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Essential Tools and Materials

UTEP websites are built with a web-based CMS (content management system) called DNN
(DotNetNuke). The latest version of DNN (8.0) has been released in February 2015, but UTEP
offers version 4, which was last updated in 2009.

Although webmasters are allowed to use platforms other than DNN, they need to consider
two major things before chosing a different platform:
1. Can the webmaster rebuild the whole website from scratch within the timeframe of
her or his appointment?
2. How will the webmaster ensure that her or his successors is able to use the same
platform (e.g., availability and knowledge of specific software)?
If the webmaster chooses to use a different platform, she or he needs to contact UTEP
Technology Support to arrange the necessary transition.

Administrative Privileges

DNN Training
In order to receive administrative privileges for the English Department, the webmaster
has to complete the DNN/Pete’s Pagebuilder Administrator Training.

The training is currently offered by FIT Lab (phone # 915-747-5940).

Webmaster Privileges
After training completion, submit a request for administrative privileges to
helpdesk@utep.edu. The webmaster should have administrative privileges for the
following sites [they have been built separately, so they have separate skin and file
managers]:

= English Department: academics.utep.edu/english

=  RWS-UP (FYC) Program: academics.utep.edu/fycomp

=  West Texas Writing Project (WTWP): academics.utep.edu/wtwp

Note:

While the webmaster has the privileges to update all the sections of the website, the RWS
and RWS-UP Assistant Directors typically update their respective sections. Therefore, the
webmaster should notify or confer with the Assistant Directors in case of any major
changes to the appearance or organization of the website.

Setting up Your Work Space
Create a space on your local computer where you will save all the photos, flyers, etc. Very

often, the photos or flyers need to be edited prior to uploading them to the website, so it is
a good habit to save the originals and the edits locally.
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Note: Organize local folders and files as closely as possible to the organization of the
website. The File Manager on the website itself should also follow the same logic for
consistency purposes.

In addition, create a local backup folder that will contain backups of HTML and CSS files
if/when changes occur.

Photo Editing Software

A basic photo editing software is necessary as photos often need to be cropped and
resized in order to adhere to sizes used on the website.

A more sophisticated photo editing software is useful for creating collages and for
combining photos with text (e.g., Adobe Photoshop or Macromedia Fireworks).
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Information Architecture and Navigation

The information architecture and navigation of the website are designed according to the
concepts of usability and user experience (Rogers, Sharp, and Preece, 2011; Nielsen, 2012).

Usability
Usability, as defined by Rogers et al. (2011), is “generally regarded as ensuring that
interactive products are easy to learn, effective to use, and enjoyable from the user's
perspective,” (p. 20). This view of usability is expanded by Nielsen (2012), who proposes
the following specific questions as guidelines for establishing usability:
= Learnability: How easy is it for users to accomplish basic tasks the first time they
encounter the design?
= Efficiency: Once users have learned the design, how quickly can they perform tasks?
= Memorability: When users return to the design after a period of not using it, how
easily can they reestablish proficiency?
= FErrors: How many errors do users make, how severe are these errors, and how
easily can they recover from the errors?
= Satisfaction: How pleasant is it to use the design?

User Experience

Rogers et al. (2011) define user experience as the use of “elements that contribute to
making a user experience pleasurable, fun, exciting, etc.,,” (p. 26). The authors explain that
interaction designers use a set of designing principles “when designing for the user
experience,” (p. 29), and they further describe the most common design principles, such as
visibility, consistency, and affordance. According to Rogers et al. (2011), “the more visible
functions are, the more likely users will be able to know what to do next,” (p. 29).
Consistency is defined by Rogers et al. (2011) as “designing interfaces to have similar
operations and use similar elements for achieving similar tasks,” (p. 32). In turn, visibility
and consistency affect what Rogers et al. (2011) call affordance. According to the authors,
affordance “refer[s] to an attribute of an object that allows people to know how to use it,”
(p- 33). The authors further explain that “[w]hen the affordances of a physical object are
perceptually obvious it is easy to know how to interact with it,” (p. 33).

