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Special Notations and Symbols

Notation Example Description
Press Enter on the
Keystroke [ENTER] keyboard
Click on OK in the

Button/Mouse OK i
current window

Go to the Tools
Menu Item Tools, Options menu and select
Options.
Notation Graphic
Hot Tip! L‘J@
Important!
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Chapter One: Getting Started

In this chapter, learn how to ...

* Define a CMS

* Login

® Navigate

* Check-in and check-out a page
= Save changes

= Preview changes

= Publish changed pages

® Move a page

* Delete a page

® Rename a page
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Requirements & First Time Use

The first time you login to Ingeniux, you will need to
install several plug-ins. Follow the prompts to complete
this process.

Your computer must be logged into the Goucher College
network to use Ingeniux.

Ingeniux only works with Microsoft’s Internet Explorer
browser. It does not work with the Firefox browser or in
Apple OSX.

What Is A CMS?

CMS stands for Content Management System. A CMS is a
software program used to create a “standard” web page
with input from individuals on the final content. Using a
CMS, a user can update the text on specific web pages
without having to know a lot about web authoring.

The CMS used at Goucher College is called Ingeniux, and it
allows users to update the content of their websites using a
web based interface that is easier than creating a web site
from scratch. By using Ingeniux, the look of the Goucher
web site is consistant and attractive, while at the same time
many different people control the web pages that apply to
their area, program, or department.
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Logging In

STEPS: Logging Into Ingeniux

1. Open your Internet Explorer web browser and go to
the following address: gemini.goucher.edu/goucher

2. You will see the following login screen:

Connect to email.goucher.edu

email, goucher.edu

User name: | € geadminishryant V_|

i
Password: | |

[Iremember my password

E OK J[ Cancel ]

In the User Name box, enter “gcadmin\” (without the
quotes) followed by your assigned username.

3. In the Password box, enter your network password.
(This is the same as your e-mail password.)

4. Click OK.
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Screen QOverview

After you have logged in, the following screen will appear:

@ Ingeniux CMS - [test tesf]
- = »
| ] mew kel cove b checkOut (2] Refresh (=7 = 4 Upload | - 3 E‘#Ingeniux M - [test test]] (@)
. : #ssiznments | Search | Site Cantent| D | Edit | Preview
Navigation Pane ! ‘
Pages assigned to me . test test [x7343] Assigned To: rmcpeak_user Workstate: Review Comment: Ex
TabS: Currently Set to Pages Assigned To Me D P Title: l'f]
“” . ” Premedical Studies Launches New... =62 2 Agesiive:
ASSlgnmentS Program D escription #E2 iEvent
TyplcalScheduIe.-’Proglam =62 Dage limaaes
17 tesst test %73 ; £ e T
_ it
Event Title:
[Tast
Event Summary: 3
: —> Test i
Assignments - :
Main Content Area:
View: Lists pages ;
available to user IEvent Type Multi Select: =
|1G¥_dotMetComponents. ReturnRawtlass HE}
for edltlng Department Category Multi Select: i
EIGX_dUtNetCUmpunents.RetumRawClass HE
Athletics Category Multi Select:
EIGXjUtNetCUmpunents.RetumRawClass |}E
Select to include on Main Calendar
. Exvanpl ocation:
Edit Pane: — |
| |
Check out a page Event Sponsor/Host:
to enable editing :
Event Sponser/Host URL:
(See page 6) ’
Igl( J_w 3] Event Start Date: [v]

The Assignments View is empty until you open up a page
for editing. You should be able to edit all pages within

your department website, whether or not they have been
assigned to you.
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Notes About Navigating:

= The “Site Content” view is organized according to the
navigational structure of the Goucher web site.
Generally, this means you will find the pages assigned to
you in the same general location that they would be
located from the Goucher home page.

* Drill down to the page you wish to edit using the +/-
signs to expand and collapse sections in this view. (You
can probably find your site in the path: Goucher>Site
Content>Homepage>Department Sites>...etc.)

