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BOKUweb mit TYPO3

Introduction to the content management system TYPO3

In this training manual you will get an overview of basic functions of the system as well as the use
at BOKU.

Target audience of Web editors, employees and researchers
the documentation:

Please send BOKU-IT Hotline: boku-it@boku.ac.at
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1 Introduction

This chapter provides a general overview of the TYPO3 content management system, how to
access the system, and the structure of the user interface.

1.1 Content Management System TYPO3

TYPO3 is a free open source content management system (CMS) and was developed in 1997 by
Kasper Skarhgj. In a CMS, content, structure and layout are separated from each other. All web
pages and content are automatically transferred into a uniform design and layout.

No special HTML or system knowledge is required to maintain the pages and content. Editors can
thus concentrate entirely on maintaining the content without having to worry about layout or
technical aspects.

1.2 Access system

Content management systems are divided into backend and frontend.

Zentraler Informatikdienst und Medienstelle

" BOKUweb - Production (ZID/BOKU-IT)

) Web>Page module
- Willkommen!

 [44598] T-Senvicesfr Marbeiterfinnen
| [44601] T-Services i Suirende &

Figure 1: Backend vs. frontend
Pages are created and edited in the backend and then displayed in the frontend - in the layout and
design of the respective website.

The system can be accessed anytime and anywhere from any web browser. Cookies and
JavaScript must be enabled and popup windows must be allowed for the server.
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Login with your BOKU login name and password (via Shibboleth) at the following address:
https://boku.ac.at/typo3/

@

BOKU SSO Login
(Shibboleth)

Anmeldung

Figure 2: Login via Shibboleth

Shibboleth is a single sign on solution. Please keep in mind that with such a solution a logout from
an application (like TYPO3) does not also mean a logout from the single sign on system.
Therefore, please always close your web browser if you want to be safely logged out.

NOTE: If you do not have TYPOS3 permissions yet, please contact an IT manager or the head of
your organizational unit directly. They can apply for the appropriate permissions for you via the
BOKU-IT Hotline - boku-it@boku.ac.at.

BOKUweb mit TYPO3 5(77)
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1.3 User interface TYPO3

The TYPO3 user interface is divided into three major areas:

Qv O Languages ~

¥’ [0] BOKUweb - Test BOKUweb - Test

/BOKU-Start/Service-Einrichtungen

v-@) [25203] Zentraler Informatikdienst (ZID/BOKU-IT)

) [T e Web>Page module

; [25308] Lehrveranstaltungen
| [25305] Veranstaltungen

[23@B6] News Container

[268 Themep

-
[29968] &W"
[2183] ZID-intq

550396] Newsaj Page tree

»-[] [32510] Testse)
; e oo o-oo-
-4 [35405] Testseite Peterl

[34179] Testseite Jérg

[52190] Testseite TYPO3 Meli Upgrade

Dl [53176] Problem Rendering Tabellen

D [53341] Anzeige Metadaten

[@ [53228] Testseite TYPO3 (]

Please click the page title in the page tree to the left to edit page content.

! [42554] DRAFT: Top-Sek - AG Sekretariate \\
i - e - -
. @ [43349] DRAFT: Fadility Services c (. ]
- | [38597] Testseite Robert ] ]
“-[Y [53209] Testseite Ludwig 0 Work Surface I
- - - - '
Newsletter R L L L L

Module bar :95] H19000 ZID/BOKU-IT

4604] Newselemente
- a» e» «4610] ZID/BOKU-IT
-[B [44972] ZID-Hotline
Dl [44598] IT-Services fir Mitarbeiter/innen
D [44601] IT-Services fir Studierende

Figure 3: User interface TYPO3

In the individual areas of the TYPO3 user interface you will only see those elements for which you
have permissions.
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1.3.1 Module bar

The most important areas in the module bar are the web and file areas:

Filelist

Figure 4: Module bar TYPO3

In the Web area, you perform simple work on your content. This section is further divided into four
subsections:

Page: Page in the backend of TYPOQ3. This is the area you will use most often. It is also
automatically preset.

View: Preview of a page is displayed. Here you also have the option to adapt the size of the
preview as desired (tablet, mobile version, etc.).

Nexus 7 ~

1 Maximized

i Custom

4 BOKUweb ) Computer

] Computer

] Computer

BOKUweb mit TYPO3 51 Comumiiee
] Nexus 7
1 ipad Pro

BOKUweb mit T|

i [ ipad Air

0 Nexus 6P
[ iPhone 7 Plus 414
O irhone 6
O iphone 5
[ irhone 4

Figure 5: Preview in the backend via "View" option
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List: You see all elements that are on this page and also all functions that you can execute in
TYPOS on this page. Therefore this view can seem a bit confusing for you at the beginning.

Recycler: Here deleted pages and elements can be retrieved.

The File section is primarily about uploading files that you need for designing your content. Here
you can create folder structures in which you can manage your files and images.

1.3.2 Page tree

The page tree is available for all modules of the module group and shows the respective structure
tree-like. Subtrees can be opened and closed again by clicking on the gray triangle:

""@ [25283] Zentraler Informatikdienst (ZID/BOKU-IT)
- &+ [25311] Personen

~{{d [25308] Lehrveranstaltungen

- [25305] Veranstaltungen

-5 [25296] News Container

¥ 59 [26856] Themen

P’_ [26859] At your Service

» B [26862] Be Secure

D/BOKU-IT) >" [26865] Everybody's needs

V\-_El [25293] Zentraler Informatikdi

- [25311] Personen » £ [26868] Get connected
{3 [25308] Leh Staltungen » 57 [26871] Teach & Leamn
ranstaltungen e | [26874] Be informed
96] News Container "" [26877] Media-Services
[26856] Themen B [28531] ZID-intern

Figure 6: Open page tree
The filter icon can be used to search for pages.

If you delete or add new pages in the page tree, then it is often useful to refresh the page tree with
Refresh (two arrows circular).

R o

IT-Services :

¥ &2 [26970] Schulun
vl [26928] 1T-Schul n

T
g [54771] Schulung:ET—Servicestr neue und in

[

Figure 7: Search for pages in the page tree and refresh icon
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Often it is important that you know which page ID the page you are currently working on has. You
can see this via mouseover, if you point the mouse pointer directly to the icon of the page in the
page tree or in the top right corner of the workspace:

Y@ [25293] Zentraler Informatikdienst (ZID/BOKU-IT)
g‘-r [25311] Personen

-] [25208] Lehrveranstaltungen

|| [25305] Veranstaltungen

-8 [25296] News Container

¥ 50 [26856] Themen

-l our Service

»-#7 [26862] Be Secure

:n/ || Schulung - TYPO3 Einﬁihrungl [43[]2]:

¥l ?

Figure 8: Page ID

In the page tree you can access many useful commands via the context menu (right mouse

button):

R D Y R L PR LR T

[@ Show

[# Edit

(1 New

i Info

O Copy

& cut

More options... ¥
@ Disable

i Delets

*7) History/Undo

Figure 9: Context menu

BOKUweb mit TYPO3
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1.3.3 Work surface

The workspace represents the largest area of the TYPO3 backend. The display depends on which

module (page or list view, for example) you are currently working with.

All icons for editing your pages are provided with sensitive help. This means that the function of the

icon is shown to you when you move the mouse over it:

@® & 2] Zentraler Informatik...

| + Content

= Create new content element
Teaserbild

Titel Willkommen!

Text Wir sind Ihr Partnet

-Infrastruktur

Figure 10: Sensitive help of the icons in TYPO3

BOKUweb mit TYPO3
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2 Create pages and content

In this chapter you will learn how to create new pages, fill them with content and share them.

21 Create new page
In the page tree you can create a new page on the same hierarchy level by clicking on "New".

Via the context menu under "More options", you have the possibility to determine the position of
the new page with one click via "Create New wizard".

Of course, it is always possible to move or reposition pages afterwards.

LU LT L S YIS I L IS 1] £ S I @11 L1 1A LRIS 1 i
¥ @] [25293] Zentraler Infarmatil-dianst uind Madienstelle (ZID/ 4 N ew reco rd
¥ =7 [26856] Themen Es_hﬂv_
¥ =7 [26859] Atyou 3 oy, | Select a position for the new page:
H (26916] IT-S b = =l [ ==
¥ =1 [26970] Sch 'irf_o ____________ N <
vl [26928]1 More options... » 1 : 25 Plrsonen
&) (54771 [3 'Create New' wizard 1 17
¥ & [2183] ZID-intern ERetis eyl te mm m m - ———— - I I~ [@Lghrveranstaltungen
¥ {5l [747] ZID Archiv L3 Sort sub pages 1L~ 1
¥ & [43606] Projekte & Create multiple pages 3 .ﬁ]vlranstaltungen
¥ (| [9220] Jahr 2007 ) 1 f
B [9760] IT-Services fur st = /eb>List module =1 _
ﬂ] [9764] IT-Services fir Mit B Mount as treeroot "N%ws Container
¥ {3 [7619] Jahr 2005 _ =1
b [9758] IT-Services fiir St & Expor‘t‘ _'__Tﬂemen

Figure 11: Create new page
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Once you have determined the position of your page, you will enter the page properties interface
and can now fill it.

First enter a page title once in the "General" tab. This is mandatory to create a page, all other fields
are only optional to fill:

Edit Page "Testseite BOKU-IT"

General Metadata Behaviour Language Access

Page

Type

[ | standard v

URL Segment

‘ https://boku.ac.at/boku-it | ftestseiten-boku-itftestseite-boku-it & O

Congrats, this page will look like https://boku.ac.at/boku-it/ testseiten-boku-it/ testseite-boku-it

Alternative Navigation Title

Figure 12: Determine page properties

In the "General" tab you have the option to enter an alternative navigation title.

