-This Week-This Month Event Links

| ] View: Calendar - Events: CP Month Full
| ] View: Calendar - Events: CP Month Mini
: Calendar - Events: CP Month Mini - Upcoming

R Close Window

ki)
e ) View: Catendar - Events: CP Category List k3] ntsumman/ist2chvenisiviea
ACR&P ] View: Calendar - Events: CP Events [ ntSummary Lists: CP Events by Categories and Tags
ACRP ] View: Calendar - Events: CP Events - Upcoming 3] View: Event Summary Lists: CP Events by Tag

View: Calendar - Events: CP Featured
Admin and Finance o !

Admin and Finance
Admissions and Records
Advacement Sideblocks
Advancement
Advancement Sideblocks
Advancement Side Blocks
Africana Studies

4——— Select the Calendar link from the list.

African Studies

3. Select the left or right gear icon in either sidebar.

4. Choose the Calendar link from the list on the lefthand side. Select an option to display the list of
Categories, Tags or display both Categories and Tags.

5. Select the Finish button and Save the configuration.

Sharing a New Event with Another Group
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There are a lot of events throughout campus and you may want to share an event on your Event Listing
page from a different area. Sharing an event will display another group’s event on your Event Listing

page.

*Please note that if an event is shared with another group and the group deletes the event, it
will be permanently deleted.

Log in to Web-One.

Select the My Workbench button.

Select the Event link from the Create Content tab.

Insert a Title and all other required and pertinent information about your event. In the Invite
Groups tab, select the groups you want to share your event with. To select more than one group,
hold the Ctrl key down.

NOTE: The Event must be published for other departments to view and add the event to their
Event listing page and Event calendar.

PwnNPE

Home » Add content

Create Event o

Title *

eleamning Conference

Event Info *
Select group(s) to share the event with:

Lede = - None -
All Things International
Deck and Body * Academic Affairs
Academic Affairs Web Team
Misc
Groups Hold the Ctrl key down to select

more than one group.

Invite Groups

Menu settings
Not in menu

Note: To request that your event display on the university calendar, University Advancement will review
your event and verify it meets the following criteria:

1. Include a custom lede image.

2. Accurate and error free information.

3. Include a statement such as, "All are Invited", this includes external community.

Note: The group admin for the group/s selected do not get email notifications indicating that an event has

been shared. Please contact them directly to let them know. They must manually go into their Group tab
> Event Sharing Invitations to accept the event.

INFORMATION
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Sharing an Existing Event

1. While logged in, open up the event you want to share and select the Edit Draft tab.

Select Invite Groups from the menu on the left.

3. Select the group that you want to share the event with. Hold the Ctrl key down while selecting to
share with more than one group.

4. Add a notation if desired.

5. Press the Save button.

n

Note: The group admin for the group/s selected do not get email notifications indicating that an event has
been shared. Please contact them directly to let them know. They must manually go into their Group tab
> Event Sharing Invitations to accept the event.

Note: To request that your event display on the university calendar, University Advancement will review
your event and verify it meets the following criteria:

1. Include a custom lede image.
2. Accurate and error free information.

3. Include a statement such as, "All are Invited", this includes external community.

INFORMATION
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CREATING A NEWS ARTICLE

The News content type enables you to inform others about news, current information, or
announcements. News can be viewed in a list.

Selected news articles can be chosen as “featured news” which will display at the top of the news list, on
your group landing page, and on other pages referencing the news page.

All news items require a title, and a lede (or teaser) about the news item. Additional options include
adding an image or slideshow and deck (or introduction).

News items can be categorized into three types of news including: announcement, news post, and press
release.

. > ] o California State University | Information
Spfoenia Jake [ty | Information Northridge | Technology
.\Ol'thrldgc Technology -

ACADEWC TRDHNOLOGY

= —— e STUDENTS FACULTY STAFF ALUMNI VISITORS.
e — 1 — F E _
e A - ¢ Contact Us Information Technology Digital Stories
| IT Help Center T o " " Check out our
IT@ SU N | -Learty about our services » (818) 677-1400 é:f,a"l",‘?;r;e\,_,o‘:;:wf";ﬁ‘j:j’;? i |‘ o hich
. chnology Center -
+ f News S = fac
Lecture Cagure Lecture CaptureTitle Lagture Cantias
. Date -

torium
nine lecture halls

Quick Links
User ID and Password
E-Texts
Email v ology Center is offering help to
author their own digital teaching
Wi-Fi e more
Software Download
SOLAR Moodle Enhanceme
Moodle The follow re no\ vailabls

Moodle... R:

Lecture Capture
Class Roster

FAQs

Service Status
Events

Current
Lecture Capture

Planned

A NEWS ARTICLE FEATURED ON THE GROUP
LANDING PAGE.

* Denotes required information
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Navigating to the News Page

1. Fromthe My Workbench page, select the Create Content tab.
2. Select the News link.

# My Workbench Pre-release mode

Home

Home SITE CONTENT CREATE CONTENT

Create content

Event

An event, such as a guest presentation or due date.

A news posting or press release.

Creating a News Page

The Create News page displays. The Lede tab is selected by default.

Create News

Title *

Lede *

Deck and Body BIUMRESSEEC = & B Parsgrph p FontFamiy & we X U3 B 2 G a4 M H BRa@

Misc

Groups *

Menu settings
Not in menu

Path: p
Flags
No flags Text format WYSIWWG  [v] More information about text farmats
+ Email addresses will be obfuscated in the page source to reduce the chances of being harvested by spammers.
Revision information . . . . S .
# Captions may be specified with [caption]<img src="example.png">Image captionl/capticn]. items can be aligned with [caption align=left].
Enter a brief teaser that will be shown in listings of this posting. If desired, simply copy and paste the first few lines from the body.
Lede image
Select an image to show in teasers lists next to the Lade.
Select media
Save Preview

1. Onthe Lede page complete or review the fields. For additional information on how to use the text
editor see Using the WYSIWYG Text Editor.

Lede Fields Description

Title (*) The title for the news item.

Lede (*) The lede is a teaser for the news item.

Text format This field allows you to select the text format for your lede.

Lede image The lede image is the image that displays along with the lede (teaser). Use the
Select Media button to select an image from one of the available libraries.

(*) = Required

INFORMATION
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2. Select Deck and Body and complete and or review the following fields:

Lede *
Deck
Deck and Body & B Parsgraph P FontFamiy 66 wm X BB @A R H | BRO@E
Misc
Croups *
Menu settings
Not in menu
Path:p
Flags
No flags Text format | WYSIWYG E More infarmation about text formats
o Email addresses will be obfuscated in the page source to reduce the chances of being harvested by spammers.
Revision information . N . . . -
N # Captions may be specified with [caption]<img sre="example.png">Image caption[/caption]. Items can be aligned with [caption align=left]
o revision
Enter a brief introduction that will be shown above the main body of the page. If not supplied it will simply be skipped.
Deck image
Optionally provide an image that will be displayed before the body of this posting.
Select media
Deck image caption
4
Optionally provide an image that will be displayed before the body of this posting.
Body
BIU&E & B pamgrph p FontFamiy 6 wm X By W4 & WA RN H | Q0@
Path:p
Text format WYSIWYG E More information about text formats
» Email addresses will be obfuscated in the page source to reduce the chances of being harvested by spammers.
® Captions may be specified with [caption]<img src="example.png">Image caption[/caption]. Items can be aligned with [caption align=/eft]
Enter the body of this posting
Save Preview

Deck & Body Fields | Description

Deck This is an optional field that displays information above the main body
of the page.

Text format This field allows you to select the text format for your deck and body.

Deck image The deck image is the image that displays along with the deck. Use
the Select Media button to select an image from one of the available
libraries.

Deck image caption Enter a caption for the deck image.

Body This is an optional field. The body is the information that highlights
and describes the news item.
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3. Select Misc, select and or review the following:

A My Workbench

Home » Add content

Create News

Title *

Lede *
Deck and Body
Groups *

Flags
No flags

Classification
Invite Groups

Revi formation

URL path settings
Automatic alias

Comment settings.
Closed

DATE *
Date

04/08/2015
E.g., 04/08/2015

The date this news item was posted, or should be filed as posted

EXPIRE DATE

Date

E.g., 04/08/2015

Date the news item wil stop from being listed on the News Page or Featured News Page

Banner Slideshow

Misc Fields Description

Date The date the news item was posted or should be filed as posted. Select the
date field to choose from a calendar. Use military time when entering time.

Expire Date Date the news item will stop from being listed on the News Page or

Featured News Page.

Banner Slideshow

Select the banner slideshow that should be shown on this page. A blank
slideshow can be used if you do not want any slideshow on this page. This
slideshow is the rotating images that appear at the top of a page.

“Read More”
replacement

link that displays on the news listing page.

Insert accessible text to replace the automatically generated “read more”

4. Select Groups and complete the following:
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Lede *

Deck and Body

Misc

v

Croups

Menu settings
Mot in menu

Flags
Nao flags

Revision information

Groups audience *
Information Technology E

Mo revision
Save Preview
Groups Field Description

Groups audience (*)

This is a required field. Use the dropdown to specify which group this
news item is visible. If you only have access to one group, then that
group will appear by default.

(*) = Required
5. Select Menu settings.

Lede *

Deck and Body

Misc

Groups ~©

Menu settings
Mot in menu

Flags
Mo flags

Revision information
Mo revision

Save Preview

[[] Provide a menu link

Menu Settings

Description

Menu settings checkbox Checking this box adds a menu link.

6. Select Flags.
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Lede [[] Feature this

Deck and Body The most recent featured item appears on landing pages

Misc

i

Croups

Menu settings
Mot in menu

Flags
No flags

Revision information

Mo rewision
Sawve Prewview
Flags setting Description
Feature this checkbox Checking this box features the most recent news item on
landing pages.

7. Select Revision information.

Lede *

Deck and Body
Change State *

Misc Draft |E|

v

Groups :
Log message for this state change

Menu settings
Mot in menu

Flags
Mo flags

Revision information
No revision

Save Preview

INFORMATION
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Revision Information Field | Description

Change State (*) This dropdown is used to select the revision status: Draft or
Needs Review. What appears in this dropdown is
determined by your permissions.

(*) = Required

8. Select the Save button to save and view the content you just created.

Sharing a News Article with Another Group

There is a lot of news throughout campus and you may want to share that news on your News Listing
page from a different area. Sharing a news article will display another group’s news on your News Listing

page.

*Please note that if a news article is shared with another group and the group deletes the
article, it will be permanently deleted.

Log in to Web-One.

Select the My Workbench button.

Select the News link from the Create Content tab.

Insert a Title and all other required and pertinent information about your news article. In the
Invite Groups tab, select the groups you want to share your news article with. To select more
than one group, hold the Ctrl key down.

NOTE: The News must be published for other departments to view and add the article to their
News listing page.

PwnNPE

Home » Add content

Create News

Title *
Provost Search Continues

Lede *
Select group(s) to share the news with

Deck and Body - Mone -
All Things International
Misc * Academic Affairs
Academic Affairs Web -
Groups *
Flags
No flags Hold the Ctrl key down to select

more than one group.
Classification

Invite Groups

Note: The group admin for the group/s selected do not get email notifications indicating that a news
article has been shared. Please contact them directly to let them know. They must manually go into their
Group tab > News Sharing Invitations to accept the news.
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Sharing an Existing News Article

1. While logged in, open up the published news article you want to share and select the Edit Draft
tab.

2. Select Invite Groups from the menu on the left.

3. Select the group that you want to share the news with. Hold the Ctrl key down while selecting to
share with more than one group.

4. Select the Save button.

Note: The group admin for the group/s selected do not get email notifications indicating that an news
article has been shared. Please contact them directly to let them know. They must manually go into their
Group tab > News Sharing Invitations to accept the news.

INFORMATION
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CREATING A GENERAL PAGE

The Page content type is used for general content that is not one of the other categories such as Event,
News, Video, or Slideshow.

A page content type is likely to be used for a Group landing page or other webpages where general
information is displayed.

The page content type should be used when displaying content using the accordion style layout (also

known as multi-body page), which has headings that expand and collapse content. See the multi-body
section below.

California State University

Northridge

Information
Technology o

ABOUTIT NEED HELP? ACADEMIC TECHNOLOGY TRAINING |  SERVICES SAFE COMPUTING WEB-ONE

@_ CS U N ‘ Learn about our services »

LR A Banner Slideshow

Training Resource Goes Live! Title*

Our IT CSUN YouTube Channel connects our campus audience to helpful Information Technology solutions, technology tips and basic
technology information. Our YouTube channel can be accessed anywhere and anytime via an internet connection and browser

Our YouTube channel is a public channel that offers reusable video content that can be used for training new employees, polishing
Microsoft and other application skills, learning specific University software and for self-paced personal growth in the area of technology
software and applications. Having a public channel also allows us to release timely video tutorials that can reach a large University
audience and cover a variety of topics. Topics are addressed in small training sessions via videos which allows our audience to work at
their own pace and in the convenience of their office or home. Body

Subscriber Information e

By becoming a subscriber to our channel you can opt-in to receive updates when we post new content to our site. We are
aiming to become ‘partners’ with YouTube. Becoming partners with YouTube allows us the premium branding capabilities to
customize our channel and larger upload capacity. Becoming a subscriber not only helps you, but it helps us too!

