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Logging In & Your Site
Logging In
Open a browser and enter the following URL (or click this link):
OR
You will be redirected to the NU Online Passport Single Sign-On page.

Enter your NetlID and password. Then press “Enter” or click “Log In.”

Northwestern

ONLINE PASSPORT

Your single sign-on access to University systems

User Name:

Password: Met|D Password

LOGIN

If a security warning pops up, click “Continue.”

Security Waming ﬁ

Although this page is encrypted, the information you have entered is to be sent over an
0 unencrypted connection and could easily be read by a third party.

Are you sure you want te continue sending this information?

[ o
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Browsers
Cascade users should work in Firefox or Chrome for best results.

The Home Screen
The first thing you’ll see upon logging in is the home screen, which serves as a sort of home base
for your work while logged into Cascade.
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The Home Screen consists of three main areas:
e The navigation panel, which runs along the left side, is used to locate and select assets.

e The toolbar, which runs across the top of the screen, allows you to perform a set of actions,
such as creating an asset.

e The dashboard/main panel, which takes up the majority of the screen, changes according
to the task you are performing.
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Select Your Site

You'll notice a drop-down menu at the top of your screen, toward the left. Clicking it reveals all of
Feinberg’s sites hosted in Cascade; please note, however, that you’ll only be able to edit the
Feinberg site for which you’ve been given permission. The menu displays “Global” by default; use it
to select the Feinberg website you want to update.

Cascade Server | - |

FSM-Admissions 1
FSM-Admissions-OLD > Dashboard
F5M-Aging
FSM-AIDS
FSM-ALS
FSM-Alumni

| Base Folder

FSM-Anesthesiology History
FSM-Asher-Center
FaM-fisthma-00en [ N —

Set Your Default Website

With few exceptions, most Cascade users spend most or all of their time working on the same
website. If this is the case for you, it’'s possible to select a default website so you won’t have to
select your site every time you log in.

Quick Links

& Learn More

To set your default site:
1. Click “My Settings” near the top right corner of your browser window.

2. Click the link next to “Default Site,” then select your preferred site from the left panel of the
window that opens.

3. Click “Submit.” Your changes will be saved.
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The Navigation Panel

The navigation panel uses the tree structure that will be familiar to any user of Windows:

A listing of folders is visible, and the user clicks on the small “+” next to each folder to view its
contents.

= [ Base Folder =l | | Base Faolder
H _intermnal || _internal
H about = 2] about
@ [ coniultN =] diverh
@ 2] does Q indeax
H || images Closed Q integration Dpﬂn
b fil ;
; b= 'T"E'.T' er profi Efﬂldﬂr [ | consulting folder
# L5 projects == docs
H publications [ | images
o styles || member profile
Q ﬂ || projects
|| robots.bxt [ | publications
|| styles

=
robots. bt

Your site contains a Base Folder, which is where all its contents should be placed, including any
new content you create.

To begin browsing your site in Cascade, click on a folder in the navigation panel to expand the
folder tree. Once the folder expands, the sub-folders and page assets are displayed in the same
directory structure that exists when published.

Clicking the name of a page in the folder, such as “index,” will bring up a preview of the web page
in the main system window, just as it would appear online.
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. | ublications
Move your mouse over a folder or page, and you will see P
. . ind
a small arrow on the right side of the word. When you % index=
. . . View
click on it, a context menu will appear. The menu resoul -4

. o . . Edit
presents links to specific asset tabs for faster navigation. [ suppq o Edi
|;| uni_rd 38 Move/Rename

|;] what_| |l Copy
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# [ | events | T Audits
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Recent History

Often, as you’re working within the system, you’ll want an easy way to return to content you were
working on earlier. The history section lets you see a list of your most recently viewed or edited
assets.

Recent history is displayed on the dashboard; you can also view it by clicking the history button,
located in the toolbar. Your history is cleared each time you log out of the system, so you’ll only see
assets that you’ve viewed during the current session.

History o

{at Praferences

(2] Fv/mobils

(2] _Fv/haader

[=] FSM-FAME:_fw/mabile

gy -Internal/rwd/nm-blocks/mabileManu

(2] _rwd/mabile

|_='| FSM-MD-Education:curriculum/components/index
|='| FSM-Admissions:..~life/student-organizations
[gy FSM-AWOME-Secure:...oups/Dance Interest Group

L] FSM-Davelopmaentistories/partners/indaex

View sntire history
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Folders & Navigation

Creating Content

Building a website in Cascade starts with creating a folder structure: A collection of folders
containing specifically arranged assets. Cascade takes this structure, applies design templates to it
and generates your website.

