UNITE WEB MANUAL - EDITOR’S GUIDE
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Accessing the Unite Web

The Unite Web is a user based system. Users are given different levels of permissions to allow or disallow
access, as well as controlling content editing rights for different sites.

Link your Unite Web ID

1.

To gain access to your specific site(s) you'll need your administrator to set-up your account using your
Unite ID and United Nations e-mail address. This is because the Unite Web login is integrated with the
Unite identity login so that the login information is the same across all platforms.

Once your account is created you should receive a confirmation email.

Logging in to Unite Web

1.

To access the login page for your particular site, you'll need to add "/user" to the end of the URL or
website address.

For example, if your website address is:

un.org/internaljustice/oaj/en

to access to the login page you will need to add "/user" to the end of the address:
un.org/internaljustice/oaj/en/user

Once you hit enter you will be redirected to the login page where you can enter your Unite ID and
password.

Once you have entered your password, click the “Log in” button and you will be re-directed to the back-
end of the website and your profile page.

Editing your profile

1.

On your profile page you will be able to edit some of your profile information.
Note: Because your username and password are linked to the greater UN infrastructure via your Unite ID
you will not be able to change your username or password.

To edit your preferred language, you can select it from the Site Language dropdown in the Language
settings section.

~ Language settings

Site language
English v

This account's preferred language for emails. This is also assumed to be the primary language of this account's profile information.

To edit your local time zone, select it from the Time zone dropdown under Locale settings.

Go to: Table of contents
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- Locale settings

Time zone
New York ~

Select the desired local time and time zone. Dates and times throughout this site will be displayed using this time zone.

4. Once you have made your changes click the blue “Save” button to save them.

Go to: Table of contents
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Content creation and authoring

As an Editor you have access to all of the same actions as an Author. In addition, Editors can perform the
following actions:

e wN e

Add new content

Edit existing content (created by other users)
Delete existing content (created by other users)
Reviewing Moderated content

Schedule content for publication

Content types available on the UNITE WEB

The UNITE WEB site gives Editors the capacity to add the following types of content to their sites.
Click on the titles below to see the list of available fields for that content type or click here to view a step-by-
step example of the population the Article content type.

Article — An Article is content type that can store text, images, video, documents and audio files.
Articles can be categorised and displayed in various ways throughout your site.

Page — Pages are typically used for static content or as a space to display other content. The items of
a main navigation are typically Pages.

Biography - Biographies are content types that store information about specific individuals and
include personal information fields like “Date of birth”, etc.

Event - Event is a content type that is used to add a time bound event to your site.

FAQ - FAQ is a content type that allows a user to add a collection of frequency asked questions (FAQ)
and answers to their site.

News story - News Story is a content type that stores news-worthy information or news stories from
internal or external news media channels.

Press release - Press Release is a content type that allows for the publication of press releases,
typically from within the UN and its organisations.

Statement/Speech - Statement/Speech is content type that allows for the storage and publishing of
statements or speeches from official sources within the UN.

Click here to continue to the Add new content section

Go to: Table of contents 6




Add new content

As a Unite Web Editor you are able to add content to Unite Web sites. To add new content to your site,

follow the instructions below.

1. On the administration bar, navigate to and click Content.

E Manage j_ EditorUser

Unite Web % Properties

Add micro-content ﬁ
Scheduled
L;;’
Bulk Media Upload \\fl
AN

2. On the Content page, click the blue + Add content button

Content

Overview Moderated content Scheduled content

+ Add content

3. On the Add content page, select the content type you want to add from the choices available.

Add content

~

Article

This content type is used to add content related to Article.

v

Biography

This content type used to add biography content.

v

Event

This content type is used to add content related to Event

> FAQ
This content type is used to add FAQ's

~

News story

This content type is used to add News content.

~

Page

This content type is used to add content related to Page

~

Press release

This content type used to add press release content.

~

Statements and Speeches

This content type used to add Statements and Speeches content.

To view a step-by-step example of the population the Article content type, click here.
Alternatively you can select the content type that you are adding from the list below to get an overview of the

fields available for that content type.

Article | Page | Biography | Event | FAQ | News story | Pressrelease | Statement/Speech

Go to: Table of contents
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Step-by-step example: adding an Article content type

This is an example of the population process of an Article. The process is similar for the other content types,
however with the other content types the fields will be different.

1. Title — Specifies the title for the new Article.

Title*

2. Language — Specifies the language of the Article.
Language

English v

3. Reference Language — The original source language of the Article as a taxonomy. May include unofficial
UN languages.

Reference language

Q

4. Subtitle — Subtitle is the text that will appear below the main title of the and above the item content.
Multiple subtitles can be included in each content type. Select Add another item to enter additional
subtitles.

Subtitle Order

5. Description — This is the main body or content area of the content item and is also referred to as the
CKEditor. You may customize this section with paragraph formats, block styles, added images and URLs.
More information on text formats can be found following the "About text formats" link at the bottom
right of the box. If you’d like to add a summary for your content, select Edit Summary and an additional
summary text box will appear. For a full explanation of the CKEditor and functionality, view the CK editor
section in this manual.

Go to: Table of contents 8




Description§(Edit summary)

B I US == == Normal - | Styles - | T |~
x* X, = BEEQYNO®H = [En L SR

GwH E=zBEODR @ Bsoure

&

body p

About text formats

6. Global Category — In this field we can select from the Unite Web categories list. These categories can be
applied to this content type. Enter the category name and allow the search functionality to locate the
existing category. You can add multiple entries by pressing the Enter key after each.

Note: The Global Categories taxonomy includes categories that are determined by the United Nations on
a global level. These items are inherited by all subsites from the main Unite Website and cannot be edited
at the “subsite” level.

Global Category

Q

7. Local Category — These are localised categories that are specific to your site as opposed to the Global
Unite Web categories. Add and separate multiple categories with a comma.

Note: Local categories are taxonomies specific to individual sites and can edited by Editors and Site
Administrators at the local site level.

Local category

Q

8. Image/video — Attaches images and/or videos to the content item. These images/videos are displayed
based on the layout template as opposed to adding images in the body of the content item (see
Description above). Click the Add media button.

1 vid
Image/jvideo

No media items are selected.

A pop-up window will open and you can either upload a new image or video, or you can select one from
the existing media library. To find out more about adding image or video, see either Add media - Images
or Add media - Videos for more info.

Go to: Table of contents 9




Add or select media

Add files
Remote video - S

Video
Drop files here to upload them

Remote video

or
Kaltura
Select files
Unlimited number of files can be uploaded to this field
180 MB fimit
Allowed types: png gif jpg jpeg svg.
Name Sort by
Newest first v Apply filters

0 items selected Insert selected

Document — Attaches a document(s) to the content item. Click on the Add media button to begin
uploading or attaching an existing document.

Document:

No media items are selected.

A pop-up window will open and you can either upload a new document or you can select an existing one
from the media library. To find out more about adding documents, refer to the Add media — Documents
section of this manual.

Add or select media

Document

External docu-

Add files
ment
ODS document Drop files here to upload them

URL
or

Select files

180 MB limit
Allowed types: txt doc docx xis xisx ppt pptx pdf csv odt epub

Name Sort by

Newest first v Apply filters

0 items selected Insert selected
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10. Audio — Adds audio files to the content item. Click on the Add media button to begin uploading an audio
file.

Audio

No media items are selected.

One media item remaining.

A pop-up window will open and you can either begin uploading an audio file or you can select one from
the media library. See the Add media — Audio section in this manual for further instructions.

Add or select media X

Add file

Drop files here to upload them

or

Select files

One file only.
180 MB fimit
Allowed types: mp3 wav aac

Name Sort by

Newest first v Apply filters

0 of 1 item selected Insert selected

11. Location — Specifies the geographic location that is relevant to the content item or from where the
content item is/was published.

Location
2]
12. Author — Specifies the author of the content item.
Author
Q

13. Entity — Refers to the office/department that is publishing this content item.

Entity

Q

14. Tags — Allows of the adding of existing or new key tags to improve Search Engine Optimization (SEO) and
categorisation or grouping for the content item.

Go to: Table of contents 11




15.

16.

17.

18.

19.

Tags

Q

Related Content — This area allows for the specifying of other related content items. Begin typing the
name of the content item you want to relate in the search box. You can add multiple items by clicking the
grey "Add another item" button. The related content items can be organised by using the cross-arrow
icon to the left of the text field. Related items can be removed by clicking the “X” to the right of the text
field.

© Show row weights

Related content

Q [

Permanent Link — Refers to the full URL or internet address of this content item.

Note: It is recommended that you allow an automatic link to be generated by leaving the “Generate
automatic Permanent Link” checkbox selected. However you can manually write out your own
permanent link by unchecking the box.

Permanent Link
Automatic alias

Generate automatic Permanent Link
Uncheck this to create a custom alias below.

Permanent Link

Specify an alternative path by which this data can be accessed. For example, type "/about” when writing an about
page.

Property — Allows for the assigning of a content item to a Property. It can be selected by clicking the
dropdown arrow. To refine the list, start typing the name of the required Property and then selecting
that Property from the auto search list (Property is another term for a site).

Note: New Properties can only be created and configured by Site Administrators

Property

- None - v

The property to which this content belongs.

Read-only properties — Allows for the setting of a relationship a property with read-only permissions. In
other words, the read-only Property will be able to access and display the content, but none of the users
of the read-only Property will be able to edit the content.

Readonly properties

The property to which this content belongs in readonly mode.

Layout — Allows for the selection of the layout template that will be used to layout and display the item’s
content (images, text, links, etc.). You will be able to select from a list of available layouts for the specific
content type you are creating/editing (each of the content types will have their own pre-designed layouts

Go to: Table of contents 12




20.

21.

22.

23.

although new layouts can be designed.)
Note: Custom layouts can only be added by users with Site Administrator permissions.

Layout

- None - v

Article Type — An optional category/taxonomy that is specific to a content type.
As with the other category/taxonomy fields, if no current matching category exists, the option to add a
new category will be displayed. You can add multiple entries by pressing the Enter key after each.

Article type

Q

Publication Date — The automatically generated date that the content item is first published.
By default the current date will be used when you publish or save this content item but it can be changed
manually if need be.

Publication Date

2022/07/13 A 22:17:47 @

Source — If you sourced the content for this item elsewhere, you can specify the source here. Copy-and-
paste the source address into the URL field. The Link text field refers to the text that will be displayed as
the link to the URL.

Source

URL
Start typing the title of a piece of content to select it. You can also enter an internal path such as /node/add

or an external URL such as http://fexample.com. Enter <front> to link to the front page. Enter <nolink=> to
display link text only. Enter <button> to display keyboard-accessible link text only.

Link text

If Content moderation has been enabled by your Site administrator, you will see the Save as dropdown
when creating content which will allow you to set the moderation status of the content when saving.
These options are:

a. Save as Draft — When a content item is saved as a draft it is not viewable in the front end of the
site. It is saved in the backend where it can be edited at a later stage.
Note: Remember that it is only editable by the content's Author, an Editor or a Site
Administrator;

b. Published — This means the item will be published immediately and will be viewable on the
front-end of the site;

Go to: Table of contents 13




¢. Needs review — Saving a content item with the Needs review status moves the item to the
Moderated content section of content library. This means that an Editor or Site Administrator
can access the moderated content and, after a review, either suggest further edits or publish the
content so that it will be live on the front-end of the site;

d. Unpublish — This will unpublish the item so that it will no longer be viewable on the front-end of
the site. The item will still be saved on the site and can be edited and re-published at a later
stage if required.

ir
Saveas v Draft

Published -
Needs review

ﬂUnpublish

Note: When you save content as a draft the preview background will be pink to indicate that the content
is not published and won’t be accessible to visitors to your site.

24. When you are finished with your article population you can click the blue “Save” button.
Alternatively you can click the grey “Preview” button to preview your Article before saving it.

.

Note: The following items are located in the right-hand column on a desktop

25. Revision Log Message — Allows for logging of changes made to new revisions of the content item.
Last saved: Not saved yet

Author: USER

Revision log message

Briefly describe the changes you have made.