® You will not be able to access or edit pages that are
grayed out, but only those that are black.
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Editing Pages

The ability to edit a page is dependant on your
permissions. Contact the Webmaster to request a change
to your permissions if needed, either by phone at 410-
337-6527 or by email to webmaster@goucher.edu.

The basic process for editing pages is as follows:

1. Check out the page

2. Edit

3. Preview

4. Save or Check in the Page (Optional)
5. Publish

One: Check Out The Page

To prevent multiple users from overwriting each other’s
work, you must “check out” a page in order to edit it. When
a page is checked out, it is not available to others for editing.
This means that only one person can edit a page at the same
time.

Once the page is checked out, you may replace or change the
visible text.

STEPS: Check out page

1. Select the page you wish to edit in the Navigation

Pane.
2. Hit the CHECK OUT button on the toolbar.
4 Check out
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Two: Edit

Editing is usually a matter of replacing the current text with
new text. Here are some tips for this process:

Save your work before pasting in any new content.

Don’t copy and paste directly from Microsoft Word (or
any other formatted text). Formatting should be done
within Ingeniux itself.

To import formatted text from Word (or another source),
tirst paste the text into Notepad to strip the formatting,
then copy/paste into Ingeniux. You can find Notepad in
Windows under Start>All
Programs>Accessories>Notepad.

If you see an Active X warning when you try to paste in
content choose “No.” If you choose “Yes” you will lose
any changes made after your last saved version.

Internet Explorer, §|

Active Content may harm your computer or discloze
perzonal information. Are you sure you want to allow
Active Content bo access your computer?

Maore information about Local Maching Lockdown

[ ez ] | Mo |

If copying text from a Web Editor (such as Dreamweaver
or FrontPage, for example), copy in the source code
rather than the text itself. The source code in Ingeniux
can be found by right-clicking in the main content area
and choosing View Source.
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Three: Preview

To test your changes, switch to the Preview tab in the editing
pane to see what your changes will look like in a web page
format.

|2 Refresh =7 Rename |4 Upload
V4

Ttent Edit \ F'rE'u'iewE Preview Tab

test test [x7343]
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Four (Optional): Save or Check In the Page

If you are not ready to make your changes available to
public, you can save your work as you go. You have two
options to accomplish this:

Option #1 - Save:
This will keep the page checked out to you

when you return to Ingeniux. The page will not | =l save

be available to be edited by others.

Saving your changes at this point will not change the live
web page. The public will not be able to see your changes
until you follow the instructions for publishing.

Option #2 - Check In:
This will save your changes, but also make the page
available to be edited by others.

4] check In
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Five: Publish The Page

If you are ready for the public to see your web page, you are
ready to publish it.

Simply select it from the Navigation pane and hit the
PUBLISH button on the toolbar. 2 Publish

If your page is already opened for editing, hitting the
B PUBLISH button will automatically save changes and
’ check the page back in.

Publishing can take as much as 30 to 45 minutes to
complete. Don’t panic if you don’t see your changes on
the web site right away.

NOTES ABOUT PUBLISHING

Publishing can also be controlled from the
Content Tree. Right-clicking on any file or folder
gives you the option to either “Mark for
Publishing” or “Unmark for Publishing”. Use
the “Unmark” option to be sure the page does
not accidentally get published until you are
ready for any changes to go live.

Publishing folders also can be helpful. A folder is
called a “Parent Folder” and its contents called
“Children”. If you publish a Parent Folder, you
also publish its children. This is helpful when
you want to reorder or modify automatic

navigation links based on this parent/child

relationship.
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Moving Pages

To move a page to a new location, into a different folder for
example, simply go to the Site Content Tree and drag the
file to the correct location.

Deleting Published Information

Pages deleted from Ingeniux are not hidden from the public
until the folder containing the missing page is re-published.

STEPS: Deleting Files
1. Right-click on the page and select Delete.

