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Plone is a web based Content Management System. Plone allows users to easily create, edit, an
publish welpages, documents, news, calendar events, photos, audio, video, and much more to th
department website. The following will explain the Plone user interface and methods for using the

program as the content editor.
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Website Construction
A website is made up of pag#st can hold different types of content such as tdiiks imagesdocuments,
news, events, etc.

What is Plone?

Plone is a web basdibntent ManagementSystemused by UW OshkosHPlone allowsiontechnical userso
easilycreate, edit, and publish web pages, documents, news, calendar events, photos, audipanii®och
moreto their departmentwebsite.

Plone has builin modules for surveys, blogs, forums, and many others.

What does ageneralPlonesite look like?

By default a Plone website is set up with the follonamgas header, log in, left, main, right and footer as
shown in the picture belown the left As you carseefrom the picturebelowon the righta Plone site can be
customized. A customized Plone sitl still have conmon items such as the log in and navigatéweas
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How do | request a Plone site ?
To request a Plone site please go to the followingHittd://www.uwosh.edu/weband fill out the form or call
4242442, Request will be reviewed and prioritized by the webelopment projecteam.

Authenticated Log In
To editcontentyou must log into youPlone site by using your uwosh email login name and passwafou
do not need to type @uwosh.edu)

To Log In:

1. Atthe very bottom of the page next to Copyright information click the log in button
2. Log in with your uwosh email lag and password
3. If you do not see a log in button at the bottom of the page you mayfaisat at the top of the page.
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4. If you do not have a log in on your page at all you can still log in (if you have permissiong)dpyntyp
/login at the end the site URIlp in the address bar (for examplemw.uwosh.edu/training/login

Plone Environment

Customized Plonsgtes may look different thathe picture below, lnt you will still have thesame underlying
mechanisms of avigation and logifieaturesto edit your content Additional itemssuch as fregently asked
guestions, news items and recent iterwan be added to a Plone site.

Header

B UNIVERSITY or [RAS SIS oot = g‘_,‘, e
WISCONSIN -
| OSHKOSH

Navigation

cavas m Azl bederinG Cpmare anas c¥N

Adult-&)ntradilional Student Resource (ANSR) Office
Ready 10 &> rour dearee? Start here!

C—Bread Crumb Trail }

.
W om0 i s
v oswi

i\
Login ——

e Header Will include UW Oshkosh logo aather related links.
e Departmental Header:Will becustomized to your department.
e Accessibility At the top of the UWO templatedr 3S &2 dz 4SS ( KndBaSes forit §iz2.¢ ¢ KA OK

e SearchAny content can be searched as long as it is public. This will search content of files such as PDF and
word documents as well. This is permission based so if you are signed in as thetadioirof the site
you can also search unpublished items.

e Bread Crumb TrailThis shows the location of where you are in the sit&is is very useful when you are
adding content. When you add a content item it will be added to the location that you are at in your site.
You can move content items if you put them in the wrong locatsme directions on page?).
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Navigation The naigation is dynamic so all items vélitomaticallyappear See pag® for directions to
exclude items from the navigatidn Yoursite is set up t@nly show folérs and pages in the navigation
The navigation can be located on the left or rightaof the site.

Portlets: Portlets are itemshat show on the left or right side of the pagach as calendars, news, events,
call to action items, related linksfc. These itemwill show if you currently have information entered.
You can also customitieese portlets to only show on certain pages of your sithis can be determined
at site setup.

Manage Portlet:If you have privileges to edit the site after you sign in you will see Manage Portlets below
the navigation area. Manage Portlets allows yoaddportlets (i.e.Calendar, New<Call to Action,
Related Links, efcto the left or right of thepage

Contact This will send an email to the contact person of the site. This informafiibbe determined at
the time of site setup.

Log in The lodn will be at the bottom of the screen to the right of the copyright information. If the login is
not in the bottom right corner you carype/login after your web address in the address bar (for example
www.uwosh.edu/training/login Once you have the login screen you can use YWMrOshkosh email user
name and password to editste or to view certain content based on permissioiiis ihow the site
permissions are controlled.

Footer. This can be customized to your departmarfbrmation.

Plone Navigation
To edit aPlone site you will use thilanagementTabs (top), and the Menu Bérelow the tabs).

