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Introduction

Offices and student organizations are encouraged to make use of Campus Buzz, a
weekly email newsletter on the latest happenings, to publicise their events or
activities to all students (undergraduates, postgraduates and NIE students).

Web-based Event Calendar Admin Module allows authorised staff and student club
officials to publish news/events on the NTU Event Calendar and/or Campus Buzz. This
documentation provides instructions on how to use the Events Calendar Admin
Module.

Authorised users may go to
http://cougarl:7086/admin/publish/newspublishing.aspx?SitelD=26 to access the
Event Calendar Admin Module. When prompted for logon, remember to prefix
student\ or staff\ to the authorised network account username.

You may use the Event Registration System (ERS) accessible from the Events Calendar
admin module to set up online registration for your event.

Notes:

Student Clubs must first apply for role-based account from StudentLink to access the
Events Calendar Admin Module. Existing role-based account can be granted access
to use the Events Calendar admin module. Staff may apply via StaffLink with
approval from the supervisor. Please contact CITS’ Helpdesk (helpdesk@ntu.edu.sq) if
you require assistance on account application or access right matters.

Campus Buzz is collated every Thursday and thus all events for the following week will
have to be posted to the Event Calendar latest by Wednesday of the current week.

Campus Buzz seeks to inform students about the latest happenings, so please do not
post your announcements for longer than 2 weeks.

Student Clubs should only post events/activities of their own clubs. Advertisement for
sponsor or publicity for a third party is NOT allowed.

The Student Affairs office (SAO) (email: sao-fa@ntu.edu.sg) may help other
organisations to post to NTU Event Calendar if the event is deemed appropriate and
beneficial to NTU students.

SAQ reserves the right to edit or remove any postings that are deemed
inappropriate.

Page 3 of 25


http://www.ntu.edu.sg/Services/StudentServices/Pages/CampusBuzz.aspx�
http://www.ntu.edu.sg/eventscalendar/eventscalendar.aspx�
http://cougar1:7086/admin/publish/newspublishing.aspx?SiteID=26�
http://www.ntu.edu.sg/cits/gettinghelp/webpublishing/Pages/eventregsystem.aspx�
mailto:helpdesk@ntu.edu.sg�
mailto:sao-fa@ntu.edu.sg�

2. Creating an Event or a Campus Buzz Article

= To create a new posting, log on Windows using the authorised username and
password, then access the Event Calendar Admin Module
(http://cougarl:7086/admin/publish/newspublishing.aspx?SitelD=26) and click the
‘Create’ button (refer Figure 1)

l Home ¥XE Maps A-Z List Contact Us @
AN asi ?
TWIDG[CE Quick Links ¥ Staff Directory Calendar th]’
UNIVERSITY -

Hoeme »

News Publishing for Event Calendar

Select the category:

To subscribe news published from
other schools or department,

Archived in Year: Nat Applicable- please go to News Subscription

|Se|ect the categary V|

module.
Sort by: |Tit|e V| [ Search ]
~———— Click Create
& 2006 Nanyang Technological University Copyright | Disclaimer | Privacy Statement
Last medified on 02-Dec-2007 by Corporate Communicaticns Office Reg. Mo. 2006043232R
Figure 1

= Next you will see the window below (refer Figure 2). Fill in the following fields:

Fublic Site > Event Calendar > Events > Pages > Create Page

Create Page

Page Title and Description Title:

Enter a URL name, title, and description for this page. (2 A) : Goinglive
Description:
(2.B) =
URL Mame:
(2 C) < Pages/ | GoingLivel | aspx
Page Layout
Select a page layout to control how the page will be displayed.
— (2.D) =

[ChedﬁSpe\hng]L Create ][ Cancel

Figure 2
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Note: Do not use special characters e.g. % # for Title and URL

- (2.A) Title’ (Mandatory): File name of the event page that you will
create in the system.

- (2.B) ‘Description’ (Optional): Description of the event page that you
are creating.

- (2.C) ‘URL Name’ (Mandatory): System will default to same value as
‘Title’ (field 2.A).

- (2.D) ‘Template Name’ (Mandatory): Only one available value which is
defaulted to
‘(NTU News Article Detail) NTU NewsHub/NewsArticleDetail.aspx’.

