


[bookmark: Lesson109]OU Campus Quick Start Guide
OU Campus is the Content Management System (CMS) was chosen to manage our website at www.clovis.edu. OU Campus allows user-friendly editing of website content, the ability to editing access, only to content owners, and the ability to add a quality control step to the process of making changes to the website. 

OU Campus also has advanced features such as versioning and scheduling. Versioning keeps track of changes made to pages on the website and allows us to revert back to prior versions of a page. Scheduling allows us to schedule page changes to occur on a future date. 

This guide serves as an introduction to the major features of OU Campus with the aim to get you using OU Campus as quickly as possible.
[bookmark: Step771]How to Log In
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To log in to OU Campus, scroll down to the bottom of the page and click on the copyright symbol.
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Log in using the username and password that you were given. At this time your username is your Pathwway username, but the password is a different password chosen by you. This may change in the future to use both your Pathway username and PIN. There are different levels of access from 1 to 10, where level 6 is an average editor and level 10 is a top-level system administrator.
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1. Users are allowed 3 failed login attempts before they are locked out.
2. If you are locked out, you can use the Reset Password link to have password reset instructions sent to your email or you can log a help desk ticket to have an administrator reset the password for you.
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If you click the copyright symbol on a page you don't have permission to edit, you'll see an error message. If this happens, just click on the Pages breadcrumb to find the directory of the page you are trying to edit. 
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1. Access Groups are used to control access to the folders. Typically, there is one access group per top-level folder. The group is named the same as the folder and adding someone to the group gives them access change the contents of everything in the folder.

2. OU Campus has limited workflow for quality control. An approver is designated for each folder. The approver receives an email when there are changes and has to approve the change for it to show up on the live www.clovis.edu website. Once you submit changes for approval, you won't be able to make any further changes until the change is rejected and sent back with comments, or accepted and published to the website.
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Folders you have access to will have a blue link. Click on the folder name to see the files inside the folder.
[bookmark: Step781]Folder View
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1. The folder name appears in the breadcrumbs. Clicking on the Home icon takes you to the top level of the website.
2. The index.pcf file is the default page for the folder. If someone goes to www.clovis.edu/howto, they will see this page published as index.aspx.
3. All documents such as PDFs should be uploaded to the docs folder. Make sure you click on overwrite existing files.
4. All images should be properly sized outside of OU Campus (there's documentation for that) and uploaded to the images folder.
5. The _props.pcf file governs how pages in this folder appear. An administrator should assist you with this file.
6. The _nav.inc file contains the secondary navigation menu that appears on the right-hand side of the page. An administrator should set this up for you initially. Afterwords, it is relatively easy to modify using the OU editor.
7. Click on the new button to create a new Two Column page or folder.
8. The light bulb indicates that you have this page checked out. Just looking at a page will check it out and prevent other people from modifying it. Please click on the light bulb to check in any pages you have looked at. If you see a red lock here, it indicates that someone else has the page checked out. Admins can check back the page back in but all changes will be lost.
[bookmark: Step782]Editing View
[image: ]
1. The Preview button shows changes as they will appear when published. Remember to resize the browser to view how the page looks on a desktop computer, tablet, and mobile phone. If something looks odd, seek help from an administrator.We might be able to suggest alternatives such as responsive tables for displaying your information.
2. The Edit button displays edit buttons for regions of the page that can be edited.
3. The Properties buttons allows you to change page properties such as title, description, and which sections of the document are displayed. This is where you'd turn the display of the top and right sections off and on.
4. The Versions button shows you prior saved versions of this page and lets you revert to a prior version.
5. The Page check button lets you check for spelling errors, broken links, coding problems, and accessibility problems.
6. The Save Version button lets you save and name a version of this page.
7. The Check In button lets you check out the page for editing and check it back in if no changes are made.
8. The Submit button will submit changes for approval and publishing on the website. The document will be checked in when changes are submitted for approval.
9. The Top Content button lets you edit the top content section. This is usually a short line or two to grab the attention of the reader.
10. The Main Content button lets you edit the main content of the page. This usually starts off with an H2 heading. Most other headings are H3. Most text uses the Paragraph style. Have an admin help you align text by setting up responsive tables or accordions.
11. The Right Content button lets you edit the right-size secondary navigation area.



