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OmniUpdate 10.5.0.3 Secfion

Accessing OmniUpdate Campus

Once you have attended the OU Campus training and submitted the user access form,
you will be assigned a temporary password that you would have to change before
accessing the application. Afier an account 1s set up for you, you would have access to
the pages within your assigned department and based on the permussions set by your
SUpervisor.

1. Nawvigate to the page you would like to edit.

2. Move the cursor to the upper left hand corner of the webpage. The icon would change from an
arrow to a link selection cursor in the shape of a hand.

3. Click on the Iink (invisible link) to display the OU Campus login page.

6 el <= bt v mt 150 0 = @ | -2 Mt San Antonio College [L.. >

WAt San Antonio Co||ege & Portal Login Qsearch A—gmA

Information Technology

About Us Get Connected Teaching & Leaming Employee Resources Resources

Enterprise Application Systems

The Enterprise Applications Systems Group provides end-user and internal technical support for the college’s administrative systems,
including but not limited to Banner, Luminis Portal, Degree Works, Singularity, email, application integration, development,

maintenance, and support.

[ http://a.cms.omniupdate.com/107skin= oucampus&account=mtsac&site=Main&action=... }d ministrative software systems in use at the College. Ellucian’s V¥
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OmniUpdate 10.5.0.3

How to Log in to OmniUpdate Campus

The OmmUpdate administrator will need to grant the user access to edit pages. The request form can be
found on the Mt. SAC Admunistrative Forms web page.

1. Make sure you have the correct clearances for editing the desired web page(s).

2. In the Mt. SAC Single Sign On page, enter your My Portal user name and password, then click the
login button.

e el == https://|pp5auth.misac.edu/cas/loginsery O == Mt SAC 550 Login

File Edit View Favorites Tools Help

Mt. San Antonio College

Secure Access Login

Welcome to the Portal.

User Name:

This secure site provides students, faculty, staff, and other college affiliates with single sign-on

Password: access to multiple sources of campus information and services. Inside.mtsac.edu provides you

m with full Intranet and Internet services making it easier for you to do "business" with the Portal.
Enjoy!

H Warn me before
. 5 What's Inside?
logging me into other

sites. [ Personal course data and infoermation t Network with advisors, faculty and peers @

Online library research
1st Time Users (Claim Account)

Need Help? & Email, calendaring, and address books: Manage your personal, course and school email, tasks
and calendars

LOGIN |
- |”ar A Communities and Collaboration: Create, manage and join group homepages for clubs,
affiliations and interests

& Registration, grades, academic profile, transcripts, financial aid, pay fees & more

Confidential Information Notice

The resource you are attempting to access may contain confidential information that is the property of Mt. San
Antonio College. Employees may use this information only as directed in the legitimate business of the College
and as prescribed by Board Policy, administrative rules and applicable laws and regulations, including the
Family Educational Rights Privacy Act of 1974.
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OmniUpdate 10.5.0.3

OmniUpdate Campus Main Menu

After accessing the page to be edited and checking the page out, you are ready to start editing the page’s
regions (avatlable editable areas are defined by the OmniUpdate administrator).

Click on the green tab labeled “Main Content” to edit that part of the webpage. This will open the
WYSIWYG editor.

)

e@‘%‘ﬁ htp://a.crns. omiupdate.comy/10/oucempus/m O ~ & |[ @ foutraining/oul findexpes -.. ‘ ‘ Ty o

Bl Reports & Add-Ons . Evelyn Ojeda  #§ Setup @ Help

‘ Content » Pages » /outraining/ouifindex.pcf Q[ Main v

Dlpreview £ Edit <> Source %PrupemeE D versions a Q (7] £
Mt. San Antonio College o

OU Training Site 1 Custom Navigation will apear on publish

Q Search

IT

Enterprise Applications Systems

The mission of Mt. San Antonio College is to welcome all students and to support them in achieving their personal, educational, and career goals in an environment of academic

excellence

For students who want to begin their education at Mt. SAC and then transfer to a four-year university, we can work with you to determine what associate degree might work
best so you can get a jump-start on your bachelor’s degree. Transfer students can save almost half the cost of their education by starting at Mt. SAC. For students who want to
begin their education at Mt. SAC and then transfer to a four-year university, we can work with you to determine what associate degree might work best V @)
v

S0 you can get a jump-start on your bachelor's degree. Transfer students can save almost half the cost of their education by starting at Mt. SAC.

