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TYPO3 Content Management

Introduction

TYPOS gives you the ability to keep your area (workspace) of the MCC website up to date, as
easily as any other documents you might work with on a regular basis. It also allows for a
designated workflow and content approval cycle that minimizes the chance of publishing
inaccurate information to the live website. The first part of this editing guide outlines the steps
for updating content as a Basic Editor, within an assigned workspace. The Publisher’s role in
particular in the TYPO3 workflow is discussed on page 23 of this document.

Logging in
To begin editing in TYPO3 from a computer on campus (as pictured in Figure 1)
1. Open www.monroecc.edu/typo3 in the Chrome browser*. Be sure to allow all popups
from this site!
2. Type your MCC username (your full MCC email address) and password.
3. Click the login button.

- = ﬂ"[ U] www.monroecc.edu,/typo3 ] 1 ¥
i Apps IM Getting Started [ facebook [ Imported From Firef... » [

% Monroe Community College

A Login to the TYPO3 CMS Backend on Monroe
Community College

Figure 1
To begin editing TYPOS3 from a computer off-campus, you must first log in to the MCC VPN.
The instructions can be found in the Employee tab in MyMCC. Go to:

1. Technology Links

2. Access from Home

3. Follow the instructions for Remote Desktop Via VPN (AnyConnect).
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https://www.monroecc.edu/typo3

*Important: Using the Firefox or Internet Explorer browsers to work within the TYPO3
backend will produce undesirable results.

Selecting your Workspace for editing

The first time you log in, the page will open to the first workspace you were granted
permissions to edit. After your very first login, TYPOS3 will remember the last workspace that
you were editing in. If you have editing permissions to more than one workspace, you can
access them by clicking on the workspace icon in the header bar (as pictured in Figure 2).
Note: You should be on PAGE in Module menu (as pictured in Figure 2a).

Design Sample
Go to Workspace Mgdule

o Sample Department
Internal

Figure 2

WEB

[% Page )

@ View

[E List

Figure 2a

To change to another workspace, click on the desired workspace name. The selected
workspace will get the checkmark and the workspace name will appear after your username
(as pictured in Figure 3).

" New Design Sample
Go to Workspace Module

Sample Department
Internal

Figure 3
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Working with Content Elements

TYPO3 pages consist of one or more Content Elements or Content Blocks. To edit a page,
you work within the individual content elements.

3 I}Remember: Don’t be confused by all the icons. To find out what an action icon does, use
the mouse to point and hover (do not click) over any icon to see the help text appear.

1. Pass the cursor over the top bar of a content element until the four-pointed arrow
appears

Click on the pencil icon to open the element for editing.

Clicking on the text of the element will do the same thing, open the element.

wn

Clicking on the copy element Eicon will copy the entire content element and allow
you to paste it on the same page or another page (as pictured in Figure 4).

B

Feature Main Content Sidebar Sidebar Slide

Content Block 1

= 2 4
E Where the Mathematics Department has adopted speci... —[—

Text: Where the Mathematics Department has aﬂed specific uniform calculator requirements for all

sections of a course these are listed by course nu r. Calculator usage in courses not listed is
Arrarminad Ras tha fadhiddinsl lackmrabar MTLW NNY Claman®ans Alaakhes aikh oanmabime CrRicdanbs ain

Figure 4
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Working in the Editing Window

The top of the editing window contains the settings for the content element. For day to day
editing purposes, you probably won’t be changing the defaults.

There are three main types of content elements that you will use: Text, Text & Images, and

Images. Different options for arranging images appear for the Text & Image and Image type
of content elements (as pictured in Figure 5).

Hi kK T2

Edit Page Content on page "The Math Calculator Policy"

General Appearance Access Categories

Content Element

Type Column Language
( Text '] Mormal ¥ Default v
Figure 5

When creating a new content element, the Header can be used as a short title. You can also
1) add a date and 2) make it a hyperlink (as pictured in Figure 6).

