University of Denver

Graduate School of
Social Work

Collage Instructions

6/13/2008
University Technology Services






GRADUATESCHOOL OSOCIALWORK

TABLE OKEONTENTS

T PrOCESS. i 1
EditiNg IN COlIAQE. ... ..o e aaaan 2
The Social WBIHOME PagE.......coiiiiiii oottt aaae e 5
INEWS SEOTIES. .. eiiiieeeeiiiiittt ettt et e e e e e e e ettt et e e e e e e e s s s bbbttt et e e e e e e e e e s s aabbbb b bt e e aeaaeeeeesannnnseenes 5
S 0 11 o ) £ PP 7
I [0 =1 o - 1 £ UPPUPPPRPPPRRPRR 9
FACUILY PaOES. ... iiiiiite ettt e e e e e e e e e e e e e e e e e e e e aneeees 10
SHATT P AOES. ...ttt e e e e e et eaaaaeas 13

[0 1 AN LY o o (o TP P PP PP PPPPPPPPPP 15




GRADUATESCHOOL OSOCIALWORK

THEPROCESS
User creates/edits webpage
= (CHANGED ASSET)
O
Every 30 minutes
on the hour
=1 Staging server updates to
% show changes
—4 http://staging.du.edu/
U t
= ser approves assets
5 PP
Every hour
on the hour
@dU.Edu Approved assets are updated

on du.edu website
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BEDITING INCOLLAGE

Task

Steps

Log on to Collage

1. Open Internet Explorer or Firefox.
2. Typecms.du.eduin the Address box and preEster.
3. Login using your DU ID and passcode.

- \Z
Click team

4,
5. Selectdu.eduas the project name.
[ 4
6. Click o= |
Upload photos and documents | 1. View the main Content window.
¢ Save photos in the images | 2. Click+to expand thesocialworkfolder.
folder 3. Clickiz @ASg GKS FT2f RSNRa O2ydaSyd
¢ Save documents in thdocs %l
folder 4. Click/ ™= ]
5. ClickBrowse and locate the file to upload.
6. Clickl—2 |
Open a webpage 1. View the main Content window.
2. Click+to expand thesocialworkfolder.
3. Navigate to the page you want to edit.
4. Click the Asset Name to start the Collage editor.
Edit text ¢ Add and remove texas necessary.

¢ Do not copy and paste text from Word into Collage. You can only p4g
unformatted text.

¢ If you want to apply bold or italics, copy the text through Notepad an
reapply the formats inside of Collage.

Convert Word document to text
to allow copy/paste

You can NOT copy and paste
directly from Word into Collage.

This procedure is required when copying text from a Word document int
Collage.

Step XConvert Word document to txt document

Open Word document.

Choose File Save As.

In Save as typeselect Plain text (*.txt)

In the file conversion window, mark Other encoding and seleeABSII
Mark the box that says Allow Character substitution.

Click OK.

Close Word.

Noap,rwdpE

Step 2- Copy txt document into Collage.

1. hSy b2GSLI R 0 4adl NifieX Nétdpadt) N2 3 NI
2. /| K22aS CAfSXhLISYy FTNRY (GKS YSydz
3. Copy and paste from this file into the body of the collage page.

4. Remove any extra spaceSave and preview.
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Task Steps
Format a bulleted list 1. Select the items to be bulleted
2. Clickl =
3. Select Unorderedype Disc.
Format a heading 1. Select heading text.
::::sw Contact Us
ol esingJrp| Gradustesehoalotsociwork | | 2 Click | %® | and choose Headirgfor a larger heading or Headifor a

Staff Directory—By Department 2143 South High Svest
Denver, CO 80208
About DU 303-671-2886 (Main Desk)

302-871-2845 (Fa)

Office of Admission

3036712841

About Social

Our Diverse

About Denv

Heading 3
S e
O Request Informatio \ 3036712203
@ Contact Us Ofﬁm of Field Education
@ Faculty Directory 2038712004
Selogau

0 Sraf Nivertare

Note: The font yosee while editing is not how the heading will display o
the webpage. You must preview the page to view formatting.

smaller heading. Use headings instead of applying bold and other
formats individually.

