HANDS - oN WiITH HACC AND COMMONSPOT

HACC's CommonSpot Login:
Please go to http://dev.hacc.edu/login.cfm

Please enter your user name and passwaord,

User ID: 'ed'i'{g,{
Enter the User ID assignea to you,

Password: |esesees

Enter your passward,

M show Pending User Actions

[ ok ] [ change Password... |

By default, after logging on, the Pending Actions window will open. This will show you any
broken links on any of your pages, as well as any Work in Progress (pages you may have been
working on). You may safely close out of this window.
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EDIT TEXT ON AN EXISTING PAGE

1. To edit a page first you will need to navigate to the page you wish to edit. You can use the web
site’s navigation tools.

2. To edit the page toggle on ‘Author’ mode.

=0E | &7 Tools & Information~ | B Page View v | &1 Properties & Actions vi

Read Alt-Shife-1
v T} Lancaster B Lebanon SRR Alt-Shift-2
' Edit Ale-Shife-3 |
Praviaw Alt-Shife-5
By Mersion History ...
+ Show Element Tools Alt-Shife-7
« Show MNew Element Links Alt-Shife-2
£ User Profile...
= Logout... Alt-Shift-0
_I_E—n-mk T

3. Then look for the | Edit indicator next to the content you have rights to edit. Click on the B o
bring up the menu and then select Text from the list. It will open up the Rich Text Editor.

@ Formatted Text Block: No Changes: Current

2 B A
Text| Layout Fonts

> Mare

Eratitdepiie allone et el s il el

4. Make any text changes as necessary. When you’re done, click the Finish button in the lower right
hand side of the Rich Text Editor.

NOTE: If the Check Spelling box is checked, please let the spell checker run through! If you cancel
out of the spell checker, your changes will be lost.
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5. Once finished, you’ll notice the Edit indicator is now a yellow box with a black arrow. At this point,
your edits have been saved and only you can view them. You may log out and come back later to
make more changes if you wish. If you're ready, you may ‘push’ these changes to the live
website by clicking on the yellow box to bring up the menu and select ‘Submit’ from the list.

[B]|{ container)
i Formatted Text Block: My Change: Worlk in Progress, Updated

Content

4z ) % J | X g Jay:

Text Layout Style Submit  Submit Discard Compare
Page Change

* more

UPLOADING A DOCUMENT AND LINKING TO IT WITHIN RICH TEXT EDITOR

1. To create or insert a hypertext link to an existing page you must first select the text you

==
want to be the link and then click on the link icon in the top tool bar.

Select the ‘link to new uploaded file’ option from the resulting ‘Insert Link’ dialog then click
Finish.

NOTE: If you are uploading a revised document, you will see a new radio button for “New
Document Version” in this list. This option will let you upload and automatically overwrite
the current document while keeping everything else the same.

Insert Link
i Link Action | Mouseover Action

Please choose which of the following link types you wish to
insert:
@ Mo Link

Ho hypertext link to another page or documant.

O Link to Existing Page, Uploaded Document or URL
Link to an existing page, previouzly uploaded file or URL The
URL can be eithar a registered CommmonSpot External URL, a
server-relative internal URL or an external URL.

o

Link to New Page From Template
Create a new Weh page (hy selecting an appropriste template
fromn the template gallery) and link to the new page.

O Link to New Uploaded File
Upload & new file (i.e, Word, PowerPoint, Excel, Visio] and creste
3 link to the newly uploaded file. Users follawing the link will
download and view the file in its native format,

© Link to Image
Creste a link to an image. Images can be uploaded or selacted
frorn the Irmage Gallery,

O E-Mail Link

Create a link for sending e-mail,
© Link to Scheduled Element

Create a link that will trigger the display of a scheduled elemant
on the current page.

