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Introduction

OmniUpdate (OU Campus) is a useful web content management system that provides easy access to
update web content. With its easy accessibility, WYSIWIG (What You See Is What You Get) toolbar, and
other features, OmniUpdate allows you to publish, manage, and organize a wide array of content for
websites you have editing access to.

The following booklet is meant for those users who have Level-5 website editing permissions. This
booklet will provide you a step-by-step guide for editing and creating Kennesaw State University websites
using OmniUpdate.

Learning Objectives

The following topics are covered in this document:
e Accessing your site for editing

e Becoming familiar with the WYSIWIG editor
e Editing Existing Pages

e Deleting/Recycling Existing Pages

e Sending Pages for Approval

e Approving/Declining Pages

e Version Control
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Logging into OU Campus

With the OmniUpdate DirectEditor, you can navigate to any webpage that you have editing permissions
for and access the page for editing. The following explains how to access the OmniUpdate DirectEditor in

order to edit webpages.

1. Inaninternet browser, navigate to the page that you wish to edit.

2. Click the DirectEdit button at the bottom of the page.

KSU Home Page
OU Campus Home

OU Training

Welcome to OU Training.

OmniUpdate (OU Campus) is a very useful web content management system
used by Kennesaw State University websites. This workshop will introduce

features and functionality. Participants can expect to learn how to access
OmniUpdate, edit webpages, and add content to their website.

UNIVERSITY CONTACT INFO

Kennesaw Campus Phone

470-578-6000
1000 Chastain Road

Kennesaw, GA 30144

. 470-578-4636
Marietta Campus

1100 South Marietta Pkwy
Marietta, GA 30060

Business & Industry

Privacy Statement / Accreditation /
Adbvisories / Reporting Hotline / Open
Records / Human Trafficking Notice /

INFORMATION FOR OUR INITIATIVES RELATED LINKS

Current Students Global Affairs Libraries

Future Students Diversity & Inclusion Arts, Culture and

Student KSU INFO Faculty & Staff Museums

Community Engagement

Community & Visitors Sustainability Job Opportunities
Degrees, Majors &

Alumni & Friends
Programs

Online Learning

© 1020 Kennesaw State University. All
Rights Reserved

Figure 1 - Navigate to Page & Click DirectEdit Symbol

Note: The DirectEdit button appears as the copyright symbol.

3.

4. Click Sign In (See Figure 2).

Log in with your NetID and NetID password (See Figure 2).

Sign in with your organizational account

sowll@kennesaw.edu

| Sign in .o

Please use your primary E-mail address to login.
Students: [Netid]@students.kennesaw.edu
Faculty /Staff: [NetID]@kennesaw.edu

GHC Students: [NetID]@win.kennesaw.edu

To change or reset your password, please visit NetID.

Figure 2 - Enter NetID & NetID Password
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Note: If you are logged into your email through Office 365, you may be automatically logged in to

OmniUpdate. If you automatically log into OmniUpdate, skip to Step 5.

5. If prompted, use your preferred method to authenticate your account through DUO.

For security reasons, we require additional information
to verify your account sowl@kennesaw.edu

%

Settings

Enter a Bypass Code

Figure 3 - Authenticate with DUO

6. You will be taken to the DirectEdit page.

oobampus

3) KENNESAW STATE
UNIVE Ty

R

# Navigation

KSU Home Page

OU Campus Home

OU Training

Dashboard v Content v Reports v Add-Ons v Q ° OmniTr... W e
m < Backto Pages &
mdex‘pcf UNPUBLISHED CHANGES
o - >
] Preview ¢ Edit & Properties 'O Versions E’ ' PUBLISH ¥

Athletics Campus Life Global

Welcome to OU Training.

OmniUpdate (OU Campus) is a very useful web content management system used
by Kennesaw State University websites. This workshop will introduce participants

functionality. Participants can expect to learn how to access OmniUpdate, edit
webpages, and add content to their website.

Figure 4 - Webpage Editor
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Fixed Layout

At the top of the page, you will find the static menu that orients you to where you are in your site. Use
these buttons to navigate from individual pages to the full site directory.

N
_‘:)_"_‘:L"_(:L"_(:Ll (e
%Eamﬂus Dashboard W Content W Reports v § Add-Ons W H Q OmniTraining W 9

£ Back to Pages

- 4

- »
[ Preview & Edit & Properties "D Versions ' PUBLISH L

NESAW STATE
IVERSITY

OMMNI TRAINING About KSU  Academics Admissions  Athletics

Campus Life Research Global

Figure 5 - Fixed Layout

a. Dashboard Tab: Click this menu for direct access to your dashboard, which contains your
OUCampus inbox and widgets to indicate your checked out pages and a history of the activity on
sites you have access to (See Figure 5).

b. Content Tab: Click this tab to access the menu with links to your site directory, assets, and the
recycle bin (See Figure 5).

c. Reports Tab: Click to open the menu and access reports for your Required Actions, Checked-Out
Content, Pending Approvals, Scheduled Actions, Recent Saves, and Recent Publishes (See Figure 5).

d. Add-Ons Tab: Click to access the OU Campus Quick Guide (See Figure 5)
Search Function: Use the search function to find content within your site (See Figure 5).

f. KSU Site Directory: Clicking inside this menu will reveal all the sites within KSU’s site directory
(See Figure 5).

g. User Profile Menu: Click your profile picture to access your settings and log out of OUCampus
(See Figure 5).

h. Back to Pages: Clicking this link redirects you to the site directory (See Figure 5).
i. Page Name: The name of the page you are currently editing (See Figure 5).
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Editing a Page
When you are in the DirectEdit page, you will have the ability to edit your webpage, preview your page,

view page properties, check in/check out of your page, and view various versions of your webpage. The
layout of the DirectEdit page is as follows.

ind 2 cf b BLISHE, C GES d G o

S o= O g -
3 Preview § || #° Edit | §& Properties § §*D Versions v A PUBLISH ¥
e R

»

OMNI TRAINING

About KSU Academics Admissions Athletics Campus Life Research Global

Omni Training o

7 o] @)

KSU Home Page

Welcome to OU Training.