Multi-body Body

How to Subscribe Multi-body Title ® Multi-body

(Accordion style)
Contact

&

A GENERAL PAGE DISPLAYING ALL OPTIONS.

sity. Northridge

*Denotes required information
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Navigating to the Page Content Type

1. Fromthe My Workbench page, select the Create Content tab.
2. Select the Page link.

#A My Workbench  Pre-release mode Hello it_publisher  Log out

Home

Home SITE CONTENT CREATE CONTENT FILE LIST MY CONTENT NEEDS REVIEW

Create content

Event
An event, such as a guest presentation or due date.

Group

A group is any division within the university, such as a department, college, or institute

News

A news posting er press release.

Use pages for general unstructured content. It may also be used to place arbitrary list views to create landing pages

Creating the Page
The Create Page displays.

# My Workbench Hello it_publisher  Log out

Home » Add content

Create Page

Title * |
Body
Body
Misc B 7 == B styles el e-d
Groups
Muiti-Body

Fath: 4

Text format| WYSIWYG  [¥] More information about text formats

I be obfu
pecified wi

Enter the body of this posting

Save Preview

# Enable CSUN content pre-release mode

1. By default, the Body tab displays. Enter the information (as needed) into the fields. For
additional information on how to use the text editor see Using the WYSIWYG Text Editor.

Page Info Fields Description

Title (*) The title for the event.

Body The body is the information that describes the content of page.

INFORMATION
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(*) = Required
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2. Select Misc and select the following:

Home » Add content

Create Page

Title *

Body
Groups
Multi-Body

Menu settings
Not in menu

mation

save Preview

Banner Slideshow

- None -[=]

Download

Optionally upload a file that will be made available to the user

Select media

Misc Fields

Description

Banner Slideshow

Select the banner slideshow that should be shown on this page. A
blank slideshow can be used if you do not want any slideshow on this
page.This slideshow is the rotating images that appear at the top.

3. Select Groups:

Home » Add content

Create Page

Title *

Multi-Body

Menu settings
Not in men

Revision information
No revision

Save Preview

Groups audience

- None -
IT Department

OTHER GROUPS:

+

Add another item

Show row weights

Misc Fields

Description

Groups audience (*)

default.

Use the dropdown menu to specify which group this page applies. If
you only have access to one group, then that group will appear by

(*) = Required
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Home » Add content

Create Page

Title *

Show row weights

Misc MULTI-BODY:

Title
Body
B 7 i = 5 Styles F2RBT-0@

Path:

Text format. WYSIWYG  [=]

- em:

y be 3ps

Enter the body of this posting,

Remove

Optionally specify  series of sections that will be displayed as an accordicn. Sections may be reordered by drag and drop.

More information about text formats

Save Preview

Add another item

4. The multi-body section of Page is an optional way to display content in a collapsible format
called an accordion style (refer to the Creating A General Page Section to view an accordion).
Select Multi-Body and enter the information (as needed) into the fields.

5. Select the Add another item button to create a heading (or accordion).

Multi-Body Fields

Description

Multi-body Title

additional information.

This multi-body title displays as the header of the content. When
the header is selected, the content will expand/collapse to view

Multi-body Body

when expanded.

Enter additional information for that displays below the header

6. Select Menu settings.

Home » Add content

Create Page

Title *

ation

No revision

Save Preview
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Menu Settings Description

Menu setting checkbox Checking this box adds a menu link.

7. Select Revision Information.

Create Page

Title *

Change State *
Croups Draft

Log message for this state change

Save Preview

Revision Information Fields Description

Change State (*) This dropdown is used to select the revision status: Draft,
Needs Review or Published). What appears in this
dropdown is determined by your permissions.

(*) = Required

8. Select the Save button to save and view the content you just created.

INFORMATION
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LINKING TO A VIDEO

Using a video content type enables you to post a video viewable to the public. Videos are not uploaded
to Web-One; instead, content owners insert a link to a video that resides on any video hosting site

elsewhere (e.g. YouTube). The video content type requires a title, a URL to link to the video, and a video
transcript. Additional options include video caption, deck (or introduction) and the ability to customize the

URL alias.

eo/tour-csun-its-youtube-channe URL alias
California State University | Information . " =
Northridge | Technology

B )
ABOUTIT | NEEDHELP? | ACADEMICTECHNOLOGY | TRAINING | SERVICES | SAFECOMPUTING | WEB-ONE

-

IT@CSUN I IRt our services )

Tour CSUN IT's YouTube Channel Title*

October 10,2012 Date

Deck
Here is your free tour of our Channel! Get familiar with CSUN IT's YouTube Channel and become an integrated and interactive
member of our growing online community!

Tour CSUN IT's YouTube C Share ¥ More info

Video Transcript

Channel. This will

Video*

Video caption

Video Transcipt*®

Not a lot of things in life are free, but this is one of them! Thank you for joining me on a free tour of cur CSUN IT Training YouTube
get you familiar with our Channel so you can be an interactive member in our growing technology initiative.

* Denotes required information
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Navigating to the Video Page

1. Fromthe My Workbench page, select the Create Content tab.
2. Select the Video link.

* My Workbench Pre-rele:;

Home

Home SITE CONTENT CREATE CONT

Create content

Event

An event, such as a guest presentation or due date.

News

A news posting or press release.

Page

Use pages for general unstructured content. It may also be used to place arbitrary list views to create landing pages.

Person

A person employed by the university, either as faculty or staff.

Slideshow

A slideshow contains one or more images, and is used in the header of the page.

A video record, including transcript, displayable to the public.

Creating a Video

The Create Video page displays. The Video tab is selected by default.

Title *

Video *
Deck and transcript * Specify the video that will be shown on this page.
Misc Select media
] Captianed
Groups By checking this box, you confirm that the selected video has captions embedded on YouTube and they are enabled. You may nat specify videos that are not captioned in order to comply with site accessibility requirements
Menu settings Video caption
Not in menu
Revision information 4
No revision
Optionally enter a caption that will appear below this video.
URL path settings
Automatic alias
Save Preview
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1. Onthe Video page complete and or review the following fields:

Video Fields - Part | | Description

Title (*) The title for the video page.

Video(*) The video that will be publicized on the video page.

(*) = Required

2. Select the Select media button to add a video.

Video *

Specify the video that will be shown on this page.

Select media

[7] Captioned
By checking this box, you confirm that the selected video has captions embedded on YouTube and they are enabled. You may not specify videos that are not captioned in order to
comply with site accessibility requirements.

Video caption

Optionally enter a caption that will appear below this video.

On the popup window, select the Web tab and complete the following field:

Group Library My files

URL or Embed code *

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

Supported providers

* oEmbed
Flickr, Qik, Revision3, SoundCloud, Twitter, Viddler, Vimeo, YouTube

Submit Cancel

# Enable CSUN content pre-release mode

Note: Videos must be uploaded to YouTube prior to adding it to the system. YouTube videos with the
embedding option disabled will not be uploaded successfully.

Select Media Field Description

URL or Embed code (*) | This URL is the address of the webpage. To acquire an accurate
URL for the video, navigate to the YouTube video you desire to
upload. Copy the address from the browser and paste it into this
field.

(*) = Required
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3. Select the Submit button to upload the video and to return to the Video page. Select and or
review the following fields:

Video Fields - Part
Il

Description

Captioned checkbox

Checking this box add the captions embedded within the uploaded video.
You must confirm whether or not the captions are enabled.

Video caption

This is an optional field. Caption is a short explanation or a description of
the content of the video shown below the uploaded media.

4. Select Deck and Transcript and complete and or review the fields. For additional information on
how to use the text editor see Using the WYSIWYG Text Editor.

Automatic alias

Video Transcript

Path: p

Video *
Deck
Deck and transcript BIIEEIEES U2 AadeEgnnd Q@
Misc
Groups *
Menu settings
Not in menu
Path: p
Revision information
No revision Text format WYSIWYG E| More information about text formats

® Email addresses will be obfuscated in the page source to reduce the chances of being harvested by spammers.
URL path settings » Capti be <pecifi stion] <i ="syample png" o ntionl, be ali o =leftl.
Captions may be specified with [caption] <img src="example.png"> Image caption[/caption]. Items can be aligned with [caption align=left].

Enter a brief introduction that will be shown above the main body of the page. If not supplied it will simply be skipped

Bl UmESEEES bBe sadeudnnd Ad@E

Text format WYSIWYG  [v] More information about text formats

® Email addresses will be obfuscated in the page source to reduce the chances of being harvested by spammers.
# Captions may be specified with [caption] <img sre="example.png">Image caption[/caption]. Items can be aligned with [caption align=Ieft]

Supply a transcript of this video, to aid in accessibility and search engine placement.

Save Preview

Deck & Video
Transcript Fields

Description

Deck

This is an optional field that displays information above the video
display.

Text format

This field allows you to select the text format for your deck and video
transcript.

Video Transcript (*)

The video transcript field is a required field. Transcript is the written
version of the audio contained within the uploaded video. It gives the
video a searchable and an accessible functionality.

(*) = Required
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5. Select Misc, select and or review the following:

Yideo ©

Deck and transcript *

Groups *

Menu settings
Mot in menu

Revision information
No revision

URL path settings
Automatic alias

DATE

Date
10/10/2012
Eg., 10/11/2012

The date this news item was posted, or should be filed as posted

Banner Slideshow

Select the banner slideshow that should be shown on this page. A blank slideshow can be used if you do not want any slideshow on this page.

Save Preview
Misc Fields Description
Date The date the video item was posted or should be filed as posted. Select

the date field to choose from a calendar. Use military time when entering

time.

Banner Slideshow

Select the banner slideshow that should be shown on this page. A blank
slideshow can be used if you do not want any slideshow on this page.
This slideshow is the rotating images that appear at the top of a page.

6. Select Groups:

Video *

Deck and transcript *

Misc

Croups *

Menu settings
Not in menu

Revision information
No revision

URL path settings
Automatic alias

Save Preview

Groups audience *

Information Technology E

Groups Field

Description

Groups audience (*)

This is a required field. Use the dropdown to specify which group this
video item is visible. If you only have access to one group, then that group

will appear by default.

(*) = Required
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7. Select Menu settings.

Yideo
[[] Provide a menu link

Deck and transcript

Misc

Croups *

Menu settings
Mot in menu

Revision information
Mo revision

URL path settings
Automatic alias

Save Preview

Menu Settings Description

Menu setting checkbox | Checking this box adds a menu link.

8. Select Revision information.

Video *

Deck and transcript *
Change 5tate *

Misc Diraft El

Groups * .
Log message for this state change

Menu settings

Mot in menu /
Revision information

No revision

URL path settings
Automatic alias

Save Preview

Revision Information Field | Description

Change State (*) This dropdown is used to select the revision status: Draft or
Needs Review. What appears in this dropdown is determined by
your permissions.

(*) = Required
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9. Select URL path settings.

Video * ’
Cenerate automatic URL alias

. Uncheck this to create a custom alias below.
Deck and transcript * "

URL alias
Misc

Groups * 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.

Menu settings.
Not in menu

Revision information
Ne revision

URL path settings
Automatic alias

Save Preview

URL Path Settings Description

Generate automatic URL alias checkbox | Checking this box adds an automatic URL alias.
The URL alias provides a more understandable
path name to the content.

URL alias This field is used to manually add a customizable
URL alias for the video page.

10. Select the Save button to save and view the content you just created.
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CREATING A GALLERY CAROUSEL

A Gallery Carousel is content type that can display multiple images on a webpage as thumbnails, along
with the gallery carousel. The carousel action uses a forward and back button to sort through the images.
Selecting an image displays the image in a larger view.

The Gallery Carousel stands alone as a content page that follows a template. The carousel will always
display at the bottom and the content above it. You can link to this page just like any other page in Web-

One.

o Mi=F" AR &7

Apps for Tablets

ew || Edit Draft

Revision History | | Revisions

for students. Participa
Participating f

Stu dent SOftwa re ‘ Access 24x7 VSL software )

nd related e-learning m

authoring tox

indicates that CSUN has reached a tipping point for strategic change.

it applicat t
ions. authoring tools. repositories. and consultation. We at CSUN can benefit from

ers who understand the relation among effec

cloud technology for teaching
are urban commuters. tech-sawy a

ons but few have thought s holistically as Apple. They are sensitive to users

<MH (951 P8 e

) Gallery Carousel

Information Technology
]

Navigating to the Gallery Carousel Page

1. From the My Workbench page, select the Create Content tab.

2. Select the Gallery Carousel link.

# My Workbench  Pre-release mode
File list

Home

Home

Create content

Event

An event, such as a guest presentation or due date.

Gallery_Carousel
Image Gallery Contefit Type / carousel only style (csun2 theme)

Group

A group is any division within the university, such as a department, college, or institute.

SITE CONTENT CREATE CONTENT
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Creating a Gallery Carousel

The Create Gallery Carousel page displays. The Menu Settings tab is selected by default.

Create Gallery_Carousel

o aAv-o@

1. Onthe Menu Settings page, complete or review the fields.

Menu Settings Description

Fields

Title (*) The title for the webpage.

Group Audience Select the group you are creating the webpage for.

If you do not select a group, you will not be able to
retrieve your gallery carousel page.

Body The body is the information that describes the
content of the page.

Select media button | Select the media button to insert an image into the
gallery carousel.

Add another item Adds another image to the gallery carousel.
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2. Select the Revision information tab.

Menu settings
Not in menu

Rews.lc.m information Change State *
Mo revision T
Draft E

URL path settings

Mo alias
Log message for this state change

Meta tags
Using defaults

Revision Information Field | Description

Change State (*) This dropdown is used to select the revision status: Draft or
Needs Review. What appears in this dropdown is determined by
your permissions.

