CareWorks Content Management System


This training manual complements the tutorial videos found on oakland.edu/ucm/training and covers the basic functions required to maintain an Oakland website. Additional documentation is available for additional modules and advanced functionality and formatting on the “Supplemental Training” tab. 
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Troubleshooting: 
If you cannot accomplish what you need to with these directions, please contact your UCM account manager or submit a ticket to ucmhelp@oakland.edu and the Web team will assist.  

Logging into Careworks content management system:

· Click the copyright © symbol on the bottom left side of the footer on any website that uses the CareWorks system to reach the Control Panel.

· Log in with user ID (Oakland email) and password.

· If it’s the first time logging into the system, change password.

· The Control Panel can also be reached by typing the URL www.oakland.edu/admin.

Resetting your password:

· Go to the login screen by clicking on the copyright © symbol on the bottom left side of the footer on any website that uses the CareWorks system or by typing in www.oakland.edu/admin. 

· Click the “forgot your password” link.

· Submit your user ID (Oakland email address).

· An email will be sent with the new password.

Locating the website or page:

From the Control Panel:

· Click on the Website Page Manager.
· Use the drop down menu to select the name of the site you want to edit. You will only see sites you have access to.

· Once chosen, click on the + located on the left side of your site name.

· The first-level pages of the site tree will appear.

· Click on any additional + signs to the left of any names in the site tree to see the full site tree (second- and third-level pages).

· Click on the page title or the pencil icon located to the right of the page to edit the page.

· The edit screen for that page will appear.

Directly from the page you want to edit: 

· Click the pencil icon on the bottom right side of the.

· Upon login, you will be taken to the edit screen for that page (if you have access). 

· You may receive an error message if trying to access a form or application that is not a content page. See form builder training documentation for instructions on how to make changes to forms. 

Adding a page: 

· From the site tree, click on the green + sign located to the right of the parent page.
· Click on the green + sign next to the site’s Home page to create a first-level page to display in the left navigation.
· Click on the green + sign next to any other page to nest your new page under it.

· Contact your UCM account manager for help maximizing the website’s template to organize new content in the most efficient way.
· Upon adding a page, you will be taking to the edit screen.
Editing a page:
An asterisk indicates a required field in the edit screen. Complete the following to add or edit a page. 

· * Page Title - the title of the page as it will appear in the menu

· * Browser Title - the title of the page as it will appear in the browser title bar

· Set parent category – if different than where you originally selected using the green + sign, move the page without changing the URL

· Meta Description - one sentence that is used to describe the content contained in the current page and assist with search engine optimization

· * Sort Order – indicate what order the title will appear in the site tree, it will default to below the previous page at the same level

· to change the order of the page titles, click on “set sort order”

· click on the name of the page wished to be moved

· click on the up and down arrows to the right of the page title names

· * Start Date - determines when the page will become active and defaults to the current date - selecting a date in the future will make it difficult to preview your work

· End Date - determines when the page will become inactive – creating temporary pages can lead to broken links

· Quick Inactivation – quickly hide a for a brief time – will cause a broken link

· * Content Type - choose whether your page will:

· Content – house original content (see “adding content” section)

· Link - send the user to a specified link (to another OU website, external site, or document in the CMS) 

· Specify the URL in the Link/Content section of the edit page in the URL (link address) field

· Target Window - indicate whether the page will open in the same browser window or in a new browser window (always choose new window for external websites and PDF documents)
· Avoid creating a link page if a text link from a content page would suffice

· Duplicate Content – dynamically pull content from another OU site within the CareWorks system

· Enter the 5-digit unique page ID of the page with the content you want to duplicate in the Link/Content section of the edit page in the Copy Content From field 

· Click “Show Advanced Options” to view other options 
· Un-checking the following boxes will hide the page in various ways: 

· Display in Primary Menu – Hide a first-level page from the left navigation

· Display in Secondary Menu – Hide a second-level page from the left navigation (a page under a category heading)

· Display in Sitemap – The OU website currently doesn’t have a sitemap, this won’t do anything

· Display in Search – Hide the page from the OU search. Google or other search engines can still find the page. 

· Custom Area Link 2 – This is where you insert the album or gallery ID to add a rotating banner to the top of your page. See supplemental training for Web banners. 

Click “Save”.
Adding/editing content:

· From the edit screen for the page, launch the rich text editor for the Main Content area.

· This is the primary space for adding content to your web page.

· To add content to the two additional content areas on the right side of the page, launch the rich text editor for Additional Content 1 and/or Additional Content 2.

· Additional Content Area 1 displays above Additional Content Area 2.

· If you do not use the additional content areas, your Main Content area will use the full width of the template.

· Click “Save” to save changes made in the rich text editor for each content area.

· Click “Save” to save all changes made to the page.

· Click “site tree” and then “unlock my pages” to allow others with access to the page to edit the pages you were working on.

Pasting in content:

Some of the tools you will find in the rich text editor are similar to Word, while others are unique to Web formatting: 

· Paste in content using one of the following tools on the left side of the rich text editor: 

· Paste as Plain Text – recommended  

· Paste from MS Word, cleaning all MS Word coding – good for pasting in tables when needed

· Remove unwanted formatting with the five format strippers located on the top of the rich text editor (from right) Word, Span coding, Fonts, Cascading Style Sheets, or all coding to get plain text.

· Use the Spellchecker on the top left.  

Adding images: 

· Always resize an image to the correct pixel width and height that you will need for Web display. Web images should be 72 dpi and RGB color. DO NOT upload hi-res images. 

· Put the cursor on the page where you want to image to end up.