OU Campus Home

OmniUpdate (OU Campus) is a very useful web content management system

OUTraining used by Kennesaw State University websites. This workshop will introduce
participants to OmniUpdate, providing a hands-on walkthrough to its key features
and funclionaﬁi;l.. .Isé-rii-c-i-p-éh-ls can expect to learn how to access OmniUpdate, edit

@ webpages, and add content to their website.

Figure 6 - DirectEdit Page

Q

Preview Tab: Preview the web page as it would appear live on the web (See Figure 6).
b. Edit Tab: Add, remove, and make changes to content in the editable regions of the page
(See Figure 6).

c. Properties Tab: Edit the page properties and view the page editing logs (See Figure 6).
d. Versions Tab: View the history of changes to the page and revert to previous iterations
(See Figure 6).
Note: The Versions tab will only be visible if the page is checked out to you (See Figure 6).

e. Lightbulb Icon: Click the button to check in or check out the page (See Figure 6).

f.  Publish Button: Publish the page to the public live on the web (See Figure 6).
Note: If you do not have access to publish the page directly, your changes will need to go through an
approval process, and this button will appear as Submit.

g. Editable Area:
i. Navigation Button: Click this button to open the in-line editor to make changes to the site
navigation (See Figure 6)
ii. Left Column: Click this button to open the in-line editor to make changes to the area in the
left column below the page’s navigation (See Figure 6).
iii. Main Content: Click this button to open the in-line editor to make changes to the main area
of the page (See Figure 6).
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Accessing the In-Line Editor

The In-Line editor allows users to make in-place edits to the webpage. The following explains how to

access the In-Line editor:

1. Inthe DirectEdit page, click on the Main Content button.

Welcome to Kennesaw State University

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
Systemn of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 7 - Main Content

2. You will be taken to the In-Line editor where you will be able to add/edit text as well as access the
WYSIWYG (What You See Is What You Get) editor.

J Preview  # Edit @& Properties "D Versions

Ox=9D Q 9 ¢ ¥~ L

Paragraph hd E m - (J Q .’ u ::

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

SAVE @ w PUBLISH - [

B ] ¥ EviEvE En x2X === Q40228

Figure 8 - In-Line Editor

3. Begin typing in the text field or use any of the functions in the WYSIWYG menu. See more about the
WYSIWYG menu functions in the next section.
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The WYSIWYG Editor

The WYSIWYG editor is your way to edit pages quickly and easily using tools you are likely already familiar
with. The WYSIWYG editor layout is as follows:

(2 83 B 2 o e e 2

9]
Heading 2 EE' =. |E|
® 00000

Figure 9 - WYSIWYG Editor

I
I
W
Il

a. File Functions: Save or revert changes on a page (See Figure 9).

b. Find Functions: Find specific content on your page (See Figure 9).

c. Undo Redo: Undo/redo changes made on a page (See Figure 9).

d. Spell Check: Run spell check on the content (See Figure 9).

e. Clear Formatting: Remove all selected text formatting and return text back to the default settings
for a page (See Figure 9).

f. Basic Font Properties: Format selected text to bold, italic, and/or underline (See Figure 9).

g. List & Indent: Create an ordered list or indent content (See Figure 9).

h. Block Quote: Format the selected text as a block quote (See Figure 9).

i. Superscript/Subscript Text: Format selected text to a superscript or subscript format
(See Figure 9).

j. Alignment Functions: Move selected text alignment (left, center, right) (See Figure 9).

k. Link Tools: Insert/edit links to files or other internal and external pages (See Figure 9).

I. Insert/Edit Mail Link: Insert and Edit a Mailto link (See Figure 9).

m. Anchor Tool: Create an anchor that can be used as a hyperlink on the page (See Figure 9).

n. Paragraph/Font Styles Options: Define paragraph style and add site-specific font styles

(See Figure 9).

o. Insert Images/Media: Add/edit images and videos on the page (See Figure 9).

p. Horizontal Line: Insert a horizontal line (See Figure 9).

g. Insert Line Break: Insert a line break (See Figure 9).

r. Special Symbols: Insert symbols and special characters (See Figure 9).

s. Insert Snippets and Assets: Opens a window to place snippets or assets on the page
(See Figure 9).

Note: For more information on Snippets and Assets, visit the OU Training page.

t. Enter Full Screen: View the page in full screen (See Figure 9).
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Adding Hyperlinks

When adding hyperlinks to your page, it is recommended that you either copy/paste the link or type the
link into the hyperlink fields. The following explains how to add hyperlinks into your website.

Adding a Link to an External Site

1. Inthe webpage you are editing, select the text that you wish to hyperlink (See Figure 10).
2. Click on the Insert/Edit Link button (See Figure 10).

x99 Q ¢ % L BI1 U EvEvEEn XX :ZEK'E&,
Paragraph BB —-«€Q RO 3

Welcome to Kennesaw State University

KSU Home Page

OU Campus Home (1 Kennesaw State University [ the third-largest university in Georgia, offering over

and doctoral degrees. A member of the University

OU Training System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Seuthern Polytechnic State University consolidated to create one of the 50 largest
m public universities in the country.

Figure 10 - Insert/Edit Link

w

Paste your link into the URL field (See Figure 11).
4. The Text to Display field is the text that is displayed for the hyperlink. If you have selected text prior to
clicking on the Insert/Edit Link button that text will appear in this field (See Figure 11).

5. If you wish to have the link open in a new window, select New window in the Open link in... field.
Otherwise, leave the setting Current window to have the link open on the same page (See Figure 11).

6. Click Save (See Figure 11).

Insert/Edit Link

Basic URL

Advan https://www.kennesaw.eduf I
Text to display

@ Kennesaw State University
-

 Current window ]
New window
not se ~

Custom Class

X

EXQ |

Figure 11 — Insert Information & Click Save
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7. If you receive a The URL you entered seems to be an external link pop-up, click YES to add the required
http:// prefix.

The URL you entered seems to be an external link. Do you
want to add the required http:/] prefix?