3. Select URL path settings.

Menu settings )
g URL alias

R I

Rewvision information Optionally specif
Mo revision

URL path settings
Mo alias

Meta tags
Using defaults

Save Preview

URL Path Settings Description

Generate automatic URL alias checkbox | Checking this box adds an automatic URL alias.
The URL alias provides a more understandable
path name to the content.

URL alias This field is used to manually add a customizable
URL alias for the video page.
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CREATING AN AWARDS PAGE

The Awards content type is used to display funding opportunities for research projects. For each
funding opportunity available, a new awards content page is created. Awards content pages can be
edited and maintained as needed. Faculty can view, apply and filter all funding opportunities that
display. Your area has a main program funding webpage that displays each award available. If you
are unsure what that page or URL is, contact your Web-One liaison. You do not need to make any
changes or updates to the main awards webpages. Most colleges refer to a funding opportunity as
a program however inside Web-One it is labeled as “Award”.

Example of program funding opportunity display:

Academic

Affairs Web

Division of
Academic Affairs

HOME WEB-ONE GUIDELINES

Funding Opportunities

Sort by Order
Sponsor v] [Asc *] [appy

159013
Current Programs by Category
Digital Science

Interdisciplinary

mber 11, 2017

Navigating to the Awards content type

1. From the My Workbench page, select the Create Content tab.
2. Select the Awards link.

Creating an Awards Page

The Create Awards page displays.
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Create Awards

1. By default, the Award Info tab displays. Enter the information (as needed) into the fields.

Create Awards Page Description

fields

Title (*) The required title for the program name

URL Enter a title and corresponding URL that links to information about
sponsor/program

Sponsor Name of organization offering the program

Summary Brief description of the program being funded

About Describes the program such as purpose, consideration factors,
and highlights

|||||||
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Create Awards Page Description
fields continued

Post Date Defaults to today’s date. Change if necessary

Sponsor Deadline Choose a date the proposal is due

Award Ceiling Identify the total award amount

Category Tag Optional descriptor for the award. Example: Collaborative, Limited

Submission, and Centers & Institutes

College Tag If the award relates to one or more colleges, check all that apply.
This enables users to search for programs available by college

2. Select the Groups tab to add the Awards content to a group or groups. This is a required field.

Home » Add content

Create Awards

Award Info *
Groups audience

Information Technology

Menu settings
Not in menu

URL path settings

Automatic alias

Meta 1ags
Using defaults

Revision information
No revision

Comment settings
Closed

Save Preview
Groups Description
Groups audience (*) Use the dropdown menu to specify which group this page applies. If
you only have access to one group, then that group will display by
default.

3. You can skip the Menu settings tab and select the URL path settings tab. If you want to
generate a new URL for the page, this is an option, it is not required, however.
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Home » Add content

Create Awards

Award Info *
¥ Generate automatic URL alias

Uncheck this to create a custom alias below.
Groups

Menu settings URL alias

Not in menu

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

Using defaults

Revision information
No revision

Comment settings
Closed

Save Preview

URL Path Settings Description

Generate automatic URL alias checkbox | Checking this box adds an automatic URL alias.
The URL alias provides a more understandable
path name to the content.

URL alias This field is used to manually add a customizable
URL alias for the video page.

4. To enable your page to be easily found when searched, you can add keywords to the webpage.
Select the Meta tags tab. Enter Keywords in the field.
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Create Awards

Award Info

wse available tokens.

Groups

i
Menu settings redundant meta data and

available tokens" popup

URL path settings

nformation

» GOOGLE-SITE-VERIFICATION TAG

Comment settings
losed

Description

[node:summary]

Abstract

» OPEN GRAPH

» FACEBOOK

Meta tags Description

Keywords Enter keywords that describe your page. Use
a comma to separate

5. Inthe Revision information tab, select the dropdown menu under Change State to change
the state of your page. Use the optional text field below to log a message about the page.
Note: If you have not saved your page yet, you do not see the third option to Publish the page.

Home » Add content

Create Awards

Award Info *

Groups

Not in menu

URL path settings Log message for this state change
Automatic alias

Meta tags
Using defaults

Revision information
No revision

Comment settings
Closed

Save Preview
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Revision Information Fields | Description

Change State (*) This dropdown is used to select the revision status: Draft,
Needs Review or Published). What appears in this
dropdown is determined by your permissions.

6. Do not change any settings in the Comment settings tab.

7. Select the Save button to save your Awards page. To display this award on the main program
funding opportunities page, you must publish the awards page.

8. Select the Revisions tab and choose Published from the Change State dropdown menu.
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EDITING THE PERSON LIST

The person content type lists the contact information for each employee associated with the group.

Editing Information for a Person in the List:

When a Web-One group site is created, a list of people associated with the group is also created, feeding
from the People Finder page. The people list is automatically updated on a nightly basis to update
changes from the People Finder data. Therefore, changes should not be made to other fields (title, email,
phone, office location) because they will automatically be overridden with the next data feed.

However, the person list offers the option to include a URL to a website or the person’s image, neither of
which are currently in PeopleFinder. Website URLs and images will not be overridden by the nightly data
feed.

Adding a Person to the List:
The person list also offers the option to add a new person who is not automatically associated with the
group. If they are not part of the group, their information will not be overridden by the nightly data feed.

Example #1 — Person Listing w/Photos (created by Group Admin)

Califorra St gy | Secondary | Tertiary
Wordmark | Woedmark P

-4 8

Slide Copy Title Here | findout more

(900808 )

Firstname Lastname
Tite/Posrion

Cmalt: festname Ltnamogcsun odu
Fhene: (818) 677 00x

Offca Location: Culatt Liteary
Webite: www somedomain com

Block 1 Title

Lotern kpsum dolor 't
2000, COAASLIN DI~
scing olk. Cras posLA
hendrent bibendum Fusce
POritor M a1 lecius.
TaUIST SCURTISq . Fheger
igrisiim sugue Bead
More,

Firstname Lastname
Title/Postion

Lmai: festname Lstnamescsun edu
Phone: {818) 67700

Office Location: Cviatt Libeary
Webgte: www.somedomain com

Firstname Lastname
Title/Postion

£malt: frstname LanameBcsun.edu
Preac: (818) 677-00x

Office Lozation: Ovstt Libeary
Webste: wwwsomedemsin com

Firstname Lastname
Tithe/Potsion

ik Pratname INImOBCEUN 06k
Phone (810) 677 -o0x

Office Location: Oviatt Lteary
Webiita: www somedomain com

Firstname Lastname
Titte/Posrion

Emait: Bestname astname@csun.edy
Phone: (818) 677 w0x

Offce Lozation Oviatt Libeary
Website: wwwzomedomsin com
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Example #2 — Person Listing without Photos (Created by Group Admin)

Northridge

Lirk 2
Urk 3
Uk 4

Urk s

Block 1 Title

Nl

Lotem ipsum dolor st
20men, consactatr adip
scing olt Cras posuwre
hendrerit bbendum Fusce
OO MIP 3 eCus
T30S SCelarsque. FLegar
digristim, sugue. Bead
More,

PRMARY LINC L PRMARY UNE 7

Califorr, J‘l:«l(mw Y I Secondary | Tersiary
Wordmark | Wardmark

PRIMARY UMK § PRIMARY LINK &

People

Firstname Lastname
Tile/Postion

Emal: fustname lautnamegcsun edu
Phoee: (B18) €77 xox

Otce Locaticn: Oviatt Library
Website: waer, somedaman com

Firstname Lastname
TrlePoskion

Emal: feitnine Litnimed o adu
Phors: (B18) 677-xaux

Of02 Location: Owatt Library
WEOsRE ware SOmedamain com

Firstname Lastname
TieiPotzion

Emal: fustnane astnimea csun edu
Phore; 1818) 677 -xuax

Cfecn Losation: Oviatt Lorery
Webshte: waw somedamain com

Firstname Lastname
TrielPoskion

Cmal: fustnane Listname@ csuan edu
Phone: (018) 677 -xcx

Otice Locaticn: Oviatt Lbrary
Weosite: waw.somedamaincom

Firstname Lastname
Trie/Poszion

Emal: fiestname Lastnimed coun edu
Phoea: (818) 677-xonx

Oftca Location: Ovatt Lorary
WeDSRE W SOMRCOMAN Com

Firstname Lastname
TilePoction

Emal festname RINMMeE s adu
Phore; 1818) 677 -xcxx

O Location: Oviatt Lidrary
Wethite werm sermedamancom

Firstname Lastname
TlelPotzion

Emal fustnarne Lintnime@ csun adu
Phore: 1818) 677 -xcax

Ctecn Losaten: Oviatt Lorary
Wobshto: waw somedomaincom

oy | ey | Connte | o

SR MATY LINK T

{90000 0)

Note: These listing pages are created by the Group Admin for your area, but the data contained on these
pages are pulled from People Finder, or from the Person pages created by the content creators for your

area.
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Example # 3 — Person Page

John Smith

John Smith

Groups audience

Last Name

Position

Office location
w1200
Ermanl

FAMES e

Website

Phone

- Ter-wieay =-wm Swm T
i 1 < e FH mrangy inlzeemon
7 183l ot & = = ey fooa b iomnow
1 ™ 2 a

Navigating to the Person Page

1. From the My Workbench page, select the Create Content tab.
2. Select the Person link.

Home
Home SITECONTENT | | create content || FitenisT | | My coNTent | | Neeps ReviEw

Create content

Event
An event, such a3 a guest presentation or due date.
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Adding a New Person

The Create Person page displays.

Create Person

First Name

This person’s first name.

Last Name “

This persan’s 125t nama.

= : e Type
- Hzne - El
- |5 this person a staff member or faculty?

Biography

Groups " Position *

URL path settings Specify this persen’s position title within this department or group.
Automatic alizs
Meta tags

Using defaults Office location

'\h"is“’“ information Enter this persen’s office lacation. This usually is only a building name and room number.
o ravision

Fhone

Enter this person’s on-campus phone number.

Email

Enter the email address where this persen can be reachad.

Website

Enter this person’s home page, if any.

Image

Upload a picture of this person

Select media

Save Preview

(*) = Required

1. Inthe Create Person page, complete the First Name and Last Name fields. These are
required fields.
2. Select the Details tab and enter the following information:
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Details tab Description

Type dropdown Is this person staff or faculty? Select None, Staff or Faculty from the
dropdown.

Position (*) Specify this person's position title within this department or group.

Office location (*) Enter this person's office location. This is usually a building name

and room number.

Phone Enter this person's on-campus phone number. The number should
be entered in this format: 818/677-0000.

Email Enter the CSUN email address where this person can be reached.

Website Enter the URL for this person's home page, if any.

(*) = Required

3. To upload a photo for this person, select the Select media button.
a. You can choose a file to upload, or search for one under Web, Group Library or My Files.

Upload Web Group Library My files

Upload a new file *

Mz file chosen Upload

Files must be less than 256 MB.
Allowed file types: png gif jpg jpeg.

Submit Cancel

b. Once the image is found, select the Submit button to add the image to the person page.

Note: Whether or not an image is added, will depend on the internal business process for your
Organic Group.

4. If the person has biography information that needs to be included, select the Biography tab.

Details *
Biography link
IT Department Title URL

Biography
\ The link title is limited to 128 characters maximum

Groups "

Leave blank for parson having no biography.

URL path settings.
Automate

Biography
B UAESEE: ;S - ¢ g|r MA@ emEdan| - Ae-0@

WYSIWYE

Enter this field for an opticnal bisgraphy
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5. Enter the following information:

Biography tab

Description

Title Use this field if you want to link to existing biography information that
is housed on another page. Enter a title or name for the link.

URL Enter the URL for the link.

Biography Use this section of the WYSIWYG editor to create biography text if

none exists elsewhere.

6. Select the Groups tab. The Groups audience dropdown displays. This is a required field.

First Name *

John

This person’s first name.

Last Name *

Smith

This persan’s last name.

Details ~

Groups ~

Revision information
Ho revision

URL path settings

Automatic alias

Groups audience
Information Techneology El

Informaticn Technology

Save Freview ‘iew changes Delete
(*) = Required
Groups tab Description

Groups audience (*)

Most users will only have access to create content for one group, but
if you have access to more than one group, the groups that you have
access to will display in this dropdown. Select the appropriate group
audience.

(*) = Required

7. Select the Revision information tab.
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First Name *

Jehn

This person’s first name.

Last Name *

Smith

This person’s last name.

Details *

Groups "

Revision information
N revision

URL path settings
Automat:

Save Preview

Change State *

—| [ Pustisnes =]

Log message for this state change

“iew changes

Delets
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8.

Complete the following:

Revision information tab

Description

Change State dropdown (*)

This determines the status of the content you are creating
(Draft, Needs Review, Published). The options
available depend on your permissions. Content must be
saved before it can be published.

Log message

Enter a message for this change (if needed). For example,
a note to the Editor/Reviewer.

@)

= Required
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9. Select the URL path settings tab.

First Name
John

This person’s first name

Last Name *
Smith

This persan’s last name

Details ~ [] Generats automatic URL zlizs

Uncheck this to create a custom aliss below,
Groups "

URL alias

Revision information

S itpecplefjohn-smith
Opticnally specify an altarnative URL by which this content can be accessed, For sxample, type “sbout” when writing an about page. Use & relative path and den't 2dd 2 trailing slash or the URL alizs won't work,

URL path settings

Automatic s

Save Preview View changes Delete

10. Complete the following fields as needed:

URL Path settings tab Description

Generate automatic URL alias | If this box is checked, the URL for the webform will be
checkbox generated automatically. Unchecking the box, will allow
you to enter an alias in the URL alias field.

URL alias Enter a custom URL if you want it to be different than one
automatically generated. You must uncheck the Generate
automatic URL alias checkbox to enter an alias in this
field.

