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Chapter 1: Introduction
This guide will be a step-by-step tutorial to the Adobe Experience Manager (AEM) Web Content

Management System (CMS). Adobe recently rebranded the tool from Adobe CQ5 to Adobe Experience
Manager (AEM) and you might notice both terms being used in the system.

1.1 Responsive Design
Responsive Design means that as a window changes size, the content is able to adjust accordingly,

scaling up/down buttons, pictures, and menus in order to make the website more user-friendly for the

device it's being rendered on.

Example: Visit www.bgsu.edu, experiment by resizing the window; you will notice that the menu will

collapse on itself, and the picture will get smaller if needed.

Full Desktop View Scaled Down Desktop View

Save $50 per credit hour up to 6 credit hours!

v LA

Apply . Scholars Class  Program:

s
Visit Directe
Now - Calculator ~ Search  &Majors o0

1.2 Edit Anywhere
With this CMS, users can edit Web pages no matter where they are by logging in to the Adobe CMS.

Whether the user is at home, in the office, or on their laptop in the lobby somewhere, making quick

changes is fast and easy.
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1.3 Logging In
In order to access the Adobe CMS, you must log in to the designated Web page using your BGSU

username and password.
Tips for Login:
o Use Mozilla Firefox when logging in if possible.
o Google Chrome and Safari will work, but with bugs.
o Internet Explorer and the Adobe CMS do not get along.
o Depending on your computer’s settings and software, you may get security warnings when

logging in to this site. Always click the option that will allow you to proceed to the website.

1. Use this link to get to AEM: www.bgsu.edu/aem

2. Login using your BGSU username and password (excluding “@bgsu.edu”)

3. Once logged in to AEM, the screen should display as shown below.
(@I ereeERe s

Websites | @, Search

@ @ | @ New... - | Copy Delete | Move... | Activate ~ Deactivate v & Tools Help
33 Websites Tite Name Publshed Modified Status Impressions Template:
] Catalog Blueprints 1 keAens  iearens 1 3 BGSU Tertiry Page
© 3 Campaigns
B0 Assets 2| callouts a 0 BGSU Tertary Page
@] Bowiing Green State University 3 Human Resources  human-resou 03-May-2017 0 BGSU College Page
58 Bowis ;
5] Boving Gren Sats Universty 4 AdobeTarget  adobetarget 08-Feb-2016 8 25-Mar-2016 08: 0 BGSU Tertiry Page
5| About BGSU about B 21002016 0 BGSU Tertary Page
6 Academic Advising  academic-ad 07-Mar-2017 0 BGSU Tertary Page
7 Academic Invest. 01-May-2017 0 BGSU Tertiary Page
8 Accessibiity 26-A0r-2016 ( 0 BGSU Tertiary Page
9 Academics 14-A0r-2017 0 BGSU College Page
10 Equit, Diversty, .. access-divers. 28 Feb2017 0 BGSU Tetiary Page
11 Administatve OF...offces 08-Mar-2017 0 BGSU College Page
12 Administrative St.. administrativ 0-Apr-2017 0 BGSU Tertary Page
13 Admissions admissions 26-ppr-2017 0 BGSU Tertary Page
@) Admissions
@) Ar Force ROTC 14 ArForce ROTC  air-force-rotc 23302017 ¢ ) BGSU Tertiry Page
8 Amy ROTC 15 Amy ROTC amyrote @ 23302017 0 BGSU Tertary Page
PE Theats 16 Thenrts the-arts Od-hpr-2017 0 BGSU Tertary Page
@] AZlinks
&) BGSU: A Community of Care ¢ 17| AZlinks azlinks 07-Apr-2017 [ BGSU College Page
3] 861 Plus 18 BGSU: A Commu... v-care 17.0c2016 0 BGSU Tertiry Page
Qecisop 19 BG1 Plus ba1-plus 05-May-2017 ) BGSU Tetiary Page

4. Ifyour screen doesn't display as shown in #3 and looks like the screen below, please go through
the following steps.
a. Oncelogged in, select Sites.
© Adobe Marketing Cloud > Experience Manager Hep B 2

i. This areais a new user

interface (Ul) that

= Projects HH]

Sites

Adobe recently

Assets

Communities

There is no content to display.

ounche e ere st = Clicthe + button sbove to add content.
using the classic user

interface until the new
system is completely

finished.
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b. Once Sites is selected, click on the computer @ Adobe Marketing Cloud > Experience Manager
*TY O = o+
o ;

i. This will get you to the classic Ul from S

the new user interface. sites
Assets ) R ’

Communities k) o B

icon on that same Sites tab.

Chapter 2: AEM Overview

Adobe Experience Manager Interface
Your screen is divided into several sections:

o The console is the top green area, which is how you will navigate between the Web
Content Manager (WCM) tab & where all the websites are stored and the Digital
Asset Manager (DAM) tab e where all your assets are stored
(Ex: photos and documents).

o Thetool baris at the top over the right pane in gray and will be explained in more
detail later in the overview.

e The left pane is along the left-hand side and consists of all of the “parent” pages,
which will be explained in more detail later in the overview.

o The right pane shows “children,” or subsets pages, of what is selected in the left

pane.

2.1 Parent Child Relationship

AEM'’s system builds its websites on parent and child relationships. As )

. . . . . . =) Website: -
you can see in the image below, all of the University websites live under 3 Catalog Bueprints
[__] Campaigns
the parent page of Bowling Green State University. @ ] Assets

£ ] @ marketing.adobe.com
=] 0:] Bowling Green State University

= @ ‘Home
@] AboutBGSU

@) Student Life

m

22 Left Pane %SmdentSuccess
. . . . @| Mission
The left pane is how a user will locate their webpage. Under Bowling @) Administration
@ Accreditation
Green State University > Bowling Green State University are all of the &) History & Traditons

@ Honors & Awards
@ Prominent Alumni
@] Life in Bowling Green
. . # @] Academic Investment in Mathemati
page, select the Plus sign beside the parent page. é Academics
0,:] Administrative Offices
# @) Administrative Staff Coundil
] 0:] Admissions

websites in the system. To view all of the child pages under the parent
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If you are having trouble finding a website, follow the URL structure. For example, the

http://www.bgsu.edu/about/student-life.html webpage can be found under Bowling Green State