= Click ‘Create’ button

= Next, you will see the Event creation page with the following fields (refer Figure 3):

NANYANG
TECHNOLOGICAL
955/ UNIVERSITY

Event Calendar ¥
events
dtticle Title* | —Tp (3A)

(2 Edit Content

Click here to add new conkent

Hide MNews Categary™

Oy O Carnpus Buzz ™ Grant calls

" — @B
[ Event Calendar
~
(3.C)
Publish Date)Time* Expiry DatefTime*
|30s04/2012 oo =] |oo -] \ |o1/01/2013 i oo ][00 =
(3.D) (3.E)

Thurmbnail (8030 pixelsi{mas width=82 pivels for event calendar

1
3P

Click here to add new content

| 2 Edit Content

Surmmary

Figure 3

Note: Do not use special characters e.g. % #

- (3.A) ‘Article Title’ (Mandatory): Title of the event to be displayed in
summary listing and article details page.
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- (3.B) ‘News Category’ (Mandatory): Tick where you want your event to
be published: “Event Calendar”, “Campus Buzz” and/or “Grant Calls”.
- (3.C) ‘Hide’ (Do not change): Leave the default value as ‘No’.

- (3.D) ‘Publish Date/Time’ (Mandatory): If event’s News Category (field

3.B) is ‘Campus Buzz’ and its Publish Date and Event End Date (field
5.C) window falls within the publishing date range of the Campus Buzz
current issue, this event will be included into the eNewsletter.
In the following example, Event A will be published in Campus Buzz
eNewsletter published for the period 1 Jan 2011 to 7 Jan 2011. Event B
will be included in the “Coming Events” section since its Published
Date (31 Jan 2011) falls within the one-month period from 1 Jan 2011.

Campus Buzz Enewsletter start date: 1 Jan 2011
Campus Buzz Enewsletter end date: 7 Jan 2011

Campus Buzz Event A Publish Date/Time: 31 Dec 2010
Campus Buzz Event A Event End Date/Time: 5 Jan 2011

Campus Buzz Event B Publish Date/Time: 31 Jan 2011
Campus Buzz Event B Event End Date/Time: 2 Feb 2011

|-----—--—- | Event A
31 Dec 2010 5Jan 2011

|- | Campus Enewsletter publishing date range
1Jan 2011 7 Jan 2011
|- | EventB
31 Jan 2011 2 Feb 2011

- (3.E) ‘Expiry Date/Time’ (Mandatory): the event will be automatically
archived after the Expiry Date/Time.

- (3.F) ‘Thumbnail’ (Optional, maximum width = 82 Pixels for event
calendar, maximum width = 230 Pixels for campus buzz): Insert Image
that will be displayed in events summary listing page as thumbnail.
Click ‘Edit Content’ to insert (see section 6.5 for details).

Refer Figure 4 for other Event Article properties fields:
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— (4.A)

34 Edit Content—o (4.B)
Click here to add new content
.

3;3& Mew Link s= Mew Group == Configure Styles and Layout (=) Reorder

There are no items to show in this view. —_—) (4c)

Figure 4

- (4.A) ‘'Summary’ (Optional): Text summary of the event to be displayed
in NTU Event Calendar.

- (4.B) ‘Description’ (Optional): Details of the event that you are
creating. You may click on ‘Edit Content’ and Edit Menu Bar will
appear as below:

[[4 = 2 &5 > T | (@
i Select ~ |Styles” - A~ Al | B 7 U EEE|iZiZ | EE AN

Current Selection : None

You may insert tables j, hyperlinks % or pictures = (see section 6.5
for details).

You may click on 7 (Edit HMTL Source) to edit the content in html
mode if you wish.

- (4.C) ‘Attachment’ (Optional): You may create groups of hyperlinks,
attach any forms, documents etc to be downloaded when users
browse your event (see section 6.6 for details).

Refer Figure 5 for remaining Event Article properties fields:
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Event Category®

Allow User Registration?

|Please select

Event Start Date/Time*

‘d (SA) o Yes = Mo

Event End Date/Time*

|30/04/2012 o9 =] [o0 -]—» (5.B) |30/05/2012 #r o] —»  (5.0)
‘enue {no more than 255 characters) Event Contact Information {no mare than 255 charackers)*
] 4 Edit Cantent > (5.E)
> (5.D) Click here bo add new conkert '
#
IMeta-Keywords {no more than 255 characters) Meta-Description {no more than 255 characters)
- B
> (5.F) > (5.G)
i <]

Meta-Robots

 Eallow © no Follow

2N Campus Icon

r—

Target dudience*

® Broad Category

@ Index © Ho Index —_— (SH)

(5.