As you build your site in Cascade, you’ll work with folders and files (PDFs, Word documents,
images, text files and web pages) extensively.

Before you learn how to create and manage folders, it’s important to understand how
Cascade uses the information you provide when creating and modifying them.

Folders and Dynamic Navigation
Your site’s navigation is built from the structure and order of the folders within its main directory
folder (Base Folder) and the subfolders contained within.

This type of navigation is called dynamic navigation because it’s automatically generated and
updated by how you build your site’s folder structure.

The text that appears in the top navigation and footer links depends on what you enter into the
Display Name field.
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Navigation
This example shows the left navigation of About Feinberg section of the website. The order of the
folders in Cascade determined what order the navigation is displayed in.

About Feinberg Welcome from the Dean

Office of the Dean

Biography

Dean's Media

Name = Order
Photo Gallery
I-__-' index
* ‘Welcome from the Dean dean " .
notable 3 a
Motable Faculty and Alumni histary .
facts 5
Our History W events 6 if Me
- ive

contact

. N DIoMeaical researcn, equcanon ana clinical Care, we wiil conunue advan
Factsand Figures

Indeed, the quality of our healthcare delivery is among the highest in the c
Ann and Robert H. Lurie Children’s Hospital of Chicago and the Shirley Ryar
innovations in medical science. But how can we further advance our comm

Medical School Eve

Contact Us
To address this question, we have achieved new alignment with our health

The same holds true for the top and footer navigation.

Folder Order
In this example, we’ll be changing the top navigation in the main directory of your site.

1. Inthe navigation panel, click on the Base Folder of your site. (Click the folder link, not the
“+” sign next to it.)

2. Click the column header marked “Order.” The assets should reorder from lowest to highest.
If they don't, click “Order” again to reverse the sort order. Note that this sorting is
necessary for any reordering to work.
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| fabout

Vi M| Edit | Move/Rename || Copy || Publish || Relationships | More @

Contents Gallery Properties

L Hame |« Order Last Modified

[ D index 1 Mar 16, 2017 2:15 PM
L= | dean 2 Now 2, 2016 2:37 PM
! [- notable 3 Jan 10, 2017 10:24 AM
= [= history 4 Dec 15, 2011 4:16 PM
|= | facts 3 Now 2, 2016 3:41 PM
2 people 6 Mar 9, 2017 3:54 PM
2l community 7 Apr 27, 2017 3:01 PM
| events B Dec 6, 2016 3:31 PM
U [5 contact ] Mov 2, 2016 3:58 PM
[ [ _expired 10 Nov 14, 2015 10:04 AM
=) _notable 11 Feb 22, 2012 4:21 PM
[ _people 12 Mar 6, 2017 9:10 AM

| Select: All | None | With Selected: | Sglect One ¥

3. Click and drag each folder/file to the desired position, or use the arrows at right to move
them up or down in the order. Your changes will be saved automatically when you navigate
away from the folder.

In order for these changes to take place on your live or development site, you must republish the
folder you’ve reordered.

Creating Folders
Since Cascade generates your site’s navigation from folders and their names, it’s important to
name them properly. This begins when you create a folder.

1. Navigate to the folder where you want to create a subfolder. For this example, we’ll create
a folder within the “images” folder.

2. Inthe menu bar, click “New” and then click” Folder.”

3. Enter the folder name in “System Name” field. Use only letters and numbers. Do not
include spaces; put dashes between the words instead
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How Do | Hide an Asset?
To keep a Cascade asset from appearing in the left navigation of your site:

1. Open the asset in Cascade.

Remove any text in the “Display Name” field, leaving it empty.

3. Click the “Metadata” tab, and look for a drop-down menu next to the words “Show page in
navigation?” Select “No.” Save the page.

4. Re-publish the entire directory in which your asset is placed. This will update your site’s left
navigation.

N

After publishing, you may need to refresh your browser or clear your cache to see the updated
page.

Editing Existing Pages
Basic Formatting
Q[(x. x|B I U=ESS

A @@ ity P-E=iE|F=

| Styles » Heading 2 —

| |5 b EH=H| ¥ 2|~

e

Formatting text as bold, italic, underlined, subscript, superscript and setting its alignment to left,
right or justified, works the same in Cascade as it does in any word processor: Simply select the
appropriate text, then apply the formatting you want it to have.

When the editor is blank, the format drop-down menu will just say “Format.” To make sure the text
automatically gets formatted to the “Paragraph” format, hit Enter before typing anything (or select
the format Paragraph in the drop-down menu). If you do not do this, the text you type will display
larger than normal.