Create an internal link 1. Select the text you want to link from.
(alink to a page within the ]
socialwork website) 2. From the toolbar, clict ™
& Title
3. Select the Internal tabI ==
4. Navigate through the directory structure to locate the page or file to
link to.
5. Mark the check box in front of the file name and cl@k
Create an external link 1. Select the text you want to link from.
(alink to a page outside of the P
socialwork website or to ane | 2- From the toolbar, click
mail address =l
) 3. Select the External tat Ceeena ]
4. |If the link already exists on another web page:

a. Scroll through the links listed and mkethe URL or email address
you want to use.

5. If the link does not exist on another web page:

a. Choose.

b. Type a description of the link in tiégamebox and the web addres
in the URLfield.

c. ClickOK A Link Saved confirmation will appear. Ghékwice to
return to the edited document.

d. In URL, leave http:// if you are linking to a website and enter the
full URL. If you are creating an email link, change the value in
to email and enter the email address.

Remove a link P
1. Click on the link text and chood ™
2. Click L_Unlink ] then L_2<_] [

Change a link

The safest way to change a link is to remove the existing link, and then
new one by following the steps above.
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Task

Steps

Insert an Image
Images arestored in the

1.

Click where you want the image to appear.

™~

/socialwork/imagesfolder. 2. Click!me=
3. Mark the image you want to insert.
Upload image files before 4. In the class box, entalignright or alignleft to indicate which side of
starting this process. the page the image should appeam.
5. Inthe Alt: filed, enter a description of the image.
6. Click OK.
Save a webpage B
1. From the Toolbar, clic/ >
Preview in Collage ¢ From inside the Collage Editor: Click 1 tab.
OR
¢ From the Content tab: check the page name and ¢ =" |,
Close a webpage X
1. From the Toolbar, clic_&*
Preview on Staging Server 1. Open your web browser.
2. Typestaging.du.edu/socialwork/in the address box.
The Collage staging site allows | 3. Navigate to the edited page.
changes to be viewed before the 4. Check all changes.
go live. Changed assets update| 5. If additional changes are required, return to the editing steps.
on the staging server eveBp 6. If all of the changes are correct, approadéchanged assets.
minuteson the hour.
Approve assets 1. From the mainContentwindow, select the directory where the revise
page is saved.
Approved assetwill go live on 2. In the version column, click tt f—_"*l" for the document you revised.

the hour.
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THESOCIALWORKHOMEPAGE

Graduate School
of Social Work

Apply

Request Information
Contact Us

Faculty Directory

Staff Directory

Support GSSW

Resources For...
Current Students

Faculty & Staff

Alumni

News Media

What's Happening

Prof. Debora Ortega wins Center for
Mutticultural Excellence award

GSSW ranked among the best in the
nation

O READ MORE NEWS

News Stories (4)

D] UNIVERSITY OF DENVER news | events |omecrory -z [ NG =5

Uneditable Region

S oo
'K"}eputaticx\

'\jvxvxcvatlc\'\

A g m." -

.

l 8

Home Page Text
Isocialwork/index.xml

Welcome to the Graduate School of

In the heart of a vibrant city bol
top-ranked graduate program offers you educational and
professional opportunities you won't find anywhere else.

ing the Rocky Mountains, our

Customize your MSW with a career-enhancing certificate or dual
degree. Learn from our award-winning educators and scholars
who bring years of practice experience to the classroom. Choose
from hundreds of diverse internship opportunities. Travel abroad to
see international social work firsthand. Or join a community of
students from around the world to earn your PhD from one of
America's first social work doctoral programs.

