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Login

Go to oru.edu/oc-training

You will be taken to this screen below where you will be able to log-in to OU-Campus.

S @ Hew
= MONTHLY
ORIENTATION

Join us Friday, October 11th, 2019, at 10:00 AM Pacific Time for OU Campus Orientation Training.
Whether you're a new user or just need a refresher, this training leads you through the basics of OU Campus.

- Username: trainin
Login )

Password: training


https://oru.edu/oc-training

Log-in - On Live Site

When the website is live and you want to edit a page, go to oru.edu and

click the copyright symbol.
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Everything you need to know to begin creating
pages for your department in OMNI
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https://oru.edu

After you log-in you will be taken to this page

Go0ampUs™ # Dashboard i Content  [£] Reports %' Add-Ons & . WebTeam #8 Setup @ Help
Content » Pages Q! oru T'
- &
‘ * omni-coach-training-sessions Upload Y Filter ¢ ©
[J O Name~ Status  Modified Options Staging Production
O @ _nav.pcf 21k Q 10/2/19 12:13 PM
O [g -propspcf ok Q 10/2/19 12:13 PM |
] [; index.pct ask  Q 10/2/19 12:13 PM

Everything you need to know to begin creating
pages for your department in OMNI



How To Edit A Page




How to Edit a Page

Similarly to how you check books out from a library, you must also check
out pages to make edits to them. Once you have finished editing the page,
save your changes and check the page back in.

‘ * molly-test * training-test ' interior_section_page_test Upload Y Fiiter ¢ O
1 [ Name= Status  Modified Options Staging | Production
] E nav.pet 2.5K Q 8/28/19 8:46 AM
[] g props.pcf 1.0K Q 8/28/19 8:46 AM
O] % indexpi 3.5K Q\ 8/28/19 B:46 AM

Page Title Checked out page
To edit a page click the lightbulb to check it out and then click
the page title.

By checking the page out, you are now able to edit the page
content and its parameters



Locked Page

Definition: A locked page is a page that has been checked out by another user.

Examp/e.' % 03-footer-cta-page.pcf 35K a 7/31/19 1:41 PM

What To Do If A Page Is Locked

If a page is locked, hover over the lock to see who has checked the page out.

Locked by John Sanders [

-

7/31/

3.5K

It it Is someone from your department please contact them, but if it is anyone
from the marketing department, contact John  Sanders at
josanders @oru.edu.



How To Create
An Interior Page




Make A New Interior Page

Step One: Click “New” and select which template you want to create. You can either
click the green new button or the green drop down option on the new button.

New Button Drop Down Option New Button Option

=l New Event Schedule Page

it ]

New Feed Full Configuration File

New Feed Simplified Configuration
File

—
B New Footer CTA

q» - New Interior Page

" New Landing Page

D New Navigation File

New News Article
New News Section

New Profile Page

| lall 3R R

New Program Landing Section

4 H'

New Program Page

’ New Section

New Student Hub Page
_ A |



Make A New Interior Page

Step Two: In the “Page Title” field type
“Interior Test”

Step Three: In the “Description” field

type “This is an interior page”
Description: This field is important for SEO. This is a
short snippet of information found under the URL of
the webpage.

Step Four: In the “Tags” field type
“OMNI Training”

Tags: This field is important for SEO. These ensure that
your page will come up on internal site searches.

New Interior Page

General Page Setup

Page Title  Interior Page Test

Required Figic. Enter the page title. This wiY also be displayed by search anghnes as wall as U

Orowser window.

Description  This is an interior page.

impovtant. Enter a short descripd

* Interior  * OMNI Training

Choose Tags o be added (o the page. THhase can Deé updated in page properties 10 add move /ale

Ormini Training

A keywords 10 describe key 1007CS O

Filename | first-name-last-name

on of the page, fo be displayed by search engines

®

N your page. (For ivmted SEQ purposas.)

Enter & Nename using anly lowewtase lefters, underscores, or dashes

Interior Page Options

Overwrite Existing

# selected, this Mg wal overwrte any euisting Ne of 1 i

Access Group  (Inherit from Parent)

Specily the group with rights 1o edif this

file




Make A New Interior Page

New Interior Page

Step Five: In the “Keywords” field type
“OMNI Training” General Page Setup

Keywords: This field is important for SEO. These provide Page Title  Interior Page Test

helpful hints to how you want google to organize your Mosog FRRL Sl sy O TS AR 90 €
page. Rule of Thumb: 3-5 words/phrases that can be B

used to categorize your page.

Description  This is an interior page.

impovtant. Enter a short gescription of the page, 1o be displaved Dy search engines
» MY, o) Y )

Step SiX.. In the “Fllename” fleld type T30S * interior  * OMNI Training

1 f . | )
yO u r I rSt_ n al I l e - aSt_ n al | l e Choose Tags o be added (o the page. THase can De updated in Lage properties 10 add move /aler.