ManagementTabsc TheManagemenflabs located on the lefare used tananagethe web catent on your
site.
Description oManagementTabs

[ Contents | | Wiew | [ Edit | [ Rules | [ Sharing | [ History

| Actions v | Display * | Add new.. ¥ | State: Published v |

Contentsg This tab will only show for a foldéem. Once you are inside of the contents tab it will sreow
list ofall itemsin your websitg(i.e.folders,pages, pictures, news, et@his can be used to view and edit
items that areexcludedfrom the navigation.

View- shows the content based on the permigsiof the user that is signed in

Editq used for updating and making changesatoitem

Rules; rules define actions that apply the item

Sharing setting rights of otler users to see or edit content

History- shows a history of change for an iteand allows you to seand revert to previous versions

Menu Bar¢ The commands on the menu bar, located on the right alareeused tcadd new items to your
website displaycontent items within a foldein different waysand change the state of an itenMenu bar
items will varyslightlydepending on whiclype of item you have selected (folder vs. page)

Description of Menu Bar

Actionsc allow you to take action fathe aurrent folder or page you are on ajlowing you to delete, cut,
copy, or renamethat item.
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o Display- shows menu choices for setting the display type folder item(list view, summary view, etc.)
(See pagd4 for more detail.

e AddNew - shows menu choices for adding content items (images, pages, folders, etc.)

e State- shows menu choices for setting publication state (private, public draft, public, etc.)

Navigating to web site content
Thereare three ways that you camavigate to your added items.

Method 1 (Shown in Navigation)
If your item is in the navigation simply click on it. For example you will most likely have a link to your home
page located in the navigation

Method 2 Excludedrom Navigation)
All items addd using Ald New on the Menu Bar will be listed undbe ContentsTah Remember you can
only see the contents tab if you have a folder selected.

To viewan itemin your websitehat is not in the navigation

1. Inthe navigationclick on the home buttoror the folder that containghe item you are looking for
2. Click on the Contents Tab

3. All Content in your website sh@ms a list

4. Click on an item to view it

Method 3 (Site Map)
The site map isreeasy way to navigate to content in your site or a site that you are visiting.

1. Select Site Map In the upper right corner of your screen
2. Click on the item you want to view

Adding New Items
The Add New Menu allows you to add content itemgaar website. The pictureat the right shows what new

content items can be added. | add new... »
& collection
By default when adding folders and pages to a site they will automatically appear in the [z Event

navigation for the user who has added it or others that have permission to edit the site. YoOufilz
will need to publish the item if you would like visitors of the site to s¢8eée Item Status on [ Folder

age’). [& Image
Page?) & Link
Other Add New Items Description [ News Item
[§ Page
Collection A collection is used to search your website for certain

content without using the search mechanism. It allows yq
to create a customizetblder ofyour content.

Event Adds an event to the calendar

Folder Used to organize your site content
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File Addsfiles to your website (i.e. MS Word PDF, MS Excel, ¢

Image Adds pictures to your website

Link Adds a link to your website (allows for key word searcheg

News Item Adds a news item to your website (pictures can also be
added within a news item)

Page Creates a new web page in your website

Adding Folders
Folders can be used to organize web content (pages, images, and Tiesjolder title will be included in the
web address.

1.

P

oo

~

Navigate tathe location in your sitevhereyou want to add a new foldedétermine the location in your
site by loolngat your breadcrumb trail)(See how to navigat a webpage or an Iltem on padg

Click Add New on your Menu Bar

Select Folder

Note that you have Content Property Tdlsted at the top of the dialog box (see details on Content
Properties below)

Type the title of your folder

Type a description of the content that will be in the folder (optional, helps with user key word searches
and shows if you hover ovémouse over}he link).

Click Save

Note that the folderis listed in the navigation area. You will need to publish the item if you would like
visitors of the site to see it.

Adding Pages

1. Navigate to the location where you would like to add the page

ClickAdd Newon the Menu Br

Select Page

Type a Title and Description

(Optional)c Set Content Properties by clicking on the tahswnbelow (Categories, Dates,

Ownership, Settings)

6. Type or copy and paste (see copy & paste directisnpaged) (Also ge directions for adding
addiional items into your page by using the Editor Toolampages).