M eusic P st M ostdent Moaumni T (5\])

o Specific Category

Figure 5

(5.A) ‘Event Category’ (Mandatory): Select drop down value of which
you would like the event to be classified under.

(5.B) ‘Event Start Date/Time’ (Mandatory): Start date/time of the event.
(5.C) ‘Event End Date/Time’ (Mandatory): End date/time of the event.
(5.D) ‘Venue’ (Optional): Venue of event.

(5.E) ‘Event Contact Information’ (Mandatory): Contact information for
the event.

(5.F) ‘Meta-Keywords’ (Optional): Words matching when users
searches for articles in the internet.

(5.G) ‘Meta-Description’ (Optional): Description matching when users
searche for articles in the internet.

(5.H) ‘Meta-Robots’ (Optional): Leave as default values ‘Follow’ and
‘Index’.

(5.1) ‘On Campus Icon’ (Optional): see section 5 for details

(5.J) ‘Target Audience’ (Mandatory): Leave as default values with
‘Broad Category’ radio button selected.

The following check boxes may be ticked:

Public

Staff

Student

Alumni

aooo
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3. Publishing an Event or a Campus Buzz Article

= After all the necessary values have been entered and confirmed in page edit mode,
remember to publish your Event or Campus Buzz Article to the Events Calendar site.
From the top menu, click ‘Publish’ as shown in the figure below:

Version: Checked Qut  Status: Only vou can see and modify this page.
Page v Workflow = | Toals = _ﬂ] Check Into Share Draft | 4%) Submit for Approval @] Publish

@ Renenter to checkinso ot peaple can see your changes, (Do not shaw this message again) Click Publish

e If you are publishing the event in NTU Event Calendar, please refer to section 6.3 to
check that your event appears correctly under the correct date(s) and category.

If you need to modify or update any details of the event, please refer to section 6.2.
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4. Allowing User Registration for an Event (Optional)

In page edit mode (Figure 5 top-right), the default value for ‘Allow User Registration’
is ‘No’.

Allow U=er Registration?

C}YEE @ Mo

If your event does not require registration, skip this section.

Otherwise, select ‘Yes’ and the message ‘Please Save the record before you use the
Registration System’ will appear.

Allow User Registration?

@‘r"ea {:} MNo

Flezse Save the record before you use the Registration System

Go to top of page, under the top menu, select ‘Page’ and click ‘Save’.

Page v | Workflow ~ | Tools ~ ,_b Check In to Share Draft | | ¥] Submit for Approval 0] Publish

Save
= r people can see your changes. (Do not show this message again)
Save and Stop Editing

Check In...

) —_— y Home £XE Maps A-ZList ContactUs ask@'
Eiscdchecont ingapote £ Quick Links ¥ Staff Directory Calendar NTU

Page Settings

X dl & & B

Delete Page

=

After saving the page, the link ‘Use Event Registration System’ will appear.

Allow User Reaqistration?

@‘f’e; D Mo

Use Event Registraticn System

e Click on this link and you will be directed to NTU’s Event Registration System (ERS).
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/= Event Registration System - Windows Internet Explorer

6@” [TV et s k. . safwebese owsIREGISTER _NTULinfo_base_commitZp1=993999998rTesting%20before>20gaing¥:20live-~~01 1sn00010800AM~~01Jan000108004 ¥ | & | 42| X | [vaho0 seechy

S - Cy - |mieb search|» I antispy= Y Mail + () Messenger- E answers - [ Games + [FBookmarks~
@ Delio | | Search 4 o eay @ Amazon | Coupons@Deals | T Fomal Valentines Doy Promn 212414+ | -
T e [NmEventReg\strauunSystem ]_I -8 @&

TECHNOLOGICAL m
@ UNIVERSITY  Additional Event Information

Please provide the following additional information for the event.

