Second Tier, Third, Fourth (layers with blank template)
These templates combine everything from the ‘Blank’ template plus text elements.  It is used to create all pages except the home page.  The respective tab will be highlighted when a page under the corresponding subsite is displayed.  So it is important to put the page under the correct subsite.  

Do not edit these templates or any others EXCEPT blank and menu.  Just use tier two, three and four templates to create new pages.  
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Image Instructions

A. Alternators on Home Page (Blue Faces AND Framed Images):

1) Select pencil icon by images

2) Select Element Data

3) Data Selection Should Default to Last Item in List (Render results dynamically based on filter settings)
4) Choose Middle Tab: Element Data

a. Once There Click Link at Bottom that Says (Click here to add new element data)

b. Select Image

i. Gallery or New

ii. New gives you:

[image: image6.jpg]Ladther]
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You are here: DCCS > Pages (template)

This page was last madified on: January 16, 2003





iii. Remember to check ‘include in image gallery’


iv. Remember to always delete images from the element data tab NOT the image gallery
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B. Non-alternator Images or to Insert Image on any Page:

1) Select Pencil Icon Above Image for pre-set image areas OR for pages into which you’d like to insert an image and no pre-set image area exists, choose the image icon on the bottom row of your tools in your formatting window.

[image: image2.jpg]Formatted Text Block
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2) You Will Get this Box (Choose new & get the above illustration or choose from gallery); remember ‘edit’ scales image for you vs. photoshopping, alternate text is ADA compliance/alt tag; hotspots can be set here; set all and click Finish
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Image Instructions (for alternators) on Tier 2 Pages:
A. Yellow Alternators 

Select Element Data:

1) Select Image

2) Select Tab

3) Finish

4) Remember to always delete images from the element data tab NOT the image gallery

B. Blue Faces Alternators – these are different because they are background images

1) Choose the Table Icon  [image: image4.png]



2) Layout Properties

3) Background Image

a. Select Image (from Edit, Gallery or New) you will see some same steps repeated from Above

C. Inset Alternators

3) Repeat Steps in “A” Above (Yellow Alternators, Tier 2 Pages)

FAQs About Images:

How do I delete an image in a non-alternator pre-set image area?

Click on the left icon [image: image5.png]


 above the image and select 'restore inherent content' and then check the box for "delete the explicitly defined content for this element," leaving an empty element. That will delete the picture.

IF you DO NOT see this option, let us know, a developer from New Media may need to activate this functionality.

How do I get text to wrap around my images?

After you have selected an image, click edit. Here you can set “Spacing Around Image by indicating the spacing around the image in pixels (vertically and horizontally). We usually enter 5 pixels in each box. This puts a bit of white space between your image and your text. Click OK. On the next screen, you will see an image alignment option. Choose align left or right from the drop down selections and your text will wrap around your image accordingly.  

Why won’t my image upload?

Remember that the only file formats that work for images on the Web include: gifs, bmps and jpgs. Be sure that you are uploading an appropriate file format. Additionally, a resolution of 72 dpi (dots per inch) improves download time of a Web page. 

** Please avoid use of clip art and use authentic photos.
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FAQs About Misc:

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

1) Be sure that you are logging into the ‘cms environment’ – http://cms.kent.edu/mysite/login.cfm vs. http://www.kent.edu/mysite/login.cfm. If you try logging into www.kent.edu by accident (lots of us have done this!), then you will only see two icons.

2) If you are logging into the right location, something may have affected or altered your permissions. These may need reset. To have this checked and corrected, email Christine Shih at shih@listserv.kent.edu.

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

1) Something may have affected or altered your permissions. These may need reset. To have this checked and corrected, email Christine Shih at shih@listserv.kent.edu.

How do I test links or see content before I submit my content?
Toggle to your “preview mode” by accessing your middle icon and clicking on Preview. Your editing icons will disappear and you can test links and see how your page will display. To return to the page and submit if for approval, return to the middle icon and uncheck Preview.

How to I move around in my Web site and continue working? Everytime I click a link, it opens a formatting window.

Toggle to your “read mode” and click read. Your editing icons will disappear and you can then navigate through the Web site.

Why can’t I upload my document?

You can only upload files under 1 megabyte. All larger files will need forwarded to and uploaded by Christine Shih (shih@listserv.kent.edu).

Can you give me another example of a subsite?

The KSU Website has a subsite called Administration (it corresponds to our Administration tab). Within that subsite we have 9 Subsites. Many of have additional subsites where ‘like’ information is grouped together. Below you will see the subsites (folders/containers) contained in the President’s Office Subsite.

Administration

Board of Trustees 
business_finance
EMSA 
HR 
IS 
President's Office 

 Cultural Self Study
 Government Relations
 Honorary Degrees
 Internal Planning Conference
 President's Medal
 State Budget Update
 University Medallion
Provost 
Strategic Initiatives 
URD 
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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.

To set these 'bookmarks/anchor tags,' follow these steps:

1. First, highlight the beginning text or header that you’d like to send someone to within your page – the part of the page that you want your visitor to ‘jump’ to.

2. Click on the very last icon in the bottom row of your formatting window (piece of paper with a tack).

3. You'll get a pop up box that says type in the name of this bookmark. Enter a short nickname / title for this bookmark. (Example: ‘ombudsman.’)

4. Click ok.

5. Then you need to set a link to that bookmark. To do so: 

a. highlight the text that you want someone to click on that will 'jump' them to the right part of your page. 

b. Click on the 'link' icon.  

c. Pick 'link to existing page or file' and put '#bookmarkname' in the 'External page or document or Internal relative URL' box.’  For example, to get to the part of the page where I set the bookmark called 'ombudsman,' I entered '#ombudsman' in the link box. You are adding the # symbol in front of the title you set.

6. Click ok/finish as you do when setting other links.
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