When answering the above questions on usability and user experience, it is necessary to
first consider the audience, or as Rogers at al. (2011) put it, “who is going to be using [the
interactive products],” (p. 5) and what “kind of activities people are doing when
interacting with the products,” (p. 6).

English Department Website Architecture

The Department website is set up with a consideration of the website’s primary
audiences—prospective undergraduate and graduate students, as well as its secondary
audiences—current students and faculty.

The separation of primary audiences into prospective undergraduate and graduate
students is important because the desired level of education guides these audiences in
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their search for the information they are seeking on the website. Thus, the basic task that
these users would likely want to accomplish is finding a list of undergraduate or graduate
degrees that the Department offers.

Based on the concept of usability, as defined by Rogers et al. (2011) and Nielsen (2012),
the left navigation pane [Figures 1-3] of the website allows the primary audiences to
accomplish basic tasks efficiently (learnability and efficiency), to reestablish proficiency
quickly (memorability), and to be able to recover from potential errors easily (errors).
Likewise, the navigation menu increases visibility significantly.

Figure 1: Left navigation pane with clearly visible program levels

The Department of English

Lt Ll (]

|+

|+

Figure 2: Left navigation pane - Expanded Undergraduate Programs

The Department of English

=

BA in English Language Arts
BA in English and American Lit
Minor in English and American Lit

Minor in Profess. Rhetoric & Writing
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Figure 3: Left navigation pane - Expanded Graduate Programs

The Department of English

Ll L

PhD in Rhetoric and Composition
Program Description
Admission
Financial Aid
Travel Funding Opportunities
Coursework
Our Faculty
Our Students
Our Alumni
FAQ
Photo Gallery
About El Paso
Contact Us
MA in Rhetoric and Writing Studies
MA in Literature
Degree Plan
Travel Funding Opportunities
FAQ
MAT in Teaching English

Technical and Profess. Writing Cert.

In order to achieve consistency on the website, the navigation menus are the same
regardless of which individual page the users are accessing; also, by placing similar
elements in similar positions, such consistency helps avoid constant disorientation of the
user [Figure 4]. The improved visibility and consistency of the website’s elements helps
users learn the conventions of the website quickly, which in turn makes their user
experience pleasurable.
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The D partment f

| ENG Home

ENGLISH

| Aboutus | contactus | LiberalArts | UTEP.edu

Welcome to the Department of English:
Access to Excellence

Whether you're a current student looking for resources, or afrospective
student interested in the many programs we offer, we're glad you're here. Our

department houses a wide variety of programs, such as:

and the

We serve over 9000 students each year, and have a diverse faculty of over 50
members. The menu bar on the left contains links to our various programs
and student resources.

We hope you enjoy your visit to our site and that you come back soon. If you
cannot find what you're looking for, please contact our department at

utep.edu

engli

UPCOMING EVENTS
You are cordlally invited
Frontera Retorlca s

Spring 2015 Symposium

" Enthym

Friday, 04/10/15
9 am - 2 pm
Rubin Center

_—

Sun|Mon| Tue|Wed| Thul Fri | Sat|

1 2 3 4 5(6|7
[@ 9 [0 1 [12[13]1a
1516 (17| 18 [19]20] 21

The D partment af

ENG Home

ENGLIS#

| Aboutus | cContactus | LiberalArts | UTEP.edu

Most pages utilize a “3
panes” setting with a
left, center, and right
pane. These panes
should have the same
appearance, even if the
contents are different.

RHETORIC AND WRITING FACULTY

Our faculty mentor our students to their fullest potential, offering them many
opportunities to gain experience in areas such as community engagement,
currlculum design, and program evaluation.

