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CHAPTER 1

INTRODUCTION




1.1 LOGGING IN

1. Head to the EPI log in page.
https://www.alamo.edu/episerver/cms

2. Insert log in information.

3. Then click Log in.

1.2 LOGGING OUT

1. Locate the drop-down arrow and left-click.

Dashboard HelE

2. Then click on your username.

Add-ons

Edit Admin Reports Visitor Groups

«(- @  https://epipd.alamo.edu/Utillogin.aspx

M ® ? L Usemamel23 Q '

3. Click Log out.

1.3 BROWSING PAGES

1. Locate the Navigation Pane button.

2. Pin down the side bar to your workspace by clicking
the Pin icon. (Optional)

3. Use and = to locate desired page/folder.
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1.4 PUBLISH PAGE

2 | publish?

NOTE:
Anytime you make edits to a page, a notification will Last changed by you,
appear in the top-right of your workspace over the 59 seconds ago.

Options menu.

1. When you have completed any changes, click on the

Publish? drop-down. Last published by
Sharward, Sep 18, 5:49 PM

2. Then click the Publish Changes button to confirm View on website

your edits.

v Ready to Publish
(® Schedule for Publish

¥) Revert to Published

1.5 PREVIEWING PAGE

NoOTE:
You can preview the page you just published using the
Options menu.

1. Click the Options drop-down menu. Last published by
Sharward, Sep 18, 5:49 PM
2. Then right-click View On Website. View on website

3. Click on Open Link In New Tab.

(Optional)
Bookmark This Link
Save Link As...
Copy Link Location
Search Google for "View on website'

1.6 REVERTING TO PUBLISHED

NoOTE:

If you happen to make an error, you can use the Pub-
lish? drop-down menu to undo any mistakes you've
made from the last time you published that same page.

Last changed by you,
59 seconds ago.

Last published by
Sharward, Sep 18, 5:49 PM
View on website

1. Click the Publish? drop-down menu.

v Ready to Publish
2. Then click Revert To Published. ® Schedule for Publish

2.

) Revert to Published
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1.7 ADDING/FORMATTING TEXT

To add text select the page you would like to edit.

1. Locate and click on the Content text box on your workspace.

2. Make your edits inside the content area.

3. When you are finished, select the Publish? button and confirm your edits.

*an drop content here, or create a new block

1.
Main Content &

G 3| [0 w2 Q| =
B 7 T' T, := i= | Styles ===

4 SE = | | B

If you're looking for a college that creates opportunities for success, you found

the right place. At Northwest Vista College, student success means learning 2
from one another, appreciating dlversny and discovering new possibilities. More *
than 93 percentys . s s

getting to know thigir i

Path: p
If you're looking for a college that creates opportunities for success, you found

22259"‘ Area - Main the right place. At Northwest Vista College, student success means learning
from one another, appreciating diversity and discovering new possibilities. More
than 93 percent of students surveyed would recommend Northwest Vista
College to others. Here at NVC, or Vista as it's often called, you'll find quality
education at an affordable price. Students enjoy working together in teams and
getting to know their instructors and classmates, where they build on their
strengths and become critical thinkers.

Path: p Words:153

These tools will help you change the
format of your text.

= JCTTR
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CHAPTER 2

HyPERLINKS AND ANCHORS




2.1 TYPES OF HYPERLINKS

In EPI server, the following link types are available to use:

PAGE - Links from one page to another, different page.

MEDIA - Links to files like images and PDF documents stored on the web.

EMAIL - Links to an email address.

EXTERNAL LINK - Links to information on another website.

ANCHOR - Links to different sections within the page, allowing the user to jump through information.

2.2 ADDING A PAGE LINK

About the Celebration

FREE Admission: Join us on Saturday, Octobor 20, 2018 for Niftrgfst Vista's annual Hat

Locate the textbox in your workspace.

1. Highlight the text you would like to hyperlink.

2. Select the Insert/Edit Link & button

located in your tools section.