Figure 12 - Click YES

8. Your hyperlink will be added to your page.

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 13 — Hyperlink View

Adding a Link to an Internal Page

1. Inthe webpage you are editing, select the text that you wish to hyperlink (See Figure 14).
2. Click on the Insert/Edit Link button (See Figure 14).

B x99 Q & ¢
Paragraph hd E m

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
Systemn of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

o=

Figure 14 - Select Text & Click Edit/Insert Link Icon
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3. Click the Source Icon.

Insert/Edit Link X

Basic URL

Text to display
About Us

Title

Open link in..

Current window ~
Class

(not set) v

Custom Class

CANCEL SAVE

Figure 15 - Click Source Icon

4. Navigate the content from your site in the left panel. Select the page you wish to link to
(See Figure 16).

5. Click Insert (See Figure 16).

Select File

@ Sites » OmniTraining Staging A4l UFLOAD

Filter by tag L
€= KENNESAW STATE
A UNIVERSITY

Cle]

Filter by name = i FLIp

OMNI TRAINING

1 training02.pct q
Search = Menu
1 training03.pcf
.

OU Training / Weleome to Kennesaw State University
4 1 training04.pet

1 training05.pct

S Welcome to Kennesaw
1 training07.pct Stﬂte UniVEI'Slty

1 training0B.pct Mame: training04.pef
Path: /training04.pef

. it Size: 35K

1 training09.pct izes =

Last Modified: 12/3/20 2:42 PM
Last Published: 12/3/20 2:54 PM

Figure 16 - Select Page & Click Insert
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6. If you wish to have the link open in a new window, select New window in the Open link in... field.
Otherwise, leave the setting Current window to have the link open on the same page
(See Figure 17).

7. Click Save (See Figure 17).

Insert/Edit Link X
Basic URL
Advanced {{f:7920916}} )

ftraining04.pct
Text to display

About Us

Title

Open link in...

+ Current window

Mew window

Customn Class

Figure 17 - Select How Link Opens & Click Save

8. The hyperlink will be added to the page.

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
System of Georgia, Kennesaw State is a comprehensive university with more than

32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 18 - Hyperlink is Added
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Uploading Files

The following explains how to upload files into your website.

1. Inthe webpage that you are editing, click the Main Content button to open the text field.

# Main Gontant

Figure 19 - Main Content

2. Place your cursor where you wish to add your file link (See Figure 20).
3. Click Insert/Edit Link icon (See Figure 20).

BMx9D9 Q ¢ % L BI YU iEviEvE = n x’xz:ZEZ:&r
Paragraph v Em - (J Q “’u ::

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 20 — Click Insert/Edit Link

4. Click the Source icon.

Insert/Edit Link X
Basic URL
Advanced

Text to display

Title

Open link in...

Current window w
Class

[not set) v

Custom Class

Figure 21 - Click on Search
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5. The Select File window will open. From here, you can either:
a. Select a file from your existing files (See Figure 22).
b. Click the Upload button to upload a file (See Figure 22).

Select File
| . 5 |

Q Sites » OmniTraining |Staging b4 | UPLOAD
Filter by tag @

Filter by name

W RS T

docs

index.pct

A ksu_mission_statement_09.pdf @

milya_testing_folder

pdf
sandbox
Mame: Home Folder
1 training01.pet Path: /

Last Modified:

CAMNCEL

Figure 22 — Select a File or Click Upload

Note: If you select an existing file, you can skip to Step 10.

6. Click the Add button.

Upload to /

Access Group | (Inherit Existing) N

Overwrite Existing [

Allowed Extensions  DOC, DOCX, RTF, G5V, XL5, XLSX, PP5S, PPT, PPTX, PDF, MP3, MPA, WAV, WMA, ASF, MPG,
BMP, GIF, JPG, JPEG, PNG, TIF, ZIF, PCF, INC

Files Eo o]l ll or drag files from desktop

CANCEL

Figure 23 - Add Files
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7. Navigate to and select the file you wish to upload (See Figure 24).
8. Click the Open button (See Figure 24).

avori = v = + [ Desktop Q

@) Recents

A Applicati... Today Date Modified Size

(=) Desktop [ Relocated Items Today at 1:42 PM 29 bytes
[ Documents Previous 7 Days

Today at 10:30 AM 2.3 MB|
Dec 15 2 2

@® Downloads [£] D2L_Brightspace_Assignments.pdf

) |+ MS_Teams Breakout Rooms.pdf
B3 Creative... vﬂ MS_Teams_Breakout_Rooms_DRAFT.docx

Options

® Red

Figure 24 - Select the File & Click Open

9. You will be returned to the Upload to window. Verify that the file is correct and click Start Upload.

Upload to /

Access Group {Inherit Existing)

Owerwrite Existing [

Allowed Extensions  DOGC, DOCX, RTF, G5V, XLS, XLSX, PPS, PPT, PPTX, PDF, MP3, MPA, WAV, WMA, ASF, MPG,
BMP, GIF, JPG, JPEG, PNG, TIF, ZIF, PCF, INC

Files + ADD or drag files from desktop

Filename Size Status

MS_Teams_Breakout_Rooms_DRAFT.docx 1.1M

CAMCEL START UPLOAD

Figure 25 - Start Upload

10. You will be returned to the Select File window, and the file will appear in the list to the left. Click
Insert.

Select File
Q Sites b OmniTraining Staging b UPLOAD
Filter by tag

Filter by name
images

sandbox
Name: MS_Teams Breakout Rooms_DRAFT.docx

. . Path: /MS_Teams Breakout_Rocms_DRAFT.docx
1 training01.pcf Size: 1.1M
Last Modified: Never

7 training02.pct Last Published: Never

CANCEL INSERT

Figure 26 - Click Insert
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11. Add descriptive text in the Text to display field (See Figure 27).
Note: Text in this field will be displayed on your page.

12. In the Open link in... dropdown, select whether you wish to have the file open in the same page orin a
new window. Selecting Current Window will have the file open in the same browser window.

Selecting New window will open in a new browser window (See Figure 27).

