Edit Offices and Departments / Organizations

This widget replaces the Offices and Departments listing. Most organizations already
have an entry that can be updated as needed.

1 Navigate to https://www.uakron.edu/c Log in with your UA credentials

Title Status. Language Step Assignee 15
Assigned To:
what & i (en_US) Unpublished Anthony Serpette 3
Anthony Serpette (U~
All @ Me Akron Regional Science Olympiad [ ] & (en_US) Unpublished Anthony Serpette
Older than (days) Choose Ohio First STEM Scholarship [ ] =5 (en_US) Unpublished Anthony Serpette
- Reporting structure ® &5 (en_US) Unpublished  Anthony Serpette
St Law School Holiday event link ® 5 (en_US) Unpublished Anthony Serpette
x Profile Testimage ] & (en_US) Unpublished Antheny Serpette
Step: Here's a photo for the Differentiators ® &F (en_US) Unpublished Anthony Serpette
X Check it out! [ ] =5 (en_US) Unpublished Anthony Serpette 1
Show: Image for a Promo @ 5 (en_US) Unpublished  Anthony Serpette
0 Task:
e This is the second row E i (en_US) Unpublished  Anthony Serpette
Resolved Tasks
The image for the second row of my checkerboard @ &= (en_US) Unpublished Anthony Serpette
e
The first square L ] &H (en_US) Unpublished Anthony Serpette
The first image in my Checkboard ® 5 (en_US) Unpublished  Anthony Serpette
Anew checkerboard test L] 5 (en_US) Unpublished Anthony Serpette
This card is a Joker L ] & (en_US) Unpublished Anthony Serpette
My second card [ ] B8 (en_US) Unpublished Anthony Serpette
Cards go here - along with calls to action @ == (en_US) Unpublished Anthony Serpette 1
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https://uakron-prod.dotcms.cloud/dotAdmin/#/c/workflow?mId=7bf9

2  Click "Content"

Home > Home

Tasks
Keywords: Workflows -
3 Title Status Language Step
Dy [l =gyl Assigned To:
what Unpublished
Website Anthony Serpette (U ~
AL ()M Akron Regional Science Olympiad Unpublished
2
se Ohio First ST i @ 5 (en_US) publist
Older than (days) Choose Ohio First STEM Scholarship [ (en_US) Unpublished
. Reporting structure ] & (en_US) Unpublished

Unpublished

Law School Holiday event link

Scheme:
= r 5 B ( [
Content Types Profile Test image &g (en_US) Unpublished
S Here's a photo for the Differentiators ] 5 (en_US) Unpublished
CMS Admin
- Check it out! @ 5 (en_US) Unpublished
Sl Image for a Promo ) 5 (en_US) Unpublished

Open Tasks

This is the second row Unpublished

Resolved Tasks

The image for the second row of my checkerboard Unpublished

Reset
The first square 5 (en US) Unpublished
The first image in my Checkboard & 5 (en US) Unpublished
Anew checkerboard test us) Unpublished
H n n
3 Click "Search
Home > Content
Search
Home ) f §sak
Type: - B B showing1-40of3es
Website Al ”
Title Type Step
Website Browser
[Nt
S L M e eedba &
E Ross [ UA Mobile App Feedback hesigred]
Clear
i [Mot
B Ross [ Page Asset Assigned]
: . Advanced g
dit Permissions
- L am o [Mot
- Q i s 1 Responsive ightbox e A
-
Content Types Christopher Ross [EDWeb Page Content [AND.(
ssigned]
CMS Admin .
E Ross-Miltner jpg B File Asset Published
z [Mot
= - File Ass:
3 : N Pt
m ross-mathews.jpg |2 File Asset Assigned]
Melissa J. Ross B Development Individual Donors L
Assigned]
Sandra J. Ross [ Development Individual Donors 10t
Assigned]
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4  Click the Type field to enter the name of the widget

Home > Content

Search

Home

Website Al =

—— Title
Ross
Content
Clear
Search
Ross
Content Edit Permissions Advanced
Forms & Polls P
b
s Christopher Ross

CMS Admin
Ross-Miltner.jpg

ross-mathews.jpg

ross-mathews jpg

Melissa J. Ross

Sandra J. Ross

noEEEoero

5  Type "1UAblue_offices-and-departments-item"

Home 3 Content

detCMS
Search
Home
o | rosd i= [ showingooafo
Website 1UAblue_offices-anc  ~ ;
Website Browser
Content
Clear
Search
Advanced

