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Quick Reference Guide
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Web CMS Quick Reference Guide

Getting Started

The Web CMS (content management system) provides an easy way to build and update simple
web pages for academic departments, centers and individual faculty here at Scottsdale
Community College. In addition, this software helps provide graphic continuity throughout the
college website (see sample below). A web page can contain both text and images and multiple
pages can be created quickly, using special editing software which requires a login to access.

Y

9000 East Chaparral Road
Scottsdale, AZ 85256-2626
480.423.6000

Welcome |  Future Students |  Current Students |  Online Services | Alumni & Friends | Faculty & Staff

Page link menu Center area (displays
(navigate to other pages) currently selected page)

SCC Online

Horme > SCC Online

Wealcome Welcome to Faculty E-Learning Resources!
Getting Started Guide This web site is dedicated to assisting faculty [YOU!) in identifying - -
Using Blackboard resources to use in developing Internet instruction. ‘we haope you will il " g
Commaon Software Tools find this site useful, and look forward to your feedback, Check back ' Vl/h air s
Testing Sub-page 2 often -- we will continuously update this site with upcoming events |
\ [serninars, workshops, and meetings), fascinating tips, and new ; Ne w!
Assessment & Evaluation cantent. -~ ‘

Testing Sub-page 3
Course Design I need help . . . Click here . . .
Other Resources

. getting started in web-based instruction Getting Started in E-Learning guidebook
Software Skills Tips 3 S - —

. with SCC's web-based learning Dbtaining login and access information
management systern -- Blackboard faculty

Setting up a Blackboard site
Using other functions and features
Utilizing training workshops

Step 1:  Open the “home page” for your department, center or individual faculty page.

2 Make sure the browser’s “pop-up blocker” is off. From Internet Explorer, choose Tools
>> Pop-up Blocker >> Turn Off Pop-up Blocker. (You can edit the Pop-up Blocker
Settings in that same menu to allow any pop-ups from the college’s website.)

Tools
Mail and Mews 3
Pop-up Blocker Turn &ff Pop-up Blocker
Manage Add-ons... Pop-up Blocker Settings. ..
Synchronize, ..

@ If you have the Google or Yahoo toolbar installed in Internet Explorer, you may have to
grant pop-up access to this site through that area as well.

Step 2:  Click on the dark blue copyright symbol (©) at the bottom of the web page in order to
log in to the SCCWebGen editor. The following window appears:
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A Authentication - Microsoft Internet Explorer

FPlease Login to Edit Content for webSpace SCCWebhGen

No User Currently Authenticated

Username: |

Note: After successful login you will be Updating Content on the Editing Server.
Changes may NOT immediately appear on the Live Site. They may first need to go
through a workflow approval process defined by your Web Administrator.

| Fassword: |

Cancel

@ Dane

@ Trusted sites

Step 3:  Enter your username and password, then click (or press Enter key).

J This information is the same as your Netware network login (when you start up your

computer).

A special view of your home page appears, with editing buttons:

Home = Ron Schilling
WELCOME

Change Image

Edit Page Links

JL

Create new
pages linked
to home page

Ron Schilling
Edit Center Area

Permissions

AN

Add
link at
page

bottom

Administrator
use only

Add News Item

Add (or edit content) for page currently
selected from navigation menu

4 Highlight

Marketing
department only

From here, you can enter text and images to your home page, as well as create and link to other
pages for your website. These features are discussed in separate quick reference guides. For
example, go to the “Entering and Editing Text” guide next.
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2. Web CMS Quick Reference Guide

Entering and Editing Text

Creating and modifying text for web pages is a very similar process to using a word processing
program. You can also check previous versions of a web page through the History feature.

Step 1:  If necessary, click on the link from the navigation menu to open the desired page.
Step2:  Click | EditCenterAres | = A separate Edit Content window appears.