13. Click Save to insert the link on the page (See Figure 27).

Insert/Edit Link x
Basic URL
Advanced {{f:39815774}} ]
e:t to display
KSU Mission Statement
Title
Open link in...
@\/ Current window I
(not set) -
Custom Class
EEQ

Figure 27 — Verify Text to Display, Select How Link Opens, & Click Save

14. Your file and file link will be added to your webpage.

Kennesaw State University is the third-argest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. & member of the University
Systemn of Georgia, Kennesaw State is a comprehensive university with more than

32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the cnuntrv.l

KSU Mission Statement

Figure 28 - Linked File
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Adding an Image
The following explains how to add an image to your page.

1. Place your cursor where you wish to add your file link (See Figure 29).
2. Click on Insert/Edit Image icon (See Figure 29).

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University conselidated to create one of the 50 largest
public universities in the country.

Figure 29 - Click Insert/Edit Image Icon

3. The Insert/Edit Image window will open. Click the Source icon.

Insert/Edit Image x

General Source

Advanced

Alternative description

Image title
Width Height
*]
Class
(not set) ~

Custom Class

Figure 30 — Click Source Icon
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4. The Select Image window will open. From here, you can either:
a. Select a file from your existing files (See Figure 31).
b. Click the Upload button to upload a file (See Figure 31).

Note: If you select an existing file, you can skip to Step 9.

Select Image @
@ Sites » OmniTraining » images ‘Staging @ UPLOAD

Filter by tag

Filter by name

images
B 3961_kennesaw_state_owls_primary_2012.png
B 580b57fcd9996e24bcddc53e.png
Select a file to see its preview.

B about_banner.jpg
B academics_bannerjpg

banners
B composition 1 bon courage.jpg

B computerphoto.jpg @

B fisld.inn

CAN INSERT |

Figure 31 — Select Image or Click Upload

5. The Upload Image window will open. Click the Add button.

Upload to /images

Access Group | (Inherit Existing) "

Overwrite Existing [

Allowed Extensions  DOC, DOCX, RTF, CSV, XLS, XLSX, PPS, PPT, PPTX, PDF MP3, MPA, WAV, WMA, ASF, MPG,
BMP, GIF, JPG, JPEG, PNG, TIF ZIF, PCF, INC

Files + ADD or drag files from desktop

CAMCEL

Figure 32 - Click the Add Button

Page 20 of 42



6. Navigate to and select the image you wish to upload (See Figure 33).

7. Click the Open button (See Figure 33).

@ Recents
A Applicati...
= Desktop
[©] Photos

F Movies

® Red

~
iii
<

&

October Date Modified

|+ Certificate of Completion.pdf

September

Options

=+~ [ Desktop B a

o

Figure 33 — Select File & Click Open

8. You will be returned to the Upload to window. Verify that the image name is correct and click Start

Upload.

Upload to /images

Access G

Overwrite Exi

roup ({Inherit Existing)

sting [0

Allowed Extensions  DOC, DOCX, RTF, CS8V, XLS, XLSX, PPS, PPT, PFTX, PDF, MP3, MPA, WAV, WMA, ASF, MPG,

Filename

Picture1.png

BMP, GIF, JPG, JPEG, PNG, TIF, ZIF, PCF, INC

Files + ADD or drag files from desktop

Size Status

165K

CANCEL | START UPLOAD

Figure 34 - Click on Browse

9. You will be returned to the Select File window, and the file will appear in the list to the left. Click

Insert.

Select Image

@ Sites » OmniTrair

Filter by tag

Filter by name
B Peace.jpg

M peacesignfiel

B peacesignksu.jpg

B peacesignksufield.jpg

ning b images Staging

ld.jpg

B Picturel.png

B placeholder]
B praviewimag

B previewimag

Pg

el.jpg

Name: Picturel.png

. Path: /images/Picture1.png

e2.jpg Size: 862 x 304 (1B5K)
Last Modified: Mever

B python-programming-class-37623671.png Last Published: MNever

e UPLOAD

# Edit Image

CANCEL INSERT

Figure 35 - Click Insert
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10. Enter a description for the image in the Alternative description field (See Figure 36).

11. Click inside the Class dropdown menu to select the relative size and placement of the image

(See Figure 36).

Insert/Edit Image x
General Source

Advanced {{f:39854278}} &

Alternative description

Instructions for Sharing Screen in MS Teams

Image title
Width Height
863 304 8

+ (not set)
(custom)
Medium - Left
Medium - Right
Large - Left

Large - Right
Full-Width
Medium

Large

Figure 36 - Add a Description & Set a Class

12. When you are finished with the image settings, click Save.

Insert/Edit Image X

General Source

Advanced {{f:39854278}}

fimages/Picturel.png

2

Alternative description

Instructions for Sharing Screen in MS Teams

Image title
Width Height

863 304 2]
Class

(not set) v

Custom Class

CANCEL

Figure 37 - Click Save
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13. The image will be added to your page.

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University
System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and

Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 38 — Image is Added to Page

Inserting YouTube Videos
The following explains how to add YouTube videos to your webpage:

1. Place your cursor where you wish to add your media (See Figure 39).
2. Click the Insert/Edit Video icon (See Figure 39).

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University

System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 39 - Place Cursor & Click Insert Video Icon

3. Open a new browser window in your preferred internet browser.
4. Navigate to www.youtube.com.
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www.youtube.com

5.

In Youtube, navigate to the video that you wish to add.

N[l Tube kennesaw state university

KENNESAW
STATE UNIVERSITY

University College

Orientation and Transition Programs

Kennesaw State Orientation Video

University College at Kennesaw State University
KENNESAW

S
o+ Addto & Share  ses More % -

1,128
»

Figure 40 - Navigate to your video

Copy the video link from the address bar.

‘('_ il I- https youtube.com,/watchiv=MxxldqWbqcg I

Figure 41 - Copy your address

In the Insert/Edit Embedded Media screen, located in OU Campus, paste your YouTube link in the

Source field (See Figure 42).

Click the Save button (See Figure 42).

Insert/Edit Media

Genera source
Embed https:/fwww.youtube.comfwatch?v=Gecgl
Advanced — TE——

560 314

()

CAN o SAVE

Figure 42 - Click Save
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9. The video will appear in your webpage editor.