26. Menu settings — Provides the option of adding a menu link to the site navigation while editing the
content item (as opposed to via the menu settings which are only accessible with Site Administrator
permissions).
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Menu settings
Author page test

Provide a menu link

Menu link title

Author page test

Description

Shown when hovering over the menu link.
Parent link

<Main navigation> v ‘

Weight

0

Menu links with lower weights are displayed before
links with higher weights.

27. Metatags — Specifies the meta information used to avoid redundant meta data and search engine

penalization. Click the “Customize meta tags” button to access to the available metatags.
Several types of metatags can be configured as seen in the image below, each of these types comes with
a brief explanation. Click the arrow on the left of a metatag to expand that tag and configure its data.
~ Metatags
Configure the meta tags below.
Use tokens to avoid redundant meta data
and search engine penalization. For
example, a 'keyword' value of "example" will
be shown on all content using this
configuration, whereas using the
[node:field_keywords] automatically inserts
the "keywords" values from the current
entity (node, term, etc).

Browse available tokens.

“ Favicons & touch icons
v Basic tags

~ Advanced

~ Open Graph

v Dublin Core

v Pinterest

v Twitter Cards

v Site verification

Alternative language links
¥ (hreflang)
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28. Scheduling Options — Specifies a date and time for publishing and/or unpublishing the article. If left
blank, the article will not be scheduled for publishing. For more information on scheduling content for
publication see the Schedule content for publication section of this manual.

29. Authoring Information — Automatically generated data related to the authoring of this content item.
Manual changes can be made to these fields.
Note: By default this value will automatically be populated with the name of the currently logged in user.

Authoring information
By USER (101) on 2022-07-13

Authored by
USER (101) Q

The username of the content author.

Authored on

2022/07/13 O 22:17:46 @

The time that the node was created.

30. When you are finished with your content population you can click the blue “Save” button.
Alternatively you can click the grey “Preview” button to preview your content before saving it.

Note: The example above shows the population process of the Article content type. The process is similar for
the other content types, however the available fields will be different depending on the content type. To see
the available fields for a content type, click on the content type below.

To see the available fields for a content type, click on the content type below.

Article | Page | Biography | Event | FAQ | News story | Pressrelease | Statement/Speech
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Edit existing content

As a UNITE WEB Editor you will be able to edit any content that you originally created.

Refer to the Content and Media Management section for more information on the input fields for each
content type.

Note: You will only be able to edit content created by other user on the same site or sub-site (Property). You
will be able to create new translations for existing content that was created by other users.

To locate and Edit content on UNITE WEB, follow the directions below.

1. On the administration bar, click on “Content”.

E Manage _!_ EditorUser

Unite Web ﬂi Properties

T

Add micro-content ‘ﬁ
Scheduled
(y’
Bulk Media Upload \‘!1
NS

==

2. On the Content page, use the search function to filter existing content to find the content you want to
edit. It is possible to filter the content list by Content Type, Title, Description, Published status, NID,
Tags, Group(Property), or by Date updated. Make your selections and click on the grey “Apply” button
to filter the list of content.

Content type Title (contains) Description Published
E— \ Ex
NID Tags
| ]
Group Date updated Language
From ‘ yyyy/mmjdd O ‘ To | yyyy/mm/dd DO H - Any - v ‘ Apply

Alternatively, you may scroll through the list that is displayed below the filter area to locate your content
manually.

3. When you locate the content you want to edit, navigate to the right of that content item's name and click
the “Edit” link in the Edit column.

Content

L NID Title . Tags Published Posted Updated T Operations
omae et o o e,

] 6540 L‘T} saee das Sldle ol Article Yes \;Voe‘d;éezs::jy{ (:g;l gre:;e:;?ﬁ's':z‘l Edit v

o S D e e
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Note: if you don’t see an “Edit” link it is likely that this content was created by another user so you will not
be able to edit that content.

4. Once you click “Edit”, you will be redirected to the Edit content form for this content item. Here you may
make changes to any of the input fields as required necessary.

5. After you make your changes, click on the blue “Save” button to save your changes.

Delete existing content

As a UNITE WEB Editor you will be able to delete any content that you originally created.

Refer to the Content and Media Management section for more information on the input fields for each
content type.

Note: You will only be able to delete content created by other users in your site or sub-site (Property).

To locate and Delete content on UNITE WEB, follow the directions below.

1. On the administration bar, click on Content.

1 EditorUser

—
= Manage
-_—

Add micro-content ﬁ

Scheduled

(@
Bulk Media Upload \\{l

RO

2. On the Content page, use the search function to filter existing content to find the content you want to
edit. It is possible to filter the content list by Content Type, Title, Description, Published status, NID,
Tags, Group(Property), or by Date updated. Make your selections and click on the grey “Apply” button
to filter the list of content.

Unite Web & Properties

Content type Title (contains) Description Published
i Any i M ‘ ‘ ‘ i Any - ‘
NID Tags
Group Date updated Language
From ‘ yyyy/mm/dd O ‘ To yyyy/mmfdd O H - Any - v ‘ Apply

Alternatively, you may scroll through the list that is displayed below the filter area to locate your content
manually.

3. When you locate the content you want to delete, navigate to the right of that content item's name, click
the dropdown arrow next to the “Edit” link and select the “Delete” option.
Note: if you don’t see a “Delete” option in the dropdown it is likely that this content was created by
another user so you will not be able to delete that content.
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Content type Tags Published Posted Updated T Operations

Page No Wednesday, April 12, 2023 - 12:34 Thursday, April 13, 2023 - 15:36 Edit ~ I
Article Yes Wednesday, April 20, 2022 - 16:07 Wednesday, April 12, 2023 - 15:18

Article Yes Thursday, April 14, 2022 - 10:35 Wednesday, April 12, 2023 - 15:17 Edit ~
Article Yes Thursday, April 21, 2022 - 11:07 Wednesday, April 12, 2023 - 15:17 Edit ~

Once you click “Delete”, you will be redirected to the Delete confirmation page. To cancel the deletion
click the grey “Cancel” button. To continue with the deletion click the blue “Delete” button.

After you click the “Delete” button and confirm the deletion, you will be returned to the Advanced
content listing page and a status message will confirm the deletion.

Reviewing Moderated content for publication

When Content Moderation is enabled by your Site Administrator, Editors have the ability, as mentioned
above (see Step-by-step example: adding an Article content type), to set a content item’s status to Draft,
Published, Needs review or Unpublished via the Save as and Change to dropdowns

To manage moderated content for publishing, follow the instructions below.

6.

To find a list of the Moderated content items, navigate to the administration bar and click on Content.

E Manage _§ EditorUser

Add micro-content ﬁ

Scheduled -
it
Bulk Media Upload @
A

On the content page, click on the Moderated content tab. This will redirect you to the Moderated
content page with a listing of all of the content that has been set to either Draft or Needs review status.

Unite Web & Properties

2

Overview Moderated content Scheduled content

Find the item that you want edit in the listing and click the Edit button in the Operations column.
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Home > Content

Moderated content

Overview Moderated content Scheduled content
Title Content type
- Any - ~
Title Content type
Moderation test Page
Example Page Page
Splash Page Page

Moderation state

- Any - v

Author

AuthorUser

AutherUser

wsd_admin

Language

- Any -

Moderation state

Needs review

Draft

Draft

~v Filter
Updated 1+ Operations
11/13/2023 - 15:08 Edit ~
10/08/2023 - 23:00 Edit ~
05/19/2023 - 10:15 Edit ~

9. Scroll down to the bottom of the Edit view to the Current state of the content item and the Change to
dropbox. To change the status of the content item, select a new status from the dropdown and then click

save.

Current state Needs review

Published

Needs review

Unpublish

Save W Delete

Schedule content for publication

As a Unite Web Editor you are able to schedule content to be published and unpublished at a future date. To
schedule content for publishing, follow the instructions below.

1. While in the editing mode of a content item, locate the Scheduling options section on the meta
information accordion to the top right of the page and click the title bar to expand the area.

Scheduling options
Not scheduled

Publish on
yyyy/mm/dd O O
Enter a date and time. Leave the date blank for no scheduled publishing
Unpublish on
yyyy/mm/dd O N )
Enter a date and time. Leave the date blank for no scheduled unpublishing.
Publish state

-None -

Unpublish state

-None - ~

2. Inthe content area you will see the following options:
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a. Publish on - This is the date and time at which you want to publish the content item. Clicking on
the date will open a calendar date select field.

Publish on
| yyyy/mm/dd 8 ‘ —imi-- @
L) 2023+ /r\ \I/ + blank for no scheduled publishing.

s M T W T F 5

26 27 28 29 30 31 1 ... @
2 3 4 5 6 T 8
+ blank fer no scheduled unpublishing.

9 10 M 12 13 14 15
16 17 18 19 20 21 22

23 24E26 27 28 29
1 3

30 2 4 5 6

Clear Today

b. Unpublish on - This is the date and time at which you want to unpublish the content item

c. Publish state - This is the state that will be set when the item is published. This must be set to
"Published"

d. Unpublish state - This is the state that will be set when the item is unpublished. This must be set
to "Unpublished"

3. Once you have set your options for scheduled publication, scroll down to the bottom of the page and
click the blue "Save" button.

Note: When you set a content item for scheduled publication and click "Save", the content item will
display with a pink background indicating that it is current set as a Draft and therefore not visible on the
front-end of the site.

Accessing and restoring content Revisions

In UNITE WEB, when making changes to existing content, new revisions of the content are created and old
revisions of the content are saved to the database. These revisions can be accessed at a future date, if it
becomes necessary to revert the content to a previous revision. To access content revisions, follow the steps
below.

1. Locate the content you want to edit by navigating to the administration bar and clicking Content.

E Manage ‘l EditorUser

E Content Unite Web & Properties

Add micro-content ﬁ
Scheduled

Vi
Bulk Media Upload \\/1

NS

2. On the Content page, use the search function to filter existing content to find the content you want to
edit. It is possible to filter the content list by Content Type, Title, Description, Published status, NID,
Tags, Group(Property), or by Date updated. Make your selections and click on the grey “Apply” button
to filter the list of content.
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3.

4.

Content type Title (contains) Description Published

- Any - v ‘ ‘ ‘ - Any - ‘
NID Tags
| a]
Group Date updated Language
From ‘ yyyy/mm/dd 8O ‘ To ‘ yyyy/mmfdd O H -Any -~ ‘ Apply

Alternatively, you may scroll through the list that is displayed below the filter area to locate your content
manually.

When you locate the content you want to review, click on the content item’s name.

. . Tuesday, March 7, 2023 - Wednesday, December ) .
386 Test Article 02 Article Yes 08:30 20,2023 - 15:21 edit English

Monday, August 21, 2023 Wednesday, December

®

173 Test Article Yes 1552 20,2023 - 1517 edit English
) Monday, November 13, Wednesday, December . .
1197 Moderation test Page Yes 2023 - 14:53 20,2023 - 1547 edit English

You will be redirected to the content item’s page. If you are logged in with sufficient privileges, you will
see the Revisions tab. Click the Revisions tab to access the revisions listing page.

Home [ Test Article 02

View Edit  Delete Translate

TEST ARTICLE 02 SUBTITLE - 8/4 LAYOUT

Test Article 02

Donec rutrum congue leo eget malesuada. Vestibulum ac diam sit amet quam vehicula elementum sed sit amet dui. Lorem
ipsum dalor sit amet, consectetur adipiscing elit. Donec sollicitudin molestie malesuada. Quisque velit nisi, pretium ut
lacinia in, elementum id enim.

Nulla quis lorem ut libero malesuada feugiat. Nulla quis lorem ut libero malesuada feugiat. Donec sollicitudin molestie
malesuada. Vivamus suscipit tortor eget felis porttitor volutpat. Vivamus suscipit tortor eget felis porttitor volutpat.

Vivamus suscipit tortor eget felis porttitor volutpat. Sed porttitor lectus nibh. Vivamus magna justo, lacinia eget consectetur
sed, convallis at tellus. Pellentesque in ipsum id orci porta dapibus. Lorem ipsum dolor sit amet, consectetur adipiscing elit

| Aram ineim Anlar sit amat raneastah e sdiniering alit Curshitor slinuat soism i Al naeises klandit Mills sie Inram o

Note: if you don’t see the Revisions tab it is likely that this content was created by another user or is part
of another site that you don’t have permission to edit the content for.