The WYSIWYG editor main menu is the starting point for navigating through OU Campus and includes
several tool bars (stmilar to those found m Microsoft Word).
p —— S

B Joutraining/oul/indexpcf -, | | +r, i;? {§}

°@|'5ii. http://a.crns.omniupdate.com/10/oucamy O + G |

ouGampus®  # Dashboard  m Content ] Reports  »* Add-Ons

Content » Pages » (outraining/outliindex.pcf 9 | Main M

Ol preview  # Edit <> Source X Properties | 2 Versions a Q ‘A’ Publish -~ 7]

B xhhib ik - L|B I U =
Heading1 ~ Shyles~ A ~ A~ & B — & ©O B o # 2 EHB- 2

FR=Z IO PN

L]

Mt. San Antonio College

OU Training Site 1

IT

Enterprise Applications Systems

The mission of Mt. San Antonio College is to welcome all students and to support them in achieving their personal, educational, and career goals in an

environment of academic excellence

For students who want to begin their education at Mt. SAC and then transfer to a four-vear universitv. we can work with vou to determine what associate degree
Path: hil
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OmniUpdate 10.5.0.3

Toolbars

Toolbars access the most commonly-used features. Pointing at an icon on the toolbar causes a pop up
message displaying what the icon is for.

WYSIWYG Toolbar Editor

OU Campus provides page editing commands with the What-You-See-Is-What-You-Get
(WYSIWYG) Editor Toolbar. (User toolbar may vary.)

Clear
Formatting
Spell Text
Cut. Copy, Pastoy, 5, Check Font List& Indent  Script  Alignment  jnx  HelP
File Functions | 4 Functions oo Properties Functions ~ Functions Functions Tools
1 1 i 1 i A L
r nr 1 | 1 I 1 L] i r 1
i <) ¥ e & =L B F U S E-E-EE8x 2 EETELFLELQ
FontFamily - FontSges ~ Paragraph - Shles- A - M- W B — <& © EH o A4 & -
L J L J
! v r L Table
Insert Insert
Font Properties Imaces/Media Miac Tools  Inse
Asset/
Snippet
File Functions: Save or revert changes on a page Text Script Functions: Tumn selected content into superscript or subscript text
Cut, Copy, Paste, Find Functions: Find specific content and cut, copy, paste, or paste as  Alignment Functions: Move selected text (left, center, right) or justify the text (does not
plain text apply to tables — use table cell props)
Undo Redo Functions: Undo/redo changes made on a page Link Tools: Insert/edit links, insert mailto links, and create anchors
Spell Check: Run spell check on the content. Supports English, French, Spanish, Help: Display the Help window

Portuguese, and ltalian Font Properties: Define font family, font size, and format for selected text, add site-specific

Clear Formatting: Remove all selected text formatting and return the text back to the styles, and apply font or background colors to text

default settings f 3 - .
elault sellings for a page Insert Images/Media: Add/edit images and videos on a page

Font Properties: Add bold, italic, underline, and strikethrough to selected content . ) . }
Misc. Tools: Add horizontal rules, line breaks, special characters, clean up messy HTML

List & Indent Functions: Create an ordered list or indent content code, toggle invisible elements, and view/modify the HTML code for a region.

Checked Out Pages

Pages are marked as “checked out” when they are locked to a user. When a user clicks on the green
Edit tab the page is automatically checked out to that user and no other user can make changes to the

page.

lcon Description

O An unlit light bulb indicates that the page is checked in and can be checked out for editing by
= any user with the proper permissions.

A lit light bulb indicates that the page is checked out to the current user (the individual currently
logged into, working in, and viewing OU Campus).

A red lock indicates that the page is checked out to another user. It is possible to hover over the
lock to see to whom the page is checked out.

Checking a Page Back In
Please note that pages stay checked out to the user until the user:
e Sends the page to another user for review.
e Publishes the page.
e Checks the page back into the system by clicking on the lit (yellow) light bulb.
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OmniUpdate 10.5.0.3

Editing Pages

The webpage 1s pre-formatted with individual department template designs containng default columans,
headings, image placeholders, stuppets, assets and fonts allowing you to use and manage the program better.

The availability of an editable region 1s indicated by the Edit tabs and the page may only have one region
available for editing or may have many which they can be accessed by clicking the green Edit tab. Type
directly into the editable area or copy and paste pieces of text mto that area.

Once in the editable area, users can also change the size or format of the text with the font properties toolbars
as well as use the spell checker and other word processing features.