Content Edit Permissions

Forms & Polls

Content Types

CMS Admin

Made with Scribe - https://scribehow.com

Type

[E UA Mobile App Feedback

[3 Page Asset

£ Responsive lightbox

[EWeb Page Content

[} File Asset

[ File Asset

[ File Asset

[E Development Individual Donors

[EZ Development Individual Donors

No results found

Showing 0-00f0

Step 1

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

Published ]

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

www.uakron.edu



6  Click "1UAblue_offices-and-departments-item"

Home > Content

Search
Home )

hps ) ross
Frars | 1Ablue R - |
Website Browser ) 1UAblue office -and-departments-item

Content
Clear

Search

Content Edit Permissions Advanced

Forms & Polls

Content Types

CMS Admin

noEBEEoera

Ross

Ross.

Erin Ross.

Christopher Ross

Ross-Miltner.jpg

ross-mathews.jpg

ross-mathews jpg

Melissa J. Ross

Sandra J. Ross

O -mus

Type

[E UA Mobile App Feedback

[3 Page Asset

£ Responsive lightbox

[EWeb Page Content

[} File Asset

[ File Asset

[ File Asset

[E Development Individual Donors

[EZ Development Individual Donors

7 Type the name of your organization. In this example, we'll use "webteam"

Home 3 Content

detCiMms
Search

Home Type
Website 1UAblue_offices-anc  ~
Website Browser
Content

Clear
Search

Advanced

Content Edit Permissions

Forms & Polls

Content Types

CMS Admin
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webteam

a

Name

B Showing1liof1

Web Team ®

Organization Type Step

technology

Published

Showing1-10f1| Pages1

Step 1

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

Published ]

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

[Not
Assigned]

www.uakron.edu

Last Editor

Richard Newson



8 Click the name of the organization when it comes up in the search to edit this

Home > Content
www
Search
Typer webteam :E ﬁ Showing 1-1of 1
o 1UAblue_offices-anc +
MName, Site URL Organization Type Step Last|
Website Browser
é Web Team ® B webteam technology Published Rich:
Content
Clear
Search
Content Edit Permissions Advanced Showing 1-1ef1| Pages1

Forms & Polls

Content Types

CMS Admin

9  Click "Lock for Editing"

artments-item X
CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Language
English (US) -
Site URL
Jwebteam L¢/zk for Editing
Workflow
Content 1UAblue offices-and-
: il :
tWeb Team is dedicated to creating and ype: departments-item
igital experiences that connect our Workflow:  System Workflow
wnity. We design, develop, and support Step Published
applications that make information Assignee: Richard Newsome

-vices efficient, and communication
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10  You can modify the name of the organization

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Lang
Eng
Name* Site URL
Web Team fwebteam i
Overview® Work
Cante
Type:

The University Web Team is dedicated to creating and

maintaining digital experiences that connect our Work
campus community. We design, develop, and support Step:
websites and applications that make information Assig
accessible, services efficient, and communication
seamless.
11 ..anoverview of the organization...
B
CONTENT ORGANIZATION COMNTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Lang
Eng
Name* Site URL
Web Team jwebteam fod
Overview* Wintle
Conte
The University Web Team is dedicated to creating and Type:
maintaining digital experiences that connect our Wock
campus community. We design, develop, and support Step:
websites andmanlications that make information Assig

accessible, services Yfficient, and communication
seam(zss.
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12 ~or edit the address for your site. Websites on uakron.edu can use a relative link -
all others must include the full "https://..."

IAblue_offices-and-departments-item

ENT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Language
English (US)
Name* Site URL
Web Team [— Lock for Editing

Overview ™ Rarkilioe

Content 1UAblue offices-
s < : Type: departments-ite

The University Web Team is dedicated to creating and
Workflow:  System Workflov

Published

maintaining digital experiences that connect our
campus community. We design, develop, and support i
websites and applications that make information Assignee:  Richard Newsorr
accessible, services efficient, and communication

seamless|

13 Click click the tabs - starting with "Organization" - to navigate through the
available fields for this entry.

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Lang
Eng
Name* Site URL
Web Team fwebteam Reke
Saw
Overview ™
Sav.
The University Web Team is dedicated to creating and el
or]
maintaining digital experiences that connect our
campus community. We design, develop, and support E;S:
websites and applications that make information i h
or
accessible, services efficient, and communication 5
o
seamless. =P
Assig
Locke
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https://uakron.edu