With the "Alternative Navigation Title" not the page title is displayed in the navigation in the
frontend, but the title that you have stored here. This option can sometimes be quite useful,
especially if you have very long page titles and would like to have a shorter one displayed in the
navigation.

The URL segment shows you what the path to the page is, but you cannot influence it, because it
is automatically derived from the page title of the page.

NOTE: We clearly recommend you to work with short URLs and to adjust the URL segment only in
exceptional cases.

BOKUweb mit TYPO3 12 (77)
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In the "Access" tab you can define the visibility of the page, the publishing period and also the
access rights (who can see the page):

General Metadata Behaviour Language Access
Visibility
Page visible Page enabled in menus
Publish Dates and Access Rights - 1
Publish Date Expiration Date l Extend to Subpages I
oy oy | @ 1
________ I

Usergroup Access Rights
Selected Items Available Items

| T |H19DD

M

H129000 Zentraler Informatikdienst und Medienstelle (ZID/BOKU-IT) (webcontent)

3

H19000 EDV-Verantwortliche/r (MASTERUSER)
H19000 LeiterInnen (R_ALLG_LEITER)
H12000 Sekretariat (R_SEKRETARIAT)
H19000 StellvertreterInnen (R_ALLG_STV)

= M 4

(& Page [75079]

Figure 13: Determine access rights of a page

NOTE: Please also note that the subpages of a page are not also automatically hidden just
because the page above it has been hidden. If this is desired, then the option "Extend to
Subpages" must be selected. Then all access rights of the page that are set are automatically
transferred to all subpages.

As soon as you save your entries, you have created a page in TYPO3. This now already appears
in the page tree, but has no content yet.

BOKUweb mit TYPO3 13 (77)
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2.2 Fill pages with content

To fill your page with content, click on the plus symbol in the workspace:

Testseite BOKU-IT

Make new translation of this page +

Deutsch
@ & |@ Testseite BOKU-IT
Hauptspalte

: + Content LE.-

| Create new content element

Figure 14: Fill page with content
You will now be given a variety of content elements to choose from.

Create new content element

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements

E Header Only E Regular Text Element
Adds a header only. A regular text element with header and bodytext
fields.
Text & Images Images Only
Any number of images wrapped right around a regular Any number of images aligned in columns and rows
text element. with a caption.

Text & Media D File Links
Any number of media wrapped right around a regular Makes a list of files for download.

text element.

Figure 15: Content elements in TYPO3

BOKUweb mit TYPO3 14 (77)
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To create our first content element, we now select a simple text element:

Create new content element

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements
I- ____________________ -
Header Only 1 Regular Text Element 1
Adds a header only. 1 A regular text element with header and body‘text:
O ;
E Text & Images Images Only
Any number of images wrapped right around a regular Any number of images aligned in columns and rows
text element. with a caption.

E Text & Media D File Links
Any number of media wrapped right around a regular Makes a list of files for download.

text element.

Figure 16Selection Regular Text Element

As soon as you have selected a content element, you will be taken to the element's desktop,
where you can enter content and make various settings:

X Close | [B] Save | @ view | + Mew Duplicate

Create new Page Content on page "Testseite BOKU-IT"

General Appearance Language Access Grid Elements

Content Element
Column

Type
Hauptspalte v

=l Text

Headlines

Header

Type

Normal - <H2> v

Link
%} %

Linked text beside header {optionally)

Text

i
@
o
ar
T
TH
.
K
¢

Styles - & I 2B
- | [ Source

0]
e}
B

.
i

B I x, x° Format

Figure 17: Fill content element with content

BOKUweb mit TYPO3
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The Rich Text Editor (RTE) is a Word-like editor in TYPQOS3. The different icons of the RTE are
also provided with a sensitive help.

Which formatting functions are available to you in the RTE depends entirely on the configuration of
the TYPOS3 system you are working with. In the BOKUweb the RTE looks like this:

Text
Styles - LY E B Q by -
B I xX. x| Normal - =1 Q= MR- | [o Source | 4=

Hier konnen Sie Text einfiigen und formatieren! |

Figure 18: Rich Text Editor in BOKUweb

You can also use colors in the RTE. To do this, however, you must first select the desired text part,
and only then can you select colors.

Text
syles - & L|HE B Q L%IE
= . ) _ _ _
Inline Styles Lo = = e Q
Textfarbe wet

Textfarbe dun

Textfarbe rot

Figure 19: Color selection in the RTE

NOTE: Please use colors sparingly, with regard to the accessibility of websites, and especially not
to convey information about them.

BOKUweb mit TYPO3 16 (77)
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You can also set links to files, pages and external pages via the RTE. Here you simply mark the
desired text and set the corresponding link.

=
][l
Il

4

[ o 2
I i i 1
1 Page File Folder External URL Email 1
L e e -’
Target
Title
~ B @ Ubungen zu den TYPO3-Kursen Content elements

- B [ Schulung - BOKUweb mit TYPO3

: [& Testseite BOKU-IT
- [ [ Testseite BOKU-IT

‘. [E 1ch bin ein Testelement

Figure 20: Set links in the RTE

NOTE: If you want to copy a text from a web page or from a document and paste it into TYPO3, it
will always contain formatting. You should remove them to avoid unattractive formatting effects in
the frontend.

To remove this unwanted formatting, it is best to first paste the text into the editor (or any other
program that removes formatting) before then pasting it into TYPO3. This way all formatting will be
deleted automatically.

You can also use the "Remove Format" option in the editor in the TYPOS3 backend to remove
formatting.

Text

=
syes - | MLIL) E @ Q 4 (- H

B I x x° Nor Z 20| = M- | [ Source | 4=

Figure 21: Remove formatting

In the "Appearance" tab you can determine the layout of the content element. Depending on which
content element you have selected, different variants are available:

BOKUweb mit TYPO3 17 (77)
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General Appearance Langu

Content Element Layout

Layout

Default v

Default

Corner Box

Weiber teaser

FAQ ‘age

Hinweis, nicht druckbar

lw

Figure 22: Determining the layout of the content element

There is also the possibility to select the layout "Note, not printable". This means that the content
element is displayed in the frontend as a bordered element and is not included in the printed
version of the page. This can be especially useful for images with regard to the environment
(printer ink!).

In the "Access" tab you can define the visibility of the content element, the publishing period and
the access rights.

It is therefore possible to create content elements on a page that is accessible to all persons, which
are only visible to a certain group.

General Appearance Language Access Grid Elements

Visibility of content element

Publish Dates and Access Rights
Publish Date Expiration Date
B ]

Usergroup Access Rights
Selected Ttems Available Ttems

T

4]

>

Hide at login

Show at any login

__Usergroups:__

Alle Mitarbeiter/innen mit Berechtigungen auf zugriffsgeschitze Webseiten
Alle Studierende

ag-datenschutz v

ERNLRE]

Figure 23: Restrict access for content element
After you have stored and saved all relevant information in the content element, it will now appear
on your page.

Additional content elements can be created above or below it at any time. With a click on the
pencil, you can also edit the created content element at any time to make changes:

BOKUweb mit TYPO3 18 (77)
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Hauptspalte

=
F===5
1+ |E‘o
[= == Deutsch :_-:

Ich bin ein Testelement

Lorem ipsum dolor sit amet, consetetur sadipscing elit, sed diam nonumy eirmod
tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero
eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea
takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet,
consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et
dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo
dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem
ipsum dolor sit amet.

===
1+ lL_—E»‘

Figure 24: Create or edit content elements

When editing a content element, it is also possible to duplicate the existing element or to create a
new content element under the existing one:

X Close | [B] save | ® view |+ New | [E Duplicate [ Delete

Figure 25: Content element options
2.3 Control and release pages

By default, you should still create pages hidden and check them first via the "Preview" before you
take them online. Via the option "Show" in the context menu, you can display a preview of your
page:

@ Ubungen zu den TYPO3-Kursen
¥ | Schulung - BOKUweb mit TYPO3

TestseiteM =""7"777
e I [a Show |

[ 4 Edit

—r

Figure 26: Show page in the frontend by clicking on "Show".

In the backend, you can recognize hidden pages by the red icon next to the page icon. In the
frontend you will see the hint that this is a preview:

BOKUweb mit TYPO3 19 (77)
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j—— - =
g:--&:[sazzs] Testseite TYPO3

Praview

Figure 27: Page is not yet released (backend, frontend).

After you have finished creating and controlling your page, you can enable the page via the context
menu by clicking on "Enable", or via the page properties by unchecking "Disable":

______ 1
:-Eb Enablej

] Delete

*7) History/Undo

| i
1 Visibility

1

| Page visible

|

Figure 28: Share pages

2.4 Create multiple pages

Via the context menu it is also possible to create multiple pages at once. To do this, you simply
need to select the "Create multiple pages" option:

More options...

®) Enable

1
D History/und"

@ Delete = -

k

[} '‘Create New' wizard
[ Sort sub pages

E*E Create multiple pages
Web=List module i
B Mount as treeroot

[ Export

Figure 29: Create multiple pages at once

BOKUweb mit TYPO3

20 (77)



BOKU-IT

Now you can create as many pages as you want at once and also determine where these pages
should be placed and whether they should be hidden or visible:

Create multiple pages

Page 1:

Page 2:

Page 3:

Page 4:

Page 5:

Add more lines

[ Place new pages after the existing subpages
[] Hide new pages
[] Hide new pages in menus

Create pages | Clear fields

Type

Type

Type

Type

Type

Standard

Standard

Standard

Standard

Standard

Figure 30

: Create multiple pages at once - Input

BOKUweb mit TYPO3
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3 WAI: Web accessibility

The WAI guidelines - Web Content Accessibility Guidelines - strive to make websites accessible,
which means making them more accessible to people with special needs.