Header

Header

k| Calculator Policy - Special Circumstances

Type Alignment Date
¥ Heading 2 (h2) ~ Default v |1 | [

Link

2 ’
Figure 6
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Accessibility Note: If you give the content element a visible header,
remember that in order to follow ADA accessibility rules for content on a page,
headings must follow the H1 to H5 protocol. The only H1 on a web page would
be the page heading. Content elements below that must cascade down from
h2, according to the relationship of one to the next (as pictured in Figure 7).

Type Alignment Date

Default Style (h2) ¥ Default ¥ | =
Default Stvle (h2)
Heading 1 (h1)
Heading 2 (h2)
Heading 3 (h3)
Heading 4 (h4)
Heading 5 (h5)

TEXRT

Figure 7

The toolbar gives you two options for many functions.
You can use (1) drop-down menus or (2) icons (as pictured in Figure 8).

Text

Edit+ Insert= View= Format= Table= @ Tools~- 1

N

m
o
=

Formats B J & = <> Source code = = = = O]

Spelicheck

Figure 8

You can use full-screen editing or adjust the screen size for editing using the control at the
bottom right of the text window (as pictured in Figure 9).

p wGrds
El

Rich Text Editor

Figure 9

Editing a content block is similar to editing in Microsoft Word. You will notice that the functional
icons in the Rich Text Editor are the same or very similar to Microsoft Word.

Be sparing when using italics, bold and other type features. Try to avoid using terms that
someone you met on the street would not be familiar with.

fIEC
*Be sure to use the spell checker once you are done editing
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TYPO3 does not automatically save your changes!

Whenever you make changes to content in TYPOS3, be sure to look for the icons at the top of
the editing window and click at least one of them (as pictured in Figure 10):

H bk B

1234

Figure 10

1.
2.

3.
4.

Save document

Save document and view page*
You need to use this option when you are done to move this forward in publishing.

Save and close document
Save document and create a new one (content element on the same page)

The remaining icon functions are:

5.
6.
7.

Close document
Delete (content element)
Shows record history of changes

(as pictured in Figure 11)

5

Hi kb ™ 3

6 7

Figure 11
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Pasting content from MS Word and other sources

Pasting content from other sources is always a time and effort saver. However, often extra
hidden formatting gets copied into the content element. If you find you need to, you can
remove formatting by selecting Clear Formatting from the drop-down menu under Format (as
pictured in Figure 12).

Taxt

Edil - Inserl+ Yiewr Formalw Table - Toals =
Formats~ B B Bold H E =~-i=- ® B ¥
I taliz
U Underfine
5 Strikethrough
x* Supersenpt

X, Subscript

Farmats 3

[ T Clear formatting ]

Figure 12

‘% I}}The TinyMCE editor works like most text editors. If you hit <enter>, you will get a hard
carriage or paragraph return, which gives the appearance of a double space between lines. To
get a soft carriage return or single-spacing when adding lines, use <shift><enter> (as pictured
in Figure 13).

Text

Edit~ Inseri~ View~ Fommat~ Table= Tools -

b
i
<A
v

- Formats- B [Jf & E =

This is a line break, <shift><enter>
not a paragraph break. This is a paragraph break <enter>

This line starts a new paragraph.

Figure 13
Accessibility Note: Adding white space between paragraphs using
double hard or soft carriage returns will decrease the accessibility of the
content. The CSS/style sheet is set to provide consistent text line
spacing between sentences and paragraphs.
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Copy and Paste Functions

While you can copy using right-click on your mouse, you will not be able to use your mouse to
paste within TYPO3. The Paste option in the Edit drop-down menu also will not work. You will
need to use Ctrl+V to paste (as pictured in Figure 14).

File ~ Egil= Inserf~ View- mat =
- s Unda =
Inishiburt
Orvervi 3 Menu option does not work.
Chy Co Use keyboard - Cirl+V to
Institut el paste.
MISSH ™
Comm | » Fasie aste an!
Imiplen =
bath qi Saject a pa
improy on
Effectn Find and repla a
effectn ..o .. ... .- Sl
Figure 14

If by chance you forget, you will get a reminder to use the keyboard shortcut Ctrl+V to paste
(as pictured in Figure 15).

