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Introduction

OmniUpdate is an easy-to-use web content management system chosen by SAkB#6 & a foundation of
the college’s management and maintenance.

OmniUpdate, an enterprise web content management system designedadlyeafihigher education, doesn’t
require that any software be installed on your computer. It instead runs throughtgoet browser (Internet
Explorer or Firefox on a Windows PC; Firefox on a Macintosh).

Because OmniUpdate is browser-bdsgdu can edit web pages on your computer and save them on the
OmniUpdate staging server. The “staging” server is just thatca plhere web pages and other files are held
(or staged) until they are approved and published to the “live” or productizer ser rejected and sent back for
revision.

Obtaining Log-ins

The Chairperson, Director, or Administrator in charge of your departmen offidivision must authorize all
personnel and their individual OmniUpdate permissions, must specifydhesir and must approve any changes
to those roles.

Account additions and changes are made through the “Blank Account Form” do@awvaiatdtle from the Web
Coordinator, Office of Public Affairs, 210 Culkin Hall, 312-3664 or on line at
http://www.oswego.edu/administration/guides/OmniUpdate Accounts.pdf

Scheduling Training

All SUNY Oswego personnel slated to use the OmniUpdate CMSattesd a training session before they will
be allowed into the system. Workshops are listed on the CTS website at:
http://www.oswego.edu/cts/services/instructional/workshops.html

Additional workshops are scheduled throughout the year. Check the OmniUpdate CamplettBr page at
http://www.oswego.edu/training/newslettésr class listings. Subscribe to the RSS feed using this address:
http://www.oswego.edu/training/newsletter/ounewsletter.xml

! Since a great deal of new content, updates amgelsawill reside in your browser until you save tgpective file to the
staging servemye strongly recommend saving your work every 10 t&5 minutesor after significant changes or
additions.
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The SUNY Oswego Web Publishing Process

The process of creating new web pages or editing existing pages within tigisite system is
straightforward.

Logging In

1. Using your browser, navigate to the page you want to edit. Once
there, you'll scroll to the bottom of the appropriate page and find
the “date stamp” on the last text line of the page.

Figure 1. SUNY Oswego web page

2. Click on the date (Figure 2).
Figure 2. Date Stamp 3. This takes you to the OmniUpdate log in screen (Figure 3).

Figure 3. OmniUpdate log in page

4. Tologin, use your usual Username and Password —
the same one as used for your SUNY Oswego wel)
account, or email. Once in the OmniUpdate system,
you will be able to perform a wide variety of content
creating and editing functions, depending on your
permission level.

As you create new pages or change existing ones, most of your work will be stdnedstaging server,
waiting for review, editing, approval and/or publishing to the “live” piiun server.

Staging Server vs. Production Server

Figure 4. Staging Server vs. Production Server

You will work on pages and save them to $keging
serverfirst. A page can be saved and passed between a
number of different users many times before being
published to th@roduction server (SUNY Oswego web
site). Until the time an authorized user clicks the “Publish”
button, however, the pages remain ondtaging server

and can still be changed, edited, or deleted.

Theproduction server is simply the “live” SUNY Oswego
web site, and is hosted here at SUNY Oswego. Pages that
are still in the publishing process — such as newly-created
pages, edited pages, and pages that have been approved and are waiting to be fouthieshee site are on the
staging server.
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Roles, Permissions, Levels and Authority

Your permission level (also known as your role) determines the full i@rtgsks you can perform within the
OmniUpdate publishing system. The OmniUpdate system itself has 11 pemiésals (from O to 10), with a
wide range of tasks flowing through successive levels of permissiofel 1@is highest for administrators.
“0” is the lowest level and is reserved for reviewers. Here at SUBWe@o most roles and permission levels
range from 7 to 10.

Specific SUNY Oswego Roles

Within the SUNY Oswego system, there are two primary roles withsmoneling levels of authority.

Level 7: Editor Level 8: Designer

This person can create new files and folders, edit This person can do everything listed for the level
in the WYSIWYG editor, see all files, upload 7 editor plus edit in limited HTML mode, delete
files, see the change log and publish. files, move files, and rename files

Levels 9 & 10are reserved for web site administrators.

Here's a link to the OmniUpdate permission chart:
http://support.omniupdate.com/documentation/ox/10/authoritylevels/pe&ongbsrt/

Workflow

Dashboard | Content Tab

When you log in, OmniUpdate loads the page you logged into. At this point you metyaseteea to edit by
click on one of the “edit” buttons or click on the Content or Dashboard tab.