This includes, for example, people with blindness or visual impairment, deafness as well as
declining hearing, learning disabilities, cognitive disabilities, limited mobility, speech disabilities,
photosensitivity, and combinations of these disabilities.

In addition to many technical aspects, as a web editor you can have a lot of influence on how
people with special needs perceive your web content by the way you design it.

Please consider the following points when designing your web content on BOKUweb and always
try to keep them in mind when editing your pages:

e Use colors in text in a very limited way and try not to use them as an orientation scheme.

e Structure your content - use headers as jumping points. This means that you should not
create one big content element on your page, but split content into several small elements.
This will make the content easier to interpret by various tools that people with special needs
use to read web pages.

e Give images an alternate title that can be interpreted by a screen reader.

o If you provide content via images, graphics, or videos, make sure there are alternative
sources of information for people with special needs who can't - or have a hard time -
consuming that content.

BOKUweb mit TYPO3 22 (77)
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4 Images and files

This chapter explains how to best manage images and files in TYPO3. For this the filelist is of
central importance:

[aa) FILE

= Frilelist

Figure 31: Filelist

All files that you want to use in TYPO3 must first be uploaded to the TYPOS filelist. Only then you
can use/link these files in content elements.

Once uploaded, you can use the files over and over again without having to upload them again.

41 Secure area in the filelist

In the filelist, there are always two areas available for each authorization group - a regular file area
and a secure file area:

» 55 kurs-typo3-secure
. Testfolder_1
5 kurs-typo3
----- Downloads
. Images

Figure 32File area regular and secure file area

Files in the regular file area are publicly accessible via the path to the file name (e.g.:
https://boku.ac.at/fileadmin/data/H05000/H19000/Themen-

Content/H19030/BOKUweb_mit_ TYPO3/kurs-typo3/Images/BOKU-Gebaeude/BOKU-Gebaeude-
10.JPG).

Files in the secure file area, on the other hand, are not accessible via the path to the file name, but
only via a set link to the file, directly in the content element.

NOTE: For sensitive files that should only be accessible via links in access-protected content
elements or should not be indexed by search engines, we clearly recommend storing them in the
secure area. Links to files in the Secure Filelist change automatically and are not permanent.
Therefore you can not send them by mail.
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4.2 Manage filelist

In the filelist of your permission group you can create folder structures where you can upload your
files:

* 3 H19000
alle-top-icons

CoorporateDesign

doku
E edv-v
b - MM-Bereich
b - online-apps
v Testordner_Schulung_Melanie_Ollinger
o Testordner

Testordner_2

b Petrarrairkh

Figure 33: Arbitrary folder structure Filelist
You can add new folders via the context menu and also via the plus symbol:

=1
0| ? k5 1"-+|
=

==
-—

» 55° kurs-typo3-secure

et 1 Testfolder_1

+ 5 kurs. B0 Rename

L . Upload Files Search
ety

'§E|+NGW:

File Name =

O copy

& cut Extended view
Display thumbnails

] Delete

Show clipboard

Figure 34: Create new folder in Filelist
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To upload files, use the Upload Files item in the context menu or the icon in your workspace. It is
also possible to upload files via Drag&Drop:

ti=
&k
g Testordner_Schy —Ts = w== -
; q _:_BE;HEFEE__ Upload Files
T s, Upload File Testordner_Schulung_Melanie_Ollinger
Testordnerl mm m m m o = — _ g_ _ g
- . = N
Osterreich =+ ew e e e 1
| Co
Themen-Conten pY : P Drag & drop to upload files :
Top-Stories_Z10Dv 3‘ Cut | Drop your files here, or dlick, browse & choose files 1
zid-aktuell [ Delete e !

Figure 35: Upload files and images
NOTE: We recommend that you always upload images to TYPOS in the best possible quality!

If you want to automatically replace already uploaded files or images with other more recent
versions, then you can use the "Replace" option for this.

==
P @rﬂ FI: i @ O ¥ w6 20170105 145KB RW -

Replace

Select new file

Browse

Figure 36: Replace files and images automatically

This function automatically replaces the file with the more recent version in all content elements in
which it is used. You can even decide whether you want to assign a new file name or stay with the
current file name that is currently stored in the file list.

Files can be uploaded not only via the file list, but also directly via the content element that you are
currently editing or have created. Here you upload the files in one step to the filelist and can then
use them directly in the content element. Of course, you can also update files in this way by
selecting the function "Overwrite existing files" (the same file name is required for overwrite):
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I File selector x
1 1
1 I _
1 - = kurs-typo3-secure 1 Files 0:
1 Testfolder_1 1 h
1 “F kurs-typo3 1 Seard
1 Downloads 1
1 < Images : fileadmin/: /kurs-typo3/Images/ B B
1 BOKU-Gebaeude
1 Stimmungsbilder 1 No files found.
| [ ——
Upload files:

Path:/data/H05000/H19000/Themen-Content/H19030/BOKUweb_mit_TYPO3/kurs-typo3/images/
Durchsuchen... | Keine Dateien ausgewahlt.

Allowed file extensions

B (=E) =) ) 2 ) = = =
_________ -
1 [] Overwrite existing files |
.
Upload files

Figure 37Upload of files directly via content element

Where and where these elements are already used, you can find out via the reference directly at
the file. Simply click on it and follow the path. Via the UID you can find out the page incl. page ID
on which the file is linked - just point with the mouse pointer. It is also possible to edit these content
elements directly via the filelist:

™=

Unileben.jpg I I

& E@e i @ [0 % s 201s0220 210m8 rwlal

11

11

B WsOE_Lugu.png & B e i @ [0 K PNG 20140227 6.20KB awl i 1

A TYPO3 11

TYPO3Teaserbild.jpg : :
oA

& B #@en i @ [ & PG 20140220 2.34MB RW 14 |

11

|_Fotosuche.jpg I I

& B #@ = i @ [ % 6 20150508 GOKB rwl: 1

11

Ra[;s.JLGq I :

& B e i M 7 ¥k 6 20140130 2.83MB Rw:lﬁl

-

References to this item: JL
o —————————— - |y
Title: Table: I uid: Field: Flexpointer: 1
1
Images Only: Gallery Single - Default Page Content 191362  Images: 1
1 1
Text & Images: Gallery Below - FAQ Page Content I lé Page: Images Only: Gallery Single/All (uid=29027) ]
1 1
Text & Images: Gallery Above - FAQ Page Content | 185410 Images: 1
L L L L L ° N | L -y

Figure 38: Uploaded images and files - reference

By clicking on the file name you can edit the metadata of a file and add important information (e.g.:
Title, Description, Alternate Text, Copyright and License information):
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Edit File Metadata "BOKU-Gebaeud

1 General | Metadata

-
BOKU-Gebaeude-10.JPG (2.10 Mibytes)

Image (image/jpeq)
4. Location: fileadmin/ - /data/HO5000/H1900

Title
. T
SEALAEETNE General : Metadatal
Description Copyright

Bildbeschreibung Max Mustarmann

Accessibility
Alternative Text .
Lizenz
Wilhelm Exner-Haus Haupteingang
CC BY

i g4 evivik
SO

i

. - = = -

i i

P .

BOKU-Gebéude © Max Mustermann (CC BY)
E 1

1 —------

Bildbeschreibung

Figure 39Adding relevant metadata to files
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4.3 Image search on the Internet

Again and again web editors need images to design pages in the BOKUweb. In recent years, the
supply of high-quality images, whose license model in many cases allows free use, has grown
immensely.

Therefore, we have compiled some hints and tips for you on how to get great pictures quickly and
without much effort in many cases, which you can also use on BOKUweb:
http://short.boku.ac.at/it-bildersuche
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5 Overview content elements

In this chapter you will get an overview of the different content elements available on BOKUweb.
These are divided into 5 categories:

Typical page content
Dynamic Content Elements
Plugins

Special Elements

5. Grid Elements

Pobp-~

NOTE: We have created a detailed overview page for you on BOKUweb, where you can find all
content elements available on BOKUweb (also in all possible layout variants) listed.

The best thing to do is to click through to get ideas for the design of your pages:
http://short.boku.ac.at/it-Content Elements

In the following chapter you will get an overview of important elements of the five content element
categories in BOKUweb.

51 Typical page content

Under "Typical page Content", you will find those content elements that you will surely use most
often to design your pages. Here you have the possibility to insert a header and a normal text
element. But also text and image elements as well as pure image elements are available. Videos
and file links can also be inserted:

Create new content element

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements

Header Only |j Regular Text Element
Adds a header only. A regular text element with header and bodytext
fields.
Text & Images Images Only
Any number of images wrapped right around a regular Any number of images aligned in columns and rows
text element. with a caption.

Text & Media D File Links
Any number of media wrapped right around a regular Makes a list of files for download.

text element.

Figure 40: Available elements of the Typical page content category
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5.1.1 Text & Images

This element consists of a header, a text part and the possibility to insert images via the "Images"
tab and determine how they are displayed.

The images selected via the file list are displayed directly in the content element. If necessary, you
can overwrite the metadata stored in the file list (except copyright and license) directly in the
content element.

You also have the option to select the "Enlarge on Click" option. The image is then clickable - in
some arrangement variants - and enlarges when clicked on in the frontend.

