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Recommendations, Suggestions and Help:

It is recommended that each department designate two people who are able to maintain their respective web pages.
The purpose of this guide is to provide easy to follow steps on how to update and change your department’s webpages
ensuring that content is always current and pertinent.

If there is a need for any other complex additions, please contact the webmaster at dewon.hall@mvsu.edu or dial
3724,

The new MVSU website is very powerful and will continue to grow along with the University. Let’'s work together to make
THE VALLEY, the premier University in the Mississippi Delta, nation and world.
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The Login Page:

Scroll down to the bottom of the homepage (or any page on the website) and click
the “Admin” link. Log in using your username and password. Once you've logged
in, scroll through and find your respective department page(s). You should be able
to edit the pages you have access to. If not, please email the webmaster with the
list of pages you need access to at dewon.hall@emvsu.edu.
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After You've Logged In:
You will see three gray tabs: View, Edit and File Browser.
View - Shows your login history and how long you've been a member.

Edit - This is where you can change your email, password, upload your photo and
change time zones (please leave time zones at default).

File Browser: Shows a list of files that have been uploaded to the website.
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Page Editing:

Once you find your webpage(s), you will see the two gray tabs -View and Edit.
View - Allows you to see your page as it is on the website.

Edit - This is where you edit your content and/or upload files. The toolbar allows
great flexibility. As with learning anything, play around with the toolbar to see
what you can do with your page. There are options to really make your page(s)
appealing, but consistent.

Quick Tip on line spacing:

For single spaced lines:

On PC: Press Shift and while holding shift, press Enter
On MAC: Press Shift and while holding shift, press Return

For double spaced lines:
On PC: Press Enter
On MAC: Press Return
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Some rules of thumb:

The website is an extension of that MVSU brand. This guide is designed to ensure
consistency across the MVSU website. When building your webpages,

DO NOT change the font. The font style is already defined within the framework of
the website. To ensure this, leave the font option in the toolbar set to “Font”.

DO NOT apply any special formatting to text, outside of what is recommended

within this guide.
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Copy & Paste:

A few notes about Copy & Paste. Keeping the font consistent is important.
If you copy & paste directly from a Word Document into the editor box, the system
may use the fonts within that Word document, which may not provide the desired
outcome. To copy & paste from a Word Document, click the “Paste From Word”
icon in the toolbar. You will see a dialogue box. Copy & Paste your text there.
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More information about text formats

Textformat Full HTML -
¢ \Web pageaddresses and e-mail addresses turn into links automatically. m

e Linesand paragraphs break automatically.
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More information about text formats



USING THE OFFICIAL UNIVERSITY COLORS AND
OTHER VISUAL ELEMENTS TO CREATE A NICE
VISUAL HIERARCHY:

You can do this by adding colors, highlighting content, and using headers/
horizontal lines. This will be covered in the next few pages. In some cases, you may
need to make some sections larger than other portions and add different colors. To
break up or highlight content, use a header with a different color. It helps to break
up long sections of copy. You can also use a “Horizontal Line” if needed.

The Official University Colory:

Hex Colors for the web are: Green - #026937 ® Red - #CFOA2C o - #EDAAOO
Copy & Paste or type the colors in the “Text Color” box (include the # symbol).

See the examples below;
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Aliquam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi volutpat
gravida. Vestibulum quis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti. Nunc
fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim lectus
feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, aliquet vitae
metus. Nullam leo neque, suscipit vel risus tincidunt, hendrerit venenatis leo. Praesent eu malesuada augue. Nulla euismod pulvinar
cursus. Aenean convallis sit amet ipsum a sodales. Suspendisse pretium mi dolor, a finibus est euismod ac. Donec rhoncus laoreet

More information about text formats
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Aliquam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi volutpat
gravida. Vestibulum quis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti. Nunc
fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim lectus
feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, aliquet vitae
metus. Nullam leo neque, suscipit vel risus tincidunt, hendrerit venenatis leo. Praesent eu malesuada augue. Nulla euismod pulvinar
cursus. Aenean convallis sit amet ipsum a sodales. Suspendisse pretium mi dolor, a finibus est euismod ac. Donec rhoncus laoreet
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HEADERS:
Headers are great when you want to highlight certain areas in your content. In the
toolbar, you will see “Format.” After clicking the button, a drop down menu will give

you format options.

HORIZONTAL LINES:

These are also good when there is a need to break up content.
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Uploading/Linking Files and External URL's:

Uploading and linking files is very easy. Please Note: The new website can handle
large pdf files and images up to 45MB. However, it's best to practice uploading
smaller images and files to make sure website speed is at a maximum.
UPLOADING A FILE. Simply click the “Image” icon in the toolbar. A pop up box
appears. Click “Browse Server.” You will see another pop up box, then click “Up-
load.” From there, you will have access to the files on your computer. Find your file,
and click upload, after it's selected. You have the option to “Create a Thumbnail”.
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Uploading a File:

You should see this box after you clicked “Browse Server.” Click “Upload.”
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Click “Browse” and then find your file. After it's selected, click “Upload.”
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Your image is uploaded.
Uploading a File:

Your image is placed. If you click the image again, you can resize it.

Aliquam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi
volutpat gravida. Vestibulum quis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis
congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti.
Nunc fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim
lectus feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, aliquet
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Switch to plain text editor

More information about text formats



LINKING TO A FILE OR EXTERNAL WEBSITE URL
Linking to a file:

This process is similar to uploading images, with some additional steps. Simply
highlight the text you want to be linkable and then click the “Link™ icon in the toolbar.
Click “Browse Server.” Leave the “Link Type” set to “URL.” After your link is created,
it should be highlighted and clickable once you save the page.
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Edit Basic page MVSU New Website Sample Page
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Highlight your text.