YRR Y B e g ER — a9

B 7 U = =

i= 1= (S 1= | 2 ow | Souce [

Style| Heading 4 | Foet| Gill Taes MT % | Cizel 12 w ﬂh:ﬂrﬁ@v

WELCOME TO FACULTY E-LEARNING RESOURCES ![Text Color]

<) The toolbars at the top of the window allow for WYSIWYG (What You See Is What You
Get) creation of text and loading of pictures. When you “hover” over a button, a short
description appears (as in the above example for “Text Color”). You’ll recognize many
buttons from Microsoft Word’s standard and formatting toolbars.

Step 3:  When you are finished entering and formatting your text, click |22 | . You are
returned to the web page, displaying the changes you made.

J The college Marketing Department would like all pages on the SCC website to use Gill
Sans MT font (or at least Helvetica), which is available from the pull-down Font menu.
Copying from MS Word

You can copy formatted text from Word into this software’s Edit Content window. When you
paste, you’ll receive the following prompt:

Microsoft Internet Explorer, @

Removes formatting ) ] Do wou wish bo remove all Formatting? .
from Word document 1./ Keeps formatting from

Click on cancel to rekain Formatking Word document
,\| T ok i l Cancel
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Inserting a Hyperlink

You can make a piece of text on your page a “clickable link” for the user. This hyperlink can
take the user to another web page or a file (e.g., Acrobat PDF file) uploaded to the web.

Step1:  From the Edit Content window, highlight the text you want to make “clickable”.

Step 2:  From the top toolbar, click . The Link Manager window appears:

Link Manager - Create New Link to a Page or File Text you highlighted
— on page
Text Displayed for Link: |application farm
Select Type of Link from choeices below:
Link to Existing Page (example http:/fcms.sc.maricopa. edufabout. html) )
existina URL Indicate place you want user
to jump to on same page
O Create Bookmark (anchar)
O Link to Bookmark (anchor) i
. - Indicate place you want user to
Click upload file Uploaded File: |—nofile selected— upload file jump from on same page
button for Acrobat Current selection displayed abowe - click on upload file to change selection
PDF file, etc.

) Create New Revize Web FPage based on design selection below: - - -
See next section of this guide

— Select\Web Fage — v for information on creating a

Crescription of selected design? new page

If you want the page to appear in
a new browser window, then

If you want the page to select Yes (this might be good if

replace the home page site is external to yours)

text, then select No

Open Page in a Mew Window O Na O Yes

Cancel

Continue

Click to create the link

Inserting an Email Hyperlink
You can use the hyperlink feature to have the user go to an email message window, instead of
another web page.

Step 1:  From the Edit Content window, highlight the name of the person you want to make
“clickable”.

Step 2:  From the top toolbar, click . The Link Manager window appears.

Step 3:  In the Existing Page box, enter the email address, prefaced by “mailto”, as in the
following example:
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Select Type of Link from choices below:
(% Euxisting Page (example hitp://cms2. sc.maricopa. edufabout. html)
mailto:ron.schilling@scomail maricopa.edu

Step4:  Click . You’ll see two warning message boxes:

Microsoft Internet Explorer g| Microsoft Intennet Explorer El
‘? This specified url was nat found, :.t/ The specified url refers to MO Revize managed page.

- Do not conkinue iF this server is nok aocessible to all visitars

Click, Ok ko continue anyway or {consider using a relative url if available on multiple servers),
Click Cancel to enter another url, : :
Click Ok to accept this URL as entered,

| ck | [ Cancel l [ oe [ Cancel

Step 5:  Click L
to test the link.

| for both of these messages. As with any hyperlink, you need to save

Linking to Existing Pages Properly

When you are linking to an existing web page outside of your department, division, etc., it’s
important to reference the link properly. Web pages for different areas of the web are stored in
different directories on the web server. The following instructions discuss specifying the correct
path to a web page.

Step 1:  From the Edit Content window, highlight the text you want to make “clickable”, then
click from the top toolbar to access the Link Manager.

Step 2:  In the Existing Page box, make sure you enter the correct path. The following
example makes sure that the frequently asked questions page for Counseling is found
by the system. You’ll note that the full “path” is not entered in the box.