Text
Fie~ Edit= Insert~ View= Format= Table= Tools~
- Fomats* B Ff & E =Z = E =~ =z~ = = T [
four browser doesn't support direct access to the clipboard, Please use the Crl+X/CA keyboard shortcuts instead
Figure 15

Common Content Page

Each department has a ‘common content’ page. This is where the information that appears on
multiple pages (such as the contact information found in the right-hand column of department
pages) is stored in separate content elements.

These content elements are created on the common content page and then inserted as a
“reference.” If you see a blue information bar that states “This is a reference to an element on
page....” you should find that content element on your common content page (as pictured in
Figure 16).

This allows you to edit the information once and have it display correctly on multiple pages.

Contact Information

This is a reference to an element on page 5775.

Figure 16
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Adding Document and Image files to TYPO3 Workspaces
TYPO3 editors have the ability to add document and image files to their workspaces.
Documents should be saved in an easily accessible format, such as PDF*.
Document filenames that will be uploaded and referenced on the web should:

1. only include letters, numbers and hyphens

2. be all in lowercase

3. not include dates or version numbers

4. not have spaces within the filename
Uploading a file

Before linking to a new document or adding an image file to a content element, it should be
uploaded to your TYPO3 workspace in the documents or images filespace. Note: There are
options to upload documents in conjunction with linking to the files. It is best to upload your
documents/images first to ensure that you are placing them in the proper folders (as pictured in

Figure 17).
WEB =
= 1 (4 =
i Page
Vi » - = Mathematics
2 LR e [ documents
=] List Climages
k Eaindudes
Waork
Ml Workspaces ¥ -[£3 mathpuzzle
» = (GeneralContent
FILE
whichmathcourseshoulditake. pdf
[@ Filelist apr—
Figure 17

Right-click on the (3 folder icon to the left of documents or images in the page tree area.
Click on Upload Files in the fly out menu (as pictured in Figure 18).

v---_gMathematiCS
..... E“lrl nnnnnnn +
0 § ™I Rename

- EE&-
[

bl fi [ New

H Copy
3 Cut

Figure 18
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If uploading a new version of a file—

1. Select Overwrite existing files.

2. Click the Choose Files button and find the file on your own hard drive, or any network
area where you have access.

3. Once the file is chosen, click Upload files.
(as pictured in Figure 19)

Upload files
( Owerwrite existing files 1)

Upload multiple files by holding the Shift or CTRL-
file pressed while selecting your files (works on
modern browsers only).

( Choose Files | Math_test_document.pdf 2)

(@) 3

Figure 19

The file name now appears in your workspace file list (as pictured in Figure 20).

v _;.‘lr-iathematics
‘[ documents
(3images — J-| Math test document.pdf
----- £ indudes
» [0 mathpuzzie

== [GeneralContent

Figure 20

You can also drag and drop files to the space above the Filename bar to upload them.
Once you drag a file to that space, a message will appear (as pictured in Figure 21).

isrmrassisssasssneaatasannastasansssnesassisnarasany a5
i Drag & drop to upload files —|5
Drop your files here, or dick, browse & choose filas
| Getame. |

Figure 21

z I}Remember - If uploading a new version of a file— make sure it has the same file name
and select Overwrite existing files when prompted.
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Creating PDF files

*To convert files to PDF using Microsoft Word 2010 — select File > Save As and under...

1. Save as type: select PDF.

2. Before you save the file, select Options.

3. Ensure that the Document structure tags for accessibility option is selected.
(as pictured in Figure 22)

Page range
) 4l
() Current page
Selection
) Page(s) From

0 ze =
ST publish what

I Thic PC (®) Document Date madified Type
Document showing markup R e .
J 30 Oby 1 | 233 PM File folder
Indude non-printing infermation N
B Deskio

|:| LCreate bookmarks using:
= Docun Headings
& Diownl Waord bookmarks

J. Music Document properties
] Document structure tags for acces:ihllrty) 3

Picturg
PDF options
U IS0 19005-1 compliant [PDF/A)
Winda 7] Bitmap text when fonts may not be embeddad