© Link to Pop-Up Menu
Create a link that will trigger the display of a pop-up menu,

Link Display: [ Hormal Link v
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The Upload New Document window will open. Browse to the file you wish to upload

(please have it in pdf format) and add a title and description. You may wish to insert a
few keywords. Keep all of the other default options selected. Then click Next. Your
document will be uploaded and the link created. Remember to then Submit your page!

Upload New Document

Flease antar tha fﬂ"m'-'ll‘lg information to create a new uploaded document. An astensk
(™) next to a field indicates that the field B reguired.

*Lacal Filemanma: [ Bewss.. |

Tha Full path [directary and filename) of the document to uplasd.
"Title: *

The tithe of the uplosded dacumaent.

Dascription:

& briaf summany of tha uploaded document's conbant.

CateqQory: cCommonSpot Fages

Tha categaory this uplosded docurmant balongs bo.

Keywords:

Entear a comma delimited kst of keywords. or press 'Select Keywords”
to chocss frem a list of existing keysords,
Salect Keyvords. ..

Publication Date: qz/is/2000 1500201 05

Pick the stheduled publication date for this uploaded document
Bafore this date. this uploadad document will only be available to
Buther. BEOfevard BAd BRI ETSE.

Availability: Pege Indm ] rage Gallery

[=] Fage Findaer [¥] Search Results

Selact the places that thia page =il appasr by chetking tha
sppropriste options above.

Expiration: Contert doss not expire -

Freshness Reminder: o reminder -

Chacl: Spailing [ Fra | [ meot | [ Cancel |[aip ]
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CREATING A HYPERLINK TO AN EXISTING HACC WEB PAGE OR TO AN EXTERNAL WEBSITE WITHIN RICH TEXT
EDITOR
1. To create or insert a hypertext link to an existing page you must first select the text you

(==
want to link and then click on the link icon in the top tool bar.

Select the appropriate option from the resulting ‘Insert Link’ dialog. The first option is used
to link to another web page or already uploaded document on the HACC website. The
second option is to link to an external website and you can select that radio button and
then manually type the external address in the field below.

Insert Link to Existing Page

Please provide the link target by selecting the location of an euxisting
CommonSpot page, uploaded document or external URL, or by providing a
fully qualified external or relative internal URL.

(%) CommonSpot Page, Uploaded Document or External URL
Click either the 'Page Gallery...' or the 'Page Finder...' button to selact a
CommonSpot page, uploaded documnent or external URL to which you want to
link. To link to a particular named portion of the current or selected page,
press the 'Jurnp...' button and select the named element.

[_Page Gallery... | [ Page Finder.. | [Jurmp... |

() External URL or Relative Internal URL
Enter the full URL of an external page or docurnent, or the relative URL of an
internal page or docurnent to which you want to link, External URLs must
spedfy 'hitp://' or anather protocol specifiar. Plaasza nots that URLs providad
here are not automatically updated when pages are moved or renamed.

|httped?

[Cprev ][ Finish ][ cancel |[ Help ]

If you selected the first option, you can search the subsites to find and select the desired Web
page or document from the ‘Page Gallery’ dialog.

Page Gallery

Please select a document fram the list below. Filter the list of
documents by selecting the appropriate site and/or category.

Subsite: | StudentServices v |
Select a subsite to filter the docurnents by,
I:‘Include zubsites

Category: | Al Categories v
Select a category to filter the documents by,
Documents:

Academic Success (fhacc/StudentServices/acader
Act 101 - Harrisburg Campus (fhacc/Student Service
Admissions (fhacc/StudentSerices/admissions. cfir
Adult Students @ HACC (fhacc/StudentServices/ac
Advising (fhacc/StudentServices/advising. cfm)

Career Services (fhacc/StudentServices/career-sery

? Contact Information (fhacc/StudentServices/contact
Disability Services (fhacc/StudentServices/disability
FAQs (fhacc/StudentServices/fag. cfm)

Harrisburg Spring 2008 Workshop Schedule

Haow to Read a Text Book

Lancaster Spring 2008 Workshop Schedule

Learning How to Control Your Time N

[ QK ] [ Cancel ] |_Help ]
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Click OK to create the link to that page or document. Remember to Submit your changes!

