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· Why can’t I see three icons at the top of the page?

· Why can’t I see my template hiearchy option from the right icon?

· How do I test links or see content before I submit my content?
How to I move around in my Web site and continue working? Everytime I click a link, it opens a formatting window.

· Why can’t I upload my document?

· Can you give me another example of a subsite?

· How can I set a link to a specific place within a page, especially lengthy pages of text? I’ve heard this option referred to as setting bookmarks or anchor tags.

Department Name

Essential Information for Cspot Web site

Editing Web Site(s): 

http://cms.kent.edu/xxx/login.cfm 

Admin Web Site(s): 


A. To create new subsites 

B. Also helpful in this area: you can see ALL pages in the site by clicking the arrow to the left of Page, Image & Link Management Reports to see all pages, then by choosing ‘pages by site hierarchy’ by clicking on the text. 

http://cms.kent.edu/xxx/admin.cfm 

Preview Web Site(s) (available for preview of published pages even prior to the cutover/go-live date):

http://cms.kent.edu/xxx
PLEASE NOTE: 

1. YOU MUST USE INTERNET EXPLORER NOT NETSCAPE NAVIGATOR WHEN AUTHORING/APPROVING PAGES
2. There is a 20-minute timeout each time you open an editing/formatting window. If you will be working on a page longer than that, hit finish an re-enter the page.
 

Steps to Build Your Site

1. Complete your content maps. These really are the secret to an easier, more manageable project. (Samples are available at: http://imagine.kent.edu/urd/ucm/solutions/Spring03Workshops.asp). Content maps are basically an outline or a flowchart of all pages that will ‘live’ in your new site. They help you to know how many pages you need to create using which template.

2. Get familiar with your template options (you could create a test page using a template three and four for an illustration of the explanation in ‘c’ and ‘d’ below). 

a. In all cases a tier one template is used for your home page and you will not need to access your home page template ever.

b. In all cases a tier two template is used for a Tab (a primary page in your Web site). You will seldom use this template

c. Most Web sites have a tier three template. This template is used, in many cases, for a page that is three clicks into your site (example: click one = home page; click two = main tab/tier two page; click three = tier three page). A third tier template will automatically build the left-hand navigation into your new page.

d. Most Web sites have a tier four template. This template is used, in many cases, for a page that is four clicks into your site (example: click one = home page; click two = main tab/tier two page; click three = tier three page; click four = tier four page). A fourth tier template will does not include the left-hand navigation on your new page. This template is also used for pages that are 4+ clicks into your site OR for pages that do not necessarily need additional left-hand navigation. Many smaller sites use tier four pages even for Web pages two clicks from the home page.

e. You have a ‘blank’ template which controls items described in step 3 below.

f. You have a ‘menu template’ from which you add to, rename, delete or set links for your Web site’s left-hand navigation. See page 12-13.

3. Edit the ‘Blank’ template and put in the department address, the tabs, the link bar (optional) at the bottom and the footer (optional). See page 8.


4. Create the child subsites and pages (dummy pages) for each tab using the third and fourth tier templates and save them in the subsite that correspond to the tabs.  This is so that the tab will be highlighted when the page is displayed. [Again, this is where your content maps simplify your project by indicating the number of pages and what they should be named for your site.]
a. When do you need a subsite?

A subsite is needed when there will be mutiple pages that are related to one particular topic.  A subsite could be considered the major category under which all of the other related pages will live.  Think of it as a folder directory similar to one you use to organize projects in Microsoft applications/Windows Explorer.
5. Start copying/pasting content into your child/dummy pages.

6. Set your links in your left-hand navigation (from your menu template). See pag 12-13.

Departmental Templates

The departmental templates are made up with layers of templates.  

Blank template
(  Home template  


· Second, Third, Fourth Tier Templates

To Create a New Page: 


1. Click on the very right icon and select Create New Page .

[Note: Name the first page under a subsite/subdirectory ‘index’]

2. A box will appear and say ‘Please select the destination site of the new page from the list below.’ Click on the drop down arrow and choose the subsite (folder) into which you want the page placed. 