Fi.;f_ CEr

Videos

= M-Drin ] Encrypt the document with a password

U-Driv Cancel

= T

File name: | Loram Test

1 ' Save as type:  PDF ’

Authors:  cburntt lags: Addatag

Optirnize for: (@) Standard (publishing 2( Options.. )
online and printing)

] Qpen file after publishing

) Minimum size
[publishing online)

+ Hide Folders Cancel

Figure 22

Accessibility Note: WebAIM.Org has detailed instructions for converting
Word 10 documents, as well as other versions of MS Word to PDF
documents.
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https://webaim.org/techniques/acrobat/converting#word

Images

Images should be optimized for Web presentation, including physical and file size, and file
format. While TYPO3 has some built-in formatting tools, it is best that you contact the Web
Services team if you are not familiar with these formatting requirements.

Pictures shot with today's digital cameras are too large a file size to be placed on the web
without editing. The Web Services team can assist you with these issues.

Images on the web should have alt attributes so that assistive technology can describe the
image and/or function of the image in a meaningful way. See WebAIM'’s alt text page for
additional guidelines on writing alternative text.

TYPOS3 Links

The TYPQOS link icon is used to create links to pages, files, external URLs (other websites),
and email addresses. The process is very similar for each type of link

To begin creating each type of link Select the text that you want to link your file to and click on
the TYPO3 Link icon (as pictured in Figure 23).

File~= [ EBEdit* Insert= View~= Format= Table= Tools~

Formats* B F | &
'{T| TYPO3 link

Figure 23

Accessibility Advice:

e Avoid phrases like "Click here", "Here", "More", "More information", "Read more", and
"Continue."
e URLs as link text should usually be avoided unless the URL is relevant content.
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https://webaim.org/techniques/alttext

Linking to a document

Once you have uploaded a document file, the process of linking to it in the edit page view is
quite straight forward. Click on the Page module, and then the item in the page tree that you
wish to edit. Open a Content Element for editing (as pictured in Figure 24). (See Working with
Content Elements, in the TYPO3 Editing Guide.)

WEB « H LL.I l‘d o |
. oA O i Cossiinity Coligs Edit Page Content "Where the Mathe
. Workspaces . . ' " L1] H ]
FhLream— speci..." on page "Calculator Policy
FILE ommicn Comten
| Courses
[ Fibalist | Course Objectives General Appearance Arcess

| Caloulabor Policy

| Learning Centers Content Element

Figure

24

Select the text that you want to link your file to and click on the TYPO3 Link icon (as pictured
in Figure 23).

1.
2.
3.

Click on the File tab.

Click documents in the Folder Tree.

Click the down arrow to open the target menu and choose New window (as pictured in
Figure26). This will open the document in a new browser window or tab when a user
clicks on the link in the Web page.

Type Opens PDF in new window in the Title field.

Under Files: Click on the file name to choose that document. Save and switch to
preview mode (see Previewing Pages) to test the link.

(as pictured in Figure 25)

Page

TYPOQ3 Link

[F 3 1 ] External URL Email

Title:

Target:

Current Link: None - new link!?

Open in window: | Width ¥ | x| Height ¥

Folder Tree: Files:

v Site Files /ExampleContent/documents/
v-ExampleContent | word-tips-for-accessibility. pdf ,5
( documents ) 2

( Opens PDF in new window ] 4

o] [ 7]
|
CNew window 3]

L4

Images
General Content

hanner-emails

Figure

14
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Linking to another Page

At times you may want to link to another page in the MCC website, such as directions to the
College or another page within your own department.

Once you are editing within a content element, select the text that you want to link your file to
and click on the TYPO3 Link icon (as pictured in Figure 23).

1.
2.

3.
4.

Click on the Page tab.

If you are linking to a page outside your own department, click the down arrow to
open the target menu and choose New window. This will open the page in a new
browser window or tab when a user clicks on the link in the Web page.

Type Opens internal link in new window in the Title field.

Browse the page tree to reach the page you wish to link to and click on the page name.
(as pictured in Figure 26)

Save and switch to preview mode (see Previewing Pages) to test the link.