Isabel Baca
Ph.D., New Mexico State University

Faculty
English Education
Literature

RWS

Bienvenidos! Welcome to the Rhetoric and Writing Studies Program in the Department
of English at The University of Texas at El Paso. As a native El Pasoan, I am both

a English-Spanish bilingual and bicultural. I received a PhD in Rhetoric and Professional

1 Communication from New Mexico State University, and I am proud to consider myself a
| product of the US/México border. My scholarly areas of interest center on community

\ writing, service-| Iearnmg, and bilingual workplace communication. I created and direct

| The Community Writing Partners Program within the RWS program, collaborating with

| more than thirty non-profit organizations on both sides of the US/México border. My

| publlcatlons include chapters and journal articles on communit -based vriting and

| service-learning. I have presented my research and scholarly work at professional

| conferences and give service-learning workshops to faculty, students, and non-profit

FACULTY SPOTLIGHT

Dr. Isabel Baca has been
elected to the NCTE
(National Council of
Teachers of English) College
Section Steering
Committee.

Dr. Lucia Dura was on the
editorial team for a special
issue of Rhetoric,
P

on Spanish and English in
the Americas.

Dr. Carol Lea Clark has
been awarded a resident
scholarship in October at the
Gladstone Library in Wales,
UK, to do research for a
book on Lawrence of Arabia
and Lowell Thomas, the
American journalist who
made Lawrence famous.
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Website Administration: Front End

Control Panel

Once logged in with UTEP credentials, click on “Show Control Panel” in order to access the
options for creating pages and modules.

)Mode: View ‘® Edit Design Show Control Panel? #
Fage'Fuactions ® Add New Module ' Add Existing Module Common Tasks

x -
Module: | <Select A Module> v Pane: ContentPane v f ¥ -

Add Settings Delete Site Users Roles

é Title: Insert: | Bottom v | Add Site
& P Visibility: | Same As Page v | Align: | Left v v W
Copy Export Import Files Help Solutions

The Depnrtmmt af _ T— i}
ENCLISH & |

The Control Panel allows you to:

- Change the mode of accessing a page (View or Edit)

— - Add, delete, or copy pages, and change page settings
- Add new or existing modules to a page
- Access the File Manager

— — = = Grades 7-1
The Department of English | to support ¢
Accessing the Existing Site Pages - B \/arious ros
. El[ takers are f
The Control Panel does not have an option for I Texas Exan|
: o Tl Ll (rexes™) i
accessing all the site’s pages, but a quick link is \ Readng (€L
available for webmasters under the left navigation o In addtion,
w th
menu on every page. Enalich Edu
graduation
. . . [+} profession.
More information on managing the {
existing pages is in the Back End Tl
section of this manual on p. 22. [ |

Visible By Administrators Only
Site Pages

Webmaster Manual
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Pages

Use Page Functions space to add a new page or change page settings.

J_ane Functions
.

dd

Settings Delete
& (=5
1

{ Copy | Export Import

- -

———— ——

Note:

Although the Page Functions offer the options to add a new page
from scratch or copy an existing page, the “Copy” function does not
facilitate the process in any way (for example, it is supposed to
copy the chosen modules, but it does not).

After clicking one of the above options, the Page Management form will open:

Page Management &

= Basic Settings

= Page Details
€ Page Name:
¥4 Page Title:

¥ Description:

¥ Keywords:

¥ Parent Page:

¥ Template Folder:
© Page Template:
¥ Include In Menu?

¢ Permissions:

= Copy Page

In this section, you can set up the basic settings for this page.

This text appears in the back end space
for managing existing pages.

RWS Minor

Minor in Rhetoric and Writing Studies €

Undergraduate Programs

<None Specified=

Administrators

€——

View PageEdit Page [

This text appears in the browser tab title.

This option specifies if the page is a
sub-page. The setting does not affect
where the page will appear, but it
helps when managing existing pages in
the back end.