TU

\ |
\
\

CINTU Staff

CINTU Student CINTU Undergrad [1NTU Postgrad [1NTU Freshmen®
CINTU Alumni CJPublic

[JSRC Member []MNon-SRC Member []1SRC Associate Member

Validate NRICIFIN of Public Users? | ®le O)Yss
| [5tyle] v
B 7 U|

[Font] v [size] |
=E=|—|sE=|==A &0 a0

Proceed to complete and confirm the creation of registration form in Events
Registration System. Upon completion, the window is refreshed with the URL for event
registration as shown below.

= Event Registration System - Windows Internet Explorer,
6@1 ~[NIU hitps:jwis.rtu.edu.sqjwebexeowa/REGISTER,_NTL.Form_preview_d o B |[#][x ] [vzhoot szarch

S! -2 L~ |web Search++ [ antispy= [ Mail + () Messengers ER answers + (3 Games + [Z Bookmarks=
) Dealio | ~| search | e esay @ Amazon | Coupons&Deals | Kors Michae Kors Kidks Footwearal St~ || i+
9 e INTIJEvEnt Registration System I_w far - B - -

AN
E?'{.‘R{}i}ﬂ.\(&? Event Registration System
@ UNIVERSITY  Generation of Registration Form Completed

NTU

Your registration form has been successfully completed and can be viewed using the following URL.

https /fwis ntu edu sg/pls/webexe/REGISTER_NTU REGISTER?EVENT_|ID=5ee1ebcd-0b9f-45ce-ble5-4dch6af1bach

Backto Main

Copyright ® 2001-2010 Nanyang Technological University
4l Rights Resenved

To go back to the event creation page and to publish the event, please refer to
section 6.2. Upon approving and publishing the event (refer section 3), the ‘Register

Here’ link is auto-generated in the NTU Event Calendar summary listing as shown
below:
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Today | This Week | This Month |

Submit Hew Ey

Conference on Design Principles and Practices
Date : 24 Jul to 24 Aug 2009
Time : 9:00am to 5:00pm

The conference is a cross-disciplinary forum which brings together researchers, teachers and practitioners to
discuss the nature and future of design. The resulting conversations weave between the theoretical and the
empirical, research and application, market pragmatics and social idealism.

Register here  ———

Link is auto-generated sHARE EEE

w INTUTEstinq before going live l 1

When users click on the ‘Register Here’ link, they will be directed to the Events

Registration System to register for the event using the form created in previous steps,
as shown below:

= Testing before poing live - Windows Internet Explorer

C)ies + [N hitps: . ntu. ecu. sufwebescefowa/RE GISTER_NTL. REGISTERPEVENT_ID=Seelcbe-0baF-45ue-bes-4dchéaf1bsed RENEE
(v v?__"_-| Q"WehSearch [ entispy~ EYymal ~ (iMessenger B Answers - B Games - [ Bookmarks=
) Dedlio | ~| Search | v eBay @ Amazon | Coupons iDesks | Check out the Valentine's Day Shop ot - -

\93 D URROITE Testing before going live

Event Registration System

Event Date 01 .Jan 0001 (Sat). 08:00 AM - 08:00 AM
Venue CITS, NTU

Organiser Test Registratation (Email : andy kuek@bt com Tel/Fax : 93383376)

Event Info
NA

User type NTU Student v

Identification Nn.l

* denotes mandatory fields

—

5. Enable On Campus Icon (Optional)

In page edit mode (Figure 5), the default value for ‘On Campus Icon’ is ‘Unchecked.’

On Campus Icon

O

This option is applicable only to event published in Campus Buzz. Once the ‘On
Campus Icon’ is checked, the “On Campus” Icon will be displayed beside the event
title in Campus Buzz eNewsletter as shown below.
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Time: %:00am to 5:00pm

All Day Event 2
Date: 27 - 30 Apr 2010
Contact Info: contact

summary of all day event 2

6. Quick Tips

6.1 Property Description using Tool Tip

= Mouse over the property field and a tool tip will appear with description on what the
property is for. Some examples are shown below:

Article Title™

| [ Edit Content

Event Calendar Gninn live
MTUPageTitleHeml

Publish Date,/Time* Expiry Date,Time™®

% 00: [v|[00 v [o1/01/2011 | B [ 00: [v][00 (v]

6.2 Search for a Created Event Page to Modify Details

= To edit or modify your posting, log on Windows using the authorised username and
password, then access the Event Calendar admin module
(http://cougarl:7086/admin/publish/newspublishing.aspx?Site|D=26)