14  You can update the Tags to add related keywords.

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Lang
Eng
Tags Location 1D
( ) Rele
Xwaw | | Xweb | | Xpublish | | Xweb services 22
Saw
Organization Type Eacklion i
Technology - Title
Work
Organization = Zook i £ Conte
i » == Hall_location ™ (en t3) Type:
Click here to select Catepories =
Work
K vigital communications | 3 Web Services 2
s P > Step:
Map Link Assig
https://maps.uakron.edu/map?id=22 Locke

15 In this example, we'll add "digital"

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Language
English (US)
Tags Location 1D
( Release Lock
K www X web X publish X web services  digital 22
Save
Location

Save { Publish
Organization Type

Technology - Workflow
: Content  1UAbI
B Eiuaﬂlilmtian M fen U5~ T;:E:en Qaa:ne'

Organization

Click here to select Categories Workflow:  System|

e - Step Publishe
R oigial communications | Jweb services Map Link Assignee: Richard
https://maps.uakron.edu/map?id=22 inehed: Anthony
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16 Begin typing the word, the click it as it comes up in the search. If the word is not
already part of the selections, you can add it.

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Lang
= Eng
Tags Location ID
_ ) Rele
Swww | [ Xweb | [ Xpublish | | %webservices | digital 2
Sav.
% 1998 digital millennium copyright act Location s
av
% 5th annual rosetta digital marketing competition
W c-span'sBampaign 2012 digital bus Work
¥ digital
8! o Zook i == fen US) . Cnntf
% digital argf Hall_location Type:
¥ “BgTtal books Werk
Step:
% digital collections 4 » s
Map Link Assig
% digital currency
ol id=
% digial films https://maps.uakron.edu/map?id=22 Locke
% digital forensics
A "

17 To add a location, use the Relate drop down to select the primary building for your
organization.

epartments-item

CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY
Tags Location
Xwww || Xweb | | Xpublish | | Xwebservices  Xdigital | | Xintemet o

Zook L
Oz| ES us
i - Hall_location B fen US) M
Organization Type

Technology >
4

Organization

Click here to select Categories

3 igital Communications | | 36 web Services.
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18 Click "Contact Information" to continue through the tabs.

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATICN ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Lang
Eng
Tags Location 1D
Rele
Mwoww | | Xweb | | Xpublish | | Xwebserices | | Xdigital | Xintemet 22
Saw
Lecation
Saw
Organization Type ..
Technology = Work
Zook = Conte
= us) hd
B Hall_location = (en_US) Type:
Organization
Click here to select Categories Werk
P > Step:
X vigtal communications | | 36 web Services Map Link Assig
https://maps.uakron.edu/map?id=22 Locke

19 You can use the Relate Contact Profile to find an existing individual to add as the
main contact. Or, you can Relate New content to create a departmental content
with a shared phone number or email addess. Be sure to also add in or update the
Office Hours for the organization.

\blue_offices-and-departments-item

NT ORGANIZATION CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTQRY Language
(Us)
7 English (US)
Primary Contact Profile Office Hours
Release Lock
T Mol - Fri 10:00am -/5:00pm
Save
Director, Save / Publish
W Web & (en_US) v ]
Services
Workflow

Content 1UAblue offices-a
> Type: departments-item

{ Add contact name and title Workflow:  System Workflow

yes Step Published
e Assignee: Richard Newsome
locked:  Anthony Serpette
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20

Click "Additional Features" to continue.

21

1UAblue_offices-and-departments-item

CONTENT ORGANIZATION CONTACT INFORMATION ADDIT ONAL FEATURES: DEPRECATED PERMISSIONS HISTORY Lang
Eng

Relate ~ Title Mon - Fri 7:00am - 5:00pm
Rele

b In office: T-TH
irector, o
B Web 5 (en_US) ¥ @

Services Remote: M &F Saw

Work
4 >

¢ Add contact name and title Conte

yes Type:

Work

no Step:

Assig

Locke

This entry has many examples of Related Content. Since this entry has already
been saved, you can Relate existing or Relate/create New content. This could
include quick links to sections of your site or a Promo to highlight an upcoming
event or deadline. Or, you can skip this entirely - Offices & Departments is
intended to be the quick contact information for your Organization.