Select Type of Link from choices below:
(O Existing Page (example http:ffems2. scomaricopa. edufabout. html)
Jcounseling/FACL html

I To easily place the correct information in the box, you can open another instance of your
web browser, then go to the page you want to link to. In the Address box, highlight and
copy the last part of the address (after the “.edu”), then paste it into the Link Manager
window. Note what’s highlighted in blue in the following example:

Address @ 3, scoktsdalece, edu EaNgEE TR ]| v

Inserting a "Jump” Code

In the Link Manager window you can create a “bookmark™ link that allows the user to jump from

part of a web page to another. This is a two-step process: a) creating the bookmark; then b)

linking to the bookmark.

Step 1:  Position the cursor where you want the user to jump to (e.g., the top of the page) then
click from the top toolbar.
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Step 2:

Step 3:

Step 4:
Step 5:

Step 6:

In the Link Manager window, enter the Text Displayed for Link name (e.g., “back to
top”), then enter the bookmark name (e.g., “top”) in the Create Bookmark box.

Click [Certee ] An anchor symbol and the bookmark name appears.

Position the cursor where you the want the user to jump from, then :

In the Link Manager window, enter the same Text Displayed for Link name you used
above (e.g., “go to top”), then enter the bookmark name (e.g., “top”) in the Link to
Bookmark box.

Click [[erfe ] The display name appears as a hyperlink. Save the changes and test
the link on the page.

Working with Page History

Step 1:

From the Edit Content window, click -I . The History window provides you
with a list of versions of the page, with the most current version listed at top.

> To return to a previous version of the page, click LD | then | Save
> To modify a previous version, click WEEUW , then | Save

: . @
» To create a totally new version, click . A blank page appears.

Modification Date

Each time you save (publish) a page, the date and time are recorded and displayed in the bottom
right corner of the template:

Wehmaster | Search SCC | Disclaimer
Copyright @ 2006, Scottsdale Sommunity College, a Maricopa Community College
Diate Last Modified: Aug 3, 2006 01:49 P

Delaying Page Update

In the Edit Content window, there is a text box at the bottom:

Activation Date: 2006-05-11

By entering a date in this box (has to be at least one day in the future), then any changes you
made in this editing session will not appear until the date you specified. This also applies to a
brand new page.
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Creating a Table

Tables are a useful way to structure information on a web page. But they are a little tricky to
edit, so try and plan it out in advance what you want in the table (number of rows, columns, etc.)

to reduce editing later.
To insert a new table:
Step 1:
the page.

Step 2:
€]

Determine the

Layout
rows and columns

1 Pixel
(%) Percent
) Pixel
® Percent

Reveals color

palette for adding
hackaroiind ecolar

needed in your Rows: |2
table
2
Decrease number to
narrow the table to Tahle
less than width of Wiidth: 100
Center Area
R o
Height:
Increase this Borders
number to display i
thicker table borders Width: |1
insert “
Ez)orders) Background
Step 3:

To edit an existing table:
Step 1:

rf from the top toolbar. The following list of options

appears:
Step 2:

Q A table from Word (or another web page) can be copied and
pasted into the Edit Content window. Just be careful to

select the whole table.

Make your selections then click
appears in the Edit Content window.

Place the cursor somewhere inside the table, then click

Choose the desired command.

From the Edit Content window, place the cursor where you want the table to start on

From the top toolbar, click O The following dialog box appears:

Cell Padding: |0

~

Add white space within
table cells

Cell Spacing: |0

Align: | left <|

Change from left to center or right
(only works if you decrease the
Table Width down from 100%)

1 Pixel
i(#) Percent

Colurmn Width: 100

%—Eﬁm_—_ﬁl‘/m_h%

Browse

O lrnage

Ihsert | Canu:el|

Reveals a color palette
for chanaina border color

Upload an image
which appears in each
cell of table

Merge Cell=s Horizontally

Insert

. The table

Dr

Merge Cell=s Wertically
Split Cell

Insert Rows Abowe
Insert Rowve Belonwr
Insert Calumn Before
Insert Calumn After
Cell Properties

R Properties
Table Properties
Delete Row

Delete Table

Cut

Copy

Paste
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Web CMS Quick Reference Guide

Creating New Linked Pages

You can create additional web pages which can be easily linked from your “home” page. The
link can be from a “navigation menu” on the left side of the screen or from the bottom of your

home page.