Note: All filenames must be all lowercase, no spaces, Keywords | Omi Training
and no special characters. ®,

AL keywords 10 describe key 1007CS on your page. (For ivmited SEQ purpassas. )

Step Seven: Click “Create” MR ~rrrerermmec

Enter 8 Nename USINg anly lowewTase eftars, underscores, or dashes

Interior Page Options

Overwrite Existing

# selectod. this Mg wall gverwrte any ex

Access Group  (Inherit from Parent)

Specily the group with rights 1o edif this file




Interior Page

< > Parameters

Insert a Hero Image

Insert Hero Caption

Insert a Featured Image and Video
Featured Image Alt Text

Additional Editable Features
Page Title

Description

Keywords

Tags

Page Heading

Breadcrumb

Concepts

Basic Editing
Intro Text

Link Text

Insert PDF
Button No Stretch
Button Stretch
Insert an Image

New Snippets Creation/Editing
Video Wrapper Snippet (Main Content)
Tan Angled Slider

12



B vENU OR' | SEARCH Q

Page Heading INTERIOR PAGE TEST Hero Image

HERO CAPTION

Breadcrumb - Featured Image/Video
Note: if the featured image option

= @ ? is enabled, make sure that the
: ' ‘ commas s content in the “Main Content”

IN THIS SECTION

section of the page has at least

The Page Parame.tlers featll,lre . :::'.ndoyoumw!olookfovwmd Couva"en‘ngs TWO blank paragraph spaces.
allows you the ab|||ty to edit | e , This will prevent snippets/
and |nsert the fO”OV\/Ing. IN THIS SECTION '. s Liaderiida . o ComponentS/teXt from being
. ' ' . distorted.
* Page Title -

 Hero Image

e Hero Caption

A Featured Image

* A Featured Image with a
Vimeo Video Link

* Breadcrumbs

* Page Descriptions Sl o

e Keywords

* Tags

Rescources CGuests Commwnity Oral Roberts University
A DOt StuSont b TITT Soutn Lewa Avs

Advrrancas A MW A A0
Cormact ALty LSy
Camgnn Salwty Artheti in n ' @

13



How to Access &
Edit Page
< >Parameters

Concepts
Insert a Hero Image

Insert Hero Caption
Insert a Featured Image and Video
Featured Image Alt Text

Additional Editable Features
Page Title Description
Keywords Tags

Page Heading Breadcrumb



< > Parameters
How to Access and Edit

Step One

It you are not already in the page, check out the page & select the
blue page title.

(] [& first-name-last-name.pcf ask @ 10/1/19 9:09 AM

\ \

It you are in the page, check the page out and click “Properties”

Clpreview Z Edit < Source X Properties = ¢V Versions v a0 Q

15



< > Parameters
How to Access and Edit

Step Two

Once you are in “Properties”, click “<>Parameters”

~page-test.pct
Opreview LEdt <Source XA Properties ‘> Versions v 0
interior-page-test.pct Page Parameters
ﬂ 7 Parameters

Title and Metadata
ﬂ AcCcess
> Title Interior Page Test
L) Reminders
E Log Description

Keywords

Note: In order to access “<>Parameters” you must have the page checked out, meaning the light bulb is yellow. 16



<> Parameters TPy e
How to Access and Edit Pace Parameters

Step Three:

—ditable Content In

age

Title and Metadata

Custom Settings

Parameters

Hero Image ——% -
Hero Caption =——9» o

Featured Image ——p - : -

Featured Image Alt —» -~~~
Vimeo Video =——®wwvee

Note: You will be able
to edit the Title,
Description,
Keywords, Tags,
Page Heading and
Breadcrumbs in this
section as well.



< > Parameters
How to insert a Hero
Image

18



<> Parameters
Hero Image

m # Dashboard Content [ Reports & Add-Ons Q . Web Team £3 Setup @ Help
Content » Pages » /molly-test g-test/interior-page-test.pct Q| oru .
Dpreview  #Edt <> Source X Properties = 2 Versions v 0 9
interior-page-test.pct Page Parameters

R Title and Metadata

ﬁ Access

Title Interior Page Test
O Reminders

E] Log Description

Keywords

In page parameters under
“Hero Content”, click the —p—

document file for “Hero Image” =~

Breadcrumb Interior Page Test

Hero Content——» :-coe
Hero Image——» -

Please enter the breadcrumb text. This is not used o0 index pages

Cilear

Select a hero image recommended dimensions maximum - wé 9 pixels and height: 485 pixels and minimum - widtfc 600

pixels and heht: 400 pixels

Hero Caption Hero Caption

Mero caption hne two
-
Hoo Lk »« Click Here
Link for the hero caption

Featured Content

Toggle Featured * On
Content oft

Foatured content can be enabled or disabled
Featured image  /_resources/images/accounting-header |pg D  Ciear

Seioct a featured image recommended dmensions should be width: 800px; and height: 400px;

Featured Image Alt Featured image Alt Text

Enter the featurnd image alt text
Vimeo Video
Enter the Vimeo video URL

Footer CTA

Enable Footer CTA ¥ Enabled

Enabile the footer cta section.

Footer CTA Override DO clear

Override the footer cta path. This will take precedence over the directory varabio




<> Parameters
Hero Image

Step One: Make sure you are in the “Production” site. If you're on
staging, click the drop down arrow and select “Production”

Step Two: In the “Filter by Name” field, type “images”
Step Three: Select the “images” folder

Choose a File

Environments

Staging _‘ Verify you are on the
Uploed 1§ ¥ Production p production server.
Auxiliary Sites s
b If you are not, please
see step one above.

Type “images” here

Select the
“Images”
folder

—

Select a file to see its preview.

Note: In order for images to show up on your page, they must be published. Once you have published an image, it is automatically put on

the Production server. If you put an image on your page from the Staging server, it will show up as a broken image. For steps on How to
Publish/Upload an image to OMNI refer to slides 73-80. 20



<> Parameters
Hero Image

Step Four: In the “images” folder, go to “Filter by
name” and type “training-images”

Note: This is where our images are for this specific training.