General Images Appearance Language Access Grid Elements
[ ] 1
| Images I

: 1

1 [0 Add image 1

______

Allowed file extensions

E3 £3 £33 6 ED 63 3 0D 3

2 Title BOKU-Gebsude
& Filename BOKU-Gebaeude-10.JPG

-
: Image Metadata 1
1 Title Alternative Text :
: Set element specific value (Default: "BOKU-Gebadude [] Set element specific value (Default: "wilhelm Exner-Haus H...")I

1
| | Titel aus der Filelist berschreiben wilhelm Exner-Haus H... 1
1 1
: Link Description (Caption) :
1 af | % [] Set element specific value (Default: "Bildbeschreibung”) 1
1 1
1 Bildbeschreibung 1
1 1
1 1
1 1
1 1
e e e e e e e e e e e e e e e e — ——
TRama e i
] Gallery Settings
1 Position and Alignmentl
- —— - 4
Gallery (single image as teaser) hd
o ————— 2
I gehavior 1

Figure 41: Add image and determine position

NOTE: For text and image elements, as well as for image-only elements, there are two display
variants where the images are not automatically scaled. We recommend that you use these if you
want images to be displayed exactly as you uploaded them. These display variants are particularly
useful for photos of people and images with lettering or logos:
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o For Text & Images: Below or Above text, Portrait
e For images: Centered images, no scale-up

Gallery Settings Above text, Full width images (overlaid with header and description)
Pastioaland/ARgrument Above text, Slider (Full width)

Full width image (without overlay) v Above text, Galery (all images, 3 per row)

Full width image (without overiay) Below text, Gallery (allimages, 3 per row)

ot rediege ol up) Beside text right, Portrait (single image as teaser)

Full width images (overfaid with header and description)
Slider (Full width) Beside text left, Portrait (single image as teaser)

Gallery (single image as teaser) Icon

Gallery (all images, 3 per row)

Figure 42Display variants in which images are not automatically scaled

5.1.2 Text & Media

The Text & Media element allows you to embed a video (optionally including text part). You can
either link to a video file or embed a URL:

- S2H19000
§ = fileadmin/:/H19000/ Testing_Meli/ BN
i + i O 4000x30C
¥
o [Bold_Movie_Countdown_Timer_with_Sound_Effect HD_FRE... |+ i 0O 480x270

» - B zid-aktuell
» - B zid-kontakt
- B zid-Newsletter

1

3 zid-org Upload files:
L4 zid-services
=D Path:/data/H05000/H19000/ Testing_Meli/

* FH19000-secure Dateien auswahlen | Keine ausgewahlt

Allowed file extensions

[ o ] G Jpec | sue | owc J por J sve | ax ) wea ] wav Jura ] occ Jrac J opus | wesk | vouruee |

Overwrite existing files

Upload files

Add new media asset:
Path:/data/H05000/H19000/Testing_Meli/
Add mediz

Allowed media providers

E3ERD

Figure 43Embed video as a file or via URL

NOTE: Video files that are stored in the Secure Filelist and then stored in a media element can
cause problems during playback.
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File links

This content element allows you to link a list of files in one step and display it with bullet points.
This saves you from having to set separate links in a text element via the editor:

File Links - Description (Caption)

Files
Select single files e Titel Fotorecherche DE pdf
Description (Caption)
[ add file o Titel BOKUweb_mit TYPO3 DE_ pdf

Description (Caption)

Figure 44: File links

5.2 Dynamic Content Elements

In the Dynamic Content Elements area, you can choose from a wide variety of elements. Most of
them are very BOKU-specific and will probably not be found in another TYPO3 installation.

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements
E BOKUonline Visitenkarte Personen - klein E Service Link
Header bei Element vorgegeben: "Zur Applikation”

Kontakt Box E Teaserbild
Icon vorgegeben, individueller Link & Text maglich Bildausschnitt 735x300 Pixel

Header in Farbe Rot vorgegeben Detailansicht der Visitenkarte aus BOKUonline dber
ganze Seitenbreite

News Box
dhnliches Design wie bel News-Elementen

E Alert Box E BOKUonline Visitenkarte Personen - grof3

Figure 45: Dynamic Content Elements

For some content elements in this category, it is often very useful to place them in a grid element
so that they do not take up the entire page width.

5.2.1 Integration BOKUonline business card

This element allows you to embed personal information from BOKUonline directly in BOKUweb.
This element is available in two sizes:

¢ BOKUonline business card people - small
¢ BOKUonline business card people - large
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Melanie Ollinger, MA
Bei Fragen

Allgemeines Personal kontaktieren Sie bitte

H18030 Informationssysteme (ZID/BOKU-IT 1S)

Email melanie.ollinger@boku.ac.at
Telefon +43 1 47654-39316
Postadresse Informationssysteme (ZID/BOKU-IT IS)
Peter-Jordan-Strafie 82
1190 Wien
Weiterfiihrende
Links
E;;'\;_‘ﬂ;]“?: MA Melanie Ollinger

Figure 46: Different size variants

To insert this content element you need the respective BOKUonline person number. You will find
this number in BOKUonline, when you open the business card of the desired person, at the top of
the address path:

Melanie; MA - BOKUenline - Universitat fur Bodenkultur Wien - Mozilla Firefox =& i

/BOKUonline/visitenkarte.show_vcard?pPersonenld=7E84E05OFCT8CO2E pPersol | #2 | - '@'

Lz ite BOKUEEED [

Auswahl Detailansicht Bearbeitung Erweiterte "\ﬂSiCm‘

Frau Qllinger, Melanie, MA

-Mail melanie.ollinger@boku.ac.at
page -

m

JOKU (+43) 1/47654-2132

unde -

‘esse H19030 Informationssysteme (ZID/BOKUAT 1S)
1190 Wien, Peter-Jordan-Strafie 82

Org. H19000 Zentraler Informatikdienst (ZID/BOKU-T)
HO0000 Universitat fiir Bodenkultur Wien

Figure 47BOKUonline person number

5.2.2 Contact and Alert Box

The Contact Box allows you to display contact information in a consistent way. If you do not enter
an individual text, then the phrase "Do you need help?" will automatically appear in the frontend.

The Alert Box stands out from other content elements in terms of color and thus has a signal effect.
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Both elements can be linked to desired destinations (files, pages, URLs, etc.).

Kontakt & Support A Alert Box

Wir arbeiten mit
Hochdruck an der
Behebung und
entschuldigen uns
fr die
enistehenden
Unannehmlichkeiten.

Bendtigen Sie Hilfe?

Figure 48: Contact and age box

5.2.3 News Box

News boxes are great for positioning important news, links, messages or notices on a page for a
longer period of time.

To do this, enter all relevant information (title above and below image, subtitle, text, link and icon if
required) directly in the content element. You don't have to fill all the fields, just the ones you want
to use.

Service facilities have the possibility to add a BOKU icon, institutes and departments can use the
department icon.

Erneuerbare Energie

BOKU im Winter

Lorem ipsum dolor sit amet,

c - Lorem ipsum dolor sit consetetur sadipscing elitr,
amet, consetetur sed diam nonumy eirmod
sadipscing elitr, sed diam tempor invidunt ut labore et
nonumy eirmod tempor dolore magna aliquyam erat,
invidunt ut labore . sed diam voluptua.

-

Figure 49: News Box
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5.2.4 Service Link

This element allows you to have a unified presentation, for example: to link to external applications.
You can add image, text and link and place this element on your pages. The header "To
application" is predefined and cannot be adapted.

BOKUweb mit TYPO3

BOKU-8tart= [T-Sernvices> Be informed= BOKUweb= BOKUweb mit TYPO3

b

| vy
. Zentraler Web-Auftritt der BOKU mit dem '

Content-Msnagement-System TYPO3

Die Wartung der Seiten und Inhalte des BOKUweb erfolgt mit Hilfe des
Content-Management-Systems TYPO3, durch die dafir berechtigten

Mitarbeiter/innen der BOKU (. Web-Autor/iinnen*). Z Appllkaﬁon

V' 1YPO3

Login fur berechtigie
Web-Autorf/innen

TYPO3 kann sehr einfach genutzt werden, ohne spezielle HTML-
oder Systemkenntnisse zu bendtigen.

Alle Inhalte werden automatisch in das einheitliche Design der BOKU
Uberfiihrt und GréRe sowie Darstellung der Webseite passen sich an
die Eigenschaften des jeweiligen Endgerates an (Responsive
Design).

Werden fiir eine neue Webredakieurin oder einen neuen
Webredakteur Berechtigungen fur das Editieren von Seiten in TYPO3

¥

Figure 50: Service link

5.2.5 Teaser image

This content element allows you to include a teaser image (with or without text overlay) in the
735x300 pixel image section:

| Yy
’ Kurzbeschreibung '

Zentraler Web-Auftritt der BOKU
mit dem Content-Management-
System TYPO3 a0

Webredakteuren der BOKU mit Hilfe des Content-Management-Systems Zur Applikation
TYPO3 gepflegt. TYPOS3 ist sehr einfach zu benutzen, denn sind keine

e e - -
Alle Seiten und Inhalte des BOKUweb werden von Webredakteurinnen bzw. r
speziellen HTVL- oder Systemkenntnisse notwendig.

Alle Inhalte die im Backend von TYPO3 hinterlegt werden, werden im "
Frontend automatisch in das einheitliche Design des BOKUweb Uberfunrt. TY P 0 3
Die Darstellung der Webseite passt sich automatisch an die Groke des

jeweiligen Endgerates an (Responsive Design).