Home = Ron Schilling

Ron Schilling :

Change Image Edit Center Area Permissions
Edit Page Links

Mew

Creating a Menu of Linked Pages
Step1:  Log into the Web CMS software.

Step2:  From your home page, click | EdtPagelinks | o0qted under the Welcome heading
on the left side of the screen. The Navigation Builder page appears:

ADMIN/SETUP

Mavigation Builder

Laeall Actions Seq Choose Section: | Ron Schilling v | =P Exit

] Section Home 0.o0 Ron Schilling

2

NEW PAGE

Click on Mew button add a link; Click on link game to create or wiew lower links
Click on Exit button when done adding links

HOTES:
1) Depth within the zite of page containifz the link (Home page and top nav are level 0]

2] These links must be edited on the psze where they were added

Step 3:  Click [MEWFAZE]in the middle of the screen.

5@ If you are on a page other than the home page (such as your syllabus), the button will say
NEWSUBRARE] - This will create a new page under that page, as in this example:

Common Software TD:,/

Microsaft Office
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The following window appears:

Link Manager - Create New Link to a Page or File Enter title of
new page

Text Displayed for Link: |Background Info v

Link Sequence Number: 1.00 relative to other [palke

You can place this new link before or

Select Type of Link from choices below: after an existing link, by entering a

7y Euxisting Page (example http:/cms. sc.maricopa. edu/about. html different number (start with 1.00)
® Create Mew Revize Web Page based on design selectN
content hd

If page already exists,
Description of selected design; enter URL here

Createzs a Webh page that contain

navigation links, an editallq — - .
STl RIS If thls_ is a new page, choose either“ ¢ o n _t(ngwgatlbn menu
remains when clicked) or “c o n t e momna&iyation menu)

Choose Yes to start a whole

Filename for html Page: |background_info new section of links, (click ? for
more info & see below)

HTML filename .
based on the name Page starts a new section: O Nao O Yes 2]

If you want the page to
replace the home page
text, then select No

you entered above
Open Page in a Mew Window O Mo O Yes
- = If you want the page to appear in
Continu Cancel a new browser window, then
select Yes (this might be good if
site is external to yours)

Step 4:  Enter the “link name” you want displayed in the navigation menu and determine if
it’s an existing web page (you want to link to) or a new page.

@ It’s a good idea to keep a running list of these pages (names) for future reference.

Step 5:  Choose whether or not to open the page in a new browser window.

Step 6:  Click . You are returned to the Navigation Builder page.

Step7:  Click Exit | Your home page reappears.

Step 8:  To open the new page, click on the link displaying in the navigation menu. The title
for the new page appears above the Edit Center Area button.

J To enter text for the new page, check the “Entering & Editing Text” reference guide.

e

I If you want to delete a page link, make sure you delete the text on that page first.
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Working with a New Section of Links

If you choose to have the page link start “a new section”, then the links you create for the new
section replace the previous menu of links on the left side of the screen. See the following
example. Note the difference between “Addendum”, which is a subpage off the main menu, and
“Handouts”, which launches a whole new section of the site which replaces the main menu with
new links.

Home = CWS Training = Training

Syllabus
Addendurm “Addendum” is a subpage of

Handouts

Clicking on Haome = ChS Training > Trainingl > Handouts
“Handout s
launches new
section of links

Term FPaper

Cral Presentation
Group Project

Using the "Breadcrumb Trail”

When a user navigates around you website, the “breadcrumb trail” (located above “Welcome™)
can be used to jump back quickly, such as to your home page by clicking on Home.

