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Introduction

1. Login to the dotCMS website for EUP to begin updating your webpage. The address is:
http://cms.edinboro.edu/c

2. Please sign in using your University email addr e
CMS webpage construction browser.

3. You are now at the homepage. To begin, floatovert he “Website” tab and dr ag
Click this link. It will take you to created webpage content and it will allow you to author new

webpage content.

a_Home - Microsoft Internet Explorer provided by Edinboro University of Pa

eBack @ J @ @ C_h pSearch \E::? Favarites @ D}j{v :‘\; J @ ﬁ .'3

Address @ http:fjcms. edinbora.edufc/partal/layoutep_|_id=21.1 A | Go Links

Welcome, Julie Kearney
Harme - My Account - Sign Out

Edil1b()r() U11i\rer51t\r Community Page: CMS Users
of Pennsylvania”

\Website

Mew

3 Browser

Associated Type Muod. Date Due Date Assignee

L]  HTMLPages
o Tasks Found

Files all | new

) Containers

[i] Templates

SEFvEr: 3 A % wirtual Links nc. All rights reserved

&2 Menu Link

@ Shortout to layout?p_|_id=23, 1&p_p_id=EXT_BROWSERE&p_p_action=1&p_p_state=maximizeds,_ExT_BROWSER_struts_action="%2Fext%ZFbrowsers # Internet

bpage Instru. ..

4, You are now insehtt. " Beolisertah, ywiwllirsee afolder system located
under “cms. E&kiprainadr d .heed U "d.e ly didkibgorethe & ad doublechicidoe r
your department fol der. 't wi |l IThepchoblbf Edpcat | oaf sy
department folder is shown as the example. If there are multiple disciplines within your particular
department, you should create a subfolder under your department folder for each discipline (i.e.
Department Folder: Professional Studies > Subfol der s: Counsel i ng, Education
add a subfolder, right click on your department folder- click® N e-wiitk® Fol der ”


http://cms.edinboro.edu/c

Website - Microsoft Internet Explorer provided by Edinboro University of

File Edit Wiew Favorites Tools

Help

@Back < -J @ @ \/_;j pSearch *Favorites @ D}:{v :\?,. E I_J @ ﬂ '3

Address @ httpefiems. edinbaro.edujc/partalilayout?p_|_id=23.18p_p_id=EXT_BROWSER&p_p_action=18&p_p_state=maximized®_EXT_BROWSER_struts_action="%2Fext%2Fbrawse ¥

Go | Links ¥

Edinboro University
of Pennsylvania”

Welcome, Julie Kearney
Home - My Account - Sign Out
Community Page: CMS Users

Sites and Folders

:9 cms, edinboro, edu

= [£3) departments
155 admissions

/] 15 adult_services
I5) education
/ 155 elem_ed
// [Sihpe
15 library

|5) secondary _ed

|55 student_teaching

|55 photo_gallery

B dean_of _ed_randidacy.dok

B dean_of _ed_contact_informat. ..

B dean_of _ed_departments. dat
B dean_of _ed_inde:x.dot
B dean_of _ed_praxis.dot

B dean_of _ed_programs_of _stud. ..

B dean_of _ed_requirements.dat

B dean_of _ed_scheduling_issue...

fq spring2006, pdf

D T @ @ T D D@ DD

Teacher Candidacy

Contact Information

School of Education Departments
School of Education

Praxis Information

Programs of Study

Requirernents

Scheduling Issues

Candidacy Application

HTML Pages Files Menu Links
Name Menu Status Description Mod. User Mod. Date
53 soe_images
B dean_of _ed_act4&.dak o At 43 Julie Kearney 02/18/2008 1:39:54 PM

Christopher Falzone 02/18/2008 1:41:5 PM
Christopher Falzone 02/18/2008 1:41:58 PM

Julie Kearney
Julie Kearney
Julie Kearney
Julie Kearney
Julie Kearney
Julie Kearney

Julie Kearney

02/21/2003 11:6:33 AM
02{25/2008 4:14:17 PM
02/15/2008 1:43:11 PM
02/16/2008 1:50:10 PM
02132008 1:43:29 PM
02/15{2008 1:43:45 PM
02/15/2008 3:19:13FM

B84 Chimes Avcbivind
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Converting your Webpage

1. Beginning at the previous screen above, right click 0 n

link.

2. Clickt hen on the “HTML

Website

Home Content

WEBSITE BROWSER

HTML Pages

Files Menu Links

your

Page” |

depar tchoetnhte’ s* NFeow”d e r

Sites and Folders Name Menu Status Description
cms.edinboro.edu E:l s0e_image,
&Y e anbore. o M_&djct‘l&dot ) ackes
a Eldenartmfan.ts Sean cf e candidacy dot © ) Teacher Candidacy
15 admissions + e Sntact_informat. .. @ ) Contact Information
[ adult_services HTML Page =partments.dat D 10 school of Education Departments
50 pducation Image ar File desc, dot © 1) School of Education
=N [ Edit Fo axis.dok @ ) Praxis Information
\ o LD Copy Mutple Files ograms_of _stud, .. @ ) Programs of Study
.\ a¢ cut “F MenuLink =quirements.dat D ) Requirements
— B daose cheduling_issue, .. B 0 scheduling Issues
[ Mew F spring2006. pd! (2] k:’;‘J Candidacy Application
= E Close
[ photo_gallery
3.You are now in the HTML pages’ Add/ Edit functior
“Page/ Menu Title” space. You coxmgourpravioust ai n your c
webpage. The “Page URL” will be automawni cally ge
“Templ ate” menu, you couaytensplteseepending on thepredonsy of t he

layout of your webpage. The system will provide you a snapshot preview of the webpage style

beforey ou save the

Advanced Properties

webpage.

Cli

Permissions

c k ‘“sdeatheldyouton t he bot

ADD/EDIT HTML PAGE

Yersions

T~

PageMenu Title: School of Education Statistics

Falder: Jdepartments/education/
Page URL: schoal_of_education_statistics
Template: «<-- Select 3 Template --»

<-- Select a Template -->

1 Column Template

2 Colurmn Template

2 Column Template (Narrow)
3 Column Template {Wide)
Admissions Template
Homepage Template

cance|

save and publish

(page_name)




4. Youarenow atyourediting-c apabl e webpage. You spacdohthenot i ce eac
webpage. These are the spaces where you can input (convert) your content from your previous

webpage. To begin the conversion, clickon t he arr ow ne xicktthee “l Corkt diNeaw
Content?”