11. Select the Save button.

Edit a Person

If a person already exists in Web-One, but you need to make a change to their contact information:

1. Loginto Web-One.
2. Select My Workbench.

Qyworkbench SITE CONTENT | CREATE CONTENT || FILELIST || MY CONTENT || NEEDS REVIEW
Use these fields and dropdowns to search for content
All Rs t Content: Infe il Technol - -
T T e / Select Edit button to edit content

‘ Tive Tvee Fablished e Available content displays here
reon o] (Vo 1] 2 [ Apply /
e e o Ut 1 s

T

Parsen e n_aemin 2min2ncae

Ferson es admin 2 hours £ minige it

3. Search for the person you wish to edit. Use the search fields and dropdown menus to narrow the
search results.

4. Once found, select the Edit button.

Make changes as needed. Refer to the previous section for instruction.

6. Select the Save button.

o
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CREATING A WEBFORM

The webform content type allows you to create forms with fields that can be filled out by a visitor to
your webpage.

The webform setup requires a title, body and fields needed to capture data, along with an email address.
When the forms are completed and submitted online, they will be automatically sent to this email
address.

$<2 w Covave iy Dty | Silinde | weeve L ea
California State University | Information z =

NOI‘ thl‘ldge Technology Searcr

ABOUTIT | NEEDHELP? | ACADEMICTECHNOLOGY | TRAINING | SERVICES | SAFE COMPUTING |

|T@CSUN | ALearii aboit our services »

Access Form (Sample) Webform Title

View || Ecit Draft Revision History | Revisions || Webform Results || Panelizer
IBody
Today's Date -‘-lcrth-BFDEE-HB = | Date Type

Name: * -

Textfields
Employee ID: * Texta rea
Reason'for:Access: = /

Employee Status: * O Faculty (0 Staff (L Student I SeleCt options Type
INecd Help? Visit Ovistt 33 for more information I M ar ku p Type (HTM L)

Phone Ext: *

Complete this form to request access.

ntormeson Teshnoiogy
et B

PE e

P

WEBFORM WITH THE BASIC FIELD TYPES HIGHLIGHTED

Coidzena Sate Urnversly

*Denotes reauired information
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Navigating to the Webform Page

1. Fromthe My Workbench page, select the Create Content tab.
2. Select the Webform link.

Home

SITE CONTENT CREATE CONTENT

Create content

Creating a Webform

The Create Webform page displays. For additional information on how to use the text editor see Using
the WYSIWYG Text Editor.

Hema » Add cantast

Create Webform

Title *
Body
‘\\ Body (Edit summary)
Misc DY ESEEESE|E ST Y R S ~
Groups *

Menu settings
Mot in menu

URL path settings
Autematic alias

Rewision information

Mo revision

Fathi: p

Text formatr WY SIWYG |
» Emall addresses will be obfuscated in the page source 1o reduce the chances of being harvested by spammers

= Captions may be specified with [caption]<img sre="example prg ™« Image caption] capticnl. (tems cam be aligned with [caption algn=left]

Save Praview
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1. Enter a title for the form. The Title field is required.
2. Select the Body tab, enter the following information:

Body tab Description

Body In a webform, the Body field is used to add descriptive text or
instructions for completing the form. Enter and format the text using the
WYSIWYG editor.

(*) = Required

3. Select the Misc tab. The Banner Slideshow dropdown displays.

Home » Add content

Create Webform

Title *
Body
Banner Slhideshow
Misc Group's default slideshow E
Select the banner slideshow that should be shown on t
Groups ~©

Menu settings
Mot in menu

URL path settings

Automatic alias

Revision information
Mo revision

Save Preview

(*) = Required

4. Select a banner slideshow from the dropdown:

Misc tab Description

Banner Slideshow Select the banner slideshow to display on this page. If you do not
want to include a slideshow, you must create a “blank” slideshow
using the Slideshow content type which can then be added after the
webform has been saved.
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5. Select the Groups tab. The Groups audience dropdown displays. This is a required field.

Home » Add content

Create Webform

Title *

Body
Groups audience *

Misc / Infarmation Technology E

Croups *

Menu settings
Not in menu

URL path settings
Automatic alias

Revision information
Mo revision

Save Preview

(*) = Required

6. Select a group from the dropdown.

Groups tab Description

audience.

Groups audience (*) | Most users will only have access to create content for one group, but
if you have access to more than one group, the groups that you have
access to will display in this dropdown. Select the appropriate group

(*) = Required

7. Select the URL path settings tab.

Home » Add content

Create Webform

Title *

Bod
s Cenerate automatic URL alias

. Uncheck this to create a custom alias below.
Misc

URL alias
Groups *

Menu settings / Optionally specify an alternative URL by which t!

URL path settings
Automatic alias

Revision information
No revision

Save Preview
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8. Complete the following fields as needed:

URL Path settings tab Description

Generate automatic URL alias | If this box is checked, the URL for the webform will be
checkbox generated automatically. Unchecking the box, will allow
you to enter an alias in the URL alias field.

URL alias Enter a custom URL if you want it to be different than one
automatically generated. You must uncheck the Generate
automatic URL alias checkbox to enter an alias in this
field.

9. Select the Revision information tab.

Create Webform

Title *

Body

Misc
Change State *

Croups * Draft
Menu settings :
!_Dg message for this state change |l
URL path settings

Automatic alias /

Revision information
No revision

Save Preview
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10. Complete the following:

Revision information tab Description

Change State dropdown (*) This determines the status of the content you are creating
(Draft, Needs Review, Published). The options
available depend on your permissions. Content must be
saved before it can be published.

Log message Enter a message for this change (if needed). For example,
a note to the Editor/Reviewer.

(*) = Required

11. Select the Save button.

URL path settings
Automatic alias

|||||||||||

Save Preview

12. The Form components page displays. From here, you can create, edit, adjust layout, view
results and designate an e-mail address for submission.

[——
Test WebForm (TR) view | eomoRarT || mevision mistomy | mevisions Ilmls PANELIZER
[erm o TS

Farm sittings

LABEL TYPE VALUE MANDATORY OPERATIONS

Testiele Add

13. In the Label column, enter a name for the first component. In this example, Name is used.

LABEL

No Components, add a component below.

+  |Name

14. Select Type from the dropdown. The type determines the type of data you are capturing and also
determines how it displays on the form. Please review the table on the next page for a definition
of types. For this example, Textfield is selected.

TYPE
Date |
E-mail
Fieldset
File
Grid
Hidden
Markup
Mumber
Page break
Select options
Textarea

Time
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Type Definitions Description

Date Includes controls for entering the date.
Email This field validates the entry as an email address.
Fieldset A grouping container; arrange controls that should be part

of a group as sub items of the fieldset.

File Controls for uploading a file to the site; the URL for the
uploaded file is included in the submission email if the
option is set.

Grid A survey-like control with questions/items down the left

side and responses and choices in columns on the right.
All questions in the grid have the same options for
response. For different sets of responses, create different
grids.

Hidden The label and text in the Description field are not displayed
on the form but will be included in the data saved.

Markup Allows you to enter custom HTML or PHP logic into your
form.

Number Controls for entering numbers.

Page break Use this component to split the form into another page. If

used, Next Page and Previous Page links display at the
bottom of the form.

Select Options Controls for adding one or more options as radio buttons
in a list or group. For example, this can be used for Yes or
No responses._For accessiblility, it is recommended that
the listbox option be used when building this component,
but if radio buttons are used, please refer to Appendix C
for accessibility instructions in regards to radio buttons.

Textarea A multi-line text field that can be sized for both height and
width.
Textfield A single-line text field that can be sized by width and

maximum numbers of characters.

Time Controls for entering the time of day.

Cite Reference: Create/Edit a Webform, Appalachian State University, http://help.cms.appstate.edu/book/createedit-webform-components
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15. If the field is mandatory, select the Mandatory checkbox.
16. Next, select the Add button to proceed to the Edit component page.

MANDATORY OPERATIONS

@ » | Add

The Edit component page is dynamic in that the parameters change depending on the Type
selected (Textfield, Date, Markup, etc.).

The following tables pertain to the most basic webform field types. The field types that fall outside of
the information here are considered more advanced and will not be covered in this document.
Additionally, these tables cover the critical pieces of information needed for that particualr field type
and do not cover every field available.

17. Complete the necessary fields for the field type selected:

Fields for DATE Type Description

Label (*) This field defaults to whatever label was entered when the field
was first created.

Field Key (*) This field defaults to whatever key was entered when the field
was first created. However, a field key must be unique, so if
you have another item with the same name in your form, adjust
the field key to keep it a unique value. So if the field named
“Job” is used more than once, you’ll need to create unique
keys such as jobl, job2, etc.

Description Used to give the user instruction on how to complete the field.

Start date/End date Determines the earliest and latest date that can be entered into
the field.

Enable pop-up calendar Checking this box adds a date picker to the form and allows

checkbox you to select a date from a dropdown or a calendar grid.

Teday's Date | Month j de,fj Year L i

Label display dropdown Determines where the label is in relation to the entry field. The
choices are: Above, Inline or None.

(*) = Required
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Fields for E-MAIL Type Description

Label (*) This field defaults to whatever label was entered when the field
was first created.

Field Key (*) This field defaults to whatever key was entered when the field
was first created. However, a field key must be unigue, so if
you have another item with the same name in your form,
adjust the field key to keep it a unique value. So if the field
named “Job” is used more than once, you’ll need to create
unigue keys such as jobl, job2, etc.

Description Used to give the user instruction on how to complete the field.

Width Determines the width of the text box as it relates to character
width (30 characters long, 25 characters long, etc.).

Label display dropdown Determines where the label is in relation to the entry field. The
choices are: Above, Inline or None.

(*) = Required

Fields for MARKUP Type Description

Label (*) This field defaults to whatever label was entered when the field
was first created.

Field Key (*) This field defaults to whatever key was entered when the field
was first created. However, a field key must be unigue, so if
you have another item with the same name in your form,
adjust the field key to keep it a unique value. So if the field
named “Job” is used more than once, you’ll need to create
unigue keys such as jobl, job2, etc.

Text format dropdown Select Filtered HTML from the dropdown.

Value Enter HTML in Value field. When saved, text will display
according to the coding you specified for it.

(*) = Required
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Fields for NUMBER Type Description

Label (*) This field defaults to whatever label was entered when the field
was first created.

Field Key (*) This field defaults to whatever key was entered when the field
was first created. However, a field key must be unigue, so if
you have another item with the same name in your form,
adjust the field key to keep it a unique value. So if the field
named “Job” is used more than once, you’ll need to create
unigue keys such as jobl, job2, etc.

Description Used to give the user instruction on how to complete the field.
Unique checkbox Allows for unique numbers only.
Integer checkbox Allows for integers (whole numbers only). With this checked

numbers such as 12.34 would be invalid.

Minimum This ensures the minimal numeric value allowed.

Maximum Determines the maximum value as well as the width of the
field.

Step Used to limit options to steps or increments of a certain

number. A step of “5” would limit options to (5, 10, and 15).

Decimal places Automatic will display up to 4 decimals places if needed. A
value of "2" is common to format currency amounts.

Thousands separator Choose between comma, period, space or none.

Label display dropdown Determines where the label is in relation to the entry field. The
choices are: Above, Inline or None.

(*) = Required
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Fields for PAGE BREAK
Type

Description

Label (*) This field defaults to whatever label was entered when the field
was first created.
Field Key (*) This field defaults to whatever key was entered when the field

was first created. However, a field key must be unigue, so if
you have another item with the same name in your form,
adjust the field key to keep it a unique value. So if the field
named “Job” is used more than once, you’ll need to create
unigue keys such as jobl, job2, etc.

Next page button label

This is used for the Next Page button on the page before this
page break. Default: Next Page >

Previous page button label

This is used for the Prev Page button on the page after this
page break. Default: < Prev Page

(*) = Required
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Fields for SELECT OPTIONS
Type

Description

Label (*)

This field defaults to whatever label was entered when the field
was first created.

Field Key (*)

This field defaults to whatever key was entered when the field
was first created. However, a field key must be unigue, so if
you have another item with the same name in your form, adjust
the field key to keep it a unique value. So if the field named
“Job” is used more than once, you’ll need to create unique
keys such as jobl, job2, etc.

Description

Used to give the user instruction on how to complete the field.

Options (*)

The options listed here appear as radio buttons or listbox
options. An example of this could be an Employee Status field
that lists Faculty, Staff or Student as an option.

Employee Status: * Faculty Staff Student

Options must be keyed in this format:
“safe_key”’|’some readable option”

To create the options you see above, options would be entered
this way:

faculty|Faculty
staff|Staff
student|Student

Use of alphanumeric characters and underscores is
recommended in keys.

One option per line.

Listbox checkbox

Select this box if you want the component to be displayed as a
listbox instead of the default radio buttons.

Label display dropdown

Determines where the label is in relation to the entry field. The
choices are: Above, Inline or None.

@)

= Required
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Fields for TEXTAREA Type

Description

Label (*)

This field defaults to whatever label was entered when the field
was first created.

Field Key (*)

This field defaults to whatever key was entered when the field
was first created. However, a field key must be unigue, so if
you have another item with the same name in your form,
adjust the field key to keep it a unique value. So if the field
named “Job” is used more than once, you’ll need to create
unigue keys such as jobl, job2, etc.

Description

Used to give the user instruction on how to complete the field.

Width

Determines the width of the text box as it relates to character
width (30 characters long, 25 characters long, etc.).