TYP

03 Link

(F‘a;e

1 ) File External URL Email

Title:

Target:

Page

Current Link: Mone - new link!

Open in window: | Width ¥ | x| Height ¥

{Gpens internal link in new window ) 3 If you are Iinking

| _blank | ] to a page outside

your department,

| . |
m 2 follow steps 2&3.

tree:

i [] Courses

¥ [) The Math Calculator Policy

i [ Alternative Calculator Policy

L= Learning Centers ) 4
i~ -] Adwisement

i) Scholarships

Figure
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When you link to a page within the same workspace:

Choose the Page tab.
Choose Top in the dropdown menu.
Enter Opens internal link in current window in the Title field. (as

Browse the page tree to reach the page you wish to link to and click on the page
name. (as pictured in figure 26-a)

TYPO3 Link

b=

(Page 1 ) File External UR

Current Link: None - new link!

Title: (Gpens the internal link in the current window 3)
Target: |_¢'3F' | v
Open in window: | Width | }-:| Height | = 2

ew window

Page tree:

i~ [] Courses
¥-[] The Math Calculator Policy
i i) Alternative Calculator Policy
[) Learning Centers ) 4
P[] Adwvisement
i~ [] Scheolarships

Figure 26-a
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Linking to an external URL (another website)

You can also link to other websites. Be judicious in how many external links you use as
websites often change which could lead to broken links on your page!

Once you are editing within a content element, select the text that you want to link your file to
and click on the TYPO3 Link icon (as pictured in Figure 23).

1.
2.

Click on the External URL tab.

Click the down arrow to open the target menu and choose New window. This will open
the Web page in a new browser window or tab when a user clicks on the link in the Web
page.

Type Opens external link in new window in the Title field.

Copy the URL and paste it into the URL field including the http:// or https://.

Click Set Link.

(as pictured in Figure 27)

TYPO3 Link

Page

File (Externa URL 1 )

Current Link: None - new link!

URL: (https:;',fw'.'.'w.sunet,r.edu,.-‘ 4 ) Setlink | §
Title: [C‘DEHE external link in new window 3 ]
Target: | _blank | r

Open in window: | Width * | xl Height |

m:

Figure 27

Save and switch to preview mode (see Previewing Pages) to test the link.
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Linking to an email
You can also create links to email addresses on your page. If you provide an email address
on your department’s pages, you should create a link to that email address.

Once you are editing within a content element, select the text that you want to link your file to
and click on the TYPO3 Link icon (as pictured in Figure 23).

1. Select the Email tab.

2. Copy and paste the full email address into the window.

3. Type Opens email program in new window in the Title field.
4. Click Set Link. (as pictured in Figure 28)

TYPO3 Link

Page File External URL Ema 1

Current Link: None - new link!

Email address: 2 I( set Link 4)
Title: ( :_5 )
Figure 28

Save and switch to preview mode (see Previewing Pages) to test the link.

Accessibility Note: Accessible pages allow individuals using screen
readers to ‘scan’ the links quickly by using meaningful text that describes
the link destination. Never use phrases like ‘click here’ since without the
context of the paragraph, they are ambiguous. Use link words and
phrases that can be intuitively organized, for example: ‘Contact us’ as
opposed to ‘how to contact us.’

Tip: If the title on the hyperlink's destination page gives an accurate
summary of what is on the page, use it for the hyperlink text. For
example, this hyperlink text matches the title on the destination page:
Templates and Themes for Office Online.

Link Titles: In TYPO3, use phrases placed in the title field to alert a user of assistive
technology of actions occurring with the link:

Opens internal link in current window (when linking to another page in your workspace)
Opens internal link in new window (when linking to a page in another workspace)
Opens external link in new window

Opens PDF in new window

Opens window for sending email

Directs viewer to a section on this page (when linking to a bookmark on the same
page)

Opens video in new window

e Opens audio player in new window

18
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https://templates.office.com/

Deleting Documents/Files/Images from your Filelist

TYPO3 editors have the ability to delete unused document and image files from their
workspaces. TYPOS3 should have currently used documents and images and should not be
used to archive older documents.