Bx9 Qe |¥v| L[| B I YV
Paragraph W EE - (-l Q H-TJ ::

i
¢
il
<
Il

= XX ==

public universities in the country.

System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest

Figure 43 — YouTube video in Editor

Embedding Videos from Kennesaw State MediaSpace

MediaSpace is Kennesaw State’s dedicated video sharing website. When you need to upload videos to
share with your audience at KSU, it is recommended that you utilize MediaSpace. For more information
on using MediaSpace, please refer to the Getting Started with KSU’s MediaSpace: Faculty/Staff Quick Start

Guide. The following explains how to embed video from Kennesaw State University’s MediaSpace onto

your website.

1. Open a new browser window in your preferred internet browser
Navigate to mediaspace.kennesaw.edu.
3. Click on the Guest icon.

N

Search all media @ Add Mew v & Guest v

Figure 44 - Guest Icon

4. lick Login.

GUEST

fH Media Upload

My Media

| # Login |

Figure 45 - Login
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https://apps.kennesaw.edu/files/pr_app_uni_cdoc/doc/Getting_Started_KSU_MediaSpace-1_rev.pdf
https://apps.kennesaw.edu/files/pr_app_uni_cdoc/doc/Getting_Started_KSU_MediaSpace-1_rev.pdf
http://mediaspace.kennesaw.edu/

5. Enter your NetID and NetID Password (See Figure 46).
6. click Sign in (See Figure 46).

KSU MediaSpace Sign In

Use your KSU NetlD and Password to login

User ID

sowll

Password (:—D

Figure 46 - NetID Login

7. To upload a video that you have created, click My Media.

MediaSpace Home

Figure 47 — Click My Media

8. Click the video that you wish to Embed.

My Media T

Sort by Most Recent - View All Statuses -~ View All Media~ | Q

My Home Page - D2L Brightspace # Edit

An overview of the My Home Page in DZL Brightspace

The D2L Brightspace (3 my nome T8 g21brgntspace ]

My Home Page

UNLISTED
] Accessing your course # Edit

Accessing your course in D2L Brighispace

Accessing your Course
in D2L Brightspace

|1 ® |0 @ OS5Daysago

I N 12 > (0 050 %

Figure 48 - Select your Embed
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9. Click Share.

O Details

My Home Page - D2L Brightspace

From ITS ODLT 5 Days ago

™ Share

10. Click Embed.

Figure 49 - Share Button

Link to Media Page Embed

oEmbed

hittps_//mediaspace kennesaw edu/media/My+Home+Page+-+D2L+Brightspace/_t85lz5xc

Figure 50 - Click on Embed

11. Copy the Embed Code from the Embed field.

in MediasSpace.

Link to Media Page oEmbed

Grabbing the embed code will make this media public to the world and override all entitlements defined

<iframe id="kaltura_player" src="https://cdnapisec_kaltura.com/p/1728581/5p/172858100/embediframe.s

Figure 51 - Copy the Embed Code

12. Place your cursor where you wish to embed your video in the OmniUpdate page that you are editing

(See Figure 52).

13. Click the Insert/Edit Video button (See Figure 52).

Kennesaw State University is the third-largest university in Georgia, offering over
100 undergraduate, graduate and doctoral degrees. A member of the University

System of Georgia, Kennesaw State is a comprehensive university with more than
32,000 students from 130 countries. In January 2015, Kennesaw State and
Southern Polytechnic State University consolidated to create one of the 50 largest
public universities in the country.

Figure 52 - Place Cursor & Click Insert Video Icon
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14. Click the Embed tab (See Figure 53).
15. In the OmniUpdate page that you are editing, paste the Embed Code in the Paste your embed code

below field (See Figure 53).

16. Click Save (See Figure 53).

Insert/Edit Media X

General

Paste your embed code below:

;.plu in]=true&amp;&wid=1_3pmdOolh"
width="400" height="285" allowfullscreen
webkitallowfullscreen mozAllowFullScreen
| allow="autoplay *; fullscreen *; encrypted-
media *" frameborder="0" title="Kaltura

Player"></iframe>

16

Figure 53 — Click Embed, Paste Code, & Click Save

17. The video has been embedded in the page.

L\{
w
~
Ic
iii
i
]
-
-
xla
X
Ll
il

Wl

X

Figure 54 — Video has been Inserted

Publishing a Page in OU Campus

The following explains how to publish a page in OU Campus.

1. To publish your page, click Publish.

- £ Back to Pages
training08.pct

[ Praview # Edit & Properties

[o]

W PUBLISH =

Figure 55 - Click Publish

Note: If you have not saved your changes, the Save and Publish window will open. Click Save.
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2.

All button (See Figure 56).
3.

Error Number link (See Figure 56).
4,

Add Schedule (See Figure 56).

The Final Check page will appear. To scan your page for spelling and hyperlink validity, click the Run

Upon running your checks, you will see your error report. To view and correct any errors, click the

If you would like to schedule the release of the publication rather than publishing immediately, click

5. If the Include Unpublished Dependencies section appears, leave the checkbox checked to publish any
items on the page that have not been previously published online (See Figure 56).

6. Type any notes about the version in the Version Description text area (See Figure 56).
7. When you are finished, click Publish to publish the page live on web (See Figure 56).

Publish - training08.pcf
Final Check Schedule

Are you ready to publish?
Double-check your page before publishing.

A Spelling: 2 errors C English

Links: 1 error

'

Schedule: Add Schedule

W

php@ v RUN ALL CHECKS l

Include Unpublished Dependencies: \iew Files

This file contains links to items that have not been pt.rbﬂ'sm&@

Version Description

24/256

6

Included MS Teams Image.

CAN o PUBLISH

Figure 56 - Publish Page Options

8. Once the page has been successfully published, a notification will appear in the bottom left corner of
the page. Click the View in new window link to see and verify the page live on the web.

training08.pcf
File is now published.

x
l " View in new wlndnwl

Figure 57 - View Page Live on Web
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Creating a New Page in OU Campus

The following explains how to create a page in OU Campus. Note: You must have at least Level 5 access in
OmniUpdate to create pages and folders.