It's all possible at GSSW, where we've been educating social work
leaders since 1931.

i

\

Rotating Spotlight
(general)

Diversity Pledge
to Craig Hall read GSSW's
/ Pledge, signed by
students, faculty and staff

More
Read more spotlights

e The Social Work Home page has several components that will need to be updated and maintained.

NEWSSTORIES

e As many as four news items appear inth& | (i Q &

Social Work Home Page.

| | LILISY A

Wh=t's Harpewing

Prof. Debora Ortega wins Center for
Multicufiural Excellence award

GSSW ranked among the best in the

¢ Alink to a news archive automatically appears bellogvlast news story.
2 KFGQa | FLIISYyAy3

1. Navigate tosocialwork/news/2008/
2. Check the event name.

3. Click*=
Changesocialworkstory-priority to O.
ClickOK

Remove a newstory¥ NB Y

ok

nation

0 READ MORE NEWS

News Stories (4)

[atN

(V)
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Create a new news item

1. Navigate tosocialwork/news/2008/
*]
2 . Cllck Mewy Document
3. Enter the Nare and Description for the event in the yygym-dd-descr format.
4. ClickOK
5. Complete the event form as follows:
a. Enter a TITLE for the News Storfgnter the title to appear on the top of the full news story
page
b. Enter a TEASER for the News StoBnterthedd SEG G2 | LIS NJ Ay (GKS 2 KI
ad
c. Enter a BODY IMAGE for the pagetlick!™ | and select the file. Click OK.
d. Enter an IMAGE CAPTION for the BODY IMAG/e one line of text to appear below the
image.
e. Enter the BODY of the News Storignter the detailof the event to appear on the full
event page.
B
6. Click/®™"
Click4||_.
X
8. Click =],
Setay Sga aiG2NB (2 RAALIX e Ay 2KFGQa | FLIWISyAy3

1. Navigate tosocialwork/news/2008
2. Check thenews story name.

3. Click/ ===
Changesocialworkstory-priority to 1, 2, 3, or4.
ClickOK

ok
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SPOTLIGHTS

Colleen Reed

"My favorite part of the PROGRESS program is the students and the good that
thiey will do in their careers,” says Prof. Colleen Reed. "l would be thrilled to
have any of our graduates provide senvices to my own relatives”

Prof. Reed is Principal Investigator of the PROGRESS program grant from the
John A Hartford Foundation. The program offers concentration-year MSW.
students unique rotational field internships that allow them to experience
multiple Settings sening older adults

A positive view of aging

Reed traces her interest in gerontolegy to the positive interactions she had with
older adults when she was a child. On their way home from school, she and
her brother would often stop atthe hospital where their father was the
administrator, and they spent hours playing with the residents of the hospital's
nursing home. Reed fondly recalls an older man named Bud who had
experienced a traumatic brain injury. Bud frequently gave her and her brother

rides in his wheelchair.

“I'm sure that was breaking every rule in the book,” she laughs, but the
experience gave her a positive view of aging and laid the groundwork for what
has become her focus on empowerment and a strengths perspective

*Our goal in warking with older adults should be to walk nextto them in their joumey toward whatever goals they identify
forthemselves,” she says, “helping them use existing strengths, uncover and mobilize latent resources, and access
new and different ones as they are needed.”

Read more spotlights

e Spotlights argoersonal testimonials that appear on the right side of pages throughousitee

e a2al

aLR Gt A3IKGa

K @S |

daz2NBE

odzitz2zy (2

tAY1

e Each Spotlighisestwo photographs; one to appear on the spotlight box, and another to appear in
the main spotlight pageThe image for the Spotlight teaser box must be 206px wide and cannot
exceed 175px high. The inside image can be up to 350px wide, and should nat iexiceight the
copy on the pageThese images should be created and uploaded befgatingthe spotlight page.

e Spotights rotate within categories, which are determined on a page level. An individual spotlight
can be in multiple categories, and mulgpspotlight categories can rotate on the same page. The
broadest category is general, which includes all categories except Four Corrtegach, and CE.