Cascade is currently configured to remove the “centered” formatting available in the editor.

Headings and Subheadings

To create a heading or subheading in Cascade, simply highlight the text you wish to use as a
header, then, in the Cascade editor window, click the “Format” drop-down menu and select
Heading 1, Heading 2, or Heading 3. The importance of a heading descends as its number ascends.
Information used as a Heading 1 should be more important than that of a Heading 2 or 3.
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Use Headings and Subheadings Frequently

Web usability studies have repeatedly shown that users scan web pages, rather than setting out to
read them top to bottom, as one would a textbook or novel. This means that concise copy and
frequent (but judicious) use of subheadings is vital to making your pages useful to your readers.

Improves Search Results

Google — and thus our internal search engine, which is supplied by Google and uses the same
search algorithms — notes information contained in header tags and gives more weight in search
results to pages containing search terms in header tags.

Build ADA-compliant pages

Screen readers used by blind people detect the HTML codes that indicate headers and pay more
attention to them than they do to ordinary paragraph copy — even if paragraph copy is set to bold
or italic.

Copying & Pasting
In maintaining a Cascade website, it’s highly likely you’ll frequently be copying and pasting content
from Microsoft Word documents and Adobe PDF files. Keep these notes in mind.

Pasting from Word

Using the Paste function in Cascade automatically removes the superfluous code that is often a
byproduct of pasting from Word — code that could interfere with the formatting of many web
pages.

Reduce the time you spend formatting text in Cascade by using the corresponding functions in
Word — nearly all of which translate seamlessly from Word to Cascade. These types of formatting
carry over from Word to Cascade during the cut-and-paste process.

e Headings: The Heading 1, Heading 2 and Heading 3 formats from Word translate into the
correct corresponding HTML header tags in Cascade.

e Basic formatting: Bold and italic formatting translates perfectly.

e Links: Any links to external websites made in Word will remain intact and functional when
pasted into Cascade. However, users should not create internal links (links between pages
of the same website) in Word. Create them after pasting your copy from Word. Since Word
doesn’t have the ability to specify whether a link opens in a new window or the same
window, you’ll have to configure this after pasting your text into Cascade.

e Link titles: (called “tool tips” in Word) do translate from Word to Cascade, and must be
filled in to meet ADA accessibility standards.

e Email links: As with web links, these translate perfectly.
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e Bulleted and numbered lists: These cause no problems, though please note that heavily
nested lists often do not translate successfully.

Pasting from PDFs

Unfortunately for Cascade users, text copied and pasted from PDF files does not translate well in
terms of formatting. Copying and pasting an entire PDF document more or less guarantees you a
colossal headache. Formatting, links and paragraph returns do not carry over.

If you need to copy and paste from a PDF, please follow these steps:
1. Open a PDF.
2. Select all (Ctrl + A); copy (Ctrl + C).
3. Windows Users: Open Notepad (Start Menu > Programs > Accessories) and create a new
document. Mac Users: Open a new TextEdit document, go to the Format menu, and select
“Make Plain Text.”
4. Paste into Notepad/TextEdit (in Notepad, go to Format > Word Wrap if you want to see
more of the document.)
In Notepad, select all + copy.
Paste it into the Cascade editor.
Select all.
Select “Paragraph” from the drop-down menu.

© N oW

You’ll now need to reapply all necessary formatting to your content. Unfortunately, there’s no
quick workaround to this, but ultimately it’s easier than removing untold line breaks from your
page while in Cascade.

Inserting & Editing Links
Select the text or image you’d like to link and click the link button.

InsertEdit Link |

Internal @ External

Link | http://www.northwestern.edu

Anchor |

Target |Same Window :I

Title |Northwestern University Home Page

Class | --Styles--
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From there, you will be able to specify the following:
e Whether the link target is an internal page (within your site) or an external URL
e Whether the link will open in the same window or in a new window (default: same window)
e What the link’s title will be (appears as the floating “tool tip” when a user hovers over link
text)

Insert an Email Link
Follow the same instructions as inserting a link, and select “External.”

Insert/Edit Link

O Internal @ External

Link | mailto:youremail@northwestern.edu

Anchor |

Target | Same Window ||

Title

Class | --Styles--

Use the following formats for the link:
e One Recipient
0 mailto:sample@northwestern.edu
e Multiple Recipients
0 mailto:sample@northwestern.edu,sample2@northwestern.edu
e with Subject
0 mailto:sample@northwestern.edu?subject=Comments from Feedback Form
e with a Copy (CC)
0 mailto:sample@northwestern.edu?cc=sample2@northwestern.edu
e with a Blind Copy (BCC)
0 mailto:sample@northwestern.edu?bcc=sample2@northwestern.edu
e with Subject, a Recipient, CC and BCC
0 mailto:sample@northwestern.edu?subject=Comments from Feedback
Form&cc=sample2@northwestern.edu&bcc=sample3@northwestern.edu
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Insert an Image
1. Place your cursor in the area of the copy where you want to place an image, and click on
the Insert Image icon (the tree picture) in the toolbar.