[bookmark: Step783]Editing a Page Section
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1. You should use styles from the drop down box whenever possible. For example: use styles such as H3 instead of bolding and underlining headings.
2. After you upload an image to the images directory, you can add it using the Insert/Edit Images toolbar button.
3. You can link to a PDF file in the docs directory, another page on the website, or an external website using the Insert/Edit Link button.
4. Click the Save and Exit button when you are done making changes to the section.
5. Click on the Submit button to submit your changes for approval to be published.
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Design for the printed page is different than design for the web. The web does not have fixed boundaries like a page of paper does. You cannot make everything line up exactly. You have to design for different size displays: Desktop computers with wide monitors, tablets, moblie phones. Resize the browser window to see how your content looks at different widths.
Styles are important because it lets us change the look and feel of the entire site without having to edit each and every page.
1. Top level heading for your content is H2.
2. Secondary headings are H3
3. Then H4 and so on to H6
4. We cannot line items up using spaces and auto-fill dots like MS Word lets us do. The closest that we can get is to use responsive tables for data and make sure it looks okay at different browser widths.
5. We don't have room for three columns with the navigation and contact information on the right. Even on the homepage, where these elements do not exist, the columns have to become one column on tiny screens like a mobile phone.
6. The web requires a hard return after heading codes.
7. The green border simulates a wide screen desktop computer screen or a paper printed in landscape orientation.
8. The red border simulates a smaller screen like a mobile phone or small tablet.
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This is how the academic calendar looks on a screen the size of an iPhone 4S.



[bookmark: Step796]Responsive Table Examples
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For examples of  the use of responsive tables, see the academic calendar at www.clovis.edu/academic, and the tuition and fees tables at www.clovis.edu/payment. These pages show how to display data aligned somewhat similar to how you would in MS Word, yet still have it be displayed nicely at any size.



[bookmark: Step786]Program Pages
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View the program pages at http://www.clovis.edu/programs/ to see examples of using text styles and accordions to break up large chunks of text and make it visually appealing.
[bookmark: Step787]Accordions
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The Financial Aid FAQ page, http://www.clovis.edu/financialaid/faq.aspx, and the Touchnet Payment Plans FAQ page, http://www.clovis.edu/payment/touchnet-faq.aspx, show the use of accordions to present frequently asked questions and answers.
[bookmark: Step789]Department Pages
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The advising page and sub pages are a good example of what a department homepage can look like.



[bookmark: Step788]www.Clovis.edu Home Page
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The home page shows examples of a mixture of presentation elements. 



[bookmark: Step790]Inside Clovis and Pathway
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All Inside Clovis content should be moved to an area inside OU Campus.
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1. Web page used as a Pathway Channel
PDF file used on Pathway.
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Editing a web page that is being used inside a Pathway channel.
[bookmark: Step801]Contact Forms
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Contact forms allow you to gather information and send emails.
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Information that is gathered is stored in a database on the website. Because careful not to collect confidential or FERPA type information using these forms.
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Form information can be downloaded in a comma-separated file that can be opened in MS Excel. In Excel, you can sort the data and use it in other programs like mail merge.



[bookmark: Step798]Step-by-Step Example
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Here's an example of how some information looks in an MS Word or Adobe Portable Document Format (PDF) file. I can show you step-by-step how to convert this information for use on the website, using one of our program pages as a guide. Let me know if that's of interest to you. ~ David Burch, 4744.
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Here's how that same information looks on a web browser on a desktop computer.
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Here's how that same information looks on my iPhone 4s.
[bookmark: Step794]Additional Resources
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Submit a Help Desk ticket for help on the Website and/or Pathway Channel
This document the OU Campus Getting Started Guide: www.clovis.edu/howto/docs/quick-start-guide.pdf
OU Campus Support Page for System Status: http://support.omniupdate.com/oucampus10/ 
Step-by-Step example how to from this workshop: www.clovis.edu/howto/docs/step-by-step-example.pdf (Submit Help Desk ticket to be set up in the Sandbox).
Downloadable PDF Reference Guides: http://support.omniupdate.com/oucampus10/
Training videos and Training Tuesdays webinars: http://support.omniupdate.com/oucampus10/about/training/videos.html 
[bookmark: _GoBack]YouTube Channel: https://www.youtube.com/channel/UChtvdmJaOeYpO7PWWg_Btpg
	OU Campus Quick Start Guide
	1




	OU Campus Quick Start Guide
	20



image2.png
Reset Password

In





image3.png
2 levels

pye—
e Reset Password
N~

This user has exceeded their
‘maximum number of login
attempts





image4.png
{"error":"You do not have the proper permissions to read this page.”,"code":

"ACCESS_DENIED")




image5.png
Access Settings - howto

Recursive Modification
Apply Al Settings to This Folder Only
Apply Selected Settings to This Folder and All Enclosed Files and Folders

Recursive modification does not apply to directory variables; directory variables are always inherited.