University. Then navigate to the About BGSU parent page and you will see the Student Life page in the
right pane.
A o e e G OMSOI e ———

Websites | @, Search

& Left Pane @ | @ New... ~ | Copy Delete | Move... | Activate ~ Deactivate ~ | Workiow... & Tools~ Toolbar el
359 Websites Title Name Publshed Modfied - Status Tnpressiors Template
@ j ‘:‘:]g"s 8 Pmme@ht Pane prominent-alumni @ 25-Apr-2019 09:55 (Sidney Sand 0 BGSU Tertiary Page
3 entities 4 Admiistration adminisration @ 19-20r-2019 15:16 (Taylor Bohn o BGSU Tertiary Pag
3] forms 2 Student Success student-success @ 167an-2019 14:35 (Sidney Sand 0 BGSU Tertiary Pag
8 Soreens 3 Mission mission @ 07-3an-2019 13:47 (Tara Kanary; o BGSU Tertary Page
3] communities
) Community Stes 9 Life in Bowing Green lfe-in-bowling-green @ 21-Aug:2018 13:18 (Aaron Ruiz) o BGSU Tertiary Pag
] Catalog Blueprints 6 History & Traditions history-and-raditions @ 21-Aug:2018 13:18 (Aaron Ruz) 0 BGSU Tertiary Pag
j Experience Fragments 11 Changing lives for the world changing-lives-for-the-world 8 21-Aug-2018 13:18 (Aaron Ruiz) 0 BGSU College Pag
@) regent
38) Bowing Green State University 7 Honors & Avards honors-and-awards B 21-Aug:2018 13:18 (Aaron Ruz) 0 BG5U Tertiary Pag
@) Bowling Green State University 5 Accreditation accreditation @ 13-Aug-2017 11:54 (Beth Detwil 0 BGSU Tertiary Page
@) Accessiilty Services 1 Student Life student-life @ 21-Aug-2018 13:18 (Aaron Ruiz) 0 BGSU Tertiary Pag
@) Focus on the Future -
28] Mercy College of Onio 10 Falcon Proud falcon-proud 1 22-Feb-2016 16:51 (Beth Detwi 0 BG5U College Pag
@) cal-outs .
5] Acobe Target Right Pane
@) About BGSU
@) Student Life

@) Student Success

inent Alumni
@) Life in Bowling Green
@) Falcon Proud
@] Changing lives for the wor
@) Academic Advising
©@] Academic Investment in Math
@) Accessibity
98] Academics
@) Administrative Offices
@@ Administrative Staff Council
5®) The Offce o Admissions
) Ar Force ROTC
58] army ROTC
@) The Ats
&) AZinks
©@) BGSU: A Community of Care
©&) BGSU Cares

L B o

2.3 Right Pane
The right pane is how a user will access their child pages. Once the parent page is selected in the left

pane, the child pages will appear in the right pane. This pane displays the title and name of the page, when
the page was last published, when and if the page was modified, the status of the page and finally what

template is being used for the page.

Chapter 3: DAM Overview

The DAM is our Digital Assets Management

system, which is where all users can add

images and documents. To navigate to the

Digital Assets

DAM, select the camera icon in the console.
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Once you have selected the DAM you will see a site layout similar to the websites view. The folder
structure will be in the left pane and the children assets/folders will appear in the right pane. Once you
select your folder there will typically be three folders inside it, including Images-c, Documents and
Images. Documents will include all Word documents, PDFs, etc. Images-c was used in the transition as a
placeholder for images that were brought over from the old content management system. All new images

should be added to the Images folder.

(%) = o
© geteres A
Digital Assets || (2 Search
@ @ D New... v | Copy Delete | Move... | Activate v Deactivate ~ d Tools ~ Help
# (] Center for Teaching & Learning Name Published Modified Status Width Height Size Meta...
# (] Century Trees 1 7 images
# (] Classified Staff Council T lj
=) CMS Training \
# [_] images 2 _ e
[_] documents 7
[ images-C \
(] COE .
3 = images-c
# ] College Credit Plus O
(] College of Arts and Sciences \

# ] College of Business

# ] College of Education & Human D
(] College of Health & Human Servi
(] College of Musical Arts

(] College of Technology

# ] Commencement

() Community of Care

() Counseling Center

# ] Creed

# ] Dean of Students

# (] Design & Construction

# (] Disability Services

# (] Distance Learning

() eCampus I

3.1 Adding a Folder
If you have a lot of images or documents, we highly recommend that you create additional folders to help

organize your content.

1. To create a folder, you will go to New... caratin

@ |D New... ' Copy Delete | Move... | A
the toolbar ) NewFile... Iblished
2. Select New Folder. 1 ||CJ New Folder...
3. Once you select, New Folder you will get the D e A
o 5 | New Metadata Template...
following dialog box. Ll

a. The order of the Title and Name is
reversed from how they appear in the New Page dialog box. If you forget which is which,

reference the description below the text field.
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Create Folder X

Name

Title

Create Cancel

4. Fillin Name of folder.
a. The Name will be the URL of the asset.
i. DO NOT to use spaces or special characters in the Name field.

b. The Title is what will be shown in the CMS.

| Create Folder X
‘ Name application-documents
Title Application Documents|
Create Cancel

Itis important to remember before adding a document or image to the system to rename them without any
special characters or spaces.
1. Once you have re-titled the asset without spaces or special characters.
a. Itisimportantto give the asset a name that is descriptive of its contents.
i. Increases searchable,

2. Select the folder you would like the assets to be in.

3. Drag and drop the asset onto the right pane of the page.
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H | Campus Map
&[] Campus Activities

# (] Campus Operations 1 m
4 [_) Campus Sustainability

& [_) Capital Planning

4 (] Career Center 2 M

® (] Catalog
4 () Newcatalog
4 [_) Center for Environmental Progra 3
4 [_] Center for Faculty Excellence
# (] Center-for-Leadership
&[] Center for Teaching & Learning 4
& [ Classified Staff Council
=3 CMS Training
# (] images-c 5
[_] documents
=) images
[ School of Art
[_] Background Area
1 Wanduin

(EIR R R

Copy Delete | Move.. Activate v Deactivate ~ o Tools~

Name Published Modified Status Wid

freddie-frieda-4...

students-campu @ 11-Apr-2014 15:2i
art-images

background-area

Wendyjo &) Drop file(s) to create assets

**Once the asset has been added to the DAM you can add additional information and make

changes by double clicking on the asset, which will bring up its meta-data information in a new

AEM tab.