Height

Determines the height of the textarea box as it relates to row
height. Below is a textarea box with a row height of 3:

Reason for Access: *

Resizable checkbox

Selecting this option makes the text area resizable.

)

= Required

Fields for TEXTFIELD Type

Description

Label (*) This field defaults to whatever label was entered when the field
was first created.

Field Key (*) This field defaults to whatever key was entered when the field
was first created. However, a field key must be unigue, so if
you have another item with the same name in your form,
adjust the field key to keep it a unique value. So if the field
named “Job” is used more than once, you’ll need to create
unique keys such as jobl, job2, etc.

Description Used to give the user instruction on how to complete the field.

Maxlength Maximum length of the textfield value.

Width Determines the width of the text box as it relates to character

width (30 characters long, 25 characters long, etc.).

Label display dropdown

Determines where the label is in relation to the entry field. The
choices are: Above, Inline or None.

@)

= Required
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18. Once the Edit component page is complete, select the Save component button at the bottom

of the page.

The Webform tab and corresponding page displays:

Access Form (Sample)

Navigation Tabs

| ViEw || EDITDRAFT || REVISIONHISTORY | REVISIONS |

wisiorm | mEsuLTs | |

el

Form sectiegs

LABEL e
4 Toawy's Duie oate
£ Name Textfield
# Empioyee D Tetnieis
4 Reason for Access. Textares
# Empioyee Status Setect eptions
£ NeeoHep? Markup

# PhoceExt Textfiela

#  New component name Tedteld

VALUE

Form Components: Field Types Created

<p>Need Help? Vit Oviant 33

MANDATORY GFERATIONS

Ean cxone oeler

Esit

t

£
£s Dl
Eait

Ean

Add

o row wgnt]

[ == | SAVE (after each change)

19. Use the View tab to view the form as an enduser will see it.

Here is an example of the form after selecting the View tab:

Access Form (Sample) Title

View

Edit Draft

Revision History

Revisions

Webform | Results

Panelizer

Navigation Tabs (visible to form
creator for editing purposes. End users
‘will not see these tabs).

Complete this form to request access I BOdy

Today's Date "MJ{F{E] 'DEE] 'YeairE] e
Name: * Labels and Types

Employee ID: *

Reason for Access: *

Employee Status: * © Faculty Staff © Student
Need Help? Visit Oviatt 33 for more information.

Phone Ext: *

Submi)

20.
21.
22.

To make changes to the Body, select the Edit Draft tab.

To make changes to the form fields, select the Webform tab.

To change revision status, select Revisions, choose the appropriate option from the Change
State dropdown and select the Update State button.

Select the Results tab to view results. Results will be covered in the Viewing and Downloading
Webform Results section of the Webform instructions.

Use the Panelizer tab to adust the layout of the webform page itself. View the Panelizer section
in this guide for more information.

23.

24.
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Conditional Formatting of Fields

There may be times when you want some fields to display and other fields to remain unseen based on
how a user responds to a field.

For example:

Question 1 asks: Are you a student? (Yes or No)
Question 2 asks Undergraduate or Graduate?

If the answer to Question 1 is NO, then you can edit the settings so that Question #2 does not display.
To set-up Conditional Formatting:

1. Open the webform.
2. Under the Webform tab, select the Conditionals button.

VIEW EDIT DRAFT REVISION HISTORY REVISIONS WEBFORM RESULTS PANELIZER

Conditionals E-mails Form settings

3. To add a new condition, select the plus sign (+).

Conditionals may be used to hide or show certain components (or entire pages!) based on the value of other components.

There are ne conditional actions on this form. Add a new conditiorf: | +

Save conditions

4. The conditional setting window displays.

Conditionals may be used to hide or show certain components (or entire pages!) based on the value of ather components.

If SELECTFIELD v
is ¥ SELECTFIELD v -+

then  hide -

SELECTFIELD M

There are no conditional actions on this form. Add a new condition:  +

Save conditions

5. The dropdowns will display fields from your form. Use the dropdowns to select the fields you want
to configure (If, then, etc.).

6. If you want to add or delete a condition, use the plus and minus buttons as needed.

7. Select the Save conditions button to complete the process.
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Setting E-Mail Address for Submit Button on a Webform

The benefit of webform submission is that the form data, once submitted, goes directly to the content
owner. Webform creators can specify one or more emails addresses for this purpose.

Open the webform.

Under the Webform tab, select the E-mail button.
Enter an email address in the Address section.
Select the Add button to add the address to the form.

PwnNPE

Access Form (Sample)

VIEW || EDITDRAFT | REVISION HISTORY

revisions |[ wesrorm || resuurs

PANELIZER.

Add e-mail address here

E-MALTO SUBIECT FROM

Add

OPERATIONS

— Form sestings

5. Complete the fields as needed on the Edit e-mail settings page.

Edit e-mail settings

E-mail to address

(@) Custom: tinz.resd@osun.edu

(7) Componant: | Employes Status: El

E-MAIL HEADER. DETAILS

E-mail subject

(@) Dsfavlt: Form submission from: Accass Form (Sampla)

) Custom:
() Componant: | Name: El
Any taxtfiald, select, or hidden form slemant may be seksctsd 25 tha subject for a-mails.

E-mail from address

(@) Default: no-replycicsun. ade

() Custom:
(7) Companent: | Employ=s Status: El
Any amail, sslect, or hiddan form skmant may bs selected 25 the sender's e-mail zddress.

E-mail from name
(@) Default: CTUN

() Custom:

() Componant: | Mame: El

Ary taxtfiald, select, or hidden form slement may be selected a5 the sander's nams for s-mails.

- E-MAIL TEMPLATE

An g-mail template can customize the display of e-mails.

DCefault tamplats El

Ferm submissions will ba s-maisd to this sddress. Any email, sekect, or hidden form skmant may bs sebcted =5 the recipint sddrass. Multiph s-mail sddresses may bs

SeEar

ated by oo

mmas.

Tha r=zultz of this submizzion may be vizwed st
“submission_url

» TOKEN VALUES

» INCLUDED E-MAIL VALUES

Save e-mail settings
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6. Select the Save e-mail settings button at the bottom of the page.
7. Review the entry and edit as needed.

E-MALTO SUBJECT FROM OPERATIONS

~ : -
@ pegesz emal@eranslecon - E-mail address displays here Edit=nd|DElstElbutions add

Component value: | Employee Status: [+]

Form submission from: Access Farm (Sample) "CSUN® <no-reply@csun edu> Edit Delete

8. To add additional addresses, repeat steps 2-6.

Viewing and Downloading Webform Results

Once submitted, form entries can be viewed or downloaded.

1. Open the webform.
2. Select the Results tab.

Access Form (Sample) VIEW  EDITDRAFT  REVISION HISTORY  REVISIONS  WEBFORM PANELIZER
Submissions Additional navigation options —» [ sws:  nsc  osss |
Showing all 3 results toral. \A
- BMITTED ER P ADDRESS OPERATIONS.

Select the Download

5 10/10/2012 - 2:50pm . admin w1172 Select View link or button to begin the
56 10/10/2012 - 2:49pm it_admin 1201559172 Table button for detail ve~ download rgocegs
10/10/2012 - 2:48pm it_admin 1301669172 View p

3. Select the View tab to view the detail behind each entry, or select the Table button to view the

form data in table form.
4, To download the data, select the Download button.

Export farmat

roamiedies  Export format options Download

@ Microsoft Excel
Delimited text format
T [z
This is the delimiter used in the C5V/ TSV file when downloading Webform resukis. Using tabs in the export is the most reliable method for preserving non-latin characters. You may want to change this to another character depending on the program with which you anticipate importing results.
» SELECT LIST OPTIONS

»incLupen exror comronents  Advanced options

» DOWNLOAD RANGE OPTIONS

Access Form (Sample) view || EDITORAFT || REvisioN HisTORY || Rewisions || weerorm || resuts [ paneLzer
) D R

5. Select the Export format. There are two options: Delimited text or Microsoft Excel.
6. Select the Download button to download the results.

Note: Advanced formatting options are available. Use the advanced options as needed.
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SETTING UP AN EVENT LISTING FOR A GROUP

Group Administrators who also have the Content Publisher, Editor or Creator role can add an event
listing to an existing page. This listing displays events, items noted with a date and time, as a list.

Inserting an Event Listing on a Page

Listings are placed on a Page content type.

1. Loginto Web-One.
2. Select My Workbench.

3. From the Site Content tab, search for and select the page you want to add the event listing to.

& @HEEERR) re-release mode

Hello it_admin2  Log out

Home

My Workbench

All Recent Content: Information Tec

Title Type Published Search for page
Items per page
Page  [=] Yes [] |25 [+] Apply
TTiE Tyee PUBLSHED AUTHOR
Smartphones Tested by IT Page Yes it.admin
Select from results
Web-One FAQs Page Yes it_admin
Training Events Page Yes admin

SITE CONTENT [ CREATE CONTENT FILE LIST MY CONTENT NEEDS REVIEW.

LAST UPDATED ¥ ACTIONS
2 hours 8 min ago

20 hours 31 min ago

20 hours 54 min ago

4. Select the Panelizer tab.

Training Events

View || Edit Draft || Revision History | Revisions || Panelizer

Here is the bady field of the IT Department events page. This is a bady field, And then we'll display
some view using panelizer.

Featured Events

Lecture Capture

Tuesday, October 23, 2012 - 10:00am to 11:30am

Capture your lectures to enable students to access your lectures from home and
d “rewind” - a proven strategy for increasing learning performance. Read more

5. Select the content link.

Home » Training Events

Training Events VIEW EDIT DRAFT

REVISION HISTORY REVISIONS PANELIZER

VIEW MODE STATUS OPERATIONS

settings  context Iaynut

Full page override Custom

Full page override
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6. Inthe Content container, select the gear icon in the container’s upper left-hand corner.
7. A popup menu displays. Select Add content.

<+— Select gear icon > Add content Content

page elements

“Thi= node™ content:

node content

8. The Add content to Content window displays. Select View panes.

Add content to Content

IT stuff

Menus
Miscellaneous
Node

Resources — Alumni
Side blocks

Side blocks

| =] Existing node
@) Side block

9. The event list options display as views. Select an option from the list. This determines the type of

list displayed.
Add content to Content .
Event views

— H* —
IT stuff |£] View: Featured Mode: Featured Events |£] View: This Months Events: Main
M |£] View: Featured Mode: Featured News @ View: Todays Events: Main

enus — —

|£] View: News Teaser List: Main |£] View: Upcoming Events (by term): Main
Miscellaneous |£] View: Person Teaser: No Photo |£] View: Upcoming Events (by term): Summary list
Node @ View: Person Teaser: With Photo |£] View: Upcoming Events: Main

Resources — Alumni

Side blocks

Side blocks

View panes »

|j Existing node
|G Side black

10. The configuration screen displays for the view selected. Select Group from the OG
membership: Group ID dropdown menu.

configure new View: Upcoming Events: Main

_OG members_hip: Group ID
| Group  [=]) 4— Must always be set to Group

[7] Override title

You may use %keywords from contexts, as well as %title to contain the original title.

Num items
5

Select the number of items to display, or 0 to display all results

Finish Cancel

11. Select the Finish button.
12. In Panelizer, select the Save button to save the configuration.
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SETTING UP A NEWS LISTING FOR A GROUP

Group Administrators who also have the Content Publisher, Editor or Creator role can add a news listing
to an existing page. This listing displays content that has been created using the News content type.

Inserting a News Listing on a Page

Listings are placed on a Page content type.

1. Loginto Web-One.
2. Select My Waorkbench.

3. From the Site Content tab, search for and select the page you want to add the news listing to.

& @HEEERR) re-release mode

Hello it_admin2  Log out

Home

My Workbench

All Recent Content: Information Tec

Title Type Published Search for page
Items per page
Page  [=] Yes [] |25 [+] Apply
TTiE Tyee PUBLSHED AUTHOR
Smartphones Tested by IT Page Yes it.admin
Select from results
Web-One FAQs Page Yes it_admin
Training Events Page Yes admin

SITE CONTENT [ CREATE CONTENT FILE LIST MY CONTENT NEEDS REVIEW.

LAST UPDATED ¥ ACTIONS
2 hours 8 min ago

20 hours 31 min ago

20 hours 54 min ago

4. Select the Panelizer tab.

Training Events

View || Edit Draft || Revision History | Revisions || Panelizer

Here is the bady field of the IT Department events page. This is a bady field, And then we'll display
some view using panelizer.

Featured Events

Lecture Capture

Tuesday, October 23, 2012 - 10:00am to 11:30am
Capture your lectures to enable students to access your lectures from home and
d “rewind” - a proven strategy for increasing learning performance. Read more

5. Select the content link.

Home » Training Events

Training Events VIEW EDIT DRAFT

REVISION HISTORY REVISIONS PANELIZER

OPERATIONS

settings  context Iaynut

VIEW MODE STATUS

Full page override Custom

Full page override
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6. Inthe Content container, select the gear icon in the container’s upper left-hand corner.
7. A popup menu displays. Select Add content.

<+— Select gear icon > Add content Content

page elements

“Thi= node™ content:

node content

8. The Add content to Content window displays. Select View panes.

Add content to Content

IT stuff

Menus
Miscellaneous
Node

Resources — Alumni
Side blocks

Side blocks

| =] Existing node
@) Side block

9. Select View News Teaser List: Main.

Add content to Content

IT stuff |£] View: Featured Mode: Featured Events |£] View: This Months Events: Main
Menus | : S . i @ View: Todays Events: Main

fiewi: Mews Teaser List: Main |£] View: Upcoming Events (by term): Main
Miscellaneous @ View: Person Teaser: No Photo |£] View: Upcoming Events (by term): Summary list
MNode |£] View: Person Teaser: With Photo |£] View: Upcoming Events: Main

Resources — Alumni

Side blocks

Side blocks

View panes »

|j Existing node
|F3) Side block

10. The configuration screen displays for the view selected. Select Group from the OG
membership: Group ID dropdown menu.