& | http:ffcms.edinboro.edufdeparimenisfeducationf/school of education_statistics.dot?host id=1 - Microsoft Internet Explorer provid

File Edit ‘iew Fawvorites Tools Help :'

GBack M > ) Iﬂ IEL| ;\J /..-‘: Search ‘::'T'\'f:’Favorites J\l - &9 fiw, - IEFJ ﬁ ‘i‘i

Address :g“l http: fiems. edinbora. edufdepartmentsfeducation/schoal_of_education_statistics.dat?host_jd=1

- .Go Links **

&, Page Properties

Lo Poge Stttes EDINBORO UNIVERSITY

of PENNSYLVANIA Keyword Se

] Mewe Page

<}:| CMS System

workflow tasks

i
ABOUT EUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUSLIFE | OFFIQ

/ School of Educaiion Statistics CONTAINER B
COMTAINER A

[ Bodhy | ‘“_3 Mew Content Home = School of Education Statistics

Create a Task

{_.i Reuse Content
coMTaER B 03
} Close [Body]

Dr. Jaramy D. Brown, Prasident
EDINBORD UNIVERSITY OF PENNSYLVANLA e
219 MEADVILLE STREET STRPE(EELTEM OF

EDINBORO, PENNSYLVANIA 16444 Tk S tion CONTACTUS | CALENDARS | CAMPUS DIRECTORY | !
882-2G0-BORO - 214732-2000 €

5.1 n the “Add/ Bod,youwilCowhaehttoseater a “Title” agair-r

“Body ", y 0 u wabpage kontgnt aslyouewishyfap ititd appear on the webpage section.
7“ FEFMIZSIONS A

Content Type:

Review Content?: () Review Every & Mo Review
\ + Title:  5chool of Education Statistics
& H = i

Bodv: N |B 7 U sm|====|Foma v|| A~
s G B dmdE| @iz =8 | L EIJemE R

\jl | | | |_“Z|x2 x2|51r2‘1|'3|

Path:

Search for Dictionary Terms

< Required Fields

Cancel
6. At this point, launch your previous webpage content in a separate web browser window. The
process of conversion is as simple as a Copy & Paste process into the new CMS browser. For
example, t he School of Educat iba mvigationomeriu gnd innaedstove b pa g e



be maintained.

applicable links). ( T o

Highlight and copy the original left-bar navigation menu (it will copy with all
appl i cCankettieg Pageilinkk fer New Wkebpages e

sectiononp.9-11).Past e

change

t i nto the

example with the two applicable screenshots is below.)

3 Requirements - Microsoft Internet Explorer, provided by Edinboro University of Pa

File Edit View Favorkes Took Help

D eack -

Address |@]

dink

D X [ 0 Psewth Fpravenes @) i B -

html

Edinboro University
of Pennsulvanin

OLD WEBPAGE

Requirem

University Homepage
Education Homepage
Act48

Career Services
Contact Information
Department Web Sites
PA Certification
Praxis

Programs of Study
Requirements

cheduling Issues

EDINBORO UNIVERSITY O
SCHOOL OF EDUCATION REQU

(see your advisor for more informat

Teacher Candidacy Requirement]

During the semester that a T|
credits (approximately the ti
o Teacher Candi
Dean of Edu
{October 1 for Spring sc

Py
July 1 for Fall scheduling). | |
scheduled until teacher can
candidacy, the following gui

o Undergraduate students only
O Cornplate at lsast 4

O Have a minimurm QF
graduats)

4.' Start

7. Review the content as pasted. Click“ Sav e”
content
8. Your updated webpage will now reflect your imported content (as shown in the example below).

“Cont apresentin’the aetv ebmage. Yau t i |

t he

Contii
wi || c |

complete.

nue

v B Links ?

‘2 Website - Microsoft Internet Explorer provided by Edinboro University of Pa
File Edit View Favorites Tooks Help

Qeak - () \ﬂ E] l‘, /j\‘search ‘f\z'Favantes L 5] - &

Address @htkp‘ﬂfﬂms edinboro. edu/e/portal/layout?p_|_id=23.18p_p_id=EXT_BROWSEREP_p_action=18p_p_s

[{] B 0 d y ”
menu will be placed in the text space as it originally appeared and it will be ready for use. (The

K 3

de_EXT_BROWSER_crd

ar ea

dite,_EXT_BROWSER_ht v | |24 Go

of

EEX
:‘_J

see
t he

Links >

Ferrmission

Content Type:

Review Content?: (O Review Every (3 Mo Review

@ Title:  School of Education Statistics
= Body: OB £ U o

4 Gy B 0 4

=l |

NEW WEBPAGE
CREATION

o () [
b == | & |

Path:

Search for Dictionary Terms

<+ Required Fields

Py

&] Done

+5 start

I

3 Website - Microsoft ©

1 & Requirements - Micro. ..

® Internet

of

t o

ick the

. Page Properties

L. Pags Statistics
} Mews Page

<3 oMs System

workflow tasks
Create a Task

/’

conTaIMER @
University Homepage

Education Homepage
Act 48

Career Services
Contact Infoermatien
Department Web Sites
PA Certification
Praxis

Programs of Study
Requirements

Scheduling Issues

edi

at t he
the “Container
t al |
“CMS System”

EDINBORO UNIVERSITY

of PENNSYLVANIA
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n k

on

of

[ ]:;;"4, 3:07 PM

t he

ABOUT EUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUSLIFE | O

School of Education Statistics

- Home = School of Educstion Statistics
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=
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A

page
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9. When you <click on your department folder | ink 1
webpage as created. You can continue to create each new webpage for your department by
following the steps as mentioned previously.

