MyU Quick Reference

Creating & Updating Topic Pages

Topic Page Overview

Topic pages are created using Assembly Wizard, a product that enhances PeopleSoft content
management capabilities. Assembly Wizard allows users to create and maintain content in MyU.

Topic Pages will be initially set up and secured by the MyU team.

Locate & Open the Topic Page

1. From Key Links, select Content Author. From the following screen, select IntraSee.
Expand the Assembly Wizard accordion on the left-hand menu, and select Menu

Organizer.
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2. Open the folder where the Topic Page is saved and click the Topic Page Title to open the
page details. In the example, the Topic Page is U Travel / Chrome River and is located



in the Key Links folder.

Menu Organizer

Use the Menu Organizer utility to generate and organize Content Management, Assembly Wizard and Navigation pages. Select the folder link in the tree to edit the
item. Select to folder twisty to expand the item
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Define Topic Page Information

1. In the Description field, type a description of the page. This description will be
displayed below the Topic page name when searching in MyU. In the Key Words field,
enter a variety of keywords that a user might enter when using the MyU search feature.



Click Save when done.

U Travel / Chrome River

Organize Page
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Page Information

Page Type: Landing Page

*Name: U Travel / Chrome River

Description: Information and resources about traveling on University

(254 Characters) business.
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Key Words: Travel, Reimbursment, Emburse, Chrome River, Travel
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Define Page Layouts (Building Your Page)

1. Click on Edit Page Content. This will open the Assemble Pages window. In the Header
Layout field, the default header type will already be populated. DO NOT MAKE ANY



CHANGES HERE.
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The header information is optionally displayed along with each page. The page type defines the type of content for the page. Click ‘Edit to define either the section
Page Information content for the 'Page’ type pages, or the reference information for the ‘Link' type pages.
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View Pages

2. In the Page Definitions section, click on the magnifying glass icon to select the layout
for the page. The layout icons display the number of sections and columns for the page.
Layouts can also be changed after content has been added to the page. Select the radio
button next to your chosen layout and click OK.
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Add Pagelets
1. Click on the Edit button. This will open the Edit Pages window.



If this is the first pageleft being added to the Topic Page, skip to step 3. Scroll to the
bottom of of the Edit pages window and click Add Pagelet.

Add Pagelet Apply

Edit Pages X
Edit Page Assembly
u Open the twisty 'Page Information' to edit the Page definition. Add, edit, or delete non-required page subsection pagelets. (Required
pagelets are edited on the Page Layout definition.) Select the pagelet type, then prompt for an existing pagelet to display on the page. Or
select HTML Content as the pagelet type to create an HTML pagelet to use on the page.
Page Information
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In the Section field, enter the section where the Pagelet should display. The number and
arrangement of sections was defined when selecting the Page layout.

In the Sequence field, enter the
sequence number for this Pagelet
if it is displaying in the same
section as another Pagelet. You
can have multiple Pagelets in a
section.

In the Pagelet Title field, enter the
header text that will be displayed
for the Pagelet.

Important: Change the Pagelet
Type to HTML Content, then enter

Open the twisty 'Page Information' to edit the Page definition. Add, edit, or delete non-required page subsection pagelets. (Required
pagelets are edited on the Page Layout definition.) Select the pagelet type, then prompt for an existing pagelet to display on the page. Or

select HTML Content as the pagelet type to create an HTML pagelet to use on the page.
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Add an Existing Pagelet

You can take an already existing Pagelet and add it to a page.

1. Click Add Pagelet.
2. Copy the Pagelet ID and paste it in the Pagelet ID field or type in the Pagelet ID.

Edit Pages X
Edit Page Assembly
Open the twisty 'Page Information' to edit the Page definition. Add, edit, or delete non-required page subsection pagelets. (Required pagelets
are edited on the Page Layout definition.) Select the pagelet type, then prompt for an existing pagelet to display on the page. Or select
HTML Content as the pagelet type to create an HTML pagelet to use on the page.
Page Information
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Add HTML Content / Images / Links

You can add content, images, links and embed YouTube videos into a Pagelet.

