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Chapter One: Getting Sarted
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What Is A CMS?
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Logging In

&The first time you login to Ingeniux, you will need to install several

plug-ins. Follow the promptsto complete this process.

&Ingeniux only works with Microsoft’s Internet Explorer browser.

STEPS: Logging Into Ingeniux
™ TW_(~7> —eph—de INSD LT SeeT 7
o e '_o éo)Z(m

email.goucher . edu

User name: E € geadminishryant V|

i
Fassword: | |

[ IRemember my password

E Ok J[ Cancel ]

—"ZUSGI’Name<~i,z—‘z>"°®'—’—\-”( 1.(~Z..(Z
877 eJape" " 2o <C ¢ 2> Sop 2o 206H-S-Z
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T —=7 Some e (7, 7D ¢ 7> 2 7> ™Some Tre.
(*de 7o 7 & 3> 7 S Moee e )
B (& OK.
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Screen Qverview

o

wh O 7 SIS e I T e SIS

@ Ingeniux CMS - [test test] L:JL.E.IJN
= = = o 7 3
\j New el 5ave ;_‘JJ Check Out @ Refresh F—'ﬁ Fename |4 Upload |'3§|’ spelling .‘%‘H Show Differences Q‘ Ingeniu: CMS - [test test] @

é( . 7 ))2 P Cé’ Pages assigned to me . test test [x7343] Assigned To: rmcpeak_user Workstate: Review Comment: Ex
~ ~ Pages Assigned To Me D P Title: |
° e — Z—8 Premedical Studies Launches Mew... %62 age-ie;
Program Description #B2 | Event
TypicalScheduIe!Program %62 DI JoE
ID test test %73 | 5! g€: |
Event Title:
|Test |
oebs Z—‘CE > Event Summary: 3
o . o~ iTest |
'Z oS Zoe :
Main Content Area:
SYSe& oz 20B | |
o7y Z- ‘o' _a Event Type Multi Select:
|IG)(_dotNetComponents.ReturnRawClass ||E|
Department Category Multi Select: i |
|IG)(_dotNetComponents.ReturnRawClass |E|
Athletics Category Multi Select:
v o~ ¥_dotMetComponents, ReturnRawClass | | B
o’e S 7 F | |:|

Select to include on Main Calendar

‘ ZE T Ze é T'\g Z Event Location:
R R SN | |
( ﬁ TM;:" 28) |Event Sponsor/Host: |

Event Sponsor/Host URL:

!J< [ [>] Event Start Date: [v]
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Notes About Navigating:
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Editing Pages

—

& The ability to edit a page is dependant on your permissions.
Contact the Helpdesk to request a change to your permissions if
needed. The Helpdesk is available by phone at 410-337-6322 or
by e-mail at helpdesk@goucher.edu.
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One: Check Out The Page

- TMZYZ—‘— i--’TMZicﬁ)CBf— NVZ) >e_o Z%N.‘ Z,CE

T, 02— ZRELZETZY ST 20 & 2o e e,

$7—8STS 7' 0EZEZs “ e, 0 e SYSe& o2 "o Do
TrZewa, 'e-/S0 S " ZHR—EB—2 S

“708-7-27
B IS 7 AEIELe "7, ¢"7 — X H>INSE > ES—-7
o ZYax oZ 7.

@
N
@

STEPS: Check out page

™ 2/ 7™M 7077 'Gbe Zole'—o'7 SYeST
Sz
§ oo ZCHECK OUT < Zee™" — —»' 7 " (S,

1| Check Qut
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Two: Preview

" J0et" 7> ESeZpe WE T ¢ 7 ST & — 7
2. e’ _a TI\S_Z."' (ﬁ ¢ §¢~2) Es_-.Z(E ‘oo s T o’"z’—é
kM Z755— S

STEPS: Preview

CE"— 7 SN .

2] Refresh =5 Rename |4 Upload

Ttent Edit (| Preview| J)e——rn Preview Tab

test Test [#7343]

j Before you move on, use the SPELLING button on the toolbar.
This will check the spelling in every field on the page.