For maximum screen size, you may want to press the full screen buttotF1h&ey in Windows.

Figure 5. Main Window Showing Dashboard and Contenfrabs

At the top of the browser window are the Primary Menu tBlashboardandContent Tabs
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Dashboard Tab

Figure 6. Dashboard Tab

In the dashboard tab you will see all of the pages sent to you by other users foalapgraeell as any text
messages that have been sent to you.

Workflow — Includes Inbox, Outbox and Compose.
Current Projects — List of files that are checked out to your individual account.
Settings/Preferences- Email information, your user level and who your approver is (if any).

Content Tab

Figure 7. Content Tab

Pages Recent Saves Recent Publishes

In version 8, this button combines This button displays a list of This button displays a list of

the old File Manager and Page  pages which have been updated, pages which have been published
Editor tabs. It displays the list of indicating the time, date, and userto the live site, indicating the
editable web pages and a set of - by which each page was last time, date, and user by which

functions that can be performed saved. each page was last published.
on any page. Available functions

are dependent upon your
authority level.

New in OU Version 8

Pages includes functions
from the old Page Editor
and File Manager Tabs.
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Click this tab to see files of
the ‘live’ server

Pages (production server).

Create new
file or foldel

\

Upload file

N\

Yellow light indicates you
have the file checked o

File is pending approval
<«—from a specific user.

Figure 8. Content > Pages view
Unsure about an icon? Let your mouse hover over the icon to get a tool tip.

Description of iconsis at:
http://support.omniupdate.com/documentation/ox/10/interface/contentfpBgssription%200f%20icons

Depending upon your specific editor level, you may see different icongggedic SUNY Osweqo rolefer a
breakdown of these levels.
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Page Icon Definitions
Click on Checkout to see these icons.

'

N

Use the checkXox to select multiple files if you wish
to move or deleteymore than one file.

Types of File

In OmniUpdate, you will be editing HTML files.
Within those HTML files you will link to other

Figure 9. Page Icons for a Checked-out File

Edit Page Properties

Edit the page title, meta tags like description, and
content.

Set Reminder

Schedule a reminder for this page at a later date and
time. You will receive an email in both your OU

HTML files, Word docs, Power Point docs, PDFs andinbox and campus email accounts.

images (gif or jpg).

HTML files (.html) — You will edit these files in
OmniUpdate.

TIP: It's important to use
the file extension in the
nameof all files.

Imagessuch as
.gif or .jpg

Documenfiles such as
a. .doc (Word)
b. .pdf
c. .ppt (Power Point)

Directories— similar to folders in your computer
and are the basic structure for organizing your
web site.

File Name

Every file in your web site has a name. This name is
typically something like “index.html.” By clicking on
the file name or file icon for HTML files you will

open the page in a preview mode and have the optio

to check out and edit the page or the subpart of the
page you have been given access to edit.

Check In/ Out

Files that are available for checkout will display the
checkout icon. Files that are checked out to you will
display the yellow light bulb icon. If a file displays a
red lock icon it is checked out to another user and is
not available to be checked out. Need the file right
away? Emailvebmaster@oswego.etin have the

file checked in.

SUNY Oswego OmniUpdate User Guide
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Preview

The preview icon will allow you to see the page as it
would appear on the web.

Check Links
Checks the links on this page for validity.

Set Expire
Set this page to expire at a future date and time.

Publish

Publish page to production server, making it live.
Only available to Level-8 users and above.

Log

View Page Log - Displays a list of who has edited
this page and when.

Backup

ﬁa‘dd a new copy of this file to the versioning system.

Revert

Reload file on staging server to a previously
published version.
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The following are functions are only available to Level-8 and above.

Access Move

Assign editing access for this page (or folder).  Move file from one folder to another. Move will
Users can only update pages they belong to. affect file on both production and staging servers.

Rename Delete
Rename file on both production and staging servers. Delete file on both production and staging servers.

Create Directory (Folder)

Figure 10. New Folder (Directory) Step 1

Click onnewto create a new directory.

Figure 11\ New Folder (Directory) Step 2 and Pageemplates

Click New Folder

Name the folder. Use lower case letters/numbers only. If you wish ¢oehspace between the words,
put an underbar () between the words. hmjor_list will show up asnajor list in the
breadcrumb navigation.