Choose a File

Verify you are on the
production server

Sites » oru » images Upload ~ Production

Type “training—images”—*"“”‘”‘-J'”“‘90S ol =Em
images

SeleCt the # training-images

“training-images”
folder

Select a file to see its preview.

oo

¥ |

Note: On the live site, you will be able to create folders within the image folder for your department and put your department images in

that folder. 21



<> Parameters
Hero Image

Step Five: Select one of the three hero image
options and click “Choose File”

Herolmage-Sample-3.jpg Verif
erify you are on

Sites » oru » images » training-images Upload ~  Production * the prOd uction
server

Filter by name =

Herolmage-Sample-1.jpg
Select one of these

Herolmage-Sample-2.jpg

three options -
;

Name: Herolmage-Sample-2.jpg
Path: gw‘ages/!raining-images/Herolmago Sample-
Pg
Size: 1559 x 449 (74.1K)
Last Modified:
Last
Published: Z Edit Image

Cancel Click “Choose
File”

Note: After clicking “Choose File”, you will be taken back to the Page Parameters.



<> Parameters
How to insert a Hero Caption




< > Parameters

/_/ e r O / m a g e Dpreview L Edt <> Source X Properties

interior-page-test.pct

<> Parameters

ﬁ Access

-

) Reminders
B Log

In page parameters under
“Hero Content” edit the “Hero
Caption”

Page Parameters

Title and Metadata

Title

Description

Keywords

Tags

Custom Settings

Page Heading

Breadcrumb

Hero Content=——9 rocoen

Mero Image

Hero Caption _> Hero Caption

Hero Link

Featured Content

Toggle Featured =

Content

Featured image

Featured Image Alt

Vimeo Video

Footer CTA

Enable Footer CTA

Footer CTA Override

9 Versions v 0 v

Interior Page Test

i o o Note: This is the dependency tag for the hero image you just selected
RN for your page. If this is blank, a hero image was not selected. If you
N or P ot want to select a different Hero Image, you can click “Clear” and

Please enter the breadcrumb text. This is

select a new one.

{{#-324283423}) / D Cloar

Select a horo image recommended dimensions maximum - wioth: 1559 pixels and height: 485 pixels and minimum - widtic 600

pixels and hewght: 400 pixeis

Hero Caption

Hero caption lne two

D  Ciear

Type “Hero Caption”

On
oft
dafure O v isal
/_resources/images/accounting-header.jpg )  Clear
d d be heigr
Featured image Alt Text
foatur a0e 2
E » Vim F
¢ Enabled
E f cta se
O Ciear
C foo cla ak



< > Parameters

How to insert a Featured
Image




<> Parameters
Hero Image

DOpeeview £ Edt < Source X Properties = 2 Versions v 0 W (7}

interior-page-test.pct Page Parameters

<> Parameters

’ Access

Title and Metadata

= Title interior Page Test
O Reminders

E o Description

In page parameters under
“Featured Content”, click the
document file for “Featured °““°'"p::“:w

| m ag e 7 Ploaso enter the page heading.

Breadcrumb Interior Page Tast
S & e od 00 indl ge
Hero Content
Mero Image {(£324238343)) ) Cloar

Seloct a hero image recommended dimensions maximum - width: 1559 pixels and height: 485 pixels and minimum - widtic 600

pixels and hewght: 400 pixels

Hero Caption Hero Caption

Hero caption ne twe

Hero Link D) clear

Featured Content —p-.ccconen
e n } You are able to enable/disable this feature

Content

sat

Featured Image == =~ e oo
Seioct a featured image recommenced dimensions sh Jox; and M

i E— Click the document file to

Fotr select an image.

Enable Footer CTA ¥ Enabled

E {a sec
Footer CTA Override O Clear
C # il take the direc



Step One: Make sure you are on the
Production Server, and select the
“images” folder

Choose a File Environments

Staging
Sites » oru —w-'/ Production
= Auxiliary Sites
ma 0 =
images h

Select a file to see its preview.

carol
Select Image i
Shes » 0 b images » training-images Upload ~ Production

t =8

& Featuredimage-Sample-1.jpg

@ Featuredimage-Sample-2.ipg

@& Featuredimage-Sample-3.ipg
@ Herolmage-Sample-1.jpg
&l Herolmage-Sample-2.jpg

Select a file 10 see 18 praview.

& Herolmage-Sample-3.|pg
& Pageimage-Sample-1.jpg
@& pageimage-Sample-2.ipg
@& pagelmage-Sampie-3.jpg

e [

Step Two: in the “images” folder search
for “training-images”, and select that
— folder —_

Choose a File

Sites » oru » images Upload ~ Production

training-images 4— D

images

i
)

training-images

Select a file to see its preview.

o

Step Three: Select one of the “Featuredimage-
Sample” options.

Step Four: Select “Choose File”
After clicking “Choose File”, you will be taken back to
the Page Parameters.

Important Note: Make sure you are in the Production Server. If
you are not, your images will appear broken on your page. 07



<> Parameters
Hero Image

Toward the bottom of the page parameters in the
‘Featured Image Alt” field, type “Descriptive Text”

Featured Content == reeuesConten

red 'mage  /_resources o Clear
Featured |mage Alt —> Foatured imago At | Featurd mage Al Toxt
This is text that is used to describe s et s (ot
the image to web users who are POV,
visually impaired.
Footer CTA
Enable Footer CTA ¥ Enabled

Note: This is text that is used to describe the image to web users who are visually
impaired and helps with SEQ.