= Select the correct category and click the ‘Search’ button as shown below:
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Home FX& Maps A-Z List ContactUs gofy
Quick Links ¥ Staff Directory Calendar . NTIJ

Home #

News Publishing for Event Calendar

Select the ategor: S he cegoy S T

Archived in Year: ‘Not Applicable- v :Jr:sgzlleego to News Subscription
ST [ Create |

Click Search

& 2006 Nanyang Technological University Copyright | Disclaimer | Privacy Statement
Last madified on 03-Dec-2007 by Corporate Communications Office Reg. Mo. 2006043232R

A list of events will be displayed as shown below.

Home F

Mews Publishing for Event Calendar

Selec e CTUEQONY: - Selctthe coegery - e
Archived in Year: Mot Applicable- = ﬂgzleeﬂo o Mews Subscription
Sort hy: Title - | Search | | Create ]

Sort MNews
Start Data Created Date .

"Pay [k Forward® with KOF O01-&Apr- 2040 L6~-May-2010  Oi-Apr-2040 Approvad
an 15 May 20001

ADM Intermship Srd Y=sr 23-May-2011 Z25-Jun-2011 ZB-Apr-2010 Ooh Koon Ngee Approved

(10 vemmbcs

ADM lrtemship 2rd Year 23-May-2011 a0-Jul-2011 2B-Apr-2010 Gah Koon NHgee Approved
(5 waaks]

CAC Campus Concart -  02-Mar-2007 0Z-Mar-2007 1T-Apr-2008 huang Draft

Cao Ga @ Lea Kang
Chian Lature Thaztra

Caltsx Nabonal Karting  18-8u0g-2007  09-S5sp-2007 1T-Apr-2008 huang Draft
Challengs 2007

Carvies| Cano=r 01-Mar-2007 08-Mar- 2007 18-Apr—2008 huang Approved
Avesreness Csmpaign

Chines= Mew Year 03-Fab-2011 O4-Feb-2011 26-Apr-2010 Goh Koon Ngee Approwvead
Chinesa Soclaby 0&-Fab-2007 os-Feb-Z007 1T-Apr-2008 huang Draft

Lunchtima Concart

Choir - Cantamus 2007 03-Mar-2007 05-Mar-Z007 1T-Apr-2008 huang Draft
% Wox Bopuli’

From the list, look for your event and click on it.
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Your event page will be displayed. Click ‘Site Actions’ at the top right corner and
select ‘Edit Page’ to edit your event.

[ . Edit Page
[ / Change the content and Web Parts
E on this page.

Home SXA Maps A-Z List Contact |
Quick Links ¥ Staff Directory Calendar

. Create Page
L} 5] st peoein e,

When done, remember to ‘Publish’ your event as mentioned in section 3.

Page 15 of 25



6.3 View a Published Event or Campus Buzz Article

= Go to the following URL for Event Calendar public site. Select a date from the
calendar and the active events for the day will be listed.

http://www.ntu.edu.sg/eventscalendar/eventscalendar.aspx

FEEPMICTI KTUDERTS SSUDINTS R LI TACRRTY / SEAT L [=-] CORPOSAT] VTDRS:

MANYANG
TEUR SRR AL
CUNIVERSITY
-
= + Fobresy2012 .+ = Event Calendar T AL | oy
(3 s
1 Ll ¥ .
3 & “ L LI L L
32 I3 B BN KR AT A8 &
1% W 31 23 I3} W 3
W IF Im 3w -
EAECH DSEHTE et
[ 8
e
R CraEg Y
iy it Sarnety for an Old Cogwry Theslre o e Desch .u N1
Ruderd
cdwy | F e Wk Tl WomT B O
Dr-:um--t:nﬂ

Lo Ju _ Ths Musisal
Oniw -4 Fab o T Feb 30032
Time . H:00wm to 200pm
Wanum Memyang Auditorium Level 1 Sxchibtion Hael