Use the breadcrumb Horne = CMS Training = Training! » Handouts
trail to quickly jump

back

You could, if you wish, create a page link in the left navigation menu that specifically returns the
user to your home page.

Creating a Link at a Page Bottom
Step 1:  From the desired page, click Mew/
Step 2:  Follow steps 3 — 6 in “Creating a Menu of Linked Pages” above.

2 You will have an additional option to @IEERKIED .
The underlined link appears at the bottom of the current web page.
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Web CMS Quick Reference Guide

Adding Images to Your Site

In addition to entering text, you can also upload images to individual web pages. You can also
place an image in your page links navigation menu.

.-,-'-,j"ELl:: OME
% Bl HIs101-9112

History of Western Civilization
(Middle Ages to 1789)

Welcomel
This site is designed to give students -- both prospective & registered --

Placing an Image in a Web Page
Step 1:  Open the page that will contain the picture.

Step2:  Click | EditCenierArea |~ The Edit Content window appears.

Step 3:  Click ' in the top toolbar. The Revize Image Manager window appears.

Step4:  Click . Find and select the file, then click . The image

appears, and the filename is listed in the Images folder:

2 Revize Image Manager - Microsoft Internet Explorer |:||E|E|

Click on Browse to Upload Image
|C:\D|:|cuments and“ Erowse.. |
Current Images Available

[ Create Mew Folder ]

Currently Selected Image
E] ron_schilling/images

|j BlaisePascal.jpg (uploaded)
Cinews
Uploaded file in
Create border around “images”
image, based on point
increments

Wrap with text on left or right, or
text at top, middle or bottom

Spacing based on
point increments

Image Alignment: |Default-ND Alignment V| Border:

Space Around Image: Harizantal: I:l Yertical: |:| Based on filename:
Description: |El|aiseF'ascaI | edit if desired

1
"Save ]~ Sefect None ] Cancel |

[ Delete Above Selection ]
I@ Daone @ Trusted sites
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5@ The college Marketing Department would like all images used on the SCC website to not
have borders.

Step5:  Make the necessary changes, then click in the Description box to verify the text.

Step 6:  Click - . The image appears where your cursor was placed on the web page.

I To move the image, point and drag on it. To edit the image, click to select it, then click

=B

Placing an Image in the Page Links Navigation Menu

Step1:  Onany page, click | Change Image

Featured Image window appears:

in the navigation menu on the left. The

) Featured Image - Microsoft Internet Explorer Q@g|
Ead

Featured Image[for Section
Appears on all pages within this section

Change Image

ou
| e
er

Mote: Image will be resized
if width is greater than 160 pixels
or height is greater than 200 pixels

Save Cancel

@1 @ Trusted stes

2 As the “Note” describes, make sure the picture you want to load is relatively small. You
can use a program like Adobe Photoshop to resize the image before you bring it into this
web editing software. (Photoshop 7 is accessible through the Delivered Apps area in
your Start menu).

Step2:  Click . Chengelmage | ,o0in  The Revize Image Manager window appears.
Step 3:  Follow steps 4 — 5 above. You are returned to the Feature Image window.

Step4:  Click Save | {5 add the image to the navigation menu. No matter which page
you’re on, that image will appear.

Turning an Image into a Hyperlink
Step 1:  Select the image that you wish to make “clickable.”
Step 2:  Click .
;Q Make sure you don’t change the name in the Text Displayed for Link box.
Step 3:  As with a text hyperlink, enter the necessary information and click Continue.
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Editing Images with MS Photo Editor

Using MS Photo Editor, you can resize your image before inserting it into a web page.
Step 1:  From the Start menu, choose All Programs.

Step 2:  From Delivered Apps, choose MS Photo Editor.

Step 3:  In Photo Editor, open the picture file (either from CD or somewhere on your
computer).

<) To download a file from an email message:

» From Web Mail, open the message, scroll to bottom of message, right-click on
picture filename, choose Save Target As and choose location.

» From Outlook, open the message, right-click on picture filename (near top),
choose Save As and choose location.