»ffices-and-departments-item x

ORGANIZATION

»f Expandables

lables Section

Relate ~

w

CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS. HISTORY Language
English (US) -
Order of Testimonials

= " = Release Lock

Save

Testimonials Section

Title s

Save /Publish

Workflow
biology_expandable: . o s E Testimonial g o us) - Content  LUAblue offices-and-
o Program Highlights = (=" al & Eample: et s Type: ‘departments-item

Workflow: System Workflow

" » n Step Published
f Differentiators Order of Checkerboards Assignee:  Richard Newsome
. ” . ot Anthony Serpette
atiators Section Checkerboards Section
Relate ~ Title Title
University Student
b ] & information = (en_US) o 3 Access B (en US)  ~
Differentiators Checkerboard
; Printmaking o (an US 2
> L & Checieition W fen U3
» Tabs
About UA -
= i &5 (en_US) -
L o Clckerto T (en-Us)
ction
P -
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22  Click "Save / Publish" to make your changes live.

artments-item i

CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Language

English (US) -

Release Lock

Save
Save / Pul lish B
Title
Workrlow
oY, Content 1UAblue offices-and-
1 = 1UAblue offices-and-
h Zook hall 2 B (en_US) A4 o Type: departments-item

Workflow:  System Workflow

> Step Published
Assignee: Richard Newsome
les Lbated: A_nthon).a 55‘rpette

23  Click the "x" here to close out of the entry.

artments-item X

CONTACT INFORMATION ADDITIONAL FEATURES DEPRECATED PERMISSIONS HISTORY Language

English (US) -

Lock for Editing

Workflow
Content 1UAblue offices-and-
Title Type: departments-item

Workflow:  System Workflow

) =
M Zook hall 2 = (en_US) - ) Step Published
Assignee:  Anthony Serpette

ies

12



24  Ifyou are responsible for multiple Organizations, you can search for those entries.

Home > Content

detCMms
Search
= Home Type

Website 1UAblue offices-anc =
Content.

Clear
Search

Advanced

Content Edit Permissions

Forms & Polls

Content Types

CMS Admin

25

w zbteam

MName

é Web Team

www

= [H showinglief1
Site URL Organization Type Step Last
o @  fwebteam technology Published Anth

Showing1-1of 1| Pages1

The existing content for this Widget may include some historical data. If an
Organization is no longer needed, we can Unpublish this. In this example, we'll

remove the Crystal Room Restaurant. We've searched on "crystal"

Home > Content

Search

4 Home T

1UAblue_offices-anc  ~

Website
Content
Clear
Search
Advanced

Content Edit Permissions

Forms & Polls

Content Types

& CMSAdmin
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crysta

Name

é Crystal Room

www.uakron edt

= [H showingliof1
Site URL Organization Type Step Last Editor
[ ] B ferystal dept Published Richard Newsom

Showing 1-10f 1| Pages 1

13



26

Actions"

> Content

‘ch

crysta = Ml showinglof1

e_offices-anc ¥

Search =

Name Site URL

Organization Type Step

Check the box for the entry we want to remove, then click "Available Workflow

[ ] L ]
wansiakeored0 R ™ @
! Available Wollkflow Actions: °

Last Editor Last Edit Date

é Crystal Room ] B ferystal Published Richard Newsome  11/25/20253:32PM 1
Clear
LA Showing 1-10f1| Pages 1
H H H n n

27 Inthe Unpublish line, click "1 content(s)

Clear

ivanced

B
Available Workflow Actions
Add To Bundle ] [ Unlock ] [ Refresh ]

System Workflow

Publish
Unpublish

Copy

Made with Scribe - https://scribehow.com

1 content(s)

1 content|s}

“=zdntent(s)

14



28  Once the system unpublis

> Content

‘ch

hes the item, click the "x" to close the window.

www.uakron.edu v =] £

Available Workflow Actions

Add To Bundle ] [

Unlock Refresh

| |

Results

Successful:

Fails:

N/A:

29 You'll see that the status indicator has turned from Green (published) to White

(unpublished).

Home » Content

Search

detCMS

#  Home Typis

1UAblue_offices-anc

Clear

Website

Website Browser

eofl Edit Permissions Advanced

Forms & Polls

Content Types

CMS Admin
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o © -

crysta = [ showingliof1
Hame Site URL Organization Type Step
é Crystal Room () B ferystal dept Unpublished

Showing1-10f1|Pages1

Ant

15



30 You can use the Search to return to the menu and continue working.
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