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Getting to your web pages for editing

1. Browse the web page you want to edit.

2. Scroll all the down and click on the copyright symbol

© Copyright 2018 Chabot College

3. A new browser tab opens to the Omni login page
4. Log in with the same username and password you use to log into your office computer.
Do not use the Reset Password link. If you have trouble logging in, contact Wing at

wkam@chabotcollege.edu



mailto:wkam@chabotcollege.edu

EDITING THE WEBPAGE

Using the Editor

1.

2.

3.

Check if you are in the ‘Edit’ mode by looking at the top left. Click ‘Edit’ if not.

oolbAMpUS™ # Dashboard  jm Content  [] Reporis 4 Add-Ons

Content » Pages b /default.pcf

L Previg Source N Properties Q ‘4’ Publish ~ g7

In the content area, look for green buttons labelled ‘Main Content 1." The number can be
different if there are more than one. These are called ‘editable region’.

Home / Forms and Apps

Forms and Apps

Admaissions and Records

» Academic Renewal

Application for Admission PDF & Online

Application for Refund of Fees

California Non-Resident Tuition Exemption (AB540) [ (F
Nunlicate Dinloma/Certificate Reouest Form

Click on the green button and the editable region will be highlighted, and the format
ribbons will appear. Now, you can edit the content.

To quickly save, use the shortcut key (ctrl + s). This will save and leave you where you
did your last edit. There is no button to just save.

When using the ‘Save and Exit’ button on the top left, it will take you out of editable



region mode after saving. You will have to click the green button again, and scroll down
to continue editing. This is inconvenient when you have many edits to make.
Use this on the last save.

GoCaMmpls™ 4 Dashboard  jm Content [

Content » Pages ¢ /formsapps.pcf

L preview  # Edit | <> Source A Properti

il ¥ [h &5 & H

Font Family = | Font Sizes ~  Heading2 -~

5. Publishing

Gofampus  # Dashboard  m Content [ Reporls & Add-Ons

Content » Pages b /formsapps.pcf

Crreview # Edit | <> Source A Properties = D Versions v A Q

CHABOT

a. After the edits are done, click ‘Publish’
b. Check spelling and links
c. When ready, click ‘Publish’ again on the popup window.

Copy from Word

When copying from Word, Excel, any Office file or Google Docs, the content needs to be
cleaned because many styles and formatting are also copied over. The resulting webpage
would look very off.

1. Copy and paste from Word to https://html-cleaner.com/

2. Click the ‘tidy’ button.

3. Select the content and make sure to not select the advertisement at the bottom.

Content Formatting Standards

1. Use black text and avoid colored text. Visitors who are color-blind will not be able to see
the different colors.
2. Use bold and italics in place of colored text.


https://html-cleaner.com/

3. Group content into specific themes or categories. Review How to Write Effective Web
Content
4. Less is More
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http://www.chabotcollege.edu/web/how-to/write-web-copy.php
http://www.chabotcollege.edu/web/how-to/write-web-copy.php

Tables

Do not use tables to layout content due to inaccessibility.
Use it only to display data.
If you want to layout the content in a specific way, contact Wing for assistance.

1. The first row must be a header and be defined as such.
STEPS:
a. Select the all the cells in the first row.
b. Right click and select ‘Cell’, then ‘Cell Properties’
c. For ‘Cell Type', select ‘Header Cell’
d. For ‘Scope’, select ‘Column’.
Here is how it would look like:

| Cell Properties x

General | Advanced

Width Height :

Cell type | Header ccht (” Scope | Column -

H Align | Nong - YV Align | None -

Class | (not set) =

oo [

2. Formatting the table: Tables can be style with the available table styles.
STEPS:
a. Right click in an empty cell.
b. Select ‘Table Properties’



c. Inthe ‘Class’ field, select ‘Table-default’

Table Properties

| General Advanced

Width | | Height
Cell spacing Cell padding
Border Caption

Alignment | None

% Class | Table-default

3. Enter data in separate rows for clarity and accessibility.

This is incorrect:

Course Date & Professor Room

Biology 1 1/1/2019 Kirk 101
2/2/2019 Janeway 202
3/3/2019 Picard 303

This is correct:

Course Date Professor Room
Biology 1 1/1/2019 Kirk 101
Biology 1 2/2/2019 Janeway 202
Biology 1 3/3/2019 Picard 303




4. To add or remove columns and rows, right click in a cell and select ‘Row’ or ‘Column’,
then select the action you want.

