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Login/ Basic Pages NJCU Training Guide

Login

« Go to http://njcu.edu/user
+ Log in using your username and password

fful} N] ' I | ABOUT ADMISSIONS ACADEMICS CAMPUS LIFE ATHLETICS APPLY NOW
%

oo,

b

Username *
master

Enter your njcu.edu username.

Password *

Enter the password that accompanies your username.

Creating Basic Pages

- To create a basic page, click on “Add basic page” at the top left corner of the page
in the gray toolbar.

#& Content

Find content Add basic page Add tertiary page Add event Add news Add link Add form

- Create a title for the page (having a subtitle is optional).

v General Information

Title *

Sub Title
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* Create a title for the page (having a subtitle is optional). Assign the group to which the
page belongs by selecting from the drop down menu.

+~ Group

Group *

[ - Select a value - v ]

« Choose a Hero Image by clicking on ‘Browse’.

~ Hero Section

Hero Image

BROWSE

Hero Caption

* Click on choose file and find the image that you want and click Upload. Then Click
Next. In the next window, click save. It is not necessary to edit any of the fields.

Upload a new file *

Choose File no file selected Upload

Files must be less than 8 MB.
Allowed file types: png gif jpg jpeg.
Images must be smaller than 1600x900 pixels.

Next
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* Use the Library tab to the right if you want to use an image from a database to which
users have uploaded images. Once you find the image that you want to use as your
hero image click on it. Then scroll to the bottom of the page and click ‘submit’.

LIBRARY
File name Type
P Sort by Order
- Any - o Upload date + Desc ¥ Apply
e o
‘ = screen_shot_2016-
0cb73c4cb5c079c7 ba YT i 04- 2]
754eba205e12029¢ 720, 71703 i, ‘ 15_at_312.03_pm.p _mg_4867_hepbur
ipg 768.ipg 937jpg njeu_profile jpg ng n_cut_outjpg

fulbright_top-

student-producer-

econ-hero.jpg

finance-hero.jpg

1090-2015-2016.jpg

| i ]
| '
= 4| | B rh
\ . 3
& honors-program- b hool-of-busi
psychology-hero.jpg Ig.ipg about.jpg hero.jpg Ig.jpg marketing-hero.jpg
l-_ i ,
! AR
.| |5 ] ~
q> E K | —
m b e*e —
administration- edu-leadership- ——
hero.jpg hero.jpg apply.jpg njcu_profile-1.jpg i hero.jpg 3.jpg

gothicnet2.jpg

1 2 3 4 56 6 7 8 9 .. next> last»

Submit

* Add content in the body section. You can customize the format, font, size and style by
utilizing the drop down menus on the right hand side of the toolbar below.

~ Basic Layout

Body (Edit summary)

FE = EE — i o P A.- x2 %, * [E] Source = @ || Format -

Font e Size "™
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* It is possible to customize your layout into columns of text or images (this is optional).

+ Custom Layout - Option

Addrow ¥ Tools

* Click on add row. Add column will appear. Then click on add column.

~ Custom Layout - Option
£ Settings Add column A

Addrow £ Tools

*To add more columns, continue to click add column up till your row is full.

+ Setting the width of columns works in units adding up to 12. The numerical value of
columns should add up to 12 to fill the width of the page. (a value of six creates a
column half the width of the page, a value of 3 creates a column the width of a quarter
of the page, and so on). Click on the drop down menu next to large devices and
medium devices. Make sure that they are both the same number.

* Click save
Column settings ® Close

Title

Grid size settings
Large devices Desktops: col-lg- V.

w N

Styles settings
Medium devices Desktops: col-md-

Animation settings
Small devices: col-sm-

Advanced settings
Extra small devices: col-xs-

SAVE
1



Basic Pages NJCU Training Guide

* In the example below, there are two columns. The one on the left has column settings
at 10 for medium and large devices, and the second on the right has column settings at
2 for medium and large devices. Since both columns (10 & 2) add up to 12, the page will

not have any blank spaces.

~ Custom Layout - Option

£ Settings Add column

Q Q-:-o O 4-:-’ s

Addrow  £3 Tools

* Click on the gear symbol in the left hand corner.

ﬂ 1-1-&

* Click on Add Content.

Add content
[ Edit column
€21 Clone column

) Delete column

* This option is primarily used for text, images and videos. Too add text, click on Text
and then click on custom text.