On the Revisions page you will see a list of existing revisions and instructional text stating:
“Revisions allow you to track differences between multiple versions of your content, and revert to older
versions.”
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Home > TestArticle 02

Revisions for Test Article 02

View Edit Delete Revisions Translate

Revisions allow you to track differences between multiple versions of your content, and revert to older versions.

Revision ‘Operations
01/11/2024 - 11:48 by EditorUser Current revision
01/11/2024 - 11:48 by EditorUser Revert v
08/08/2023 - 1519 by SiteAdminUser Revert

6. To preview a Revision, click on the date and time link under the Revision column.

Home  Test Article 02

Revisions for Test Article 02

View Edit Delete Revisions. Translate

Revisions allow you to track differences between multiple versions of your content, and revert to older versions.

Revision Operations
01/11/2024 - 11:48 by EditorUser Current revision
01/11/2024 - 11:48 by EditerUser Revert v

- 15 i i

7. You will be redirected to the Revision preview page where you can view the Revision content.
Note: The breadcrumb navigation will display the Revision’s date and time for your reference.

IHnme / Test Article 02 / Revisions / Revision of Test Article 02 from Tue, 08/08/2023 - 15:19 I

Test Article 02

TEST ARTICLE 02 SUBTITLE - 8/4 LAYOUT

Test Article 02

Donec rutrum congue leo eget malesuada. Vestibulum ac diam sit amet quam vehicula elementum sed sit amet dui.
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec sollicitudin molestie malesuada. Quisque velit nisi,
pretium ut lacinia in, elementum id enim.

Nulla quis lorem ut libero malesuada feugiat. Nulla quis lorem ut libero malesuada feugiat. Donec sollicitudin molestie
malesuada. Vivamus suscipit tortor eget felis porttitor volutpat. Vivamus suscipit tortor eget felis porttitor volutpat.

Vivamus suscipit tortor eget felis porttitor volutpat. Sed porttitor lectus nibh. Vivamus magna justo, lacinia eget
consectetur sed, convallis at tellus. Pellentesque in ipsum id orci porta dapibus. Lorem ipsum dolor sit amet, consectetur
adipiscing elit.

8. To return to the Revisions listing page, either use the back navigation arrow in your browser or click the
Revisions link in the breadcrumb navigation.

Home [/ Test Article 02 / Revision of Test Article 02 from Tue, 08/08/2023 - 15:19

Test Article 02

TEST ARTICLE 02 SUBTITLE - 8/4 LAYOUT
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9. To restore a previous revision, click on the Revert button under the Operations column.
01/11/2024 - 11:48 by EditorUser

Revert v
01/11/2024 - 11:48 by EditorUser Revert
08/08/2023 - 15:19 by SiteAdminUser _ Rovert

10. You will be redirected to a confirmation page asking you if you are sure that you want to revert to the
selected revision. To complete the revision process click the blue Revert button.

11. The current Revision of the content item will be replaced by a copy of the Revision you selected.
Note: A new copy is made of the revision you selected so that the original Revision is still accessible in the
revision list.

Revision Operations

01/11/2024 - 11:50 by EditorUser

— c ¢ revisi
I Copy of the revision from Tue, 08/08/2023 - 15:19. I urrent revision

01/11/2024 - 11:48 by EditorUser

Revert

01/11/2024 - 11:48 by EditorUser

Revert

| 08/08/2023 - 15:19 by SiteAdminUser |

Revert N

Tip: You can also delete unwanted revisions from the revisions list by clicking the drop-down arrow next to
the Revert button and selecting the Delete option.

08/08/2023 - 15:19 by SiteAdminUser

Revert ~

Delete
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Media Management

The Media library is a collection of all of the media items that have been uploaded to a website. These
include:

e images,

e videos & remote videos;

e documents & remote documents; and

e audio files.
When media items exist in the library they can be used multiple times in multiple content items (pages,
articles, etc.) or they can remain in the library for future use without being currently used.

When a media item is deleted or removed from a Content item it will still remain in the Media library.
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Accessing the Media library

To access the media library, follow these steps:

1. Onthe administration bar, click on Content.

E Manage ‘!_ EditorUser

Unite Web & Properties

r

Add micro-content “'
Scheduled
L{f/
Bulk Media Upload Q’l
AN

2. On the Content page click the Media tab.

Home > Administration

Advanced Content
Content Custom block library UW Index links
Overview Moderated content Scheduled content

+ Add content

3. You will be redirected to the Media library. A list of all of the Media items that are located in the
Media library will be displayed. You can also search through this list using the filter search bar.

Media

Content Media

+ Upload media in bulk + Add media
Search bar

Media name Type Published status  Language
- Any - v - Any - v - Any - Filter
Action
Delete media
Apply to selected items
Media list
Thumbnail Media name =  Type =  Author Status Updated 1  Operations
e Author - Translate list Image AuthorUser Published  08M7/2023 - 07:20 Edit v
____ = Author - Translate tab Image AuthorUser Published 08/17/2023 - 07:20 Edit ~
Translations list Image AuthorUser Published 08/17/2023 - 07:20 Edit ~
Author - Translate - Meta meny Image AuthorUser Published 08M17/2023 - 07:20 Edit v
— Button - Save this translation Image AuthorUser Published 08/17/2023 - 07:19 Edit ~
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Add New Media via the Media Library

Selecting default cropped image sizes

When a media item is uploaded to a site and added to the media library, the system creates
cropped versions of the image file by default. These cropped sizes can be selected when adding
an image via the CKEditor. The procedure is as follows:
1. When in CKeditor, click the Insert from Media library icon
Body (Edit summary)

B I USE&E = = E Normal - | Styles - T, M-
- X X, = B GEE Q" H e @ := = | & = B
MEOW — "0 om0 d @ [Bsource [ Insert from Media Library

Lorem ipsum dolor sit amet consectetur adipiscing elit condimentum sed fames vehicula tristique, at gravida leo auctor in
eu nostra est odio pellentesque ultricies torquent, vestibulum a mollis per dictum interdum hac luctus facilisis turpis
volutpat. Tempus in magnis tempor dapibus guam integer ut nullam sem, vel ligula fames sed purus et neque suspendisse
scelerisque, placerat mi gravida congue dignissim quisque quis dui. Cras eleifend ultrices lobortis auctor feugiat varius
vestibulum magna quisque, rutrum quis pulvinar sed fringilla ornare molestie parturient, bibendum mus cum facilisis
praesent lacus cursus venenatis. Sem fames sagittis tempus orci scelerisque elementum laoreet sociis himenaeos
habitasse, eu nisl class egestas rhoncus viverra quis leo tincidunt, parturient pretium aliquam hendrerit lectus libero
gravida augue vivamus. Gravida scelerisque potenti metus per imperdiet massa aliquam mattis tincidunt, curae felis varius
erat cubilia ante nibh quam etiam ut, congue euismod lacinia dictumst vulputate mollis porta blandit. Curae faucibus duis
commodo tellus consequat nec, risus sem ultrices congue neque tempus, mauris ac viverra pharetra metus.

Tincidunt dictum venenatis vel hendrerit molestie convallis justo, pharetra aliquet ac ad facilisis metus ut porttitor,
scelerisque luctus curae erat mi taciti. Ac condimentum proin fermentum iaculis leo congue quis auctor odio, quisque
montes sociosqu imperdiet lacus eros aenean erat, hendrerit curabitur platea lobortis integer velit orci sagittis. Potenti velit
erat sem donec litora etiam cubilia natogque augue, nunc commodo euismod varius auctor aptent luctus. Metus purus odio
cum vivamus velit ac eros congue varius tristique, venenatis lacinia tincidunt placerat facilisis potenti praesent magnis
pellentesque, curae nibh gravida nisl hac taciti mauris quam nec.

body p

Text format  Filtered HTML v About text formats

2. Inthe Add or select media popup, find the Image that you want to use and select the
image by checking the Checkbox at the top of left of the Image thumbnail.
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Add or select media

mnmﬂ + - Unite Web Media Gallery d
=

Author crop test

- -

Insert selected

1 of 1 item selected

3. Next click the blue Insert selected button to insert the image into your content.
4. When the image is inserted into the content, click the Edit media button.

Body (Edit summary)
E Format ~  Styles

- =D EEGEQMOX e @

BE0Om-»%/70m380 40 Bswe 3
Y1aviua QuYUS VIvaiiius. \J1aviua SUSISHISYUS PULSHIL HIGIUS PG HHPGIUISL 111a99a Giyualil 1Hats uiLuuI L, LUIas 1SS valius
erat cubilia ante nibh quam etiam ut, congue euismod lacinia dictumst vulputate mollis porta blandit. Curae faucibus duis
commodo tellus consequat nec, risus sem ultrices congue neque tempus, mauris ac viverra pharetra metus.

I
ik

B I USHZE=E
E

Edit media

body Embedded media
About text formats

Text format Filtered HTML v

In the Edit media popup you have the option of editing the Alternative text and the
Align attribute.
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Edit media x

Alternate text
Author crop test

Short description of the image used by screen readers and displayed when the
image is not loaded. This is important for accessibility.

Align
None Left (8 Center Right

Display

Image cropped md v

Show Copyright Information
Show Photographer Information
Show Summary Information

Let Image break out of the text container

Save Edit this media

6. To adjust the size of the image being displayed, select a size from the Display dropdown.
o The aspect ratio options will display the Image based on the automated aspect
ratio crop that are set by the system.
o The Image cropped options will use the Cropped image with the original image
aspect ratio at different dimensions.

Edit media

12:5 media

16:9 media

11 media

27:10 mediia ad by screen readers and displayed when the
3:2 media tant for accessibility.

3:4 media
4:1 media
4:3 media
6:1 media

9:16 media
v Ckeditor default view ]
Image cropped
Image cropped Ig
Image cropped sm mation
Image cropped xs

Center Right

on

Show Summary Information

Let Image break out of the text container

Save Edit this media

7. Below the display size you can toggle the showing or hiding of the Copyright,
Photographer and Summary information.
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8. The media will automatically be scaled to fit within the content container into which it is
placed. If the Let Image break out of the text container checkbox is checked however,
the media will maintain its size regardless of the content container.

9. Click the grey Save button to save the changes to the image format options.

Manually setting image cropping sizes

If the cropping that the system has applied does not suit the requirements or is cropped incorrectly, a user
can manually reset the cropping by editing the Image media item.

Important note: When an image crop is reset, the crop will be applied to all occurrences of that image
wherever it appears with that specific crop.

The procedure is as follows:

1. Access the Media library, by navigating to the admin menu and clicking on Content.

Add micro-content
Scheduled

Bulk Media Upload
vontent

2. On the Content page click the Media tab

Content

0 Backtosite == Manage

Unite Web

Content

Custom block library

"_ SiteAdminUser

Content

Media

+ Add content

3. You will be redirected to the Media library. Locate the media item in the List of Media items or
search for through the library list using the filter Search bar.

Mec
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Media

Content Media
Search bar
Media name Type Published status  Language
- Any - ~ o -Any- v -Any- Filter
Action
Delete media
Apply to selected items
Media list
Thumbnail Media name Type Author Status = Updated + Operations
= = Author - Translate list Image AuthorUser Published  0817/2023 - 07:20 Edit v
Pr— .
Author - Translate tab Image AuthorUser Published  0817/2023 - 07:20 Edit v
= Translations list Image AuthorUser Published  08A7/2023 - 07:20 Edit ~
Author - Translate - Meta menu Image Authorliser Published 0817/2023 - 07:20 Edit ~
= — Button - Save this translation Image AuthorUser Published 0BM7/2023 - 07:19 Edit v

4. When you have located the Media item you want to edit, click the

Media item name in the Operations column.

Thumbnail Media name

T
L Author crop test

Note: It is also possible to access the media Edit page by clicking the Edit this media button on the

Type

Image

Author Status
AuthorUser Published

Edit media popup (see point 5 in the above section).

Edit media X

Alternate text

Author crop test

image is not loaded. This is important for accessibility.

Align
None Left (@) Center Right

Displa;
Image cropped md v

Show Copyright Information
Show Photographer Information
Show Summary Information

Let Image break out of the text container

Short description of the image used by screen readers and displayed when the

Save Edit this media

Updated i

04/25/2024 - 06:25
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5. On the Edit page, scroll down to the Crop image (cropping applied) section.

