USING THE WYSIWYG EDITOR
to
edit and manage the content in catalog. Many of the f eatures may be f amiliar to you but some will be
unique to Acalog and learning how to use the WYSIWYG editor is a f undamental part of working in the
Acalog Publisher to maintain our catalogs as it will appear in many dif f erent modules.
Below you can see the WYSIWYG toolbar.

To make working in the editor easier, you can use the maximize icon

in the toolbar to

maximize the editor to take up your f ull browser window. To see the rest of the page again, click
the same icon to minimize.

Toolbar Features
The WYSIWYG Editor Help icon will open a dialog box offering inf ormation on the f eatures of the
WYSIWYG Editor.
The Print icon is used to print the contents of the editor. This will print the content exactly as
it appears within the editor, not as it would appear on the Gateway.
The Preview icon is used to preview the contents of the editor in a pop-up window. All changes will
be seen in the preview, even if the changes in the editor have not yet been saved. The preview will display
with the applicable HTML but none of the Gateway styles - meaning you will not see the header, navigation,
width or spacing constraints of the Gateway.
To preview the content exactly as it will appear on the Gateway, the user will need to f irst save the page
and then select the Preview tab f or the item.

The Spell Check and Edit Dictionary icons are used to check f or spelling errors and manage
your personal dictionary.

appear in multiple pages
throughout the catalog.
Editing the dictionary will let you remove words you had previously added to your personal dictionary. The
words saved to the dictionary are specif ic to each individual user - it is not possible to preset a list f or all
users within the Publisher.

The Paste as Plain Text icon launches a dialog box that allows the user to paste content into the
editor, stripping all f ormatting f rom the original source. The user must user CTRL+V ( +V f or Mac users)
to paste the text into the box, then click
As a Best Practice, it is recommended that users always paste as plain text as this allows styles in Acalog
to be applied consistently across all pages of the Gateway; pasting directly into the edito r can result in
display errors on the Gateway.
The Undo icon can be used af ter making any changes. Clicking the icon will undo the previous
change made - and you can click it multiple times to undo several actions up until the last time the page
was saved, or the f irst edit was made in this session. You may also use the keyboard shortcut CTRL+Z
( +Z f or Mac users).
The Redo icon will only become available if you used the undo icon or keyboard shortcut to undo a
change. You can also use the keyboard shortcut CTRL+Y ( +Y f or Mac users).
The Find and Replace icons can be used to quickly locate and change specif ic words in the
editor and f unctions just as the f ind/replace f eatures does in many word processing programs you may be
used to. Cli
can switch between depending on if you need to f ind or replace a word.

How to Link to a URL, email Address, or Anchor within the page
The Link icon is used to create a new hyperlink or edit an existing hyperlink that is selected.
options: URL, E-mail, or Link to an Anchor.
The def ault link type will be URL

allowing you to direct users to another website outside of our catalog.

The Protocol dropthe complete URL of the address the user

Once the address is entered, select the Target tab at the top. As a Best Practice, it is recommended to
have any link that directs the user away f rom the catalog content open in a new window. Select New
Window f rom the drop-down menu and click ok.
The link dialog box may also be used to insert a clickable email client. As a Best Practice, we do suggest that you ensure that any e-mail address listed in the
catalog is a clickable link

-

To create an e-down menu and enter the e-mail address. A def ault
subject and body text may also be provided if you would like to prepopulate the e-mail.

within the same page and then link to those anchors f or same-page navigation.

Place your cursor in the editor to indicate where the anchor should be created. Anchors are of ten created
f or headings to direct users to specif ic sections of content; if placing the anchor f or a heading, place your
cursor at the beginning of the line.
The Remove Link icon is used to remove the link f unctionality f rom text within the editor. To remov e
the link f rom text, select the text and click the icon. You can also right -

Creating a Table
the
settings of the table bef ore inserting it into the page. You can adjust the size of the table, number of
rows/columns, border and spacing, and even caption your table.

CTRL+A (

+A f or Mac users). Click anywhere to de-select text.

The Remove Format icon is used to remove any custom styles that have been added to selected
text, but this icon will not remove f ormatting such as Headers that have been applied.
The Format drop-down menu is used to apply f ormatting elements such as headings.
These f ormatting elements will appear the same throughout the Gateway on every catalog based on the
styles set during Gateway integration.
Note: Formatting is applied to entire blocks of text rather than selected text. You may want to use the
Show Blocks option mentioned above to clearly see where formatting will be applied.

The Bold, Italicize, Underline, Strikethrough, Subscript, and
Superscript f ormatting icons will f unction just as they would in any word processing sof tware. You may
also use keyboard shortcuts CTRL+B f or bold, CTRL+I f or italicize, and CTRL+U f or underline. Mac users
can substitute the CMD key f or the CTRL key.

The Align Left, Center, Align Right, and Justify buttons can be used to change the
alignment of the text. Alignment will apply to entire blocks of text, not just to selected text.
The Numbered List and Bulleted List icons can be used to create lists of content. These lists
will be managed much as they would in any word processing sof tware. You can start a new li st by either
selecting text f irst and clicking the icon, or by just clicking the icon. Either option will present you with the
f irst entry in the list - either the f irst bullet, or f irst number.
Pressing enter at the end of the f irst line in the list will continue the list and pressing enter multiple times
will decrease the list level and even take you completely out of the list.

Pressing tab or using the Increase Indent icon while in a list will increase the indent of the current
list level. You may also change the type of numbered or bulleted list by right-clicking and choosing
List
The Increase Indent and Decrease Indent icons are used to adjust the indent level of list
items as well as blocks of text. Indent will apply to entire blocks of text, not just selected text.

The block quote icon can be used to set text of f from the main text, to distinguish it visually.