_OG members_hip: Group ID
|Group  [+]«— Must always be set to group

[ Override title

You may use %keywords from contexts, as well as %title to contain the original title.

Num items
5

Select the number of items to display, or 0 to display all results.

~ Finish Cancel

11. Select the Finish button.
12. In Panelizer, select the Save button to save the configuration.
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SETTING UP A PERSON LISTING FOR A GROUP

Group Administrators who also have the Content Publisher, Editor or Creator role can add a person or
employee listing to an existing page. This listing displays employee contact information.

Inserting a Person Listing on a Page

Listings are placed on a Page content type.

1. Loginto Web-One.
2. Select My Waorkbench.
3. From the Site Content tab, search for and select the page you want to add the person listing to.

a [RT—

Hello it_admin2  Log out

Home

My Workbench

All Recent Content: Information Tec

Title Published Search for page

[=]  es

Items per page

[BRECE

Apply

TITLE TYPE PUBLSHED

Smartphones Tested by IT Page Yes

Select from results

Web-One FAQs Page Yes

Training Events Page Yes

AUTI

it_admin

it_admin

admin

SITE CONTENT l CREATE CONTENT FILE LIST MY CONTENT NEEDS REVIEW.

HOR LAST UPDATED ¥ ACTIONS
2 hours 8 min ago
20 hours 31 min ago

20 hours 54 min ago

4. Select the Panelizer tab.

About IT

View || Edit Draft | | Revision History Rev'\sions

he IT division is responsible for the delivery of effective, secure,
Treliable technology infrastructure and technology services that
enable, promote, and support students, faculty and staff to achieve
their goals. IT is committed to offer leadership and support in the
advancement of technology, working in a collaborative partnership
with CSUN's schools, colleges, and administrative divisions.

5. Select the content link.

Home » About IT

About IT

VIEW MODE STATUS ‘OPERATIONS

Settings  context \a\«nut

Full page override Custom

VIEW EDIT DRAFT REVISION HISTORY REVISIONS PANELIZER

Full page override

6.
7. A popup menu displays. Select Add content.

In the Content container, select the gear icon in the container’s upper left-hand corner.

<+— Select gear icon > Add content Content

page_elements

page elements

=This node™ content

node content
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8. The Add content to Content window displays. Select View panes.

Add content to Content

IT stuff

Menus
Miscellaneous
Node

Resources — Alumni
Side blocks

Side blocks

| 7] Existing node
&) Side block

9. Select View Person Teaser: No Photo or View Person Teaser: With Photo.

Add content to Content

IT stuff li] View: Featured Node: Featured Events |£] View: This Months Events: Main
Menus @ View: Featured Mode: Featured News 'g] View: Todays Events: Main

iﬂ View: Mews Teaser List: Main |ﬂ View: Upcoming Events (by term): Main
Miscellaneous @ View: Person Teaser: No Photo li] View: Upcoming Events (by term): Summary list
Node @ View: Persan Teaser: With Photo |£] View: Upcoming Events: Main

Resources - Alumni
Side blocks
Side blocks

View panes »

|j Existing node
|G Sicle block

10. The configuration screen displays for the view selected. Select Group from the OG
membership: Group ID dropdown menu. In this example, OG stands for Organic Group.

Configure new View: Person Teaser: No Photo

0OG membership: Group ID
Group  [~]4—Must always be set to Group

[ Override title

You may use ¥keywords from contexts, as well as %title to contain the original title.

Num items
1]

Select the number of items to display, or 0 to display all results

Type (choose 1 or more values)

:
Staff +—Select one or more values
Finish Cancel

11. Select Faculty or Staff. To select more than one value, hold down the Shift key on your keyboard
while selecting the additional value.

12. Select the Finish button.

13. In Panelizer, select the Save button to save the configuration.
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FINDING CONTENT TO EDIT

Use My Workbench to find the content you want to view, edit or change.

After logging in to Web-One and selecting My Workbench, the Site Content tab should be open by
default. The search box in the upper left-hand corner of the page enables you to search for content by
title, filter by content type and year published. Once you see the title of the content you want, click on the
link to access and edit the content.

To view, edit or make other changes, you must first find the content in question. To search for content:

1. Loginto Web-One.
2. Select from the upper, left-hand corner of the page.

My Workbench displays:

My Workbench l CREATE CONTENT | | FILELST || MY CONTENT || NeeDs ReviEw |
/Use these controls to search for content

All Recent Content: Information Technology

Title Type Published |

Weston [=] [ves [] |25 [] Apply | Content displays here

TreE PUBLISHED. AUTHOR LAST UPDATED ¥  ACTIONS

|

Webform Yes it.agmin 2 hours 25 minago edit
‘Webfarm ix_admin 3 hours 25 minago edic
webfaren aamin a2y 19 hoursage eait
wenform it_asmin 595 20 hours ago
ccess Request Form westarm it asmin 7 weex 49 minaga edit

Webfarm ix_admin 7 week 1 hourage edic

f 8§ § 3 F &

Webform in_publisher 2iweeks 1 dayagn ed

3. If known, enter the title of the page in the Title field. This field can also be left blank.

Title Type Published
ltems per page

Webform |Z| Yes |Z| 25 |Z| Apply

4. Select a content type from the Type dropdown menu. In this example, “Webform” was selected.
Selecting a specific content type will return results only for that particular content type.

5. Inthe Published dropdown, select Any, Yes or No. For example, selecting “Yes” will only
display published content.

6. Inthe Items per page dropdown, select 10, 25, 50, 100 or 200.

7. Select the Apply button to apply these parameters and to view the results.

8. Select column headings to sort results by column.

| e TYPE PUBLISHED AUTHGR TAST UPOATED = ACTIONS

Faculty Technolagy Center - Training Registration form Webform it_admin 3 hours 25 minago edit

_admin 3 nours 25 minaga eait

Select column headings to sort T
the results for that column eptorm

admin 3 days 19 hours age edit
Webform it_admin & dlays 20 hours ago edit

nent - Access Request Form Webform it_admin 7 eeek 48 minage edic

i § F & &5

Webform t_admin 1 week 1 hourago eait

raining Webform Yes it_publisher 2 weeks 1 dapago

9. To search for additional content types, repeat steps 3-7.
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PUBLISHING CONTENT

Completed content must be published in order to be visible to the public. Content will always be in one of
three states:

e Draft

¢ Needs Review

e Published
Draft

This is the default state when any/all content is created. When content is in the Draft state, it means that
the content creator is still working on the content and is not yet finished with it.

Needs Review
When the content creator is finished working on the content, the content creator changes the state to
Needs Review. This allows editors and publishers to review the content.

Published
Content in the Published state is viewable by everyone, whether logged into the system or not.

Finding Content that is Ready for Publishing

Once the content is in a Needs Review state, the Publisher can then search for content that is ready for
review:

1. Loginto Web-One.
2. From My Workbench, select the Needs Review tab.

Needs Review SITECONTENT | CREATECONTENT || FILELIST || MY CONTENT

Needs Review tab displays content that is ready for review

Title Type State hems per page . . .
Ay [o] [HeessReen[e] (25 [s] sy __Select the "Change editorial state” link to change state

MODERATION STATE CHANGE STATE REVISION TITLE TYPE LAST REVISED BY CROUP viD UPDATED DATE.

Needs Review wain bannes (e Stigesnon W agmia formation Tecnnology 756 7 month 2 aaysage

3. Select the Change editorial state link for the content you want to publish.
4. Select the Published radio button.

Transition revision 756 to a new state

Change State *
Draft

Needs Review
@ Published

Log message for this state change

Update State | Cance

5. If desired, enter a message into the log message window.
6. Select the Update State button to save the change.
7. If there is additional content to review/publish, repeat steps 2-6.

Note: If content was published in error, the state can be changed back to Needs Review or Draft as
needed.
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GOOGLE ANALYTICS

Web-One integrates the Google Analytics tool to provide information about the visits (or traffic) and

usage of the webpages associated with your group. This report will be run by the Web-One Administrator
and sent to the Group Administrator weekly.

The Google Analytics Summary page displays the following information:

e Visits

e Pageviews

o Pages/Visit

e Bounce Rate

e Average Time on Site

o 9% New Visits and Top Pages

Home » Administration » Reports

Google Analytics Summary o

Visits Over the Past 30 Days

Site Usage

80 VISITS 33.75% BOUNCE RATE

396 PAGEVIEWS 7 min 54 sec AVG. TIME ON SITE

4.95 PAGES/VISIT 41.25% % NEW VISITS

Top Pages

. User account | CSUN - 85 Views

. Default group (site-wide homepage) | CSUN - 74 Views
. ssaha@csun.edu | CSUN - 42 Views

. IT Department | CSUN - 25 Views

admin | CSUN - 12 Views

owv s W~

Default group (site-wide homepage) | CSUN - 8 Views
admin | CSUN - 8 Views

8. Access denied | CSUN - 6 Views

9. it_admin | CSUN - 6 Views
10. IT Department | CSUN - 5 Views

bad

Top Referrals Top Keywords
1._shibboleth.csun.edu - 3 Visits
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CHECKING FOR BROKEN LINKS

Broken links exist on webpages when an incorrect URL is inserted or an internal or external webpage
that you are linking to has been removed or moved.

Web-One provides two ways to check for broken links. When content is being entered into the
WYSIWYG editor, content creators will be able to see when a link is broken in the WYSIWYG editor
because a broken link message with the broken link will appear above the body of the WYSIWYG.

Web-One also provides a Broken links report to display a list of broken links.

1. To access the Broken links tool, log in to Web-One. From the main login page, select the
Reports tab.

California State Uniyersity

Northridge

ABOUT | ADMISSIONS | COLLEGES | ACADEMICS |
it_admin2
it_admin2

Group membership:
Information Technoloay

History

The Broken links summary displays. The page includes Error reasons and Operations to fix the broken
link. Select the Edit link settings link to correct the broken link.

Broken inks o

0 Sempleldlilphp ssthentcaton i WOT 18 Monabed, 1 can B MRmaned o6 The Configats
[ w | RISAOAAL DRACH LPTRATIRS
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UNIVERSAL DESIGN AND ACCESSIBILITY

Web-One allows you to enable universal design features in your webpages according to principles that
ensure content is useable and accessible.

Current universal design features within Web-One include:

e Alternative text descriptions for non-text elements. For specific instructions see Adding on page
105

e Structural markup to identify headings.
Each field in a form has a label associated with it.
e Tables with association of all data cells in a data table with headers. Table headers can be

inserted so that data in the table is associated with a label. For specific instructions see Inserting
Tables with Headers on page 112
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REVISING AND EDITING CONTENT PAGES

According to content owner access, each designated content owner has the ability to edit content.
Editing content can be done in the Draft or Needs Review status. Also, after the content is published, it
can be edited by a Publisher.

Searching for Content Pages to Revise and Edit

To revise or edit content pages, see the Finding Content to Edit section. Select the content page and
navigate to the area that needs revised or edited. The WYSIWYG editor displays in the main content
areas of the webpage.

Using the WYSIWYG Text Editor

The acronym for WYSIWYG stands for What You See Is What You Get. Web-One uses a WYSIWYG
text editor so you can view the content page the same way it looks when published. This allows users
with no knowledge of programming language to create webpages.

However, the WYSIWYG text editor in Web-One also allows users with advanced knowledge to switch to
an HTML (hypertext markup language) editor to write webpages in HTML code.

Adding/Uploading Files

The WYSIWYG editor includes many of the same functions you find in Microsoft products such as Word
or Excel. It includes the ability to add images, videos, documents, pull quotes and call to action buttons.

Bl: umsg===:zi= == L # stles S mBcEaganH| | | | i‘?
Insert Predefined Template Content Add Media

Hover over buttons to read

Mare information about text formats

eing harvested by spammers
ion{/caption]. Items can be aligned with [caption align=left]

1. Select the Add Media link.

2. The media window displays with a series of buttons. To insert new media, select the Browse
button and choose a media file. Options for media files include images, audio files, and
documents. Choose an file from your computer and select the Upload button, followed by the
Submit button.

Web Group Library My files

Upload a new file *

Browse. . Upload
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Add Media buttons

Description

Web

Enter a valid URL to embed a video on your page. A valid URL
should begin with http://

Group Library

Used to select previously uploaded files from all users in your
group. Use this library with caution. If a user deletes the file
you are using, a broken image or video will display on your

page.

My Files

Displays a list of files you uploaded.

3. Inthe OG_GROUP_REF section, enter the name of the organic group that this file belongs to.
Once you begin typing, the organic groups that you have access to display. Select the
appropriate organic group. This is typically the group that you belong to.

4. Select the Save button. .

e The file xp.pdf was upleaded

Name *

xp.pdf

xp.pdf
Replace file

Choose File | No file chosen

This file will replace the existing file. This action cannot be undone.
Files must be less than 256 MB.
Allowed file types: pdf.

» URL REDIRECTS

lOQ GROUP_REF

+ i

Show row weights

Information Technology
Add gswudent Affairs Information Technology

{Accounting and Information Systems

Save

5. Select the Submit button to continue.

Embedding xp.pdf

OPTIONS

Current format is Large

xp-pdf Submit Cancel

[=]
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6. Once added, a thumbnail for the file displays in the WYSIWYG body and the file has been
uploaded to the file list.