A Crop image (cropping applied)

12:5
16:9

11
Cropping applied.
—_—

27:10
3:2
3:4
4:1

4:3

6:1
Reset crop
9:16

Image cropped
Cropping applied.
—_—

6. Select the crop that you want to edit by clicking the corresponding Tab to the left of the image.
When adjusting a crop area on a cropping with a set aspect ratio, the crop area will be constrained
to that aspect ratio. To reset the crop to the original crop that was automatically created by the
system, click the Reset crop button.

12:5
Cropping applied.

16:9

11
Cropping applied.

27:10

3:2

3:4

4:1

4:3

6:1 Reset crop
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icon.

A Crop image (cropping applied)

8. The Image cropped tab doesn't have a set aspect ratio so the cropped area can be resized to any

12:5
Cropping applied.

16:9

11
Cropping applied.

27:10
3:2
3:4
4:1
4:3
6:1
9:16

Image cropped
Cropping applied.

dimensions.

A Crop image (cropping applied)

12:6
Cropping applied.

16:9

"
Cropping applied.

27110

3:2

3:4

41

4:3

6:1

9:16

l

Image cropped
Cropping applied

Reset crop

Reset crop

Once the cropping area has been set, the area itself can be moved within the available area of the
image by scrolling over the cropped area and clicking-and-dragging when seeing the Cross-arrow

9. To save updated cropping, click the blue Save button at the bottom of the Edit page.
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Add New Media via the Media Library

As a UNITE WEB Editor you will be able to add Media items to the Unite Web.
To add Media Items individually via the media library, follow the directions below.

1. On the administration bar, click on Content

E Manage 1_ EditorUser

H Content Unite Web % Properties

Add micro-content ﬁ
Scheduled
¢e’
Bulk Media Upload \\fl
N

2. On the Content page, click the Media tab.

Home > Administration

Advanced Content
Content Custom block library UW Index links
Overview Moderated content Scheduled content

3. On the Media page you will see the library of Media items. To add a new Media item, click the + Add
media button.

Content Media
Table Grid
+ Upload media in bulk + Add media
Media name Type Published status Language

- Any - ~ - Any - ~ - Any - v Filter

4. You will be redirected to the Add media item page.

Add media item

> Gosument
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Here you can select the type of Media item that you want to add to your site by clicking on the media
item type's name. These are:

External document - A media item that contains a link to an external document (a document
located on an external website or resource);

ODS document URL - A media item that contains a link to a document in the United Nations ODS
(Official Document System) library;

Audio - An audio file media type. Accepted file types include mp3, wav and aac;

Document - A media type that stores a document in your media library. Accepted file types
include txt, doc, docx, xls, xIsx, ppt, pptx, pdf, csv, odt, and epub;

Image - A single image media type for adding images to your media library. Accepted file type
include png, gif, jpg, and jpeg;

Remote video - A media item that contains a link to an external video (a video located on an
external website or resource like Youtube or Vimeo); and

Video - A single video media type for adding videos to your media library.

5. Once you have selected the media type you want to add you will be redirected to the Add Media item
page for the media type.

6. On the Add Image page you will see the following fields:

Name — Specifies the name of the image.

Language - Sets the main language of the media type. This is used as a reference when

creating translations of Media items.

Category/Topic - This is an auto-complete search field that allows for the selection of categories
and topics to assist with the indexing of Media items by subject matter. Begin typing the first
few letters of the category or topic to get a listing and select the appropriate term(s) from the
listings.

Location — This is an auto-complete search field that allows for the selection from a pre-defined
list of locations relevant to the Media item.

Date published - This date and time field is automatically populated with the date and time that
the Media item was published. This can be changed if necessary.

Summary Text — the field which should include a brief description of the Media item.

Copyright information — The area where you should include any copyright relevant data.
Photographer — the field where you should include the name of the photographer of the Media
item for crediting purposes.

Image area - Here you will select the Media file that you want to upload and attach to this
Media item.

To add a Media file, click the Choose file button under the Add a new file section.
= In the system pop-up window, select the media file you want to upload and click the
Open or Upload button.
= Once the Media file has been uploaded the Image area will show the following new
items:
= Alternative text field - Denotes a short description of the image use for screen
readers or for when the image does not load. This is important for accessibility
and is a required field.
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= Title field - The title is used as a tool tip and is the text that is displayed when a
user hovers over the image.

= Crop image — The crop image functionality is used to provide multiple cropped
versions of the image media item and will only be available for the image
media type. These cropped versions of the image can be selected when
inserting the image into the content of a site.
For more information on how to adjust the cropping on an Image Media Item,
view the Setting image media item cropping page.

e Tags — This is an auto-complete search field that allows for the selection from a pre-defined list
of tags. In this field you can select relevant keyword tags to help improve SEO for the Media
item and to assist with the indexing of Media items by subject matter. Begin typing the first few
letters of the tag to get a listing and select the appropriate tag(s) from the listings.

e Permanent Link field - this provides the option of adding an alias or manual URL for this Media
item.

e Metatags tab - Here you can adjust the more advanced meta information for this Media item.
Note: Many of the meta fields will be automatically populated by the system by default.

o The Revision information tab allows you to log any changes that have been made to this image
(if required). This is unnecessary when creating a new Media item, but it is good practice to log
your changes when editing/changing an existing Media item.

e Authoring information tab - This includes fields that are automatically populated when creating
the Media item. These fields are populated automatically by the system but can be changed
manually if required. The fields are:

= Authored by - The user ID of the original author(creator) of the Media item; and

= Authored on - The date and time the Media item was added to the library.
7. Once you have populated all of the required fields, click the blue Save button to save your changes.
feature.

Edit an existing Media item

As a UNITE WEB Editor you will be able to edit any Media items that you uploaded as well as Media items
created by other users. You can also create new translations of existing Media items.

For more information on adding new media items, visit the Add New Media via the Media Library page.

To locate and Edit Media items on UNITE WEB, follow the directions below.

1. On the administration bar, click on Content

E Manage ‘!_ EditorUser
H Content Unite Web ﬁﬂ Properties

Add micro-content ﬁ

Scheduled

Bulk Media Upload
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https://www.qa.un.org/training/en/un-web-user-manual-editors/03-media-management/add-new-media-media-library-editor/setting-image
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2. On the Content page, click the Media tab.

Home > Administration

Advanced Content
Content Custom block library UW Index links
Overview Moderated content Scheduled content

+ Add content

3. On the Media page you will see the library of Media items. These can be displayed in a Table or Grid
layout by clicking either the Table or Grid tabs.

Thumbnail Media name Type Author Status Updated 1 Operations

m OSLA 09 image Anonymous Published 10/30/2023 - 08:01 e v
@ TestDocUnload Document Anonymous Unpublished 10/16/2023 - 16:24 can v
@ 2022-UNAT-1221 Document Anonymous Published 097272023 - 15:37 an v

@ 2022-UNAT-1237 Document Anonymous Published 09/27/2023 - 16:31 i v

Media table view

s X ;X ;%
unpublished
— —
— —
— —
TestDocUpload 2022-UNAT-1271 2022-UNAT-1237

sOx s X s %

3

Media grid view

You can locate the Media item you want to edit by using the search functionality at the top of the list to
search by Published status, Name, Media type, and Language. Once you have made your selections,
click the grey Filter button to filter the list of Media items.

Content Media
Table Grid
+ Upload media in bulk + Add media
Media name Type Published status  Language

- Any - v - Any - v - Any - v Filter
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When you locate the Media item you want to edit, navigate to the right of that Media item's name and
click the Edit button in the Operations column.

. % ceasefire_sg Image Anonymous Published 10/30/2023 - 09:01
\

Once you click Edit, you will be redirected to the Edit media item page. Here you may make changes to
any of the input fields as required.

Note: For more information on the available fields for different media items, view the Media
Management section of the Author version of the UN Manual (link will open in new tab).

After you have made your changes, click on the blue Save button to save your changes.

i DEIEte

You will be redirected back to the media listing page and a status message will indicate that the Media
item has been updated.

Status message

Image Secretary-General ceasefire image has been updated.

Add media —Images

In UNITE WEB, there are several instances where you will be given the option to add Images to your content.
This can be done during the addition of new content items such as pages or articles or directly in the content-
editing area through the Add media feature.

To add an Image to your content or to upload an Image to UNITE WEB, follow the directions below:

1.

While you are in the editing mode of a content item, scroll down to the Image/Video media box and click
the “Add media” button.

Image/video

No media items are selected.

Add media

The “Add or select media” pop-up window will appear. Make sure the “Image” option should be
selected by default. If it isn’t selected, click the “Image” tab.
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5.

Add or select media

Add files
Remote video e

Video
Drop files here to upload them

Remote video

or
Kaltura

Select files

Unlimited number of fles can be uploaded to this field
180 MB limit,
Allowed types: png gif g jpeg svg.

Name Sort by

Newest first v Apply filters

0 items selected Insert selected

To upload your own files click the "Select Files" button, browse to the file on your local computer, select
the file and click the “Open” button to upload the Image.

2022 Size Kin
E3 example-photograph.jpg 1,2MB JP)
© example-graphic-logo.png 34KB PN

2013

Alternatively you can drag-and-drop files into the drop zone inside the dotted border.

Add files

' Drop files here to upload them '

or

i Select files

Unlimited number of files can be uploaded to this field
180 MB limit
Allowed types: png gif jpg jpeg svg

Once the file is uploaded, the pop-up form will change, and you will be asked to fill out information
relevant to the Image. The list below describes the Image fields:

a. Name - Specifies the name of the image.
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b. Alternative text — Denotes a short description of the image use for screen readers/when the
image does not load. This is important for accessibility.

c. Crop image — Functionality that allows for the cropping of the uploaded image.
d. Copyright information — The area where you should include any copyright relevant data.

e. Photographer —the field where you should include the name of the photographer of the image
for crediting purposes.

f.  Summary Text — the field which should include a brief description of the image.

Once you have filled out the fields, click the blue “Save” button to add it to the Media library. The item
should be selected in the listing below or you can select it checking the box at the top left corner of the
thumbnail and clicking the blue “Insert selected” button to insert the media into the content item.

10. Alternatively, you may choose existing media that has been already uploaded.

11.

12.

13.

After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing Media library. You may use the filter to look up the file’s name and/or
select your preferred sorting. Click the grey “Apply filters” button to apply your filter. You can select one
or more of the items displayed by ticking the box(es) at the top-left of the thumbnail.

Name Sort by

[
‘ ‘ Newest first v Apply filters

Once you've selected the files you wish to upload you can finish this step by clicking the blue “Insert
selected” button at the bottom-right of the pop-up box.

To finalize the process of adding a new Image, select the blue “Save” button at the bottom of the screen.

Add media —Videos

In UNITE WEB, there are several instances where you will be given the option to add Videos to your content.
This can be done during the addition of new content items such as pages or articles or directly in the content-
editing area through the Add media feature.

1.

While you are in the editing mode of a content item, scroll down to the Image/Video media box and click
the “Add media” button.
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Image/video

No media items are selected.

Add media

The “Add or select media” pop-up window will appear. Make sure the “Video” tab is selected in the left-

hand menu of the window.

Add or select media X

Image

Add files
Remote video -

Drop files here to upload them

Remote video
Kaltura

or

Select files

Allowed types: mp4 webm.

Name Sort by

Newest first v Apply filters

0 items selected Insert selected

To upload your own files click the "Select Files" button, browse to the file on your local computer, select

the file and click the “Open” button to upload the Video.

2022 Size Kin

+* example-video.mp4 33,2MB M}

Options Cancel m

Alternatively you can drag-and-drop files into the drop zone inside the dotted border.
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Add files

Drop files here to upload them

or

Select files

Unlimited number of files can be uploaded to this field
180 MB limit
Allowed types: mp4 webm

Once the file is uploaded, the pop-up form will change, and you will be asked to fill out information
relevant to the Video. The list below describes the Video fields:

a. Name — Specifies the name of the image/video.

b. Cover — Allows upload of a cover image to serve as the video thumbnail.

Once you have filled out the fields, click the blue “Save” button to add it to the Media library. The item
should be selected in the listing below or you can select it checking the box at the top left corner of the
thumbnail and clicking the blue “Insert selected” button to insert the media into the content item.