7. Click the Save button

a s W

Adding Collections
A collection can be used to create a customized organization of your content. The content item is stored
where you originally placed it, but byeating a collection and applying search criterion it appears that your

con

tent is organized differentlyAdding a collection will create a new folder in the navigation.

Adding a collection is a two step process.

Step 1z Add Collection

Set

up a collectiowith a Title, Description, and Text.
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1. Navigate to the location where you would like to store your collection

Content Properties Description

Default This is the tab used to add a title, description, and content

Categorization Can be used tadd keywords that will help categorize your content

Dates Set the publish d& or expiration date of a page

Ownership The creator, contributor, and copyright information can be listed here

Settings Comments, Navigation, Presentation and Table of Coasteah be added o
deleted here

Select Add New on the Menu Bar

Select Collection

Type the Title, Description, and body text

(Optional) Limiting the number of search results fftember is entered

(Optional) Results may be displayed in a Table and will show the fields that you have indicated
Click Save

No gakwd

Step 2z Setting Search Criterion
Set the search criterion. This is what will determine the results for the collection.
1. Click theCriteria Tab
Select the Field name for the search (what do you want to search for?)
Select the Criteria type (thigill vary depending upon whaield name you are searching
Click Add Criteria (you magld multiple criteria)
(Optional) Set Sort Order
Selet Save
Click on your Collection name located in your navigation to see what results have been created
If the results are not correct click on the criteria tab to make your changes

e I Al

Content Properties
When an item is added you will notice content propertileat show on four different tabs. These will vary
slightly depending upon which kind of content item is being added.

Defaultm | Categorization | Dates | COwnership | Settings

Editing Content Properties
You can edit content propertiester saving an item.

1. Navigate to the item that you would like to change the content properties
Click theEdit Tab

The content properties appear at the top of thage

Click on the tab of the property you want to change

Click save when you are done making changes

aprwn

Exclude Items from Navigation
LGSya Oly 0SS KARRSy a2 (KSe R2yQl aKz2g Ay GKS yI OA:

1. Navigate to the item you would like to exdkifrom the navigation
2. Click the Edit Tab
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3. Click Settings
4. Check the box Exclude from Navigation
5. Click Save

ltem Status (View State)
The state of your content item determines whether it can be vielwgdisitors of the site By default when
you create anew item it is private until you change the statié.an item is private

(unpublished) it will be red. _ctions + | State: Private »
Publish

e Privatec The content item will not be available to those who view your site. Subrnit for publication

e Publishg The content is available to those that view your site. Advanced...

e  Submit br Publicationg Will submit this through workflow for approval before it
gets published.

¢ AdvancedGives you the option of adding a Publish Dateluding Contained Items (Changes the State of
the Folder,Subfolderand any items in the folderxpiraton Date, and Comments

Change State
You can change the state of an itesyjpne of two ways.

Method 1: Changing State

Navpate to the item
Make sire that you have the View Tablected A
Select the State Menu :
Pick which State you would like to change yourtenhitem to
(Publish, Submit for publication, or Advanced)

You can also change the state of multiple items

N

Method 2: Changing the State of Multiple Items

1. Select the Contents TdRemember you can only see the contents tab if you have a folder selected. Itis
best to start at the home folder

Checkhe box in front of the item(s) you want to change

Click the Change State button

Select the Change State option you want (Publish)

Click Save

arMwbd

You can pick the date you want to publish an item. You can also choose to publishi¢het a different
time thanwhat you publish the content items inside of the folddiryou are not linking to the iterfrom a
differentareaintheseA i 62y Qi 06S aSSy AT G(KS FT26RSNIAaY QU LJIzo f

Editing a Web Page o =

After loggingin you caredit a webpage usingyvo different methods:

[Welcome to Plone

[ Contents | [ Wiew | [ Edit | [ Rules | [ Sharing | [ Histary | pescrition

Method 1¢ Clicking the Edit Tab 2

1. Navigate to the item that you would like to edit
2. Click the Edit Tal{Note whenclickingthe Edit Tabyou now see the edit panel
which includes your content property takisted above

S E P 2=0LE ™
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3. Make your changes
4. Click Save

Method 2¢ Inline Editing
You caralsouse inline editing for fast editing of content.