DiHere Bt =
sy Catwzory
< Womar B Molseplar Froatiars Epmposiom on Emenglng Teshinolsgles In Elomedinine
Ostw - 4 Fabio T Fab 3012
- Barte e Casifrn- Time - 1%00am to 2 00pm
i Ein Warnm Plaryang Auciorium Lavel T Rchiston Hal
LA e— Deumet Bl e
Exinbeinony § Fao
i Coplsmporary Asien Danes Exssd on TradBlons] Tesbrigus and Splrinaity
P— Ostw : 4 Fabbo 7 Fal 2002
e i Tirms. - ¥ 00w ko & 00gm
W Plaryeng AucStorium Lavel T Sxaktion Hal
- Exkoiauhees | Surammm Bt Ble =
- S Comrm | Wosshops
S —— Copfsmporany Aslsn Denes Sxned on Tradiions] Tesholges snd Epirinaity
Ombe - 4 Fablo T Fuk 2012
- Dok | Hecesion Tirrm: - 1% 0w ko 800pm
e e ‘enum Risryeng Auciiorium Leve 1 Rxfebion Haell
GaHeee Bl e =
- L
Molszular Frontiers Eymposiom on Emenglng Teshnologhes In Elmedisine
VEFUAL LS s J#;: T Fab X142
Ly [ F
. . Plaryeg Auiorium Lvel T Sxhiten Hal
faHARE Bl = E
Prabias Mol
[ ] Coplsmporary Aslan Damees Exsed on Tradilions] Teshekyes snd Epirinaidy
Omw : 4 Fablo T Fak 2002
Tirme: - 1%.008m to & 00pm
Yeum e Ao el 1 Rxhbion Hel
sHeeE Bl ==

* f &

NTU Event Calendar
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6.4 Search for a Published Event or Campus Buzz Article from Event Calendar

= There are 2 types of searches available from the NTU Event Calendar:
a. Basic Search - Key in any words that you may want to search for in the text box

and then click ‘Search’. List of relevant events and campus buzz articles will be
listed

SEARCH EVEMTS

Advanced Search

b. Advanced Search - Click on Advanced and you will be prompted to enter the
search criteria as follow:

- ‘Keywords’: Phrase that you are searching for

- ‘Source’: Source sites from which the article is published as shown
below:

Advanced Search

Fleasze =pecify any of the following search criteria

Keywords:

Source: SIAII v:
Category: ;AII vﬂ
rom:  [ad f{mmm 8] yyyy ]

T o fef[mmm ][y ¥

| search| | Reset |

- ‘Category’. Category in which the article is published in Event
Calendar as shown below:

- ‘From’ and ‘To’: Event active date period. You may select the day,
month and year in the ‘From’” and ‘To’ drop-down lists.
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6.5 Upload and Insert Images

= You may insert images in fields like ‘Thumbnail’ or ‘Description’. Click on ‘Edit

Content’.
Thumbnail (30x80 pixels) Description
52 Edit Content (5 Edit Content

= The Edit Menu Bar will appear as below. Click on the ‘Insert Image’ icon.

9 -8 |@pDE = 241 @

-E - - - r £ — - TY _ = == . i— &=
¢ Select Styles il “open a new window ko Insert Image {(Chrl+Shift+G))
Current Selection : Nane

41
"N
il
=
5

= A new window is opened. Click on ‘Browse’

£ Edit Image Properties - Webpage Dialog &
J Eriter ths UEL of the salarts soe ard 1bs ol y Droger bes
General

Selacted [mage

| Brovest. |

= Click on “‘Current Site: Images’ on the left panel; then double click on the current
year folder, e.g. ‘2010’ folder.
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E Dinible-chch i i 1 seiecr o Tyt & W0 URL o 000y UL 1 P LOCATNS Bed 10 Dernese A3 (ONSENS

14 #
e
l:w;.ll;sﬂw 3 |3 E 3
5o Cezon s n =
WWEF pio 3 Forrg Wi
Leswman (LR = ' mvenas event Puhghingimagan i 10

) Do)

Click on “‘Actions’ drop-down on top and select ‘Open this location’.

w Cimali -l 1 SR N0 G20RCT 11 Tpe & 0 LRL O i By LR o Do IL et Bl D2l 1) D= (N CNNTARITIN.

| 2010 4 -
: — e 1
Lookle | i L T
1 Open this Lcaton |
2 D i 1 D0Vl 1 Vil e
‘h Sers i P B, ey b Wt
Wrm IRem
Cipen Bt imleried riem i 4 few
m.,“ m. Doty o ity defauit vewer 3
1 e Properties
I ! 1 Vi B [ 3 e ok St
k‘ It e —
St Calerton Jesiyn « PrTuees
Iragrt

Tiet Lran B
o

i

Locuson (LRs)s everts'eventa/Publishrgimapes /2310

S
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Click on ‘New’ drop-down on top and select ‘New Folder’ to create your own sub-
folder. This will help you to find your uploaded images easily.