Add content ® Close
Block
Node
Text
ex Custom text Custom heading
Image
Video

lcon
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* The title is optional. Add the content that you desire under Custom text.
Once you are done make sure to scroll down and click on save.

Settings: Custom text ® Close

Title

Custom text

B I U &b - ampiﬁ,vxzxz“Soumeféja‘Format

0 i @ (o

Disable rich-text

Text format " Full HTML - ! More information about text formats €

* Web page addresses and e-mail addresses turn into links
automatically.
* Lines and paragraphs break automatically.

Visibility settings

‘ » Roles y

Animation settings

‘ » Permissions ’

SAVE

» To add images click on Image then Insert an Image.

Add content ® Close

Block

Search...

Node

Text 5
Insert an image

Image

Video

Icon
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* Click on choose file, select the image that you desire and then click on upload.
Make sure to scroll down and click save at the end.

Settings: Insert an image @ Close
Title

Upload image *
P 9 Choose File no file selected UPLOAD

Allowed extensions: gif png jpg jpeg

Image alt

Image style None

Use your image style for image view. Default will be original of your image.

4»

Image link

Visibility settings
Animation settings » Roles

» Permissions

SAVE

* Use 2nd level navigation in order to create a menu link(s) on a basic page.
» Custom Layout - Option
» 2nd Level Navigation - Option
» 3rd Level Navigation - Option
* 3rd Level Background Image - Option

» Parent URL

* An example of such a menu is below in green letters.

MISSION STATEMENT ADMINISTRATION OFFICE OF THE PRESIDENT NJCU PROFILE AND ACCREDITATIONS HISTORY CONTACT
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* Click on the drop down arrows to the right of None and chose the menu link you would
like. The weight determines the order.

~ 2nd Level Navigation - Option

2nd Level - Parent Page
Tertiary Page
1089-T Information
24-Hour Course: Intro to Teaching

4r

45-Hour Courses

About

About

About

About the Test

Academic Calendars
Academic Enrichment & Test Prep
Academic Planning Sheet
Academic Skills Workshops
Academic Skills Workshops
Acceptance Forms
Accounting Office
Accreditation
Accreditations
Accreditations
Administration and Finance
Admissions

Admissions

Adult Skills Courses

» The option below allows you to create menu links at the bottom of the page such as the
example below which was obtained from the About page.

+ 3rd Level Navigation - Option

3rd Level - Parent Page

’ + Chose the menu link by clicking on the

Tertiary Page

1089-T Information drop down menu that you would like to

24-Hour Course: Intro to Teaching
45-Hour Courses appear at the bottom of the webpage.
About

About

About

About the Test

Academic Calendars

Academic Enrichment & Test Prep

Academic Planning Sheet

Academic Skills Workshops

Academic Skills Workshops

Acceptance Forms

Accounting Office .

Accreditation Example of menu links at the bottom of the page

Accreditations
Accreditations
Administration and Finance

Admissions

STUDENT SUCCESS UNIVERSITY CENTERS STUDENT ACTIVITIES

Admissions
Adult Skills Courses

=2 o~
After the Test
v >
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* Click on browse to choose the background image that will appear behind the menu. Press
upload once you have picked the picture that you want.

v 3rd Level Background Image - Option

Background Image

BROWSE

Upload a new file *

Choose File no file selected Upload

Files must be less than 8 MB.
Allowed file types: png gif jpg jpeg.

Next

* Here you choose the parent url of the basic page. An example of how parent pages work
can be found below.

~ Parent URL

Parent URLs
About
Academics * In this example, ‘About’ is the
Admissions ‘Parent URL of ‘Office of the
Campus Life _ President’ and ‘Office of the
Donate e President’ is the ‘Parent URL

University Profile & of ‘President’s Bio'.

Accreditations .

Mission Statement

History

Administration
b -

Contact
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Revision Information/Moderation.

* You can optionally schedule a date and time for publication by setting a date and time in
the box at the bottom of the screenshot below.

Revision information
New revision

Menu settings
Not in menu

URL path settings
Automatic alias

Meta tags
Using defaults

Authoring information
By Tami Pearson

Publishing options
Not published

SAVE PREVIEW

Revision log message

Provide an explanation of the changes you are making. This will help
other authors understand your motivations.

