MAN UNIVERSITY OF

g’" GEORGIA

OmniUpdate User Training

Review for Updates on: February 1, 2018

This training is designed to familiarize you with the OmniUpdate content management

system, or CMS, and how it can be used to make updates to websites within your account.
Overview

This guide uses the website for Enterprise Information Technology Services (EITS) as an
example. Your website may look different and have different folders and pages, but the tools

for creating and editing pages are the same.

This guide covers the basics of creating and editing pages. For more advanced functions,
such as editing headers and footers and creating new sites, please contact your site

administrator.

Logging In

Depending on how your website was set up, you may be able to login via a hidden link
included somewhere on your page. You will be advised of the location of this link when your
website is created. If you do not have a hidden link, you can also log in to your dashboard by

visiting the link provided by your site administrator.
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When you click on the hidden link or visit the login URL, you will be taken to the OmniUpdate

log-in page.
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2013 EITS Priorities EITS is the central information technology organization at the University of Georgia. The
organization supports faculty, students, and staff at the University of Georgia. Our goal is to
help the UGA community utilize technology as a tool to enhance teaching and learning,

OmniUpdate Workflow Process

In OmniUpdate, a site administrator can set access settings for each user, so a user is allowed

certain privileges and given certain restrictions based on their “level” within the site.

There are several levels. Site administrators and designers are allowed to make changes to
the page structure and source code. Other levels may be able to only edit, create and publish
content; some levels of users may be able to edit content, but not publish, and others can

view content but not make changes.

This also allows for a workflow for posting and editing content, where you can set up some

users as “approvers” who review content before publishing it.

For example, if you have the ability to edit content and create new content but not publish,
instead of a green Publish button, you will see a button that says Submit. Clicking this button

will bring up a message window to send the page to your designated approver.

Finding a Page in the OmniUpdate File Structure




From your OmniUpdate dashboard, you can find the page you want to edit by scrolling over

the Content link at the top of the page and clicking on Pages.
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Pages and content in OmniUpdate operate under a folder system. Each section of your
website is a folder. To edit a page, you'll need to find the section/folder that your page is in,

and open it.

For example, if | wanted to edit one of the Stories pages on the EITS website, | would need to

click on the Stories folder, which would bring up a list of pages under the Stories section.
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Editing Content on an Existing Page

To edit content on an existing page, first log into OmniUpdate and find the page that you
wish to edit. After you open it, you should see several options at the top of the page,
including Preview and Edit.
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Central Col g Resources

Central Computing Resources are resources that are available to all UGA students, including:

UGAMAIL: University email system
UGA Portal: Gateway to multiple resources offered by the University
Athena student information system

GIL: University of Georgia Libraries' online information system
Free software downloads to UGA students

Disability Resources

EITS Computer Labs have a variety of adaptive systems for the visually and motor-skill
impaired. Right now SITES offers Disability Resources at the Student Learning Center.

EITS Help Desk

In addition to the consulting support available in the Miller Learning Center lab, EITS
operates the Help Desk [ to assist with more detailed questions and problems.

a.cms.omniupdate.com/ 10/#oucampus /ugaeits/ preview/ support/cts/index.pcf

You will also see a yellow light bulb icon. That means the page is checked out to you. You
can only make changes to the page when it is checked out to you. If there is a lock icon
instead of a light bulb, the page is checked out to someone else and you cannot edit it until

the page is checked back in by that user or the site administrator.

To make changes, click on Edit.

Green edit buttons should appear over the content you have access to update and change.
For example, if you are granted access to edit the main content on a page, a green button will
appear over the main content. Once you click on it, you will be able to make changes to the
content within that area. Depending on your level within OmniUpdate and privileges, you

may not have access to edit every part of a page.
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The editing toolbar is similar to one you might find in Microsoft Word, with a few extras. You
should have options for cut, copy and paste; making text bold and changing the alignment of
text; changing the paragraph styles; inserting links; inserting tables; and inserting pictures

and video.