Note: You should create this sub-folder once only and use it for uploading of images
for any subsequent events.

Paiblic Site > Event Calendar

Images

This sygtén B ary wad created by the Publshing feat

|y =

| Add anew foides to thes deument

Borary,

» Events >

imag Public Site > Event Colandar >

MNew Folder: Imaaés

Uplad = Actons = Sattings v
Hew Folder

vents » Images >

‘j"-ﬁ palling

Namz =

Rudy

Double click on your sub-folder to access. Click on ‘Uplo
image(s) there.

| Thas sysiem lorar

¥ 'was oreaied by the Publshing feature in siore mages that are used on Pulilic 5ite > Event

2010 > hew Foldes

o6 ) [ cemeed ]

* nckatles a Tequred field

ad’ on top to upload your

5 Calendar » Events > Images » 2010 > Rudy
[ e = | Upioad > Actions > | Satengs = Images
| Type  Mame Mocified This system lorary was created by the Pubishing FeatLre 10 Store Fmages that are Ut
& B 652010 15:23 PRI rosrmerm e [NPRRWEES PP
Type | Upload Document By

- #_ll liphoad & documnent fram your e -

| Therg sremy Computer to Mye bhvary, 1t Eorary. To creste 2
|3 e Penees Upload Hultiphe Documents.

| G | Buy

Public Site

Images

| This syshem lorary was oeated by th

> Event Calendar

h
m

| Mew = | Upiodd = | Acbong =
'.'\—._-.: Hame Modified

ﬂ goif-Dal-Hole-

AR ! hw

STRE20T0 1118

D403/2000 14:47 ?j

27082010 15:18

FEDatalarl 100

For each newly uploaded image, click on the drop-down arrow and select ‘Publish’.

Images - All Documents

@ Up | MNew ~ Actions - Settings * Sho
D Type Mame Modified
[} [E  [workshop-western- . |10/03/2010
Caliigraphy 15:59
Open Link in Mew Window
X Delets
™53 Copy... 10/03/2010
oo . 16:08
58 Mave...
. E;' View Properties
: 7 EditProperties
B i, 27/05/2010
] version History 10038
Ea View Related Resources
Check Out
Publish 03/06/2010
D J 03:28

Larce WWOTRSITOR
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= After you have finished uploading your image(s), close the current window. Go back
to the image browse window and Click on the Refresh icon.

£ Select an Image - Webpage Dialog

Ig Deotibde-click an item o seiect it. Type & site URL or afbrary URL in the Locatic

JD[.'I.II_

Look In _q_j

i

Actiors = | Y Upload [T Thumbnads =

Current Site: = -
Images _il _J

Site Colection Jeshyn - Pichures WeF
Images

= You should see your image sub-folder. You can then double click on it to open and
select the image(s) you want to insert.

6.6 Upload and Attach Documents
= |nthe ‘Attachment’ field, click on ‘New Link’.

Attachment

B rew Link| 5= Mew Group 2% Configure Styles

There are no items to show in this view,

= You can type in an external URL or click ‘Browse’ to upload an attachment
document.

Link URL: (Test link)

Browse...

= Click on “Current Site: Documents’ on the left panel; then double click on the current
year folder, e.g. ‘2010’ folder.
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Documents
Look In 4 [A] Actons~ % Upload [ Simple View -
Type Mame
; | ca 2009
sk | 2008
Current Site:
Documents | 2010

= Click on “‘Actions’ drop-down on top and select ‘Open this location’.

2010
% A |actons~| | % upload = Simple View -
Type ~y | 'Dpen this Location
‘7 | Open anew browser to view the
| items in this list, library or site.
Ca View Item
Open the selected item in a new
@] browser or its default viewer,
: @ View Properties
E,_] g View the properties of the selected
= item in a new browser,
) -

= Click on ‘New’ drop-down on top and select ‘New Folder’ to create your own sub-
folder. This will help you to find your uploaded documents easily.
Note: You should create this sub-folder once only and use it for uploading of
documents for any future events.