Publishing Pages

Pages and other content files within OU Campus are located on a staging server. They must be published in
order to be viewable on the World Wide Web. By default, all user levels can publish content, unless
restricted by the administrator.

On the page action bar which 1s available in preview/edit mode, click the Publish button and the Publish
Index will show up. Enter a detailed version description to indicate what was updated and why the page 1s
being published.

< F i B /outraining/oul /index.pcf -... %

-';'.'.'Gamﬂus # Dashboard i Content 5] Reports & Add-Ons ely & sSelp @ Help
Content » Pages } loutraining/out/index.pet 9 |Main—|T|
@ 1 i o . e - &
— | Opreview | # Edit | <> Source = X Properties | 4D Versions a Q ‘A’ Publish = ~ @ —

MO 2b ko %- LB rulc-E-amaesamenro s B

Heading1 =~ Siyles~ A ~ [A Publish - index.pcf (7]

Final Check Schedule

Version
Description

In the Pages section under the Content tab, multiple pages can be selected for simultaneous publish.
Select each checkbox for a page or use the select all checkbox in the header row. The Publish option
1s only made available if the selected pages would otherwise be available for publish by the user. In
other words, if a page 1s selected that 1s checked out by another user, the Publish button will not be
available.

e/ 8 nitp.

ms.omniupdate.com/10/#oucampus/misac/www/browse/staging/outraining £+ & ur nformation Technology Bt Pages - OU Campus x | | ) ok

File Edit View es Tools Help

oubampus™  # Dashboara @ Content ] Reports  # Add-Ons

Content » Pages 9 [ www

i L
‘ * outraining +nNew - Upload | | Q Quick Search (7]
(] 3Files ¥ CheckOut ‘A'Publish E2Move ) cCopy T Move to Recycle Bin

| assetTestpcf 5. 6/4/2014 10:32 AM

campus_ads.pdf 6/4/2014 10:35 AM

campus_map.pdf Y 6/4/2014 10:35 AM

my & K J

includes 6/4/2014 10:33 AM
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OmniUpdate 10.5.0.3

Assets

Assets allow for the creation and use of reusable content such as text, images, media, code blocks, managed
forms, image galleries, polls, and comments. This reusable content 1s convenient when working with multiple
pages that require the exact same information and our web applications team has created several assets that
can be mserted nto your webpage.

Select Asset

‘ getad| %

(ZrereTE—

¢>» 0000015wifiBox-Test

G 2014-15 Dance

¢> [-] DataTables

o T Select an asset to see its preview.
G about-overview

& Academic and Student Services Master Planning Su
& Academic Calendar

<> Academic Calendar3

& Accounting Home page
< >

Assets are preconfigured global elements that are maintained in the Assets section by the web
application admuinistrator.
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OmniUpdate 10.5.0.3

Snippets

Snippets are preconfigured code that can be inserted into the page to make it easier to keep pages consistent
and one can think of snippets as a content template. Smppets are inserted using the WYSIWYG Editor and
become a permanent part of the page that can be modified at any time.

Choose Snippet

(All Categories)

e Name Title , Office Office Email  We ™
Location Hours

—— ~ Name Title Dfﬁce: Office email @mitsac edu F?{
S - Name Title Ofﬁcej Office email@mtsac.edu F%{
Green Chevron Lists Location Hours = We
Green Chevrons - 2 Columns
Green Chevrons - 3 Columns Name Title Eﬁ;&on ggl:: email@mtsac.edu f;-'l;
Image Caption
Landing Page Name Title Eﬁ:&on gifi:: email@mtsac.edu f{:;
Layout - Three Column
Layout - Two Column 9 Name Title chfcvl;t?on gifli:: email@mtsac.edu %?;V 9
Navination Iran Bar < >

Cancel Insert

Snippets are used as a template (e.g. table design).
*  Are modifiable within the WYSIWYG Editor.
Snippet code becomes part of page code.
File 1s uploaded prior to assignment.
Changes to Smippet files do not affect current pages.
*  Updated Snippet will only affect instances going forward.
Snippets are created and assigned by web application administrator.
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OmniUpdate 10.5.0.3

Inserting Images

The Insert/Edit Image tool 1s available on the default toolbar for the WYSIWYG Editor or you can also

drag and drop an image on the folder or the editable area.