7 Formatted Text Block: My Change: Wark in vit
Progress, Updated Content

. | . - |

Az : . | X B

Text Subrmit Submit| Discard Compare  ®
Page [ Change

= Moare

|Submit the entire page For publica

Tr attract and ratain o divarce ctodant hecle that e

INSERTING AN IMAGE WITHIN RICH TEXT EDITOR

1. To add an image to the rich text editor you need to click on image icon in the
WYSIWYG toolbar. This will invoke the ‘Image Properties’ dialog.

2. To add a image from the Gallery, you can use the metadata attributes to find the image you
are looking for or have it show all 12/24/48 images.

Please specify the source of the image and its rendering properties below.
Please select which images you wish to view in the image
- Image: M. gallery by specifying the desired search parameters
ﬂ Not specified, it
e Image Size:
CSpedid | | SRSy Gligkheretoiadd anewimage

Border Size: O

Vertical Space Around Image: 0
Horizontal Space Around Image: 0 Standard | Advanced

Image Alignment:

" Subsite: | fhace v
| Default v i -
= . Category: | All v
Alternate Image Text (Flyover Text): L
| Keyword: |
Swnert | All -
Links )
i Image Type: v
Description: L
Mouseover Action: "
I G La: t:
O check speliing mage Gallery Layou

2 small 24 small 48 small  8large 16 large 24 large

OrderfGroup By: | Date sdded |

Show Irnages |[ close [ Help ]

Done
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(scaled)
biomechanics-
facultymember
- 1701212
(170 % 180)
9.39 Kbytes
&%

i

(scaled)
Study Group
Around Table
(170% 11%)
42.23 Kbytes

Result Pagest 1

The other option is to upload a new image. To do so, click on the ‘New’ button.

Image Prope! s

¥

§
(scaled)
Frank Conte
(150 x 225)
27.83 Kbytes

(scaled)
Study Group
with

Professor
(170 113)
S0.48 Kbytes

.

(scaled)
Joan Emey

(150 « 208)

28.52 Kbytes

HASE
AW
Associamen

(scaled)
Alumni Loge
(144 % 144)
11.62 Kbytes

Image Search

I
(scaled)
Jim Curran
(150 % 225)
29.01 Khytes

((Irmage Gallery Search | [ close | [ Add Image... |

Please specify the source of the image and its rendering properties below,

Image:

Image not yet
specified

o Hot specified.
A Image Size:
Original Size: (unknewn)

Scaled Sizer (unknawn)
Border Size: 0

Gallery..

Wertical Space Around Image: 0
Horizantal Space Around Image: D

Image Alignment:

[

ult

Alternate Imag

Link:

URL:
Description:

Mouseover Action:

O check spelling

Cancel

Upload New Image

Please specify the full local path of the new file which

you wish to upload, and enter the appropriate information
regarding the new image, Mote that only new images

should be uploaded from this dialog. If you are updating

an existing image, please do so through the Image

Gallery.

Upload New Image:

Eiowse,

Enter the full local filenarme of  new image to add this site's
image repository, or press the 'Browse' button to locate the local

file,

Description:

Category: | General ¥ |

Keywiords:

v

Enter comma separated list of keywords

O tnclude in Public Tmage Gallery

Chack spelling

Cancel

(scaled)
Student Chatting
on Lawn
(170%113)
47.44 Khytes

Page7
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4. You can then manage the image properties such as vertical and horizontal spacing via the
wizard and provide Flyover text to ensure it meets 508 accessible standards. When finished
click ‘OK’.

Please be sure your images are optimized for web use before placing
on a web page! This includes resolution as well as size. Email
webmaster if you're not sure about your images.

Image Properties

Please specify the source of the image and its rendering properties below.