Step4:  From Image menu, choose Resize.
Step 5:  For the Width, change the percentage (40-50%) and click OK.
Step 6:  From the File menu, choose Save as.
Step 7:  Edit the filename, if necessary, and choose a location to save to, then click Save.
Step 8:  From File menu, choose Close.
I Click the triangle for Save in box to choose a location, other than the current one.
Step 9:  Repeat steps 3 — 8 for other images to resize.
Step 10:  When finished resizing, exit MS Photo Editor.
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Web CMS Quick Reference Guide

Creating Acrobat PDF Files

PDF (Portable Document Format) files can be created from many different programs, including
Word, PowerPoint or Excel. Because they are accessed through the free Adobe Acrobat Reader,
which is installed on most computers, they are the most universal file type for students to print.
Students will not need to have the specific application software on their computer to be able to
print these files. For that reason, they are ideal for posting to your Blackboard course web site.

Fortunately, Microsoft Office 2007 has the capability to publish your files as PDFs. On campus,
this is automatically available within Word, Excel and PowerPoint. Off campus, you’ll need to
perform a one-time, free install first (go to this URL and follow the instructions:
http://r.office.microsoft.com/r/rlidMSAddinPDFXPS.)

Using the Built-in PDF Writer in Microsoft Office 2007
Step1:  Open Word 2007, Excel 2007, PowerPoint 2007 or Access 2007.
Step 2:  From the Office button, point to (not click on) Save As.

Step 2:  From the Save As submenu, choose PDF or XPS.

2 XPS is a rival format to PDF and is not recommended, at this time.
Step 3:  Choose the location and revise the filename, as desired.

J To customize the publishing of a PowerPoint PDF (e.g., as a handout), click Options.
Step 4:  Click Publish. The file will appear in an Adobe Reader window for preview reasons.

Creating a PDF File with Other Software Programs

If the file was created in something other than Word 2007, Excel 2007 PowerPoint 2007 or
Access 2007, use the following steps to “print” the PDF file.

Step1:  Create, name and save your document as you normally would. (Be sure that all of
your revisions have been made to the document before saving it.)

Step 2:  With the file open, from the File menu, choose Print.

:Q For PowerPoint ONLY — From the Print what drop-down menu, select Handouts; from
the Color/Grayscale, select Grayscale or B/W; from the Slides per Page, select 3 (this
is the best format for handouts).

Step 3:  In the Printer Name field, from the drop-down menu, select Adobe PDFWriter, and
click OK..
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Prinker

Marmne: ' YisclbulS0_hp4200_ndps.main.sc |r‘: Properties
Status: - - -

Type: E é Visclbul30_hp4200_ndps.main.sc = Find Printer ...
Where: [ Print ko file
Comrment: é Viecibul30_xpEa0_ndps.main.sc [ Manual duplex
Page range

© al g v
{7 Current A

Step 4:  Inthe Save dialog window, select where you want to save the file (with the .pdf
extension), and click Save. This file is now ready to be uploaded into your
Blackboard course.

@ PDF files cannot be edited without special software. If you have to make any changes,

make them to your original document, and save the revised file as a PDF file following
the steps above.

If you do not have Acrobat PDFWriter, you can download free PDF writer software for your
Windows computer from: http://www.pdfmachine.com/pdfmachine/download.shtml .

Students who do not have Adobe Acrobat Reader on their computer (there will be very few of
these) can download it for free at: http://www.adobe.com/products/acrobat/readstep2.html .

Verifying Availability of PDF Writer
Step1:  From the Windows Start menu, select Printers and Faxes.
Step 2:  If you don’t see Adobe PDF Writer listed, you will need to install it as follows:

o From the Start menu, select All Programs > Delivered Apps >
Installs > Adobe PDF Writer XP

o It will automatically install.

. As prompted, restart your computer.

12/07/07 Web CMS Workshop Guide

15


http://www.pdfmachine.com/pdfmachine/download.shtml
http://www.adobe.com/products/acrobat/readstep2.html