2. Right-click on the folder or parent page (or homepage
of your website) where the deleted page used to be
and select Publish>Page and Children.

This process also works for pictures or any other web
content.

CHAPTER ONE: GETTING STARTED
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Exercise One

1. The class instructor will assign you a page to use for training. Find this page and
check it out.

2. Make a change to the text on the page.
3. Preview the page.

4. Publish the page, and then find it using your web browser. (This may take a
while. If so, don’t worry. We’ll come back later to check on this.)

5. Return to Ingeniux.

6. In the Site Content Tree, do you notice that some pages are black and some are
gray? Why is this?

Check your answer on page 5.

If you've completed all these steps successfully, you're ready to move on to the next
chapter.
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Chapter Two: Adding New Pages And Pictures

In this chapter, learn how to ...

® Create a new page

* Add an existing picture to a page

® Upload and add a new picture

= Upload and add a single downloadable file

" Create a list of downloadable files

CHAPTER TWO: ADDING NEW PAGES AND PAGE ELEMENTS 13
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Creating New Pages

There are two ways to create new web pages using Ingeniux.

% Using A Page Creation Rule:

Page Creation Rules are designed to do many things at once.
Not only do they select the correct page template, but they
complete other processes automatically as well, such as
assigning pages to specific users and placing the page
correctly in the content directory. Rules save the users from
extra steps and possible mistakes.

%= Copy an existing page.
Duplicate an existing page to use as a template for a new

page.

#= Using Page Types:

Choose from a | to create a specific type of
ar, department, or bio page.

eneric templates available,

page, such as ane
There are many di
although some
such as Athletics.

fer only to specific departments,
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Using A Page Creation Rule

STEPS: Creating a page using a rule

|_L| Mew

1. Click on the NEW button on the toolbar.
A Create New Page window will appear.
2. Typein a page name. (You can use spaces)
3. Select “Use Page Creation Rules”.
4.

Using the dropdown list next to Rules:, choose the type

of page you would like to create.

X{ Create Mew Page

-,

Create a new page hamed:

dohna_test

Either uzing Page Creation

FPage Creation Rules

Fage Types

Rule: | Make an Eventz/Canf Serv Page

Chooze how the page should be created.

Fiulez or by specifving a Page Type

(%) lUze Page Creation Fules
) Use Page Types

Make a Calendar Event

kake a Mews Star

bake a Summer Atz Download

kake a Summer Arts Image

kake a Summer Atz Fage

Make a Summer Spoartz Download
kake a Summer Spoarts Image

bake a Summer Sports Page

take an Eventz/Conf Serv Mews Stary

take an Eventzs/Conf Sery F'aEe V

5. Hit the CREATE button.

editing.

The new page will appear in the content directory in the
same place that was selected when the NEW button was
activated. It will already be checked out and available for

CHAPTER TWO: ADDIN
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Copying an Existing Page

There are two methods for copying a page.

Method One: Dragging From Edit Mode

In Edit mode, drag the yellow icon at the top left of a page to a
location in the Site Content tree.

Drag the Train Page 20
yellow icon Assigned to: Doi

Method Two: Right Clicking From Site Content Tree

1. From the site content directory, right-click on the page to
be copied and choose Copy.

2. Right click a destination for the copied page and select
Paste.

Renaming a File

To rename the page, click CHECKIN, then right-click the file in
the Content Tree and choose Rename.
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Adding Images

Image Dimensions - To Be Done Ahead!

Creating new images in Ingeniux works most efficiently when
the picture file has been edited to certain standards prior to
being uploaded. This must be done using an image editing
program such as Adobe Photoshop.