Category Code  Category Name \ Category Code Category Name

adult adulthood and late life 4corners Four Corners

advStand advanced standing general general (all but Four Corners,

outreach and CE)

AASWC AnimalAssisted Social Work | gerontology gerontology
Certificate

careers careers highRiskYouth high-risk youth

couples Certificate in Couples and internat international social work
Family Therapy

CJCS Certificate in Jewish Commung trauma Interpersonal Trauma Studies
Service Certificate

certificates all certificates MSW MSW program

childWelfare child welfare outreach outreach

clinical clinicalpractice PT part-time study

community community practice PhD PhD program

CE continuing education progress PROGRESS

diversity diversity scholarships scholarships

dual dual (grad) degree program SW social work (what is social work)

DUGD dualundergraduate/grad latino Social Work with Latinos/as
degree program Certificate

faculty faculty and research staff staff

families Families Track stipends stipends

field field education studentGrps student groups

-

g2



GRADUATESCHOOL OSOCIALWORK

To create a new Spotlight

1.

© o N

Navigate ta'socialwork/spotlights/

e
CI |Ck Mewy Docurmert

The name and Description for the Spotlight should be the last name(s) of the person spotlighted

in all lower case letters.

Click OK

Complete thespotlight form as follows:

a. Enter a TITLE for the pag®lost often the name of the spotlight person.

b. Enter TEASER to display in spotlight boxes on other pagsger no nore than 150
characters of text; often the first line of text from the BODY.

c. Enter a BODY IMAGE for the pagresert the desired Image. Tage will add the
appropriate border around the image.

d. Enter an IMAGE CAPTION for the BODY IMAGE: No more than two lines of text describing
the image.

e. Enter BODY text for the padgénter the full article in this field, including the teaser text.
AssigrHeading? to any titles inside of the BODY.

Set the Metadata for the Spotlight

a. Click/ ===

b. Inspotlight-socialworkthumb, enter the filename of the thumbnail image.

c. Insocialworkspotlight-category cIicI<4|. Holding theCtrlkey, select the categories
for the spotlight and click Done.

d. Setread-moreto yes if there is text in the BODY field.

e. Click OK.

Save the page.

Preview the page.

Close the page.

You can identify the spotlight categories that will appear in rotation orritie side of a webpage.

Hp wbd e

Navigate to andelectthe page you wish to modify in thesocialworkl directory.
Click Metadata.
In socialworkspotlight-sidebar, select Yes

In socialworkSpotlightCategoryclic . Holding theCtrIkey, select thespotlight
categoriesthat you would like displayed on the paged click Done.
Click OK.
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SDEBARS

There are a number of right sidebar boxes tbahbe
turned on for a specific page. These boxes are often a
short list of links related to a section of the website.

In considering which sidebar items to activate, be aware
that the sidebar and spotlight items combined should no
exceed the length of the body text for the page on which
they display.

Related Resources

o GS3SW Bulletin [document
not yet available

MSW Handbook (PDF)

Course Descriptions

Academic Calendar (FDF)

Existing Elebars include:

e 4 cornergprograms folder only)
¢ Mswinfo (poograms folder only)

e Phdinfo (programs folder only)

o Affordability

e Diversity

o Fafsa

o Field events
e Maps

e Survey 2006
e Swresources

Send an anail towebteam@du.eduo create or editsidebar items.

To activate a sidebar on a page

1. Navigate to and select the page you wish to modify in the /socialwork/ directory.

2. Click™==

3. Locate thesocialworkname-sidebarfield that corresponds to the sidebar name you want to

reference and selectes
4. ClickOK



mailto:webteam@du.edu
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FACULTYPAGES
Each fultime faculty member has an individual webpage.

Adjunct and Emeritus faculty have individual pages that summarize on group list pages.
Group lists (full time, emeritus, adjunct, and prograpecific) automatically generate.

10