Login fur berechtigte Web-

Figure 51: Embed teaser image on regular pages
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5.3 Plugins

This element allows you to include a single document for download (including subscription
function):

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements

[ ——————— 1
General Plugin 1 Dokument Download 1
Select this element type to insert a plugin which |1 = BOKU Dokument Download mit Elenachrichtigungl
cannot be found amongst the options below. S ————— 1

Figure 52: Document download of the Plugins category

You simply upload the desired document and determine the title and designation:

General i Appearance Access Grid Elements
Selected Plugin

B | BOKU-Dokument Download v

A BOKU-Dokument: Bezeichnung

A BOKU-Dokument: Datei

1 Add file

Figure 53: Include document download

The document is then displayed for download in the frontend. The special feature of this element is
the "Notify on update" function:

Ausfiihrliche Dokumentation

e |

¥ TYPO3 Einfiihrung - Handbuch 1 Bei Update benachrichtigen |

—

Ty 1 bl

L
Sie werden bei Updates von diesem Dokument an folgende E-Mail
Adresse benachrichtigt: melanie.ollinger@boku_ac.at

Figure 54: Document download frontend

Logged in users can check this box and will be notified by email when a new version of this
document is uploaded.
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5.4 Special Elements: Insert records

In the Special Elements section you have the option to insert references to already existing content
elements:

Create new content element

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements

==| Insert records
[#] with this element you can embed other content
elements.

Figure 55: Content Element Insert Records of the Special Elements category

This element allows you to reference other elements. This allows you to insert an element multiple
times in different places, but you only have to maintain/update it in one place.

Simply select the element you want to reference:

Records
Q ——
L=
r Y
v
¥
||
= Page Content || [F] News | B Address | [E News | [F] News || [ Page
Record selector
> B QUbungen zu den TYPO3-Kursen B + Testseite BOKU-IT
~- B [ Y Schulung - BOKUweb mit TYPO3
e IbTestseite BOKU-IT Search term Search levels Limit
——
This page v :
Q, search
Page Content (2) > -
O e o e e e e e e e e e e e e s R e [LOCIZALOD] e e e y  DiSCription

r L]

: + [No title] - == Deutsch (Default):

: + [No title] - ™Deutsch (Default):

_________________________________ F]

Figure 56: Referencing elements
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The element will then be displayed in a different color in the backend of TYPO3. In the frontend,
however, no difference is visible to the user.

Hauptspalte
E =

E=

Bitte beachten Sie

Die Inhalte der Beispiel- und Ubungs-Seiten sind nur fiir die Verwendung innerhalb der
jeweiligen Kurse vorgesehen und stellen keine offiziellen Informationen der Universitat fiir
Bodenkultur dar.Der gesamte Uberungsbereich ist nur fiir BOKU-Angehdrige nach Login
sichtbar, um eine automatische Indizierung und Veriffentlichung urch Suchmaschinen wie

Google etc. zu verhindern.

Figure 57: Display of the reference in the backend

5.5 Grid Elements

Grid elements allow you to divide the main column, which is set up by default on every page, into
further subareas. Different layout variants are available to you here:

Typical page content Dynamic Content Elements Plugins Special elements Grid Elements
E 2 Spalten 1:21__| | E 2 Spalten 2:1 1 1
2 Spalten, rechte Spalte hat doppelte Breite 2 Spalten, linke Spalte hat doppelte Breite.
|E| 2 Spalten 3:1 | I |E| 2 Spalten 1:1 |__|__|
3Spalten I__1__1_ 1|
3 Column Layout

Figure 58: Grid Elements
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Within a grid element you can create all content elements available to you:

.
.
.
30

= El

E - o

Figure 59: Create content element in grid element.

However, it is not possible to place another grid element in a grid element.

By using grid elements, you have significantly more design options when arranging images and
texts than with the regular elements available to you here. For example, you can: Arrange text and
images side by side in this variant. You would not be able to do that with a regular image-text
element.

==

B~ e % ~
B = _ -
== @ =

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod

tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero -Des:ription DE
eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea

takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet,

consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et

dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo ﬁ (i
dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lore
i
_ - -
[ -
%
=
F B

Figure 60: Image in grid element

NOTE: Please note that the display of the content in grid elements can also vary depending on the
size of the end device. For example, on smaller screens, the content is likely to be displayed one
below the other rather than side by side.

5.6 Forms in the BOKUweb

Currently it is not possible for web editors to create or edit forms in the BOKUweb.
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However, BOKU-IT will be happy to help you if needed.

All relevant information on forms in BOKUweb can be found here: https://short.boku.ac.at/it-
formulare

BOKUweb mit TYPO3 40 (77)


https://short.boku.ac.at/it-formulare

BOKU-IT

6 Manage pages and content
This chapter explains how to copy/cut, reference, move and delete pages and content.
It also explains how you can quickly and easily undo changes that have already been made.

NOTE: When working with the List View, make sure that all available elements are also displayed
to you. You can achieve this by activating the following areas:

e Extended view
o Show clipboard
e Localization view

By default, these three areas are not activated in TYPO3. Once activated, however, they remain
stored in your user settings. A separate activation is therefore no longer necessary.

¥ Extended view
# Show clipboard

# Localization view

Figure 61: show all elements in list view
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6.1 Delete pages and content

The best way to delete pages and content is to use the context menu directly next to the page or
content element.

However, you can also use the icons visible in the backend (Dung Bucket icon) for this purpose:

¥ [ Schulung - BOKUweb mit TYPOZ
&) Testseite BOKU-TT
(@ Show

[ Edit
(3 New

1 Info

[] Copy
Lkl |

k cut
More options... ¥ [ Deuttsch ‘l_ 1

Bildbeschreibung

r 1
1 i Delete 1| BOKU-Standort
- - o Beschriftung

*3) History/Undo

= B

Figure 62: Delete content and content elements via context menu

It is also possible to delete pages and content via the list view:

Page (8) »
) Pagetitle
[
|| Text & Images: Beside Text Right/Left, Gallery B B IJ: | y i
1 1
1
7| Text & Images: Above/Below = 5 .J: Wi
1 1
1 1
[ Text & Images: in Text Right/Left B B o0 : ]
1
1 1
|| Text & Images: Full Width Overlaid = 5 o: | : i
1 1
1
[ Text & Images: Slider = & o: o i
=
1
[ Text & Tmanes: Gallerv Ahove/Below = = L) s

Figure 63: Delete via the list view

NOTE: You cannot delete a page if there are still subpages to it. If there is a need to remove
several page sections, please contact the BOKU-IT Hotline (boku-it@boku.ac.at).
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6.2 Move pages

Pages can be moved directly in the page tree using "Drag & Drop". To do this, simply click on the
page and drag it to the place where you would like to place it:

v-| 9 [28684] Special elements
' [33267] File Links
' [33270] Media Element
: [33273] Insert Records
9 [28687] Form elements
1 [286908

= 28690] Plugi
> ][ESGQZD‘B [ ] Plugins

= U raocnsl meld Moo aeks

en

B T

Figure 64: Move pages in the page tree

If you want to make a page a subpage, simply drag the page into the desired parent page.

Pages can also be moved in the list view. To do this, use the "Move Page" icon and specify the
location to which your page should be moved, or use the arrow keys to rearrange the pages:

Page (8) »
G Pagetitle
r--i [emm——————— .:
|| Text & Images: Beside Text Right/Left, Gallery B B © O il [} : b0} D: v 4 1
1 1 1
1 1 : |
[ Text & Images: Above/Below = 5 © [ 1: L& : DA ¥ 4 » :
e : I
1 1
[ Text & Images: in Text Right/Left S B o0 ilRiI92 R a v « »
1
J

Figure 65: Move pages in the list view

6.3 Move contents

If you want to move content within a page, you can do this with "Drag & Drop" directly in the page
area. Simply drag the element to the desired location and drop it in the orange area:
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Deutsch

@ & : Text & Images

= -

Beim & -—
gibt ¢
Defal

Figure 66: Move content elements

In the list view you can move content elements with the arrow icons.

However, this is only possible within the page. With the "Re-position content element" icon,
however, it is possible to position the content elements in completely different places:

Page Content (6) »

A W |§—=,"_ Header

Column: Hauptspalte

B ; : m————
'ml Text & Images: Beside Text Right, Gallery - Defaul... EEo@m ilBi9 Bl v :
1 1 1
N [ I '
'ml Text & Images: Beside Text Left, Gallery - Default = E ©O 0 1 : E : D E : A ¥ |,
— 1 !
[E Text & Images: Beside Text Right, Gallery - weiBer... G & @ MM | i : E : D 5_: A ¥
ey
| p—

Figure 67: Move content elements in list view

6.4 Copyl/cut and paste pages

You can easily copy and cut pages using the context menu:
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¥ [ Schulung - BOKUweb mit TYPO3
& Testseite BOKU-TT
[ Show

[# Edit
[1 New

i Info

0 copy

15 Cut:

More options... »
@ Enable
Ml Delete

*T) History/Undo

Figure 68: Copy/cut pages via context menu

After that, simply select the option you want from the context menu:

& Testseite BOKI' ™
[ Show

[ # Edit

(4 Mew

o ———————

: S Cut release

S5 Paste after

More options... #

@2 Enable
] Delete

“D History/Undo

Figure 69: Insert page at desired position

Copied pages may well be pasted in several places. These remain stored in the clipboard. This
does not apply to cut pages (option "Cut").
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Pages can also be copied/cut and pasted in the list view. Use the corresponding icons for this

purpose.
Page (8) » ~
3 Pagetitle =
s e e
|| Text & Images: Beside Text Right/Left, Gallery B B © @ 1 @ 9 [ v 4 : B s k k :
1 1
[ Text & Images: Above/Below SR OO0 i @ DR a v 4« b: B = 0O 3(:
1 1
jText&[mages:inTextRighULeft % ?; © @ i B- D D. A v 4 P: E] =0 3{:
e I
Figure 70: Copy/cut and paste pages in the list view
6.5 Copyl/cut and paste content
Content can also be copied/cut and pasted via the context menu:
= |
& Show Hauptspalte
| B¢ Edit =
1 =1 New |E-'=_'+Content: BIE
1 Info —
e - —— -i — .
i O copy | =K
% cut |
f- ------- . Beim Content-Element Tetxt & Imag
1 More options... gibt es vier unterschiedliche Layoutf
& Hide ] Defaultweiler TeaserHinweis, nicht
E (& Visibility settings
Delete = - =
I‘ @ EI}- _|_' -
\ *7) History/Undo i

Figure 71: Copy/cut and paste contents via context menu
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Copy/cut and paste of elements is also possible via the list view:

Page Content (3) »

[Localization]

A v [E Header

Column: Hauptspalte

= [notte] BB © O | i B

I:D = Deutsch {Default)
= medte] B B OO i B9

= Deutsch (Default)

i
>
4

|||||
4
TR T
[
(I

Figure 72: Copy, cut and paste content via list view

NOTE: Whenever you want to copy content and paste it elsewhere, TYPO3 will also suggest the
"Paste reference" option when you paste. A reference behaves the same as the content element
"Insert Records". That means, this element is not editable, but results automatically from the
content in the original, i.e. from the reference.