3. Click Next.

4. A Template Gallery box will appear.

5. Click on the orange arrow beside the set of templates with your Web site name.

6. Click on the template you want to use to create the page (this is where your content maps are very helpful!).

7. The Create New Page box will open.
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8. Fill in each field of the window that pops up.
a. Make sure that you do not have spaces in the name field (which becomes your URL).
b. 'Title', 'Title Bar Caption' fields can have spaces included – these will appear as the ‘bread crumbs’ at the bottom of your page (as does the name of your Subsite/folder.
c. For keywords, you’ll want to create a subset of base keywords that you will use for all pages in your Web site to help search engines find your site and the appropriate pages a user is searching for. Please remember to also include Kent State, Kent State University in your base set of keywords. You can then add a keyword or two that is relevant to the specific page you have created. (If you want to backtrack and enter keywords on all pages after you are done with your Web site, you can access keyword for all pages later from the very left icon).
9. After completing all fields, click next.
10. The page you just created will be generated and you automatically be taken to it.
To Create a New Subsite:

1. Go to your http://cms.kent.edu/mysite/admin.cfm. It will look like this:
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2. There, click the + to the left of Subsites

3. You will get a listing of all Subsites from your root/home page

4. Based on where you want to create the subsite, if it’s in another existing one, click the text/name of the respectives subsite. (Example, you might want to add a “Academic Success Center” subsite to hold 12 pages in a “Current Students” tab so that your url would be http://www.kent.edu/mysite/currentstudents/academicsuccescenter/ and so that the Current Students tab highlights when visiting an academic success center page.)

5. You will see the primary administration screen again. However if you look in the upper right hand of your page (see arrow “5” above) you will see that it has changed and that you see the path of subsites you have followed. If this is where you want to be, click the + beside Subsites.

6. To add your subsite click the gray text that says “Click here to add a new Subsite.”

7. You will get a Create Subsite Pop up box 
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8. Enter your Subsite name in the respective folder – no spaces (this will appear as part of your URL).

9. Re-enter subsite name in your description box

10. Fill in Display Name – this will be the text that becomes breadcrumbs at the bottom of your page. You can lengthen the name of your subsite for a better description and add spaces between multiple word subsites.

11. Click ok.

12. Click create first page

13. Click create first page

14. You will see the same “Create a New Page” box that you do when creating all pages. 

15. Repeat steps #8 - #10 from the Create a New Page instructions (pages 4-5). HOWEVER, BE SURE TO NAME YOUR PAGE NAME INDEX. YOU CAN ALTER THE NAME IN THE TITLE AND TITLE BAR FIELDS TO BE MORE DESCRIPTIVE.

To Find Pages/Templates

Click on the very right icon and choose My Pages to see any pages YOU have created. A box will appear and show a folder. To open the folder and see your pages or subfolders, click the + sign to the left of the folder.

To see ALL pages in your site, particularly pages created by other editors, 

1. Go to the http://cms.kent.edu/xxx/admin.cfm URL mentioned on page 1 of the documentation. 

2. Click the arrow to the left of Page, Image & Link Management option

3. Choose ‘pages by site hierarchy’ by clicking on the text.

To Move/Rename/Delete a page: 

Move:

1. You can log into that http://cms.kent.edu/mysite/admin.cfm. 

2. There you can choose to see all pages in your site per the instructions in the ‘To Find Pages’ instructions. 

3. Choose the folder/subsite where the page you want to move exists by clicking the + sign to the left of the folder. This will open all pages in that folder. 

4. Put a check mark in the box to the left of the page you’d like to move.

5. Scroll to the bottom of the page listing and click on move  page. 

6. A box will pop up with a drop down arrow asking where you want to move the page to. Choose the subfolder / directory destination from the drop down menu.

7. Click ok.
Rename:

Click on the very right icon and choose the respective option.

FAQ: How do I correct the name of a page if a typo appears in the bread crumbs, title name and title bar caption? When I choose rename page, it tells me “A stub file already exists for the selected page name.”

Answer: On the right-hand icon, choose page properties. Toggle to the author mode. You will be able to make your corrections in the window that appears.

Delete:
1. When logged in, navigate to the page in your site that you’d like to delete. 

i. Click on the very right icon. 

ii. Choose delete page. 

iii. A confirmation of deletion box will pop up with a warning and ask if you want to delete the page. It also shows you what pages in your site link to this page and will end up with an error when the page is deleted. 

iv. You can choose to continue or cancel the deletion.

2. You can log into that http://cms.kent.edu/mysite/admin.cfm. 
i. There you can choose to see all pages in your site per the instructions in the ‘To Find Pages’ instructions. 
ii. Choose the folder in which the page you want to delete exists by clicking the + sign to the left of the folder. This will open all pages in that folder. 
iii. Put a check mark in the box to the left of the page you’d like to delete. 
iv. Scroll to the bottom of the page listing and click on delete  page. You’ll see what is linking to that page and you’ll be asked to continue or cancel.
Blank Template (The Base Template)

The base template is called ‘Blank’ which contains the elements that will repeat on all pages.  It is used to enter departmental address, create tabs, linkbar, and footer. To access these editable regions:

1. Go to your very right icon

2. Choose template hierarchy

3. Choose blank template

4. Toggle to author mode

5. Click on pencil or text region of the area you’d like to edit

6. Make edits as you do to other editing regions and click finish and submit.
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