(A window will pop up)

3. Click on the Page Link option.

4. Browse for an internal page you want to link to and
click Okay.

5. Click Okay again.

6. You are done. Your
selected text should appear
highlighted in yellow.

(This means that it has been
converted into a link)

Link title ‘ Hocus Pocus

Open in | Open the link in a new window | +

Language

%

"Hocus Pocus" will play

Automatic (default) -~

‘ Admission & Aid

[} Academics
d Admission & Aid I

[ Experience the Alamo Colleges District
[ Business & Partnerships

[} News & Events

M P mnt Tofa v atian

Cancel

2.3 ADDING A MEDIA LINK

O Media 2017ASBFlyer.pdf ) ’ m
NoTE: ﬁ 3
:

Images of the first two steps will be the same as if you

were adding a Page Link.
1. Highlight the text you would like to hyperlink.

2. Select the Insert/Edit Link ‘2 button

located in your tools section. (A window will pop up)
3. Click on the Media Link option.

4. Browse for an image or document, select it, and
Click Okay.

5. Click Okay again.

6. You are done now. Your selected fext should appear
highlighted in yellow. (This means that it has be con-
verted into a link)

*Note: Yellow will not show on your published page.*
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2.4 ADDING AN E-MAIL LINK

NoOTE:
Images of the first two steps will be the same as adding a Page Link.

1. Highlight the text to hyperlink.

2. Select the Insert/Edit Link ‘#  button located in your tools section.

(A window will pop up)

3. Select the E-mail Link option.

4. Click Okay.

5. Now you are done. Your selected text should appear highlighted in yellow.
(This means that it has been converted into a link)

E-mail ‘ usernamel23@email.corn ‘

“ Delete Cancel

"Hocus Pocus" will playl@ 5

2.5 ADDING AN EXTERNAL LINK

NoOTE:
Images of the first two steps will be the same as adding a Page Link.

1. Highlight the text you would like to hyperlink.

2. Select the Insert/Edit Link ‘® button located in your tools section.

(A window will pop up)

3. Select External Link and fill the area with the URL to an external link.

4. Click Okay.

5. You are done now. Your selected text should appear highlighted in yellow.
(This means that it has been converted into a link)

External link jiaviewer/rm3543799552 ’
4.

"Hocus Pocus" will play l<= 5

*Note: Yellow will not show on your published page.*
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2.6 ADDING AN ANCHOR LINK

Step 1: Insert Anchor

1. Select the text where you would like to place an anchor.

2. Select Insert/Edit Anchor button on your Toolbar.

3. In Anchor Name, type a name for the anchor. Don't use spaces.

4. Click Insert.

5. The anchor symbol should appear in the text box next to the selected text.

;@;BecomeaSponsor!% e > L B RO sn 0 BEaeaE

To become a sponsor, go to this li

. -
B 7 1|3 Heading 3 ]————
You are invited to be a part of HalloVista, a community event that will be on Saturday, October 20, 2018 from
3:00pm until 9:00pm. This outdoor event will be near the college's Lago Vista lake and sponsored by ’g " + oy {

Northwest Vista College Public Relations.

Insert/Edit Anchor X

Insert/Edit Anchor
Anchor Name: IHeader-Sponsor ll?_e
Q ﬂ Insert ’ ‘ Cancel ’

Step 2: Link to Anchor

1. Select the text that will form the link.

2. Select Insert/Edit link @, In the window, keep the Web Page tab active.
3. In Link Title, type the text that will be shown as a pointer to the link.

4. Select how the link is opened.

5. Select Anchor on this page as the link farget.

6. In Anchor; select the anchor to which you want to link

(All the anchors on the page are listed here).

7. Click Okay.

8. The link is displayed in the text editor with a yellow background.

IntereSted? @ 0 Header-Sponsor

To become a sponsor, go to this link and put in the amount you are s
need additional information, please contact us at email nve-publicrel

E e; i= | Heading 3 "

E@ R o ad | A
Create link
Link title :Become a Sponsor
Open in v

Page



2.7 CHANGING ANCHOR

1. Select the anchor you want to edit.

2. Select Insert/Edit Anchor from the Toolbar.
3. In Anchor Name, edit the existing text.

4. Click Update.

) ®ecs s |=a PN % DO 0@me Q=

B 7 Ty ||:= i= | Heading 3 Y| =

Insert/Edit Anchor X

Insert/Edit Anchor 5;

Anchor Name: |Hallovista-Header-Sponsor

l Cancel ’

2.8 REMOVING A HYPERLINK

NoOTE:
Be sure to have your link selected/highlighted. ® 5 s = Y DO <2 Q=

B 7 T 1 Heading 3 - == :
1. To remove a hyperlink, look for the unlink button and T S

click. (This will break the current link attached to your =
highlighted text)
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CHAPTER 3

WoRrkING WITH MEDIA FiLES
(Imaces anp Docs.)