1. dickanywherein the editableregion of the content
Note: If you click in the editable region of the conteénstead of using your edit tabwill not bring up the
entire edit panel, which includes your content property tabs.

2. Edit your content by making your changes or additions

3. Click Save

Editor Toolbar

This Toolbar is used to edit the formatting of your text as well as add pictures, internal/external links, anchors,
tables and text styles.

Body Text

i
2
E

H B I = EE =204 EH HTleNnrmaI paragraph =

—

Saves the current page you are working on

Bolds the text that you select

Italicizes the text you select

Aligns your text/paragraph to the left

Aligns your text/paragraph to the center

Aligns your text/paragraph to the right

Creates a numbered list

Creates a bulleted list

Definition List (Works well for listirgategories and then words with definitions

Decreases the indent for a paragraph

Increases the indent for a paragraph

Be | ||| N A

Insert image

= Insert internal link

b, Insert external link

o Insert anchors

Insert table

HTML HTML view (web code view)

Heading j Style of text
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Copy and Pasting Gontent
You can copy and paste content from documents or other web pages into Plone. When you copy into Plone it
tries to maintain the formatting that you are copying. It is best to get rid of that formatting

To get ridof the formatting:

1. Copy and paste your text into WordPad or Notepad (this will take away the formatting)
2. Copy and paste your text from WordPadNatepad into your Plone site.

Insert Image Search

Insert Image

i i L. ) i i 3 Home [ users Select an image from your computer and click
When creating a website it is best to organize all images in OR@entfldr (5 s ok fohave ft sutomaticaly uplaaded to, er
folder (See direction above for creating a foldeNou can hacon tome | 0 Everts e oo
exclude the folder from the navigation by using the directions Thte
above(Exclude Items from NavigationYou will need to ‘Dpt
publish the folder and the images so they can be viewed. -
1. Click the Insert Image Butto & on the Editor dolbar Upload image hers... -

0Ok Cancel Reload

2. If the Image is already uploaded to Ploftgelect the
F2f RSNJ 6 KSNB &2dzNJ AYF3S SEA&alG O0AF Al R2SayQid |t NB

3. If the Image is not uploaded to Plond-irstselectthe folder at the leftthat you want the image to be

uploaded to(your image folder) Clicki KS ! LJX 2 R AYIF3S KSNBX odzid2y @

Browse towherever you have the imagaved

Slect the image you would like to upload

Type in a title for the imagéhis is searchable)

Type a description for the imagthis is searchable)

Click OK

© N o gk

Editing an Image

1. Click the image to select it

2. Click the insert image icam the Editor Toolbar

3. Make the changes that you would like for the alignment, ,sanel text of the image
4

Click Ok
Insert Link Search
) . Home = Class Descriptions
In Ser“ng Intern al L|nks é Home - @ . (Parertfolder) = 'Sézgnlf;ag:]l and Calendar Class
- . CoentiD Uon s D Class List =
Internal links are used to link to pages that have already = 0" re=rtiems bt | ritan emat and Cotondor closs eseme
beencreated within your Plone website. o o o Gass Des ] uso snnor [ Fepage G o

" [3 Titan Email and Calen

Highlight the text that you want to make the link . B preseraton Ols= )
2. Click the internal link buttor=— on the Editor ©olbar © @ Distancs Education

€ [3 web Development CliX
3. Navigateand select thdocation in your Plone site that EE— i

has the page you want to link toNote: If using
Internet Explorer be very careful selecting the radio button of the file to link to. If the radio button is not
selected carefully it my unselect the highlighted textf this happens Plone will create a new link at the
top of the page).

4. Click Ok

ok Cancel Reload

Inserting External Links
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External links are used to link sowebsite page that isutside of your Plone site.

1. Highlight the text that you want to make a link External Link

2. Click the external link buttol < onthe Editor  tink tne nighiignted text to this URL
TOOIbar [ttp: ffw e uwnsh eduy P

3. Type in the URL of the website or copy and
paste it from the address bar

4. Click the Preview button to make sure the URL
is correct

5. Click OK

Gl = . 1

Cirectary Ghvem U Oost | wlstics

i

Ok Cancel

Inserting Email Links
Email links allow the user to send a s$sage by clicking on the email link.