To delete unused or unwanted files or images.

1. Go to the Filelist Module.
2. Check the box before Extended View (if not already selected).
3. Select the appropriate directory- documents or images (as pictured in Figure 29).

o I .
= = Lg (8
& Papge
] v g Sample Departn
ety mecwments  sampledept
] Ust 3 images
Eincludes
il Workispaces » - [ GenerabConten
[ demme
FILE
7 Fllelist
1 | 3 images
& Indudes
2 [ Extended wview ]
Cisplay thumbnails
Show clipboard
Figure 29

3 I}Remember that the Ref number shows how many times a file or image is linked to within
TYPO3 (as pictured in Figure 30).

tvpo3-editing-quide.ndf ¢ = ol@|xx poF 101007 15m8 Rw |2
Downtown Campus.pdf & = @ T ¢ ¥ POF 08-22-17 229KB RW |2
Figure 30

Format options in the editor

There are format options available from the menu bar in the editor. You should be sparing
when using italics, bold and other type features. The Formats drop-down will be useful when
editing to help replace Buttons and to add PDF and External link icons. The Styles page
shows an overview of the current MCC web styles.

When you edit text that has special formatting (such as a Button), you may remove the
formatting. No worries, you just need to select the text, and then apply the format after you are
done editing.
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http://sites.monroecc.edu/web-standards/styles/

1. To add a Links & Buttons format, you first need to create a link (see TYPO3 Link
section).
2. Select the text of the link.
3. Select Links & Buttons from the Formats drop-down.
4. Select your button style:
o Button Primary is outlined in Gold.
o Button Primary Full is a gold button (text will appear white).
o Button Secondary is outlined in Grey.
o Button Secondary Full is a grey button (text will appear white).
(as pictured in Figure 31)
Text
Edi= Inseri= View= Forma 4
» |Fomas- p 7 CIEDIETTIEE =
"""""""" ) Secondary Button et
for these Headings ' I F
excellenti  jpine , Secondary Button: Full 55
students t . : Shield Butt de
Departme i 3 St ‘o
Mathema POF Link 3in
: Links & Butlons  » External Link offis
Figure 31
A general rule of thumb is to alternate use of primary and secondary buttons.
1. Create a link.
2. Select
3. For document files (should be saved as .pdf), select PDF Link.
4. For a link to another Website, select External Link.
(as pictured in Figure 32)
Text
Edit= Inseri= View= Forma
# Formats~ B F [Primary Button: Full} =
"""""""" . Secondary Button =2
for these Headings ' I F
excellenci  ypjine . Secondary Button: Full ;¢
E:pd::i; Blocks : Shield Button gb'-:'-
Mathema PDF Link €=—3 3in
i [TCEA T S External Link (_4 il
Alers ¥

Figure 32
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Previewing Pages

'ﬂ')At any time during the editing process you can preview the page to see what your changes
will look like on the Web by clicking the Save document and View Page icon. This opens a
new window/tab (as pictured in Figure 33). Be sure to allow all popups from this site!

P NS

c N TP sanEo L MoNToeCLat T

7 ppr T Gemmng Stared B tecebopk [ Iingomed Fgim Firel. o | Chigang Fimts De § Geppal - Casgl § § Oargmpcat B3 §" TVPOR S Logie @

:m* ‘Cufrnt Students  Parents  Alumni  Visitors & Frisnds “

e Calculator Policy

Courses

Figure 33
Moving the (1) slider bar between Workspace and Live moves the view between the page you
are currently working on and the page that is live on the Web.

Clicking on the (2) end icon allows you to select how you want to compare the working and
live view; either side by side (vertical), or stacked on top of each other (horizontal) (as pictured
in Figure 34).

Move back to the other open TYPQOS tab to resume editing.

Send to stage "Dept Approval" Discard =

All MTH 1F3 : udents are reqwred to have a scientific calculator 2
with no progimmable or graphing capabilities. Only this calculator
may be used freely on all exams (including the final exam)

Figure 34
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Another way to quickly preview your work; click View in the Web category of the Module Menu
to open the page in the content area (as pictured in Figure 35). This preview does not give you
the option to easily compare your changes to the live Web page.