You also see an option for changing the form of the text, creating headings, paragraphs and

block quotes.
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Location Hours Software Phone Number

Standard Set | 706-542-8357
Graphics Set

Standard Set ' 706-542-8344
Standard Set | 706-542-2041

Brumby HaII| 7am - 2am

Creswell Hall 7am - 2am

East Campus Village 7am - 2am

Family Housing Mon - Thu: 5pm - 10pm : Standard Set : 706-542-1473




Inserting and Editing a Text Link

To insert a link in the text of a page, highlight the text you want to make a link and click on

the link icon in the toolbar.
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will also be increased from a maximum of 25 GB to 50 GB.

During the upgrade, people may not be able to access UGAMail for brief periods of time,
but email will continue to be sent to inboxes, according to Lucas. It could take Microsoft
anywhere from 24 hours to one week to upgrade all 116,000 UGAMail accounts.

receiving emails on UGAMail after November 1,
pteps you can take to fix the problem,” Lucas
ontact the EITS Help Desk.”

UGA's EITS manages UGAMail accounts. EITS has screen shots of the updated Web design
and answers to frequently asked ions available at uga.edu. The EITS Help
Desk is available at 706-542-3106.

This will bring up a window for you to type in the link. You can also select the text to display

and whether you want the link to open in a new window.
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Inserting an Image

To insert an image, you must first upload the image to the Images folder in OmniUpdate.
You can find the Images folder by clicking on the Resources folder, then on Files, then

Images.
e s
‘ * _resources * files *— Upload | | Q Quick Search (7]
O [ Name= Status  Modified Options Staging = Production ¥
O documents 1/27/16 3:24 PM
R 7 images 1/27/16 3:25 PM

Click on the Images folder to open it, then click on the Upload button in the upper right
hand corner.
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From there, select Edit and Upload Image. You can either click the green Add button to add
files or simply drag them from your desktop. Then click Start Upload.

Upload to /_resources/files/images | /

Type () Upload Files @ Edit and Upload Image

Access Group (Inherit Existing) v

Files [ J.CEM or drag files from desktop

Cancel Start Upload



Once the image has been uploaded, this screen will appear, which will allow you to Resize,
Crop, Rotate and Zoom In on your Image if you wish. Once you have finished making

changes to the image, be sure to click the blue Save button at the bottom of the screen, or
your changes will be lost.

Tools Edit Image
{2 Resize v
1 crop v
O Rotate
& Zoom v
A ER

m

Estimated file size: 24.0K (JPG)

Cancel

A new screen will pop up, showing you your image. From there, you can go back to the page

you were editing (using the OmniUpdate file structure) and place the image on the page.

To place the image on the place, open the page you wish to edit and click on the green Edit
button to open the editing window. Click on the photo icon to place the image on the page.
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ving modules, as well as improvements to the bus tracker.

The app is updated on a regular basis, with input from the UGA Student Government
Association, EITS, and other partner departments on campus.

“If you have ideas or want to see new enhancements to the app, please submit feedback
through the mobile app or contact us directly,” Peiper said.

The UGA Mobile app is available for the iOS and Android devices and includes bus
trackers for UGA Campus Transit and Athens Transit, an interactive campus map, access
to your student account and Bulldog Bucks, a dining hall meal planner, information on
gameday parking and more. It's the best of the Bulldog Nation in one central app.

To download the app, visit mobileapps.uga.edu (2. For more information about the UGA
Mobile app or upcoming updates, contact Lance Peiper at Ipeiper@uga.edu =

This will open up a window for you to search for the image in the OmniUpdate file structure.
The most recently-edited image should appear at the top.



Select Image
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Cancel Insert

Click Insert to add the selected image to a page. You can also choose the alignment for an

image. Make sure you put in descriptive text as well, so that the page meets web

accessibility guidelines.

| Insert/Edit Image X

General Appearance

Source {{f:9151957}}

o |

/_resources/files/images/homeScreenugamail.jpg

Decorative

Description | UGAMail mobile app homescreen |

UGA Mobile App home screen

Tooltip uga mobile app home screen

Dimensions UGAMail mobile app homescreen pportions

Class | (not set) -

ID




Once you click the blue OK button, the image will be inserted on the page. From there, you
can move the image around and resize it.