Revision creation and moderation options
n Create new revision, no moderation Create new revision
and moderate

Moderation means that the new revision is not publicly visible until

approved by someone with the appropriate permissions.

Optionally schedule a date and time for publication

Please use this format: d-m-Y H:i, e.g 18-04-2016 17:46. If you enter
"now" this content will be published immediately. If you do not wish to
schedule publication, leave the field blank.

* URL Path Settings - You can customize the URL (optional).

« When done Click save.

Revision information

New revision

Menu settings
Not in menu

URL path settings
Automatic alias

Generate automatic URL alias

Uncheck this to create a custom alias below.

URL alias

Optionally specify an alternative URL by which this content can be
accessed. For example, type "about" when writing an about page. Use a
relative path and don't add a trailing slash or the URL alias won't work.

Meta tags
Using defaults

Authoring information
By Tami Pearson

Publishing options
Not published

SAVE PREVIEW
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Calendar Events

* To add a calendar event, click on add event on the toolbar at the top of the webpage.

~» Content

Find content Add basic page Add tertiary page Add event Add news Add link Add form

* Create a Title for the Event.

~ General Information

Title *

* Choose the category that corresponds with the event.

Category *
Academic Calendar @ Art Exhibits Athletics Music Special Events Theatre
Workshops
* Set the date and time of the event.
~ Date
@ Show End Date
Date Time
0418/2016 06:00pm
E.g., 04/18/2016 E.g., 06:00pm
to:
Date Time
04/18/2016 06:00pm
E.g., 04/18/2016 E.g.. 06:00pm
» Add a descrintion for the event in Descrintion box.
Description (Edit summary)
B I U= = = E = iZ =& P A.r x2 x, » [] Source = g | Format -
Font " Size '+ Styles " B v @



Calendar Events NJCU Training Guide

* Click on the arrow to the left of the Location tab in order to input that information.

» Location

Location name

e.g. a place of business, venue, meeting point

Street
Additional

City
State/Province
Postal code

Country United States

ap

* Choose the ‘Upcoming events’ group from the dropdown menu.

~ Group

Group *

- Select a value - .

Political Science
Professional Security Studies
Psychology

Registrar

Resources
Sociology/Anthropology
Special Education

Upcoming Events

Visit

Women and Gender Studies
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* Check the ‘Featured’ box under Featured Information if you would like it to be featured
on the homepage. Click on browse to add an image.
» Featured Information

Featured

Feature Image

BROWSE

* Choose a file, click on it, then click upload. Once it’s uploaded click on next.

Upload a new file *

Choose File no file selected Upload

Files must be less than 8 MB.
Allowed file types: png gif jpg jpeg.
Images must be between 400x400 and 640x640 pixels.

Next

+ Scroll down to the bottom of the page and click on save once you are finished.

Revision information
New revision Revision log message

Menu settings
Not in menu

URL path settings
Automatic alias Provide an explanation of the changes you are making. This will help other

authors understand your motivations.

Meta tags . . . .
) Revision creation and moderation options
Using defaults o ] o
n Create new revision, no moderation Create new revision and
moderate

Authoring information

. Moderation means that the new revision is not publicly visible until approved
By Tami Pearson P Y PP

by someone with the appropriate permissions.

Publishing options
Published

SAVE PREVIEW
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News
* To add a news click on add event on the toolbar at the top of the webpage.

#& Content

Find content Add basic page Add tertiary page Add event Add news Addlink Add form

* Choose the title of your News article.

~ General Information

Title *

* Add the content of your Article.

Body (Edit summary)
B I U= £ = E = i= = & P A.- x2 x, ¥ [§] Source = @ | Formal -
Font =\ Y size | style ol B=RTE

* For the group, click on the dropdown arrow and choose general news.

~ Group

Groups audience *

- Select a value - v

* Click on browse to select an image to add along with the News article.

+ Image Section

Image

BROWSE

Upload an image to go with this article.
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* Choose a file, click on it, then click upload. Once it’s uploaded click on next.

Upload a new file *

Choose File no file selected Upload

Files must be less than 8 MB.
Allowed file types: png gif jpg jpeg.
Images must be between 400x400 and 640x640 pixels.

Next

» Add tags that will help people find the article. Make sure there is a comma
separating each word.

~ Categories

Tags

Enter a comma-separated list of words to describe your content.