1. Inthe webpage editor, click the Content tab (See Figure 58).
2. Click the New button (See Figure 58).

.1
'ﬁ‘ﬁ-{ﬂampus Dashboar{ 4 ' Content v W Reports v Add-Ons v Q Q omniTr... W v e
m Pages (35) e + NEW - [
& Y Filter L 4 STAGING ¥
0 0O Namea Status Madified
| nav.inc 2138 Q 12/3/20 3:04 PM
|&= props.pcf 8158 R;' UNPUBLISHED 4/30/15 7:34 AM

Figure 58 - New Button

3. Select your Webpage type.
Note: In this guide, we will be creating the Page type.

New Content

[ CREATE NEW I'CLDE’?_I

Department Home Page Site Section Top Level

CANCEL

Figure 59 — Select Webpage Type

4. Enter the title of the page in the Page Title Field (See Figure 60)
5. Enter a brief description of the page in the Description field (See Figure 60).
Note: The description will be displayed by search engines.

6. If you do not wish to add this page as to your navigation bar, select No in the Add Navigation Item
dropdown (See Figure 60).

Note: The page will not appear in the Navigation live on the web until the Navigation file itself is

published again. You can also always add the item to the Navigation at a later date.

7. Enter the filename for the page in the Filename field (See Figure 60).
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8. The Page Options field provides options such as overwriting any existing file of the same name in the
same location as well as setting who has access to edit the page (See Figure 60).

9. When you are ready to create the page, click Create (See Figure 60).

Page

General Page Setup

Page Title | About Us 4

Description

File Configuration

Add Mavigation Item @ . Yes
No
e
Filename about_us ‘ 7 ’
Enter a flanama using only lowarcase ores, oF dashes el

Page Options

Overwrite Existing

Access Group (Inherit from Parent)

Figure 60 — Create a Page Settings

10. Your content will be created, and you will be taken to the page.

;:;!campus Dashboard w Content v Reporls Add-Ons v Q Q omnr. v o 9
m ¢ BacktoPages p
about_us.pcf UNPUBLISHED

[J Preview  # Edit & Properties  *D) Versions

G373 KENNESAW STATE
UNIVERSITY

OMNI TRAINING

About KSU Academics Admissions Athletics Campus Life Research Global

OU Training / About Us

About Us

KSU Home Page
OuU Campus Home

0OU Training

Figure 61 - Created Content
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Deleting Pages

The following explains how to delete web pages using OU Campus.

1. Click Content (See Figure 62).
Locate the page that you wish to delete. Click the File Button (See Figure 62).
3. From the resulting dropdown menu, click Move to Recycle Bin (See Figure 62).

2.

4.

oobampus

Dashboarc@Contem v | Reports ¥  Add-Ons v Q Q OmniTr... v v

2]

m Pages (36)

@

(oo ] [

Y Filter L STAGING V
Name ~ Status Modified
nav.inc 2598 Q 12/21/20 11:16 AM
props.pcf 8158 Q UNPUBLISHED 4/30/15 7:34 AM

resources

UBLISH +

about_us.pcf # EDIT +» 60 REVIEW ~

3.8K Q UNPUBLISHED CHAll  ¢% Move to Recycle Bin

advanced_omni_training.pcf

Figure 62 - Move to Recycle Bin

In the confirmation window, click Move to Recycle Bin.

Move [ about_us.pcf to Recycle Bin

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

CAMCEL MOVE TO RECYCLE BIN

Figure 63 - Move to Recycle Bin
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Deleting Pages from the Recycle Bin
The following explains how to permanently delete web pages using OU Campus.

1. Click the Content tab (See Figure 64).
2. Inthe dropdown menu, click Recycle Bin (See Figure 64).

ﬁ{cﬂmﬂuﬁ Dashboard v I Content Ai : }orts ¥  Add-Ons v

Q Q omniTr... v

O
O
O

m Recycle Bin (40)

Y

]
]

[ Pages
11 Assets

&% Recycle Bin 2

Name = Criginal Location
about_us.pcf !
adobe_training_resources.pcf !

T Filter

Recycled By Recycle Date

12/21/2020 11:17 AM

12/3/2020 3:01 PM

Figure 64 - Recycle Bin

3. Locate the page that you wish to delete. Click the ellipses icon (See Figure 65).
4. Click the Delete button (See Figure 65 ).

<oubampus

Dashboard Content Reports W Add-Ons W

Q o OmniTr... W

O
O
O

ry

e
e

m Recycle Bin (40)

MName Original Location
about_us.pef !
adobe_training_resources.pef !

Y Filter
Raecyclad By
M D RESTORE
Milya Maxfiald 12/3/2020 3:01 PM

Figure 65 - Click Ellipses & Click

Delete

5. You will be taken to the Permanently Delete confirmation page. To confirm that you wish to delete the
page, type delete in the field (See Figure 66).

6. Click the Delete button (See Figure 66).

Permanently Delete - [ about_us.pcf

file from the Recycle Bin. This operation cannot be undone.

Type "delete” to confirm

You are about to permanently delete about_us.pcf? You will not be able to recover this

l delete

©

CANC e DELETE |

Figure 66 - Type Delete & Click

Delete
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Restoring Pages from the Recycle Bin
The following explains how to restore a web page from the Recycle Bin using OU Campus:

1. Click the Content tab (See Figure 67).
2. Inthe dropdown menu, click Recycle Bin (See Figure 67).

ﬁ{ﬂamﬂuﬁ Dashboard w Content Ai : }orts ¥  Add-Ons w Q Q@ OmniTr... w v e
m  Recycle Bin (40) O Pages %
11 Assets
£ Recycle Bin 2 T
iiter
|:| 0 Nama & Original Location Recycled By Recycle Data
O I& about_us.pef / 12/21/2020 11:17 AM
O |ﬂ adobe_training_resources.pcf i 12/3/2020 3:01 PM
Figure 67 - Click on Recycle Bin
3. Locate the page that you wish to delete. Click the ellipses icon (See Figure 68).
4. Click the Restore button (See Figure 68).
ﬁ-{ﬂampﬂs Dashboard Content W Reports %  Add-Ons W Q Q OmniTr... W v e
m Recycle Bin (40) 14
Y Filter
D 0D MName Original Location Raecyclad By ‘ 4 ' Recycle Date
O I& about_us.pef ! ) RESTORE ] @ DELETE ’(
O |lﬂi adobe_training_resources.pef / 12/3/2020 3:01 PM

Figure 68 — Click Ellipses & Click Restore

5. In the confirmation window, click Restore.

Restore - advanced_omni.pcf

Would you like to restore advanced_omni.pcf to its previous location? Once restored, it
will no longer appear in the Recycle Bin.