Inserting Video

To insert a video from YouTube, Vimeo or other online video service, you must first have the

embed code. You can easily find this, usually under the Share option on the video.
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. ugamailvideos

S Chomelsgiy 530 views
+ Addto s Share  see More |‘ 0 ,l 0
Share Embed Ema

| ="https://www.youtube.com/embed/DssA64WalUxc" frameborder="0" allowfullscreen></iframe>

SHOW MORE

Uploaded on Feb 17, 2011
Instructions

Please keep in mind that this filters will only act on new messages that arrive in your account.

Copy the embed code, then go to the page you wish to edit in OmniUpdate.

The Insert Video button is right next to the Insert Image button in the editing window.
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updates, contact Lance Peiper at Ipeiper@uga.edu = =

If you click on Insert Video, it should open another window. Click on the Embed Code tab,
and paste your videos embed code in the box. Click OK.

The video will not appear until you save and publish the page.
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Insert/Edit Videy X
General  Embed Code
Paste your embed code below:

<iframe width="420" height="315
src="https://www.youtube.com/embed/gZ0u8Q8LXQkK" frameborder="0"
allowfullscreen></iframe>

Cancel

Publishing an Edited Page

After you have made changes on your page, remember to hit save and exit in the top left

hand corner of the toolbar. If you do not save, your changes will be lost.

If your settings allow you to edit and create content but not publish it, you will have to
submit the page for approval before publishing. At the top of the page, instead of the
Publish button, you should see a large green button that says Submit. Click this and it will
open up a window for you to submit the page to an assigned approver in the system. That
approver (an individual in your organization) can review the page and publish it, or choose to

send it back to you to make more edits.

The page is now locked by your approver and cannot be accessed by you until they
either publish it or send it back to you.

If you are allowed to publish pages, you will see a green Publish button. Clicking this button
will publish the page.

I
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Central Computing Resources are resources that are available to all UGA students,
including:

UGAMAIL: University email system 2
UGA Portal: Gateway to multiple resources offered by the University
Athena student information system 2

GIL: University of Georgia Libraries' online information system (2
Free software downloads to UGA students

Disability Resources

EITS Computer Labs have a variety of adaptive systems for the visually and motor-skill
impaired. Right now SITES offers Disability Resources at the Student Learning Center.

EITS Help Desk

In addition to the ¢ ing support available in the Miller Learning Center lab, EITS

Creating a New Page

To create a new page, first find and open the section folder you wish the page to go under.

Then click the green New button to create a new page.

B *
“ » faculty_it Upload | Q Quick Search (7]
| [0 [ Name= Status  Modified Opti Staging | Production~ ‘
O D _navinc 9508 Q 2/2/16 10:47 AM
|:| I; technology_resources_for_uga_faculty.pcf 29K Q 2/2/16 11:16 AM

This will open a new window with options for the page. Most of the time you will select the

option to create a New Interior Page.
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New Content

Create New Folder

N

. »
New Blank File New RSS Article New RSS Listing Page
~ a V R
ZEL = [ =
- o] Ll

LY

B

New RSS Section New Section

Cancel

Selecting an option will open another window, where you can fill out basic page information,
including a Page Breadcrumb, which will be used to calculate the page title and a file
name, which will be displayed in the web address. The filename should be the same as

the page title, but only use lowercase letters, underscores or dashes.

New Page s

Page Breadcrumb  Getting Started

Displayed above the footer. Used to calculate page title.

Filename | getting_started

Enter a filename using only lowercase letters, underscores, or dashes

Page Options

Access Group | (Inherit from Parent) —

Specify the group with rights to edit this file
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Leave the Access Group to “Inherit from Parent”, unless you wish for other groups beside

your own to have access to editing rights. Click Create.

This will take you back to the list of pages under that folder. From there, you can begin

editing your newly created page.

Versioning

OmniUpdate’s versioning feature allows you to revert to an older version of a page at any

time. “Reverting” the content of a page will replace the current content with the older content.

To view an older published versions of a page, you must first check the page out by clicking

the lightbulb icon at the top of the page.