28



< > Parameters
How to insert a Featured Video

Note: This is an optional method for inserting a video on an interior page.

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account.

29


mailto:rbaker@oru.edu

< > Parameters
Featured Video

Under “Featured Content”
edit "Vimeo Video” L '
Featured Content — -
Note: You MUST have a featured image in
order for the video to display on the page.
Vimeo Video =9~ ~

All videos placed on the website MUST be from 7thé> -ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 30



mailto:rbaker@oru.edu

<> Parameters
Featured Video
In a new browser tab, go to https:/vimeo.com/oralrobertsuniversity
DO NOT CLOSE THIS TAB - We will use it later in the presentation

u

® 50 g modytesttran x | @ Search|OUCH X [ OaiRovertsU- x [ Homecomisgiy x | @ WteriorSection x| 9 OralRoberts e x | € OratRoberts Un X | & Web Peojects x | [ SackiAmands X | NewTad %Xl +
s C  # hipsyjvimeo.comyorairabartisuniversity * aoa @ :
-
W m Login Pricing Featuresv Walchv Enterprise e s 3 00f ina y Q m

Folowing Likes About Mo v

T
Oral Roberts University =~

Oral RODerts University is an nderdencminational Chestan kool ans univensty
ccatod n Tusa, Oxdahoma. Founded in 1963 Dy evangeist Ol Roberts, ORL
sarves... Bead mem

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 31
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< > Parameters
Featured Video

In a new browser tab, go to https:/vimeo.com/oralrobertsuniversity
DO NOT CLOSE THIS TAB - We will use it later in the presentation

Open Link in New Tab
Open Link in New Window
Open Link in Incognito Window

Save Link As...

Right click on the link Sy e

and click “Copy” e

Inspect

Speech B

Add to iTunes as a Spoken Track
Open URL

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 32



mailto:rbaker@oru.edu

< > Parameters
Featured Video

Featured Content === oo

Paste Video link in the e . .
“Vimeo Video” field

Click “Save” when finished

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 33



mailto:rbaker@oru.edu

< > Parameters
Featured Video

Click “Play” to see the video

INTERIOR PAGE TEST

HERO CAPTION

IN THIS SECTION |ntf° TeXt

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 34
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Edit An Interior Page
Main Content

Add Intro Text
Link PDF &

Add Button Stretch
Add Button No Stretch
Video Wrapper Snippet

Insert Image

Note: Main Content items only take up 2/3 of the page

35



Main Content
Intro Text

Concepts
Text Styling
Linking Text &




Main Content

Intro Text Make sure the page is checked out

Deoview L ode O Scuce APropetos U Versions v B0 ¢ mé&

= MENU OR' l SEARCH Q

Be in the "Editing” Mode

INTERIOR TEST PAGE

HERO CAPTION

Select the green Main Content
button to begin editing

TAKE THE NEXTSTEP
TOWARD YOUR CAREER.

TAAENT
v ‘1

37



Main Content
Intro Text

1. Click inside the editable region
2. Type “Intro Text”

3. Hit “Enter” on your keyboard, and type “Text Line One”
4. Hit "Enter” on your keyboard, and type “Text Line Two”
5. Hit "Enter” on your keyboard, and type "PDF Link”

Note: Steps 3 and 4 are just for spacing purposes - we will not be editing those lines of text.

Intro Text

Text Line One

Text Line Two

PDF Link

Notes: If your featured image is showing and you would like your intro text to be centered on the page, then click inside
the editable area and hit “Enter” on your keyboard twice. If you want it centered on the page, then click inside the
editable area and start typing. It is recommended to have 3-4 sentences in the intro text. 38



Main Content
Intro Text - How to change font styles

I O® XD H e~ T

Paragraph ~ Stylesv A ~ A ~ [a] B3

!

Click on this drop down menu

SEARLH W

INTERIOR TEST PAGE

HERO CAPTION

Home + System Message: Props File Not Found » Interior Test Page

Fike not available. Please make sure the
path { btips:/ommi-

devioru edu’_training/_navphp ) is
correct and the fike s published

won == Highlight your “Intro Text” line

X
X
i |
l
Wl
Il
0\\)
&S
K
Go
@

39



Main Content

Intro Text - How to change font styles

DO %DoNe » %

Paragraph ~ Styles~ A ~ iv“gl Eﬂ'

Paragraph
Block Quote
Address
Preformatted

DIV

HEADING 1

HEADING 2
Heading 3 == GSelect Heading 3

Heading 4

Heading 5

Heading 6

40



Main Content
Intro Text - How to change font styles

EEEEIEEEE K

Paragraph

-

Styles ~

A -

A -

INTERIOR TEST PAGE

HERO CAPTION

Home » System Message: Props File Not Found « Interior Test Page

File not available, Please make sure the
path { hitps./fomsnd-
dev.orody/_training/_nay php 1 is
correct and the file is published

ntreText 4——Qur text is now in Heading 3
instead of Paragraph

Text Lin

PDF Link

Note: In the toolbar you also have the ability to bullet, number, bold, italicize, underline, indent, and strike

through your text.