CANCEL RESTORE

Figure 69 - Click Restore

Versioning

One of the benefits of OmniUpdate is the ability to review and compare different versions of your edited
website as well as restoring older versions of your web page should you need to roll back your changes.
The following explains how to view older versions of your web page as well as revert to a previous version

of the website.
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Viewing an older version of your web page
1. Navigate to the page that you wish to edit and Click the Versions tab.

:L'Eampus Dashboard Content W Reports %  Add-Ons W Q Q OmniTr... W ~

m < BacktoPages

training08.pcf

- - ]
O Preview  # Edit & Properties | “D Versions ® PUBLISH o

KENNESAW STATE MyKSU  A-Z Index
N

IVERSITY
OMNI TRAINING

About KSU Academics Admissions Athletics Campus Life Research Global

OU Training / Welcome to Kennesaw State University

== Welcome to Kennesaw State University
ome Fage
OU Campus Home

Kennpeaw State | Inivergity e the third larnsct nnjvereity in Gearnia affarinn mver

Figure 70 - Navigate to a Page & Click Versions Tab

Note: Make sure that you have the page checked out and the lightbulb icon is yellow. If the lightbulb icon
is clear, click it to check the page out. You will not see the Versions tab if the page is not checked out to

you.

2. You will be taken to a page that documents the different iterations of the website, the date they were
created, and the user who created or modified the page. To view an older version of the page, click

the ellipses button (See Figure 71).

3. Click View (See Figure 71).
4. From the resulting dropdown menu, click Page (See Figure 71).

'ﬁ'!‘:;{camﬂus Dashboard w Content W Reports v  Add-Ons w Q Q omniTr... w -

m < Backto Pages

training04.pcf

- F]
[ Preview 4" Edit & Properties D Versions * PUBLISH L

Version ¥ Date User Description Published Target

versions 15

154 (Live) 12/3/20 2:54 PFM Reverted for Trair(3) bd VIEW = I§ COMPARE ~ D HEVE@
153 12/3/20 2:50 FM ‘ 4 ' [ Page

152 12/3/20 2:49 FM Inserted link to KSU, KSU Mission Statement PDF, Ima...

Figure 71 - Click Ellipses & Click View
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5. You will see the older version of the webpage.
Comparing an Older Version of the web page with the current version

1. Navigate to the page that you wish to edit and Click the Versions tab.

T;"!‘;{Eamﬂus Dashboard v Content W Reports ¥  Add-Ons v Q Q omniTr.. w

m € Backto Pages

training08. pcf

- A
[ Praview  # Edit & Properties | "D Versions ' PUBLISH v

MNI TRAINING

About KSU Academics Admissions Athletics Campus Life Research Global

OU Training / Welcome to Kennesaw State University
, 8 ation - -
P Welcome to Kennesaw State University
SU Home Page
OU Campus Home

Kennecaw State | Inivarcity ie the third-larmect niniversity in Genrnia nfferinn swver

Figure 72 - Click Versions Tab

Note: Make sure that you have the page checked out and the lightbulb icon is yellow. If the lightbulb icon
is clear, click it to check the page out. You will not see the Versions tab if the page is not checked out to

you.

2. You will be taken to a page that documents the different iterations of the website, the date they were
created, and the user who created or modified the page. To view an older version of the page, click

the ellipses button (See Figure 73).

3. Click Compare (See Figure 73).
4. From the resulting dropdown menu, click Page (See Figure 73).
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O Preview  #" Edit

Versions (6)

Version =

6 (Live)

& Properties
Date User
3/25/1911:07 AM  sowl1
3/25/1910:49 AM  sowl1
3/25/1910:45 AM  sowl1
3/25/1910:43 AM  sowll

g = A
) Versions @ & PUBLISH ¢

COMPARE TO LIVE  ~

T Filter

Description Published Target

A’ OmniTraining

63 VIEW v | B COMPARE v o REVERT E

I [) Page i4'

[ Page (Hide Includes)

<> Source

Figure 73 — Click Compare

5. You will be taken to the version compare window. The page will display differences between the
version you selected and the current version of the page.

L] ]

U

Gampus

Dashboard v

Content ¥  Reports ¥  Add-Ons ¥ Q Q omnitr... v v e

€ Back to Pages

training08.pcf

0 Preview ¢ Edit

Version Compare

Comparing current staging version to Version 82 from 10/16/20 3:12 Gotoversion: ¢= 82 5

PM.

A - » ..
& Properties ‘D Versions @ A PUBLISH o

Welcome to Kennesaw State University

Kennesaw State University is the third-largest university in Georgia, offering over 100 g and d d A member of the
University System of Georgia, K Stateis a p i y with more than 32,000 students from 130 countries. In January 2015,
State and Poly ic State University i to create one of the 50 largest public universities in the country.

*

Figure 74 - Comparing the two versions
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Reverting to an Older Version of your web page
The following explains how to revert to an older version of your website.
1. Navigate to the page that you wish to edit and Click the Versions tab.

Dashboard v Content v Reports Add-Ons v Q 0 OmniTr...

S4Campus

- € Back to Pages

training08.pcf

) Preview #" Edit & Properties

KENNESAW STATE

JNIVE I T

OMNI TRAINING
About KSU Admissions Athletics

Academics Campus Life Research Global

OU Training / Welcome to Kennesaw State University

# Navigation

® PUBLISH -~ [

KSU Home Page

0OU Campus Home

Welcome to Kennesaw State University

Kennesaw State |Inivergity i the third-largest nniveraity in Gearnia offerinn ouer

Figure 75 - Navigate to a Page & Click Versions Tab

Note: Make sure that you have the page checked out and the lightbulb icon is yellow. If the lightbulb icon
is clear, click it to check the page out. You will not see the Versions tab if the page is not checked out to

you.