HTHL Fages Files Menu Links
Sites and Folders Name Menu Status Description Mod. User Mod. Date
g’ cms. edinboro.edu 2 soe_images
: fq TCFarm.pdf [} +) S0E Teacher Candidacy Form Christopher Falzone 03/18/2005 §:51:17 AM
Eabout_eup [} dean_of_ed_act48.dot B 0 Acdag Dusty Barton 04/07/2008 4:8:1 PM
50 spplication [} dean_of_ed_candidacy . dot @ 0 Teacher Candidacy Dusty Barton 04212006 9:34:35 AM
= |5 departments E} dean_of_ed_cdw,dok @ ) Career Development Workshop Dusty Barton 0424/ 2005 9:27:52 AM
= ) education E} dean_of_gd_contact_informat. . ] «J Conkact Information Dusty Barkon 0407} 2005 4120049 PM
15 soe_images E} dean_of_ed_departments.daot L] <) School of Education Departments Dusty Barton O4/07)2008 4:12:26 PM
3 slern_ed E. dean_of_ed_jndex.dot @ ) School of Education Dusty Barkon 04212008 10:4:37 AM
E} dean_of_ed_praxis.dot @ ) Praxis Information Dusky Barton 04232005 10:50:10 AM
Shpe [&} dean_of_sd_praxis_prior_200.,.. @ ) Praxis Prior to Fall 2003 Dusty Bartan 04/11/2008 10:6:35 AM
Etr [} dean_of_ed_programs_of _stud. .. ® %) Programs of Study Dusty Barton 04/11/2008 8:27:14 AM
[0 lt_center [(&} dean_of_ed_requirements.dot @ (3 Requirements Dusty Barton 04212008 9:51:55 AM
150 prof_devel [&) dean_of_ed_scheduling_issue. .. @ 0 scheduling Issues Julie kKearney 04/11/2008 &:26:0 AM
53 prof SM school_of _education_statist, ., e +) School of Education Statistics TEST Julie Kearney 03[25/2008 2:7:22 FM

Reusing Webpage Content within CMS

This function allows you to replicate your container content in another webpage. When this content is

replicated from one webpage to another webpage, it will update automatically across webpage content

when changes are applied. This function is very useful in replicating webpage menus or links for use
across multiple pages of web content. The following steps are assuming a new webpage of content.

1. Begin at the editing-capable version of your webpage. Click on the Container (arrow with drop-down
menu) you wish to reuse webpage contentin. Clickt he “ Reuse Content”™ | ink.

Create & Task
CONTAINER = 00
[ BDUY ] \i Mew Content
¥ Feuse Content
R close school of education test

2. In this next screen, enter the title you created for the container content previously used. Enter the
title you used for the content (for example, the
Me n uClick“. Seaclickh'he “Select” button for the content

SEARCH CONTENT
Search : Web Page Content Results
) Matching Results (3)
soe index page
SCE Index Content
3. Once the content is selected, your previous container content is inserted into the new container.
4. Please note, all previous applied links to the selections within the container will still apply within the

new page of web content. For example, all links within a menu will still be linked as previously
created.



Converting Page Links in Your New Webpage

2 A0KAY SFEOK G/ 2yaGFrAySNE 2F O2yGSyi( 2yctveBnksNd ySo 6 ¢
external webpage content. ***Please note that you wilistallish hyperlinks for any new webpage or

content.

1. To edit existing Container contents, clickt he bl ue arrow underclicktiee “ Con't
“Edi t Co (ifthaiartew text in al@datainer, skip to step #2).

Address | &] http: ffems. edinbore. edujdepartmentsfeducation/schasl_of _education_statistics dot?hast _id=1 v|EJce Links

e Y e e e e NP W O Pl e e e S P R

| Page Properties
ABOUT EUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUS LIFE | OH

. Page Statistics

School of Education Statistics

Mewe Page
] B conTadER 1 G2

:::I University Homepaae
M System & Edit Content

Home > School of Education Statistics

Education He .

workflow tasks AP Maus Up

Creste a Task Aetag I Mous Doun

i, Remoue Content

R close

Career Servi
Contact Info
Department Web Sites
PA Certification

Praxis

Programs of Study
Requirements
Scheduling Issues
Student Teaching

Teacher Candidacy

2. You are now ICohntraet®”Ada/lcEdion ighlighttapplicatetéxisto t e Br o
link or unlink to other web content. On your task bar above the text, you will be using the complete
paperclip to link a page —or- you will be using the broken paperclip to unlink a page.

Idi

Content Type: bt

Review Content?:

+ Tide: sStatistics

+ Body: _1|1HABE|§
K Ea B R 4a N | IS
= | I I
University Homepage

Education Homepage
Act 48
Career Sevices

Contact Information

Path: p
wbtalmmithuy
Search for Dicticnary Termns .
<+ Required Fields
3. Inunlinking a page, the | ink wild@ change col or after you ¢

no longer an active content link.
4. In linking a page, a dialog box will appear and you can:
a. “LingalJRL"”



i. By clicking the link at the end, you can link to other web content previously created

in CMS.

Search Content | Add/Edit Content | Import Content

ADD/EDIT CONTENT

Permissions

Wersions

References

WEBSITE BROWSER

Content Type:

Review Content?:

< Title:

+ Body:

Identity: 92346

Insert/edit link

O Review Every

Statistics
BRIEIP SR
& @@
| |

University Home

Education Home,

Act 48

Career Services

Contact Informat]

General | Popup || Ewents || Advanced

General properties

Link URL |

Sites and Folders

s’ cms.edinboro.edu
=] departments
= 3 education
1551 soe_images
B springzaoe. pdf
[6) dean_of_ed_act4g.dot
[& dean_of _ed_candidacy.daot

[ €} dean_of_ed departments dot

€

[ €} dean_of_ed indes dot

[('} dean_of_ed_rontact_information. ..

dat

ii. You can also type in an external hyperlink. To ensure accuracy in the hyperlink, copy

+ paste the website link from your web browser.

i's inputted i
2" option-“ Open i n

A GBS 80

nt o

= i= iE
== &=

2| | |

t he
a Yoer defaultioptichdswhe 1° option-“ Op e n
wi n d o w/-fonllawnle hyperlinked page to open in the same window.

|2 L EF@mE R

Health & Physig

Dr. Shawn Rey:

General || Popup | Events || Advanced
. williarn Mat [Lpepee | L |
General prop
Elementary Edy | | Link URL | | EE
Dr. Barhara Ra
Dr. Mary Jo Mel Anchors | - |
Target | Open in this window / frame v

Gren 0 thiz windaw / frame
Open in new window (_blank)

Open in parant window / frame [_parent)
Open in top frame (replaces sll frames) ( top)

hiusic Educatio
Dr. Gary Grant,

Professional 5t
Dr. James Bolt

Secondary Edui
Dr. Kathleen Bej

Special Educati
Dr. Susan Cris

Student Teachi

Dr. Mary Jo Carnpbell, Director

*** You can make the hyperlink open in another window (a pop-up window). Once your URL
doiwmk aURlb'w dmace ,Taaglgied K
t hi

10

~




b. “ LingakEmai | Address”:
i. Il n the “Li nKk(forldRrhple) Mailtonkearney@enitb@da.edu to link an

emai l address to the appropriate | ink. Y
address for the link to operate properly.
c. Youwillneedtocreatea “ Ti tl e” f orclidk'hlendeémtk” bted ocreygtoa a
link.
Oncealllinksar e updated, click “Save” at the bottom of
webpage content.
Click the “"CMS System” |ink on the | eft side of

department’ s webpage content.