41



Main Content
& Link Text - PDF

1. Highlight the text "PDF Link”
2. |In the toolbar select “Insert/Edit Link”¢ icon

<3

BOo Do

S IE-E-EE 6 X Xx, EEFTFE L2 Y O
Paragraph ~ Styles~ A ~ A ~ O |

Intro Text

Text Line One

Text Line Two

PDF Link < m—

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you want to link
an external link then you MUST type out the full page url in the url editing field. For example: “https.//oru.edu”

42


https://oru.edu

Main Content
& Link Text - PDF

Insert Link X

Basic Advanced

Select the

URL n
I = document folder

Text to display | link text

Title
Target = None v
Class | (not set) -

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you want to link
an external link then you MUST type out the full page url in the url editing field. For example: “https.//oru.edu” 43



https://oru.edu

Main Content
& Link Text - PDF

Search for the “pdtf” folder, and select the “pdf” folder

Select File

Sites » oru Upload ~ Staging

Filter by tag

R
Q
I
H-H

Name: _training
Path: /_training
Last Modified: 10/3/18 6:53 PM

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you want to link

an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu” 44


https://oru.edu

Main Content
& Link Text - PDF

In the pdf folder, search for the “training” folder and
select the “training” folder.

e -
Select File
Sites » oru » pdfs Upload ~ Staging
Filter by tag
# train| 0 =i
# training
Name: pdfs
Path: /pdfs
Last Modified: 10/4/19 9:22 AM
care

Note: The PDF folder will have subfolders for each department. If a subfolder for your department has not already been
created, then after training you can create one. Your department folders are where you can upload and store all of your PDFs
on your department web pages. 45



Main Content
& Link Text - PDF

1. Make sure you are on the “Production” Server

2. Once in the Production Server, select the “OMNI Coach
Training PDF.padt”

3. Select “Insert”

Select File Environments
Staging
Sites » oru » pdfs » training Upload ~ AR LA

=

Auxiliary Sites
Fiter by name

training

%) OMNI Coach Training PDF.pdf

Name: OMNI Coach Training POFpef
Path: /pdfaftraineg/OVMINI Coach Training POF pdf
Size: 365K

Last Modified:
Last Published:
Cancel

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you are wanting
to link an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu” 46



https://oru.edu

Main Content
& Link Text - PDF

Insert Link This is the dependency tag for your pdf. If this box is empty,
then your text is not linking to anything.

Basic @ Advanced /

URL {{f:32441196}} | G\

‘pdfs/training/OMNI Coach Training PDF.pdf

This is the text that is going to display over the link on the
ispl P ' 4— o L
ISR PR Link page. Change or alter the text do it in this field.

Title
Target | None

In the “Class” field select the sl Class None

New Window” option. Thl; P New Window
will allow your pdf to open in a
new tab on their browser
Cancel

when clicked |
'

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you are wanting
to link an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu” 47



https://oru.edu

Main Content
& Link Text - PDF

Click "OK”

Insert Link X

Basic Advanced

URL {{f:32441196}} | G\
'pdfs/training/OMNI Coach Training PDF.pdf
Text to display PDF Link
Title
Target | New window v
Class @ (not set) -

Cancel

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you are wanting
to link an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu” 48



https://oru.edu

Main Content
& Link Text - PDF

After clicking “OK”, you will be taken back to the editable
main content region. Click the “Save” button in the toolbar to

preview your page and test your link.

QX DO W S~ T L B I U = =
Paragraph ~ Styles~v A «~ &v@ P — © S = i@' b3 m

Intro Text

Text Line One

Text Line Two

PDF Link | <= This is what your link will look like when in editing mode.

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you are wanting

to link an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu” 49
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Main Content
& Link Text - PDF

Give News Visit Apply -

= MENU OR' ' _ SEARCH Q

INTERIOR TEST PAGE

HERO CAPTION

Home » System Message: Props File Not Found » Interior Test Page

File not available. Please make sure the

path ( https://omm- Intro Text

dev.oruedw _training/_nav.php ) 1s

Text Line One
correct and the file 1s published.

Text Line Two

poE Link. <@ Click your link to verify that it opens in a new tab on your
browser.

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you are wanting
to link an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu” 50
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Main Content
& Link Text - PDF

After clicking your “PDF Link”, you should have a new tab appear on your
page that looks like this.

Note: The steps for linking a PDF on a page are the same steps for linking an internal page to an internal page. If you are wanting
to link an external link then you MUST type out the full page url in the url editing field. For example: “https://oru.edu”

OMNI Coach Training PDF

DR SO SE et CONSeCiolur BOPISONg il Sod 30 SsmOd empor NOAdunt ut
W 0 AN SRGUE. L ere Ad masem voiatt, Qus Nnosiud eoetOlation Jieenco labors
OF COMMONO Conseguat. Duls Bule Fuse S0 N Meprotendont In volupiate velt
Sl olore eu fugial nulle parety . Excepteur sial 0OCRO0M! CupiaN NOA Srodant, sust in
qu

SeSerunt MO anwm o est laboram
Color Bt e, conmecistur adgiscing il sed do euamad lampor ncdaunt ot
AU LE enem ad minim venam, gus nostud exseciation uliamcn labons
~

consegaat. Dus avte ruse dolor In repretencont in voluptre veit
= non procient, sust e

culpa Qu Officka deserunt MO arum o est laborum

[
cafpa gul oficis Seserund Mol arem i ost
Lotern Drarm Solor St armet,
Bbore of okonn Mmagnd ahgua. LT ones ad nostrud wiarnco labors
NS L8 ARG O 0 COMMOS0 CONSequat n ) wolaplane vel
s Ollurmn 00ore eu fugial nulle panans Ocoaocal sust i

O
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Main Content
Button Stretch/No Stretch

Note: These are new features that allow you to create your own buttons on pages.