Use the checkboxes below to select settings to apply to this folder and all enclosed files and folders.

Access @ [HowTo -

@ rmomn v | \
The group with rightsto edit s foider.

e Approver @ | Level 10 Training Account (Level 10) |
Setting an approver overrides allusers' approvers for s foider.

Enforce Approver @ © Yes O No

ypass ppproal @ | (Lovel 0 Agmimsraon o) 1]
T efectnd roup can by e pprovl rocessand puis i cermmedly

Template Group @ | (Inherit from Parent) -
Templates allowed in this folder.

Extensions @ | pef, xm, inc, htm, gif, jpg, png. jpeg, pdf, aspx. tx

Allow Only These Extensions O Disallow These Extensions
Restrict file extensions for this folder. (Comma separated; no dots.)




image6.png
gem

generalstudies

graphicdesign

helpdesk

highschool

oo f—




image7.png
£ howto 0
N

O D Name~

D = @

Q Jmpspuie
@ s

6 @ imaes
4

@ index pef

1358

8508

Modified

912115 10:23 AM

912115 10:23 AM

912115 10:23 AM

912115 10:23 AM

912115 10:23 AM





image8.png
CIPreview | / Edit | X Properties | 9 Versions a 2 submit [f2]

0 QCIOCooni@,@J e f

Y DO &somo. Q

Home About v  Students v  Community v  ProgramsofStudy v News  Calendar

How To Home » HowTo

/ Top Content

occaecat officia consequat ullamco ut ex elit elit anim irure incididunt ut minim dolor ea consequat eu enim sunt commodo incididunt deserunt Ut laborum ullamco sint irure
ullamco velitin pariatur consectetur reprehenderit dolore in sint sunt culpa molit fugiat mollit tempor aute officia ea enim mollit veniam ea qui cupidatat Ut laborum in
pariatur qui in in quis fugiat aute proident magna aliqua consectetur ut anim tempor dolor ea tempor esse incididunt commodo reprehenderit eu aliqua elit est sed
nostrudelit et irure cillum,

# Main Content

Main Content Heading





image9.png
Home  About Students Communi

How To

proident aliqua consectetur




image10.png
Academie Calenaar ~ Fall 2015,

Classes Begin/End
frpm—

Fall Registra

ion Begins April 13 e

Registration Dates
5 o register, add, or drop a clas, or change

Last
Srom audit to cregt

T ——
e

‘Withdrawal Deadline
Lastday to withdraw from a class
Sl

Holidays & Campus closures

Faclty Return Date

Graduation Application Deadline

iversiis, r mployaNWPHentscan oxder 2 copy of
i officil wansripts o he Admissions and Records
Office, locsted i the Dr. . . Miller Staden: Services
(Center o scces herequest orm vi your Patvay
sccouat. Tas orm ey be maled i withpayment, of
Soxed to e Admisions Office 575.769.4027. 170w
elactto fax, please follow up with  phone call o
Admisions o confirm rceip of 0% ad proceed wih
the request.

(Ofmcial COC nanscrips will b aallble pon raquest
e working das aftr th semester onds. The e for

official wanscips s 3500 pr hanscript. Requess will
0t be processed il e requird fe as bee rceived.

Accepable method of payment: Cash (on-<ampsanl),
Personal Check, o Credt Card (Visa, MastrCard,
Discover o American Expres), Plesse do ot mai cas
o make payment contctte Cashies 5757694031
Studens will e reqized 1 show pot D i rder 1o

pidk p wansrips.

Clovis
Community
College

Refund Dates
Regular term (16-week classes) =

fFirst Half Term (8-week)





image11.png
Fall 2015

Classes Begin/End
Regular 16-week  August 17-December
term 4
First 8-week term  August 17-October 9

Second 8-week October
term 12-December 4

Fall Registration Begins April 13
Registration Dates
Last day to register, add or drop a

class, or change from audit to
credit




image12.png
Academic Calendar Spring Tuition

Fall2015 Spring 2015 Tuition
Classes Begin/End Credit  NMResidentin NM Resident Out ~ Non-
Hour District of District Resident
Regular 16-week term 1 39 2 89
First 8-week term 2 78 84 178
Second 8-week term 3 17 126 267
o ) 4 156 168 356
Fall Registration Begins April 13
s 195 210 a5
Registration Dates 6 234 252 534
_ 7 273 204 622
Last day to register. add or drop a cl
s 312 336 712
Regular 16-week term 9 351 378 801
First 8-week term 10 390 420 890

Second 8-week term " 429 462 o79




image13.png
Turn the key on a new career in Automotive Technology, where you |
and repair of all types of vehicles.