28 Grid :Z Table

Alternatively, you may choose existing media that has been already uploaded.

After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing Media library. You may use the filter bar to look up the file’s name
and/or select your preferred sorting. Once ready, click the grey “Apply filters” button to enable this
filter. You can select one or more of the items displayed by ticking the box(es) at the top-left of the
thumbnail.

Name Sort by

Newest first v Apply filters

Once you've selected the files you wish to upload you can finish this step by clicking the blue “Insert
selected” button at the bottom-right of the pop-up box.
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10. To finalize the process of adding a new Video, select the blue “Save” button at the bottom of the screen.

Add media — Remote videos

In UNITE WEB, there are several instances where you will be given the option to embed or insert Remote
videos, which are videos that are hosted on other websites. This can be done during the addition of new
content such as pages or articles, or directly through the Add media feature.

Follow the steps below to add a Remote video to your content or upload one to UNITE WEB.

While you are in the editing mode of a content item, scroll down to the Image/Video media box and click
the “Add media” button.

Image/video

No media items are selected.

Add media

2. The “Add or select media” pop-up window will appear. Make sure the “Remote video” option is selected

in the left-hand menu of the window.

Add or select media X

Image

Add Remote video via URL*
Video

Remote video m
Allowed providers: YouTube, Vimeo.

Remote video Kaltura

Name Sort by

Newest firstv Apply filters

In the window displayed above, copy-and-paste or enter the URL (web address) of the online video you
would like to embed in your content in the “Add Remote video via URL” field (valid providers include
Vimeo and YouTube). Then click the blue “Add” button. This will add the Remote Video to the Media
library. Select the video by checking the checkbox at the top left of the video thumbnail.

Click the blue “Save” button to add the file to the Media library. The item should be selected in the
listing below or you can select it checking the box at the top left corner of the thumbnail and clicking the
blue “Insert selected” button to embed the media into the content item.

Add Remote video via URL™

Allowed providers: YouTube, Vimeo
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5. Alternatively, you may choose existing media that has already been added to the media library.

6. After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing media library. You may use the search bar to look up the file’s name
and/or select your preferred sorting. Once ready, click Apply filters to enable this search. You can select
one or more of the items displayed by ticking the box at the top-left of the thumbnail.

7. Once you've selected the Remote Video you wish to embed, you can finish this step by clicking the blue
“Insert selected” button on the bottom-right of the pop-up box.

8. Tofinalize the process of adding a new Remote Video, select the blue “Save” button at the bottom of the
screen.

Add media — Documents

In UNITE WEB, you can add Documents to content such as pages and articles. Follow the steps below to add a
Document to UNITE WEB.

1. While you are in the editing mode of a content item, scroll down to the Document media box and click
the “Add media” button.

—Dect

No media items are selected.

2. The "Add or select media" pop-up window will appear. The default tab, “Document” should be selected.
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Add or select media

Document

External docu- |"SeEEEEEmesessmssssssssssssssssssSssssssssssssssssssssssssssssssssssss=====

Add files

ment ’
ODS document . Drop files here to upload them ’
URL H '
: or !
; Select files ;

Unlimited number of files can be uploaded to this field
180 MB limit
Allowed types: txt doc docx xis xisx ppt ppix pdf csv odt epub.

Name Sort by

Newest first v Apply filters

0 items selected Insert selected

3. To upload a new Document, click on the “Select files” button in the “Add files” area and locate the file
on your local computer. Click “Open” to begin uploading the file.

2022 Size Kin
Sample text 2KB Ple
B Sample-document.pdf 41KB PO
@- Sample-document.docx 13KB Wt
2013
54

Options Cancel m

4. Alternatively you can drag-and-drop files into the drop zone inside the dotted border.

' Drop files here to upload them '

' or '

Select files :

Unlimited number of files can be uploaded to this field.
180 MB limit
Allowed types: txt doc docx xis xisx ppt pptx pdf csv odt epub.
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5.

9.

Once the file has uploaded, click the blue “Save” button to add the file to the Media library. The item
should be selected in the listing below or you can select it checking the box at the top left corner of the
thumbnail and clicking the blue “Insert selected” button to insert the media into the content item.

28 Grid S Table

ST
—
—
Insert selected

Alternatively, you may choose existing Documents that have already been added to the media library.

After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing media library. You may use the search bar to look up the file's name
and/or select your preferred sorting. Once ready, click “Apply filters” to enable this search. You can
select one or more of the items displayed by ticking the box at the top-left of the thumbnail.

To insert the Document into your content click the blue “Insert selected” button.

Name Sort by

‘ Newest first v Apply filters
22 Grid = Table

N ]

Insert selected

To finalize the process of adding a new Document, select the blue “Save” button at the bottom of the
screen.

Add media — External document

In UNITE WEB, you can embed links to External documents to display in content such as pages and articles.
Follow the steps below to add an External document to UNITE WEB.

1.

While you are in the editing mode of a content item, scroll down to the Document media box and click
the “Add media” button.
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—Doct

No media items are selected.

The "Add or select media" pop-up window will appear. Select the, “External document” tab.

Add or select media

Dacument

URL*
0ODS document URL

Name Sort by

Newest first v Apply filters

22 Grid :iZ Table

No media available.

0 items selected Insert selected

In the URL field, enter the web address of the External Document you would like to embed in your
content. Then click the blue “Add” button to add the file to the Media library. The item should be
selected in the listing below or you can select it checking the box at the top left corner of the thumbnail
and clicking the blue “Insert selected” button to insert and/or attach the media to the content item.

Alternatively, you may choose an existing document link that has already been added to the media
library.

After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing media library. You may use the search bar to look up the file's name
and/or select your preferred sorting. Once ready, click “Apply filters” to enable this search. You can
select one or more of the items displayed by ticking the box at the top-left of the thumbnail.

To insert the External Document link into your content click the blue “Insert selected” button.

To finalize the process of adding a new document, select the blue “Save” button at the bottom of the
screen.

Add media — ODS document URL

In UNITE WEB, you can embed links to external documents to display in content such as pages and articles.
Follow the steps below to add an ODS document URL to UNITE WEB.

While you are in the editing mode of a content item, scroll down to the Document media box and click
the “Add media” button.
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2.

3.

Doct

No media items are selected.

The "Add or select media" pop-up window will appear. Select the, “ODS document URL” tab.

Add or select media X

Document
URL*

External document
ODS Document URL...

ODS document URL

Add

Name Sort by

N first v
ewest first Apply filters

.I.I Grid ==. Table

0 items selected Insert selected

In the URL field, enter the web address of the ODS document URL you would like to embed in your
content. Then click the blue “Add” button to add the file to the Media library. The item should be
selected in the listing below or you can select it checking the box at the top left corner of the thumbnail
and clicking the blue “Insert selected” button to insert and/or attach the media to the content item.

28 Grid :E Table

O

L
SO
L]
Alternatively, you may choose an existing document link that has already been added to the media

library.

After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing media library. You may use the search bar to look up the file's name
and/or select your preferred sorting. Once ready, click “Apply filters” to enable this search. You can
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select one or more of the items displayed by ticking the box at the top-left of the thumbnail.

Name Sort by
‘ ‘ Newest first v Apply filters
28 Grid :Z Table
(] (]
[ o =
— — ———
—— o —

Insert selected

5. Toinsert the ODS document URL link into your content click the blue “Insert selected” button.

6. To finalize the process of adding a new document, select the blue “Save” button at the bottom of the
screen.

Add media — Audio

In UNITE WEB, you can add Audio files to content such as pages and articles. Follow the steps below to add
an Audio file to UNITE WEB.

1. While you are in the editing mode of a content item, scroll down to the Audio media box and click the

“Add media” button.

Audi
Audior

No media items are selected.

One media item remaining.

2. The "Add or select media" pop-up window will appear.
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Add or select media X

Add file

Drop file here to upload it

or

Select file

One file only.
180 MB limit.
Allowed types: mp3 wav aac

0 of 1 item selected Insert selected

To upload a new audio file, click on the “Select files” button in the “Add file” area and locate the file on
your local computer. Click “Open” to begin uploading the file.

2022 Size Kir

2013

[ example-audio-file.mp3 363KB M

Options Cancel m

Alternatively you can drag-and-drop files into the drop zone inside the dotted border.

Add file

Drop files here to upload them

or

Select files

p3 wav aac.

Once the file has uploaded, click the blue “Save” button to add the file to the Unite Web library.

To insert the file into your content, select the checkbox of the document and click the blue “Insert
selected” button.

Alternatively, you may choose existing Audio files that have already been added to the media library.
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After you have clicked the "Add media" button and accessed the “Add or select media” pop-up window,
scroll down to view the existing Media library. You may use the search bar to look up the file's name
and/or select your preferred sorting. Once ready, click “Apply filters” to enable this search. You can
select one or more of the items displayed by ticking the box at the top-left of the thumbnail.

Click the blue “Insert selected” button to embed the Audio in your content.

To finalize the process of adding a new document, select the blue “Save” button at the bottom of the
screen.

Add media — Bulk upload

In UNITE WEB, users are not limited to adding media with single uploads, but can use the Bulk upload
functionality to add multiple media items simultaneously.

To perform a media Bulk upload, follow the directions below.

On the administration bar, scroll over Content and then click Bulk Media Upload.

li Content [R Properties

Add micro-content

Bulk Media Upload

2. This will take you to the Multiple Upload page. Information about the accepted Media Types is displayed

as well as size limitations.
Media Types:

* Audio (max ): aac, mp3, wav

s Document (max ): csv, doc, docx, epub, odt, pdf, ppt, pptx, txt, xlIs, xlsx
* Image (max ): gif, jpeg, jpg, png, svg

+ Video (max ): mp4, webm

Please be aware that if file extensions overlap between the media types that are available in this upload form, that the media entity will
be assigned automatically to one of these types.

Dropzone *

Click or drop your files here

or

Select files

Submit

In the Dropzone area, either drag-and-drop the media items you want to upload or select them from
your local drive by click the "Select files" button.

Note: Please be aware that if file extensions overlap between the media types that are available, that the
media entity will be assigned automatically to one of these types.
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4. The files will begin uploading individually.

Note: You will need to wait for all of the files to finish uploading before proceeding to the next step.

Media Types:

» Audio (max ): aac, mp3, wav

« Document (max ): csv, doc, docx, epub, odt, pdf, ppt, pptx, txt, xls, xlsx
« Image (max ): gif, jpeg, jpg, png, svg

» Video (max ): mp4, webm

Please be aware that if file extensions overlap between the media types that are available in this upload form, that the media entity will

be assigned automatically to one of these types.

Dropzone *

E 0.4 MB 12.9 KB 40.9 KB
E Sample-audi... Sample-doc... Sample-doc...

Property Logo

Submit

3] ———

roperty Meta Imag

10.5 MB

ample-vide...

5. Once all of the chosen files have uploaded, click the grey “Submit” button to begin the process of adding

the files to your media library.

6. If successful, a confirmation status message will appear.

Status message

6 media have been created.

Delete a Media item

In UNITE WEB, users are able to Delete media that is no longer necessary or relevant. To Delete a media

item, follow the directions below.

1. Onthe administration bar, click on “Content”.

E Manage 1_ EditorUser

Unite Web % Properties
Add micro-content ﬁ
Scheduled

ur’f
Bulk Media Upload N/

N

AN
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2. This will take you to the “Content” page. At the top of the page click the Media tab.

Content

Content Media

+ Add content

3. Onthe Media page, scroll down to the media list and select the media file you want to delete.
Thumbnail Media name Type Author Status Updated 1T Operations

. 08/08/2023 -
nature-landscape-hd Image JHAPPE Published 11_"51 /2 Edit v

¢

08/08/2023 -
nature Image JHAPPE Published 11_',51 2

4. You can either delete the media item by clicking the Edit button in the Operations column, scrolling
down to the bottom of the edit view and clicking the red Delete link next to the blue Save button.

W Delete

5. Alternatively, on the Media listing page, you can select the dropdown next to the Edit button and
click the Delete link.

Thumbnail Media name s Type = Author Status - Updated 1 Operations
"
08/08/2023 -
m nature-landscape-hd Image JHAPPE Published 11'/51 / Edit v
-
2023 -
h nature Image JHAPPE Published ?1?/528/ 0 Edit A

Translate

6. To confirm deletion, click the blue Delete button on the deletion confirmation page. To cancel the
deletion process, click the grey Cancel button.