How to Insert an Image or Media File

The Image icon is used to add images to a page. An image must f irst be uploaded as a Media
File in the Gateway & Content Module bef ore you can insert it into a page.
Note: Only Manager level users can upload Media Files.
To insert an image, click the Insert Image
-down menu
to select the previously uploaded image. As a Best Practice, alternative text should be entered and
should be a short sentence to describe the image.
You can adjust the width and height of the image, however, as a Best Practice we recommend
resizing images outside of Acalog prior to uploading to maintain the best image quality.
will control the amount of space that appears between the image and text in the page.
Alignment can be set to Lef t or Right and will allow text to wrap around the image. If no alignment
is set here, it will use the alignment set in the editor and text will not wrap around it.
Note: Center is not an option for alignment. If you would like to align the image to the center of the
page, you will need to use the center text alignment option after the image has been placed within
the content.
The Insert Horizontal Line icon will add a horizontal line across the page. If your cursor is at
the beginning of a paragraph, the line will be inserted above, but if your cursor is at the end of a
paragraph, the line will be inserted below.
The Insert Special Character icon will open a dialog box with a selection of special characters
that can be inserted into the page. The editor is Unicode compliant, so you may also use ALT
Keystrokes to enter any special characters that you do not see in the special character selection,
as well as copying and pasting them into the editor.

How to Insert a Permalink to content in another section of the catalog
The Permalink icon is used to create a new Permalink or edit an existing Permalink.
Permalinks are used to link to content within the same catalog. Clicking this icon will open the
Permalink dialog box.
Note: Creating a large number of Permalinks on a page will cause the page to load more slowly
and may cause issues when editing and saving changes to the page. It is recommended that you
minimize the number of Permalinks per page, and do not exceed 100 Permalinks per page.
By def ault, when you f irst create a new Permal
to
You may
change this drop-down menu to also link to Custom Pages, Hierarchy Items, Programs, Filters, or Media
Files.

As a Best Practice, we recommend setting course Permal
Non- course Permalinks will def ault to
new window, in a pop- up window, as a show/hide link, or inline.
You can also d
data placeholders will pull the data directly f rom the Co urses module to ensure that the links are always

regardless of how many revisions the course undergoes.
In the editor, Permalinks will appear highlighted in green. You can edit the Permalink by ri ght-clicking or by
selecting the link and clicking the button in the toolbar. Once a Permalink to an item has been created, the
item cannot be deleted without f irst removing the Permalink. To remove a Permalink, right -click and choose
removing the Permalink will also delete the text.
Note: It is important to properly remove Permalinks using the remove or unlink actions, and to avoid copying
and pasting them to avoid introducing possible errors.

Permalink Usage Module
As Permalinks are created throughout Acalog, the item being ref erence through the Permalink becomes
unable to be deleted as long as that Permalink exists in order to maintain the integrity of the link. This is
As content and programs change, there will be a need to remove some items at some point and the
Permalink Usage Module provides a tool to track where these Permalinks are being used across the
database.
To use the Permalinks Usage Module, you will need to navigate to the Permalink Usage Tab at the top.
The next page will present you with the search. You may use the drop down to search f or a specif ic type of
item - any item that you can Permalink to, including Hierarchy, Programs, Courses, Filters, Custom Pages,
or Media Files.
Once you have made the selection on the location, additional f ilter options may become available to help
category containing Permalinks.
When viewing the results, the Permalink Name will list
will indicate how many items throughout the Publisher contain a ref erence to that item. Clicking on the link
in the Usage column will create a pop -up window that will list each of the items, along with a clickable link,
so that you may quickly navigate to each one and locate the Permalink as needed.

MEDIA FILES
Media f iles of fer you a way to incorporate various types of media (images, Microsof t Word documents,
PDFs, Flash f iles, etc.) into the online catalog. Such f iles are usef ul f or including things such as a campus
maps, f aculty photos, or promotional videos. Please work with the Catalog Manager to upload and any
applicable media f iles and images.

These three are suggested f or displaying images on the web, and can be inserted directly into the
WYSIWYG editor af ter they have been uploaded:
JPEG - Joint Photograph Experts Group. These are images that have been compressed to a small
f ile size. This f ormat is usually used f or photographs on the web because they can create small
f iles that look great
GIF - Graphic Interchange Format. This f ormat also compresses content into a s mall f ile, but in a
dif f erent way f rom a JPEG. They have a very limited range f or printing - but are very usef ul for
displaying logos or small animations on the web.
PNG - Portable Network Graphics. This f ormat is used exclusively on the web, but it does not
display photographs as well as a JPEG does.
You can also upload video - however 25 MB is a very small allotment. Acalog does not support embedding
video content directly into the editor, so ref erences to the video will result in a pop -up window.
PDFs and other downloadable content are supported as well and may be provided through a Permalink in
the WYSIWYG editor or through the Navigation if the status is set to Active-Visible.

VERSION AUDITING GROUPS
Version Auditing Groups allow us to create a group of users so you can quickly send messages and alerts
to all members of the group. Any user can be added to a Version Auditing Group, regardless of which
catalogs they have been granted access to.
Only Manager-level users will be able to create and manage Version Auditing Groups, but all users will be
able to view the groups that have been created.
Note
group has been used so you will want to be very careful when naming your group. Though you cannot
delete a group, you will be able to make the group inactive if it should no longer be used.

TRACKING CHANGES
With Version Auditing
and Automatic Snapshots in particular
enabled, we are able to track changes
that are made to items in the catalog. Expanding snapshots will tell us who made the change along with a
date and timestamp, as well as any comments. In the case of an Automatic Snapshot, the comments will
indicate why the snapshot was triggered.

SUMMARY
For any questions regarding editing your content in Acalog or access permissions, please contact the
Registr