In the Automotive Technology program, instruction and practical
application are provided in all eight areas of Automobile Service Excellence
(ASE) in preparation for ASE certification tests. Clovis Community College's
Automotive Technology Program has met the strict standards required for
ASE CERTIFIED PROGRAM. - Master Accreditation from National Automotive Technicians Education

Foundation (NATEF). This is the highest level of achievement recognized by
NATEF. Although many educational institutions strive for it. only a small percentage achieves this level of
sccreditation.

py— -

The Automotive Technology Program offers classroom and laboratory experience, which includes all aspects




image14.png
= Whattypes of financial aid are available at CCC?




image15.png
Advising

Need help planning your Education? CCC's Academic Advisors will help you match your needs, interests, values,
and goals to the educational programs offered at CCC. You willfind that college is very d

rent from high school
Advisors will explair

sessment, which is offered by our Testing Center and degree plan requirements, and review

your transcripts to see how your prior classe
with any academic probl

apply to your current degree. They are also available to help you

ems you may ha

Home » Advising

® Academic Advising

* Academic Advising Homepage
* OurTeam

« Transfer Students

* New Student Orientation & Campus Tours
« Special Services Office

* Counseling

. Contact Info

Academic Advising Office

Dr. H. A. Miller Student Services Center

Clovis Community College

417 Schepps Bivd.




image16.png
CCC411: Easy Steps for New Students

B Apply .

New students can apply online or in person at the Admissions and Records office. Once you've successfully
applied. you will receive your C-Number (student ID number) that you will need for a variety of campus

services.

$ Financial Aid and FAFSA .

@ Placement Testing
Everyday, more and more students are looking for

affordable education right here in our community. At .
Clovis Community College, our goal is to put you, the

learner, at the center of all of our decision making. B Student ID

Ready to jump in? We're ready to help! Schedule a visit £ Orientation

with an Academic Advisor today. Who knows...your
career might just be a conversation away!

9

Explore Programs Apply for Admission Meet an Advisor Paying for School




image17.png
...jorjacuity and staff

The content within inside.clovis.edu has either been moved to pathway.clovis.edu or
outdated.

The purpose for this site will only be for updating www.clovis.edu or uploading
documents for the various publications.

If you have any concerns or questions, please contact Teresa Whitehead at 4072.

Update Your Pages




image18.png
Home Student Student Resources

Steps to Apply for Financial Aid Financial Aid Aw;

B Financial Aid A
[ Financial Aid st

Applying for Financial Aid

Steps for Applying for

ancial Aid

Financial Aid Reg

Step 1 - Complete the FAFSA

You have no Fina
You can apply for financial aid online or you can 2015 - 2016 Aw
bring information into the Financial Aid Office —
and we can help you complete your application Choose Anather Y





image19.png
Content ) Pages

> financialaid > docs

[m]

m}
m}
o

[m]

D
A
D
A
A
A
B]

[}

[}

Name
_navinc
AdditionallnformationSheet pdf
aidsteps html
AppealFormAuditCourses pdf
AppealPacket pdf
AuditCoursesAppealForm pdf

BASVerification. pdf

£

148K

4K

EES

Status.

Modified

3/16/15 211 PM

3/23/15 1:36 PM

8/12/15 8:26 AM

7/28/15 2:40 PM

8/12/15 9:03 AM

3/23/15 1:36 PM

8/12/15 9:03 AM




image20.png
Content » Pages b ffinancialaid/docs/aidsteps.htmi
B

Clpreview /' Edit <> Source X Properties D Versions.

HEDRO X aa@n) |Z-|2|B 7 U=
FontFamly - FontSze v Headng2 - Stykes A @

el | | | &

Applying for Financial Aid
Staps for Applying for Financisl A

Step 1- Complete the FAFSA

You can apply for financial sid online or you can bring information into the Finan




image21.png
‘What type of student are you?
© New (never attended college)
© Transfer

© Non-degree Seeking

Please send me information about:

© General CCC Information
© Admi

jons
© Financial Aid
© scholarships

O Cost of Attendance

‘Which CCC program are you interested in?