2. You will be taken to a page that documents the different iterations of the website, the date they were
created, and the user who created or modified the page. To view an older version of the page, click
the ellipses button (See Figure 76).

3. Click Revert (See Figure 76).

SeCampus

Dashboard %  Content %  Reports %  Add-Ons W Q

Q OmniTr... W v 9

m < BacktoPages

training08. pcf

Versions (85)

Version ¥ Date

[J Preview  #" Edit & Properties

85 (Live) 12/21/20 10z

B4 10/16/20 3:15 PM

® PUBLISH - [EolES
COMPARE TO LIVE -

T Filter

User Description Publishgy e o
37 AM Included MS Teams Ima &4 VIEW = 1§ COMPARE = D REVERT “

Reverted for Training

Figure 76 - Under the Versions tab, Click Ellipses & Revert
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4. Click Revert in the Confirmation Window.

Revert /training01.pcf to revision 219

Are you sure you want to revert this file? This action will replace the current file on the
staging server with revision 219 of /training01.pcf.

CANCEL REVERT

Figure 77 - Click Revert

5. Your Web page will be reverted to the version you have selected. To publish the version of the
page that you reverted to, click the Publish button.

L1]]

'ﬁ‘.;\campus Dashboard %  Content %  Reports ¥  Add-Ons W Q Q omniTr... v v e

- £ Back to Pages 4

training08.pcf

@ - A
J Preview ¢ Edit ¢ Properties 3 Versions ) " PUBLISH "
Versions (85) COMPARE TO LIVE =

Figure 78 - Publish
Note: You must publish the reverted website version in order for the public to view it live on the web.

Otherwise, it will only be reverted on the staging side.

Editing the Navigation Bar

OU Campus provides easy access to edit the Navigation Bar that is located to the left of your webpage. By
editing the Nav.inc file, located in your website directory, you can add or remove links that will appear on
all of your OU Campus pages that have the Navigation Bar. The following explains how to edit the
Navigation Bar.

1. Click the Content tab (See Figure 79).
2. From the resulting dropdown menu, click Pages (See Figure 79).
3. Click the _nav.inc file (See Figure 79).

L] |
'ﬁ‘g{campus Dashboard Reports %  Add-Ons w Q Q@ OmniTr... w W e
p—— .
11 Assets
.
25 Recycle Bin
@ " Y Fitter L STAGING V¥
0 0O nNamea Status Modified
0O ‘ 3 !na\:. ne 3508 Q 12/21/20 11:16 AM
O I& props.pcf 8158 Q UNPUBLISHED 4/30/15 7:34 AM
reSoUrces 11/25/14 6:52 PM

Figure 79 — Click _nav.inc File
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4. You will be taken to the Navigation Bar editor. To add a new link to the navigation bar, click inside the
editor and click the Enter key on your keyboard to create a new bullet (See Figure 80).

5. Click the Insert/Edit Link icon (See Figure 80).

_nav.inc

Q -
[ Preview  # Edit & Properties "D Versions SAVE * PUBLISH

___IEIx{L)O,hf> - L B I U ZviEvE Ewn x*%X == =
(5 S = &

Paragraph v E D - (" Q *‘ u

» KSU Home Page
s OU Campus Home
« QU Training

POWERE]

UL = LI

Figure 80 — Click in the editor & Click Insert/Edit Link

6. The Insert/Edit Link window will open. Click the Source Icon.

Insert/Edit Link %

Basic URL

Advanced

Text to display

Title

Open link in...

Current window ~
Class

(not set) v

Custom Class

Figure 81 - Click on Browse
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7. Click the page that you wish to link to (See Figure 82).
8. Click Insert (See Figure 82).

Select File
@ Sites » OmniTraining Staging hd
Fitter by tag (G372 |KENNESAW STATE
. UNIVERSITY
Filter by name = &

OMNI TRAINING

7 training05.pef
Q search = Menu
7 training06.pcf

. L Ol Training f Welcome to Kennesaw State University
1 training07.pcf 7 ............

[ training08.pcf

T raigto et Welcome to Kennesaw

CANCEL | INSERT |

. . Last Published: 12/21/20 10:37 AM
traininn13.nef

Figure 82 — Select File & Click Insert

9. You will be returned to the Insert/Edit Link window. Enter the text to display in the navigation (See
Figure 83).

10. In the Open link in... dropdown menu, select to an option to open the page in a new window or the
current one (See Figure 83).

11. Click Save (See Figure 83).

Insert/Edit Link x
Basic URL
Advanced {{f:6280579}} %
Text to display
e Training Page
Title
Open link in...

Custom Class

Figure 83 - Click Insert
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12. The item has been added to the navigation. Click Save (See Figure 84)
13. Click Publish to update the page live on the web (See Figure 84).

';:,“\'ﬂampus Dashboard %  Content ¥  Reports v  Add-Ons v Q Q@ OomniTr... v v e
m < BacktoPages &
_nav.inc @
- o ) ; 9 % PUBLISH -~ >
O Preview ¢ Edit & Properties  *T) Versions v ¥
BEMx9D9 Q ¢ v L BI U EvEYvE EN XX == =
& =
Paragraph c EHDBP —dQ .- 1

+ K5U Home Page

+« OU Campus Home
« QU Training

* About Us

« Training Page

Figure 84 - Click on Save

Checking Out Pages

It is important to note that only one person can edit a webpage at a time. Therefore, when you edit a
page, other users with edit rights will be unable to edit the page. This process is called “Checking In” to a
page. When you have completed your edits, you must “check out” of the page so that other users may
edit the page in the future. The following explains how to check out of a page that have finished editing.

Additional Help

For additional help, please contact the KSU Service Desk in either of the following ways:

e Phone: 470-578-6999
e Email: service@kennesaw.edu

You can learn more about the KSU Service Desk by visiting their website:
http://uits.kennesaw.edu/servicedesk/index.html
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