How do you want to paste that clipboard content here?

Figure 73: Insert reference
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Instead of copying elements via the context menu (right mouse button), you can also use the
"Copy content from another page to this place" function to paste content from other pages

directly:
===
1 1
ER Content | [ BA |1
—'1
- el
- [Cu:up}r content from another page to this place}
----- | [25305] Veranstaltungen ]
----- #9[25296] News Container IZII---------------'i
= 1
: [ Bl pene B | Page Content (4) » 1
» - BW [26859] At your Service (O} ] 1
P =7 [26967] Erste Schritte O] : Header :
b [26970] Schulungen EII = + [No title] 1
» - =W [26964] Support (o] 1
» - BH[26973] Verleih IZI: E +[No title] :
----- - F7[26862] Be Secure O] 1 E + Groupwise Client 1
» - ®W[27498] Security & Good Practice Guidelines 21 ]
. 1 [ + Groupwise Client 1
» - #H[27501] EDV-Verantwortliche - Aufgaben ] I i
..... » MW[26865] Everybody's needs N} = + Zugriffs mittels Browser |
Lo ili 1
TR [28519] Mailing EI: =] + Access via Browser 1
. - [ll[27582] E-Mail cH -
, [l (27594) Groupwise ol = + Zugriff mittels POP3 1
: » [ [85241 Zugang ol E| + Access via POP3 :
»- [ [3967] Arbeiten mit E-Mail B o e
» [ (47381 Arbeiten mit Kontakten O]
» 1 [4754] Arbeiten mit Terminen ]

Figure 74: Paste copy from other page
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6.6 Manage multiple elements

To manage multiple pages/content items at once, you must switch to the List View and display all
options (including the clipboard):

Clipboard

Copy elements ~ [menu] ~
& Normal (single record mode) (Copy)
[Z] [MNo title] (Copy)

Q Clipboard #1 (multi-selection mode)
# Extended view
¢ Show clipboard Q Clipboard #2 (multi-selection mode)

# Localization view Q cClipboard #3 (multi-selection mode)

Figure 75Switching to the list view

Click on the "Plus" at "Clipboard #1". This will give you checkboxes by each page/content item.
Select the ones you want and click the "transfer the selection of records to clipboard" icon.

Page Content (3) ?
r5
A v [E Header :|:|||__=='£ W B [(Refl [Localizat
Column: Hauptspalte
T
= [Mo title] R Eo@D i &9E v : 1- = Deuts:
1
1 1
=] [No title] FER ROl iE9O29 « v : O :— = Deuts:
I I
1 1
H  Hinweis FE FOO i B9 » : O :- = Deuts:
| p——

Figure 76: Transfer pages/content elements to clipboard
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Now your selection will be displayed on the clipboard. All you have to do now is select the action
you want to perform on the clipboard:

Clipboard

El [Mo title]
[E [No tite]
[E Hinweis

O Clipboard #2 (multi-selection mode)

Figure 77Clipboard with content elements or pages

After that, you can paste the pages/content elements anywhere you want using the list view. To do
this, simply click on the "Paste in clipboard content" icon.

==

AP

Figure 78: Insert pages or content elements from clipboard

NOTE: Clipboard #1, Clipboard #2 and Clipboard #3 are available.

You can add different pages/content elements to these clipboards, which you can then paste back
in different places.

However, you can only paste the entire contents of Clipboard #1 at once, that's why there are
multiple clipboard numbers.
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Using the clipboard function, it is also possible to delete several pages or content elements at
once.

Activate the clipboard and select the desired items. After that you just need to click on the muck
bucket instead of selecting the "transfer the selection of records to clipboard" option as usual:

Page Content (3) » ~
-——
+ Header l_—%‘gl 1 [0 B [Refl [Localization] Localize to  Description

=t p——

Die Geschichte der BOKU ® S oOon iEFED+ v : v :— == Deutsch (Default) 52

. I 1 = -

E] TEST 1 ® SO0 i D+ a v 1 ¥ r == Deutsch (Default) S
I 1

| TEST 3 ® SO0 i ED + a : v | =Deutsch (Default) ZE
=

Figure 79: Delete several elements at once

6.7 Create multiple pages

You can also create multiple pages at once using the context menu:

¥ & Testseite Bt
Sh
Y page Typ [® SN0V
&) Page Typ [ Edit
Page T
& Page Typ 3 New

i Info

0 Copy
e cut

More options... ¢
[} ‘Create New' wizard

@3 Enable
[{ Sort sub pages
Dodete  FEEm2R2EL__ -
E‘E Create multiple pages
) Historw"UndJ ___________ ]

Web=List module
B3 Mount as treeroot

[Ey Export

Figure 80: Create multiple pages at once
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6.8 Undo changes

If you want to undo changes that have already been made in a content element, you can use the
"History" function. This can be viewed for pages as well as for content elements via the context
menu:

= Show

E Edit

= New

1 Info

[1 Copy

k cut

= More options...
@ Hide

E (& Visibility settings
Ml Delete

1D THistory/Undo}

T L. | |

Figure 81: Show history
In the history you can select which change you would like to undo:

)

1 Rollbackl Time Age User Table:uid (Title) Differences

! I
: D 12017- 2 9 tt_content:242158 ’
1 101-20 min (Anderungen Hide | Nojes
1 : 15:36 meliolli rickgangig
1 1 machen)
! 1
19 j 2017- 2 9 tt_content:242158
1 ] 01-20 min (Anderungen =i ) o
1 115:36 meliolli ruckgangig BOKU - Universitat des Lebens
1 fiir Bodenkultur

1 machen)
1 1 Die Universitdt fir Bodenkultur Wi
1 1 Forst- und Holzwirtschaft, Kulturt
1 1
1 1
! 1
1 'E) ] 2017- 5 e tt_content:242158 insert
I_____l 01-20 min (Anderungen

15:33 meliolli  ruckgangig
machen)

Figure 82Selecting which changes are to be undone
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By clicking on the icon with the small clock, you can view details of the last change and undo it if
necessary:

Preview for Rollback

Rollback all changes shown |

Rollback single record | t_content:242158 (Anderungen rlickgéngig machen)
I
|
Rollback single field :Hidﬁ': YesNo

|

|
Rollback single field |1 Text:

| BOKU - Universitat des Lebens

Die Universitat fiir Bodenkultur Wien versteht sich als Lehr- und Forschungsstdtte

Forst- und Holzwirtschaft, Kulturtechnik und Wasserwirtschaft, Landwirtschaft, Le

Figure 83: Undo changes

6.9 Recycler (wastebasket)

You can use the "Recycler" to retrieve deleted pages and content elements:

Filelist

Figure 84: Recycler in TYPO3

Simply select the affected page here as well as the desired layers and the affected content
element type. By clicking on "Recover"”, the page or content will be inserted again at the original
position:
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Recycler
————— - - -
Q 1 1level v All Record Types (1) + :
U o -
& Record Type Record Last edit uI PID
o Page Content [=] 1¢h bin ein Testelement 2019-05-14 11:19 359040 Testseite BOKU-IT (75079) 0 i
———————
i 1
I ) Recover 1 records l
- ————— - J

Figure 85: Retrieve contents from the recycler.

NOTE: Regular TYPO3 users cannot finally delete content from the Recycler, they can only fetch it
back.
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7 Bilingual content

TYPO3 supports multilingual websites. Basically, there must always be a default language in
TYPO3, on which all other languages are based. English is currently the only foreign language
available in our installation.

It is not necessary to translate the entire content of the page. You can also just briefly summarize
important information for the foreign language.

Pages that do not exist in the second language do not appear in the navigation of that language.