In addition to adding an image to a page, the Insert/Edit Image tool includes the General and Appearance
tabs, which provide content contributors with the ability to further manipulate images by entering information

n a field or selecting it from a drop-down.

e X hbH s UF-L B J U E~-E~"EEEE=EELT2zE O
Headingi ~ Stles~ A~ A{ ) — & © o M = HE-
nsert/Edit Image x
General Appearance
Source || ﬁ‘/
Description
Select Image
Sites * Main » outraining » oul Upload | ~ | Staging

Filter

o0 apply

&9 images

o
un
HH
HH

&g joemountie Jpg

i moreimages

& pat

\

Select a file to see its preview.

Cancel Insert

Drag and Drop

Select Image
Organize
Favorites

B Desktop
& Downloads

Sites » www » outraining » oul

5 Recent Places

1

Desert o Libraries
|mages % Documents
4 Music
includes 8 Pictures
= pf & videos
— Ha & & Computer
perkins_forms

Share with ¥

@ 9‘\ » Libraries » Pictures » Sample Pictures

Slide show Burn New folder

Arrange by: Folder ~

Pictures library

ample Picture:

- )

Chrysanthemum

dashboard-m: Hydrangeas

- m
Jellyfish Lighthouse Penguins

resetpassword Tulips
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OmniUpdate 10.5.0.3

Upload and Edit Image Overview
An image can be edited and uploaded from the Upload To dialog within the Pages list view of OU Campus.
Selecting and Uploading the Image
1. Click on Pages under the Content menu in the top navigation bar.
2. From the Pages hst view, click the Upload button.

3. For Upload Type, choose Upload and Edit Image.

4. Select the 1mage file from the local computer for uploading and editing.

5. This displays the Edit Image panel with the image.
6. After utihzing any necessary editing functionality, click Upload to upload the image.
Editing the Image

The following functionality 1s available on the Tools menu:

Resize
Crop
Rotate
Zoom
Undo
Redo

r

Upload to /outraining/ou1/images

Access Group

Upload Type (O Standard @

Overwrite Existing

d & B it ms.omniupdate.com/10/#cuca

oulampus:  # Dashboard  m Content

Content » Pages » loutraining/out/index.pct

< Add Files

& Reports  # Add-Ons

(Inherit Existing)

Upload and Edit Image

N

O Zip Import

(or dran and dron files from the deckinn)

£ ~ & | add Information Technology | =i Information Technology | ¥ /outraining/oul/ind... %

Tools

{2 Resize v
¥ crop v
™ Rotate

& zoom v

T

[E=mEn |

4 Image Editor | OU Cam...

>

Cancel

. Hector Garcla @ Help

9 [ www

&
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OmniUpdate 10.5.0.3

Inserting Video (Embedded Media)

Users can link to media from external sources, as well as upload files directly to OU Campus.

To access the Insert/Idit Embedded Media button, select Content > Pages from the global navigation bar
and open any page for editing with the WYSIWYG Editor.

Inserting Embedded Media from OU Campus
A media file can be upload prior to or during the process of embedding the media on the page.
1. Edit a page with the WYSIWYG Editor.

2. From the toolbar, click the Insert/Edit Video B H  jcon. This shows the Insert/Edit Video dialog
with the General and Embed Code tabs.

3. From the General tab, click browse (camera icon) to choose a file.

4. From the Select Media dialog, click on Upload and use the file chooser to select the media file (you can
also click and drag).

5. Once the media file 1s selected, click Insert.

M G2 hitp//s.cms omniupdate.com/10/“oucampusimitsa O = © I ¢ /outraining/oul /index.pcf -...

GUCAMPUS” % Dashboard g Content [ Reporls 4 Add-Ons

Content » Pages ) [outraining/outiindex.pcf 9 | Main

2 [ ] &
Clpreview  # Edit | <> Source X Properies  ¥D Versions n v “4) Publish =~ -

0¥ hib i

1Bl
v
Heading1 =~ Siyles~ A ~ A

4
I;"

Insert/Edit Video

IT General | Embed Code

Source |

. - .
Enterprise Applicatio
Alternative source
he mission of Mt. San Antonio College is to welcot and career goals in an environment of academic

excellence e

Dimensions + Constrain proportions
For students who want to begin their education at stermine what associate degree might work

best so you can get a jump-start on your bachelor's starting at Mt. SAC. For students who want to

begin their education at Mt. SAC and then transfer egree might work best
50 you can get a jump-start on your bachelor's deg Cancel ting at Mt. SAC.