Click Create

This creates a new folder (directory) on both the staging and productensser

Each folder must contain 2 filestdex.html  andnavigation.html. Next we will create new web
pages.
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New Web Page

Figure 12. New Web Page

Click New (See Figure 10)
Choose a template. (See Figure 11)
On the resulting window:

o0 Page Title: Be sure to use an appropriate title. This appears aptbkthe browser.
0 Sub Title: Leave blank.
o Keywords: Used by search engines such as Google; this will make your pegeasily found.
o Description: This is also used by search engines. Use 2-3 sentencesiftedbe page.
o Name the file:
use anhtml extension.
Do not use spaces or special characters in the file name. Instead wseaters.
l.e., my_file_with_spaces.html
If using the Primary Sub Page Left Navigation template, it must be named
navigationlocal.html
0 Access: Set tieveryone
0 Click Create
0 Repeat, making a file namawlex.html  file. Use any template except the Primary Sub Page
Left Nav template.
Upload File
1. Click upload (in page view, upper right).
2. Set access to everyone.
3. Browse for the file on your computer.
4. Click Open.
5. Repeat 2 — 4 for multiple upload.
6. Click Upload.
Figure 13. Multiple Upload TIP: Images, pictures, Word docs, Excel files, PDFs, and

essentially everything that is not a web page (.html) or a text filg
(.txt) are uploaded directly to the Production Server and will not pe
seen within the Staging Server. To see those files, click on the
Production tab.
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Editing/Checking Out a Page

The page you are editing (which comes from the Staging Server) will loagl inaim window, below the
toolbar. You may now click in the page and start editing — similar to how you would y@upedje using
Microsoft Word, for example.

Click onthe Content Tab > Pageso see a list of files. Then click on the page name link to edit the page of
your choice. Then click on the area you want to edit. This will check out the file.

Check out a page fro@ontent > Pagesy clicking on the graycheck-out’ light bulb icon. If the page is
checked out, there will be a red lock. This is the message you will see:
Checked out touser id
The specified contributor has this file checked out.

TIP: Always check in the page when you are finished.

Figure 14. Edit/Check Out

Pasting existing copy into an OmniUpdate web page:
There are four (4) methods for transferring formatted content to Omniéipda

1. Dropping Content into TextPad or 2. Paste, Paste Clean, Paste from MS Word
NotePad Copy text, click on the page where you

This is the “Best Practices” recommendation, want the text to appear, then choose one

especially for content found within Word documents of the 3 options. We recommend “Paste

and for most already-published web content. Droppirfem MS Word” whenever you are copying text from
this material into TextPad or NotePad eliminates all @ Word document.
but the most basic text formatting (as opposed to 2 _
WordPad, which retains a lot of the Word formatting). 3. Remove Text Formatting
Select a specific portion of text and remove any of the
From the Note/Text file, simply recopy the content  formatting which it contains.
and drop this material into the “live” content section
of the new web page template, then adjust formattlng4 Clean Up HTML Code
within the OmniUpdate editor.
’ﬂ Select a specific portion of text and click the
“Clean HTML Code” icon.
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Figure 15. Universal Editor Toolbar

The Toolbar (Universal Editor)
Note: some functions may be disabled (l.e. 33 — font color).

1- Save 11 - Undo (Ctrl+2)

TIP: “Save Early, Save Ofte” = you leave an # Click the “Undo” icon. Each consecutive click will
edit page without undo the previous change to the document.

saving, or if you close your browser window, any changes

you’ve made will be lost. 12 - Redo (Ctrl +Y)
4 Click the “Redo” icon. Each consecutive click will
2 - Save As - L"i:l Saves as another file. repeat the last change to the document.

13 - Check Spelling (F7)

%% Toggle spell check on or off. Misspelled words will
4 - Cut (Ctrl+X) be underlined.

¢ Highlight the desired portion and click the icon.

=
3 - Revert 1 Undo

14 - Remove Text Formatting
5 - Copy (Ctrl+C) & Select the desired portion of text and Click the button.