» To add the news article to the featured section in the home page check off the box
next to Featured.

~ Featured Section

Featured

+ Scroll down to the bottom of the page and click on save once you are finished.

Revision information
New revision Revision log message

Menu settings
Not in menu

i

URL path settings

Automatic alias Provide an explanation of the changes you are making. This will help other
authors understand your motivations.
Meta tags . . . .
) Revision creation and moderation options
Using defaults N ) N »
° Create new revision, no moderation Create new revision and
moderate

Authoring information

. Moderation means that the new revision is not publicly visible until approved
By Tami Pearson P v PP

by someone with the appropriate permissions.

Publishing options
Published

SAVE PREVIEW
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Structure (Administrator)

* To change top level and quicklinks menus, click on structures and then menu.

Structure Mo on  Reports

Find content  Add basic page  Add tertiary page  Add event Add news Add link  Add form Edit shorcuts

Structure

Home » Administration

€9 Trere are security updates avallable for one or mere of your mocules or themes. To ensure the security of your server, you should update Immediately! See the available updates page for more
information and to install your missing updates.

Blocks

Configure what block content ap;

s in your site's sidebars and other regions

Context

Associate mel iews, blocks, etc. with different contexts to structure your site.

Display Suite

Manage layouts for entities and configure fields, view modes etc

Features

Manage features.

Feeds importers
Configure one or more Feeds importers to aggregate RSS and Atom feeds, import CSV files or more,

Field collections

Manage fields on field collections.

Field dependencies

Administer field dependencies for the site

File types

Manage settings for the type of files used on your site.

Flags
Configure flags for marking content with arbitrary information (such as offensive or bookmarked).

Menus

Add new menus o your site, edit existing menus, and rename and reorganize menu links.

Path Breadcrumbs

Manage breadcrumbs for your site's pages.

Quicktabs

Create blocks of tabby

» To edit the mega menu, click the “List Links” under Operations for “Main Menu”.

* To edit the Quicklinks menu, click “List Links” under Operations for “Quicklinks.”
All other menus should remain untouched.

TITLE OPERATIONS

Features list edit add

Menu items for any enabled features. links menu link

Main menu list edit add

The Main menu is used on many sites to show the major sections of the site, often in a top navigation bar. links menu link

Management list edit

The Management menu contains links for administrative tasks. links menu link

Mavigation

g list edit add

T'v_'_ Navigation menu col s links intended for site visitars. Links are added to the Novigation menu a links p— link

modules.

QuickLinks list edit add
links menu link
list edit add

Top Menu °'
links menu link

User menu list edit

links related to the user count, as well as

The User menu col he 'Log out' link links menu link
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Adding Users

* To add a user, click People on the main navigation

A D s BESEE) Modul

Find content  Add basic page  Add tertiary page  Add event  Add news  Add link  Add form Edit shortcuts

Home » Administrat

€  ™here are security updates available for one or more of your modules or themes. To ensure the security of your Server, you should update Immediately! See the avalable Updates page for more
information and to install your missing updates

+ Add user
Username E-mail Active Role
TAny- =) [CAny- T Apply Reset
OPERATIONS
~Choose an operation - 3 Execute
. NAME ACTIVE ROLES MEMBER FOR LAST ACCESS - OPERATIONS
- master
Yes * administrator 3 months 1week 7 min 50 sec ago edit Cancel account
corp@efkgroup.com
- Sherrie Madia * content editor
Yes 1maenth 4 days 5 days 17 hours ago edit Cancel account
smadiaginjcu.edu o moderator
- Joshua Ford
Yes o content editor 1menth 4 days 6 days 17 hours ago edit Cancel account
Jfordanjcu.edu
- Ella Rue
Yes * content editor 1maenth 4 days 6 days 17 hours ago edit Cancel account
erue@njcu.edu
- Michael Perna e content editor
Yes 1menth 4 days 2 weeks 5 days ago edit Cancel account
mpematnjcu.edu o moderator
- Tami Pearson * content editor
Yes 2 months 3 weeks 3 weeks 12 hours ago edit Cancel account
tpearson@NJCU.com « moderator

« administrator
Daniel Elwell
Yes o content editor 1month 4 days 3 weeks 4 days ago edit Cancel account
delwell@njcu.edu
+ moderator

« Then click Add User  # Add user

* Fill in the usersname with “First Name (space) Last Name” and input the email and password.