This will give you access to view all the past published versions of a page.

Content » Pages » /access_and_security/index.pcf Q | eits

Cpreview Z Edit <> Source X Properties O Versions v a Q 2 Submit 2]

UNIVERSITY OF GEOP .. Help Desk Systems Status

From here, you can view the older page or compare it to the current page.

Content » Pages » /access_and_security/index.pcf Q | eits
Clpreview Z' Edit <> Source X Properties  #9 Versions v 0 Q m 2] L
Versions (12)
Version ™ Date User Description Options
12 12/24/15 11:23 AM uga 12/24/15
11(Live) 7/29/15 3:17 PM Kerri Testement Live on publish target:

10 7/29/15 3:07 PM Kerri Testement Added ID Federation subsection View ™ Compare > *) Revert
9 7/1/15 3:08 PM Kerri Testement D Page
8 4/17/1512:23 PM Bryan Chasteen ¢ Source
7 3/30/15 12:19 PM Bryan Chasteen

; 6 3/27/15 7:51 AM Bryan Chasteen
5 3/25/15 5:33 PM Bryan Chasteen

4 a/25/15 524 PM Rnuan Chastean

Show 100 ~

When you compare versions, any changes made to the page will appear in red, for deletions,

and green for additions.
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Content » Pages » /access_and_security/index.pcf Q| eits

" = #
Clpreview Z Edit <> Source X Properties = O Versions v Q W (7]
Version Compare
Comparing current staging version to Version 8 from 4/17/15 1:23 PM. Go to version: € 8 > Hide Includes Page G
¢ Athena @

Athena is the student information system that includes class registration, financial aid, student records and more
* VirusProtection 2
Protect Your Computer

All computers connected to the UGA network are required to have anti-virus software in addition to other safeguards such as anti-
spyware capabilities, software firewall, and update-to-date security patches.

Usage 2PetieyPolicies

The Office of Information Security maintains several policies related to the use of computers and information at the University of Georgia.

Secure UGA 2

SecureUGA is the University of Georgia's information security awareness and training program. This program supports the University's
d security training and accauntahiline madel in which every individial of nosition_has a ihilitv to nratect aur

You can also revert to an older version of the page from the currently published version.

Content » Pages » /access_and_security/index.pcf Q | eits

Clpreview  Z Edit <> Source X Properties O Versions v 0 Q 2 Submit 7]

Versions (1) ©

Version ¥ Date User Description Options
12 12/24/15 11:23 AM uga 12/24/15
11(Live) 7/29/15 3:17 PM Kerri Testement Live on publish target: eits
10 7/29/15 3:07 PM Kerri Testement Added ID Federation subsection Q view ~ Compare ™ ') Revert
9 7/1/15 3:08 PM Kerri Testement D Page
8 4/17/15 12:23 PM Bryan Chasteen ¢ Source
7 3/30/15 12:19 PM Bryan Chasteen
6 3/27/15 7:51 AM Bryan Chasteen
5 3/25/15 5:33 PM Bryan Chasteen
4 AR5 524 PA Rnzan Chastean
Show 100 ~

Deleting a Page

Only site administrators can delete pages; editors and content creators cannot.
However, editors and content creators do have the option of moving a page to the Recycle

Bin, so that the page does not appear on the published site.

To move a page to the Recycle Bin, hover over the page name in the list of files. If you go to
File, you will see options to Rename the page, Move the page to a different folder, Copy the
page or Move to the Recycle Bin.
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O O Name= Status  Modified Options Staging | Production ¥

_navinc 9508 Q 2/2/16 10:47 AM
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/ﬁ Move to Recycle Bin

Click Move to Recycle Bin. A new window will pop up asking you to confirm that you want to
move the page to the Recycle Bin. Click the red Move to Recycle Bin button to confirm.

Move [ test.pcf to Recycle Bin

Are you sure you want to move test.pcf to the Recycle Bin? Derivative files on the
production server will be permanently deleted.

Cancel Move to Recycle Bin

If you wish to retrieve a page from the Recycle Bin, contact your site administrator.
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