=2 Highlight the desired portion and click the icon. 15 - Bold (Ctrl+B)

B To make text bold, select the desired portion of text

6 - Paste (Ctrl+V) and click the “Bold” icon. Each consecutive click will
% To paste a portion that has already been cut (or toggle this function on and off.

copied), click where you want to place the desired portion
on the page and click the icon. 16 - Italic (Ctrl+I)

I Select the desired portion of text and click the “Italic”

7 - Paste from Microsoft Word icon. Each consecutive click will toggle this function on
G Copy your desired text from Microsoft Word. This and off.

will remove the tags that Microsoft Word automatically
places around your text. 17 - Underline (Ctrl+U)
O Select the desired portion of text and click the

8 - Paste as plain text (Ctrl + E) “Underline” icon. Each consecutive click will toggle this
i# To paste without any formatting: Copy your desirefidinction on and off.

text. Select Paste as plain text. This will remove all text
formatting. 18 - Strikethrough

. Not usually available to SUNY Oswego users.
9 — Search (Find) y g

33 Search for text within the page. 19 - Bullet List

10-5S h and Reol := Click the icon. If text has already been selected,
o earch and replace the selection will be converted to a bullet list. Each
% Search and replace text within the page. consecutive click will toggle this function on and off.
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20 - Numbered List Anchor” icon. In the dialogue box, type the name for
:= Click the icon. If text has already been selected, (€ anchor. When finished, click the "OK” button to

the selection will be converted to a numbered list. NSert the anchor, or “Cancel” to close the box.
Each consecutive click will toggle this function on and

off. To add or modify a link to an anchor, select the
text/graphic, click on the “Create or Modify Link”
21 - Decrease Indent icon. From the Anchors pull-down meralick

i= Click the icon. Each consecutive click will move insert/update link.

text further to the left. 31 - Help

22 - Increase Indent Pop-up window with the What You See Is What You

i= Click the icon. Each consecutive click will move Get (WYSIWYG) Editor and commands.

text further to the right. Font Functions (Many font options are controlled

by Cascading Style Sheets (CSS) and not availabe ®U

23 - Align Left editors.)

= Select the text and click the icon.
32 - Format

Select the desired portion of text and
click the drop-down menu. Select the desired format
(choose from Normal, H1-H6).

25 - Align Right
= Select the text and click the icon. 33 - Font Color
. It is not recommended that you change font colors.
26 - Justify
= Select the text and click the icon 34 - Image
|z Click on this icon to open the Image Manager.
27- Link Type in the path to the image or click on the file icon

2 Select the text or image to create the link on, thent0 choose an image file. You must insert an image
click the icon. In the popup window type in the link description to meet accessibility requirements.
address use the link manager to navigate to the page

you want to link to. You can also enter the target To modify the image properties of the selected image,
window information and an anchor name. When select the image and click on the icon OR right click
finished, click the Insert button. on the image and choose image properties.

28 - Email Link 35 - Horizontal Line

To create an email link, select text or an image on the E Select the location to insert the line and click the
web page you are editing where you would like the Insert Horizontal Line” icon

link to appear. Click the icon. In the dialogue box, type
the email address for the link and the subject of the 36 - Insert Soft Return
email. When finished, click the “OK” button to insert

the email link. 36 - Insert Special Characters

sz © Click the “Insert Special Character” icon. A pop-
= up window will appear with a list of special characters.

Click the icon of the character to insert into your web
30 - Anchor Link page.

-4 Toinsert an anchor, select a desired spot on the
web page you are editing and click the “Insert / Modify 38 - Clean Up HTML Code
#] Removes unwanted formatting from an MS
Office product or another web page.

29 - Remove Link
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Figure 15. Universal Editor Toolbar

39 - Show Table and Cell Borders 43 - Modify Table Cell Properties

This will toggle between displaying table and

Click inside the cell to modify, then click the

form guidelines and not showing any guidelines ] “Modify Cell Properties” icon. In the pop-up

at all. Tables and ceIIs will have a broken grey line wmdow you can modify alignment, width and helght

showmg guidelines.

=

u44 - Add row above

=l

40 - Show HTML code [
Only available to Level-8 users and above.

Table Functions

j*u'45- Add row below the selected table row

="46- Remove the row

41 - Insert Table n
-4 Toinsert a table, select the desired location, then 1}47 - Add column before the selected table
click the “Insert Table” icon. A new window will column
pop up with the following fields: y
Cols — number of columns in table " 48 - Add column after the selected table
Rows — number of rows in table column
Cell Padding — padding around cells
Cell Spacing -spacing between cells ¥ 49 - Remove the column

Alignment — how table is aligned

Border — width in pixels of border around table Egq - Split the selected table cell

Width — width of table

Height — height of table 51- Merge i3

F|II in table details then click the “Insert” button to
insert table, or click “Cancel” to go back to the editor.