Job Title

Username *

Spaces are allowed; punctuation is not allowed except for periods, hyphens, apostrophes, and underscores

E-mail address *

ill be sent to this address. The e-mail address is not made public and will only be used if you wi
or notifications by e-mail

A valid e-mail address. All e-mails from the system
receive a new password or wish to receive certain ne

Password *

Password strength:

Confirm password *

Provide a password for the new account in both fields.
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* Next, assign the users role. A content editor is the most basic role, which allows the
user to update content without the ability to publish live.

A moderator allows users to update content

Roles and publish the content live.

+ authenticated user
—| administrator An administrator has access to all functions
of the site.

~ | content editor

~ | moderator

~ | Notify user of new account

* Assign the user as either faculty or staff.

Faculty/Staff *

T Staff

“\Faculty

* Then click Create new account.

Create new account
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Adding Groups

* Before creating any content, add the group where the content belongs to. Groups are used to
segment users into only content they’re assigned to manage.

* To create a group, click Find Content

[ Dash! rd Content Structure Appearance Modules Configuration Reports elp Hello master Log out

Find content  Add basic page Add tertiary page Add event Add news Add link Add form Edit shortcuts

Content -
INSTAGRAM ‘WEBFORMS

Home » Administration

6 There are security updates available for one or more of your modules or themes. To ensure the security of your server, you should
update immediately! See the available updates page for more information and to install your missing updates

+ Add content

* Than Add content. In the list, choose “Group” + Add content

Create Group

Home » Add content

Title *

Revision information

Mew revision Revision log message

Menu settings
Mot in menu

URL path settings P
Automatic alias
Provide an explanation of the changes you are making. This will help other authors understand your

motivations.
Meta tags

Using defaults

. Revision creation and moderation options
Comment settings

Closed @ Create new revision, no moderation

Authoring information ") Create new revision and moderate
By master
Maoderation means that the new revision is not publicly visible until approved by someone with the
- . appropriate permissions.
Publishing options : L L '

Published

Preview

* Assign the group and click Save.

* Once the page is saved, click the Group tab to view users.
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* Once the page is saved, click the Group tab to view users.

ome » TES

Add people
Add group members

People

Manage the group members

Permissions (read-only)
View the group permissions

Roles (read-only)

View the group roles.

» To add the user to the group, click add people. Begin by typing in the name of the
user and the auto-fill feature should appear. Click the associated name and then
assign to either Administrator or Editor role.

® © ® /(ipeopieingroup TEST | nic x Oriana

<« C [ njcu. g lay=group/node/30 min dd-user fady

i Apes Q Brothers Pizza on v
M Dishbowrd  Content Structure  Appearance People  Modules Configuration  Reports  Help Hello master  Log out

Find content  Add basic page Add tertlarypage Add event Add news Add link  Add form Edit shortuts

People in group TEST

Dar|
[paniel ewen

Roles

administrator member

This is the text  user may send to the group administrators

Add users

* Finally, click add user.

Add users
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Add Department

*Before adding a department, make sure that you have created the group with the same
department as well.

* To add a department, click find content and then click add content.
* Choose Department.

* Fill in the title, assign to the appropriate school, and assign to the group with
the same name.

v GENERAL INFORMATION

Title ©

Economics

Sub Title

School

College of Professional Studies
¥ School of Business
The Deborah Cannon Partridge Wolfe College of Education

William J. Maxwell College of Arts and Sciences

~ GROUPS AUDIENCE

Your groups

| Economics v '|

Associate this content with groups you belong to.

Other groups

As groups administrator, associate this content with groups you do not belong to.
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* Next, upload a hero image and thumbnail. You can crop the same hero image into
a smaller, square thumbnail or upload an image. The recommended Header Size is
1400x604 and the recommended thumbnail size is 500x375.

~ HERO INFORMATION

Image *

/ Remove Edit
]

econ-herojpg

Image Thumbnail

& econ-thumb.jpg Remove
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* To add content, first insert the copy with the name of the department as an H3 tag.

B I U

ECONOMICS

s@mP

b X2 X, 9 [ Souce = @

Format ™| Font ¥ size ™| styies e

Zwed 4

If you have ever been told that you are overly inquisitive, the New Jersey City University Economics Department might be the place for you. We welcome the deeply
curious and the highly analytical, and we grow those attributes through rigorous intellectual inquiry.