L
WEB Fl =
& Page
[ Wew )
m " Meercs Community Coliags
] st r
= * ] Mathematics *
& Wrtzoacn i IVl Monroe Community College
Comimon Content CC =
e ) Cournes :
L) Courie Objectives
O Filefist ) Calculator Policy
[ Lesming Centers About MCC  Academics Admissions & Registration StudentLife Workforce & Ec
‘:;::::; P tive & e - =y ..... ..
_ Majering In Mathamatics M
= athematics B
13 professional Development Calculator Policy
Y Links Courses
7 Faculty and Staff Web Sites Course Obeciives
w11 Faculty & St
— Calculaior Polc
MTH §&6 Introduction to Data & e L Whent e MaPematos Department Fas adopied specis unferncaculakr
| Mon-Tradithon al Ways to Take Ha Lesming Cenbers regeinETenly or 3l aEEaNS 67 3 Sl These aie Inded by Coume mymbes
- Fadridales e sss n ffarnas nsf e s Aslesrundd b e scdbadn el metsoed
Figure 35

Moving from Editing to the Next Stage in Workflow

Once you are satisfied that you are done, you need to move your edited page to the next stage
in the workflow by clicking ‘Send to stage “Dept approval’’.

Select the Save and View option lﬂ!‘ to get the preview to open in a second window.

Clicking on Discard will roll back any page content changes that are ready to send for
publishing in the Workspace. Don’t worry if you click it by mistake, a pop up will ask if you
really want to do that.

NOTE: Using the green button in this view to send to the next stage in the workflow will mark
the individual content elements on the page as “Dept Approval” (as pictured in Figure 36).

Send to Stage "Dept Approval®  piscard

Figure 36

22
Revised 9/14/21



Once ‘Send to stage “Dept Approval™ is clicked, a pop up box will open. Some email
recipients may already be listed and checked. Any that are greyed out can’t be changed or
deleted.

1. To add additional people to the notification, type the email addresses into the top text
box, separated by semicolons.

2. Include a comment in the box below to identify the change you made for your
publisher.

3. Click ok to process the action.
(as pictured in Figure 37)

Send to stage "Dept Approval®
The salactad alameant(s) will be sant to Dapt Approval

Send mail to: Femwarden, &nn [ Computing and Information

Additional

recipients:

Comments: Dapartmant content ready to publish.

2

3 l ok ' cancel

Figure 37

z I}Special Note: To limit the number of emails sent when making multiple edits on several

pages in a short period of time, move the edits to "Dept Approval" state from the Workspace
module, instead of using the green button in the preview window for each individual page (as
pictured in Figure 44 below).

Reviewing Edited Pages and Publishing

The next eight steps require that you are a department Publisher. Basic Editors do not have
permissions to move the changes beyond the “Dept Approval” state.

In the working view of the site start at the landing/top page of the group, then open the
Workspaces module in the left-hand navigation bar to view all changes to the site, and the
current state for each change (as pictured in Figure 38).

WEB

£ Page
E=] Listk
I B workspaces ]

Figure 38
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% I}Special Note:

« If you do not start at the landing page before opening the Workspaces module, you
won't see all of the changes.

EAan
e Click on the clear page cache icon - in the upper right corner of the page

module, when minor changes are made, to make sure you can see the changes.

If you have access to multiple workspaces, you will see more than one tab, select the
appropriate tab. Publishers will see all edited pages (as pictured in Figure 39).

[ Sample Dapartment Internal All warkspaces J

Infinite + | | all languages »

T Path: fHome/Departments/Sample Department Internal - for training/ Advisement, {2 tems) The full page and
1of] [ Pacement Levels Dapt Approval content elernent are
[#] L, Whether you a £ Whether you are a math cheez whiz or a math avoider, Dept Approval R"d?! t‘:ﬂ P Iml
¥ Path: /Home /Departments/Sample Department Internal - for training / Calculator Policy/ {2 items)

& test h W [ Where the Mathematics Departmant has adopted speci Ready to publish

Figure 39

By moving the cursor into the end column, you can choose action options related to the
content element or page. The last icon will open a change history for that item (as pictured in
Figure 40).