Home > nature

Are you sure you want to delete the media item nature?

View Edit Delete Translate

This action cannot be undone.

m Gancel

7. A status message will confirm that the media item has been deleted.

Status message

The media item nature has been deleted.
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Bulk Delete Media items

In UNITE WEB, users are able to Delete media that is no longer necessary or relevant in bulk.
To perform a bulk media Deletion, follow the directions below.

1. Onthe administration bar, click on Content. This will take you to the Content page.

1_ EditorUser

ki Content Unite Web & Properties

T

Add micro-content ﬁ

Scheduled

Bulk Media Upload

2. At the top of the page click the Media tab.

Content

Content Media

3. Onthe Media page, scroll down to the media list and select the media file you want to delete by
checking the checkboxes next to the item name. It can be a single file or multiple at once.

Thumbnail Media name = Type = Author Status = Updated (K Operations

T
08/08/2023 -
m nature-landscape-hd Image JHAPPE Published 11./51 / Edit v
08/08/2023 -
- waterparkplace2 Image JHAPPE Published 11./51 / Edit v

08/08/2023 -
é sea-and-sunset-nature Image JHAPPE Published 11./51 f Edit v
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4. You may also use the search/filter function to refine the media list.

Media name Type Published status Language
I
Nature JJ - Any - v - Any - ~ Filter
 Audio
Document
Action External document
) Image
Delete media DS document URL
Remote video
Remote video Kaltura
Apply to selected items Video

5. Ensure the Action dropdown menu is set to “Delete media”.

Action

ez |

Publish media
Save media

Unpublish media Beris

6. Click on the grey “Apply to selected items” button.

Action

Delete media v

Apply to selected items

7. To confirm deletion, on the confirmation page click the blue Delete button. To cancel the deletion
process, click the grey Cancel button.

Are you sure you want to delete these media items?

« nature-landscape-hd

« waterparkplace2

» sea-and-sunset-nature
This action cannot be undone.

8. You will receive a confirmation message if the items are successfully deleted.

Status message

Deleted 3 items.
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CKEditor

CKEditor is a WYSIWYG (What You See Is What You Get) rich text editor which enables the building of
formatted content directly inside of web pages and content items. CKEditor uses a word processing

application interface and automatically generates HTML code that controls the formatting of the web
content.

On Unite Web the CKEditor provides greater scope to control the content of your pages and content types. In
this section we will explore all of the functionality that is current available. Below is a screenshot of the
CKEditor that can be found on most of the content types on the Unite Web.

B I US

< Format v  Styles - | T, R~

'y
xrl.l
x
({1
wk
m?

@ @ Q % v ® & [ =

1
= 2

D~ ME O — " S 0m 8 2 @ [ source
Ee E

Basic styles formatting

B I U S

The Basic styles features allows you to apply the most frequently used formatting to text based content.
Listed from left to right.

e Bold — Formats text to be Bold. Select some text and click “B” on the toolbar.
e Italic — Formats text to be /talic. Select some text and click “/” on the toolbar.
Underline — Formats text to be Underlined. Select some text and click “U” on the toolbar.

Strikethrough — Formats text to be Strikethrough. Select some text and click “S” on the toolbar.

Text alignment

-|5 -|5

The Text alignment feature allows you align your text and other content elements. Listed from left to right:
e  Align left — Aligns text to the left. Select some text and click = on the toolbar.

e Align centre — Aligns text to the centre. Select some text and click = on the toolbar.
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e Align right — Aligns text to the right. Select some text and click = on the toolbar.
o Justify — Justifies text. Select some text and click = on the toolbar.

o Decrease indent — Decreases the indentation of indented text. Note: This option is only available
when the text is already indented as, for example, when it is a bulleted list. Click on a line of

indented text and click the ¥ on the toolbar (See Unordered lists and Ordered lists below).

o Increased the indent - Decreases the indentation of indented text. Note: This option is only available
when the text is already indented as, for example, when it is a bulleted list. Click on a line of

indented text and click the ~

= on the toolbar (See Unordered lists and Ordered lists below).

Autoformatting and Styles

Format ~ | Styles - I,

The Format and Styles dropdowns allow you to apply additional formatting to the text elements.

® Format — Allows you to create headings in your text. Headings make the content more visually
organised and assist search engine indexing. Select some text and click the Format dropdown. Click
on the formatting you want to apply.

Format - Styles

(E=mpm s
Normal
Heading -
Heading 2
Heading 3

e Styles - Allows you to apply pre-configured styles to your text. Select some text and click the Styles
dropdown. Click on the style you want to apply to the text.

Styles -

Block Styles

e Remove formatting - Allows you to clear any of the formatting that has been applied to your text.
Select some text and click the Zx button.

Tip: When copying-and-pasting text from other sources (word processing applications and other
websites) you can use this option to clear the formatting from the other source.

Go to: Table of contents 58




SCAYT (Spell check as you type)
AE'C -

The SCAYT function allows you to get spelling support for with various configurable options. To access the
various options, click the icon.

ABL +

Disable SCAYT

Options
Languages
Dictionaries

About SCAYT

e Disable SCAYT — This will disable the automatic spell checking feature

e Options - allows you configure various options via a pop-up window.

SCAYT x

Options Languages Dictionaries About

(] Ignore words with mixed case
L] Ignore all-caps words
Ilgnore domain names

Ignore words with numbers

e Languages - allows you select in which language you want the spelling to be checked in.

SCAYT X

Options Languages Dictionaries About

O Al-based English O French
O American English © German
O Auto Detect © Greek
@® British English J Italian

O canadian English ) Norwegian Bokmal

~ Ao

© canadian French © Spanish
© panish © swedish
© puteh © ukrainian
© Finnish
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Dictionaries - allows you to add custom words and terms so that they don’t get “flagged” as spelling
errors. Simply type your custom word into the “Add word” text field and click the “Add word”
button.

SCAYT

Options Languages Dictionaries About

Add word
Add word Dictionary Preferences

Undo and Redo

« ~»

You can step backwards and forwards through editing steps with the Undo and Redo buttons.

Undo — To undo your last edit or change, click the * button.

Redo — To redo an edit that you mistakenly undid, click the ~» button.

Superscript and Subscript

xE

X,

You can add Superscript and Subscript text by using these two menu options.

2
Superscript — Select the characters that you want to set as superscript and click the X" putton.

X

Subscript — Select the characters that you want to set as subscript and click the “*2 button.

Horizontal line

As described, this button will insert a horizontal line into your text copy.
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Copy, Paste, Paste as plain text and Paste from Word

I

B @ @

Using the icons above, you can copy and paste from various sources while ensuring your content is correctly
formatted.

Copy — This will copy selected content. Select the content you want to copy and click the Fb button.

Paste — This will paste the content that was previously copied. Place the cursor where you want to
-y
paste the content and click the (5 button.
Paste as plain text — This will remove any formatting that was copied with text from another source
as it pastes it. Copy text from another source, place the cursor where you want to insert the text and
-y
click the [ button.
Paste from Word — This will paste any text was copied from Microsoft Word and translate its
formatting to be compatible with the CKEditor formatting. Copy the text from Microsoft Word, place
-y

the cursor where you want to insert the text and click (@

Special Character

Q

Insert Special Character — This will enable you to insert a special character that doesn’t occur on a

standard keyboard. Place the cursor where you want to insert the character and click the Q
button. A pop-up will open with a selection of special characters. Click the character you want to
insert.

Select Special Character b4

% & ' () "

A
Sz o+

#
5
F
w
i
z

s 4 om0 v o

3
6
G
X
i
{
§

- M x @ € O w -
® < T < m &
B e
e 1 3 —~ C ®
- - BRI
“ ] e 8 D @ —
- - £ o ®» o

o @ O > e
g oo

5 o o o=
ic e x MT B < 0 O @ =

g o & — ¥

< o @ O o 1

$ o w oz > 8 - D

N - 2

- o m O om

Y o om 8O = mE o+ A4 O N

R T - E @~ - N - ® @
S 3 ow =

I <= - & om - -

L=

e ® o om
+ & @ . om o
1 T - o om e

Cancel
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Replace

+d

b«
e Replace — This will find text and replace it with the text you specify. Click the ~»a button and the
“Find and Replace” pop-up window will appear. Enter the text you want to find in the “Find what:”

text field and the text that you want to replace it with in the “Replace with:” text field. The additional

checkboxes offer extra criteria for your search.

Find and Replace X
Find Replace
Replace with: Replace All
Find Options
[C] Match case

[[] Match whole word
Match cyelic

Close

iFrame

®

e iFrame — This button allows the embedding of an iFrame of external content into your page or node.
An iFrame, also known as Inline Frame, is an element that loads another HTML element inside of a

web page. In a sense it is like a window through which some external content can be viewed.

To insert an iFrame, click the ® button. This will open the iFrame Properties pop-up window. Here
you will be able to populate the URL of the external content, the Width and the Height as well as the
Alignment of the iFrame. The checkboxes offer additional configuration options. The optional Name,

Advisory Title and Long Description URL fields can also be added.

IFrame Properties

I

URL*

Width Height Alignment

<notset> w

[_) Enable scrollbars Show frame border [ Remove from tabindex

Name Advisory Title

Long Description URL
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Maximise

LY
N

To provide distraction free editing, you can click the Maximise button to resize the CKEditor area to fill the

whole page. To maximise the editor click the “ button. To return to the default view, click the button again.

Link and Unlink

==
With the Link and Unlink icons you can create additional navigation options within your content as well as to
other online web resources.
e Link — This allows for the insertion of text links within your content. To add a link, select the text that
you would like to link from and click the button. This will open the link pop-up window.
Link Info Target Advanced

Display Text

Link Type
URL v

Protocol URL*

http:fj -

m Cancel
o Inthis window you can select from the Link Info tab:

= Display Text - the text that will be linked from.

= Link Type — This can be a URL address, a Link to anchor in text (see Anchor below),
an E-mail address, or a Phone number. Each of these options will generate the
appropriate HTML code for the required link.

o The Target tab which allows for the configuring of the HTML target of the link; and

o The Advanced tab provides additional options for the configuration of the remaining HTML
link tag properties.

e Unlink — Allows for the removal of a link in the text. Select the existing link text and click the <

button.

Abbreviation

&8
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This functionality allows the full text an abbreviation to be displayed when the user hovers of the

abbreviations. Select the abbreviated text and click the (B8 button. This will allow you to define the
abbreviated text as well as the full text in the pop-up window.

Anchor (defunct)

Anchor — A anchor is a link destination within a webpage as opposed to another web address. By inserting an
anchor on a page you can navigate to the location of that anchor with a standard text link. To insert an

anchor on the page, place your cursor where you would like the anchor and click the [ button. Name the

anchor in the anchor pop-up. Now you can link to this anchor using the Link button © and selecting the
Link to anchor in text option by choosing the name of your anchor.

Unordered list and Ordered list

1
2
Insert Ordered or Unordered lists into your text with these two options. Both types of lists are indented by

default but the depth of the indent can be adjusted using Decrease indent and Increase indent (see above).

o Unordered list — Creates a bulleted list of items.

® Ordered list — Creates a list of ordered, sequential items.

Insert media from link, Font Awesome and Insert from Media Library

&

Insert media from link, Font Awesome and adding media from the library via the Insert from Media Library
button are all methods for embedding rich multi-media content and iconography into your content.

o Insert media from link — You can use the insert media button & in the toolbar to insert or embed
media in your text. Once you click the button, enter the URL of the media item and click confirm.
Tip: You can also paste the media URL directly into the editor content and it will be automatically
embedded.

e Font Awesome — This button provides access to the Font Awesome library of icons. Place your cursor

where you would like to insert the icon and click the [ button to open the pop-up window. You
can search through the available icons by typing a few letters to find related items or visit the
complete library via the link in the pop-up. Click the “Insert icon” button to add it to your content.

e Insert from Media Library — Clicking the % button will open the media library for Unite Web. You
will be able to choose from the available media in the library or upload new items for insertion into
the page. For more details on adding media to your content see the Add media section of this
manual.