48} Speling
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@ Three (Optional): Save Or Check In The Page

0072 SZ-Z2e575 ¢ —S’Z¢~2> ES—=Z05YS & o2&

TECEC 2 BoVZ¢T > T STz, T2t SVZ
"N _ge” SIE- ™Ne o 'ce

Save:
‘e e /M 7S F([EZETe “Fe” 2 7477
s/67>—a" o750 ‘7™ 7 e Ze(7ZSYSeK 7"

<2207 <C” o Dee

STEPS: Saving

C7—C"7 S7e—0b7s Zo'0—, OSYZC" 7> ES—=Z0e
7oba o ZSAVE (Zee" — —o' 77" S,
= save

&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.

Check In:
wBSYZ¢ 2> ES—=Z0p<7e SR -S 7 72T 7
SYSeX o7 <770 076 <¢” o Doe

STEPS: Check in page
" EZE—ST™S 7 eet ZCHECK IN < Zoe™ — —o* 7
.~~O( é).

|J Check In
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Four: Publish The Page

“2S27S ¢ I @® B¢ Ak ™S Z ¢ 7
S ¢

¢
S7>73 ¢ ™coce s,

STEPS: Publish a page

TR G NS LB~ ¢ Z ST ST S

S e ee ZPUBLISH (7o — —o 7"« S,

_4 Publish
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Chapter Two: Adding New Pages And Page Elements

—' 'OHESND, /S— " &,

L Z<S0ge TS Ze¢™Y
o Z<Sate ~—S>7¢7

o eSS IRE 2

=i-

- S 227~ 7

12

INGENIUX: AUTHOR CLIENT
Goucher College

Center for Teaching, Learning, and Technology




Creating New Pages J

There are two ways to creste new web pages using | ngeniux.

o= b S 7 79" — 77
S7 75" — 72 /057703 20 & o7 —S ¢ aS " FH
Yo el o™ o /¢ QR /(Ee Z(E>IE™S Zo/— NS < oot 70
E— NLZ™ o' 2 ™ HosBoesr o — ' et S Zeo, a2 E S
S = ™S 08" OBV E oS- NIEe o 72T 7
E>>7Fo¢ '—o' 7 E—a/—ae 57T >C. Zo70a8Y/ 770 02" —
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Using A Page Creation Rule

STEPS: Creating a page using arule

™ J(E T — ZNEW(ZOO’.'_’.'_.‘ Zo~~0( é)

I_L|New
B7 7 SZ am mEWS. ¢S 7
A

T Z2IE" B SZ >IST— zeIk.

~ @_A. o Zo )~ ™ ~ —"Cﬁ_zl oo zoZCe CENN(ﬁq‘ Z.¢Tl\i~.
M 7¢7 7 TZee 9778 ®(ISZ

(7513

)

X{ Create New Page

Create a new page hamed:

donna_test

Chooze how the page should be created.
Either uzing Page Creation Rules or by zpecifving a Page Type

{(*) Use Page Creation Fules
{1 Uze Page Types

FPage Creation Rules

Bule: | Make an Eventz/Caonf Serv Page '.V'
bake a Calendar Event s
Page Types bake a Mews Star I

bake a Summer Atz Download

kake a Summer Atz Image

kake a Summer Atz Page

Make a Summer Sportz Download
kake a Summer Sparts Image

bake a Summer Sportz Page

kake an Eventz/Conf Sery Mews Star

kake an Eventz/Conf Sery Page i

%o oo ZCREATE <Zee" —

The page will be created in the proper section of the content directory
and will automaticaly be checked out to you, ready for editing. Follow
the stepsin Chapter one to preview, check in, or publish the page.

14

INGENIUX: AUTHOR CLIENT
Goucher College

Center for Teaching, Learning, and Technology




LEGEND

Y
P

q \

N ot

The new page will gppear in the content directory in the same place that was
selected when the NEW button was activated. It will dready be checked out
and available for editing. To complete the cregtion process, follow the steps

outlined in chapter one for saving, checkingin, or publishing.
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Adding Existing Images

S S —S570 ¢ S 7 '~ NG e S S ¢ TNEZ
.’.Z.)N_ .‘ Z gv’. §’~_ S_Z’_A.N S_’_ VSZ.’Z.. N_.‘ ZZ. ’.