Allow “All Users” to “View Page”

all Users <
BackupAdmin

Registered Users

SACS

Unzuthenticated

Users

Username:

when the page is ready to be

public.

b
[N
[

¥ Copy From Page:

® Advanced Settings

&

<None Specified=

v

~

See next page for “Advanced Settings”.
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= Advanced Settings

I

In this section, you can set up more advanced settings for this page)

= Appearance

¥ Icon: File Location:
Root
File Name:
=None Specified>
Upload New File

The only Advanced Setting that must be
changed is the Page Skin. The skin will
adjust the banner and the default menus
to the English Department’s settings.
The current available choices of skins
are:

“2panes”: left and center pane

“3panes”: left, center, and right pane

Note:

Currently, all departments of the College
of Liberal Arts use the same types of
skins. If COLARTS and the English
Department agree, the webmaster can
create new skins. Tutorials for new skins
can be found at Pete’s Pagebuilder
Tutorials.

% Page Skin: Host ® Site
eng-skin-3panes-v2 - index
Preview
%4 Page Container: ® Host Site
<Not Specified=
Preview
¥¢ Disabled:
¥¢ Refresh Interval
(seconds):
¥# Page Header Tags:
= Other Settings
€ secure?
% Start Date: Calendar
% End Date: Calendar
% Link Url:
Link Type:
® None

URL ( A Link To An External Resource )
Page ( A Page On Your Site )
File ( A File On Your Site )

Save the changes by

© Permanently Redirect? / clicking “Update”.

Update Cancel
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Webmaster Manual

Modules are elements that are used to populate each page. Everything that appears on a
page (except for the banner and the footer) is a part of a specific module. The most
commonly used modules are:

Text/HTML: manage text, images, and files
Ultra Media Gallery: manage multiple photo albums by manually adding images

Flash Photo Album: manage single photo albums with images from a specific folder
Bonosoft Multi Page Content: manage multiple pages within one page by creating tabs

Specific modules are further described in “Editing the Most Common Modules” on p. 12.

General Module Characteristics

Modules are “owned” by one page—typically the page where they were first
created. The ownership can be changed, if necessary, in the module’s advanced

settings.

Modules can be moved up or down within a chosen panel, as well as left or right

between different panes.

Most modules on the English website use the following settings that affect a

module’s appearance:

HOSt *
@e Container: NoPersonality - notith

\ Preview

v @Ie Container:

= 3
UTEPBoxes - darkBlueBox >

N\ HFreview

Literature at UTEP
Welcome from the Director

Welcome to the homepage of the Litera
study leading to a

. Qur students study literatu
We have diverse and dynamic group of

|
SAVE THE DATE

Call for Papers
Proposal deadlines:

to shape the contours of literary studies

location, it is not surprising that there is 05 ’”} 3 "Ir 15

offer and to the scholarship we publish.

and we welcome inquiries about our un [}Efr'r 15 J'lr 15

For more on recent faculty accomplishre 07 J.-’ 15 J.-’ 15

Sincerely, 07/20/15
Adding modules

The options for adding new or existing modules are in the Control Panel space. The choices
are self-explanatory.

/\

Mode: View ‘® Edit " ' Design

V4

Page Functions

x
Module: | <Select A Module>

Add Settings Delete

&
Copy Export Import

Title:
& Visibility: | Same As Page

® Add New Module

¥ | Pane: | ContentPane 2
Insert: | Bottom v | Add
Y | Align: |Left v

Add Existing Module

Show Control Panel? #

Common Tasks

A 2
Sif

ite Users Roles

Note:
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Although adding a title to a module is not required, it is quite useful—especially when
adding existing modules to other pages. For that purpose, the titles should be specific and
clear. Module titles will not be visible to visitors if the module container uses the above
settings (i.e., “NoPersonality - notitle” or “UTEPBoxes - darkBlueBox”).