52



Main Content
oo Button No Stretch

BOGXDO M S~ % 5L
B —

He X x EXZEIE L2280
Paagraph - Styes~ | A - K - @ an

Intro Text

Under the “Intro Text” Section, hit “Enter” on your keyboard and type “Button No Stretch”
Highlight the text, and select the “Insert/Edit Link™ button in the toolbar

53



Main Content
& Button No Stretch

Select File
Sies ¢ oru *» molly-test
Filler by tag
ker by name

moily-test

Wl colege-weekend-header-text.png

D componens test.pcf

() event-test pet

penera

m .

Ll index pef
interior_section_page_test

Name: frst.came-ast-name.pc!

N

|

L landing-smippets. pc!
¥ Path: /moilytest'rst-name-ast-rame.pct

parent-a Size: 26K

| | Last Modiied: 10°1/73 048 AM
L iss-oreamms. ] Bowrebbs scnredlomi
Cancel Insen

Select your page name and click
‘Insert”

(Not Set)

{custom)

Insert Link Light Button Content Stretch

Basic Advanced

Sandstone Button Content Stretch

URL

utton No Stretch

Text to display Dark Blue Button No Stretch Bttn Block

e Light Button No Stretch
Light Button No Stretch Bttn Block

Target
Sandstone Button No Stretch

ﬂ Class | (not set)

In the “Class” field select “Dark Blue
Button No Stretch” and click “OK”
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Main Content
oo Button No Stretch

B 7 US
P Q.E-o_

i

El_uafx.Elalo’.%E&iQQ

BO8XDOH &~ =
L ME

v-I
Paagaph - Styes~- A -~ B -/ R B —

* iii

Intro Text

Under the “Button No Stretch” Section, hit “Enter” on your keyboard and type “Button No
Stretch”
Highlight the text, and select the “Insert/Edit Link” button in the toolbar
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Main Content
& Button No Stretch

Select File
Sites » oy *» molly-test
Filler by tag
iter by name

moily-test
@l colege-weekend-header-text.png
) components test.pct

) event-test pet

genery
[Y index pet

nteror_section _page_test

™\ " ! y Bt T -4
U landing-snippets. pcf Name: frst.name-ast-name.pc
dnicz ! Path: oy testrst-name-ast.rame pct
parent-a Size: 26K

! Last Modified: 10°1/73 9:48 AN
! t ished: T
— lest-orparams S - p—
Cancel Insan

Select your page name and click
‘Insert”

(Not Set)

{custom)

Insert Link Light Button Content Stretch

Sandstone Button Content Stretch
Basic Advanced

URL
lue Button No Stretch

Text to display Dark Blue Button No Stretch Bttn Block

s Light Button No Stretch
Light Button No Stretch Bttn Block

Sandstone Button No Stretch

q Class ‘ (not set)

Target

In the “Class” field select “Tan

Button Content Stretch” and click
HOKH
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Main Content
& Button No Stretch

Intro Text

Text Line One

Text Line Two

PDF Link

Button Stretch

S57



Main Content
Video Wrapper Snippet

Note: This is a new feature that allows you to put videos on pages. This new optional feature
will help reduce load time on pages. **If you have more than one video on the page, the load
speed on the page will increase.™*

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 58
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Interior Page
Main Content - Video Wrapper Snip,oet-ﬂ

usé.s.agu»«xsxanfas&o
Paagph - Stles~ | A - | -/ IR |

BOG XDOOM S~ %L |
o= S 8E- 3

Intro Text
Text Lane One

Text Line Two

<+— Hit "Enter” on your keyboard to get your
curser under the Tan Content Stretch
Button and click the “Insert Snippet” lcon+
In the toolbar.

All videos placed on the website MUST be from the ORU Vimeo account.

If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 59
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Interior Page
Main Content - Video Wrapper Snippet

Choose Snippet ©
(All Categories) =
Search for the “Video Wrapper™ video o iFrame Div
Sni et , Add Iframe Here
p p Single Videc
Select the “Video Wrapper” | Video Wrapped
Snippet
Click “Insert”
Cancel

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 60



mailto:rbaker@oru.edu

Interior Page
Main Content - Video Wrapper Snip,oet-ﬂ

B»B Click “Insert/Edit Video” in the toolbar

= -

=

208X M_-ns:i-
Pagaph - Stles- A - B - R

B 7 ¥ S E- FF s X xEXIBRLS2238 0O
4O HOAS S M-

Lrd
“w

Intro Text

ey contem ecely using the WYSIWYG toolbar,

 «——Click in this area

1. Click the editable region of the Video Wrapper Snippet
2. In the toolbar, click the “Insert/Edit Video” iconf»H

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 61
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Interior Page
Main Content - Video Wrapper Snippet

In a new browser tab go to https://vimeo.com/oralrobertsuniversity

-’

o L & mody-testtra x & Sewron |OUGCH X D Oral Roberts L x O Homecoming | x @ wterior Sectio x & Oral Roberts L x < Oral Roderts U x o Web Projects x . Slack | Amand x New Tab x +
& C  § Mipsvimeo.comyorairabarisuniversity ® 6 Q@& ‘ 3
-
vm m Login Pricing Featuresv Walchv Enterprise s ) 00f ind y Q m
P

Folowing Likes About More v

%l
Oral Roberts University =~

Oral RoDerts University is an merdencominatonal Chastan iooml ans universty
ccatod n Tusa, Oxlahoma. Founded in 1963 Dy evangelst Ol Robernts, ORL
sarves.... Bead mem

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 62
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Interior Page
Main Content - Video Wrapper Snippet

In a new browser tab go to https://vimeo.com/oralrobertsuniversity

Open Link in New Tab
Open Link in New Window
Open Link in Incognito Window

Save Link As...