0 O—

Date To Subject

£ Insert/Edit Link

! [ad] Insert/Edit Image _

EH Insert Table ’

Table Properties
cell
>Row

2 Column
Delete Table



Creating Links

1. Select text
2. Click on link icon from the formatting ribbon
Y

@éﬁ%@&,@

3. On the URL textbox, click on the folder icon and select the webpage or document you
want to link to. Always keep the ‘Target’ as ‘None’.

Insert Link x

Basic | Advanced

URL

Text to display | access

Title
Anchors | None i
Nnne i
Class | (not set) -

4. DO NOT POST ‘BARE URL’

Incorrect:

Buy this great ergo chair here at
https://www.amazon.com/NOUHAUS-Ergo3D-Ergonomic-Office-Chair/dp/B07SD9H4WP
[?_encoding=UTF8&pd rd w=jiiW0&pf rd p=49ff6d7e-521c-4ccb-9f0a-35346bfc72eb&
pf rd r=ZSSBCJXQZSHXNBKMRX52&pd rd r=eaba90d2-bd8b-40a3-beb7-e0f7d5039
aal&pd rd wg=RYV4P&ref =pd gw ci mex mr _hp d



https://www.amazon.com/NOUHAUS-Ergo3D-Ergonomic-Office-Chair/dp/B07SD9H4WP/?_encoding=UTF8&pd_rd_w=jiiW0&pf_rd_p=49ff6d7e-521c-4ccb-9f0a-35346bfc72eb&pf_rd_r=ZSSBCJXQZSHXNBKMRX52&pd_rd_r=eaba90d2-bd8b-40a3-beb7-e0f7d5039aa1&pd_rd_wg=RYV4P&ref_=pd_gw_ci_mcx_mr_hp_d
https://www.amazon.com/NOUHAUS-Ergo3D-Ergonomic-Office-Chair/dp/B07SD9H4WP/?_encoding=UTF8&pd_rd_w=jiiW0&pf_rd_p=49ff6d7e-521c-4ccb-9f0a-35346bfc72eb&pf_rd_r=ZSSBCJXQZSHXNBKMRX52&pd_rd_r=eaba90d2-bd8b-40a3-beb7-e0f7d5039aa1&pd_rd_wg=RYV4P&ref_=pd_gw_ci_mcx_mr_hp_d
https://www.amazon.com/NOUHAUS-Ergo3D-Ergonomic-Office-Chair/dp/B07SD9H4WP/?_encoding=UTF8&pd_rd_w=jiiW0&pf_rd_p=49ff6d7e-521c-4ccb-9f0a-35346bfc72eb&pf_rd_r=ZSSBCJXQZSHXNBKMRX52&pd_rd_r=eaba90d2-bd8b-40a3-beb7-e0f7d5039aa1&pd_rd_wg=RYV4P&ref_=pd_gw_ci_mcx_mr_hp_d
https://www.amazon.com/NOUHAUS-Ergo3D-Ergonomic-Office-Chair/dp/B07SD9H4WP/?_encoding=UTF8&pd_rd_w=jiiW0&pf_rd_p=49ff6d7e-521c-4ccb-9f0a-35346bfc72eb&pf_rd_r=ZSSBCJXQZSHXNBKMRX52&pd_rd_r=eaba90d2-bd8b-40a3-beb7-e0f7d5039aa1&pd_rd_wg=RYV4P&ref_=pd_gw_ci_mcx_mr_hp_d

Correct:
Buy this great ergo chair on Amazon.