Existing Modules

Modules that already exist on other pages can be added to another page. By choosing the
option “Add Existing Module”, the form offers drop down menus with lists of existing
pages and modules:

Add New Module '‘® Add Existing Module

Page: | Home v | Ppane: | ContentPane A
Module: | Upcoming Events Verti ¥ | |nsert: | Bottom v | Add
Visibility: | Upcoming Events Vertical Align: | Left v

Welcome Title
Welcome Text |
Left Outside Links
Follow Us RRRRRBRRRRESBCREBRRERRERRRRR.
Admin Pages

Save the Date
News Spotlight Title
News Spotlight

Important: Editing existing modules
Using an existing module means that any changes made to the module on any page will
affect the module on all pages where it appears.

Editing the Most Common Modules

Text/HTML: The module allows adding text, images, links, and files through a WYSIWYG
editor that resembles any word editor.

Edit Text/tHTML &

Basic Text Box '® Rich Text Editor v

-0 AR 88 x x T Use font types consistently. Currently,

¥ Editor:

e - - = the standard font is “Verdana”.
" Sal ¢ 9 GactlE: il :.‘.23" ﬁ B8 | Custom Links ~ AW =

Occasionally, the WYSIWYG editor
does not apply the chosen
formatting. In those instances, it is
helpful to switch to HTML mode
and tweak the code manually.

Words: 903 Characters: 6053 _:: Note:
It is also wise to back up the HTML
— code prior to any major changes to
a module.
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Important: Inserting Images
Follow these two general guidelines for inserting images:

i. Each image needs to be tagged with a brief description of the image in order to
comply with the Americans with Disabilities Act (ADA).

ii. Images that appear in the biographical descriptions of Department’s faculty and
students should use the standard width of 150px.

These requirements can be met by accessing the properties of an image:
1. Insertan image in the Text/HTML editor
2. Right-click the image, and chose “Properties”

Properties...

When resizing the image directly
through the properties dialogue, the
Height (112 pt chain needs to be linked to preserve
original proportions.

Width [ 150/ ps

Border Color | 3y ~

Border Width 1 %
Tag each image with a brief description
@ PPamela Herron Y€ : & & P

for ADA compliance.

Long Description

Image Alignment |=] ~

Image Src /Portals/195/People/En{ |

Top | | Right| 103
Margin T — =
Bottom| . Left |

CSS Class | Apply Class  ~
oK Cancel
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Ultra Media Gallery: The module allows adding multiple photo albums that can be
organized and presented in a single space as in the example of the
English Department Photo Gallery (called “Events Album”):

Gallery | My Photos | Add Photo | Approve Photo | Manage |

Mining Books Orange and Blue ~el End of Semester
" February 2015 18 Day Party
February 2015 December 2014

December 2014 November 2014 Dr. Carol Lea Clark

Graduation Mining Books n Lawrence of Arabia,
MNovember 6, 2014

Mining Books Homecoming Pat Mora
October 2014 October 2014 £ {(* October 2014
~ -

Mining Books Nathan f Mining Books
‘ [l s=pt=mber 2014 Englander j ¢ ; April 2014
April 2014

Open House _ Mining Books Department
April 2014 March 2014 . Faculty Retreat
February 28th, 2014
. Mining Books ey The Study of Food Mining Books
February 2014 and the Humanities m January 2014
" February 05-06, 2014

Previous Screen

pow | @ & =@ | Fast—

Slow | [VIShow caption Album list

To add a new album or edit the settings of an existing album, go to “Manage Albums”.
Typically, the only settings that need to be changed are the titles and the album logo:

(7] Mining Books
Title:
9
) February 2015
ﬁ Description: p
O Mining Books, February 2015
Caption Header:
© 2 50 px
Thumbnail width:
v Y . 40 px
Thumbnail height:
@
Album Logo:

| Choose File | No file chosen
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To add photos to individual albums, go to “Add Photos”. Photos can only be added one at a

The “Title” is not visible to
viewers, and it can be left blank.