Automotive Technology v





image22.png
Last  Phone Programinterest

Knaver 5756931957 Health and Physical
Education

Courtney 5757912262 Automotive
Technology

Burch 1234567000 Computer Informatio
Systems

Bestie 1112223333 Automotive
Technology

1D Email First  InformationRequested
@ 1 sknaver@mac.com Scott  Admissions,Cost of Attendance

@ 2 coutney tempel@clovis edu Tempel Cost of Attendance

@ 3 davidbuch@clovisedu  David  Cost of Attendance

@ 4 noreply@0.com Friend

@ 5 larawhite@clovisedu  Sally  General CCC Information, Cost of Tester  575-000-  Automotive

Attendance

0000 Technology




image23.png
Email
sknauer@mac.com
courtney.tempel@clovis.edu
david.burch@clovis.edu
noreply@0.com
laura.white@clovis.edu

8 c [ 3

First  InformationRequested Lt Phone \
scott  Admissions,Cost of Attendance Knauer 5756931957 |
Tempel Cost of Attendance Courtney 5757912262
David  Cost of Attendance Burch 1234567000
Friend Bestie 111223333

sally  General CCC Information,Cost ofTester  575-000-0000 .




image24.png
OU Campus Quick Start Guide

OU Campus is the Content Management System (CMS) was chosen to manage our website ar
wiww.clovis.edu. OU Campus allows user-fiendly editing of website content, the abiliy to editing
access, only 1o content owners, and the abilizy 10 add a quality control step 1o the process of making
changes 1o the website.

OU Campus also has advanced features such as versioning and scheduling. Versioning keeps track of
changes made 1o pages on the website and allows us to revert back to prior versions of a page.

Scheduling allows us to schedule page changes to ocour on a fizture date.

This guide serves as an introduction to the major features of OU Campus with the aim 1o get you using
OU Campus as quickly as possible.

How to Log In

Clovis Community College




image25.png
& Clovis Community College f ¥ DO @ & Q

How To Home » How To

ﬂ"c w OU Campus is the Content Management System (CMS) we chose to
m ampus manage our website at www.clovis.edu.
OU Campus allows user-friendly editing of website content, the ability to

editing access, only to content owners, and the ability to add a quality control step to the process of
making changes to the website.

OU Campus Quick Start Guide

* Quick Start Guide
« Download Quick Start Guide (PDF)

U Campus also has advanced features such as versioning and scheduling. Versioning keeps track of changes « Step-by-Step Example

made to pages on the website and allows us to revert back to prior versions of a page. Scheduling allows us to « Download Step-by-Step Example (PDF)
schedule page changes to occur on a future date.

“This guide serves as an introduction to the major features of OU Campus with the aim to get you using OU

CamP T AUkl 2 poss e

Help Desk
Howtologln -
& = . Room 118

To log in to OU Campus. scroll down to the bottom of the page and click on the copyright svmbol. Clovis Community College




image26.png
Clovis Community College

How To

wubampus

OU Campus is the Content
Management System (CMS) we
chose to manage our website at




image27.png
[ support.omniupdate.com/oucampus10/

Gampus V10 svreor it G Omnillpdate’
ﬂl' ™
® 29N DoLdMPUS V -
TN Uw SIBRORTENE
Interface Welcome to the OU Campus v10 Support Site! Reference Guides
‘Your one-stop reference for all functionality in OU Campus v10. ~ End-Users s
See how all the functionality from previous vsrsicns“ ~ End-Users (Short)
Pages enhanced in v10. Get started with what's new! 2 Administrators o
2 Administrators (Short) s
2 Web Developers s
Contributors ~ Administrators 2 i idels
Reusable Content Audience: New users: content Audience: System admins and essistant o
contrbutors; contert ecitors and adiming; workfow end user mansgers; About Google Analytics is now
i i outisnas; restorsof pages end asets; tempete mansger; . reviewers of Bl e cent/
Social Media reviawers. reports. gadgets.

Many more PDFs available here!

Reports Announcing OU Marketplace!
U Campus version 10.3 was released on July 16, 2015. Among
the features released was O Marketplace, a central location System Status
Setup where users can view the available modules and gadgets for the © OU CMS Systems
OU Campus platform. Leam more by watching the video below: © 0U Search Systems.

© OmniUpdate Email Server
e TR e




image1.png
\ & Clovis Community College

~ 2015 Clovis Community College. Al rights reserved.
CCC adheres to the practice of EEO and the Americans with Disabilities Act
217 Schepps Bivd. | Clovis, New Mexico 83101 | 575.769.2811 | Fax 575.769.4190

Clovis Community College is accredited by