Economic Department faculty members are committed to the highest level of teaching excellence, which includes a genuine passion for the discipline of economics

and an investment in fostering student success.

Through a breadth of coursework that combines a theoretical foundation with real-world application, students learn to understand the economic phenomena that
drive our world. From the history of economic policies to the role of technology in economic growth, from the United States’ economy to globalization, we offer a
range of topics that prepare students to apply critical thinking to everyday problems and the larger issues facing our society.

Feed your curiosity and contact us today to learn more.

* Next, in the custom layout, create 1 row.

~ CUSTOM LAYOUT
Settings B Add column

o

Insert an image

} Insert an image

£ Settings Add column

@Add row @ Tools

In that row, create 2 columns.

L

o Cuistom text. o

+ Custom text

* The first column should be sized as an 8. Click save. *do not title the section

Column settings

® Close

Title

Grid size settings N
9 Large devices Desktops: col-

\a-
Styles settings o
Medium devices Desktops:

Animation settings col-md-

Small devices: col-sm-
Advanced settings

Extra small devices: col-xs-

Save Delete

* Create the second column and

Column settings

None §

None &

assign as 4. Click save. *do not title the section

Title

Grid size settings

Styles settings

Animation settings

Advanced settings

Save Delete

Large devices Desktops: col- 4 H
Ig-

Medium devices Desktops: 4 5
col-md-

Small devices: col-sm- None ¥
Extra small devices: col-xs- None &
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* In the 8 column, upload an image by clicking %¥ and then clicking on add content.

9 Add content
& Edit column
(3 Clone column
@ Delete column

» Select image and click insert image.

Add content @ Close

Block
Node
Text Insert an image
Image
Video

Icon

* Upload the image and click save.

Settings: Insert an image

Title

Upload image * [ econ-co.jpg Remove

Allowed extensions: gif png jpg jpeg

Image alt

A

Image style MNone O]

Use your image style for image view. Default will be original of your image.

Image link

Visibility settings

» ROLES
Animation settings

» PERMISSIONS

Save
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* In the 4 column upload brief content by clicking $¥ and then clicking on add content.

[ Add content
& Edit column
(3 Clone column
@ Delete column

* Click text and choose custom text.

Block

Node
Text Custom text
Image

Video

lcon

* Input the copy and click send. Make sure to delete the title.

Settings: Custom text @Close

Title

Custom text
f

Bl UuUusiEEIE::EIS =@ o A~ x* X, 99 [5] Sowrce = &  Normal = | Font = | Size = Styies * A&

The pursuit of economics is an excellent foundation for graduate work in a variety of disciplines, as well as for many careers. Economics majors go on to

work in business, law, public service, finance, the nonprofit sector and much more. The possibilities are as diverse as the strengths and interests of our
students,|

| body p

Disable rich-text

Text format FURHTIAL : More information about text formats
« Wieb page addresses and e-mail addresses tumn into links automatically.
« Lines and paragraphs break automatically.

Visibility settings

» ROLES
Animation settings

» PERMISSIONS

Save
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» After both sections are complete, your custom layout should appear as the following:

+ CUSTOM LAYOUT

O Settings B Add column

PR o

Insert an image Custom text.

. l
» Insert an image | » Custom text

&

@®Add row & Tools

* Finally, click save at the bottom.

Save Preview Delete
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Add a Link

* If you want to add an internal or external link to a page menu, use the Link button in
the main navigation.

* Fill in the title of the link, assign to either 2nd or 3rd level navigation (or both),
and input the external link. You can optionally weigh the value against the current
navigation.

* Then click save.

Hello master  Log out

Find content  Add basic page  Add tertiary page  Add event Add news Add link  Add form Edit shortcuts

Create Link ©

Home » Add conten

Title *

2nd Level - Parent Page
-None -

3rd Level - Parent page

-None -

External URL

Revision information

vision Revision log message

Comment settings
Closed

URL path settings
Automatic alias

Provide an explanation of the changes you are making. This will help other authors understand your motivations.
Meta tags
Using defauits

Revision creation and moderation options
S TR © Create new revision, no moderation
By master

Create new revision and moderate

Publishing options
Published Moderation means that the new revision is not publicly visible until approved by someone with the appropriate permissions.