3.1 BROWSING MEDIA NAVIGATION

1. Locate the Toggle Assets Pane button.

2. Pin down the sidebar to your workspace by clicking
the Pin icon. (Optional)

3. Click on the Media tab.

4, Use and [ to locate desired page/folder.

— f— Ly
+/[e@][ka]
Alamo Colleges District I =
Homepage
Name Alamo Colleges District Visible to °
Name in URL home Change Languages en News & Events
Simple address main Change 1D, Type 6, Start Page
— + emi i
@pisplay in navigation [Tools B _| Non Acad c Main
[ Hide From Main Navigation
=2 sit
]

[JHide From Search Results

! M Header Footer School Menu Site Alert Other Content Hero ..

|| Buildings

3.2 UPLOADING MEDIA

L
Blocks Forms
Q 3.

1
4

1. To upload a file you will need to first make sure your file is on your desktop or you can look for the document

in Finder if you are on a mac and My Computer if you are on windows.
(Remove spaces in your filenames, or use hyphens instead)
2. Click-hold and drag the file to the Media section.

(A message will appear in the media folder saying to drop files here to upload to your designated folder).

NorTE:

Once completed you can now find it in your file structure or you can also search for the folder you used to drop
the file in. For information on using the uploaded file on your page, please go to chapter 2.3. There, you will be

shown how to implement different kinds of media to your page.

)

o Blocks m Forms

=[] Current Students
[ ] Advising

| Academic Standards £

.1 Images

| Career and Transfer y X
Drop files here to upload to 'Academic

| Faculty Student Mentor Standards'

"~ Cradinatinn

6 Upload files by dropping them here
or click to browse

checklist-academic-dismissal.p...

form-progress-report.pdf =

form-student-petition-for-overl...

form-prll N _ 2
I

Form Elements

+ = a-

Form Elements

form-progress-
report.pdf

Page 13



3.3 Overwriting Media Files

To overwrite an existing media file, follow the same 2 steps in chapter 3.2. You MUST name your new file exactly
same as the document you are replacing.

1. Once you have dragged and dropped the replacement for your file, a window will appear asking if you wish to
proceed with these changes.

2. Click Replace File to confirm the changes.

3. Another window will pop up confirming that your new file replacement has been uploaded.

4. Click Close.

Replace or Skip Files

2.

There is one file with the same name

If the replaced file is in use, the change will bii?me 1
]

= ‘ Replace File ‘ ‘ Skip this File
‘Screen Shot 2018-10-08 at 11.54.36 AM.png

Upload Files

For This Site ) NVC ) Website Assets ) Videos ) Drone

[+

¢ D

Name Size Status
‘Screen Shot 2018-10-08 at 11.54.36 836.5 kb Uploaded
AM.png

B3 4o

3.4 NAMING FILES

Keeping a clean folder structure is key to an efficient Example
workspace.
P——
Simple file names will help you find files quickly. For hﬁl SR e R
example, if you are naming an image of one of NVC's
buildings, start with the size of the image, then follow up —
with the buildings formal name, and lastly a number that _ 1920x1080-BldgLAGO-010.jpg
indicates the order of which the images were taken. o

(Use hyphens instead of spaces.)

1920x1080-BldgLAGO-015.jpg

Page 14



3.5 ADDING AN IMAGE

1. In your Toolbar, inside your text box, select the Insert/Edit Image = button.

2. Use the browse | button to search for your image in the pop-up window.

3. Click Okay once you've found your image.

4. Before you Insert your image, make sure to add a title and description of your image.
(Without a title and description, the image will not be available to preview.)