2. Choose whether you want to create an internal or an external image. An internal image
(default option) is a file that is already in the system, or one that you upload. An external
image is one that you link to using a URL, though this is discouraged.

3. Next to Image, you will see two icons, a red cancel/delete icon and an image icon. Click on
the image icon.

— o e mm—

@ [ _internal “| current Selection
# [0 about
® [ does
& [ images El images/homepage/feature-largel.jpg
= . hoemepage
e oo

@ feature-largel_thu
feature-large.jpg
@ feature-large2_thu =
feature-large3.jpg
feature-larged_thu
feature-larges.)pg
IE feature-larged_thu
sidebar-featurel.jr
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4. Select an image from your images folder (or sub folder) and then click to confirm.

InsertEdit Image .

Basic Advanced

@ 1nternal @ Externa

Image (@ [E [images/homepage/feature-largel.jpg]

Alternate Text * |M1 Classroom

width/Height |645 | x|220

| ——— [conce ]

5. Be sure to give the image an “Alternate Text” name describing the image for ADA
compliance and search engine optimization purposes, then click on “Insert.”

Use the “Styles” drop-down menu to apply formatting to your images while inside of the
WYSIWYG editor. The styles configured on your website will vary somewhat, but in general the
following styles should be available:
o fltIft: Applied only to images; aligns image to the left and applies a float area around it to
keep text from running into it.
e fltrt: Applied only to images; aligns image to the right and applies a float area around it to
keep text from running into it.

Creating a New Page

Guidelines for New Content
If you find that there’s information your office or department needs to publish that doesn’t fit with
your existing pages, it is, of course, a fine idea to create a new page.

For best results, though, consider the following when updating your content:

e |[sthere a clearly defined need for this content? If so, what is that need?

e Who will benefit most from this content, and where can | place it so it will be easily found
and do the most good? If the answer is somewhere within another part of the site, contact
us for help.

e Remember that new pages must be complete, not in progress, when you submit them for
publication on the Feinberg websites. Pages that say only “Coming soon!” are not
acceptable.
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Creating New Pages
The process of creating a new page is nearly identical to that of creating a new folder or asset:

Navigate to the folder where you want to create a new page.

In the Menu Bar, click “New > Page.” The “New Page” box will appear in your Main

Panel.

Enter your page’s system name, display name and title in the appropriate fields, and (if you

have it ready) place your page’s content in the main content field.

a. System Name: equivalent to the file name. No spaces, use only letters and numbers
and use dashes instead of spaces. You do not need to include the file extension
index.html.

Display Name: Used in the site navigation, so keep it short and descriptive.
Title: Used for page title (at the top of the content area) and also the browser
window title. Again, be descriptive and brief.

5. In the Metadata field, select whether you want the page to appear in the left navigation.
There are few cases in which a page should not appear in the left navigation; use this
function sparingly.

6. Click “Submit.”

PwnNnpE

Your site will not automatically publish to the live site, you'll need to manually publish your
changes; see below for more information on publishing pages.

Creating & Uploading Files

To use or link to a photo, PDF, Word document or Excel spreadsheet in Cascade, you’ll first need to
upload it to the CMS. By doing this, you’ll be creating what’s called an asset.

Upload a New Non-Image File

1. Inthe Menu Bar, select “New > Document” or “New > File.”

2. The main panel will change to the “New File” panel. At the bottom of the area labeled
“Data,” you’ll see a field marked “File Upload” with a “Browse” button next to it. Click
“Browse.”

3. Afile-browsing window will open, allowing you to navigate to and select the file you wish to
upload; do so and click OK.

4. On the “System” tab of the “New File” panel:

a. Name: Unless you specify a new filename, Cascade will use the original name of the
file you’re uploading. As such, you can ignore this field unless you’d like the file to
have a different name in Cascade.
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i. However, please remember that Cascade file names cannot include capital
letters or spaces. If the original name contains either of these, please give it a
new name that substitutes hyphens for spaces.

ii. PDF file names must include the extension “.pdf” at the end of their system
names in order to work properly in Cascade. If you’re uploading a PDF file
without a visible file extension, please remember to append .pdf at the end
of the system name.

b. Parent Folder: Click this link to specify in which folder the file will be stored. It is
strongly recommended that all site users store files in a central or common location
— a “docs” folder for Word and PDF files, or an “images” folder for photos.
c. Publish: Check this box if it’s a file that will need to be published to the web server.
d. Index: Check this box if it’s a file that will need to be included in dynamic navigation
menus.
5. Click “Submit” to upload and save your file.