Preview
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Adding an Alert bar

* To add an alert, click Find content and add content and choose Announcement.
* Fill in the name if the alert is the main headline.

* Then add a brief description.

To publish the alert live, check off Published under Publishing Options.

* Then click save.

Home » Add cantent

Title *

‘GROUPS AUDIENCE

Your groups

| -None - v |

Associate this content with groups you belang to.

‘Other groups

As groups administrator, associate this content with groups you do not belong to

Body (Edit summary)

B &P A X2 x, 9 ESouce [ & Fomat =] Font 9| size ¥ ses B @k @ il

Disable rich-text

Text format | Full HTML + More information about text formats

mail addresses tumn inta links automatically.
phs break automatically.

- Web page addres

Revision information

New revision Revision log message

Comment settings
Closed

URL path settings 4
Automatic alias
Provide an explanation of the changes you are making. This will help other authors understand your motivations.
Meta tags
Using defauts . )
Revision creation and moderation options
b (© Create new revision, no moderaticn
By master
") Create new revision and moderate
Publishing options
Not published Moderation means that the new revision is not publicly visible until approved by somecne with the appropriate permissions.

Optionally schedule a date and time for publication

Please use this format: d-m-Y H:i, e.g 19-04-2016 10:71. If you enter "now" this content will be published immediately. If you do not wish to schedule
publication, leave the field blank.

Save Preview
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Adding a webform

* To start, click add form on the main navigation.

* Add the name of the webform, the group it belongs too, and a hero image.

A Da Con ople  Modules Con Reports elp Hello master  Log out

Find content  Add basic page Add tertiary t  Add news Add link Edit shortcuts

Create Webform ©

Home » Add conten

~ GENERAL INFORMATION

Title *

Sub Title

~GROUP

+GROUP

Your groups
-None -

Associate this content with groups you belong to.

Other groups

As groups administrator, associate this content with groups you do not belong to.

+HERO SECTION

Hero Image
Browse

Hero Caption

* Add a description of what the form is for in the basic or custom layout and apply it’s
menu location.
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+ Add a description of what the form is for in the basic or custom layout and
apply it’'s menu location.

~BASIC LAYOUT
Description

B I U e

& O A x2 X, ¥ E Souce = @ Format  F|| Font =) || size ¥ | Styles =N ]

-l

Disable rich-text
Text format | Full HTML : More information about text formats

« Web page addresses and e-mail addresses turn inta links automatically
« Lines and paragraphs break automatically.

Revision information

New revision Revision log message

Menu settings
Netin menu

URL path settings P
Automatic alias

Provide an explanation of the changes you are making. This will help other authors understand your mativations.
Meta tags

Using defaults
Revision creation and moderation options

Comment settings (") Create new revision, no moderation
Closed
@ Create new revision and moderate

Authoring information
Ty Moderation means that the new revision is not publicly visible until approved by someone with the appropriate permissions.

Publishing options
Not published Optionally schedule a date and time for publication

Please use this format: d-m-¥ H:f, e.g 19.04-2016 10:17. If you enter "now" this content will be published immediately. If you do not wish to schedule
publication, leave the field blank.

Save Preview

* Click save.

* Once saved, click on “webform” on the page navigation tabs.

HOME > CONTACT ADMISSIONS > REVISION OPERATIONS

WView Webform Results Revision operations
List all revisions View Current Edit Current Publish
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* Here is where we will build the form fields.

HOME » TEST

Form components Conditionals E-mails Form settings
Show row weights

No Components, add a component below.

+ B ADD

* First fill in the name of the field, typically nhame or email address.

* Then assign the type of content you would like inserted from

the “Type” dropdown.

Date * Then click add.
E-mail
Fieldset
File
Grid
Hidden
Markup
Mumber
Page break
Select options
Textarea

v Textfield

Time
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* Once you click add, a detailed form filler will appear. Only change whether a field is
required or needs to be unique.

Edit component: testl

HOME » TEST

Form components Conditionals E-mails Form settings
Label *
testl

This is used as a descriptive label when displaying this form element.

Field Key *

testl

Enter a machine readable key for this form element. May contain only ic cl and es. This key will be used as the name attribute of the
form element. This value has no effect on the way data is saved, but may be helpful if doing custom form processing.

Default value

The default value of the field. Browse available tokens.

Description

A short description of the field used as help for the user when he/she uses the form. Browse available tokens.