Ime@l+H0mEmCA @ Insgri/edt Image ‘

General H Appearance ” Advanced

General
|7Image URL I

Image Description IAriaI shot of the cafe along the lake

Title [NvC cafe|
e ——— 2
L]

£ ] Recognitions
Image Description lAriaI shot of the cafe along the lake

Title INVC Cafe|

T
B[] Academics ‘ Insert |: L ~ ~cel \
''''' CancelJ 4 ¢

spacer160x4trans.png

= NVC
3.6 FINDING STOCK IMAGES B About NVC
o/ | Academics
1. If you are looking for stock images, start by opening your Assets :E ::::::: :‘v’:d 3
Page if it is not already pinned on your workspace. e rrm—
2. Select the Media panel. B News & Events ‘?
3. Browse through the following folder structure. For this site > NVC gL ton Aczdemic Maln_ | .
HC‘ Website Assets I =
> Website Assets. Here, you will find images and video files. The image B Buildings
size will depend on the content area you are in. 3 Ful
[ Icons
] Mobile
Blocks Forms l - sauere
L Thumbs
1 @l | Videos
° 2 . [ wide

3.7 SIZES USED FOR HERO, BANNER, EVENTS & NEWS

1920x1080  Hero (top of Front Page)/General Banner:

1110x500 Wide Banner (best for slides)/Header Background. (Black & white faded image.)
932x727 News Regular. (Image that shows up in News/Student Stories section.)
782x518 Event Regular (image that shows up as Spotlight Event)/Event Thumbnail

760x427 News Thumbnail,
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CHAPTER 4

WorkING WITH BLocks




4.1 DROP ZONES

Drop zones are used to hold blocks, these zones are capable of holding content in different sections of the page.

PaN | ALAMO COLLEGES DISTRICT seaRci @ MENU
‘ Northwest Vista College ronly B Request Information [ VisitNve

Content Area -

Content Area -
NEWS & EVENTS / PALMETTO CENTER FOR THE ARTS Ma in CO ntent

o, == == ==
About Palmetto
NEWS & EVENTS |
The Palmetto Center for the Arts opened in 2009 as a product of community leadership, vision and unwave|

determination to bring fine and performing arts to the Northwest area of San Antonio. The arts complex offers the I
About NVC + finest facility and programs to those who join us in celebrating the arts.
Yy P J 4
LRI & I The fine and performing arts programs at Northwest Vista College engage students and enrich their skills needed to I
Admissions & Aid + give life to creative impulses—on stage, in the studio and in the concert hall. Our emerging artists interact and learn
Experience NVC + I from community professionals and visiting artists from across the country and abroad. I
News & Events - I I
News + Our Goal
Con.t.en.‘. area - Elus I We believe that the arts have always been and always will be a meaningful force in human life. Northwest Vista I
La reVista College is dedicated to making the arts a living presence within our neighboring communities. Art lovers who support
LeF.l. column P S Caster o the Al I the development of artists help to enrich the human experience. I Co -l-e -l- A e
Alumni Spotlights. o I Our goal is to cultivate the imagination and technical skills of artists who will reinvigorate existing works and create I n n rea
e e am omm new masterpieces that will grip the heart and thrill the mind. We welcome the diversity that sustains our community Main BOdy
Contact Us T Sl P! Gl Sl > Y e e e e e mw mw e mw e o

r N NN S SN S S S S S e . -
|ﬁ' Ticket®

Email
I NVC-PalmettoArts@alamo.edu I I The Palmetto Box Office generally opens for ticket sales 1 hour before a production/event start time. Seating is on a
first come, first served basis.
Rey Cardenas I I I

Audtorkam Monager e ] Content Area

210-486-4290
I May | bring food and drinks with me to the show? Fu ” WidTh

I rcardenas@alamo.edu
Office: PCA-101 (Box Office)

| Palmetto Center for the Art
1FINE AND PERFORMING ARTS AT V|§TA

ALAMO COLLEGES DISTRICT
‘ Northwest Vista College

I We are excited to welcome you, your family and friends to the Palmetto Center for the Arts!

Content Area - Top of Page (1)  Drop blocks here to display at the top of the page, between the main menu and
the breadcrumbs.

Main - Main Content (2) Enter content in this built-in rich text field to display below the page ftitle.

Content Area - Left Column (3) Drop blocks here to display in the left column, below the sidebar menu.

Content Area -Main Body (4) Drop blocks here to display below the page title and main content, and in the
right column.