The “Description” is visible to
viewers, but it can also be left blank.

time:
Choose the album to which the
photo should be added.
1
v Mining Books v
Album:
©
Title: (
|
©
Description: <
Link:
Photo: | Choose File | No file chosen

To delete or edit photos, go to “Manage Photos”. After choosing the desired album, photos

can be reorganized or deleted:

Thumb Title Created Date

w

/7/2015

Image02 3/7/2015

w
~J

/7/2015

Image04 3/7/2015

Imagel5 3/7/2015

Image06 3/7/2015

Author

Daliborka Crnkovic

Daliborka Crnkovic

Daliborka Crnkovic

Daliborka Crnkovic

Daliborka Crnkovic

Daliborka Crmkovic

Download Rating
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Flash Photo Album: The module allows adding a single photo album by retrieving images
from a specific folder as in the example of the Victor Villanueva Visit:

Victor Villanueva Visit

To add photos to a flash photo album, open the module settings, and expand the
“FlashPhotoAlbum Settings”:

= FlashPhotoAlbum Settings

DiisiusieetmrrdemieSPOTTISPOTIISTToST Choose the folder from

@ Graduate Programs\PhD in RWS\Photo Gallery\Victor Villanueva Visit‘-} which the album should

Photo Album .

Title: retrieve the photos.

Album Width: 700 px

Album / px

Height: 450

Max. Image 450 px

Dimension:

Text Color: #FFFFFF
Frame Color: #FFFFFF

Background # 181818
Color:

Allow
Transparancy:

Frame Width: 20 |Px

Stana o
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Bonosoft Multi Page Content: The module allows adding multiple pages within a single
page by creating tabs.

TEXES™ Test Inforn¢ion and Readiness

General Information | Framework and Features | Preparation Materials | Contacts

Engtish

TExXES™ Information Home Page
Students seeking teaching certification in
English Language Arts and Reading for
Grades 7-12 will find resources on this site
to support their test readiness for success.

Various resources for prospective test
takers are featured in preparation for the
Texas Examinations of Educator Standards
(TEXES™) in English Language Arts and
Reat}ing (ELAR), Grades 7-12 (Test Series
231).

)

In addition, students are encouraged to

follow the curriculum sequence in the

English Education Program, contact advisors to plan their program that leads to
graduation and certification, and join professional organizations related to the teaching
profession.

¥ About the TEXES™

Texas law requires every person seeking
educator certification to perform
satisfactorily on the examination. The
purpose of these examinations is to ensure
that each educator has the content and
professional knowledge necessary to
perform as a teaching professional in Texas
public schools.

The examination was designed to measure
a candidate’s knowledge of educator
standards and Texas Essential Knowledge
and Skills (TEKS).

The space for creating and editing pages resembles the Text/HTML space. The settings for
the Bonosoft Multi Page Content allow to set up the desired appearance of the tabs:
horizontal above text (as in the example above) or below text, vertical left or right (as in
the example below). l

Webmaster Manual

Essential Tools and Materials R ==

UTEP websites are built with a web-based CMS (content management ========Zss=s=sssSzIzsIss
system) called DNN (DotNetNuke). The latest version of DNN (8.0) has been Essential Tools and Materials
released in February 2015, but UTEP offers version 4, which was last \ ! t
updated in 2009.

Although webmasters are allowed to use platforms other than DNN, they
need to consider two major things before chosing a different platform:
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Changing Module General Settings
All modules offer the same basic settings that can be adjusted as dsired.