Drag picture files
into imaage fields

/

16

INGENIUX: AUTHOR CLIENT
Goucher College

Center for Teaching, Learning, and Technology




LEGEND

Creating A New Image In Ingeniux

If the image you want to use on your web pageisnot dready listed in the
Ste Content tree but is available from your computer, you can package it
for the Ingeniux system to use.

S A AT T S
s gl S INI R LT LB L T8 W&
Wl . — 2o 2- S, 02 L  EESLELNL ML
b - S 20"~ § 20 I NE& L — 2.

Thisisatwo-step process.
1. Upload the picturefile.

2. Create anew pageto bethe “envelope’ for the picture. Thisis
what you will see in the Ste Content tree.

STEPS: Creating A New Image

~

™  JEe ZUPLOAD (7o —" /s —ZS o /—'eee/"ee' 7
TS et ZEMNY G e e e 0ot 7 O/

§ CE ZBROWSE (Zee" —™ 508 o'—a o 7 TMEZ>7 067 ¢ 7
Sed JE "TLee" i Z-®BE!IS Zoo 7" WS TewS
7T Ted 7 a” & ZEHIESIS —' 7 Tl
SI29 > 0 750 IS0 72 ("5 7iS-™NZ “ —SZ08'>S¢) >
o(E o ZUPLOAD < Ze" —

CHAPTER TWO: ADDING NEW PAGES AND PAGE ELEMENTS 17
Goucher College

Center for Teaching, Learning, and Technology




™

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

POISI82 B2 S W S UINFE S ¢ 5
—S7 B ZoMNe > Se—=SZ ™S 770ksS S7Z
yIST — 2077 S 714,

C T2 B w§TS w7 N7 eie 522 KE
TZes ' aS 2 270 (MG 27),

%o NI o 77 67 0 Tee S et ZEDIT <Zow —Zjo o o

’Ce’” é(Ni iy 3o~oce_'o_

.-
(“)(
®2

K
N«

§ e 2L e G h 2 MEH2E BET—

,.,2 :B" ~ o os” .‘Z@MBN)” PR _ |’Cﬁ—" _gZﬂ
TS 716 - S 720> < ™ME&>ZS"S TS L TS
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Working With Images

S e 2SI a3 e i@t D
I T T S T T & We S S Y
(72 7NS 7

Guidelines for Image Szes |

RECOMMENDED SIZE

(Not required, but these dimensions work best)

PAGE POSTION

~ ™ 600 ™; Zege e Z (327 ™; ZecaSre)
Zoe 170 ™; Zege s Z (250 ™ Zso2Sre)
Te Zose' S—200 ™ Zsce e Z

D7S7®R— 7« SO/ ™™ > 7—aé>'— o S ¢ 72> ™EZ>702"
I J e JEINF@ES T E e T S
™ esS . ' DZSZ—S G e w7 o™ S @S e
SEE- ™ok o 0mS- 7S, <Ze ‘T S 'oFde ' HZ I E
"G e & STOET T T e STt T oo e "ece
SYSeSK 'Wet & “ZED SE el S S

STEPS: Resizing A Picture Using Microsoft PhotoDraw
™ T 7TMGEZ>Z'—' 7 T S TN eS|
§ e« ZArrange — Z-2, E " cEZResize. TSZ ¢
>Z0F — "N —ge " SIS, ~ o' 75'e' e O 770 o' 70—
T SaZeZ" e ™AESe S Za@Z" S—S—
TN T 0 g T EEZEL e
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S Qe 7 e S ZINTTG, G (7" e ™ oo 0o o Z(ESe
TG 719, ‘7' 7 e 700 $G00S e — S et

%o ~ —S—aS—e 77505 ™ME>7 OBYZ 'aTNE>Z e S
—Z —-S-7<¢E 02 Save As »"— ¢ ZFile — Z-%.

Make sure the “ Save as type” box is set to “ JPEG Filter” or “ Graphics
Interchange Format” to ensure the picture works on the Internet.

S e ZSAVE (7o —o 7o' ZYES <Zes" —

onu can repeat this process on the same original file to make copies of
the same picture with different dimensions. It might be helpful to
name each version with the page position it belongsto. For example,
the original picture “ctlt_opening.jpg’ can be resized into multiple
versions saved as “ctlt_opening_top.jpg” and “ctlt_opening_body.jpg”.
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Chapter Three: Managing Files and Pages
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