3.3 Uploading Documents

Uploading documents can be done exactly like uploading images.

1. Once documents are renamed without any special characters.

2. Selecta Folder
3. Drag and drop into the right pane.

**|f adding multiple documents at a time, the system may take more time to properly process all of

the assets.

A difference with documents is the system does attempt to parse through a document that has “readable”

text. This increases search capabilities on both our internal AEM search and the BGSU website search.

3.4 Change Asset File Name

If you do drag and drop your assets with spaces or need to update the name.

1. Selectthe asset you would like to
change the name for.
2. Click Move... (Like you would move

a page)

Location

Move *| /content/dam/BGSU/cms-trair ng/images/freddie-frieda-400x267.jpg
to /content/dam/BGSU/cms-training/images P
Rename to *|freddie-frieda-400x267.ipg

3. The Move dialog box will give the option to Rename to, type in the new asset’s filename, which

will also update the URL.
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3.5 Asset Meta-Data Tab
From this Meta-data tab, you can download the asset or update it. You can update it by adding more

information, the more you add the more intuitive our search is in finding that asset. Listed below are some
commonly used image meta-data and descriptions:

o Title: Same as the title in right pane, it will show when the image is hovered in live view.

e Description: Provides a place to give more information about the photo, for other who may use it.

e Tags: Click drop down and select different tags that associate with your photo.

**After making changes, save them by hitting the Save button at the bottom of the page.

® greeres
Digital Assets | ) Search | freddiejog * | winter-frieda-freddie-walki... *
Renditions  Versions = References %
A Title Freddie & Frieda Walking
! A ! — Description Freddie and Frieda walking in the snow with students
Name. winter-frieda- Tags & _
reddie- raesw
walking.jpg Creator

size 340 KB
Contributor

Modified 26-Feb-2019

10:23 Language
Type image/jpeg
ight . i
Dimensions 1920 x 390 :"’V - casdam thumbnail 48.48.prg
t
Download Pyrig wner
Usage Terms
Expires. ] v
“— Y V7
. Off Time (] 4

Use Restrictions B/U| E=E= AV SiZ&EE

‘casdam.thumbnail 140.100.p0g

o
I ¥ 'H
Created With Adobe Photoshop CC 2017 (Macintosh)

Width 1920

Height 390

Person ‘casdam.thumbnail 319.319.png
Location

-] Ed... Reset @& ‘Thumbnail.. Upload...
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3.6 Replace Original Image/Rendition
If you have an asset on the website already and need to update it, we recommend using this feature. This

will not only update it across the website, but will save you time by not having to remove the old asset and

relinking.

1. Inthe Meta-Data Tab, find the far-right column, call Renditions.

2. Select Original File

a. Always at bottom of list.

3. Click Upload in the bottom right corner.

a. An Add or Overwrite a Rendition dialog box will appear
b. DO NOT change the Rendition Name.

Click browse.

Select new file.

A

Digital Assets | ', Search

Freddie and Frieda
Falcon at The Doyt
for the start of the
2015 football

season.

=
https://aem.bgsu.edu/damadmin#

BEEG0744.jpg *

After you have added the new file, save your changes.

Re-activate the asset.

Add Or Overwrite a Rendition

File

Rendition Name original
Leave emtpy to use the file name.
OK
anguayc
Copyright
Copyright Owner
Usage Terms
Expires 03 O
On Time G} <
Edit... Save

Renditions || Versions

Browse...

Reset &

Renditions | Versions | References =

d ot

cq5dam.web.1280.1280.jpeg

original

Thumbnail... Upload...

References =+
X

1ail.140.100.png

cg5dam.thumbnail.319.319.png

Title... Thumbnail... | Upload... | Delete

3.7 Activating Assets

Activating an asset can be done several ways. The easiest is selecting the asset and clicking Activate in

the toolbar.
@ D New... v | Copy
Name
1 A freddie-fried...

Scroll to top

Delete | Move...
Published Modified Status
@ 24-Sep-2014

Activate v | Deactivate ~ Workflow...

\.j) Tools ~
Width Height Size
400 267 76 KB
10



When activating, deactivating, or modifying assets there are different indicators that allow you to see

where the asset is in the workflow. The phases are displayed with small colored squares in the right pane.

Green square: The asset is activated and online.
1 YR freddie-fried... 24-Sep-2014 400 267 76 KB

-
v,

Red square: The asset is deactivated and not online.
1 YR freddie-fried.. @ 24-Sep-2014 400 267 76 KB

-
v,

Orange square: The asset’s activation is pending.

o Ifyou hover over the orange box it will tell you what number the asset is in the activation

queue. Click the blue refresh icon @ 1o update the status.
1 IS freddie-fried.. 0  24-Sep-2014 400 267 76 KB

v,

Blue square: The asset has been modified since it was last activated.
1 PR freddie-fried... 24-Sep-2014 @ 24-Sep-2014 16 400 267 76 KB

v,

Chapter 4: WCM Overview

The WCM is our Web Content Management system, which is where all users can add and edit web pages.

To navigate to the WCM, select the globe icon in the console.

CreNEE e

Websites

Once you have selected the WCM icon you will see a site layout similar to the DAM view. The folder
structure will be in the left pane and the children web pages/folders will appear in the right pane, exactly

like the DAM.

Scroll to top 11



4.1 Creating a Page
1. Select your website in the left pane

a. The child pages will appear inthe right  Roseswessieledl i el s

Websites |, Search

pane. x e
(2] Catalog Blueprints.
. - # (] Campaigns
2. Tocreate a page, click on the carrot beside B iy
1@ Bowling Green State University.
©&) Ice Arena
NeW. . @) call-Outs

®@) Human Resources
D@ Anha Tamat

3. Select New Page...
4. Create Page dialog box should then appear.

a. Each page requires a Title, Name and Template.
5. FillinTitle of page.

a. Will appearinthe CMS and on your live webpage.
6. Fillin Name of the page.