Go to: Table of contents 64




Table

a2

Clicking the A button inserts a table into the content area. You can further edit the table with the table edit
controls which will be highlighted when a table is selected (see Table Formatting).

Bootstrap Grid

A Bootstrap grid is a layout of columns and rows based on the Bootstrap formatting system. A Bootstrap Grid

provides a layout that adjusts to different devices and screen sizes. Click the == button to insert a Bootstrap
grid and follow the prompts in the pop-up window to configure your grid.

Tabs

0

This icon creates a tabbed layout of multiple content areas. The tabs serve as the method of navigation to the

different content areas. To create a tabbed layout, click the - button.
To remove tabs, click in the tabs area in edit mode and click the icon again to access the pop-up and use the
Remove a Tab dropdown.

Bootstrap Tabs b4

Add Tabs when activity content can easily be segmented into
separate tabs to allow for more efficient use of space.

Tab Set Title
Tabs test

Number of Tabs

4w

Remove a Tab

v Choose a Tab to Remove J
Tab 1 Name
Tab 2 Name
Tab 3 Name

Tab 4 Name Cancel m

Insert Headline

H1

This icon will insert text that is formatted as a headline — a single word or line of text that stands alone rather
than being included in a paragraph. Clicking this icon will open a pop-up window with the following options:
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e Headline text — The text that will formatted as a headline
® Link — An optional link for the headline
e Underline title? checkbox — the option of including a horizontal line under the headline

e Text Alignment radio buttons — Allowing for the setting of the alighment of the headline to be
aligned Left, Center or Right.

e Headline style — Various optional configurations for the headline including:
o html tags (H1, H2, H3, H4, H5, H6);
o html classes (H1, H2, H3, H4, H5, H6); and
o pre-configured display options (Display 1, Display 2, Display 3, Display 4)

Headline example:

Headline text

Separator

This icon will insert a separator horizontal line element. This is different from a standard horizontal line since
it provides the following additional configurations options:

e Display radio buttons control the vertical width and style of the separator. Options include:

Thick

Thin

Sdg
=
Dashed

e Display style radio buttons include the styling of the separator’s border. Option include:
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Solid

Transparent

Border color radio buttons control the top border line of the separator. Options include:

un-blue

absolute-black-25

absolute-black-50

Top spacing radio buttons allow for the controlling of the spacing above the separator. Options
include:

mit-1

mt-2

mt-3

mt-4

mt-5

Bottom spacing radio buttons provide spacing below the separator and the next item of content.
Options include:

mb-1

mb-2

mhb-3

mb-4

mb-5
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Quote

The quote icon will insert text in a formatted way to show that it is a quotation. This will include quotation
mark icons and an author. When clicking the icon a pop-up will appear providing:
e Atext area for the quoted text;
o Atext field for the name of the quoted author’s name; and
e A Display radio button with options for:
o Short text; or
o Long text

This is a short text quotation example

Author Name

This is a long text quotation example

Author name

Accordion

s

Clicking the Insert Accordion icon will create several content areas that are alternatively expandable and
collapsible. The pop-up for the accordion area will give you a text field for the “Accordion title” as well as 5
additional content areas, each with a title and a description area. The accordion will appear as below in the
content area. Example of an accordion below:

Title 1 A

Description area 1 with text content

Title 2
Title 3
Title 4

Title 5

v VvV VvV Vv
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Tooltip

0]

This icon will insert a tooltip item that opens a tooltip area with additional information when a user scrolls
over the tooltip component. Clicking the icon will open the configuration pop-up that will offer the following
configurable options:

e Tooltip Text - The text that will appear on the tool tip component
e Title - The title that will be displayed on the tooltip that appears on roll-over
e Content - The content within the tooltip window
e Link properties are allows for the insertion of a text link in the tooltip area. The configuration items are:
o Link URL - The web address of the text link
o Link text - The text that will be displayed as a link
o Open link in a new tab checkbox allows the link to be opened in a new browser tab
e Button properties
o Button URL - The web address of the link
o Button text - The text that will be displayed on the button
o Open link in a new tab checkbox allows the link to be opened in a new browser tab

Tooltip Properties b 4

Tooltip Text

Title

Content

Link properties

Link URL

Link text

[_] Open link in a new tab
Button properties

Button URL

Button text

[_] Open link in a new tab

Cancel “
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Button Link

This icon will insert a Button link (as opposed to a text link) into the content area. Clicking the X con wil
open the Button link pop-up window. Here you can configure the Style, Size, Text (that will be displayed on
the button), the URL link, as well as the Target of the link and whether or not the button will include Icons.

Button Properties b

Button Text

Link

[C] Open link in & new tab

Button style

@® Primary O secondary O Tertiary: More ) Tertiary: Link
Ii_:on position

O Left ® Right

lcon Class (e.g. fa-arrow-right. Leave blank to hide icon)
Custom HTML ID

Custom CS5 classes

Cancel n

Snackbar

1
i
—

This icon will insert a Snackbar. Snackbars are often used as a tooltips, popups or static highlighted items to
show additional messages, notifications or information on a screen. Snack bar example below:
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I This is an error notification snack bar % l

I This is a warning notification snack bar % l

I This is a success notification snack bar % l

I This is an information notification snack bar X l

[ This is a tag snack bar j

[ This is a chip snackbar X ]

Snackbar Properties x

Text

Show close button (always hidden in tags, always visible in chips)
[J Show icon

[J Show as selected (only tags and chips)

[J Show as disabled (only tags and chips)

Display
O Error O Warning ® Success O Information O Tag O Chips

Cancel m

Status Label

3

Status Labels are used as visual components to draw attention important messages in the content of pages
or other content items. Examples of Status Labels:

Default Status Label ’

Success Status Label ’

Danger Status Label ’
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Status Label Properties x

Text

Display
® Default _) Success O Danger

Cancel m

Templates (defunct)

B

Content templates are available to eliminate the need to have to re-create content formatting on multiple

pages. To access the Templates click the B button, select the template you would like to use and choose
whether or not you want to “Replace actual contents” (i.e. the existing contents) by checking the related
checkbox.

Check Accessibility

o

Checking Accessibility ensures that your content will be viewable in the most accessible way, by both humans
and machines (search engine bots, etc.), based on current Internet accessibility standards. This tool will check
your content and offer suggestions on how you can edit your content to be as accessible as possible. To start

the Check Accessibility process, click the 6 icon and follow the prompts in the pop-up window. You will
either have to fix the accessibility issue yourself or click the “Quick fix” button to allow this tool to attempt to
fix the accessibility issue for you.

Source

Source

As mentioned above, the CKEditor is a WYSIWYG (What You See Is What You Get) editor that automatically
writes HTML code as you format and edit your content visually. You can, however, edit the HTML code
directly with the View Source functionality. To view the HTML source code of your content, click the

Source pytton. To return to the visual editor, click the Source ptton again.

Table formatting

G REEERSTE @
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When selecting a pre-existing table in your content, the icons above will be accessible. From left to right, here
are the names and functions of the Table formatting icons:

FAQ Browser

E

Table - Clicking this icon will add a table to your content area.

Delete table — Clicking this icon will delete the currently selected table

Insert row before - Clicking this icon will insert a row before the currently selected table row.

Insert row after - Clicking this icon will insert a row after the currently selected table row.

Insert column before - Clicking this icon will insert a column before the currently selected column.

Insert column after - Clicking this icon will insert a column after the currently selected column.

Delete rows - Clicking this icon will delete the currently selected table row.

Delete columns - Clicking this icon will delete the currently selected table column.

Merge right — Clicking this icon will merge the current table cell with the cell to the right.

Merge down - Clicking this icon will merge the current table cell with the cell below.

With the FAQ browser you can create a new list of Frequently Asked Questions (FAQ) and Answers.

To get started, click the E button to open the pop-up window.

On the Create a new FAQ tab you will have access to the following configuration options:

Block description is the administrative label that you can assign to this FAQ block

FAQ section has the following oprion for each FAQ:

1.
2.
3.
4.
5.

Question — a textfield for inserting the question of the FAQ.

Answer — a text area for inserting the answer to the above question.

An Image area where an image can be assigned to this individual question and answer pair.
A Global Category field for categorising the FAQ with one of the global UN categories.

A Local Category field for categorising the FAQ based on localised site categories.

The Add FAQ button allows for the adding of another FAQ as part of this FAQ list. When the
subsequent FAQ is created, another group of the above fields will be avaialbel for population

Variant dropdown giving three different display options:
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1. Default

Question 1 A

Answer 1

Lorem ipsum dolor sit amet consectetur adipiscing elit, integer habitasse torquent
accumsan suscipit duis, nascetur pulvinar nisi ac pellentesque ultrices.

Question 2 >
2. Accordion boxed

Question 1b A

Lorem ipsum dolor sit amet consectetur adipiscing elit, porttitor at ad ornare montes
dapibus, fusce condimentum mattis semper primis aptent

Question 2b >

Question 3b )

3. Accordion boxed, header with background

Question 1c N\

Lorem ipsum dolor sit amet consectetur adipiscing elit, id per torquent quam odio
augue, eget senectus aptent nullam viverra sed.

Question 2¢ >

Question 3¢ >

Alternatively you can link to an existing FAQ via the Select a FAQ tab if any are available in the has been
created via the custom block library type.
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Translating content

Content type translation

In UNITE WEB you can add translations to your different content types so that you can publish them in
multiple languages. To add a translation to a content type, follow the steps below.

1. On the administration bar, click on Content.

&5 Unite Web [ Properties J_'_ People

Scheduled

2. On the Content page, use the search function to filter existing content to find the content you want to
translate. It is possible to filter the content list by Content type, Title, Description, Published status, NID
(Node ID), Tags, Group (property), or by Updated date. Make your selections and click on the grey
“Apply” button to filter the list of content.

Content type Title (contains) Description Published

- Any - v ‘ Test ‘ ‘ - Any - v ‘
NID Tags
| al

Group Updated

All v | |Min yyyy/mmjdd O ‘ Max ‘ yyyy/mmfdd 0O H Apply Reset

Alternatively, you may scroll through the content list shown below the search function.

NID Title ;‘:‘:"" Group Tags Published  Posted Updated 1+  Edit Language
14988 Test Readonly Article 07 Article E?mm Roertviest Yes Wﬂ?g:”“" July 13, 2022 ;;.E;:'“'J”Mg' 2022- it English
15030 Test Article 02 - readonly Article ::lng:rd Rronerty Training materials Yes I::::a”" July 189, 2022 - I::jd“'mwa' 2022~ edit  English
14991 Test Article 01 Article ;_?mm RroRertytest test Yes Yvwe;;fmy' July 13, 2022 ;\:;;fj?;;uww’ edit  English
14946 otent Article Yes :J;o;:am July 4, 2022 - :A;;qdam July 4, 2022 - edit English

3. From your list, find the content you want to Translate, navigate to the right and click on the “Edit” link.

v S . o o evee vy e cun e
readonly. property test 01 materials 16:04 161
By Wednesday, Wednesday,
14991  Test Article 01 Article e PIOPECY. test Yes July13,2022-  July 13,2022 - English
S 13:31 13:35
Monday, July Monday, July
14946 content test Article Yes 4,2022 - 4, 2022 - edit English

4. You will be redirected to the content item page. Click on the “Translate” tab to access the available
translations.
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Note: You will only have access to translation options for the languages that have been pre-configured for
your site. To add another language contact your site administrator.

Home : Author page test

Edit Page Author page test

View Edit Delete

From the list of available languages, select the translation that you want to add and click the grey “Add”
button under the operations column on the right of the list.

Home > Author page test

Translations of Author page test

View Edit Delete Translate

Language Translation Status Operations
Arabic nfa Not translated Add
Chinese nfa Not translated
English (Original language) Author page test Not published Edit

French Author page test FR Not published Edit v
Russian nfa Not translated Add
Spanish nfa Not translated Add

You will be redirected to the new translation version of the original content page. Fill in all of the fields
that you would like to change to the translation language.

Note: Certain fields that were populated when first creating the original content won’t be available for
translation as some fields need to remain consistent between translations

You will also note that there is an added section in the Published menu (on the right of the screen on a
desktop/laptop display) called Translation. Use this option to mark pre-existing translations as outdated
if significant changes have been made.