11


mailto:name@edinboro.edu

Inserting Images into Your Webpage Content

1. Expand t he “ de p didckibgrorethe t and right alick oth gour depaytment folder.
(To upload images, you must create a folder to store your webpage images.) Click® New” and t hen
cick“Fol der”
3. Use an acronym to identify your department’ s | me
Folder: soe images).
4. The URL will be automatically generated by CMS.
Home ESELEICE Content
WEBSITE BROWSER
HTML Pages Menu Links b
_ Permissions
— Title:
“MName (URL): h |
Sort Order: 0O
Show On Menu: [~
Allowed File Extensions:
(a comma separated list, e.g. *jpg, *.qif, *.bmp, *.png)
5. Clickt he “ Save” link at the botcedumerredthyduhe page. The
department’' s folder
Adding New Images
6. Underneath your depart ment ' gighf-clichkodtberimagefolder he “ depé
and select “ New” (Tdupldmultiple files,geep. 6} Fi | e”
Home QESELHICE Content
Browser HTML Pages Files Menu Links
Sites and Folders Name Menu Status Description Mod. User Mod. Date
&cms.ed\nboro.edu @ Accred_Inst_logo. gif a L'_:l Accred Inst Logo Julie Kearney D2/25/2008 4:8:36 PM
) +. Falder @ || Effective Facilitators of Learning Swoosh  Dusty Barton 02/21/2008 10:51:46 AM
B[Eailgar;meTs D HTML Pags ipa @ ) dean_of_ed_Library_Fountain Dusky Barkon 02/21/2008 10:52:4 AM
Gs |7 Edit Faolder | g & il
e Multiple Files Ly
Copy
(=1 “@  Menu Link
@ Cub
® [Shelem] e B case
Sihpe
B Do ﬂ Close
# P sernndary Al |
7. You are now at t hd@ick“Brnowsdpltioad’ocsatreeetnhe i mage

network. PLEASE NOTE: all pictures files must end with a .jpeg extension.

12



8. Create a BRIEF Title for the image.
9. Clickon “Save”. Your adedaoyarinagefoldernow be upl o

FILE UPLOAD

[ Basiceroperties Advanced Properties Permissions ¥ersions

-~

Upload New File: Browse...

el Title {shown on Menu):

—> Description:

Folder: Jfdepartments/education/soe_images/

save and publish

10. Once the image is loaded into your image folder, you can now insert the image into your webpage

content. NO IMAGE can be inserted into webpage content until it is placed in your image folder.
11. To insert the image (assuming other text content has been entered into the containers on your
webpage content):
a. Under your department’'s folder, go to
displayed. Double click on the webpage content link to load the editing page.

t

he

b. Within your webpage content, click the blue arrow underneath the Container and click® Ed i t

Content”. This function will take you
c. Pick the appropriate location in the text space where you would like to insert the image.

On the menu bar of the text editing space, clickt he “ 1l nsert/ Edit | mage”

function is the picture of a tree.)

ADD,/EDIT CONTENT

Content Fermissions Wersions References

back

Identity: 925456

Content Type:

Review Content?: (O Review Every ® Mo Review

« Title:  statistics

+ Body:

QB 7 U we|= = [[-Fomat- v| A-
Ko B A E s EE | G[Ey omE g
o | \ | | |—c[E * x| 9@=|4

University Homepage a
Education Homepage

Act 48

Career Services

Contact Information -

Path: Y

ee. An “Insert/Edit | mage” popup box wil!l
“Browse” butt olhallowybiltd ascess younfalderiwivhmmagasi

13
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appear



Inzert/edit image

s Title: | sratistics General | Appearance | Advanced BrOWSE
— General
+ Body: a® Irmags URL [ | <
X B Image description | | |
Titl
4| o ' NG
University | | [_Preview -
Education
Act 48
Career Sel
Contact i -
Path: p i
Spelling
Search for

f. After clicking “Browsellickthke+scneénoheéel oWwv Wi
and find your department folder. Click the + in front of your department folder. Click the
name of your image folder and preview of images in the folder will appear. (The School of

Education’s image folder is shown below as t
-2} http:ficms.edinboro.edu - Website - Microsoft Internet Explorer, provided by Edinboro University of Pa | E _
-

Sites and Folders

Image Gallery

¢ cms.edinboro.edu

ik

= ) departments
=) 3 education

Image Folder

III’J

<
P [soe images

13 elem_ed \

.Ls.-'

e Eﬁ"‘F: R Library- Accred_Inst_logo.gif GT
# & prof _studies Preview- Fountain_202:269, jog _Inst_logo.g
o d . .

£ secondary_e CIICk plcture to

@special_ed ]

34 student_teaching se I eCt

= photo_gallery

+show on Menu

g. In “1I mage Description” aonahdtitleForthelinege., ent er a
h. To ensure the correct image size and alignment in your webpage content:

.l n the “1I ng a,&r) dop-up winddw, clickvd the2™ tab-“ Appear ance’”

o L

Insertfedit image
revied  ALIGNMENT @ N{ [(Ganaral [ Aspearance || Advanced
ppearance WIDTH
+ Title:  |dean_of_ed_Act4E_Co| | | bimensians [ ]« [ — 1
Larern ipsurn,
) ¥ Const i Dolar sit smat,
<+ Body: 3| B 7 U =z enetrain preparians consechetuer
o g vartical space — adipis:indg loreurn \
¥ 2 @SR ipsurn edipiscing elit,
& Lo B dm W | oy X zed diam nonummy
= | | Horizontal space || nibh euismod tincidunt
ut laorest dolare
Who Needs Act 48 Repor Border 1
Class [ - Mot set -- -
All certified school persaon enacted Act 48, man
continuing professional e Style |
What is Needed to Compl|
The continuing professio bcation every five (5w

These reguirements can

m six {6) credits of collec

= six {6) credits of contining professional education coll ses,

= one hundred eighty clock hours {180} of continuing professional education proarams. activities or learning experiences: or

14


javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceAdvImage');

ii. Underthistab,check® Constrain proportions”.
iii. These image widths (for portrait orientation)ar e t he Uni versity’ s fc
for each specific type of webpage layout selected: (enter in first space)

Left: 210px
Main (3 column template): 400px
Main (2 column template): 600px
Right: 180px

Theseimagewidths( f or | andscape orientation) are t
for each specific type of webpage layout selected: (enter in first space)

Main (3 column template): 200-240px
Main (2 column template): 300-360px

***CMS will automatically provide you with an appropriate height or you may adjust
the image’'s height asthesgpmeeded t o proportio

Click “lIlnsert” at the bottom of the popup wi

Identity: 92546

Content Type:

Rfview Content?: O Review Every (& Mo Review

« Title: | Statistics

o Body: 5 | Image URL [fdatasset/zEEis.ipg |E

Image description  [loge |

s 3 [0

Title [Scheel of Ed logel ] El T

Education

Act 48 \

Career Se

Contact Ir -
Path: p st ‘ 4

Search for|

+ Required Fields

The image has now been imported into your text field.