· Click the Image Manager icon and select your department’s folder and any subfolder. You can create additional folders if needed, but do not move or delete folders.

· Click Upload and select the image from your computer. 

· Click Upload again. 

· Click on the Properties tab and give the image alt text for users with screen readers. If the photo will not be inline with text, use the Image Alignment to float it left or right and give it at least a 5px margin all the way around. 

· DO NOT link to images on other websites. 

· Click insert. 
Adding documents: 

· Select the text or image you wish to link to a document. 

· Click the Document Manager icon and select your department’s folder and any subfolder. You can create additional folders if needed, but do not move or delete folders.  

· Click Upload and select the document from your computer. 

· Select “Overwrite if file exists?” if you are replacing an old version of a document. The file name must be exactly the same. 

· Click Upload again. 

· Select the Target as New Window. 

· Click Insert. 

Creating a standard link:

· To link text to a website, highlight the text in the rich text editor.

· Link descriptive words like “Download a map of event locations” instead of “click here”.

· Click Hyperlink Manager.
· Type or paste the link address in URL field.

· For www.oakland.edu websites, you can simply use the extension such as /advising or /registrar.

· Use the full URL for all other websites.

· The Target allows the link to be opened in a new window if needed.

· It is OU standard that links to all OU web pages open in the same window

· Anything else such as external sites, PDFs, or OU sites without top global navigation (Future Students, Current Students, Alumni, Faculty & Staff, Visitors & Friends) should open in a new window.

· Click “Ok” to establish the link.

Using anchor tags (to avoid scrolling):

· Create an anchor by placing the mouse curser where the link would be created.

· Do not highlight any words.

· Click on the hyperlink manager and choose the “Anchor” tab.

· Type in a name to assign this anchor and click “Ok”.

· Place curser where the link for the anchor will be appear.

· Type in a name for the link, highlight the name, and click hyperlink manager.

Linking text to an email address:

· Highlight the text to be linked and copy it to your clipboard.

· Open the Hyperlink Manager.

· Click on the tab labeled “E-mail”.

· Paste in the email address and email subject (optional).

Cascading Style Sheets:

By default, text typed into the rich text editor or pasted as plain text will default to a standard font and size that is compatible with all modern browsers. Some additional formatting options are available under the drop down “Apply CSS class” for headings, captions, small content, etc. These options follow the university standard for style on all websites. Do not use custom colors or sizes or too much bolded text.

Inserting a Table:

· Click the Table icon. 

· Pull curser down and across to choose the number of rows/columns.

· Click on the Table Wizard to display set up options, formatting, and table properties. 

· You can also access these advanced options by right clicking on one of the table cells in the rich text editor and clicking table properties.

· If you need to paste in a table from Word, use the Paste from Word feature on the left side of the rich text editor and then format accordingly.

Page preview: 

View your work without having to save out of the page. 

Check your work. Make sure formatting is clean and all the links work. 

Unlocking your pages:

· Only one person can edit a page at a time.

· When a page is in use, a lock icon will appear to the right of that page.

· Find out who has the page locked by scrolling the mouse over the lock icon.

· If a user does not exit a page properly, it will remain locked until released.

· Click “Unlock my pages” before logging out of the system each time.

To delete a page:

· Click the “Delete” button just below “Show Advanced Options”.

· Once the save button is clicked the page will be deleted.

To recover a Page:


· If a page is accidentally deleted, it can be recovered by returning to the site tree.

· From the Website Tree, click “Show Filters”.

· Select to see all Inactive, Expired, or Deleted pages.

· Click “Display” and the pages will show up in your site tree

· Click on the name of the deleted page.

· Scroll down to the bottom of the edit screen and check “recover page” box.

Creating a Media Gallery

Hint: Galleries can hold multiple albums

· From the Control Panel, click on the Media Gallery module.

· If editing an existing gallery, use the search fields to find it. 

· Once you find your gallery, click on the edit pencil.

· If creating a new album within an existing gallery, click Add Album on the bottom right. 

· Give the new album a name and description. Keep in mind you will use this name to search for it later if/when edits are needed. Click Continue.

· You will be brought to the Item Details screen for the first item in your album. Fill in the required fields and upload the file.  Click Save. 

· To add additional items, click Add Item and repeat. Save out of the album and then out of the gallery when done.

· If the album is already embedded into a page, it will update automatically. If not, clear your browser history and cache.

· If editing an existing album, click on the edit pencil for that album within the gallery. You can add, delete, or edit items. Save out of the album and then save out of the gallery when done making changes. 

· If creating a new media gallery, click on the “Add Gallery” button above the table of existing galleries. 

· It will bring you to the Gallery Details screen where you will give the gallery a name, tell it which site it belongs to, and select the type of viewer. Use the Slideshow options for photos and Video Player for videos. Know where you are going to place the album and how much room you have to work with before selecting the Slideshow type, which are named according to their size. Click Continue. 

· It will bring you to the Album Details screen for the first album in the gallery. Give the new album a name and description. Keep in mind you will use this name to search for it later if/when edits are needed. Click Continue.

· You will be brought to the Item Details screen for the first item in your album. Fill in the required fields and upload the file. Click Save. 

· To add additional items, click Add Item and repeat. Save out of the album and then out of the gallery when done.

Embedding a Media Gallery onto a page

· From the Rich Text Editor, click on the Media Gallery Manager icon on the right hand side. 

· Select the gallery from the drop down menu. 

· Optional: Select the Start Album and the Start Item. 

· Click Insert. 

· Save and view the page to make sure the gallery embedded properly. 
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