[l

7. This thumbnail can be kept or deleted. If kept, a user can select the thumbnail to view the file. Or,
the thumbnail can be deleted and a URL can be added that links directly to the file in the file list.

Note: to link to afile in the file list, find the file in the file list, hover over the file with your mouse, the URL
for the file displays at the bottom left of your screen. Right-click to copy the shortcut or link address and
then use that address when linking to the file.

Inserting a Text Hyperlink
1. To locate the URL of a file you want to hyperlink, go to the MyWorkbench button, followed by the
File List tab.

2. Select the file you want to link to. (E.g. a .pdf file)

# My Workbench

Home
Files
File name Group
- Any -
FILE ID TYPE NAME
117776 E‘I 64-facebook.png
17771 [ ‘gatekeepers 050814.pdf

3. Selecting the file will open the file in a browser. Copy the URL in the browser. (Ctrl + C) or right-
click your mouse, and choose Copy.

VN

€ C N ‘ EWWW.CSun.edu sites/default/files/gatekeepers-050814.p

Last Name |[FirstN
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4. Navigate and open your webpage to insert the hyperlink. In the WYSIWYG Editor (or Body)
section, highlight or type the text where you want the hyperlink to display. Select the Insert/Edit

Link button.
Home 2 Test
Edit Webform Test
Title *
Test
Select the Insert/Edit
Body ) Link button.
Body (Edit summary)
Misc BrUm== Ermo c[Bln e b X m@ 2
Groups * View tre prinout of oufRERE AR [ N Irseredt Lk - Googe Cvome (=] o]
URL redirects nghllght the text to [ www.csun.edu/profiles/palantirprofile/libr
o redirecs create a hyperlink. Thseri/ear e
URL path settings Link URL |
Automatic alias
Target

Reve it rata s Raste the document —
N v v n

@ revisen hyperlinjin the image URL
Meta tags field.
Using defaults

»

5. In the Image URL field, paste the file hyerlink. If necessary, include the HTML Title text
description.

6. Select the Insert button. Your hyperlink displays on your page.

A My Workbench

Home » Test
Edit Webform Test
Title *
Test
Body
Body (Edit summary)
R B ZI U &= = === = =9 L Ep v b 2@ &2 T
Groups ™ View the printout of our phone directorv.izj
URL redirects

Adding Alt Text to an Image

8. If you upload an image file, include alternate text for accessibility. Enter the text in the HTML Alt
field (HTML Title is optional). The text entered displays when a user hovers over the online

image. Select the Save button.\
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12] Koala.jpg o
Replace file

Browse...

This file will replace the existing file. This action cannot be undone.
Files must be less than 256 ME.
Allowed file types: jpg.

HTML Alt
T will be used a5 the alt text any tme this Tmage 15 used on & ield ke “Ledge Image” or "Deck Image.” When placing this image

into a WYSIWYG editor, use the WYSIWYG's dialog box to enter alt text.

HTML Title

This will be used as the title text any time this image is used on a field like "Ledge Image” or "Deck Image.” This dees not apply
when placing the image in a WYSIWYG editar.

m

Show row weights

0G_GROUP._REF:
| + o]

_ Add another item

9. Once the file is uploaded into the WYSIWYG, you must re-enter the HTML Alt text and HTML
Title. From the WYSIWYG Editor, select the file with your cursor and select the Insert/Edit
Image button.

Body
Body
Misc BZUEFEIMITZ =9 w»ﬁmup A LaBceBEIRHA|
Groups * | RY-O@@
Multi-Body ecurity is respol for ensuring the and data integrity of University computing assets, incuding university-owned

kamputers, applications, servers, and the data residing on those devices. Information Security strives to maintain the security of University systems and |&

Menu settings Hata to prevent it from being used for unintended purposes by educating the campus community about security related issues, preventing the unwanted

(3T Bccess of university records by intruders, and developing effective methods of responding to information security incidents.
Revision information 'ath: p » img.media-image media-image-left attr__typeof__foaf:image img__fid__ 25270 img__view_mode__media_original 4
No revision

10. In the Insert/Edit Image button dialog box, re-enter the HTML Alt and HTML Title information.

& Insert/Edit Image - Google Chrome Elﬁlg

[ web-one-training.csun.edu/profiles/palantirprofile/libraries/tinymce/jscripts/tiny_mce/plugin &

-

General H Appearance H Advanced |

r General

Image URL |ning.csun .edu/sites/default/files/92x92%20sheep_1 .jpgﬂ

Image Description |CSUN Lamb Insert HTML Alt text here |

Title [CSUN's First Born Lamb Insert HTML Title text here]

r Preview
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Adding a Pull Quote

Select the Insert Predefined Template Content button.

The Insert Predefined Template Content window displays. Select the Pullquote option from

the dropdown menu, followed by the Insert button.

r 1
=) Templates - Windows Internet Explorer|Z&== <=}

N hitp://csunorth prod acquia-sites.com/profiles/ palant

=
es

Insert Predefined Template Content
Templata{ [Pullauote & I

Deascription! Insert a pullquote into your contant.

» Preview

"Replace this text.”
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3. A pull quote fits best with a minimum of five lines of text. Once the pull quote is inserted, replace
the text by typing over the text.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Magcenas portiitor congue massa. Fusce posuere, magna sed pulvinar ultricies,
purus lectus malesuada libero, sit

amet commodo magna eros quis urna. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commedo magna eros quis urna

MNunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

Pellentesgue habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et
orci.Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

ellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas.

. . . Aroin pharetra nonummy pede. Mauris et orci
Nunc viverra imperdiet = -

enim.”

Information Technology
State University, Northridge
eet, 2. CA 91330

Adding a Dropcap

1. Selectthe Insert Predefined Template Content button.

2. The Insert Predefined Template Content window displays. Select the Dropcap option from
the dropdown menu, followed by the Insert button.

3. Replace the text with the dropcap letter of your choice.

Lcrel ipsum dolor sit amet. consectetuer adipiscing elit. Maecenas porititor congue massa. Fusce posuere, magna sed pulvinar
ultrifies, purus lectus malesuada linero, sit

amet commodo Magna eros quis Urna. Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas portitor congue massa. Fusce
posuere. magna sed pulvinar ultricies. purus lectus malesuada libero. sit amet commodo magna eros quis urna

Nunc viverra imperdiet enim. Fusce est. Vivamus & tellus.

Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris et
orci.NuNc vivarra impeardiet enim. Fusce est. Vivamus a tellus

Pellentesque habitant morhi tristique senectus et netus et malesuada fames ac turpis egestas.

. - o . Proin pharetra nonummy pede. Mauris et orci
Nunc viverra imperdiet o o

enim.”

Adding a Call to Action Button

1. Selectthe Insert Predefined Template

CO ntent button_ Lamet commodo magna eros asd.r Lprem ipsum dolor sit amet1

2 Th |nsert Pred efl n ed Tem p I ate CO ntent posuere, magna sed pulvinar ultricies, purus lectus malesuad.
. e

window displays. Select the Call to Action option

from the drOdeWﬂ menu, followed by the In sert Pellentesque habitant morbi tristique senectus et netus et males

orci.Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
button.

3. Place your cursor in the middle of the button text
and replace the text.

Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

Pellentesque habitar]

f - - - Proin pharetra nonu
Nunc viverra imperdiet P

enim.’

Note: If you experience problems, try a different browser
or use the filtered HTML option to insert the wording.
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Inserting Tables with Headers & A Table Caption

For accessibility, it is important to mark your tables with headers and identify the body. It is also

important to insert a caption for the table.

1. Inthe WYSIWYG editor, select the Insert/Edit Table button.

A B AaIRA

msert/Edit Table

ecenas porttitor congue massa. Fusce posuere, magna

B

sed pulvinar

2. Identify the number of rows and columns you want and check the Table Caption checkbox. This
checkbox must be checked and will add a row to the top of your table. You must then enter a
caption, describing the type of table it is, into that space.

% Insert/Edit Table - Google Chrome

(3 www.csun.edu/profiles/palantirprofile/libraries/tinym
[General || Advanced |
- General Properties

Columns Rows

Cell Padding I:l Cell Sparcing l:l

Alignment Border o]

width 1 Height 1

Class [-= Mot sat - [=]

Table Caption

3. Select the Insert button to insert the table into the body of your page.

4. Highlight the header of your table and select the Table Row Properties button.

5. Select Header from the RowType dropdown menu followed by the Update button.

Body

X D@ 2AadMN

r ~ - ™
) Table Fow Properties - Windows Intermet Expleser ‘ =Sy X

,\' X 2 1 acquan-stes.com prodies pa

f)

General Advanced

General Properties

Row Type
Alignment

| Footer
Vertical Aignment = HOU S~
Class == Not Set -~
Height

Bod -

(EE)E

Porttinor congue mast. Fusce posuere, m
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6. Highlight the header cells in the header row and select Table Cell Properties. Change the Cell
Type from Body to Header. Select OK.

7. ldentify the body of the table by highlighting the body. In Table Row Properties, select Body
from the dropdown menu.

8. After the table data has been created, go to that top row that was added when you checked the
Table Caption checkbox and enter a caption for your table. Below, is an example of a table with
headers and a caption.

Headers This table includes information for faculty supporting to the Freshman Common Reading program | L Caption
\ | Name Department MailCode |
John Smith Biology 8844
Sue Ford History BB23

9. Save the page.
Inserting and Editing Images

The Insert/Edit Image button in the WYSIWYG editor allows the user to insert an image and
change its properties, alignment, border, spacing, dimensions and more.

1. Select the Insert/Edit Image button. Or highlight a preexisted image and then select the
Insert/Edit Image button.

2. The Insert/Edit Image window dispalys.To insert a new image, copy the image URL and paste it
in the Image URL field.

General Tab Fields Description

Image URL Enter a valid URL to embed an image on your page. A valid
URL should begin with http://

Image Description Used to add extra information about the newly embedded
image.
Title Displays a title when you hover over the image.

3. Select the Appearance tab to customize the position and the display of the inserted image.
& Insert/Edit Image - Google Chrome l = | =] |_s-"vh

| ] web-one-training.csun.edu/profiles/palantirprofile/libraries/tinyrmce/jscripts/tin

General Appearance Advanced

Appearance
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Appearance Tab Fields Description

Alignment Define the inline float properties of your image.

Dimension Enter the desired width and height of your image. By default,
your image’s aspect ratio is locked and changing the value will
change its height commensurately.

Vertical Space Define the inline margin properties of your image.
and Horizontal Space

Border Defines the width of the border around the inserted image.

4.

Select the Insert button if you added a new image or the Update button if you edited an image.

Heading Styles

The Styles dropdown menu r i t from the WYSIWYG editor’s toolbar provides the
user with headline styles that gives extra control over text formatting. It's important to use these styles,
when possible, so that the formatting stay consistent across the site. To add a headline style to your text,
highlight the text you wish to make a heading and then choose the desired style option.

Headline Options Style Display

p California State University, Northridge

h2 California State University, Morthridge

h3 California State University, Northridge
h4 California State University, Northridge

h5 California State University, Northridge

h6 Calfornda State Univarsity. Northridge

12/04/19
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SEARCH ENGINE OPTIMIZATION

Each webpage you create in Web-One includes a Meta tags section. Meta tags provide information to a
search engine (such as Google) on the keywords or phrases contained in the webpage. These keywords
or phrases then become what a visitor to your site might use to search your website. This process is

called Search Engine Optimization, in other words, making your webpage searchable.

By default Web-One uses the Description and Title fields on this tab to create searchable keywords for

your webpage. You can replace the Description and Title with new information for searching.

Title *

Welcome

Body

Misc

Groups *

Multi-Body

Menu settings
Not in menu

Revision information
No revision

URL path settings
Automatic alias

Meta tags
Using defaults

Description

[node:summary]
A brief and concise summary of the page’s content, preferrably 150 characters or less. The description meta tag may be used by search en
Keywords

A comma-separated list of keywords about the page. This meta tag is nor supported by most search engines.

[nodectitle] | [site:name]

The text to display in the title bar of a visitor's web browser when they view this page. This meta tag may also be used as the title of the p

» OPEN GRAPH

» ADVANCED

Browse available tokens
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APPENDIX A

Web-One Content Owner Roles and Responsibilities

Web-One is CSUN's unified approach to improve accessibility and navigation and increase consistency
to CSUN’s web presence through the use of templates, guidelines, and web design standards. Using a
web content management system in Web-One should make it easier to keep content current on the
CSUN website. Web-One has identified four campus user roles and each role has a different set of
permissions within a group. A Group in Web-One can be a department, college, or division (e.g. Math,
Humanities, Information Technology). The campus Web-One liaisons will work with each department,
college, and division to identify the appropriate individuals in their respective areas and assign roles that
mirror their area of responsibility. Note that a person may be assigned multiple roles and each group
administrator can determine the appropriate use of roles for their area. For example, a small department
may choose to assign one person (plus backup) to serve as the publisher and group administrator for
their department, without additional content creators or editors. An overview of the permissions in each
role is listed below.

Content Creators

o Create and customize page layout (e.g.one, two or three column layout choice, banner slide show
images)

e Create and edit events, news items, videos, web forms, banner slide shows
e Upload files (e.g. PDFs)
¢ Ability to edit content that they have created themselves
e Created content by this role will be submitted for review by editors and publishers
e This role cannot publish content to the website
Editors

All privileges of content creators listed above plus:
¢ Ability to edit any content they have created as well as any other content within their Web-One
group.
e Content created and edited by this role will be submitted for review by publishers
e This role cannot publish content to the website

Publishers
All privileges of content creators and editors listed above plus:
e Publish content for their Web-One group
e Setup primary and (optional) constituency navigation links for the Group

Group Administrators
e Assign a name for their Web-One Group (i.e. English or Humanities)
Assign roles to others in the Group
Assign a theme for the Group (initial Groups will use the initial CSUN Theme 1)

Setup secondary and tertiary wordmarks, primary and (optional) constituency navigation links for
the Group

Setup Group defaults for news, events, banner, etc.