~ Validation

I Required
Check this option if the user must enter a value.

~1 Unique
Check that all entered values for this field are unique. The same value is not allowed to be used twice.

Maxlength

Maximum length of the textfield value.

» Once filled in, click save component.

Apply a class to the wrapper around both the field and its label. Separate multiple by spaces.

CSS classes

Apply a class to the field. Separate multiple by spaces.

SAVE COMPOMNENT
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« After filling in the fields, you then decide where the form will be sent too. To choose an
email address, click webform and then click e-mails.

HOME » TEST

Form components Conditionals E-mails Form settings

* In the field box, type in the appropriate email address and click add.

I T " S S " S

Currently not sending e-mails, add an e-mail recipient below.

# ® Address: |TEST@njcu.edu Component value: | Test1$ “

This will bring you to a detailed configuration. Leave all fields as-is and click save
email settings.

HOME » CONTACT ADMISSIONS

Form componants Conditionals E-mails Form settings
E-mail to address
® Custom: TEST@NCU.e0w Comporent: Tt g
Form submigsions will DO 8 MAREE 1o NS MICress. ANy &MAI, SROCL OF NIGIEN 107 SIement May De SHeCIRT 25 tNQ reCRion aJaress. MUIEDIe &Ml AOOresses may
DE SEQATHIRD DY COMmAaS.

# Enable sending
Uncheck to disable sending this emad

E-mail header details
E-mail subject

& Default; Form submission from; Contocr Admissions Custom; COMPOnent: | Tesiea 38

Arry textfieid, select o hidden form element may be selected as the subject for e-mals.

E-mail from addréss
# Default: corpBefkgroup com Custom: Component:  sem1

Arry emai, select, or hidden form element may be selecied as the senders e-mail address.

E-mall from name

&= Default: njcu.edu Custom: Component: Tesime3 §

Aryy textfieid, select, or hidden form element may be selected os the sender's name for e-malls.

» E-mail template
An e-mail tempigte con customize the dispigy of e-mails.
Detaut empine §
Submitted on [submissior-datedong]
Submitted by user: [submission:user]
Submitted values are:

{submissionvalues)

The resuits of this submission may be viewed at:
[submission-url]

Browse available tokens,

*» Included e-mail values
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Once complete, your final form should look similar to this one:

000 < [am] njcu.edu
Strucwre  Appsarance  People  Module ration  Reports  Help Hello master  Log out

Find content  Add basic page  Add tertiary page  Add avemt Addnews  Add link Add form Edit shortcuts

( tu) NI‘ l ABOUT ADMISSIONS ACADEMICS CAMPUS LIFE ATHLETICS APPLY NOW
\
¥

View || Edit | Manage display | | Webform || Results || Revision operations

+ Clone content

Lorem ipsum dolor sit amet, et putant facilis ceteros est, posse dolores interesset ex qui. Eam an stet erant. Meis elitr mnesarchum ei
sed. Facilis fuisset vim ne.

Ei ecs persius scribentur, congue dolore menandri eam an. Debet quaestio vituperatoribus his id, ef lacreet salutandi intellegat cum. In
mollis omittam verterem quo, sed amet interesset ne. Eum ad erat error disputationi, cu pro liber aliquande vulputate, liber exerci te
eam. Pri eu modus liber propriae.

Test1*
Testline 2*
Veur &) (Wortr 1 [ Day <m

Testline 3

Testline 4

SUBMIT

DONATE
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Adding Faculty and Staff
* To add Faculty and Staff, click Find Content and Add Content. Then choose Faculty & Staff.

HOME

Announcement
Article
News articles for the news section
Basic page
Pages for schools and departments
Department
Departments for NJCU
Event
Events for upcoming events calendar
FacultyStaff
Home Page Slider
Link
School
Schools for NJCU
Social
Tertiary Page
Webform

Create a new form or questionnaire accessible to users. Submission results and statistics are recorded and accessible to privileged users.

* Fill in the name of the Faculty/Staff member, the department, the phone extension, the
location and email address. Click save.

HOME » ADD CONTENT

Title *

Groups audience

-None- &

Department

- None - A

Phone Extension
Location

Email

Menu settings
Not in menu | Provide a menu link

URL path settings
Automatic alias

Meta tags
Using defaults

SAVE PREVIEW