Right click on the link Sy e

and click “Copy” e

Inspect

Speech B

Add to iTunes as a Spoken Track
Open URL

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 63
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Interior Page
Main Content - Video Wrapper Snippet

Place the Vimeo link in the “Source” field and click “OK”

Insert/Edit Video %

General | Embed Code

i o S——

_> Source | https://vimeo.com/111172 | &\
Alternative source [ &\
Poster & |

Dimensions X « Constrain proportions

Cancel

All videos placed on the website MUST be from the ORU Vimeo account.

If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 64
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Interior Page
Main Content - Video Wrapper Snippet

This Is what the snippet will look like when Iin editing mode

........................................................................................................................................................................................................................................................................................................................

Add lframe Here

Enter content freely using the WYSIWYG toolbar

All videos placed on the website MUST be from the ORU Vimeo account.
If you want to place a video on the website that is not from the ORU Vimeo account, you MUST send your video to Roy Baker,
rbaker@oru.edu, for approval and before it will be added to the ORU account. 65



mailto:rbaker@oru.edu

Main Content
Insert Image



Interior Page
Main Content - Insert Image

Step One: Click under the Video Wrapper Snippet and in the tool bar, click
“Insert Image”

Click the “Insert Image” Icon |Aa]in the toolbar
Me8 XD H s %@:-ALB 7

) = - =
DIV ~ Styles~ A ~ A ~ Pl — & © B © A2 & H- 22

........................................................................................................................................................................................................................................................................................................................

Add lframe Here

Eoter content freely using the WYSIWYG toolbar

Click here e Click o msertcomtent |



Interior Page
Main Content - Insert Image

Step Two: In the “Source” Field, click the “Document File” button

'. Insert/Edit Image

General = Appearance

Source Il

Description

Tooltip
Dimensions | x | ¥ Constrain proportions

Class | (not set)

ID




Step Three: Make sure you are on the Step Four: in the “images” folder

Production Server, and select the search for “training-images”, and select
“images” folder —that folder —
Choose a File e Choose a File
Sites » oru —w-kl Afi::oig%f:s 5 Sites » oru » images Upload ~ | Production
ma 0 = tram:ng--mages<_ 0 =m
(A5 kg
images 4— training-images
bt o Select a file to see its preview.
Conce
Cancel
Select Image i
S06s » 0 b Images » training-images Upload ~ Production
ier by name =8
D Shneas Step Five: Select one of the "Pagelmage-
8 Featracimage Sample-2 Sample” options
@& Featuredimage-Sample-3.jpg \ 9
@ Horoimage Sampie-1og it o et s reen Step Six: Select “Choose File

&l Herolmage-Sample-2.jpg

@l Herolmage-Sample-3.|pg

After clicking “Choose File”, you will be taken back to
the Page Parameters.

l Important Note: Make sure you are in the Production Server. If
cnce [ | YOU are not, your images will appear broken on your page. 69




Interior Page
Main Content - Insert Image

Step Seven: In the “Description” field, type in descriptive text describing the
image and click the blue "OK” button

nser/Edt inage This is the dependency tag for the image. If this is

1 General = Appearance blank then an image has not been selected.
I ‘ l

/images/training-images/Pagt Thjg s g required field. Enter in descriptive

Description | Descriptive Text| ™= text that describes your image. This field is
to help with SEO and e-readers.

Source ({{f:32508574}}

o |

Tooltip
Dimensions 300 x 300 « Constrain proportions

Class (not set) v

ID Click “OK”

4
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Interior Page
Main Content - Insert Image

It an image appears distorted or stretched on a page, you need to go back into the editor
tool and in the Class field, select “Image Fluid Class”

To do this just right click on your image and select “Insert Image”, and it will take you to
your image editing box.

Light Button NO Stretch Bitn Block
Sandstone Button No Stretch
Sandstone Button No Stretch Bttn Block

Paragraph Lead Text

Insert/Edit Ir

' Paragraph Center Aligned Text
General | Appearan

Margin Top 5 (Heading)

Source Navigation Class Link

Image Fluid Class «

Image Float Left

Image Float Right
Image Float Left (Medium)

Image Float Right (Medium)
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Interior Page
Main Content - Insert Image

Intro Text

Text Line One

Text Line Two

PDF Link

Button No Strech
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Uploading Images
to OMNI

Everything you need to know fo begin creating
pages for your department in OMNI

/3



Image File
Checklist

Is It 72 dpi?
Has It Been Cropped To Fit Where It’ll Be Placed?
Has It Been Compressed?

Everything you need to know to begin creating
pages for your department in OMNI
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inyJ

HOME PHOTOSHOP

Everything you need to know to begin creating
pages for your department in OMNI

oM

DEVELOPER API ANALYZER

Drop your .png or .jpg files here!

Up to 20 images, max 5 MB each

-------------------------------------

Like to compress more? BLcll

LOGIN

75


http://TinyJpg.com

HOME PHOTOSHOP

Celebrating

1000000000

compressions!

header-art.jpg

Everything you need to know to begin creating
pages for your department in OMNI

DEVELOPER API ANALYZER

Drop your .png or .jpg files here!

