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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

https://uakron-prod.dotcms.cloud/dotAdmin/#/c/workflow?mId=7bf9
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2 Click "Content"

3 Click "Search"
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4 Click the Type field to enter the name of the widget

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

7 Type the name of your organization. In this example, we'll use "webteam"
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8 Click the name of the organization when it comes up in the search to edit this
entry.

9 Click "Lock for Editing"
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10 You can modify the name of the organization

11 ...an overview of the organization...



Made with Scribe - https://scribehow.com 7

12 ...or edit the address for your site. Websites on uakron.edu can use a relative link -
all others must include the full "https://..."

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

https://uakron.edu
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14 You can update the Tags to add related keywords.

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

17 To add a location, use the Relate drop down to select the primary building for your
organization.
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18 Click "Contact Information" to continue through the tabs.

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.
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20 Click "Additional Features" to continue.

21 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.
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22 Click "Save / Publish" to make your changes live.

23 Click the "x" here to close out of the entry.
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24 If you are responsible for multiple Organizations, you can search for those entries.

25 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"
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26 Check the box for the entry we want to remove, then click "Available Workflow
Actions"

27 In the Unpublish line, click "1 content(s)"
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28 Once the system unpublishes the item, click the "x" to close the window.

29 You'll see that the status indicator has turned from Green (published) to White
(unpublished).
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30 You can use the Search to return to the menu and continue working.