-Content

1. Inthe Pagelet Type field, select HTML Content.

Page Layout Design
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2. The Rich Text Editor will open and content or HTML can be added to the Pagelet.

Once the HTML content is created and successfully saved, it will then display as a
Standard Pagelet in the drop-down.

NOTE: A best practice is to use Notepad or another text editor if cutting and pasting content.

If using a Word or Google Doc, use an HTML cleaner. Use the following tool to clean up
HTML — http:./www.html-cleanercom/



http://www.html-cleaner.com/
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1. Click on the Image icon when adding an image.
2. Click "Upload®
3. Then “Choose File'
4. Navigate to the image you wish to upload, click on it, and then click “Open’”
5. Click “Upload” again.
6. Click "Ok" to complete the upload and insert the image.
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7. To add Alternative text (required for accessibility) click on the image, then on the eye
icon in the pop-up menu. Enter your alt text and click the check mark.
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8. To make the image responsive (automatically scaled) to page size:
a. Click the Source button.
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b. Find the Source code for the image, for example:

<figure class="image">
<img
src="/cs/psqgat/cache/PTRTDB_JPG_GIYDEMZRGEYDQMJTGU3DEMBYGY2HG4LTORQWS2
SEMNXWMZTFMUXGU3DH_GA==_GE==_2000000000.JPG###20231108135820866sustain_
coffeejpg” alt="Girl in a jacket">
</figure>
c. Enter class="img-responsive" and width="100%" where shown below (at the
beginning and end of the img tag):

<figure class="image">

<img class="img-responsive'
src="/cs/psqgat/cache/PTRTDB_JPG_GIYDEMZRGEYDQMJTGU3DEMBYGY2HG4LTORQWS2
SEMNXWMZTFMUXGU3DH_GA==_GE==_2000000000.JPG###20231108135820866sustain_
coffeejpg” alt="Girl in a jacket" width="100%">
</figure>

d. Click the Source button again and proceed with any edits.

9. Please note that the height and width of images cannot be reliably adjusted using
the image controls in the editor. Please either size the image before uploading it, or
to adjust manually in the code:

a. Click the Source button.
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b. Find the Source code for the image, for example:

<figure class="image">

<img
src="/cs/psqgat/cache/PTRTDB_JPG_GIYDEMZRGEYDQMJTGU3DEMBYGY2HG4LTORQWS2
SEMNXWMZTFMUXGU3DH_GA==_GE==_2000000000.JPG###20231108135820866sustain_
coffeejpg” alt="Girl in a jacket">
</figure>

c. Enter the desired height and width after the alt text code, for example:
<figure class="image">
<img
src="/cs/psqgat/cache/PTRTDB_JPG_GIYDEMZRGEYDQMJTGU3DEMBYGY2HG4LTORQWS2
SEMNXWMZTFMUXGU3DH_GA==_GE==_2000000000.JPG###20231108135820866sustain_
coffeejpg” alt="Girl in a jacket" width="500" height="600">

</figure>

d. Click the Source button again and proceed with any edits.

Adding Links

1. Highlight text and click the Link icon to add a hyperlink to text.

2. Enter the full URL (e.g. https:/wwww3schools.com) and click the green checkmark.

11



Text or HTML
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3. Links that go outside of MyU must open in a new tab. To do this, click the Source
button.

Text or HTML
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Faculty, staff, graduate students, and official student organizations may use this page to find information about and links to services and
resources available throughout the University for conducting University business.
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Template Builder

Options for Building Websites at the U

Approver &}

Version 19 Version Status In Draft

Created 11/08/2023 2:33FM Created By Elizabeth Cunningham
Modified 11/08/2023 2:33FM Modified By Elizabeth Cunningham

4. Find your link code, for example:

<p>
<a href="https.//wwww3schools.com">Official Web Header and Footer Downloads</a>

</p>
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5. Enter target="_blank" after the URL and before the “>", for example:

<p>

<a href="https://wwww3schools.com" target="_blank">Official Web Header and Footer
Downloads</a>

</p>

6.

Click the Source button again and continue with any further edits.