Content Area - Full Width (5) Drop blocks here to display at the bottom of the page, at the full content
width (no left column).
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4.2 TYPES OF BLOCKS

The following blocks are those used most frequently, here are their names:

RoTATING IMAGE BANNER
CONTAINER

Used to create a rotating
image banner container.

LiINk SLibEr CoNTAINER BLock
Used to create a link slider
container for page.

Grour CONTENT CONTAINER
Used to display content
groups in either Tabs or
Accordion layout.

HTML CoNTENT
Used to create html content
for the site.

Form
Used to add a form to a page.

EvenT LisT
Used to create list of event
items.

News LisT
Used to create a list of news
items.

YouTuse Vibeo BLock
Used to display content in
form of a video.

HTML CoNTENT
Used to create html content.

Form CONTAINER
Used to create a form within
its own container.

ka)
[*] Alamo Colleges District
4.3 OPENING BLOCKS NAVIGATION = oo = w1
Name in URL home Change Languages
Simple address main Change 1D, Type 6, Start Page
1. Locate the Toggle Assets Pane button.  Flrinnasen
2. Pin down the side bar to your work-space by clicking — )
the Pin icon. (Optional) 2. JE—
3.Use fi and B to locate desired page/folder. AR 3.

[ sample Content

B[&] For This Site
B[] District
B[] Document ts
&[] Images

af Nve
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4.4 CREATING A NEW BLOCK

The two methods to create a block are o click on a folder’s drop-down menu and select New Block or through
the CMS dashboard and Create A New Block.

Method 1:

Open the blocks menu. Refer back to chapter 4.3.

1. Select the Blocks category.

2. Select the folder in which you would like to add a block.

3. Click the button on the right side of the folder to bring down the drop-down menu.
4. Select New Block.

5. Give your block a title and select the type of block you want.

6. Drag and drop your new block into the content area.

P @l | Current Students im New Folder

Media Forms ﬂd Future Students

1.
New Block: m Media Forms

... » NVC ) Experience NVC ) Future Students "Q ear
Name | New Title 4 5 O &3 LUrrent Stuaents

2 ecruitment
[ ]

B[ Future Students =
— @] Recruitment ‘
=== HTML Content B @[] Homepage

</> Used to create html content E Contact Information

for the site & Button - Future Students - 1
E Button - Future Students - 2 =) {E Example I =-
3 iy

[ Button - Future Students -

[ Button - Future Smy u
=] Example ca

E n drop content here, or create a new block

Method 2:

On the CMS dashboard page locate the content area where you would like a new block.
1. Select Create A New Block.

2. Give your block a title and select the type of block you want.

3. Make your edits to the block and then click the Create button.

New Block:

u ... NVC ) Experience NVC ) Future Students
Name | New Title
You can drop content here, or create a new block é 2 O

Suggested Block Types

HTML Content
< /> Used to create htm content
O for the site

!EEE; Cancel l

3.
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4.5 EDITING A BLOCK

1. Select the block you would like to edit.

2. On the right of the block, choose the drop-down button.
3. In the drop-down menu, click Edit

4. Make your edits and click the Publish? button.

E Palmetto Events Listing

E About the CenAter -
4: s & Personalize
EH Palmets Ti-@ Text

EH Palm. =° .ckets FAQs

u 4 Move Down

You can drop content here, or create a new block

Remove

3 (+][e][@](ca]

For This Site » NVC » News & Events » Palmetto
E About the Center

Autosaved 12:44 PM

4+ Back Changes made here will affect at least 1 item

Name [About the Center Visible to Everyone Manage
Languages en
ID, Type 20322, HTML Content

4.6 FOR THIS PAGE VS. BLOCKS IN FOLDERS

When creating blocks in the CMS dashboard, always AL i
drop the block into the corresponding folder to keep ‘ ——
\_Q Search

your files organized.
[ News

. . . . . . B Palmetto
Otherwise, the files will automatically save in a section

on your Assets Pane, under Blocks called For This Page.

@[ Non Academic Main

@ | Website Assets

@l PAC
To be able to reuse these blocks, they will need to be ol sAC
moved to an assigned folder: Also, doing so will help @i spc '
keep your folder structure well organized. B[ Videos ‘
L_I For This Page | =

E Paragraph about Students at NVC
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