42 - Modify Table Row Properties 52 - Media

Merges the selected table cells

—] Click inside the row you wish to modify, then Pop-up window asks for:

click on the button. In the pop-up window you can
change horizontal and vertical alignments. Click the
“Update” button to save your changes, or click
“Cancel” to go back to the editor.

SUNY Oswego OmniUpdate User Guide revised June 2008

Type of media (Flash, Quicktime, Shockwave,
Windows Media, Real Movie)

Location of file

Dimensions

When finished, click insert
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Figure 15. Universal Editor Toolbar

Form Functions

The Universal Editor has very different form buttons than our previous ddéps.is a brief list of the
functions. For more information go kdtp://www.oswego.edu/administration/guides/forms.html

53 - Insert / Modify Form 55 - Insert / Modify Selection Element
Select desired position then click the “Insert ~ (drop-down menu)
Form” icon. A new window will pop up with Select the desired position then click the

the following fields: “Insert/Modify Select Field” icon. A pop-up
- Name — name of form window will appear with the following
Action — location of script that processes the attributes:
form (to receive an email with the results - Name — name of the select list;
enter:http://www.oswego.edu/mail- - Type in Name and value for each and click
form/email_form.php) the green “add” button

Method — post

The Hidden Fields tab is located in this pop
up window

Click the “Insert” button to create the form

Default — type in the default name
Number of option rows — 1

Width — enter in # of characters

Height, background image, border color,

54 - Insert / Modify Input Element _ background color —leave blank

_ _ _ Click Insert
Click the “Insert/Modify Input Element” icon.

Choose one of these types of input elements: 56 - Insert / Modify Text Area
text, checkbox, radio, submit button, or reset button.

To insert a text area, select the desired position

For a text input element fill out: then click the “Insert/Modify Text Area” icon. The
- Name - name of text field pop-up window will ask:
Value —if you want a default value . Name — name of text area
Type —text - Value —default value; usually left blank
Size — width of input box in characters - Rows — number of lines seen by users
Leave the rest blank. - Columns — width of text area

) . . ) Leave the rest blank
For detailed information on other types of input

elements, see ttferms Documentation 57 - Delete Form

Click on the button and the form disappears.
Be careful — there’s no dialog borasking if you
really want to delete the form.

TIP: Forms are problematic in OmniUpdate. Sometimes the form coding is dupleatsing the
form action to fail. Consider hard-coding the form in HTML md8ample forn(ixt file at:
http://www.oswego.edu/training/sample_form.txt).
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Save

Once the page has been saved from the web page editor it is saved tonigesstagr. At this point you
can choose to edit the page further, review the changes you made in your lbrbedethe page back in
without publishing, publish the page to the live server or send it on for abprov

Figure 16. After Saving HTML File

Publish

Users able to publish have the choice of publishing the file to the liverserscheduling a date and time
for that publish.

Figure 17. Publishing
From the Publish menu you can elect to Publish Now, Schedule or Send to User:

Publish Now

a. Be sure to enter text describing the changes you made to the page. Thssistijau if
you ever need to revert the file to a previous version.
b. Click Publish
Schedule
a. Enter a date and time that you wish the page to be uploaded to the producton serv

b. You can optionally send yourself an email message as a reminder the phgerhas
uploaded.

Send to User (see next section)
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Send Page for Approval

Users without the ability to publish will be required to send the page @pfooval to another user. They
will not see the “Publish Now” nor the “Schedule” buttons.

Click on the “Send for Approval” button to get the following:

Figure 18. Send for Approval

Add a subject and brief message if needed.
Make sure the “Send external email” box is checked

Click Send.

This approver would then have the option to send to the page on to another Usas @ueviewer) or
publish the file live to the production (or live) server (assuming liaee the authority to publish pages).
You can have an approval chain that includes any number of pre-selected users,veorttflsy
collaboration anytime during the approval process.