Click* Save” at the bottom of the page to save y
On the editing page, you will now see a preview of your text and image.
. Clickt he “CMS System” |ink to return to your de
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Uploading Multiple Documents or Word Documents/PDFs/JPEGS to Your Webpage Content

1. Expand t he “ depdikibgorethes.s” f ol der by
2. Rightclickon your department folder and select “ New”

Home ESElENEN  Content

WEBSITE BROYWSER

HTML Pages Files Menu Links
Sites and Folders Name Menu Status Description Mod. User Mod. Date
& s, edinboro, edu
= |55 departments
Eied
[ Edit Folder
el
0 copy
(5= - o
' ul
cpd ————————
+
et
# Biprg m | e Folder
Cl
e [ HTML Page
ial_ed
Ehspecial_e Image ar File
tudent_teachi
(S student_teachi | IMultiple Files
|3 phata_gallery 4 MenuLink
m Close

Tl Show archived

3.0n the next page (the “Fil efiledyodwslatduploasrextte en) , s el
“Number of f Youcandoadupo 19 files abonetihe. You will browse your system to
locate each file for uploading.

4. Click"* Save” once all files are |l ocated and ready f ¢

Home website ([EReIET

WEBSITE BROWSER
Browser HTML Pages Menu Links

Yiew Wiorking Files | add/Edit File

FILE UPLOAD

Folder: Jfdepartments/education/
Number of files to upload:

/ Upload Mew File #1: Browse...
Upload New File #2: Browse...
Upload New File #3: Browse...
Upload New File #4: Browse...
Upload New File #5: Browse:

_—

,
5. All documents such Word documents, PDFs, and JPEGs are now available for your use. To link these

documents into your webpage content, please follow the same linking directions for Inserting

Imagesonp.12. You wi | | browse and | ocat eorthhimagef i | es i n
folder.
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Publishing Your Webpage Content (Converting to LIVE Web Content)

*Please note: you must be a publisher to completese steps*

1. Loginto the dotCMS website for EUP to begin updating your webpage. The address is:
http://cms.edinboro.edu/c

2. Please sign in using your University email ad
CMS webpage construction browser.

3. You are now at the homepage. To begin, floatovert hee b Wi t e” tab and drag
Click this link.

4. Expand t he “ de p didkibgrorethe t and right cick oth wour depaytment folder.

5. Your webpage content will appear in the adjacent menu. Double-click on the webpage content you
wishto“ publ i sh” or make 1live.

6. You are now at the editing-capable webpage. ***You need to review and make any applicable
changes before you publish the webpage.***

7. Intheleftmenu bar, you wil/l n o tClickcthds link to Beghuhle prdcesslof P a g e
publishing your page.

E Pags Properties
il Page Statistics EDINBORO I JI \‘ E:[)\I Y
/,,,@pubushpage | of PENNSYLVANIA
] Mew Page
<FI MS Sys Home QEUELEIEE Content
workfl
Yiew Working HTML Pages | add/Edit HTML Page
Related Dependencies that also need to be published.
Title Description
S dean_of_ed_contact_information dean_of_ed_contact_information
'S dean_of_ed_lbrary_fountain dean_of_ed_library_fountain
Icons Legend:
t’ container E;i’ temnplate '»5‘7 contentlet |}} htrol page 5 link,
publish all related assets
8 A prompt will appear confirming your comman

9. The next page will provide you with a 2™ confirmation of your command to publish the webpage

content. Clickt he “ Publ i sh all rel at ed o s-—s—et75 I i nk.

17
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http://cms.edinboro.edu/c

10. You will then be returned to the editing-capable page. Please notice in the visual below how two

11.

new tabs have appeared for Preview and Live modes. The Live mode allows you to review what the

webpage content will look like on the Internet. When you have completed the publishing and review

of the published page, clickthe® CMS Sy st em” -sileimenitbaro n

. Page Properties

<:z| CMS System

workflow tasks

Create | Task

I n the

llil. Page Statistics
] Plewe Pag

<

We b s i

School of Education
University Homepage
Education Homepage
Act 48

Career Opportunities
Contact Information

Department Web Sites

EDINBORO UNIVERSITY

PENNSYLVANIA

ABOUT EUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUSLIFE | OH

Act 48

Home > dean_of_sd_Actas

Who Needs Act 48 Reporting?

Al certified school personnel are covered under ACT 48, Effective July 1, 2000, the Carmrnorswealth
Pennsylvania enactad Act 48, mandating a continuing professional education prograrm for professi
educators to maintain active certification

What is Needed to Comply with Act 487

The continuing professional education program requires the satisfactory completion of continuing |
education every five (8) years. These requirements can be met by completing one of these options:

the | eft

PA Certification -
Praxis -

Programs of Study =

Requirements

Scheduling/Financial Aid

t e

Browser,

6) credits of collegiate study;
< {6) credits of cor
ndred eighty clock hours (180} of conti

salent to one hu

How are credit hours and clock hours calculated?

your

g professional education courses;
ling professional education programs, activiti

webpage

) professional education courses, or other ay
Ired eighty (180) clock hot

oy
>

content

turning from yellow to green in color. Each page of web content must be published separately,

following the previous steps, to move it from the Editing Mode to Live Mode on CMS.

WEBSITE BROWSER

HTML Pages Files

Sites and Folders
g’ s edinboro, edu
|5 abaut_eup
|5 application
[= [5) departments
= [ education
ﬁ s0E_images
[ elem_ed
[ hpe
23 lit_center
23 prof_devel
|23 prof_studies

T E= e e

-

#

Name
ﬁ s0E_images
fq TCFarm.pdf
E’. dean_of _ed_act45.dot
E“ dean_of_ed_candidacy.dot
E’. dean_of _ed_cdw. dat

E} dean_of_ed_departments. dot

E} dean_of_ed_jndex.dot
E} dean_of _ed_praxis.dat

@ dean_of_ed_requirements.dot

E} dean_of_ed_contact_informat. ..