Guidelines for Image Sizes

PAGE POSITION RECOMMENDED SIZE
(Not required, but these dimensions work best)
Top 600 pixels wide (327 pixels tall)
Right 170 pixels wide (~250 pixels tall)
Body Most flexibility here, but generally 280 pixels
wide or less

~ In Adobe Photoshop, choose Image > Image Size.
\ Make sure “Constrain Proportions” is selected before you |
- change the pixel height or width. :

CHAPTER TWO: ADDING NEW PAGES AND PAGE ELEMENTS
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Your departmental
folder for images is
called:

Uploading Images In Ingeniux

If the image you want to use on your web page is not already
listed in the Site Content tree but is available from your
computer, you can package it for the Ingeniux system to use.

Creating images for Ingeniux is like mailing a letter. You need
to put the letter in an envelope before it goes into the Post Office
system. In the same manner, you need to create an envelope for
your images to make them available in Ingeniux.

This is a three-step process:

1.
2.

Upload the picture file.

Create a new image page to be the “envelope” for the
picture. This is what you will see in the Site Content
tree (not the actual image).

Add the new image page from the Site Content tree to a
web page.

STEP#1: Upload the Picture File

1.

Click the UPLOAD button located near the
middle of the toolbar in the approximate
middle of the screen.

Click the BROWSE button.

|4F7 Upload

Find the picture file you want to use. Don’t double-click!

Set the “Upload To” list at the bottom of the window to
the correct area in the Content Tree for your department.
(For example, “Images/library”)

18
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5. Click the UPLOAD button.

-
X{ Upload Files
3 —QLLoDk in: | (2} My Pictures [v] (€ W e
(CImaine2003 E] belkin_recorder.jpg E] qirle
[CiMaine Winker 2004 %] blank.GIF [ gor
(C)Microsoft Clip Grganizer E] christmas_2001_nj.jpg E] qo
() Scanning E] dés_wedding. jpg E] qo
() Scotland E] fergus.jpg |:] ipor
E:Iapple_icon.jpg E]fergus_left.jpg E]ipot
(<] I | (2]
File name: fergus_leftjpg 5
Files of type: | Image Files [.gif..jpg..jpeg..png.. brp) [v] [ Cancel ]
4 —_Liglogd to: | Images/ T Aest_images [v]
[ Create companst

L

You won’t be able to see your picture just yet, but you
will soon!

STEP#2: Create a New Image Page (““Envelope™)

1. Create a new page to be an “envelope” for your image
using the Department Image Page Creation Rule. The steps
are on page 15.

2. Your new page will appear in the Site
Content Tree. Check out this page to edit | 1+ Cheek out
it (page 6).

3. Click in the “File” field and hit the EDIT button
(looks like a box with 3 dots in it).

4. Use the “Look in” box to find your new picture. (Hint: It
will be in the location used in Step #4.) Select it and hit
the OK button.

5. Check in the page (page 9).

CHAPTER TWO: ADDING NEW PAGES AND PAGE ELEMENTS 19
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STEP#3: Add Image Page to a Web Page

It's easy to add images to your page. Simply drag any picture
file from the Site Content tree into an image field on the edit
form. (Adding new pictures to the Site Content tree is covered
in the previous few pages.)

X{ Ingeniux CMS - [donna_test_types]

[ Mew b 5= I checkIn (2] Refresh (= Rename (45 Upload |48} Speling 55 Show Differences 5.
hssienments Search; Site Content Edit | Prewview
= mikulski invite test 1*/{[@] donna_test_types [x8253] Assigned To: rmcpeak
=| Calendar [ R R e e - el

[Z] News Archive

= 5 & Click on the button on the right to assign multiple departmen
=| Events & Conference Service

Commencement Pull Quote:
£ Main R55/<ML News Feed "I knew | could do itl"
£ Er—l Splashes ; Main Content Area:
= 3 Mews Stories —
ok R e A Marmal + B I O == =r

g donna_test_types
The 20th Annual Janet ar This is the story behind fraining gone wildl
[E| Five Internationally Exhib| _
Goucher Joing New Athle

il
my

Goucher College secures

Goucher College Launchy/ ” Drag picture files

. =| The Joe Lovano Quark intO imaqe fleldS

=3 News Images

#-[_] commencement imgges
Adornment
Priscilla Lee | -
Test Image naeks 5 .
Ungar & Mikulsi Test Image [x7324) 3 Edit
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Exercise Two

1. Create a new page in the Training area using your first name, “Frank’s Test Page”
for example.

2. Add some contact information for yourself, such as your department, room number,
and phone numbers. Save your changes.