Highlight the text that you want to make the link

Click the external link buttol < on the Editor Toolbar
Typemailto:emailaddressvith no spaces (Examplmailto:training@uwosh.edu
Click OK

Pobd

Styles

Styles are a predefinegkt of formatting. Headingsubheadingand Normal Paragraphill likely be the most
common onauseal. Do not use styles to make your text biggerakiel sure that you are using the proper
aietsSa F2N) e2dzNJ GSEG oAdSod R2y Qi OKFy3IS a2YSiKAy3

1. Highlight the text that you want to format

2. Select the style dropdown box on the toolll|—|eadmgI j

3. Select the style you want to use
Note: The formatting of a style may vary for every website. Styles such as headings will be defined b
designer of the website.

Anchors
Anchors are links used to quickly jump to a certain portion of your webfber than the top) You must
havebuilt in styles to use anchorsd. headings or subheadings).

1. Make sure the text you want to make anchor has a built in sty{ee. headings or subheadings)o
check if there is a style click anywhere in the text that you will be linkingaok atthe style box on your
content toolbar as shown below

2. Type out the text that you want to makelink

H B E== == £ §F 2=0 40 » e - <—
3. Select the text JE—
4. Click the anchor button on your toolbar ko anchor UHSEES Achere]
5. Select the style your text has that you are linking to (i.e. | i [Crovemanisoms s
. . Pull-guate [ PowerPaint nteractivity
headlng or SUbheadlng) . g:!’;i‘mak (rintonly) |© Breeze Live an d Breeze Present tations
6. A listof text that meetsthose styles will appear e ot
7. Select the text you want ttink the anchor
8. Click Ok
Select a paragraph style then choose a paragraph and Ok to insert a link to that
lacation
ok cance

Page
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You can also use the table of contents feature as an alternative to using anchors.

Table of Contents
Just like the anchors you must have built in styles toteraaable of contentsThe table of contents will show
at the top of the page

Navigate to the page you want to add a table of contents
Click the Edit Tab

Click the Settings Tab

Check the box in front of Table of Contents

Select Save

a s wbhPeE

Inserting Tables
Tabks can be used to line up data in your website more efficiefitgbles in Plone should be used for tabular
data only.

Select the spot in your website that you want to insert the table

Click the table buttor =4 on yourEditor olbar

Select the style ofour table(see examplgbelow)

Enter the number of rows ahcolumns and check the box if you would like headings
Click add table

arwn P

Subdued Table Invisible Grid Table Fancy Listing Table Fancy Grid Listing Fancy Vertical Listing

Colol Col2 cCol3 Col01 Col2 Col3 Col | Col | Col col ol ol Colol Col2 Col 3
R e

HTML View
HTML View can be used by those who want to edit the HTML web programming language. You should not edit
thisif you are not familiar with web based code.

1. To view or edit the HTML code click on the html but H on the EditorToolbar.

2. To get back to the visual editor click on the html but "™ on the Editor Dolbar again.

Zoom
The zoom icon allows you to exparfteteditable region to the full web screen

1. Click on the Edit Tab
2. Click on the zoom buttol ™ on the Editor Toolbar

3. To zoom back out click on the zoom butt ™ on your tolbar again
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Manage Content

Moving/R enaming/Deleting/Changing State of an Iltem
Justlike in many other programs you may decttiat you need to move, reame, delete, or change the state

. _["Contents | [ View | ["Edit | [Rules | [ Sharing |
of an item.
@ Technology Training
Technology Training Home Page
1. Select the Contents Tab
2. Navigate and check the box in front of the ités)that you want to D rechnaagy Tamng |1ho | ar o g0 o0 | ks
Q Training Class Calendar | 1 [3=) Mar 27, 2008 01:01 PM | Private H
Change (0 Users 1 kB Jan 31, 2008 08:26 &M | Published | 11

& welcome to Plene 4.5kB | Mar 27, 2008 11:25 AM | Published | :

1ke Apr 02, 2008 01:30 PM | Published | it

3. Select the action you want to perform (Cout, Rename, Paste,
Delete, or Change Stjt

4. If you want to cut or copy an itefg)to a different location navigate
to where you would like that item copied to.

5. Select the check box and click paste.

0ke Mar 27, 2008 03:31 PM | Private | :