7.1 English version of a page

If you want to create an English language version of a page, then you have to make sure that you
are in the correct view in the TYPO3 backend, namely in the "Languages" view:

Languages A Deutsch A

Calurmns N

Testseite BOKU-IT

Deutsch

@ & | Testseite BOKU-IT

Figure 86: Translate page backend

Then you can easily select the "Make new translation of this page" option and create an English
version of the page:

Testseite BOKU-IT

Make new translation of this page w

| Make new transiation of this page

English

Figure 87: Create English version
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After that you will automatically get to the page properties of the English page and can now fill in all
relevant data. The configuration of the fields in the German version of the page is also displayed in
General Metadata Access

the backend:
Standard

Standard

Title
Page Title
Testseite BOKU-IT

= Testseite BOKU-IT

Figure 88: Fill data of the English page

English
@ # B Translate | Testpage BOKU-IT

Once you have filled in all the fields correctly and made sure that the page is still hidden, you can
save. The English version of your page has now been created. Both languages are now visible in

the bake:
Testseite BOKU-IT
B

Deutsch
@ & |@ Testseite BOKU-IT
Figure 89: Fill data of the English page

You can edit the page properties of the German as well as the English page again at any time. Just

56 (77)

click on the pencil next to the respective page title.
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7.2 English version of content elements

When translating content into another language, there are basically two different possibilities in
TYPQO3. These are displayed and explained directly in the backend when you click on "Translate":

Localize page "Testseite BOKU-IT" into English X

Translating content will create a direct connection between the
English E original language and the language you translate to.
This means that moving and element or setting meta information
Translate like start- or endtime will be taken from the original content and
yvou will not be able to set these values on a translated content
element.
Use this when your workflow demands a strict translation
workflow.

-~

(] ’l? Translatell} Testpage BOKU-IT
-

Hauptspalte

+ =B

language and create copies in a different language.

This means that you will be able to move content elements
Copy around freely, but you will not have the benefit of being able to

compare changes made in the source language later on.

Use this when you want to have freedom in designing your

translated website.

D Copying content will take the content elements from the source

Step 1 of 4

Cancel

Figure 90: Translation options in TYPO3
Translate" translation variant

o Useful if you want your content to be exactly the same in German and English.

e Any deviation from this strict variant will be shown to you in the TYO3 backend via a system
message.

o Elements cannot exist in English if they have not also been created in German.

e Elements are interconnected in the system. Meta information such as: Start or End times
are taken from the original element (element in German) and cannot be changed in the
"translated element”. It is also not possible to delete the original element afterwards without
also removing the English element.

Translation variant "Copy

o Completely individual content in German and in English possible.
e Content elements are not linked in the system and can be edited individually.

BOKUweb mit TYPO3 57 (77)



IKU

Universitat fiir Bodenkultur Wien

BOKU-IT

By clicking on the respective variant, you will go through four steps until your translations are
created. Within these four steps you can also determine whether you really want to translate
content elements on your page, or only certain ones:

Record summary X

Hauptspalte

(359124) Die Geschichte der =l (359504) TEST 1
BOKLU
= (359507) TEST 2

=] (259510) TEST 3

Step 3 of 4

Figure 91: Translation in 4 steps
7.3 Translate" translation variant

If it is important to you to always have content exactly the same in German and in English, then
this translation option is right for you.

Click on "Translate" to select the appropriate option and go through four steps until your translation
is created:

English
————

Translating content will create a direct connection between the

@& | #'| B Translate ||3 Testpage BOKU-IT E original language and the language you translate to.

tmmm——d This means that moving and element or setting meta information
Hauptspalte Translate like start- or endtime will be taken from the original content and
you will not be able to set these values on a translated content
element.
+ content B Use this when your workflow d ds a strict tr lation

workflow.

Figure 92: "Translate" translation variant

In this translation variant, the data sets are related.
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If you use the option of dependent translation, then it is actually not intended to have more or
different content elements on the English page than it is the case on the German page. That's why
you don't have the option to add new content elements to the English page if they are not already
present in the German version.

You can work around this by simply creating the desired element on the page in German and then
changing the language to English.

Deviations from this strict translation variant, however, are then displayed to you in the backend via
a system message:

Testseite BOKU-IT

Deutsch English
@® & |& Testseite BOKU-IT @ & & Testpage BOKU-IT

Figure 93: System message Deviation from selected translation variant

The affected element is marked in color:

al L
alv

TEST 2

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod
tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At
vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren,
no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit
amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut
labore et dolore magna aliguyam erat, sed diam voluptua. At vero eos et accusam
et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata
sanctus est Lorem ipsum dolor sit amet.

Figure 94: Marking content element in case of deviation from translation variant

This message is for information only and is not an error message:
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You can see if records are related in the list view - there the dependent records are displayed

indented:

_————

: Did Geschichte der BOKU ® QO i B D + v [1 ¥ == Deutsch (Default)
1

I I

: [ Did Geschichte der BOKU ® LSOm0 i ED+ 0 &  HEenglish
1

1

1 B TE%TI @ F Ol i BED+ a v [l ¥& = Deutsch (Default)

1 I

1

1 TE%TI ® S om i BED + 0k K english

o e e

Figure 95: Indented records list view

Since this translation variant is intended to ensure a strict translation of all content elements 1:1,
changes in the original element will also be displayed in the dependent element:

Path: body = p 29 words

=Die Universitat fiir Bodenkultur Wien versteht sich als Lehr- und Forschungsstatte fiir emeuerbare Ressourcen, die eine Voraussetzung fir das menschliche Leben sind.
Gegrindet 1872 als &quot;k. k. Hochschule fiir Bodencultur&quot;.

Feierliche Eroffnung am 15. Oktober 1872.

Neubau an der Tirkenschanze 1894-1896.

Inaugurationsfeier am 5. Dezember 1896.

Changed in original translation
Die Universitdt fir Bodenkultur Wien wversteht sich als Lehr- und Forschungsstdtte fir erneuerbare Ressourcen, die eine Veoraussetzung fir das menschliche

Leben sind. sind. Gegriindet 1872 als &quot;k. k. Hochschule fir Bodencultur&guot;. Feierliche Erdffnung am 15. Oktober 1872. Neubau an der Turkenschanze
1894-1896. Inaugurationsfeier am 5. Dezember 1896.

Figure 96: Changes in the original element are documented

If you only want to strictly translate individual content elements, you can also do this quickly and
easily via the list view with a click on "Localize to":

Page Content (3) » -
== ———
1
+ Header B M [0 B [Refl [Localization] 1 Localize to :Description
| |
[ Die Geschichte der BOKU ® QSO0 i BED+ v o - == Deutsch (Defaulf)  SE 1
1 i
=| TEST 1 @ S O 0 i BED + a v o| - =Deutsch(Defau\=] E 1
i 1
[=] TEST 2 ® SO0 i BD + a o - :Deutsch(Defau\l) E :
i !

Figure 97: Translate individual elements strictly
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7.4 Translation variant "Copy

Basically, elements that are created on the page in German are categorized as German elements
and those that are created in English are English elements:

Testseite BOKU-IT

Deutsch

@& /| [@ Testseite BOKU-IT
Hauptspalte

+ =
s
|j == Deutsch ||
- -
Die Geschichte der BOKU
Die Universitat fur Bodenkultur Wien, die Alma Mater Viridis, kurz BOKU genannt, ist
eine dsterreichische Hochschule, deren Ausbildungsschwerpunkte in ermneuerbaren
Ressourcen liegen. Sie hat sich zur Aufgabe gemacht, durch innovative Nutzung der
naturlich varkommenden Rohstoffe deren Gebrauch auch fur kiinftige Generationen
nutzbar zu machen. Durch die Verbindung von naturwissenschaftlichen,
ingenieurwissenschaftlichen, sozial- und wirtschaftswissenschaftlichen Zweigen
kann sie ein breites, aber doch spezielles Spektrum an Studien bieten.

+ Il

English
[ Free Mode |

@ & Ed Translate | [@ Testpage BOKU-IT

o

Hauptspalte

+ E &
=

EE Enghshl

-

History of BOKU

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor
invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam
et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est
Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam
nonumy eirmod tempor invidunt ut labore et dolore magna aliqguyam erat, sed diam voluptua.
At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea
takimata sanctus est Lorem ipsum dolor sit amet.

+ IS

Figure 98: Individual translation

In this translation mode you can easily create any content elements in German and in English.

Select the "Copy" function via the "Translate" button and the desired content elements will
automatically be copied into English. You can then adapt the elements as you wish and you still
have the option of adding further content elements individually:

]

Engllsh Copy
m———— Y
@ | &) B Translate || Testpage BOKU-IT
1T T T T T C ]
Hauptspalte
+ =i

Copying content will take the content elements from the source
language and create copies in a different language.

This means that you will be able to move content elements
around freely, but you will not have the benefit of being able to
compare changes made in the source language later on.

Use this when you want to have freedom in designing your
translated website.

Step1lof 4

Cancel

Figure 99: "Copy" translation variant

Content elements are automatically set to "hide" after they have been copied into English, so that

you can still prepare them.
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7.5 Translation metadata

If you create translations in TPYOQ, it is often useful to create the metadata of documents in the
filelist as a translation as well. This concerns e.g.: especially captions or image descriptions.

Metadata of files can be translated directly in the filelist.

Simply click on the symbol with the globe and then on the green plus at the flag of the foreign
language. You can then enter a translation for all metadata fields. Editing the metadata in the other
language is possible at any time, simply click on the icon with the pencil:

File Name = [1 W E Type LastModified Size RW Ref
beach-pic.ipg 'y |

E%__._._ ||};| S B 8 =0 i O PG 2018-09-06 46KB RW -
ey el
-
erge-pic.jpg

hﬁ ® S B iom O PG  2018-09-06 7OKB RW -
forest-pic.jpg

] 3 S BE @ =0 i M O PG 2018-09-06 90KB RW -
File Name = [0 @ E Type LastModified Size RW Ref
beach-pic.jpg "y |

E@___: 138 :E-; S B D i@ O PG 2018-09-06 46KB RW -
] 1

—I Create metadata of this file for English |

berge-pic.jpa
T

3. iﬁ‘s-.‘su r S EEim O PG 2018-09-06 70KB RW -

forest-pic.jpg
B & S B EEL @ O PG  2018-03-06 90KB RW -

Figure 100Translating metadata directly in the filelist
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8 Special page types
The following chapter explains special page types that can be created in TYPO3:

e Standard
e Shortcut
e Link to External URL.