Once the page is published, the publishing process is complete and thesqpagmatically checked
back in for any authorized user to check out and begin another publishingsproces

Check In

Many times you will be working on a page that is not ready for publishing
is a good practice to check the file back in before you leave OmniUpdatg

Go to the Content > Pages menu
Click on the yellow light bulb

SUNY Oswego OmniUpdate User Guide

TIP: If you need to work
on a file that is checked

out by someone else, emadi
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New in OmniUpdate Version 8

Versioning

Each time you publish a file, a copy of that version is kept on the staging. Sésuecan access that copy
via the revised interface.

You may also click on the backup icon to create a version of the file.

Reverting to a previous version

Click on the Content tab to return to the list of files.
Check out the file by clicking on the light bulb icon.

Figure 19. Revert

Click on theRevert icon.
You can view a revision by clicking on theeview icon.

Figure 20. Choose Version to Revert

UnderMessage, you will see any notes you made about the revision. Note that there isyno entr
about the revision on 5/28/08 at 11:42 AM.
To revert to a previous version, click on theblish iconunder Action

Multi-file changes
You can delete or move more than one file at a time. (As of June 18 atisefes not working.)

Link checking
This feature is available on both the Content > Pages tab and after yaatiagdhe file.

Multi-Browser Preview
See what your page will look link in IE 6 and Firefox on a Windows PC or Safari esfdX¥on a
Macintosh computer. This feature can be slow.

Click on the Preview icon.

Choose which browsers you wish to see a screenshot of.

Click submit.
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Align, 12

Align Center, 12
Align Right, 12
Anchor, 12
Approval, 16
Authority, 4

Backup, 7
Bold, 11
Bullet List, 11

Characters, 12

Check box, 14

Check In, 16

Check In/Out, 7

Check Links, 7

Check Spelling, 11

Checking in Without Saving, 16
Checking Out a Page, 10
Clean Up HTML Code, 10, 12
Column in a table, 13
Content Tab, 4, 5

Copy, 11

Create Directory, 8

Create Folder, 8

Current Projects, 5

Cut, 11

Dashboard Tab, 5

Delete file, 8

Delete form, 14

Directories, 7

Document files, 7

Drop-down menu, 14

Drop content into TextPad, 10

Edit a page, 10

Edit page properties, 7
Editing, 11

Email, 12

File Name, 7

File Type, 7

File upload, 9
Find, 11

Font, 12

Font color, 12
Form, 14

Format, 12
Form-delete, 14
Form-drop down menu, 14
Form-text area, 14
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Help, 12

Horizontal Line, 12
HTML files, 7
HTML-show code, 13

Image, 12

Image files, 7
Increase Indent, 12
Indent, 12

Insert Soft Return, 12
Introduction, 2

Italic, 11

Justify, 12

Level 7: Editor, 4

Level 8: Designer, 4
Levels, 4

Link, 12

Link checking, 17

Link to existing anchor, 12
Link-remove, 12

Log, 7

Logging In, 3

Media- insert, 13

Modify form, 14

Move file, 8

Multi-Browser Preview, 17
Multi-file changes, 17
Multiple file upload, 9

OmniUpdate Version 8, 17
New web page, 9
Numbered List, 12

Obtaining Log-ins, 2

Page Approval, 16
Pages, 5, 6

Paste, 10, 11

Paste Clean, 10

Paste from Word, 10, 11
Permissions, 4
Preferences, 5

Preview File, 7

Publish, 7, 15

Publish Now, 15

Radio button, 14
Recent Publishes, 5
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Recent Saves, 5

Redo, 11

Remove Text Formatting, 10, 11
Rename, 8

Revert, 7, 11

Revert to previous version, 17
Roles, 4

Save, 11

Save, 15

Save As, 11

Schedule Publishing, 15
Scheduling Training, 2

Search, 11

Search and Replace, 11
Select Box, 7

Selection Element, 14

Send to Approver, 15

Set Expire, 7

Set Reminder, 7

Settings, 5

Show Table & Cell Borders, 13
Specific Roles, 4

Spelling, 11

Staging vs. Production Server, 3
Submit button, 14

Table Funtions, 13

Table of Contents, 1

Table of Figures, 1
Table-Insert, 13

Table-modify cell properties, 13
Table-modify column, 13
Table-modify row, 13
Table-modify row properties, 13
Text area, 14

Text Field (form), 14

Toolbar, 11

Training, 2

Transferring existing copy, 10

Underline, 11
undo, 11

Undo, 11

Universal Editor, 11
Upload File, 9

Versioning, 17

Word, 10
Workflow, 4, 5
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