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INTRODUCTION

The College of Business currently uses a home grown content management system. A content
management system, often referred to simply as a CMS or plainly CMS, is a computer
application used to create, edit, manage, and publish web site content in a consistently
organized fashion.

The purpose of using a CMS is to improve the effective and efficient operations of web site
management. Web site content creation, editing, management, and publishing without the use
of a content management system requires the knowledge and experience in programming, html,
xml, and other technological acumen. Without such programming skill, web site tasks are
accomplished through departmental information technology areas. CMS streamlines content
and website maintenance without such prerequisite knowledge; merely requiring very basic
computer skills. This increased effectiveness and efficiency improves many facets of
departmental, organizational and project based web sites.




LOG INTO THE CMS

Navigate to www.business.uc.edu using your internet browser.

Click on UC Tools next to the Search box.
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Login using your Business Credentials (This is the same user name and password you would
use to log into your Desktops in the College of Business)
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Once Logged in this is the screen you will see
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Edit Profile

n My Business@UC hosts a number of useful technology and callege related functions. Since it is likely that you
Site Content will not have access to all functions, below is a list of main categories, If there is a function below that is not
available in your left menu and you feel you should have the rights to use it, please contact us through the

Event Submission Contact IT/Webmaster form. Administrative functions are not listed

News Submission

Room Scheduling

Room Technology
Request

Multimedia Scheduling

Logout

Account Information - Edit vour Profile,
Change Your Password

Site Content - Edit Your Group Pages

News Submission/fEditing - Submit/Edit a
Mews Story or Link

Event SubmissionfEditing - Submit/Edit a
General College Event

Room Scheduling - Check availability and
Schedule a Room

Room Technology - Request technology
assistance/equiprment
Course Scheduling - CoB Course Scheduling

* Multimedia Scheduling - Reguest

Videoconferencing/Streaming




EDIT YOUR PROFILE

Click on Account Information
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. My Business@UC hosts a number of useful technology and college related functions. Since it is likely that you
Site Content will nat have access to all functions, belaw is a list of main categories, If there is a function below that is not
available in your left menu and you feel you should have the rights to use it, please contact us through the

Event Submission Contact IT/Webmaster form. Administrative functions are not listed

News Submission
I s Account Information - Edit vour Profile, Room Scheduling - Check Awvailability and
Room Scheduling Change vour Password schedule a Room
Room Technology Site Content - Edit Your Group Page.s . Roqm Techno.logy - Request technology
Request * News SubmissionfEditing - Submit/Edit a assistance/equipment
Mews Story or Link Course Scheduling - CoB Course Scheduling
Multimedia Scheduling * Event SubmissionfEditing - Submit/Edit a Multimedia Scheduling - Request

General College Event Videoconferencing/Streaming
Logout
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Site Content Use the links above to edit the different areas of your profile.

Event Submission The Profile Editor should be utilized frequently to keep your Business@UC Profile up-to-date, Many of the
features throughout the CoB web site rely on this information. Sorme of the most common include your
MNews Submission profile, the CoB directory (also used for our lobby kiosk), room scheduling, event calendaring, contact pages

and the expert catalogue.
Room Scheduling

friew profile editor features:

Room Technolog

For example: - Click the General tab to edit your contact info and click Update . NOTE: - Make
sure to check the OAlIl ow your photograph to
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Event Submission l:l |{ Select = |» |-=: Select = v

News Submission Job Title *

Room Scheduling |P.|:|:Iications Analyst - Web Projects Manager

Room Technology

Contact Information
Request

Multimedia Scheduling Office#  Building * PO, Box Mail Location *

Econ Course 208 ICarI H. Lindner Hall 210020 noozo

Management

e-mail * Phones * Fax#

|ajay John@uc.edu

Group Memberships & Profile Photo

Logout

CoB aAffiliations
Econ Course Admin, Event Approvers, HTML Editors, Master Editors, Staff, Technology, Wweb Team

*##* If yvour departrnent andfor center affiliations have changed, please contact us and include these changes
in the body of your message.
rour Photo:

Allow your photograph to be displayed? (if available)
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EDIT AWEB PAGE

First thing to do while editing a webpage is finding the name of the page you would like to edit.
Letdbs say we want to edit the following web page.

You can find the name of this page on the title bar of your browser window which is
6Aachen, Germanyd in this exampl e.