Note: If content is moderated you will receive the following message: “Translations cannot be flagged as
outdated when content is moderated.”

Translation
~

S0 not flag other transiations as outdated

other translations as cutdated

|| Flag

Authored by

TCOUSILLAS (41) Q
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8. Once you have added all of the relevant translated content, click the blue Save (this translation) button.

Media item translation

In UNITE WEB you can add translations to your Media items so that they will be viewable in multiple
languages. To add a translation to a Media item, follow the steps below.

9. On the administration bar, click on Content.

% user

o4
¥,

-‘-:- Unite Web % Properties :_'_ People

Scheduled

10. On the Content page, click the “Media” tab.

Content Files Media

11. Use the search function to filter existing content and find the Media you want to translate.

Media name Type Published status L

Test image - Any - v - Any - 4 - Any - ~ Filter Reset

Alternatively, you may scroll through the Media list below the search filters.

Thumbnail Media name Type Author Status Updated T Operations
m Test image 03 Image Published 01/07/2023 - 07:40 Edit ~
i Test image 02 Image Published 12/02/2022 - 05118 Edit v

Test image 01 Image Published 10/19/2022 - 08:33 Edit ~

Test image 04 Image Published 10192022 - 08:33 Edit ~

12. Once you have located the Media item you want to translate, click the dropdown next to the “Edit”
button in the Operations column and select the “Translate” option.

Thumbnail Media name = Type = Author Status = Updated i Operations
m Test image 03 Image Published 01/07/2023 - 07:40 A

Delete

P - Test image 02 Image Published 12/02/2022 - 05:18 Edit v
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13. You will be redirected to the Translations page for the specific Media item. Select the language that you

want to create a translation for by clicking the “Add” button in the “Operations” column.

Home > Testimage 03

Translations of Test image 03

View Edit Delete Manage display Revisions Translate

Language Translation

Arabic nfa

Chinese nfa

English (Original language) Test image 03

French nfa

Russian nfa

Spanish nfa

Status

Not translated

Not translated

Published

Not translated

Not translated

Not translated

Operations

Add

Add

Edit

Add

Note: You will only have access to translation options for the languages that have been pre-configured for
your site. To add another language contact your site administrator.

14. On the translation page, fill-in all of the fields that you would like to be translated including, if required,
an alternative image file, video file or audio file in the relevant media upload area.

15. When you have populated all of the relevant fields, scroll down to the bottom of the page and click the

blue “Save” button to save this translated version of the media item.

E Delete translation

16. A status message will appear confirming that the new translated media item has been created.

Status message

Image Test image 03 (Fr) has been updated.

Menu link translation
The Menu link translations have dual functions:
1. To provide translated text for the menu link in the menu.

2. Tolink to the translated version of the content.

There are 2 main paths to achieve this:
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1. You can first create the translated content/page/node and then create a link to that translated version of
the content. This is done using the “Link override” field as described below.

2. The recommended procedure is to build out the menus/navigation in the original language. Then
create/add the menu translations as described below. When no existing translation of the content exists,
the translated menu item will link to the original language content until a translation is created (see
“Content type translation”). Once a translation is created, the translated menu links for that language
with automatically link to the translated content.

To translate a menu link, follow the directions below:

1. On the administration bar, navigate to UNITE WEB then Structure and select Menu.

E Manage 1_ USER

E Content {E:' Unite Web ?ﬂ Properties :L People

Site Settings >
Structure >  Entityqueue
Users and Properties > Layout library

Taxonomy

2. On the Menu page, find the navigation menu you want to add translations to and click “Edit menu”.

Menu

Title Deseription Operations

Administration Administrative task links Editmenu W
Global menu Editmenu
Main navigation Site section links
Social Media Social Media menu allows Site Admin to configure the media links of the site Editmenu W

User account menu Links related to the active user account Editmanu

3. You will be redirected to the Edit Menu page. Find the item you want to Translate in the list below the
menu options. Click the dropdown arrow to the right of the “Edit” button in the “Operations” column
and select the “Translate” option.

© Hide row weights

Menu link Enabled Weight Operations

Test Article 01 0 v Edit A
Test link 2 0 v Edit v
Test link 3 0 Edit v

4. You'll be redirected to the Translations page with a list of languages available for translation.

5. On the Translations page, find the language that you want to add a translation link to, and click the “Add”
button under the “Operations” column.
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Translations of Test link 4

Edit Translate

Language

English (Original language)
Arabic

Chinese

French

Russian

Spanish

Hindi

Portuguese

Swahili

You will be redirected to the Create translation link page which includes all of the fields that were

Translation

Test link 4

n/a

n/a

n/a

n/a

n/a

n/a

n/a

n/a

Status

Published

Not translated

Not translated

Not translated

Not translated

Not translated

Not translated

Not translated

Not translated

Operations

Edit

Add

Add

configured for the original language menu item in the “Add menu item*“ section above.

Note: Listed below are the fields that are most relevant to the translation. For a complete list of all the

menu item fields you can view the “Add menu item* section above

e Menu link title — The translated title of the link that will be visible in the menu

e Link override (Important) - This provides the option of linking to an existing translated version of the

content/page/node. When you begin typing in the text field, the search functionality will auto-

complete the link based on the content on the Unite Web.

If no translated version of the content item that this link is related to currently exists, or you intend

on creating a translated content item later, then leave this field blank. Until the related translated

content item is created, the translated ink will link to the original language page.

& — [2)
Origirgk / Original page
%

Translated link

When a new translation of the original content item is created, the translated link will

automatically link to that page.
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& — 2

Original link Original page
Translated link Translated page

e Enabled checkbox — When checked, this will enable the link in the menu for all languages.
Unchecking this box will hide the item from the menu in all languages.

e Description — This is provides additional info that is displayed when hovering over the link in the
menu item.

TEST ARTICLE 01 v

Test link 2

Home = Home|

o Show as expanded — If the item has children, the children items will always appear expanded and
will be applied for all languages.

e Attributes — This offers some more advanced options and it is recommended that these options
remain the same for all languages.

o Parent link — It is recommended that these options remain the same for all languages to preserve
the same menu structure.
Note: If a child item/node is assigned a translated menu link but the parent hasn’t been translated it
will cause the navigation to stop working. In other words, the entire parent/child hierarchy needs to
be translated if you are going to be translating a child menu item.

e  Weight — This specifies the order of the menu item in vertical order from top to bottom will be
applied for all languages.

e Custom style — Here you can include custom CSS classes for additional styling control. This will be
applied for all languages.

e Special style — This provides the option of setting the item as a special menu item and will be applied
for all languages.

7. Once you have translated all of the required fields with the language appropriate values and click the
blue “Save” button to save the translated menu item.

Taxonomy term translation

In UNITE WEB you can add translations to your Taxonomy terms so that you can categorise content based on
the different languages of your site. To add a taxonomy term translation, follow the steps below.
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1.

On the administration bar, click on scroll over Unite Web, Structure and click Taxonomy.

== Manage 1 Editoruser

& Content ':e:' Unite Web ?ﬂ Properties

A Welcor site Settings >

Structure >] Taxonomy

Menu

This will take you to the taxonomy listing page. On this page you will see a list of all of the elements that
have taxonomy categorisations. All of the website elements that can be categorised using taxonomies
will be listed here. To view the existing list of taxonomy terms for a given element, click the “List terms”
button to the right of the element name in the “Operations” column.

Home : Unite Web Configuration Settings » Structure

Taxonomy

+ Add vocabulary

© Show row weights

Vocabulary name Description QOperations
# Ao ype
< Author Stores the content authors List ter_..
+}  Category Stores the Terms for Category vocabulary Listterms
< Document type Listterms
+  Entity List ter..,
]+ Event type Listterms  ~

You will be redirected to the taxonomy listing page for the specific element that you have selected. To
add a new taxonomy term translation click the dropdown arrow to the right of the “Edit” button and
select the “Translate” option from the dropdown.

Article taxonomy 1

. Delete
Article taxonomy 1 i

Article taxonomy 3 Edit Vv

Note: You can also access the translation page when viewing the taxonomy term by clicking the
“Translate” tab.

Article taxonomy 1

View Edit Delete

This is a brief description of the Article taxonomy 1
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Taxonomies

Viewing Content Taxonomies

As an editor on UNITE WEB you have the ability to view the various taxonomies on your site. To view existing
content taxonomies, follow the instructions below.

1.

2.

3.

On the administration bar, click on scroll over Unite Web, Structure and click Taxonomy.

E Manage § EditorUser

7YY

H Content === Unite Web ?ﬂ Properties

A Welcor site Settings >

Structure >] Taxonomy

Menu

This will take you to the taxonomy listing page. On this page you will see a list of all of the elements that
have taxonomy categorisations. All of the website elements that can be categorised using taxonomies
will be listed here. To view the existing list of taxonomy terms for a given element, click the “List terms”
button to the right of the element name in the “Operations” column.

Home > Unite Web Configuration Settings > Structure

Taxonomy

+ Add vocabulary

© Show row weights

Vocabulary name Description Operations
& Ao ype
< Author Stores the content authors List ter...
+} Category Stores the Terms for Category vocabulary Listterms
s Decument type Listterms  ~
+}+  Entity List ter...

}» Eventtype Listterms v

You will be redirected to the taxonomy listing page for the specific element that you have selected. The
items will be listed in alphabetical order and can be filtered using the filter box at the top of the list and
clicking apply.
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Name Operations.
Tasenemy term 1 Ea

Article taxonomy 1 Bt v

Add Content Taxonomy Terms

As an editor on UNITE WEB you have the ability to add to and edit the various taxonomies on your site. To
create and edit taxonomies, follow the instructions below.

5. On the administration bar, click on scroll over Unite Web, Structure and click Taxonomy.

E Manage 1 EditorUser

E Content @& Unite Web ?ﬂ Properties

g

A Welcor site Settings >

Structure >] Taxonomy

Menu

6. This will take you to the taxonomy listing page. On this page you will see a list of all of the elements that
have taxonomy categorisations. All of the website elements that can be categorised using taxonomies
will be listed here. To add a term to the taxonomy list for a particular element, click on the dropdown
arrow on the right of the “List terms” button and then click the “Add terms” option.

Note: Some of the taxonomy lists for each of these elements can be added to and edited by site editors.
The rest of the elements will have pre-defined taxonomy lists that can only be viewed on not edited.

Home > Unite Web Configuration Settings > Structure

Taxonomy

+ Add vocabulary

© Show row weights

Vocabulary name Description Operations

<} Article type List terms

b Author Stores the content authors List ter...
b Category Stores the Terms for Category vocabulary List terms. ~v
< Document type Listterms v
b Entity List ter...
< Event type Listterms v

7. You will be redirected to the taxonomy listing page for the specific element that you have selected. To
add a new term, click the blue ”+ Add term” button.
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+ Add term

Name

Apply

Name Operations

Taxonomy. term 1 Edit v

Article taxonomy.1 Edit v

8. On the “Add term” page you will need to fill-out the relevant details of your new taxonomy term. These
include:

a. Name - The name of your taxonomy term (This is a required field)
b. Description — An optional brief description of the taxonomy term.

c. Language — The specific language under which this taxonomy terms should be viewable. For
example, if you have a taxonomy term that is only relevant to items in a specific language you
could select that language here. For more info on translating taxonomy terms view the
Taxonomy term translation section in this manual.

d. Relations — This section allows you to create a tiered taxonomy should it be required.
i. Parent terms - Here you can select a parent term from the “Parent terms” list.

ii. Weight — This allows for the ordering of the taxonomy items. The lower the weight, the
closer to the top of the list they will appear.

e. Generate automatic URL alias checkbox — by default this checkbox will be checked and the URL
alias for the taxonomy term will be automatically generated by the system.

i. Permanent Link - If you uncheck the “Generate automatic URL alias” check box you will
get access to this field which will allow you to manually write the URL alias.

f.  Published checkbox — This checkbox is checked by default which will result in the taxonomy term
being automatically published and added to the taxonomy list. If it is unchecked the taxonomy
term will be set as unpublished a won’t be available as a taxonomy term for site authors.

9. To save your taxonomy term you can either click the blue “Save” button which will save the taxonomy
term and refresh the page.

Alternatively you can click the grey “Save and go to list” which will save the taxonomy item and then
redirect you to the taxonomy list page.
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