Aliquam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi volutpat gravida. Ve
tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce vestibulum scel
rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti. Nunc fermentum, quam in pharetra scelernisque, lo
lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim lectus feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis eleme

est, efficitur a cursus eget, aliquet vitae metus. Nullam leo neque, suscipit vel risus tincidunt, hendrerit venenatis leo. Prawda augu

pulvinar cursus. Aenean convallis sit amet ipsum a sodales. Suspendisse pretium mi dolor, a finibus est euismod ac. Don t lacus .
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Aliguam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi
volutpat gravida. Vestibulum guis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis
congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti.
Nunc fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim

lectus feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, ali
body h1 span

Switch to plain text editor
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Aliguam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu

volutpat gravida. Veestibulum quis enim tempus, malesuada sapien eget, iaculi

congue. l m m "

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dul, lacinia vanus purus bibendum vel. Fusce B

vestibulum scelenisque turpis, nec rhencus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti
Nunc fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim

lectus feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, aliquet
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% Upload [} Thumbnails % Delete 'k Resize o Insert file

X File name]
File Yamika_Williams1.jpg

’ No file selected.

Create thumbnails
[C] small (90x90)

[C] Medium (120x120)
[7] Large (180x180)

2 Upload

yingl.jpg

']
']

: Yolanda_lones-1.jpg

Zannie Rainey.png

LINKING TO A FILE.

Again, Click “Browse” and once you find
your file, click “Upload”. After your file shows
highlighted in blue, double click it.

zelinski.jpg

Double Click your file.

ALT-Shortcut_Codes_0.pdf

1243 files using 497.64 MB of unlimited quota

LR

ALT-Shortcut_Codes_0.pdf
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Link Info || Target || Advanced

Target
<not set>=

<not set=
<frame=

<popup window=
New Window (_blank)
Topmost Window (_top)
Same Window (_self)
Parent ‘Window (_parent)

Tip: To open any ex*ernul link (URL) or file in a NEW website tab,

after you've selected your file or input the external URL, choose the
target tab. Then in the “target” dropdown, select New Window(_blank).
This allows a file or |exh'-arnul URL to open in a NEW browser tab so

that the website visitor WILL NOT close out the website window they

will return to.

Once this is done, click the “Link Info” tab to see your file.

ﬁ! Cancel “
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Aliquam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu
volutpat gravida. Vestibulum quis enim tempus, malesuada sapien eget, iaculi
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Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dul, lacinia varius purus bibendum vel. Fusce

vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti

Nunc fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim

lectus feugiat dictum. Integer lacinia libero non orci rhoncus, et aliguet felis elementum. Donec enim est, efficitur a cursus eget, aliquet >
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Your file is now linked.

Aliguam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi volutpat
gravida. Vestibulum quis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus gquis cursus neque, a dictum nunc. Suspendisse potenti. Nunc
fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim lectus
feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, aliquet vitae
metus. Nullam leo neque, suscipit vel risus tincidunt, hendrerit venenatis leo. Praesent eu malesuada augue. Nulla evismod pulvinar
cursus. Aenean convallis sit amet ipsum a sodales. Suspendisse pretium mi dolor, a finibus est euismod ac. Donec rhoncus laoreet
lacus at fringilla.

Switch to plain text editor
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Linking fo a external website URL:

This process is the same as linking to a file, but you will be linking to an external
website URL. Simply highlight the text you want to be linkable and then click the
“Link” icon in the toolbar. Click “Browse Server.” Leave the “Link Type” set to “URL.”
After your link is created, it should be highlighted and clickable once you save the

page.
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Aliguam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi
volutpat gravida. Vestibulum guis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis
congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus quis cursus neque, a dictum nunc. Suspendisse potenti.
Nunc fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim

lectus feugiat dictum. Integer lacinia libero non orci rhoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, ali
body h1 span

Switch to plain text editor
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This allows a file or external URL to open in a NEW browser tab so
that the website visitor WILL NOT close out the website window they

will return to.
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=<frame=
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New Window (_blank)
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Your link is now live and clickable.

Aliguam non lectus sem. Quisque eu quam a mi tincidunt aliquet a eu arcu. Fusce non varius nibh. Duis at dolor nec nisi volutpat
gravida. Vestibulum quis enim tempus, malesuada sapien eget, iaculis mi. Maecenas malesuada quam vehicula ante facilisis congue.

Fusce hendrerit accumsan sapien, et aliquet sapien ultrices quis. Morbi suscipit eros dui, lacinia varius purus bibendum vel. Fusce
vestibulum scelerisque turpis, nec rhoncus quam faucibus sed. Phasellus gquis cursus neque, a dictum nunc. Suspendisse potenti. Nunc
fermentum, quam in pharetra scelerisque, lorem eros tincidunt lorem, nec suscipit neque ex a leo. Nam volutpat libero dignissim lectus
feugiat dictum. Integer lacinia libero non orci thoncus, et aliquet felis elementum. Donec enim est, efficitur a cursus eget, aliquet vitae
metus. Nullam leo neque, suscipit vel risus tincidunt, hendrerit venenatis leo. Praesent eu malesuada augue. Nulla euismod pulvinar
cursus. Aenean convallis sit amet ipsum a sodales. Suspendisse pretium mi dolor, a finibus est euismod ac. Donec rhoncus laoreet

lacus at fringilla
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If you have any questions or comments, please contact the webmaster.
Dewon Hall | MVSU Webmaster | 662.254.3724 | dewon.hall@mvsu.edu

(2016; 10-29-2018)