5. Do not say: “Click here to apply”.
Instead, just say “Apply” and apply the button style to the link.

Managing Files

File Standards

All websites will have 2 ‘non-webpage’ folders:
1. docs
a. Used to store only all pdf, office doc files.
b. Do not save any images nor webpages here.
c. You can create additional subfolders when needed. Click on ‘New’ blue button on
top right corner, select ‘Sub-Folder in Docs folder’

UPLOAD + NEW ~

= Web Page
= Sub-Folder in Docs folder

Sub-Folder in Images folders

2. Images
a. Use to store only all image files (gif, jpg).
b. Do not save any ‘docs’ files (pdf, Microsoft Office) nor webpages here.
c. You can create additional subfolders when needed. Click on ‘New’ blue button on
top right corner, select ‘Sub-Folder in Images folder’

UPLOAD + NEW -~

= Web Page
Sub-Folder in Docs folder

Sub-Folder in Images folders

Filename standards:
1. Use all lowercase, separated by dashes. Example: committee-standards-policies.pdf.


https://www.amazon.com/NOUHAUS-Ergo3D-Ergonomic-Office-Chair/dp/B07SD9H4WP/?_encoding=UTF8&pd_rd_w=jiiW0&pf_rd_p=49ff6d7e-521c-4ccb-9f0a-35346bfc72eb&pf_rd_r=ZSSBCJXQZSHXNBKMRX52&pd_rd_r=eaba90d2-bd8b-40a3-beb7-e0f7d5039aa1&pd_rd_wg=RYV4P&ref_=pd_gw_ci_mcx_mr_hp_d

2. Use dashes only and avoid all other characters such as: _, &, (), etc.

For example, do not name a file as committee-standards&policies.pdf . Omni Campus
will reject this filename.

Spaces are acceptable, but avoid them when possible.

Example: Committee Standards and Policies.pdf .

Files in general:

1.

Upload and post only the most current version onto your website, and state the version
or date in the document title page or header/footer.

Example: the filename for a ‘master plan’ document would be master-plan.pdf and in the
title page, it would have:

Master Plan

Draft
Jan 1, 2019

Keep the separate version files in the S-drive or google drive.
a. Master-plan-2018-07-01.pdf
b. Master-plan-2018-10-01.pdf
c. Master-plan-2019-01-01.pdf

Publish the most current version whenever possible.
a. Publish historical versions of a document only if required by accreditation or due
to compliance.
b. If historical files are required to be made public on a website, please research
and confirm how many years of documents are required to be publicly available,
and for how long. For example, displaying files publicly for the most current 3
academic years.

For files by date or academic year, standardize on a format.
NOTE: Moving forward, files older than 2 years will be removed. Be sure to save the
official/original version in the S-drive or google drive.

Examples:
a. By academic year: 2020-2021-master-plan.pdf
b. By date: master-plan-2020-01-23.pdf

Steps to upload

1.

In OU, open the folder where you want to store the files

2. Drag the file from your desktop to the browser. Keep holding down the left mouse button.
3. Drag the file to the Omni folder screen:

10



Omni CMS‘ Dashboard ++  Content %  Reports &  Add-Ons Q Q www v 9

. ases (1) ‘

A > ueb b docs P Y Filter & STAGING w
] Name o Status Modified
] [x] Door Card Template xlsx 83K Q 1114121, 11:46 AM

Items per page: 100 = 1-10of1

4. Drag the file to anywhere in the white area, and let go of the mouse button.
If there is a sub-folder, you can drag the file directly over the folder, and let go of the
mouse button. This will upload the file directly to the sub-folder.

5. Look for the confirmation message:

x
n Upload in progress...

x
The file was uploaded successfully.

Replacing a File

When uploading a new version of a doc file, replace it instead of deleting it and uploading the
new version. In case it is linked to from other webpages, replacing it would prevent broken links.

Watch the video: Omni Replacing a file
The steps are also outlined below.

Steps

11


https://www.youtube.com/watch?v=r0fIMZRFP88

1. Click on the ‘Back to Pages’ link

S S — - £ 4 -
- 2 O O A 1378 . 2 & & 7 A L TR

| Omni CMS

=y Indeéx.pct

Al 1 'l
# Edit L w PUBLISH - o

CHABOT

A

COVID-19 Updates:

sping 01 caes =

By QUESTIONS? ASK MAX
Employee Email Issue

2. Navigate to the docs folder and make sure the filename your uploading is exactly the
same as the filename you’re replacing in the docs folder page.