Establish Group hierarchy and URL path

Receive Google Analytics reports for the group site

This role cannot create, edit, or publish content to the website
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APPENDIX B

Exercise #1 — Create a Page

1. Select My Workbench.
2. Select the Create Content tab.
3. Select Page. This is what you will be creating:

Sample Page
California State Ilniversity Taformstiaa ScptoCorient | Accassibifly | Diretory | Caendar | Webmsi | Lozout
Northridge | Technology =

J

ABOUTIT | NEEDHELP? |

ACADEMIC TECHNOLOGY |
| WELCOM

TRAINING | SECURITY

ELLO

SERVICES | WEB-ONE

User 10 - Test Page <— Use your own User # for the title

| view || Edit Draft|| Revizion History| [ Revisions | | Panelizer |

Students, Faculty, and Staff This is an H3 header inserted in the body

IT looks forward to supporting your technical needs this semester. To get the latest updates on several key projects, view our

semester newsletter, What's New in | N Eor this |Ink, use this URL:
http:/iweb-one-training.csun.edu/sites/default/filesiwhatsnew.pdf

Information Technology
@ Caffornia State Universi

Cziforniz Stzt2 Univarsity

&

1. Enter the Title “User # - Test Page”. Use your own user number so you will be able to find your

page later (see above).
2. Inthe Body, insert the heading of:

Students, Faculty, and Staff | (use h3 from the styles dropdown)

3. Add additional Body text by inserting the following:

several key projects, view our semester newsletter, What's New in IT.

IT looks forward to supporting your technical needs this semester. To get the latest updates on

Hint: Highlight the text you want to create a hyperlink for and then use the Insert/Edit Link button to add

the hyperlink.
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http://www.csun.edu/it/whatsnew.pdf

Note: Use this URL for the What’'s New in IT link:

http://web-one-training.csun.edu/sites/default/files/whatsnew.pdf

Save the page.

Go to the Revisions tab and select Published from the Change State dropdown.
Enter a note in the Log message field. (Example: | made the change we talked about.)
Select the Update State button to update the status and publish the page.

No gk
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Exercise #2 — Using Panelizer to Add Side Blocks

4. Select My Workbench.

5. Search for the page you created in the previous exercise.

a. If you don'’t see it right away, enter search parameters to narrow the search.
6. Select the page by selecting the link for the page.

7. Select the Panelizer tab. This is what you will be creating:

Sample Page w/ Side Blocks Added

California State University

ABOUT IT

Information

Northridge | Technology

| NEEDHELP? | ACADEMIC TECHNOLOGY

Contact Us

IT Help Center
(818) 677-1400

(818) 677-3443

Classroom Help
(818) 677-1500

, T

Faculty Technology Center

ScptoContent | Access

TRAINING SERVICES

User 10 - Test Page

<— Add the side block titled "Contact Us - Main" to the left sidebar

ity | Dirsctory | Caiardsr | Webmsi | Lozout

Sezrch )

4

| View || Edit Draft| | Revision History || Revisions | | Panelizer|

WEB-ONE

About IT

What's New in IT

Students, Faculty, and Staff

IT looks forward to supporting your technical needs this semester. To get the latest updates on
several key projects, view our semester newsletter, What's New in IT.

Add a new side block with two hyperlinks:
<— About IT (Use: http://www.csun.edu/it/about)

<«— What's New in IT (Use: http://web-one-
training.csun. edulsnesldefault/f Ieslwhatsnew pdf

Information Technology
@ D California State University. Nenhn‘ge

Cziforniz Stzt2 Unvarsity
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8.
9.

10.
11.
12.
13.
14.
15.

From Panelizer, select the content link.
Select the Gear button for the left sidebar.
Select Add content.

There are three links titled Side Blocks. Select the THIRD Side Blocks link in that list.

Select the existing side block title “Contact Us — Main”.
Select the Finish button to add the side block.

Select the Save button in Panelizer to save the change.
Select the Preview button (scroll down to view the preview).

Now create a new side block with two links:

arwdE

© N

From Panelizer, select the content link.
Select the Gear button for the left sidebar.
Select Add content.

Select Side Block link (last option on left, different than the option used previously).

In the Body section, add two links:
a. About IT - Use this URL:
http://www.csun.edu/it/about)

b. What's New in IT - Use this URL:
http://web-one-training.csun.edu/sites/default/files/whatsnew.pdf

Select the Finish button to add the new side block.
Select the Save button in Panelizer to save the change.
Select the Preview button to preview the change.
Select the View tab to view it as a published page.

Your page should now have two side blocks under the left sidebar.
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Exercise #3 — Create a News Item

1. Select My Workbench.
2. Select the Create Content tab,
3. Select News. This is what you will be creating:

Sample Page

SupeComen | Aecemsely | Oimciey | Calendar | Viswall | Leget

California State l.lnwersn)' Information

Northl'ldge Technology (e )

ABOUTIT | NEEDHELP? | ACADEMICTECHNOLOGY | TRAINING | SERVICES | SECURMTY | WEB-ONE | WELCOME-HELLO

User 10 - Digital Stories User 10 - Digital Stories (News Test)
(News Test)
\ Use your own User # for the title

"View || Eqit Draft|[Revision History Revisions | [Panelizer

Body
October 29, 2012
Check cut our new bleg which showcases innovative ways in which students, faculty and staff are
using technolegy to accomplish the teaching and learning mission of the university. Join us to discuss

technology innovation at CSUN.

The first digital story features Dr. Steven Oppenheimer from the Department of Biclegy. He discusses
how his online lab has enhanced students’ learning experience.

If you have a topic idea for the blog. contact the Faculty Technology Center.

Feature thi. 4«——— If the group landing page is set-up to include a featured
Technology News news listing, select this link to "feature" it on the page.

nformation Technalozy car Tarmz sr tions for Use Caifarnis State University

4. Enter the Title “User # - Digital Stories (News Test)".
5. Enter this text as the Lede (teaser):

Check out our new blog which showcases innovative ways in which students, faculty and staff are
using technology.

(Note: New blog link = http://blogs.csun.edu/digitalstories/)
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6. Enter this text as the Body:

Check out our new blog which showcases innovative ways in which students, faculty and staff are
using technology to accomplish the teaching and learning mission of the university. Join us to
discuss technology innovation at CSUN.

If you have a topic idea for the blog, contact the Faculty Technology Center.

(Note: New blog link = http://blogs.csun.edu/digitalstories/)

(Note: Faculty Technology Center link = http://www.csun.edu/at/ftc/index.html)

7. Save the page.

8. While viewing the page, select the “Feature this” link to feature this news item on the group
landing page.

9. Gotothe Revisions tab and select Published from the Change State dropdown.

10. Enter a note in the Log message field. (Example: | made the change we talked about.)

11. Select the Update State button to update the status and publish the page.

Note: If you choose to feature a news item, that item will only appear on the group landing page if the
group admin for the area has set-up a news listing for the group.
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Exercise #4 — Create an Event Page

1. Select My Workbench.
2. Select the Create Content tab.
3. Select Event. This is what you will be creating:

Sample Page
California State Uniyersity | Information sentams Lt anc o inse et
NOl‘thrldge Technology (Seerer )

ABOUTIT | NEED HELP? | ACADEMICTECHNOLOGY TRAINING SERVICES | SECURITY WEB-ONE WELCOME-HELLO

:"e_"be"‘ype User 10 - Lecture Capture (Test Event)
raining
Policies \ Use your own User # for the title

Campus map - - = = - P -
| View || Edit Draft || Revision History || Revisions || Panelizer|

Wednesday, November 7, 2012 - 2:00pm to 3:30pm «—— Date & Time
Location: Oviatt 30

Reqister for this event i

Learn how you can capture your own lectures either in-class, at home or in-studio to enable students
to access your lectures from home and “rewind” — a proven strategy for increasing learning

Body

performance.
Festure this < If the group landing page is set-up to include a featured
Trsining Events event listing, select this link to "feature" it on the page.

3 Corditions for Uza Califorria State University

nformation Tachnok
m © Californis State U . Northridge
%\‘ 18111 Nardraff N 51330
Phone: (E18) 677-1200 / Contact Us

16. Enter the Title “User # - Lecture Capture (Test Event)”.

17. Enter the Date and Time (start and end) for the event (shown above). Hint: use Military time.
18. Enter the Location: Oviatt 30.

19. Cost: leave blank.

20. Enter a registration link: http://www.csun.edu/it/training/signups/1107leccap.html

21. Select the Event Category: Training

22. Enter this text as the Lede (teaser):
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Learn how you can capture your own lectures.

23. Enter this text at the Body:

Learn how you can capture your own lectures either in-class, at home or in-studio to enable
students to access your lectures from home and “rewind” — a proven strategy for increasing
learning performance.

24. Save the page.

25. While viewing the page, select the “Feature this” link to feature this event item on the group
landing page.

26. Go to the Revisions tab and select Published from the Change State dropdown.

27. Enter a note in the Log message field. (Example: | made the change we talked about.)

28. Select the Update State button to update the status and publish the page.

Note: If you choose to feature an event, that item will only appear on the group landing page if the group
admin for the area has set-up an event listing for the group.
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APPENDIX C

In Web-One, the use of radio buttons and checkboxes create fields without labels. Therefore, when a
webpage is read by screen reader software, an end user does not know what the field types specify. This
is a problem when creating accessible webforms. This section provides instructions for using radio
buttons and checkboxes in webforms. Please refer to this section when using this field type.

One of the options when creating a webform in Web-One is the Select options field type. This allows
you, the form creator, to add multiple options for a user to select. For example, Full Time and Part Time,
as seen below:

Are you a full time or part time student? Choose from the available options below.

© Full Time
© Part Time

The Select options field type automatically displays options as radio buttons. If you would rather not use
radio buttons, checkboxes can be used when building this field but both require additional configuration
to make them accessible in Web-One.

Creating Optional Radio Buttons/Checkboxes in the Select Option Field Type

To create optional values, follow these steps:

1. Once the body of your form has been created, select View to view your form and select the
Webform tab to edit your webform.

2. For ‘New component name’ enter a name for the field type you are creating. It does not matter

what it is as it will not display.

From the Type dropdown, select Select options.

Select the Add button to add the component.

In the Options field, enter the options or choices using the proper formatting as noted.

In the Display section, under Label display, select None.

Select the Save component button.

No orw

Now, because the values listed are not accessible on their own, a Fieldset needs to be added to
describe the values that you have just added.

1. From the webform, select the Webform tab.

2. For ‘New component name’ enter a name for the field type you are creating.It should provide

some additional information such as “Select an option below:” or “Choose an option:”.

From the Type dropdown, select Fieldset.

Select the Add button to add the component.

5. Enter a description in the Description field. In this example, “Are you a full time or part time
student? Choose from the available options below.” has been entered.

6. Select the Save component button.

Click and drag th components so that the Fieldset value, is above the Select options value.

8. On the Webform page, select the Save button to save changes.

W

~
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9. Select the View tab to view the webform.
10. The Fieldset value (Select an option), is now above the Select options value of Full Time and
Part Time. See screenshot.

select an option:

Are you a full time or part time student? Choose from the available options below.

@ Full Time
& Part Time

Creating Required/Mandatory Radio Buttons/Checkboxes in the Select Option Field Type

When creating fields, it's possible to note the field as mandatory or required, but doing so does not flag
the item with a red asterisk which denotes a mandatory field.

To create accessible, manadatory values, follow these steps:

1. Once the body of your form has been created, select View to view your form and select the
Webform tab to edit your webform.

2. For ‘New component name’ enter a name for the field type you are creating. It does not matter

what it is as it will not display.

From the Type dropdown, select Select options.

Select the Add button to add the component.

In the Options field, enter the options or choices using the proper formatting as noted.

In the Validiation section, select the Mandatory checkbox.

In the Display section, under Label display, select None.

Select the Save component button.

© N OA®W

The component and options have now been added to the form, but this next step is required in order to
make it fully accessible to a user by denoting the field with a red asterisk and adding a manual note to
the body indicating that the asterisk denotes a required field:

1. From the webform, select the Webform tab.

2. For ‘New component name’ enter a name for the field type you are creating.It should provide

some additional information. In this example, “Make a selection:” is used.

From the Type dropdown, select Markup.

Select the Add button to add the component.

5. Inthe Value section, enter the same text that you entered as the component name. In this
example, “Make a Selection:” but add an asterisk to the text.

6. Make the text bold.

In the Text format dropdown, switch to Filtered HTML mode.

8. Select the Disable rich-text link.

W

~
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9. Apply the follow code to the asterisk <span style="color: red;">*</span>.
10. In the Text format field, flip back to WYSIWYG.

11. Select the Save component button.

12. Select and drag the markup component so that it is above the Select options value.

13. On the Webform page, select the Save button to save changes.

14. Select the Edit Draft tab.

15. In the Body field, enter the following text: Red asterisk denotes required field.

16. Select the Save button.

17. Select the View tab to view the webform and its newly added asterisk and note. See screenshot.
18. Publish form.

Red asterisk denotes required field.

Make a selection:*

Select an option:

Are you a full time or part time student? Choose from the available options below.

@ Full Time
@ Part Time
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