3. Find a picture on your computer. Make sure it is sized to be a “body” picture, then
upload it to Ingeniux.

Create a container page for your picture.
Add the picture to the page you created in Step #1.

Preview the page.

N o 9 e

Check the page back in.

If you've completed all these steps successfully, you're ready to move on to the next
chapter.
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Chapter Three: Adding File Downloads

In this chapter, learn how to ...

= Upload a file to Ingeniux
® Add a single uploaded file to the bottom of a page
* Add alink to a file in the middle of page text

® Create a bulleted list of multiple downloads

22 INGENIUX: AUTHOR CLIENT
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Understanding Downloads

Would you like to create a link that visitors could use to
download a file? This could be any type of file, but most often is
a pdf, Word document, or PowerPoint presentation.

There are three types of download links. They are:

Linked Download: Link appearing at the bottom of a web
page
In-lineLink: Link appearing within the text of a web page

Download Navigation: A bulleted list generated from the
contents of a folder

Test Downloads

#We're experimenting with downloads,

In-line link
Three mdethods:

1. LinkedDownload

2, Downloadshavigation

3. Inline

Download the documents:

Blackboard

Buying a Computer
Cable Television
Campus Weh
Cdigix Online Music
Telephone Services
Virus Protection
YWweb Pages

Web Statements

IT News

Download Navigation

Linked Download —1 » ALZ Test 1 (MS word)
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Make Files Available in Ingeniux

Your departmental
folder for downloads is
called:

Similar to adding a new picture, the process of uploading a
computer file and adding it to a page is like mailing a letter
through the local post office. At the post office, your letter needs
to be inside an envelope before it can be delivered. The same is

true for documents in Ingeniux. They must be “wrapped” in a

special way to make them available.
This is a two-step process:

1.

2.

Upload the file.

Create a container page to be the “envelope” for the file.
This is what you will see in the Site Content tree to add to
your web page.

STEPS: Uploading a File And Creating a

Container Page

Click the UPLOAD button located near the middle of the
toolbar in the approximate middle of the screen.
|47 Upload

Click the BROWSE button. Don’t double-click yet!

Set the “Upload To” list at the bottom of the window to
the correct area in the Content Tree for your department.
(For example, “documents/library”)

Find the file you want to use.

Click the UPLOAD button.

24
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X{ Upload Files

4 —1LL00k i | hﬂ My Pictures [V] (€] ¥ £ -
[CImainez003 E] belkin_recorder.jpg li_:] airl
(CMaine Winter 2004 %] blank.GIF | goc
[C)Microsaft Clip Organizer .ﬂ christras_2001_nrj.jpa .l_:] qo
(L) Scanning .ﬂ dis_wedding.jpg .l_:] gotL
[C5)5cotland E] ferqus.jpg .:] ipo
ll_‘.j] apple_icon.jpg E] ferqus_left.jpg ll_:] ipo
A —— B
File harne: fergus_left. jpg < 5
Files of type: | Image Files [.gif..jpg..jped..png..brmp) [v] [ Cancel l

3 ——Hphead to: | Images T est_images [V]

[[] Create component
T

You won’t be able to see your file just yet, but you will
soon!

6. Create a new page that will be an “envelope” for your
file. Use a Page Creation Rule to create a Department
Download. (The steps for creating new pages are on page
15.)

7. Your new page will appear in the Site Content Tree.
Check out this page to edit it (page 6).

8. Move to the “File” field and hit the EDIT button next to it
(the button looks like a box with 3 dots in it).

9. Use the “Look in” box to find your file and click on it. Hit
the OK button. (Reference Step #2 above to see where
your document is saved.)