12



o X
(-]

test - Pages - Omni CMS x +

&

Omni CMS

c 0 A Nolsecure\ a.cms.omniupdate.com/11/#clpced/chabo... ¥ LT @ @ & / (@ # n AN T o :

UPLOAD + NEW ~ ~

= Pages (1)
A » . » test p Y Filter L STAGING w
1 O Name a Status Modified
] ab540intersegafidavit pdf 1.5M Q 5/6/21, 2:39 PM
ltems per page: 100 = 1-10f1
[ _data\ chabot\test - O X

Home Share View

* [_] ] « Move to 3 Delete -
N

Pinto Quick Copy Paste | Copy to =1 Rename

Aciess

Clipboard Organize
M L =F =
« v « _data » chabot » test
a
B4 [ Mame

ab540-final-2021.pdf

(12| abS4lintersegaffidavit.pdf
Tidawit-2020.polf

ab540intersegalfid

3. Click Upload

T

Mew
folder

Mew

Date modified

5/6/2021 2:39 PM
5/6/2021 2:39 PM
5/6/2021 2:36 PM

g A

Properties
-

Open

HH setect anl

Select nong
,:J Invert selection

Select

Search test

Type Size
1,578 KB
1,578 KB
1,514 KB

Adobe Acrobat D...
Adobe Acrobat D..,
Adobe Acrobat D...

13



= test - Pages - Cimni ChS . +

L S v A Motseoure | acms.omniupdatecom/11/#cipocd/chabo... B

Omni CMS

u]

x

- R @ e S FEET™LE L RS

——

m Pages (1)

L T

0 O MNames

n | abaddinbersegatiicawi pol

T Fine # STAGING w
Slatus Modified
1.5M 9 506721, 230 P

4. Drag and drop the file onto the popup box and check ‘Overwrite Existing’, then Start

Upload
BB test- Pages - Omni CM5S L S o B H .
“ C {t A Motsecure | aomsomniupdateco.. #r b= = @ @ & S F A & M L L B '.' H

Upload to /web/docs/test

Type @ Upload Files () Edit and

Access Group {Innerit Existing)

Cwverwrite I':IIS[IHQ

Upload Image ) Impaort Zip File

Files or drag files from desktop

Filename

ab5Aintersegadavit pdr

5. Then publish the file.

CAMCEL START UPLOAD

14




Images

1. Select the class, “Image Responsive”

2. Enter alternative description text describing the content of the image. Be concise.

3. Do not use images to present textual information as it cannot be read by screen readers
and is not accessible.

Example of what not to do:

World Languages

» Home

» Meet Our Team

Language Programs
» Chinese

» French

» ltalian

» Japanese

» Spanish

Resources

» World Languages Computer
Lab Schedule

For Faculty & Staff
» WL Guidelines for Faculty

» FLANC - Foreign Language
Association of Northern
California

Learn a new language that can help broaden your global
cultural knowledge, and for traveling, fulfill requirements to

transfer to a 4-year college and increase career
opportunities.

3

SUMMER

2019
FRENCH

ONLINE / ON-CAMPUS

[ .ChabetCollege World Language-CGo-. ©
Watch later Share

I
Online Classes

FRENCH

Session 1: 5/28-6/27
+ FRNC 1A EN1 (#10083)
* FRNC 1A EN2 (#10523)

Session 2: 7/1-8/1
- FRNC 1A EN3 (#10591)
= FRNC 1B EN1(#10259)

SPANISH

Session 1: 5/28-6/27

» SPA 1A-on campus
MTWR 7:45 am-12:10 pm (lec)
MTWR 12:15-1:05 pm (lab)
= SPA1AEN1
+ SPATAEN2

+ SPAZAEN1

Session 2: 7/1-8/1
+ SPA1AEN3
« SPATBEN1
« SPATBEN2

15



Videos

Accessibility:
e Before the video, provide a link to the video. The text would begin with the word ‘Video’
and a brief description.
e All videos must meet accessibility requirements. Refer to W3C’s quide

Example:

Video: Panda playing

Adding a Youtube video

1. Click on the edit region green button and in the editing ribbon, click on ‘Insert

Component’
S, o - ¢! e
Cl Preview  # Edit <> Source & Properties  *D Versions =
E]X'{L)}G'_EIQ"’:F’".“«EVLBI!-S-EEVEEVEEHX’X::ZEZ:%J’EE?E&,G)
Open SansHe.. ¥ | 16px v | Paragraph v | Styles v Av2ACYHDMNM — &0 F oo RDO ==

16


https://www.w3.org/WAI/media/av/
https://www.youtube.com/watch?v=KQ67fDlqqhc
https://www.youtube.com/watch?v=KQ67fDlqqhc

2. Select the ‘video-embed’ option

Choose Component

Filter by tag

Filter by name
Employee aIr oy emans
employee dir - manual
include-content

php

php-58108

php-WWing
social-media-icon
student-promos

video-embed

3. Paste the Youtube video id. This ID can be found at the end of the Youtube video url,
after the “v="..
For example, the video id is bolded in
https://www.youtube.com/watch?v=dQw4w9WgXcQ

17


https://www.youtube.com/watch?v=dQw4w9WgXcQ

Edit Component - video-embed

Youtube Video ID

dQwAwIWoXcQ

The ID can be found at the end of the youtube video url, after the v="
www youtube. comdwatch v=km3rVB-aTJw

Thumbnail Size

Fullsize hd

CAMNCEL SAVE

18



Update Page Title

1. Make sure to ‘Check Out’ the page. The light bulb would be on (ie yellow) when it's
checked out.

< Back to Pages /web/index.pcf

i index.pcf

¢ - A
G Preview ¢ Edit <> Source & Properties ‘D Versions S L4
CHABOT A-Z Find People Faculty & staff [ Quick Links =

Apply

Students Courses Degrees & Certificates Cost Financial Aid Forms & Apps

A COVID-19 Updates: More on-campus and hybrid classes offered Online Counseling For Employees

= 20 weh
e,‘ ': DITICE

« jQuery - e

M QUESTIONS? ASK MAX

2. Click on the ‘Properties’ link
Omni CMS Dashboard w Content w Reports »  Add-Ons w  Setup w

™ € BacktoPages /webfindex.pcf

& index.pcf

CJ Preview  #* Edit <> Source D) Versions

CHABOT A-Z Find People

COLLEGE

Students Courses Degrees & Certificates '

A COVID-19 Updates: More on-campus and hybrid classes offered

i Web

A
e‘: T
fe
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3. Scroll down to the Page section and update the Heading and Breadcrumb fields. Use
the same text for both.

Page

Select Layout 2 Columns (Left + Main Content) A
Heading Web Office

Breadcrumb Web Office

Please enter the breadcrumb text. This will be displayed for all pages except the index page

Display Breadcrumb @ On
O off



UPDATE LEFT NAV

1. Click on the ‘Pages’ link at the top left
<OoGAMPUS™ #& Dashboard g Content  [] Reporls  ** Add-Ons

Content Istudent-services/transfer-center/index.pcf

Clpereview & Edit <> Source A Properties | ¢D Versions v a

Click on the file ‘_nav.inc’

All heading text must be formatted as Heading 2
All links must in formatted as a button list item
Link to a webpage or docs file.

AN N
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CREATE NEW WEB PAGE

Title: friendly text, proper casing
Description: leave blank
Do not add navigation item
Filename:

a. All lower case

hwnh =

b. Use dashes only. No spaces, underscores, etc.

Ex: weekend-at-bernies
5. Click create
6. Add to left nav and link

22



COMMITTEE AGENDA AND MINUTES

All committees and advisory group will have a ‘docs’ folder with the following structure:

e Docs
o Agenda-minutes
m 2017-2018
m 2018-2019

Following the filename format as specify at
http://www.chabotcollege.edu/web/how-to/update-agenda-minutes.php

Uploading files

1. Open the folder you want to store the files
2. Drag and drop the files as shown above.
3. Check the agenda and minutes webpage to confirm it is displayed.

23


http://www.chabotcollege.edu/web/how-to/update-agenda-minutes.php