Upload a New Image File

The process of uploading new image files is similar to that of uploading a new non-image file.
However, Cascade’s built-in image editor adds a few very important steps related to resizing
images as you upload them.

= Mew File

Symlem Name daremn-cors
Parent Folder o [images]

Faermrl

— Edit I =

I I Widtk Haight ey : - a1 [ i 1
= Il =00 & B0 }ll s E-J‘|"'“ '.t-‘|-.|.

1. Inthe menu bar, select “New > Images.”

2. When choosing the destination folder, choose your site’s Images folder rather than its Docs
folder.

3. As with non-image files, Cascade will automatically use your photo’s original file name as
the system name.
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a. If this file name is non-descriptive, such as “DSC_20110608-005.jpg,” enter a
descriptive system name so you’ll be able to identify the file when browsing your
image folder.

b. Make sure there are no capital letters or spaces in the file name.

4. If you're uploading a full-size or similarly large image (e.g., 1500 by 2400 pixels), you must
reduce the size of your image by doing the following:

a. Inthe “New File” window, change the dimensions of the longer side of the photo to
900 pixels or fewer.

b. If you're not sure what size your image will be, this allows you to use it at a large size
if needed, but at a greatly reduced file size. If the lock icon is showing (as seen
above), changing the length of one side will proportionally change the length of the
other

5. Click the “Resize” button to resize the photo.
6. Click “Submit.”

Publishing

Once you’ve made edits to a page, you'll still click “Submit” at the bottom of the page you're
editing — but you will still need to publish your edited page.

The publishing process is simple.

1. After clicking “Submit,” you should see a green bar at the top of the Cascade window that
reads “Edit Successful.” Confirm this is present, then:

a. Click the Publish tab at the top of the page preview window, or...

b. Choose Publish from the context menu next to the asset in the navigation pane.

2. You'll see three areas of the screen, where you’ll configure the publishing process for your
pages:

a. Page Configuration: Refers to the type of page you’re publishing; there is no need to
alter this area.

b. Destination: This area shows to which servers you’ll be publishing your edits. Two
servers should appear, one with the word “dev” in its name (this is your site’s
development server, a test server) and another with the word “prod” in its name
(this is the live server that’s viewable by the public). If you only want the changes
you’re making to show up on the development server (for example, you might want
to show someone a set of proposed changes to the live site), make sure only the box
next to “dev” is checked. If you want your changes to go live immediately, make
sure both boxes are checked.

c. Options:

i. Generate a publish report message if checked, means that you’ll receive a
message within Cascade’s internal messaging system (viewable from your
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Dashboard or from the Messages link in the Quick Links menu) confirming
that your page was published and what errors, if any, occurred during
publication. This is good to have, but not absolutely necessary.

ii. Publish and Un-publish mean exactly what they seem to: Publish updates the

page you've altered on the server, and Un-publish removes the page from

the server entirely.

3. Once you’ve selected the configuration you want, click “Submit” to publish your page. You’ll

get a confirmation message in a green bar at the top of the page.

VERY IMPORTANT: If you’ve made updates to the order of the navigation in any way — this

includes adding a new page, changing the order in which the pages appear or changing the display

name of any pages that appear in the left navigation — you must republish the entire folder in
which the updated items appear to see those changes reflected on the live site.

To publish a folder, navigate to the folder you want to publish, then follow the steps listed above.

What to Publish & When

If at all possible, avoid publishing your entire site, for the simple reason that it’s not necessary. It
also consumes a limited amount of bandwidth in the University’s publishing queue.

Even if you’ve made significant changes to the left navigation throughout your site, it’s only
necessary to select the folders to which you’ve made changes and publish them, rather than the
numerous additional unseen files that exist throughout your site.

If You Change

Publishing the Following

The display name of a left/top navigation item
(or add an item to the left/top navigation)

The folder containing the item

A page, by adding a photo or PDF link to it

The changed page only. (New assets linked to
from a page are automatically uploaded when
the page is published.)
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Feedback

We appreciate your comments as Cascade user and as a reader of this document. If you would like
to contact us with your comments or concerns, please email

For more training within Cascade, visit the Office of Communication’s website for information on
how to attend one of our in-person training sessions.
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