Create Page

a. Will appearinthe URL Tre * Tesing Wespage
Name testing-webpage
b. If not specified, Name will automatically be created BGSU Home Page
Home page template for BGSU
based on Title, after page is created. Collge poge rempe o BG5U
. . . lel'l‘crﬁarme
c. DONOT include spaces or special characters in L XA

the Name, they will not work in the URL (dashes -
will work).
7. Select Tertiary Template.
a. Almost all of all the pages in the site use the
tertiary template, with few exceptions.
8. Click Create.
9. Once page is created, it will appear in the right-hand pane with the other child pages.

& gteeres

Websites || 2, Search

@ @ @ New... v | Copy Delete | Move... | Activate ~ Deactivate v | Workflow... &;‘?Tools'
@) Classified Staff Council Title Name Published Modified Status
:l@ CMS Training 1 Testing Web testing-webpag
@&
@ j Components 2 Components components 19-Apr-2017 15:C
@) CMS Log-In
@] Terminology 3 CMSLog-In cms-log-in 06-Oct-2016 09:2
# &) Training Videos 4 Terminology terminology 11-Feb-2016 10:¢

S8 A ‘-

4.2 Toolbar
The page toolbar is above the right pane. This is where you can copy, paste, activate or

deactivate pages. The tools are also available if you right click on a page in the right page pane.
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Listed below is what each function does to the selected pages in the right panel:

e Copy: Copy a page and its children.

o Delete: As long as the page isn't linked to from other websites in the system you can delete the

page. There is NOT a way to get back deleted pages.

e Activate: This is the process of pushing a page live on the website.

o Workflow: This can be set up on request. It gives system authors and administrators options to

send information back and forth before publishing changes.

Modified

|| @ New... ~ | Copy Delete | Move... | Activate ~ Deactivate ~ | Workflow... & Tools~
Title Name Published
1 Background Area background-area 26-Aug-2014 10:50 (daniela
2RSS Feed rss-feed @ 26-Aug-2014 10:50 (daniela
3 Homecoming Test HomecomingTest 26-Aug-2014 10:50 (daniela
4 Testing Webpage testing-wi

Open

Properties...

If you right click on a page and select
Properties, the dialog box to the right will
appear.

o The title of the of webpage will fill in

automatically and it corresponds with the

Title of the page in the right pane.

o Hide in Navigation when selected will

remove this page from the left navigation on

the site.

More Titles and Descriptions:

If you select the carat beside More Titles you will get the option to use multiple titles. Diagram below

Page Properties of /content/bgsu/en/cms-training/testing-webpage

Basic || Advanced Image Cloud Services Meta Tags

Title Testing Webpage
Tags/Keywords N
Hide in Navigation

¥ More Titles and Description

¥ On/Off Time

~ | Vanity URL

OK Cancel

will show you where each title changes on its corresponding webpage.

o Page Title: Will make the title on the page different from what is shown in the CMS.

Scroll to top



e Navigation Title: Will change name in left navigation to be different than page name. (Ex: If you

have a long Title and would like to abbreviate it in the navigation.)

e Subtitle: Optional area to add a subtitle to your page. This will not show anywhere on the page

itself, but it can be utilized in various customized components.

o Description: This is used by the List component to display a “teaser” of an article. You can see this

on our BGSU.edu/news website.

Bfj, Title in AEM/BreadcrumbyB... %

Advanced Tab in Page Properties

htmizcq_ck= 1

@ Show Live URL

€ O ny by
(JBesu~ [@AEM  wrike (] Web Resources ~ (L] EmailResources ~ @ Editthispage @ Toggle Edit/Previ...
ARIFEICIEIGE BOWLING GREEN STATE UNIVERSITY
»
@ [ss) =

ACADEMICS ~ ADMISSIONS ~ ABOUT

BGSU@ ADOBE CMS TRAINING

ATHLETICS ALUMNI LIBRARIES RESEARCH STUDENTS INTERNATIONAL

C || Q search

CMS Training

Title in Left Navigation

Components

Rucdijpg ‘

Terminology

Training Videos

Recently Launched Components

‘ Component Change Log
‘ Images Sizes & Slideshows

o umon o
Report an Issue
Vanity URL Request
[
string-audit... Example Pages

[ Training Area

e Redirect Field

Scroll to top

o Redirect to external website
o Ifyouwant a left navigation link
to take you outside of the BGSU

website.

[ TITLE ON PAGE |

Bowiing Green state Universty / CMS Training (e AE st eroweer |
Page Properties of /content/bgsu/en/cms-training/testing-webpage
Basic  Advanced | Image | Cloud Services Blue Meta Tags
Tags/Keywords o

Hide in Navigation [

| More Titles and Description

[page Title Titie on Page ]

Title in Left Navigation

Navigation Title
Subtitle

Description

®

GIVE§§ MYBGSU EMAILSE

s@ae[o)=

Page Properties...

Create Child Page

Copy Page

Move Page.

Delete Page:

Activate Page

Deactivate Page

Lock Page.

Show References...

Paroé e

Page Properties of /content/bgsu/en/cms-training/testing-webpage

Basic | Advanced | Image | Cloud Services
Language

Redirect

Design /etc/designs/bgsu-edu
Alias

= (Can link to website,

image, document.

v | Site Structure

w | Closed User Group

= Paste the URL into the

Redirect field.

~ Export

Live Copy

OK

Meta Tags

Cancel

14



o Redirectto internal website

= |f you want the left navigation to take you to an internal website.

= Select the magnifying glass, then locate internal page.

= DO NOT copy and paste internal BGSU website, if someone updates that URL or

the name changes, the link will break.

If you would like to move a page to a different area of the website, use the Move tool. If, for instance, an

office has moved under a different department or you would like to restructure your website, this is how

you move pages around within the system.