®Z| JTE

\_/ Show history of workspace version

Figure 40

The green highlighted text indicates the change that was made to the page. You can also see
the date and time the change was made, and who made it (as pictured in Figure 41).

o

Figure 41
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The legend at the bottom of the Workspaces module gives the color-coded key for the kinds
of changes displayed in the record history. These include edited, moved, created, hidden and
deleted (as pictured in Figure 42).

Figure 42

You can also choose the option to move forward or back in the workflow cycle until you have
selected Send to Ready to Publish. Once an item is in Ready to Publish status (as pictured in
Figure 43), it will get a final review by the Technology Services Web Team before it is
published to the live website.* If at this point, you need to make a change, a web team
member can return it to editing status for you.

* Ppath: /Home/Departments/Sample Department Tnternal - for training / Caloulator Policyf (3 ibems)

3 teety h Wh... i Where the Mathematics Department has adopted speci.. Ready to publish s
Figure 43

Actions can also be selected at the bottom of the page. After selecting the pages, select the
action from the dropdown menu at the bottom of the page (as pictured in Figure 44).

i
il

Sample Department Internal

Infinite ||| all languages ~|

T Path: fHome/Departments/Sample Department Internal - for trainingf Advisement/ (2 items)
il £ Placement Levels [E] Placement Levels Editing
=, Whether you are a . Whether you are a math cheez whiz or a math avoider,... Editing

¥ path: fHome/Departments/Sample Department Internal - for training/ Calculator Policy/ (2 items)
&, , test publish Where ... [ Where the Mathematics Department has adopted sped... Feady to publish

e
[ Send to stage "Dept Approval’]

| Send to stage “Ready to publish™

| | ||| choose selection acti [+ | | choose Mass Action |+

Figure 44

*Final Review

The College is committed to the accessibility of our website as part of our open access mission
and our service to our community. To further this commitment, the manner in which information
is posted on the website has been changed to centralize the publishing of content, allowing
trained members of the Technology Services Web Team to be the posters of new website
material. While TYPQOS liaisons will retain responsibility for the content of their web pages and
will still be expected to follow the ADA Compliance Standards and MCC Standards for which
they have been trained, changes to the website will be published to the live website after
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careful review for ADA compliance, functionality and style conformity by the Technology
Services Web Team.

Publishing Schedule

Publishing will occur Mondays, Wednesdays and Fridays, excluding days when the
College is closed. Normal operations will commence on the next scheduled review date. Any
changes made after noon are not guaranteed to be moved live until the next publishing
day. Please plan your changes in accordance with the publishing schedule.

Urgent request for uploads can be made on a limited basis. To request an urgent change,

a technology request ticket must be submitted indicating the reason for the urgency and
explanation of what changes were made. Urgent requests for publishing will only take place
during normal business hours and are not guaranteed. There will be a few exceptions for
publishing changes that will be published to the live website outside of schedule:

o Broken Links

o Cancellations

o Date Changes

e Legal Requirements
e Misinformation

Getting Help

The current version of training material can be found at M:\Offices\Shared\TYPO3 Training
Materials.

Visual examples of pages, headlines, buttons and more can be found at
http://www.monroecc.edu/typo3-training/examples/.

To get help with TYPO3 technical problems, log on to MyMCC and go to the Tech tab. Under
Technology Service Support & Requests, click Create or View Technology Support
Requests. Under Request Help With... Select Web Site.

1. In the Description give a brief description of the TYPOS3 issue.

2. Be sure to include the URL of the page (copy it from the address bar of your browser).

3. Add a date required if appropriate, complete the rest of the request as necessary and
click submit.

Updates to the Faculty & Staff directory listings

Note: If you need to have the Faculty & Staff page updated, this information comes from the
College Directory. Log on to MyMCC and go to the Tech tab. Under Technology Service
Support & Requests, click Create or View Technology Support Requests. Under Request
Help With ... Select Telephone & Directory Services — then select Directory listings and fill in
the form.
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