@ dean_of_ed_praxis_prior_200...
E‘. dean_of _ed_programs_of _stud...

B dean_of_ed_scheduling_issue...

Menu Links

Menu Status Description

T 2 PP OO DPTIPTODDODDD

i

e el

i

S0QE Teacher Candidacy Form
Act 48

Teacher Candidacy

Career Developrment Warkshop
Cankact Information

School of Education Departments
School of Education

Praxis Information

Praxis Prior to Fall 2003
Pragrams of Study
Requirements

Scheduling Issues

Mod. User

Christopher Falzone 03/158/2005 8:51:17 AM

Dusky Barkon
Cusky Barton
Julie Kearnay
Dusky Barton
Dusty Barton
Dusky Barton
Dusty Barton
Dusky Barton
Dusty Barton
Dusky Barton

Julie Kearney

Mod. Date

0407§2005 4:8:1 PM
04/21§2008 9134135 AM
04/21§2008 9:30:19 AM
040772005 4:20:49 PM
04/07§2008 4:12:26 PM
04/21§2005 10:4:37 AM
041172008 10:4:54 AM
04/11§2005 10:6:35 AM
041172008 5:27:14 AM
04/21§2008 9:31:55 AM
041112008 5:26:0 AM
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Deleting Your Webpage Content- For Developerand Publishers

1.

I n the “Website Browser” umigheclichoa thetwhbpageaantent de par t r
you wish to delete.
Click o nArchive” (. ST 2 NB & 2 dz¢ d nludfirst etisiréBuKwelpdge content is
& dzy LJdz0 -Endt Bvd<cénierit. You will not be able to archive the webpage content when it is live
content or published. To unpublish your webpage content, please refer to page 20- Additional Notes
to Publishers.)
Home QEUELECE Content
m HTML Pages Files Menu Links
Sites and Folders Name Menu Status Description Mod. User Mod. Date
g’ cms.edinboro,edu £ soe_images
fq TCFillableForm. pdf @ ) Teacher Candidacy Fillable Form Dusty Bartan 03/18/2008 §:9:44 AM
o= departments_ fq TCForm, pdf @ ) SOE Teacher Candidacy Form Christopher Falzone 03718/2008 &:51:17 AM
= E’Ed”cat'f’“ [3) dean_of_ed_actés.do =] Open (Preview) i Julie Kearney 03/15/2008 4:55:45 PM
©s0e_jmages E} dean_of _ed_randidac |;| Edit her Candidacy Custy Barton 03/15/2008 5§:12:31 AM
S elem_ed E} dean_of _ed_contact_| = Request a Change act Information Julie Kearney 037112008 12:45:6 AM
Sihpe E} dean_of _ed_departme o ol of Education Departments Julie Kearney 0212112008 11:6:35 AM
[ prof_devel E} dean_of _ed_index.do B Vew sidistis ol of Education Custy Barkon 03/25/2005 11:47:44 AM
T ol Archive i Information Julie Kearney 02{18/2008 1:43:11 PM
Sprof_stues 4 ._D Copy rams of Study Julie Kearney 02/18/2008 1:50:10 PM
(b secondary_ed & a irements Julie Kearney D2f18/2008 1:43:29 PM
[0 special_ed an_of _sd_schedulin duling Issues Julie Kearney 02/18{2008 1:43:45 PM
[ student_teaching Tl schodl of education - B cos ol of Education Statistics ST Julie Kearney 02/27/2008 4:10:40 PM
|5 phata_gallery /
Click “OK”" to the prompt
A green checkmark (i.e. @Page archived) will appear at the top of the page.
e . . . “ . ”
WThis canister | ogo with Show Archived appear
function allowsyoutovi ew “ Archived” (deleted) webpage cont
can “Unarchive” webpage conitead” twi rleshiode alkl fd
webpage content.
a. Notet: Any webpage content “ adeveldpdrormuldisherdfanbe | et e d)
assessed by either user to “Unarchive” it

b. To permanently delete webpage content: click Show Archived i - right click on the desired
page you wish to permanently delete- click® D e | e t -eonfPnawgtie OK.

oo [} dean_of_ed - ) Praxis Prior ko Fall 2003 Dusty Barton 04/11/2008 10:6:35 AM
St _center [ dean_of ed | (o Unarchive / ) Programs of Study Dusty Bartan 04/11/2008 5:27:14 AM
[ prof_devel [&} dean_of_ed_ [ Delete Page 1@ Requirements Dusty Barton 04212008 9:31:58 AM

|55 prof_studies E} dean_of _ed_; @ Close ) Scheduling Issues Julie Kearney 04112008 §:26:0 AM

| secondary_ed

E} school_of_sdIcarmom_srarer.

) 5chool of Education Statistics TEST

Julie Kearney

03{25/2008 2:7:22 PM

***DO NOT delete webpage content if your department/office may reuse the content in the

future. Leaving webpage content in Archived area does not affect your current webpage

content in CMS.
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Additional notes to Publishers:

e Make your new Index page live first before you convert your other webpage content.

e You must link all new webpage content to your new Index page. Please follow the instructions
for Co ngvee rLtiinnkgs Fan Your -7Nthiswpacde bpage” on p. 6
e You must email your new Index page web link to Christopher Falzone (cfalzone@edinboro.edu).

Only the Index page web link must be emailed to update the University webpage content links.

e To unpublish webpage content, right-cickon t he webpage content in you
Clickt he “Unpublish” 1 ink. YoutheliveenbdptathesEdithgo nt ent w
mode.

WEBSITE BROWSER
Browser HTML Pages Menu Links
Sites and Folders Menu Status Description Mod. User Mod. Date
g’ cms.edinboro.edu & soe_images :
E} dean_of _ed_act§s.dot L] \:!ﬁ Act 48 = sty Barkon 0371302008 3:15:45 PM
= d trment: - o] Presvi
& departments E} dean_of_ed_candNacy dot @ ) Teacher| pen (Freview) hristopher Falzone 02(18/2008 1:41:5 PM
= ducati " % ;
& educa Ifm E} dean_of_ed_contactNgformat. .. @ ) Contact E‘ Edit ilie Kearney 03/11/2008 12:45:6 AM
2 s0e_images E} dean_of_ed_departmenihg @ 0 Schoolg = Request a Change lie Kearney 02/21/2008 11:6:38 AM
S elem_ed [} dean_of_ed_index.dot ® D scheold 5] view Statistics sty Barton 03/13/2008 2:30:3 PM
S hpe E} dean_of _ed_praxis.dot D 0 Praxis In @  Republih lie Kearney 02/18/2008 1:43:11 PM
lies 0z/18/2005 1:50:10 PM
E3lt_center E} dean_of_ed_programs_of_stud . D Unpublih lie Kearney 118
() prof_stud E} dean_of_ed_requirements. dot D 0 Require lie Kearney 02/18/2008 1:43:29 PM
rof_studies = g
prer E} dean_of_ed_scheduling_issue. .. O 0 Scheduli D Uniock lie Kearney 02/18/2008 1:43:45 PM
(0 secondary_sd E} school_of _education_statist... @ 0 Schoal g LD Copy lie Kearney 02/2712008 4:10:40 PM
[0 special_ed ) spring2006, pf A% Candda & o llie Kearney 02{15/2008 3:19:13 PM
[ student_teaching [} test.dot O 10 test lie Kearney 03{12/2008 8:34:46 AM
@ Close B
|55 phato_gallery
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Changing a Developer to a Publisher- CMS User Privileges