A media file can be selected from any environment to which the user has access; specifically, staging,
production, auxihary sites, the folder structure within the site, and amonyg sites within an account.
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Inserting Embedded Media from an External Source

In addition to uploading media files to OU Campus and inserting them with the WYSIWYG Editor, users
can also link to media files from external sources, such as Vimeo, YouTube or other similar video-sharing
services. This method uses an <iframe> tag.

1. Locate the video on an external video sharing service such as YouTube.

2. Copy the URL for the video from the top address bar e.g. http:/vimeo.com/104626848

=S FER =5
1ttp://vimeo.com /104626848 O~ Tech.. | wd Tech.. | 8§ foutraini A-| B4 jtEmbe... | L4 2014 Footoall .. *

The Mt. SAC Advantage... Th  Mysts

AC FOO’
Ly AN

7 "‘R’A\g( A
= *

-

2> ) :

T T

3. Return to the page in OU Campus where the video should be placed, and place the cursor on the location
where the video should be displayed.

4. Click on the Insert/Edit Video icon in the WYSIWYG toolbar.
5. On the Embed Code tab, paste the URL for the video.
7. When complete, click OK to uplaod.

The media renders within the WYSIWYG therefore it is shown as a gray box and the size of the intended
media but once the page 1s saved the video will render in the preview window.
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Inserting Links

The Insert/Edit Link tool provides the basic functionality to add a hyperlink within the WYSIWYG Editor.
Links are created by highlighting text or an image, clicking the Insert/Edit Link icon, and specifying the Link
URL.

A hyperlink can point to an internal web page, an external web page not maintained in OU Campus, as well
as a directory or file within OU Campus or external to it. This can include linking to binaries, such as PDFs.

Inserting an Internal Link (Typical)

1. Within the WYSIWYG Editor, select the text or image for the Iink.

2. From the toolbar, click the Insert/Edit Link tool.

The Insert/Edit Link dialog > Basic tab is shown. If applicable, the dialog contains existing link information.

3. Click the Browse icon to select an internal page to which to link.

LB 72 hitp://a.cms.omniupdate.com/10/Zoucampus/misa £ ¥ @ | 32 /outraining/oul/indexpet -..

oUCampus®  # Dashboard @ Content ] Reporis % Add-Ons

Content » Pages b /outraining/out/index.pef Q[ main M
&
Clpreview | A Edit <> Source X Properties 4D Versions Q (2] L
Mo xheéms $-LB J U % EE = OO*E&,@ a
Heading1 ~ Styles~ A~ A~ @ B — & © =R
Insert Link x
.
IT Test Lln (| Basic | Advanced
H : URL &)
Enterprise Appli ! !
The mission of Mt. San Antonio College] Text to display | IT Test Link d career goals in an environment of academic
excellence
Title
For students who want to begin their e ermine what associate degree might work
. Target | None - .
best so you can get a jump-start on yol tarting at Mt. SAC. For students who want to
begin their education at Mt. SAC and tl Class | (notset) = eree might work best
50 you can get a jump-start on your ba g at Mt. SAC.
PDF
Cancel
Campus Maps Select File
| . . Sites » Main » outraining » ou10 Upload | ~ | Staging ﬂ
4. The Select File modal 1s shown. Select a file or |
directory to which to link.
. ~ . P el . o [ _navinc
5. In the Title field, add a short descriptive phrase e
(must be lower case). images
includes

6. From the Insert/Edit Link dialog, click Insert. D) indexcper

pdf

The steps to link to an external page are the
same as the procedures above, but the N

complete URL can be typed or pasted into the Lostodned: SRR

URL field and it must imclude hap;/ cnce (D
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Using/Getting Help

OmmiUpdate has several kinds of help that can give you immediate online assistance:

e Help/Support. This shortcut lets you access OU Campus documents, videos and tutorials directly
from the company’s website. These electronic documents are available online from the OU Campus
content page.

o=l |
€« > foAE
oubampus™ # Dashooard i Content  [5 Reports  # Ado-Ons . Evelyn Ojeda 4% Setup @ Help
Content » Pages b Joutraining/outiindex.pcf 9 [ Main i\ Support
— -~ : 3
Dpreview # Edit <> Source = X Properties  “D Versions a Q 8! Publish = (7] i Community |
| Feedback
— = = — @ Release Notes
OO Xhibilme ¥ L BJUYUE-E~-EEGEEEELSFRT I G ~
Heading1 ~ Styles~ | A ~ A~ & 0| — & © B o A 2 B~ 5

e  Online Support Request. help.mtsac.edu self-service portal.

e  Email. helpdesk@mtsac.edu
o Callus. (909) 274-4357
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