E Module Settings

In this section, you can define the settings that relate to the Module content and permissions.(ie
those settings that will be the same on all pages that the Module appears ). . . .
. . Although adding a title to a module is

= Basic Settings . _ . f

- ey not required, it is quite useful—

Qs Welcome Text <€ especially when adding existing
modules to other pages. For that
purpose, the titles should be specific
and clear. Module titles will not be

¥4 Permissions:
View Module Edit Module

Administrators
All Users visible to visitors if the settings in the
BackupAdmin Module Container below are set to
Registered Users . « . . »
e either “NoPersonality - notitle” or
Unauthenticated "UTEPBOXES - dar‘kBlueBOX".
Users
Username: Add
¥ Inherit View permissions from Page
= Advanced Settings
= Page Settings
::r:atSI; section, you can define settings specific to this particular occurrence of the Module for The preset module color can be
= Basic Settings changed to another color by
© Icon: File Location: inserting the HTML color code.
LRI The colors should comply with
File Name: . | .
<None Specified> the UTEP Graphic Identity Guide

Upload New File .
e and reflect a shade of:

#FF5600 - orange
Not Specified #002147 - blue
#B2B4B3 - silver

¥ Alignment: ® Left er Right

% Color:
% Border: [
¥ Visibility: ® Maximized ' Minimized ne The “Minimized setting gives
B iagiag Goribiina’ users the option to expand the
: module.
¥ Allow Print?
¥ Allow Syndicate? [
. , Module titles will not be visible
Host Site
¥ Module Container: NoPersonality - notitle < to visitors if these Settlngs are
©o
Previ . « .
A= set to either “NoPersonality -
% Cache Time (secs): 0

notitle” or “UTEPBoxes -
darkBlueBox”.
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Routine Tasks
Upcoming Events & Calendar (weekly)
The module Upcoming Events is tied to the Department’s Home page, but it is visible on a
few other pages as well. Regardless of where the module is updated, the changes will
appear on all the pages that use this module. The module is a Text/HTML type of module.

The module also includes the “Calendar” image that is linked to the default DNN Calendar

module.

_—
: UPCOMING EVENTS
Welcome to the Department of English:

Join us for our next

Access to Excellence Mining Books event
Enrique'ls Journey

Whether you're a current student looking for resources, or aéjrospective
student interested in the many programs we offer, we're glad you're here. Our
department houses a wide variety of programs, such as: Discussic

1 \AS v23 Hcls -
na writing studies,

S m and
Dr. R. Joseph Rodriguez

and the » Tuesday, 04/28
: . 6:30 p.m.
’ Blumber
We serve over 9000 students each year, and have a diverse faculty of over 50 g
members. The menu bar on the left contains links to our various programs
and student resources.

We hope you enjoy your visit to our site and that you come back soon. If you
cannot find what you're looking for, please contact our department at

english@utep.edu

Sun|Mon| Tue|Wed| Thu| Fri| Sat

2|3|a|s|s|7

et s

IN THE SPOTLIGHT f_‘;. 9 13'1; j

501 17 201! 2

p— . s 22|23 24| 25 | 26 | 27| 28 |
Gallery | I | Approve Photo | Popu 5195

Updating the events
The events are updated as necessary, but typically there is at least one event per week.
The Upcoming Events section provides only the basic information about the event, and the

link to “More Information” typically includes a link to the event flyer.

If there were pictures taken at the event, the webmaster would collect those pictures from
the photographers and upload them to the Department’s Gallery.

In the Spotlight (bi-weekly)
The Department’s Home page also includes a slideshow with the latest Department news.

The source for the news is the “Monday Missives” email that the Department’s Associate

Chair sends out every other week.
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The slideshow uses the Ultra Media Gallery module called “News Album”. To populate the
album, the images have to first be manually created with a photo editing tool, such as
Macromedia Fireworks or Adobe Photoshop.

IN THE SPOTLIGHT

"~ Gallery | My Photos | 2 Approve bh i

Manage Albums | Gallery Settings | Module Settings | License Image propertieS:
= Size: 450 x 150px
* People images:

Dr. Joe Ortiz's essay, "Teaching the o Size: 150 X 150px
Early Modern Music Archive," was .
published in Teaching Early Modern o Position: X=17,Y=0
English Literature from the Archives,

ed. Heidi Brayman Hackel and Ian = Text:
Frederick Moulton .
o Brief summary of Monday

Missive’s entry
o Default text “Click to read
more news”