To change CMS user privileges, the department chair will need to do the following:

1. Email Andrew Lawlor (lawlor@edinboro.edu) and for SOE Chairs CC: jkearney@edinboro.edu.
2. Indicate the employee name and request for publisher privileges for the user.

This request wildl be reviewed and a decision wil!/l
developer to publisher.
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Creating a Web-Friendly Name for Webpage Content
***This step will ensure your webpage content is named appropriately for web user readability.

1. Double-click on the webpage content to load your editing-capable webpage.

2. Clickt he “Page Properties” |ink on the | eft menu ba
sl EDINBORO UNIVERSITY
'}Newpage of PENNSYLVANIA
@CMSSME"‘ ABOUT EUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUSLIFE | g
workflow tasks
creste & Task CONTAINER B &7
School of Education =]
University Homepage
Education Homepage
Act 48
Career Opportunities
Contact Infermation
Department Web Sites
PA Certification
Praxis
g;?_ll;eoslssional Development
(Programs of Study .
3. Clickon the “Advanced Properties” tab in this screcé
4. Under this tab, review the webpage content name
content name displayed to the webpage content visitors. Review and change as needed.
Basic Properties _ Permissions Versions
Identity: 01098
Show on Menu: r Menu Sart Order:
- Friznclly Name: Teacher Candidacy
(can be used for SEO Friendly page title)
Start Date: [February  v|[15 v |/ 2008 v|E
End Date: [February |15 v|[ 2008 ~ |
Redirect:
HTTPS Required: r
5. Clickt he “ Save” button on this screen to ensure yol

content.
6. Ontheleftmenu,click® CMS Sy st e tathe velssite brewsea r n
7. Continue to review each page of web content to update the friendly name.
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Updating Your Department/Office Keyword Search
FFFECKSaS {1Se@v2NRa NB dzaSR Ay GKS a{SIFNOKé¢ FASER
available throughout the multiple pagedof the EUP website.

A Edinboro University of PA - Microsoft Inter;

File Edit ‘iew Favorites el

x - Search Favorites

http:fjcms. edinboro.eduf

EDINBORO UNIVERS TV
of PENNSYLVANIA

Christopher Falzone (cfalzone@edinboro.edu) can update or add keywords for your department or

of fice's keyword search ter ms. By sending an emai
website will be updated or added. The new website links for your new pages in the CMS System must

also be linked into your keyword search. You must send your new website links to the above email

address with your keywords to ensure your keyword search is linked to your current webpage content

version.

To review your current keyword search terms for vy
Keyword Search field on the Edinboro University website.
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Resizing the CMS Editing Workspace

FFFCKAA Fdzy OdAz2y LI ASa (2 GKS O2ydFAySNBR Ay a9R
content.

1.

Click" Edi_t Content?’ under the blue arrow of t he sel

& Page Properties

1. Pege Sttcs EDINBORO UNIVERSITY

of PENNSYLVANIA

] Merve Page
<::|CMS System ABOUTEUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUSLIFE | Of
workflow tasks

Create a Task
CONTAINER [E]

School of Educat

_-? Edit Content
University Ho

o

U Move Up

Education Ho < Move Cown

Act 48 f, Remove Content

R close

Career Oppot

Contact Information
Inthe Add/ Edit Content” section, the “Body” portior
reduce the space.

Use the pull-tab in the corner of the space to enlarge or reduce the space. Readjust the space as

needed in the adding or editing of new content.
Contact Information

Department Web Sites

PA Certification

Praxis

Professional Development Schools
Programs of Study

Requirements

Scheduling Financial Aid Issues

Student Teaching

Teacher Candidacy

Path

Search for Dictionary Terms
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Anchoring Webpage Content within Websites

***This function is used tof A Yy {

o2y uSyi

GAOKAY |

L} 38 1y

al y OK2 N,

a document using a name attribute and a related text destination. For example, a course code

(COUN7440 OFl'y 06S dal yOK2NBRé¢ G2 I ONAST RSAONARLIIAZY 27
1. Inthe editing-capable webpage of your selected content, click the blue drop-down arrowt o “ Edi t
Content” of the selected container
1zeling Courses
= &
COUNSELING COURSES
COUNTO2 COUNTOS COUNT 10
1 to the Helping Professions  Introduction to Rehabilitation Group Processes Appraisal Techniques in the Helping
Counseling Professions
COUNT20 COUNT25 COUNT30
it and Life Pl Ci ling and C Itati: Organization and Development  Supervised Counseling Practice
Theories of Programs in the Helping
Professions
COUN740 COUNT42 COUNT44
Practicum Individual Devel it: Childl 1 Develof tal C g in Techni for Counselin
through Adolescence Schools Student with a Disability
2. You are now at the “Add/Edit Content” scrfeen for
arranged before you begin the process of// anchori
will need to be anchored to the course description for COUN744.
3. First, scroll down and locate the course description. Place your cursor in front of the course

description.

* Body: - Farmat -

qd|B 1 U ==
& G @ 0F G485
= | | | |
\DCOUN?M TECHNIQUES FOR COUNSELIN:

3 semester hours
This course provides a foundatio
disability. It emphasizes ¢ -

@ F @ 5 g

x.x |[Q@H=|5|

4. Next, click the L symbol on the menu bar.
5 Inthepop-up screen “lnsert/ Edit
(COUN744).Sel ect “l nsert’?”

« Body:

Anchor”, tit

d|B I U a|=
& B B 0D G| 48 Y

v A-

|| - Farmat -

Insert/edit anchor

sl |
Insertfedit anchor a
Anchor name: [COUNT44 |
COlN7ON ronmT T
4 4
Path Y

6. Avyellow anchor logo will now appear in front of the course description.

| e t
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javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceInsertAnchor',false);

7. Next, scroll back up the content page and highlight the text where you want the anchor text linked

to for the user’ sse.