10. Check in the page. (Steps on page 9.)

Your file will now appear as a page in the Site Content Tree.
Use this page to add your file to a web page using the directions
on the next few pages.

CHAPTER THREE: MANAGING FILES AND PAGES 25
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Adding A Linked Download

Linked downloads appear at the bottom of your web page. This
is the easiest method for creating download links.

STEPS: Adding A Linked Download

1. Make sure you have uploaded the file and created a
container page (page 24).

2. Go to the page where the download(s) should appear
and make sure the page is checked out for editing.

3. Drag the container page from the site content tree into
the “Linked Download” field.

Linked Download:

Farmatting wour Hard Drive & Edit
Reinstalling Windows [x2675]

1] Dragz in a Binary Document Component, 1t will appear az a dowwnload link on the page,

A link to the file will be available at the bottom of this web page
when it is published.
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Adding An In-Line Link

In-line links appear within the text of the web page. This is
helpful if the download is referenced within the main content of
the web page iteself.

STEPS: Adding an In-line Link

1.

Make sure you have uploaded the file and created a
container page (page 24).

Select the desired container page for your download
from the site content tree and copy the URL using
[CONTROLJ+[C] on the keyboard.

DocumentURL:

docurments/ 1T/ Test_Documents/Active Learning Zone
Staternent. doc

Select the page where the link should appear and make
sure the page is checked out for editing (page 6).

Select the text you wish to become a link and hit the

HYPERLINK button on the toolbar

Paste the URL into the appropriate box using
[CONTROLJ+[V] on the keyboard.

Hit OK.

The selected text will be formatted as a link. When this page is
published, visitors can click on the link to download a file to
their own computer.
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Adding A Downloads Navigation List
(List of Downloads)

A Downloads Navigation List is a linked list of downloads. This is
helpful if you have numerous downloads to offer on the same
page. All the container pages for the downloads should be
stored in the same folder in the site content tree, as this is where
the list will come from. Steps for setting up this folder are
included below.

STEPS: Adding A Downloads Navigation List

1. Make sure you have uploaded the file and created a
container page (page 24).

2. Set up a folder on the site content tree to hold all the
desired downloads. Right-click on an existing folder,
select New > Folder, type in a name (such as
“TipsDownloads”) and hit [ENTER] on the keyboard. Drag
all the appropriate container pages for your downloads
into this folder.

3. Right click on the folder you created above, select
Properties, and write down the ID# listed for this
folder.

4. Check out the page (page 6) where the bulleted list
should appear. Find the “Downloads Navigation” field

and click on the blue wheel.
Downloads Mavigation:

v B Y Click here

28 INGENIUX: AUTHOR CLIENT
Goucher College

Center for Teaching, Learning, and Technology




5. Select “Children” in the Navigation field and type in the

folder ID# from Step #3 above in the StartPage field.
Click the OK button.

L.l XPower Element Properties P§|

B8 Mavigation

Attributes:

Mame IndexMavigation

Type

Mawigation Children w
GenerationCrder W
MaxModes

startPage ®1326

MaxDepth

Query

Exports

[ Ok ] [Cancel ]

A list of links to every file in the folder will appear on this web
page when it is published.
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Exercise Three

Find a document file on your computer and upload it to Ingeniux.
Create a container page for this same file.

Checkout the test page created in Exercise #2 (the one with your first name in it).

= L=

Add the file (i.e., container page) as a “Linked Download” to the bottom of this web
page. Preview the page to make sure you were successful.

5. In the text area, type in the text “Click here to download more information”. Change
the text “Click here” to an in-line link using the same file (container page).

6. Test this link using the Preview feature.

7. Check-in the page and then delete it. Also delete the container page for your test
document. (Did you remember to Publish the parent folder to permanently delete
the page? See page 11 for more information.)
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