1ke Apr 02, 2008 01:31 PM | Published | it

1kB | Apr0z, 2008 01:25 PM | Published | :
(2 Essential Skills Training | 1 kB | Apr 07, 2008 08:25 AM | Published | &
[@ contaet Informatien 1kB | Apr02, 2008 01:52 FM | Published | :
[@ ludy Chartre 15.9 kB | Apr 07, 2008 08:30 AM
[@ sarah eradway 13.0 kB | Apr 07, 2008 08:30 AM

o e e e e e e e s e e e I i

[@ Hichelle Loker 12.8 kB | Apr 07, 2008 08:30 AM
[& Meet the Training Staff | 14 kB | Apr 07, 2008 08:30 AM | Fublished | :

Copy cut Rename o Pasts Delets Change State

Reordering Items in a Folder
The content tab is useatmake any of the above changes to your folders as well as organizing them.

Select the Contents tab

Navigate to the content item that you would like to reorder

On theright hand side of your content items you will see a column called Order:

Click in the ader column of the item that you want to move and drag and drop it to the new location.
(Note: If you move an item that is listed in the navigation it will also move in the navigation).

5. If the item that you want to reorganize is inside a folder clickftiéer name to view the items inside,
then follow step three.

PwbdPE

Previous and Next Links

Previous and Next Links can be used to jump back and forth betpaggs. This is similar to a back and
forward button in a web browser. Once previous next is enabted folder item any pages that you add to
this folder will automatically include the next previous navigation.

Click on the folder in the navigation to make sure it is selected
Select the Hit Tab

Select&ettings on the Content Property Tab

Click the chck box toEhableNext PreviousNavigation

Select Save

o s wnNPRE

Manage Portlets
Manage Portlets can be used to add, edit, delete, or mitamas to the left or right side of the

site (such adlavigation, Calendar, News, Events, Calertatic Text Portlets alsmow as |77 =

Related Links if using the UWO template or Call to Action items). Related links are used fo&dd

a list of links to your site. Call to action items are used to highlight important items again fo*===

the right or left side of the page.

Add Portlets
1. Login to the site if you are not logged in
2. Click on Manage Portlets below the navigation
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3. You can add items to either the left or right side of the page
4. Selectthd RR LR NIt SGXRNRBLIR2gYy 2y (GUKS aARS 0f STlto2NJ NR:

Add Call to Action Portlet
Callto actionappears in a portlet in either the right or left column depending on where yg _

have add it. Every other entry will eumatically have a blue or grey background. T Do

If you don't currently have a portlet that shewhe ‘tallto actiorns" do the following. You HAVIGATION
will needto have manageprivilegesor know someone who does.

=

Loginto your site

Choose "manage portlets” which appears at thetbot of navigation.

3. Inthe column you want your newCallto Action' portlet to appear choose the "add portlet” drop down
menu.

4. Choose Callto Action'

n

Add new link to call to action portlet

1. Choose "manage portlets” which appears at thetbot of the left or
right column.

Choose Callto Action' portlet

Choose "AdcCallto Actiort’

Fill in the text you want your usets see and the URL of the link
Choose "Save"

arwON

Remove Link from Callto Action

Choose "manage portlets" which appears at thetbot of the left or right column.
Choose Callto Action' portlet

Select the checkox nextto the item you wanto remove

Choose "removeallto action’

Choose "save"

arwNPE

Remove Call to action portlet

1. Choose "manage portlets" which appears at thetbot of the left or right column.
2. Choose the "X" link nexo your "Callto Action' portlet. NOTE you cannot undo thdsletion. If you make a
mistake andieletethe "Callto Action' Portlet you will needo recreate it.

Most Commonly Used Portlets:

e Navigation Used for site navigation

e Calendar: Show a Calendar Month and will batdghlightdates with events and will link to the event if
clicked on.

e Event: Shows upcoming events based on publish state.

e News: Show news items based on publish state

e Recent Items:Displays a specific number of recent items by date modified

e StaticText5AaLX I @a GSEG GKIFG R2S&y QiRea&dLyikd Byo@ad usingt A &
the UWO template).
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