Up to 20 images, max 5 MB each

-

3889k @ Finished

,r,
Panda just 49/ //
saved you O 191 k8 total

/0
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Uploading Images
To OMNI

Everything you need to know fo begin creating
pages for your department in OMNI

’r’



Step One: Select the “images” folder

‘, +New ~ Upload Y images o € O
[ Name ~ Status  Modified Options Staging Production
) Images 6/1/18 11:59 AM
=)

L | mmankins-images 8M1/17 10:38 AM

Step Two: Select “your-department-folder” folder

) mMchael-jones-3 NI IS M
‘;_1 online-learning-newsletter 6/7/16 11:06 AM
] p0S1y4n8.jpg 144K Q 4/17/18 3:07 PM
[0 [W) Parked cars.docx sk Q 4/18/18 3:43 PM
[0 [@&3 Pritiesipg 7.2K Q 10/19/16 9:43 AM
O Pool program hours PNG 304K Q 10/19/16 10:00 AM
[0 [@&3 rPooljpg 112K Q 10/19/16 9:38 AM
)  revecca-snyder2 4/18/17 11:04 AM
9  stubbs-carolyn 1/24/17 2:34 PM
] Syrian-President-Bashar-a-006.jpg 21.4K Q 4/17/18 2:53 PM
0 terry-shannon 4/17/18 3:35 PM
9  tiffany-barrington 8/1/17 10:37 AM
0 training 4/17/18 3:26 PM
0 victor-ekwere 9/26/17 10:17 AM
) your-department-folder 8/2/18 10:06 AM
9 your-section-photos 6/1/18 4:40 PM




Step Three: Once in “your-department-folder” folder, select
the grey “Upload” button

" * images * your-department-folder +New ~ Upload Y Filter & U

‘[:] [ Name ~ Status  Modified Options Staging Product fon |

Step Four: Drag your images into the pop-up box, once the
outline of the box turns green, drop your images into the box
and click the blue “Start Upload” button OR click the green
“+Add” button to select the files you want to upload and click
the blue “Start Upload” button

Upload to /images/your-department-folder

Type @ Upload Files Edit and Upload Image im Zip File
Access Group {(inherit Existing)
Files BE .7 B or drag files from desktop

Filename

lewis-ave.jpg
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Step Five: Once you have uploaded your images in the
folder, select and publish them

‘ * images * your-department-folder Upload Y Filter & O

Staging Production

1 [ Name=~ Status  Modified Options

[0 [@3 ‘tewss-avejpg 204K Q 8/2/18 10:08 AM ZEdt> Review~ A’ Publish ~

'EI i
;Exp«re

Note: Your images MUST be published or else they will
appear as broken files on your page.
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Edit Interior Page Full
Width Content

Angled Image Row Snippet

Note: Full Width content items take up the full width of the page. It is
important to not put Full Width content in the Main Content section of
the page because the content will often stretch/become distorted.

31



Full Width Content
Angled Image Row Snippet-

Note: This new snippet could be used to break-up text on a page.

82



Full Width Content
Angled Image Row Snippet

Scroll Down on the page, and click on the green button above
the footer that says “Full Width Content”

Click “Edit” Check out the page

.
Coment + % Imadly - tost/ Tirst-name- st -name pof \
O Previen Eor  ¢?Sowce A Pruogetes Y varsiors v D v

= MENU ORU SEARCH Q

Click “Full Width Content”

Z Eull Width Content

Take the next-step
toward your career.

sy -




Full Width Content
Angled Image Row Snippet+ .

Click “Insert Snippet” |
_ c:/rmum vi ¢ mc) S E—

BOaXDEMW > TF-L B/ \VSY-E-BR« X" x EXEIRLSFE2LO

Paagraph = Styles » Q-!-NB-—#OBU‘OEH-X

<+— (lick here to add content to this section
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Full Width Content
Angled Image Row Snippet

In the search box, type "Angled Image Row”

You should see two results, “Angled Image Row” and “Angled Image Row
Reversed”

Select “Angled Image Row™ and click “Insert”
Note: The “Angled Image Row Reversed” is a mirror snippet of the “Angled Image Row” Snippet.

Choose Snippet

(All Categories)

ang

Angled Image Row €

Angled Image Row Reversed

Select a snippet to preview it here.
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POP QUIZ

You have 10-15 minutes to edit the content in the Angled Image Row Snippet.

e Change the Image
e Add a PDF Link
e Add 1 button linking to your page

Once you are finished please have a team member check over your snippet.



Full Width Content
Angled Image Row Snippet

-
Landing Page - Angled lsape Wreapper: Backgrosod Insage, Content

Torrly uiing S WYRIWYG sl

THE ORU EXPERIENCE

Whither you sy conag oet of bagh school or Eaastioaiag Bem sodher Unroaruty., you will expeneace 3 positnve comsssantty umkke sory other at Ocd Roberts Ulsiveruty . As soon 3 you wiap o

0 cammpen you will focd & chucge = the stmmagbery bocasse poopie case abowe poople bere. You will foel welcomsad by youtr poers, peofiowsors., and stall s you bogm your poancy e be a Holy-
Span empowened leades

vo w1 ¥

ALORLY, s oncontage onar stndents o0t aody S o srndions bt & Samaly momber' A prost wiy o experionce ORLT ot i Daghont capuciy s b0 pot svvadoad These are mumesses clibs and
spenirations Bt yum con e nidved i e invulond be et students junt Bhe pom and whee sty mbeoraind b B cane Suaps yom o |

You change the photo by right clicking the You can edit text styles/add links and
image and selecting the “Insert/Edit Image” buttons in this bOX
option.

Refer to slides 66-72 for steps on how to insert an image. Refer to slides 36-51 for how to ediit text styling,