Image: [ Edit.., ] [ Gallery... ] [ Mew., ]
fhaco/StudentServicesfimages/student-front.jpa
Image Size:

Original Size: (250 x 20070

Scaled Size: (250 = 200)

Border Size: O

“ertical Space Around Image: 0
Horizantal Space Around Irmage: 0

Rescan Image Size

Image Alignment:

[pefaur V|
Alternate Image Text (Flyover Text):
standing in front of a row of|
rnan Library

Link:
URL:

Description:
Mouseover Action:

check Spelling

[[ok ] [ cancel ] [Help ]

Formatted Text Block

Please enter the following information.
Text Block:

b amao - aElis 2 ulE

= d- —e- % @ im v NoCSSstye « E

There is a ot to see and do beyond academics, and HAGC provides activities, resources, and
leadership opportunities for students outside of the classroom, including :

<Image> Remove Tag Remove Classes

Image Propertiss
Elsmant ID:
ICFIMAGE 236

\width: 250 | Sre [fhaco/StudentGervicesfimages  Barder: |0 | [Advanced
=
Height: 200 |7 Link ]

HINT: Use Shift+Enter for a normal line bresk

You can also control the alignment of the image by selecting in the properties tool bar at
the bottom of the WYSIYWG editor Advanced and choosing ‘Right’ from the drop down
list.
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<lmage> Remowe Tag Remowve Classes

Image Properties

Element [D: width: 100 | St !.-"demo.-"newsevents.-"images.-"ioe

. o
IIICPIMAGE:28?E Height: 100 | Link:|

Elorder:?._u_
-~

HINT: Use Shift+Enter for a normal line break

<Image> Remowe Tag Remowve Classes

Image F'rope_lties

H Space:| - [Joel Weinstock

W Space: | | Align:

Drefault

HINT: Usze Shift+Enter fc Ezze“ne raak

Middle

Bottom

Tewt Top
Abzolute Middle
Abzolute Bottarn
Left

DOCUMENT MANAGEMENT

Navigate to ‘My Pages’ and open the ‘My Uploaded Documents’ section to view a list of
page (web pages, uploaded documents and external URLs) that YOU have uploaded with

your user id.

**Please note that uploaded documents WILL display when using the Search function. You
need to delete the document when it’s obsolete so it won’t show up anymore.**

To view pages for which you are the owner, specify the desired criteria and

expand appropriately the desired folders below.

Criteria:
SubSite Scope: :AII ] v_f
Group By .T_l_;Pe V Order By | Date of last modification
S s R | [

14 documents

F-] My Pages

[0 My Templates

EHZ3 My Uploaded Documents

- 17| Transfer Agreement (157142005 @

2= Pledge Form [05/03/2005) @

20 My Page Sets

Iy External Documents

= [ HACC Foundation Web site (05092008 (Extemal URL) @

[[cancel ] [ Move Selected Pages... ] [ Delete Selected Pages... | [ Help ]
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From within this interface you can manage your documents. Click on the ¥ to view a list of
options. From this one interface you can upload another version of the document, delete the
document from the server, change the title of the document (standard metadata), change
ownership (document information) and more.

To view pages for which you are the owner, specify the desired criteria and
expand appropriately the desired folders below.

Criteria:
SubSite Scope: | All v |
Group By: | Type Vj Order Byt | Date of last raadification LT
Show pages where: :No date restrictions . b

14 documents

-3 My Pages

My Templates

--Z3 My Uploaded Documents
4= Transfer Agreement [05/04

- ] 2= Pledge Form 051 nn=] @& 'é’? Standard Metadata...
_ 1l Custom Metadata...
‘(O My Page Sets &5 page Security...
#-[Z3 My External Documents [ Document Information...

B= My Keywords...

1 Refering Pagas...
History...
MNewr Yersion...

[ Cancel ] [ Moue Selected Pages... ] [: E upload