Public Site » Event Calendar = Events > Documents = 2010

Documents

This system library was created by the Publishing feature to store docu

Mew |'| Upload -~  Actions -

@_.j New Document Modified

Create a new document in this library.

15/04/20:
New Folder
) Add a new folder to this document 15/04/20;

library.

=1 . - w = [

= Double click on your sub-folder to access. Click on ‘Upload’ on top to upload your
document(s) there.

= For each newly uploaded document, click on the drop-down arrow and select
‘Publish’.
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Images - All Documents
LZ Up  Mew ~ Actions - Settings ~ Sho
m Type Mame Modified
] Llﬂ Warkshop-Western- . |10/o3/2010
Calligraphy 15:59
Open Link in Mew Window
K Delets
~E3 copy... 10/03(2010
o = . 16:08
58 Move...
. _:3 View Properties
: 3 EditProperties
m 2. 27/05/2010
23] version History 10:38
_j View Related Resources
Check Out
B A pubish 03/06/2010
CdnmCE WOrRSImopr 08:28

£ Select an Image - Webpage Dialog

010
Loak In A | Actions: =
Current Site: =
[mages _:I

.

Site Collection
Images

Jeslyn - Pichures

URL in the Locabic

D ubload | ] Thumbrass =

After you have finished uploading your document(s), close the current window. Go
back to the document browse window and Click on the Refresh icon.

= You should see your document sub-folder. You can double click on it to open and
select the document(s) you want to attach.

If you have many links, you may create groups to organise the links under logical
groupings by clicking on ‘New Group’. New links created can thereafter be organised
under the different grouping headers created.

e.g. ‘Test Group’.

In the ‘Attachment’ field, click ‘New Group’ and key in the ‘Group Header Name’,
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Description

2} New Group -- Webpage Dialog

2 Edit Content |
| E; immm Create a new group to organize links on the page. The group header name typically
i= appears above a group of links.

Attachment

Group Header Name:
& Mew Link s= New Group =& Config “ |

There are no items to show in this view,

Event Category™

Flease select

[ oK ] [ Cancel ]

Event Start Date Time®

= Click ‘OK’ and page refreshes as displayed below. Click ‘New Link’.

Attachment

& Mew Link %= Mew Group E”é Configure Styles and Layout [Sp Reorder

= |Test Group

= Select ‘Create a link to an item’ or ‘Create a link to a person’ from NTU directory.
Select ‘Test Group’ from the ‘Group’ drop-down list and click ‘Ok’.

2 New Link -- Webpage Dialog

Specify the information for this summary link. The title is the link text displayed far the
&, link URL. The information that the summary link displays depends on the style you
choose,

® Create 3 link to an item
@] Create a link to a person
Title:

Description:

Check Spelling

Link URL: (Test link)

| | Browse...

¥ Open link in new window

Tooltip:

| |

Image URL: (Test link)

| | (oo ]

Image description:

Uszed as alternative text for the image

Group:
Test Group |
| Image on left vl
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= Page refreshes with the link created under the group ‘Test Group’.

Windows Internet Explorer,

e | &) httpiicougar1:7086/eventsfevents(PagesiGoinglive_?. aspx?Controlliode=EditaDisplayMode=Dasign o [#2] (%] | [[o]-

S -FE- O~ |web Search < [ AntiSpy~ EXMail = () Messenger~ EJAnswers = [ Games ~ [ G Bookmarks~
) Dedlio | Search [ @ cBay @ Amazan | Coupons BDeals | Yous Sale: Up to an Exira 70% of ]| @~

P %qgﬁnamstmg 7}

x I (& Internet Explorer cannot dis...

Multimedia

New field?

Desaription
[32 Edit Content
Description of the event

Attachment

2, New Lick "= New Group & Configure Styles and Layout [Sh Reorder

=] Test Group
B Testin

Event Category™ Alow User Registration?
Please select v
“rm&lE:nE = <ify 2 value for this required fi Ove: e
Event Start Date,Time* Event End Date,Time*
loz/02r2010  |[E[o 02/03/2010 |8 [17: ][00 ]
Venue (no more than 255 characters) Event Contact Information (no more than 255 characters)®

5 one % Localintranet
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