1. Selectthe page you would like to move Locaton

Move

2. Inthe toolbar, select Move... 0

Rename to

3. Move dialog box will appear .
a. Torename,type new name into Rename
to field and select move
b. To move page to different area on
website, select magnifying glass.
i. Select parent page you would like
to add this child page to.
ii. Select Move
4. Additional dialog box will appear asking “Do you

really want to move the page to the selected destination?”

content/bg

* testing-webpage

Path

# ] Centennial
@ (2] Center for Environmental Programs
# ] Center for Faculty Excellence
@ (2] Center for Leadership
@ (] Center for Teaching & Learning
@ (] Centers of Excellence
[0) century Trees
[2) Class Search
@ (] Classified Staff Council
=43 QMS Training
0 s Log-1n
[2) components
[) Recently Launched Components
@ ] Bxample Pages
[0 Terminology
@ (2] Training Videos
(] Training Area

Modified

Cancel

Cancel

a. Ifyoudo, selectYes, and your page will reappear in the new section of the website.
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4.5 Left-Navigation
The order of your left-navigation pages is directly related to the order they appear in the right-pane of the

web content manager.

To change the order of these
pages, click and drag the title of
the page up or down in the web
content manager to reorder their
appearance on the live site.

A dialog box will appear asking if
you wish to move the selected
item.

If so, select yes and the pages will
reorder.

Page(s) may need to be activated
to reflect changes

Change Left-Navigation Base Path

b

College of Arts and Sciences

About the College
Departments and Programs
Student Resources

Parent & Family Resources
Faculty and Staff Resources
Scholarships

Alumni and Friends

News and Events

Job Opportunities

© ® N O U A W N

-
- o

Title
Components
CMS Log-In
Terminology

Training Videos

Recently Launched Components

Component Change Log

Images Sizes & Slideshows

Resize Images

Resize Images for Page Banners, Photo Galleries, and Hero

Vanity URL Request

Report an Issue

‘ CMS Training

Components
‘ Terminology

Training Videos

Recently Launched Components

Component Change Log
‘ Images Sizes & Slideshows

Resize Images

Resize Images for Page Banners,

Photo Galleries, and Hero

Vanity URL Request

Report an Issue

To change the parent page from which the left navigation is generated, right-click on the left-

navigation and select edit.

In the dialog box, use the magnifying glass to select the parent page from which you would like
the left-navigation to use at its “home” page.

Choose OK.
Choose OK again.

You should see the left navigation change accordingly.
o For example, let’s say that you are creating a new department page for the College of Arts
and Sciences. The left-navigation will inherit from the college, not the department.
o Once a menu base path is configured for any page, the setting will be automatically
inherited to all of it's child pages unless a new menu base is set.

College Navigation
Computer Science

Bowling Green State University / College of Arts and Sciences

The Computer Science department at BGSU was the first CS department in Ohio

when it was established in 1969. For almost 50 years, we have prepared many ‘

accomplished alumni to work in many capacities throughout the industry, and our
program continues to grow. In recent years we saw a nearly 50 percent increase in
student enrollment, and we're working on developing new majors and

specializations to attract even more quality students to fulfill market needs.

Our Computer Science Advisory Board consists of faculty, alumni and IT leaders
that have a stake in the vitality of the department. Our department meet the

national standards for excellence and accredited by the Accreditation Board for

Scroll to top

Department Navigation

Computer Science

New - Senior Secretary Position Open
Newsletter

CS Open Positions
Faculty & Staff

Mission & Vision
Summer Courses
Undergraduate Program
Graduate Program
Graduate Program
Resources

Student Organizations

Computer Science

Bowling Green State University / College of Arts and Sciences

The Computer Science department at BGSU was the first CS department in Ohio
when it was established in 1969. For almost 50 years, we have prepared many
accomplished alumni to work in many capacities throughout the industry, and our
program continues to grow. In recent years we saw a nearly 50 percent increase in
student enroliment, and we're working on developing new majors and

specializations to attract even more quality students to fulfill market needs.

Our Computer Science Advisory Board consists of faculty, alumni and IT leaders

that have a stake in the vitality of the department. Our department meet the

national for and accredited by the Accreditation Board for
Engineering and Technology [ABET]-Computing Accreditation Commission [CAC]. In
addition, our program is one of few to have received the Program Excellence
Award from the Ohio Board of Regents.
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Chapter 5: Editing a Page

In order to edit a page, you must be in Author View. There are a few ways to open a page in the Author

View.

e Double-click on the page.

¢ Right-click on the page and select Open.

e Content Finder: Located on the left side, this is where you will see assets.

o The page will open in a new browser tab in the Author View similar to below.

o Sidekick: By default, located on the right, but you may move it by dragging the green bar at the top

of the dialog box. This is the tool you will use to make page modifications.

HEIMEICIEICE

CONTENT
= FINDER =

BOWLING C

REEN STA

ITY

BGSU® ADOBE CMS TRAINING

ACADEMICS ~ ADMISSIONS ABOUT  ATHLETICS ALUMNI LIBRARIES RESEARCH STUDENTS INTERNATIONAL

| CMS Training
| Testing Webpage

Components

| Terminology

Training Videos

| Component Change Log

Images Sizes & Slideshows

Report an Issue

Vanity URL Request

Example Pages

Training Area

Edt

Inherited Paragraphs

Recently Launched Components

TESTING WEBPAGE

Boi

wiling Green State University / CMS Training

GIVER§ MYBGSU EMAILE

K

SIDEKIC
o

42
LICIENSIRT
Page Properties...
Create Child Page
Copy Page
Move Page
Delete Page
Activate Page
Deactivate Page
Lock Page

‘Show References...

VaLBbé e?

Scroll to top
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5.1 Content Finder
The Content Finder allows you to do a variety of things. It holds all the digital assets SIMEICIEIEE
from the DAM. You will see images from the DAM that automatically populate from most £
recent modifications. There is a search tool at the top that will search all images of the

DAM as well.

@
i

At the top of the Content Finder you will see tabs.

Elf ElCIEIEE 7y .

digital-arts...

e Images: The icon to the far left that is already open is the Images section of the

Q
DAM n
e Documents: The Documents tab is the third from the left. This is where you will Moo
see all of the PDFs and Word documents that have been added to the DAM.
o Itworks like the Image section where the most recently modified documents appear first,

but there is a search option available as well.

To get to the next section you will need to use the arrow button. Once you do you will see this set of tabs.

<8 2falal=]o

The two that are highlighted are both very helpful.