QB v e E==
XuB @G At

+ Body:

‘l Cl 3. = | I""r'l "nl" £l

[Pz 1] A -

| =&

| G [ | — l| x. x| 51__@_

|=2¢5 & B@ " 3 i

(5|'|T< =

Organization

Career D and Life P (o ing and C: evelopment Sllperﬁ_séd Counseling Practic =
Theories of Programs in the il
Professions
COUNT35 COUNT40 COUNT42
Counseling Practicum Individual Development: Childhood Devel ital C: lingin  Techni for C: ling the
through Adolescence Schools Student with a Disability -
4 »
8. Then, click the = logo in the menu bar to link the text to the anchor text.
9. Inthe pop-up screen, clickthedrop-d own arrow for the “Anchors”
created for “COUN744” Select “lInsert?”

Permissions

Content

Wersions

Identity: 97452

Content Type:

Review Content?: & Mo Review

) Review Every

« Title:  Counseling Courses

,_‘]|I u ABEl

+ Body:

Counseling Practicum

4
Path: table » tbody » tre td» p» strong

db Ea @ 0mE | 48 0| 2=
5L 5= % 3 % o ¥ |
Career Dy and Life P| i q
T
COUNT35 q

ADD/EDIT CONTENT

General || Popup Events Advanced

General prop:

Link URL | | [E8]

<

Anchaors

COUM FOO
COUM 702
Title COUM 705
COUM 710

Target

COUN 715
COUN FZ0
COUN 72T
COUN 720
COUN 735
COUN 740

Class

LI 7
COUM 745
CoUM 750
COoUM 752
COoUM 753
COoUM 754
CoUM 720
COoUN T2
COUM 788
COUM 790
COUM 791
Insert |CoOUM 792

COUM 793

Beling Practic =

the

bability -
.

COUM 794
COUM 795
EDUC 728

Check Spelling

10. The text (the course number) is now anchored to the course description.

11. Repeat these previous steps as needed to anchor names/titles to text descriptions.
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. NAy3 .1 O01¢é& tNB@PA2dza 2SoLIJ IS /2yiSyld xSNBERAZ2YA

**xgdotcMS| £ £ 264 | RSOSE 2LISNI 2NJ LJdzof AAKSN) G2 AGoNARYy3I ol
versions. These versions are versions created prior to the most recently saved version. Multiple versions
2F 6SoLJ IS O2yiGSyd YIFe& o6S | diseAfl 06S F2NI I RSOSTt 2 LI

1. Inthe editing-capable webpage version of your webpage content, clicko n t h e “"Page Proper
in the left side menu bar.

1>

| EDINBORO UNIVERSITY

of PENNSYLVANIA

] Mew Page
4]
Qgcmg System ABOUTEUP | ACADEMICS | ADMISSIONS | ATHLETICS | CAMPUSLIFE | Ofj
workflow tasks

[ ] create a Task
- conTAIMER E G

School of Education B

2.l n the next screen ¢itkbhe tRAdd! Fdi si dITML Pabe) ,

ADD/EDIT HTML PAGE

[ BasicProperties | Advanced Properties Permissions Versions
S

Page/Menu Title: dean_of_ed_requirements

Folder: Jdepartments/education/

Page URL: dean_of_ed_requirements (page_name)
Template: | 2 Column Template v|

3.l n the |ist, myouk'w'nglVéis'sbn'Seeayb'uve“Wersion) C

foll owed by a |ist of previous webpage content
option listed in front of it. Selectwh i ch previ ous version you wish to
andclick® Bri ng Back”. A prompcl iwcdk | @K"n ftio np eyrofuorr nd etc

Browser Files Menu Links

Wiew \Working HTML Pages |\add/Edit HTML Page

ADD/EDIT HTML PAGE

Basic Properties

Advanced Properties Permissions _

Status Action Title Author Modified Date
5 warking Wersion dean_of_ed_requirernents Julie Kearney 2{18{2008 - 1:43PM
Dele® - Bring Back  Yean_of_ed_requirerments Julie Kearney 2{15/2002 - 3:13PM

cancel previe
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Redirecting Your Old Webpage Content to the CMS Webpage Content

***This process must be completed to update your webpage content links available through various
internet search engines and to ensure all visitors view the newest webpage content.

1. Loginto WPS (Web Presence System), find your selectedpage and “ e-tbiogenytuhi s page’
page in WPS.
2. Locat e t h ewhithToetxins tAermaimcdntent for your page.
a. You' ' Il need to “change mode” to HTML, simply

3. Scroll to the very bottom of ALL your script (placed just above the <DIV></DIV> end script line) and copy
& paste the following script into your TextArea box:

<script type="text/javascript">window.location=" NEW WEB "A/BpRE S S

ien tem]o UR L New Window?[est URL [Delet
Add anather menu item

TEXTAREA 1
This block of HTML will appear belogwihe Pag

Show Placement

e |eft side of the page, right side of the page, or at full width.

Text/ I-iTML Code EQgQ
<P align=center=<EN?
<P=</SPAN=</P>

<SCRIPT type=text/javascript>window location="http-//cms edinbaro edu/departments/education/dean_of _ed_index dot";</SCRIPT=

om0 of the 14 universities in %BRtvPennsyIvania‘s State System of Higher Education</STRONG=</EM=</P> -

<DIV=</DIV= e
Layout: | RIGHT. CLOSER TO IMAGE (May collide with TextArea 2 or 3)
item may have hyperlinks associated with if.
Pennsylvania's State Sy | http://www.passhe edu/tc | Yes v m m

NCAT<Y 15E hitp:/jwww.ncate org Yes v

[ Addalinkto TEXTAREA_1 |

4. After you paste the above script, you will need to change the NEW WEB ADDRESS within the script
to your NEW CMS webpage address. You must copy & paste the new URL address from your CMS
webpage content. DO NOT type this new URL because it will not function properly. This URL is the
address a user will be redirected to on the web.

5. After you have completed the address change, simply review the page and your NEW page should
be displayed.

6. Please save your update.

7. This process should be repeated with ANY of your old pages, which should be redirected to a new
page.

*** |f you do not insert a redirect, there is always a possibility someone will access the OLD
information — unless your old page is a CWIS page. Please remember that CWIS pages will not be
accessible after May 31°.
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