Save and View the Page

1

Click OK after all Pagelets have been added to the Topic Page or all edits entered..

Edit Pages

Edit Page Assembly

Open the twisty 'Page Information' to edit the Page definition. Add, edit, or delete non-required page subsection pagelets. (Required
pagelets are edited on the Page Layout definition.) Select the pagelet type, then prompt for an existing pagelet to display on the page. Or
select HTML Content as the pagelet type to create an HTML pagelet to use on the page.

Page Information

Page Layout Design Find First ‘4 10f1 '} Last

*Section: 1 4 Sequence: 1 mActive Delete
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Click here to go to MyU.
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2. Click Apply on the Assemble Pages screen to apply the changes made to the Topic

page.

3. Click View Pages to view the page.

Assemble Pages

Assemble Pages

The header information is optionally displayed along with each page. The page type defines the type of content for the page. Click 'Edit' to define either the section
content for the 'Page’ type pages, or the reference information for the 'Link’ type pages.

Header Information

Title: Duo Opt In/Out Admin Page Type: Landing Page ID: UM DUO OPT INOUT ADMIN PAGE
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Edit Content

HTML content can be edited from the page itself or from the Assembly Wizard page

interface. In both cases, the content must be checked out to edit, and checked back in and
approved when the edits are complete.

1. From the Pagelet on the Topic Page in Menu Organizer, click the Go to CM Content
link for the Pagelet.

Assemble Pages

x
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T
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“Name: Duo Opt In/Out Admin Page View Pagos
Description: oK Gancel | [ Apply
(254 Characters)
4
Key Words:
4
Define Security
§ : Edit Pages x
Assign Topics
Additional Options Edit Page Assembly
Savs Cancel Daleto Open the twisty ‘Page Information’ o et the Page definition. Add, edit, or delete non-required page subsection pagelets. (Required
pagelets are edited on the Page Layout defintion.) Select the pagelet type, then prompt for an existing pagelet o display on the page. Or
How Do I's Select HTML Content as the pagelet type to create an HTML pagelet to use on the page.
ge Information
Add How Do |
Page Layout Design Find  Fist 4 10f1 * Last
“Section: sequence: [ gActive Delets
“Pagelet Title:  [Duo Opt In/Out Administration ¢

ID:  DUO_OPT_INOUT_ADMINISTRATION
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Overide Security

Add Pagelet Apply oK Cancel

Review Page Header XML View Page
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Open the page in MyU and click the Edit Page Content button.

/ﬁ‘ Key Links / Duo Opt In/Out Admin Page

Duo Opt In/Out Admin Page

-OR-
Click the Edit Content link on any existing pagelet on the MyU page.

Estimate of your loan debt

If you have taken out student loans during your time at the University of
Minnesota, you may see an estimate of the total amount of loans you have taken
when responding to your financial aid award.

You can review this estimate at any time by going to the Communication Center
within your Student Center. Look under Completed Messages for
a communication labeled "Your Borrowing History."

The estimate of your student loan indebtedness is provided to help you know
where you stand and to inform your future borrowing decisions.

The estimate of your student loan indebtedness is not a complete and official
record of your student loan debt.
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Check In / Check Out / Approvals

1

Click the Check Out button to check out the content and make edits. This locks it so

others cannot change it while you have it open.

Click the Save button if you want to save your content without checking it back in.

Click the Check-In button to Save and Check-In your content in a single click. Once
you check-in the content you are ready to submit it for approval and then view the

content.
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Version Status Approved

Version 1
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Approver
Version 2
Created 04/19/2019 2:11PM
Modified 04/19/2019 2:11PM

Tags

Tagged by 0 users

Q
Version Status In Draft

Created By Fiona Schiro
Modified By Fiona Schiro

Content Rating Publish as Pagelet

Associ

ated Image

Cancel Check Qut

Lom 0 !em Notifications Comments Start Discussion

Search
Content

4. Enter the internet ID of the on-call Approver (see this calendar) in the Approver field
in all caps and click Submit for Approval. The approver will get an email notifying
them that the content has been updated and requires approval.
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