. : _ _ «8@@B@E]o
e Pages: The Pages tab (which looks like a page with a globe on top) is how 963 Content

(] Catalog Blueprints Browse

you can link to other Web pages. We will go more in depth on this later. P e
. . @) Bowling Green State Univ¢
e Browse: The diagram-looking tab is the Browse tab. It allows you to ( CJ BGSU Tools ,
ﬂ% Bowling Green State Unive
. aps . .. . 4 @] marketing.adobe.com
navigate to specific areas of the website or DAM. This is helpful if you are -~ J—-
# ] Community Sites
creating links within your site, or adding multiple documents or images | phonesap
from one folder to a Web page. See the example on the right. You use the @ &=

Browse tab to open up your folder in the DAM and pull in your images or

documents.
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5.2 Sidekick

The Sidekick is where most of your useful tools reside. The Sidekick is
broken into tabs as well. LAUE & @@

e Components: These components can be clicked and dragged
onto the page. To expand a section, select the plus sign beside
each category.

o General component section is what Adobe gave us
out of the box.

o BGSU component section was specifically built for the
BGSU website and will continue to grow as we add
components.

o BGSU Columns section is used to add a row of
columns on your page while maintaining the
responsiveness of each page.

o Use BGSU Forms to manipulate and add form fields.

e Page: The next tab in your Sidekick is Page.

" = 08|

8 I Q=S
General

3 Download

») Image

< Login

) Reference

/) Search

") Tag Cloud

=) Text

BGSU
BGSU Columns
BGSU Forms

PaLBad

o This allows you perform actions on the page thatis open currently

o Can bring up the Page Properties dialog box directly from the Author View.

o You can activate changes while you are working on your page instead of going back to

the other view to activate.

o "Show References..."is a very useful tool that reveals internal pages that are currently

linking to the page you are on.
e Information: The third tab of the Sidekick.

o This area will give users an audit log of the page.

o Eachtime an edit has been made it will be cataloged here.

@

@

o Iffor some reason you need to identify who is making edits to the page you can find these

usernames and dates in the Audit Log under the Information tab.

r

AuditLog for /content/bgsu/en/cms-training/test

B A —— < | ? §

Modification Date User
5 @ ; :) “a Created Fri Oct 10 11:51:26 EDT 2014 vbeth
Audit Log... Deleted Tue Aug 19 09:45:25 EDT 2... vbeth

Version Created Tue Aug 19 09:45:25 EDT 2... vbeth
Permissions... Modified Mon Aug 18 11:20:28 EDT ...  tthomas

Modified Mon Aug 18 11:19:46 EDT ...  tthomas
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o Versioning: The fourth tab, that looks like a clock is versioning. This tool stores previous versions

of a page.
o Create Version Section - Useful if you want to manually ® @ S ]
save information on a page for a later use. a9 9=
) ) ) Create Version -
* Ex:Seasonal information and want the page linkto  _ ~ ©

remain the same, create a Fall, Spring and

Summer version to edit and activate later.
o Restore Version Section — Automatically saves a new Create Version | More »

version of the page each time it is activated.
=  AEM will keep a max of 5 versions.
= Max age of a version is 30 days, will be deleted
after 30 days.

Restore Version +

Launches +

e |fa6™versionis created, the oldest UGS !

. . ALEE D
version will be deleted. 2 & s

o Workflow: Workflow is the final tab in your sidekick. This area is ‘
K AR - |

available if approvers want to moderate authors making changes.
I V=

Workflow -
those changes to be reviewed by an approver. Workflow

o An author can make changes and submit in the Workflow

o This s helpful, but we have found that most users are

~ Additional information

enabling everyone to activate changes themselves
because this system is so easy to use. ~ | Workflow Package
o Ifyouwould like to set up a workflow for your office,

please email cmsproject@bgsu.edu and we will set this up

for you.

e |cons: There are 4 very useful icons on the bottom of your Sidekick.

Translation +

o Edit: The pencil icon will activate edit mode on the page. =
VaLEB&E @@

o Preview: The magnifying glass icon will let you preview the
page close to the way it will look live. It removes the drop zones and most of the editing
features and placeholders. There are a few components that do not preview or function

as they will in the live version, but this is a fairly accurate preview.
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o Websites: The icon that looks like the globe is websites. It will open up another tab with
the Web Content Manager.

o Refresh: The circling arrows icon is Refresh, which will refresh the page.

Adding Drop Zones: There are several ways to add components to a page.
1. Firstway to add a component is to select a component from the Sidekick and drag and drop it onto
the drop zone where you would like it to be placed.
a. Ifthe componentis compatible with the drop zones, that drop zone will be highlighted in

purple.

TESTING WEBPAGE ®  oq

‘Testmg Webpage & a8 |0=

b. If the component you would like to add is highlighting with a red X, then the component

was not built for that area.

TESTING WEBPAGE

Testing Webpage

O adapive mage
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2. The second way is to double click the drop zone you want the component added to. This will open

a list of components that are available for that drop zone.

TESTING WEBPAGE

Insert New Component

‘ Testing Webpage el

) Adaptive Image
3 Download

) mage

@) Reference

@) search

2)%eg Cloud

BGSU
BGSU Columns
BGSU Forms

Configuring a Drop Zone: After adding a component

to a drop zone, some type of placeholder will always

ShOW, indicating that you've added the Component Call Out Box Small Image Component not configured yet.
successfully. These will usually disappear after

configuring the component.

o The above image is showing what a text box looks like before any text has been added to it.
o The second item is what a majority of the components will look like until they have not been
configured properly.
o Ifacomponent has some areas filled out but is still asking to be configured, that usually

means not every item that needs to be filled out has been.

The Text Component is one that you will likely use on every webpage. It has robust features built into it

that will offer a variety of

Text Styles
styling to a page.
ying bag B0 6 G B 7 J =S EE #® =
Style [None] ~| @ | Format Paragraph ~|

=
(1
1]
i

The Text Component is set up
similarly to a Word document
with styling including bold,
italicize, and underline along
with left, right and center

alignment options. Help ok Cancel
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e Text Component Editing Views: There are two different editing views of the text component.
o The dialog editing mode will open when the text components is double-clicked, or if the
user right-clicks the components and selects Edit.