When the images are ready to be uploaded, follow these steps:

1. Go to “Manage Photos”, and delete the existing images.
2. Go to “Add Photo”.
3. Choose the “News Album”.
4. Tag each photo with the link to the page with all the news.
5. Choose individual images.
6. Click “Save & Continue”.
E General
© News Album v
Album:
L7
Title:
L
Description:
© Link: |hitp://academics.utep.edu/Default. aspx ?tabid=73958
©
Photo: | Choose File | No file chosen
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Website Administration: Back End

CSS
CSS stands for Cascading Style Sheets that define a preset formatting of a website’s layout,

fonts, colors, etc. For example, the layout and colors of the Department’s main left
navigation menu are defined in the respective .css file.

Important Note:

The .css files for the English Department are saved in the “Skins” folder, and they should
not be modified unless the webmaster is proficient in markup language. Remember to
always back up the existing files prior to any modifications.

File Manager

By clicking “Files” in the Control Panel, the webmaster can access the File Manager to
upload, reorganize, or delete files. Files can also be uploaded or deleted directly through
the modules (for example, when insterting an image).

Note:

For consistency purposes, it is best to organize files and folders as closely as possible to
the organization of the website:

File Manager &
Folders: | Standard - File System ¥ =5 Add Folder & Delete Folder 5#3’ Synchronize Files Recursive
Files: 2] Refresh -=CopyFiles 53 Move Files ﬁ;Upload XDelete Files \
a
’gj 3 File Name Date Size 0|
S Portal Root armendariz.jpg 4/28/2014 8:02:59 PM 74762 X
() affiliated Programs carter.jpg /28/2014 8:02:59 PM 11474 2 R
@ cache CBceballos80w.jpg 4/28/2014 8:02:59 PM 2,996 2 X
PN Fveinks ceballos.jpg /28/2014 8:02:59 PM 8,940 2 X
b~ e Ceballos150.jpg 4/28/2014 8:02:59 PM 82762 X
! as
() Generic Images Ceballos80w.jpg 4;’28/2014 8:02:59 PM 4999_‘ &
@/C) Graduate Programs Jperillo80w.jpg 4/28/2014 8:02:59 PM 22032 %
i meyers.jpg 4/28/2014 8:02:59 PM 7.806 2 X
=) People oy : <
- llo. :02: 468 &
S collages k@ perillo.jpg _ 4/28/2014 8:02:59 PM 6,468 2 X
(Z)English Education PHerronNewCropped.jpg 9/22/2014 6:33:17 PM 158,542 & ®
(Literature
() Office Staff
Z)PhD Students
CIRWS
—JUndergraduate Writing
Courses
(ZJRWS student faculty v | Page1o0f2 30 e
Portal Root\People\English Education\ lUsed: 257.55MB of [unlimited] ] Items Per Page: | 10 v
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Pages
While the front end space allows accessing, updating, and deleting individual pages, the
back end space provides access to the list of all pages. The pages in the list are organized as
closely as possible to the organization of the website (e.g., each pages is placed under the
appropriate “parent” page as described on p. 9):

Pages ¥
Home .| Move Page Pages can be moved up or
...About Us e E— down:
...English Education own:
.Literature a. within the current level
...Rhetoric & Writing Studies
...Contact Us OR
g:zl"‘:;’ HEvents b. between hierarchical levels

...Photo Gallery
Undergraduate Programs

...BAin English Language Arts Actions

...BA in English and American Lit . .
..Minor in English and American Lit. & v€—— Edit Page Settings
...Minor in Professional Rhetoric and Writing e, 0@_ View page
..INVISIBLE-IN REVISION-Bilingual PW Cert. E |

Graduate Programs X Delete Page

...PhD in Rhetoric and Composition

...... PhD_Program Description

...... PhD_Admissions

...... PhD_Fellowship_funding_FinSup

...... PhD_Travel Funding Opportunities

...... PhD_RWS Coursework v
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