= To save changes, click the OK button and the dialog box will disappear.

TESTING WEBPAGE
Testing Webpage
@ e
IEIEICILS
Geners!
&) 1mage
Text | Classes
& Login
BrulE=Es NAR=S=F 3] &) Reference
&) search
Style [None] | @ | Format Paragraph ~| ) o0 ot

et

& Text & Image.

BGSU

BGSU Columns

BGSU Forms +
VaLB & e

Inherited Paragraphs

o Theincline editing mode can be opened by clicking on the text component once to select
it, and then clicking once more on that same selected text component. The component
will then outline in orange, and a blinking cursor will appear.

= Theincline editing mode will expand as text is added, which is helpful for editing
pages with a lot of text.

= The tools will be at the very top of your browser if you are in the incline editing
mode.

= To save changes, click somewhere outside the incline editing mode selection and

make sure the component no longer has the orange outline.

TESTING WEBPAGE

® " oa]
ICIE IR

General

Testing Webpage

) Image
& Login

) Reference
) Search

=) Tag Coud

B Text

& Text & Image.
Basy

BGSU Columns
BGSU Forms.

Parnee?

Inberited Paragraphs
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e Text Editing Options

e = r= ey a 0
> == 4|.— = » [&F
&= G \I/ = i Y= = =

I*’ BERE I | B I
Style [None] j ) | Format Paragraph Ll

1=
IL'III'I
Il
il

o Copy/Paste: The Text Component copy and paste is very easy to use.
= Use keyboard commands as an option:
e Copy(Mac Command+C, PC Ctrl+C)
e Paste (Mac Command+V, PC Ctrl+V)
e Cut(Mac Command+X, PC Ctrl+X)
= Theicons at the top let you paste text into the page in a variety of options.
e Cut, Copy, Paste, Paste as Text, and Paste from Word.
o Paste as Text will remove all styling from your text.
o Paste from Word will try to maintain the styling from Word
without adding extra styles.

o We highly recommend using the Paste from Word when

applicable.
B EE EIIIB I |IEEEQ@V/ICcsEE &2
Style [None] j ) | Format Paragraph j
o Undo/Redo: The blue arrows to the right of the paste icons in the toolbar are Undo and

Redo.
= You can also use your keyboard commands for this as well:
¢ Undo (Mac Command+Z, Pc Ctrl+Z)
¢ Redo (Mac Command+Y, PC Ctrl+Y)

+PLEE YA B 7UEE QY S EEE R E
Style [None] j ) | Format Paragraph L]
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o Hyperlinks: Using the globe icons you can link and unlink text and images to and from
other Web pages or assets. Once you have highlighted the text, the globe will turn full

color and you will get the following dialog box.

5.5 Hyperlinks
The MOST important thing to remember for all internal links is to link using the magnifying glass. An

additional dialog box will open and you can dive into the website structure or assets to find what you

would like it to hyperlink to.

Text || Styles

8 Sl
Style [None] - Format Paragraph v

Hyperlink X
Hyperlink L1

Link to 2

Open in new window

OK Cancel

OK Cancel

Once you have selected the page you want to link to, select OK and it will fill in the Hyperlink dialog box

with the correct link. Select OK and the text will be hyperlinked.

Select Path X

FACEBOOK f

Bow
Gret
Univ

3

D Catalog Blueprints
u Campaigns
# ) Assets
# () marketing.adobe.com
=) Bowling Green State Unive
=) -3 Bowling Green State Ur
# (] About BGSU
(] Academic Advising
# (] Academic Investmer
[0) Accessibility
a Academics
C] Administrative Office
# (] Administrative Staff
# [_] Admissions
[ Air Force ROTC
(] Army ROTC
# [_] The Arts Microsite

OK Cancel

If you would like to link to an email address add a “mailto:” before the user’s email address. For example

add to the link to dialog box “mailto:falcon@bgsu.edu”.

Scroll to top
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e Hyperlink to a website outside of BGSU website
o Ifthe link you need to link to is outside the BGSU website, you can simply copy and paste
the link into the Hyperlink dialog box. It is important to only do this for external links
because otherwise the AEM system will not know the link is internal and won't relink
properly if items are moved or changed.
e Hyperlink using Pages or Browse in Content Finder
o Highlight the text/image you want to become a link.
» Drag the page you would like linked on top of the Text Component (it will highlight
in purple).
o Alternatively, you can drag and e
drop the asset into the hyperlink

dialog box. This method MUST

be used when using Browse (in

the content finder) to link TEST _ 5
- o —

documents from the DAM. The s

Pages tab will also allow you to ==

search for your page.

5.6 Format Text
In the Style and Format drop downs of the Text Component you will find some options

to stylize your text.

Heading
e Format: The format dropdown provides options for headings 2-6 and a Heading 3
Heading 4
Heading 5
Heading 6
Blockquote

blockquote.
o Heading 2is the biggest
o Heading 6 is the smallest size text.
o Blockquote will add a grey vertical line with your text and adjust the left margin.

o To switch between these formats, highlight the text and select the new format you'd like.
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e Style: The Style drop down provides additional text style options. However, only one style can be

applied to highlighted text. Style  [None]
o Intro Text: Intro text will make the selected text bigger and Intro Text
Button Gray
provide a different font to make the text stand out. Button Orange

Gray for H1-H6
Footnote Disclaimer

Pull Quote Right
StYIe TeXt Pull Quote Left
. . Remove Margins on Image
o Button Gray/Orange: These buttons are available to make links Image & Caption Left
_ Image & Caption Right

stand out. After adding a hyperlink to your text, highlight the Image & Caption Full
Orange Highlight
text and select a button option. Brown Highlight

BUTTON ORANGE

o Gray for H1-H6: After highlighting your text and make it Heading 1-6 you can change the
color of the text to Gray by highlighting and selecting this style.

o Footnote Disclaimer: Often used in news articles, will decreased font size and change font

color to gray.

o Pull Quote Right/Left: Used frequently in news articles. This will pull out text from your

page and align it to one side of the page and change the style to orange and italicized.

Pull Quote Right

Pull Quote Left

o Remove Margins on Image: This style will remove the margin space placed around image

by default.
Remove Margins on Image Image with Margins
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Image & Caption Left/Right: After highlighting the image and text you would like to use as

the caption, you can float the image and caption to the left or right while the rest of the

text wraps around.

Image & Caption Left

Image & Caption Left: Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Quisque quis viverra mauris.
Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Morbi iaculis, tortor non porttitor viverra, ex risus porttitor
sem, ac semper elit urna ut ex. Quisque ac ex urna.
Maecenas id ipsum nec libero volutpat maximus. Phasellus
ligula sapien, aliquam sed felis vitae, pellentesque sodales
libero. Pellentesque condimentum, urna nec volutpat
maximus, mi libero feugiat elit, vitae tincidunt neque mi id

eros.

Vivamus sagittis nisl et libero scelerisque consectetur. In
nec nunc nec est efficitur ullamcorper. Maecenas blandit

gravida volutpat. Aliqguam posuere justo feugiat metus viverra dictum. Sed malesuada tempor neque. Vestibulum sagittis sit

amet odio at efficitur. Pellentesque eu nunc cursus, malesuada purus a, porta sapien.

Image & Caption Right: Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Quisque quis viverra mauris.
Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Morbi iaculis, tortor non porttitor viverra, ex risus porttitor
sem, ac semper elit urna ut ex. Quisque ac ex urna.
Maecenas id ipsum nec libero volutpat maximus. Phasellus
ligula sapien, aliquam sed felis vitae, pellentesque sodales
libero. Pellentesque condimentum, urna nec volutpat
maximus, mi libero feugiat elit, vitae tincidunt neque mi id

eros.

Vivamus sagittis nisl et libero scelerisque consectetur. In
nec nunc nec est efficitur ullamcorper. Maecenas blandit

Image & Caption Right

gravida volutpat. Aliquam posuere justo feugiat metus viverra dictum. Sed malesuada tempor neque. Vestibulum sagittis sit

amet odio at efficitur. Pellentesque eu nunc cursus, malesuada purus a, porta sapien.

Image & Caption Full: Will remove the margins on photo and decrease font size of caption

text.

Image & Caption Full

Image & Caption Full: Lorem ipsum dolor sit amet, consectetur adipiscing elit. Quisque quis viverra mauris. Lorem ipsum dolor
sit amet, consectetur adipiscing elit. Morbi iaculis, tortor non porttitor viverra, ex risus porttitor sem, ac semper elit urna ut ex.
Quisque ac ex umna. Maecenas id ipsum nec libero volutpat maximus. Phasellus ligula sapien, aliquam sed felis vitae,
pellentesque sodales libero. Pellentesque condimentum, urna nec volutpat maximus, mi libero feugiat elit, vitae tincidunt

neque mi id eros.
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o Orange Highlight: Will apply an orange background behind the text highlighted.

Orange Highlight

o Brown Highlight: Will apply a brown background behind the text highlighted.

Brown Highlight

o Inorderto remove the applied style, place cursor within the styled text, and click the

Remove Style button to the right of the style dropdown.

5.7 Adding Images
There are various components that allow you to add text and images, such as the Image component, the

Text component and Text and Image component. The most versatile component, that is used most often is

the Text component. One of the benefits of the Text Component is the ability to add images directly into the

text frame. Once the image is added you get more options for the image, including the ability to add
multiple images in one text component, resizing the image, etc.
o Toadd animage to the Text

Component, select an image from Text || Styles

the Content Finder. +RERDB O @AV ZEEE & @
Style [None] j ) | Format Paragraph L]

o Dragitonto your open Text
Component.
o You will see the component
highlight purple and then

appear in your component.

o Resize Image: To resize the image in your Text Component, select the image and drag

the small white boxes in the corners of the image in and out to make the image smaller or larger.

Text Styles
YPEEE OB IU/E=EE @@V ICSEEEI®E
Style [None] jJ Format Paragraph j

[354 x 243 (:53,-37) |

Help oK Cancel
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Wrap Text/Align Image: In the Text component you can also

Image alignment b Left
have your text wrap around your image. Right click the image Right
to see four options. If you select right you will see how the None
image and text will respond like the example below. No alignment

TEST

"Sed ut perspiciatis unde omnis iste natus error
sit voluptatem accusantium doloremque
laudantium, totam rem aperiam, eaque ipsa
quae ab illo inventore veritatis et quasi
architecto beatae vitae dicta sunt explicabo.
Nemo enim ipsam voluptatem quia voluptas sit
aspernatur aut odit aut fugit, sed quia
consequuntur magni dolores eos qui ratione

voluptatem sequi nesciunt. Neque porro

quisquam est, qui dolorem ipsum quia dolor sit
amet, consectetur, adipisci velit, sed quia non
numquam eius modi tempora incidunt ut labore et dolore magnam aliguam quaerat voluptatem. Ut

enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit laboriosam, nisi ut

5.8 Column Control
Column Control was built to offer some additional design layouts for your Web page. To put it simply,

Column Control adds drop zones to your page. These will produce evenly distributed column drops zones

and the smaller columns are useful for highlighting a calendar, events or newsfeed. There are five options

including:
e 4column
e 3column
e 2column
e % left column % right column (Shown below)

Y4 left column 3 right column (Reverse of what is shown below)

If you wish to switch one Column Control to another you will lose the information inside. We recommend

copying and pasting the elements into another area of the page or adding an additional Column Control.
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Responsive Column Control

Column Control responds to mobile devices by eventually stacking all the columns ) . .
Mobile Device View

on top of one another. This is important to remember in case the information you

have in this component is in a specific order. The Column Component will stack the TEST

leftmost column on top and the rightmost column underneath. The diagram below ‘

shows the desktop view with the columns labeled A, B, C, D in order left to right, the A

diagram to the right shoes the same layout, but how it would appear on a mobile

device with the A, B, C, D stacked.

Desktop View
TEST

If the information you have in these columns is numerical or alphabetical, remember to add a new Column
Control for each row you are building. Although it will build a new drop zone for each component you add

to the column, those in the column will remain together. See below example.

Desktop View Mobile Device View
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If you add an additional Column Control below the original, acting as an additional row, it will resolve the

issue.
Desktop View Mobile Device View

Scroll to top
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