All three page types are displayed quite the same in the frontend navigation, but behave differently
when you select them:

4= Schulung - BO} b mit TYPO3

Testseite BOKU-IT
| | | | Page Type: Standard
| | | | Page Type: Shortcut

||| Page Type: Link to External URL

Figure 101: Display of the different page types in the frontend
When you create a new page, you can select the "Page Type" under the "General" tab:

General Access Metadata Behaviour

: Page

| Type

1

: ] Standard v
1

1

I

1

Standard
Shortcut
Title Link to External URL

Figure 102: Create default page
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8.1 Standard page
Most of the time you will work with the Page Type "Standard".

General Access Metadata Behaviour
Page
Type

j Standard A

Figure 103: Page Type Standard

8.2 Shortcut
Besides standard pages, you can also use shortcuts.

This means you link to a page within BOKUweb. To do this, select the "Page Type Shortcut" and
specify the page you want to link to:

General Access Metadata Behaviour
[ o
I Type 1
1 1
1 1
I E] Shortcut 1
1 1

Shortcut Target

——n
m o |Q

: Page

Figure 104: Create shortcut

NOTE: This page type is used to additionally link the actual page to other places in your
navigation. You cannot add your own page content to a shortcut; instead, the content of the
original page is displayed. For users, a shortcut can seem confusing at first, because it takes them
to a completely different place in the navigation.
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8.3 Link to External URL
Through this element you link to a page outside BOKUweb:

9 General Access Metadata Behaviour
e it |
[ e
IType 1 Protocol : A URL :
I i I I
: &° | Link to External URL w I http:// v 1 1
1 1
l——————————————l )
Title
Page Title

Link to External URLI

Figure 105: Link to external URL
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9 Short URLs

In BOKUweb the URL path is generated from the page tree in TYPO3. This means that the path is
exactly the one where the respective page is located in the backend of TYPO3.

However, all web editors have the possibility to shorten these long URLs easily.

FILE

= | Filelist

Figure 106: Create Short URLs
All information can be found on BOKUweb at: https://short.boku.ac.at/it-short-url

NOTE: We clearly recommend you to work with Short URLs and not to use long URL paths. Short
URLs can be edited as desired and also copied back and forth between pages.
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10 News Items

Each organizational unit has the possibility to create news items via the news container in TYPO3.

These news items are automatically displayed on the OrgEh home page. The order is based on
the creation date of the news item and a maximum of 12 news items are displayed at once:

Zentraler Informatikdienst und Medienstelle
(ZID/BOKU-IT)

Willkemmenl

Wir sind |hr Partner in allen
Fragen rund wm BOKU-IT-
Services und -Infrastrulktsr

1
Nt - 1 1
N |
- I , BOKU-IT I
FA\. s g 1
Veranstaltungen : 1
Tl IYFOI-Einfihrung Sofinden Sie uns 1
23 1 Web Access 1
1 Wegbeschreibungen und GroupWise 1
Offnungszeiten der BOKU-IT-
[ Storsge an der BOKU : Standort Einfscher Zugriff auf Ihie 1
o7 Mailbox iiber jeden 1
1 - Webbrowsar, 1
e Ale Versnstsitungen | 1
anzsigen 1 I
} 1
E 1
| 1
BOKU ERID: I
1 i 1
1
BOKUonline 1 S -
i Mailing fiir 1
Hier geht's zum i
Gampusmaragement System | Studierende ) :
der BOKU. 1 Zugriff auf E-Mails immer und ZE) Hatiny:
r berall! Anlsufstelle fir slle Ihre IT- I
I e Fragen. I
1
-
I_ 1

Leitung und Sekretariat

i Leiter Stellvertreter
: Dipl-Ing. Dr. Mag.(FH)
) Andrass Srhildharnar Grannr Waizemann

Figure 107: News Items on OrgEh start page
NOTE: We clearly recommend you to work with news items and not to manually place news boxes
in the lead image of the OrgEh home page.

Furthermore, it is possible to switch news items that have been created at the OrgEh to higher
levels, i.e. to make them a top story.
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All information about how Top Stories get into BOKUweb can be found at BOKUweb:
https://short.boku.ac.at/top-storys

10.1 Create News Item

To create a news item, it is necessary to switch to the list view:

& v ©
DB e

/BOKU-Start/Service-Einrichtungen/Zentraler Informatikdienst L
Y@ [25293] Zentraler Informatikdienst und Medienstelle (ZID/
45 [25311] Personen
8] [25308] Lehrveranstaltungen
| [25305] Veranstaltungen
— & 125302 Forschung . . .,
I» 5= [25296] News Container |
YET[36855] Themen
57 [26859] At your Service
> 57 [26862] Be Secure
> 53 [26865] Everybody's needs
b =7 [26868] Get connected
» 57 [26871] Teach & Learn
b 57 [26874] Be informed
> 57 [26877] Media-Services

Filelist

Figure 108: News container via list view

In the News Container you can then create a new element by clicking on the gray plus:

News (38) »

~=)

1 B 1 Header

__
&) Web Access GroupWise F © M i DR
B Header = © W i =
H  u:book-aktion Z © M i D B

Figure 109: Create news item

After clicking on the gray plus, you can fill in all relevant fields of the news item.
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In the field "Type" you can determine the type of the news item. There are three different variants
to choose from:

e News

o Standard variant

o News with detail text and a picture

o Multiple images are not possible in this variant.
e Internal link

o News is linked to internal page in BOKUweb.

o Internal page can be designed in any way: Image galleries, grid elements,

subpages, videos etc.

o All content elements in the BOKUweb are available for the design of this page.
e External Page

o News is linked to external pages, outside the BOKUweb.

General Categories Relations Language Access Notes BOKU News BOKUscreens

Figure 110: Set the type of the news item
The box of the news item is composed of header, subheader and teaser.

Header

| Ich bin eine Testnews

Subheader

Ich bin ein Subheader

Teaser

Ich bin ein Teaser Ich bin sin Teaser Ich bin eine Testnews
Ich bin ein Testheader

Ich ibn ein Teaser. Ich bin ein
Teaser.

Figure 111: Fill header, subheader, teaser of the news item
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In the field "Date & Time" the current time is entered automatically, but you can change it
manually at any time. This field determines the order of the news items in the frontend - the most
recent item is always in first place.

With the field "Archive" you can determine when your news item should be moved to the news
archive or when the news item should no longer be visible in the frontend.

NOTE: Here it is important to consider that you should always store +1 day for the archive date.
So if you want a top story to be online until 01.01.2016, you have to set the archive date to
02.01.2016.

|
1
Date & Time :
1
16:04 15-05-2019 i} 1

Rich Text Editor

syes - [« LW [E @ Q %[5 H

B I x x*| Format cl= =R Q| e M- | [© Source | 4
Ich bin ein Detailtext. Ich bin ein Detailtext:

s Test

e Test
e Test

Figure 112: News Item desktop
In the "Relations" tab it is possible to add images, files and links to the news item:

General Categories Relations
Image

[ma]

Allowed file extensions

Files

ma]

Related Links

+ Create new

Figure 113: Add images, files and links to top stories
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In the "Language" tab you define the language of the news item and in the "Access" tab you can
set a "Publish Date" and if necessary also an "Expiration Date":

General Categories Relations | Language | Access MNotes BOKU News BOKUscreens
————

Hide
[
I Publish Dates and Access Rights 1 U —————————— - 1
1 Publish Date 1 | Expiration Date :
I . I 1
1 s I 1 &
!_ 1 ey — ]

Figure 114: Determine language and access for news item
NOTE: If you set an "Expiration Date", your news will not be documented in the news archive!
In the tab "BOKU News" you can correctly fill in the fields of those levels on which you would like

your news item to be displayed. For the "Department-Page" no special approval is necessary, for
all other levels a special approval is required.

General Relations Language Access Notes BOKU News BOKUscreens

Show on BOKU Frontpage: Request

Start time End time

Show on Department-Page

Start time End time

Figure 115: Show news item on higher levels
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It is also possible to display your news item on the BOKUscreens. For this you have to fill in all
fields in the tab "BOKUscreens" correctly:

General Relations Language Access MNotes BOKU News BOKU=screens

Show on BOKUscreens: Request

Start time End time

| BOKUscreens note

Please consider the specifications for BOKUscreen texts:
a maximum of 350 characters including spaces (about 35-40 words) for all relevant information - including title, any sub-heading and long text.

Header 2

Text

B I |« I.|5%| [ source

body p
r _________ i
i Image 1
i 1
115 .
i 1
1 Allowed file extensions :
| EEBE I
| e —— -

Figure 116News Item Display on BOKUscreens

Please note that you have to enter a separate text for the BOKUscreens and that the image for the
BOKUscreens also has to meet the corresponding requirements. If required, you also have the
option of storing an alternative image for the BOKUscreens (in addition to the regular top story
image).
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10.2 Preview News ltems
If you have created a news item, you have the possibility to display a preview.

Edit the news item and simply click on the icon with the eye "View". After that, a preview of the
news item will open in a separate tab of your browser:

Dreutsch b

1
* Close | | [B] save| @Uiew: + MNew Duplicate | | Tl Delete
1

Figure 117Show preview news item

NOTE: Make sure your news item is hidden before previewing it. This will ensure that the news
item is not yet published.

In the preview you can see at a glance how the element looks like on different circuit levels
(BOKU home page, BOKUscreens, detail view, etc.) and whether you should still make changes to
the image and/or text, if necessary.

-

| sushe © nzch pes

Q| B2 4 Bv©e s |8 e )&
e s B

i S w1 S o Studium  Forchung  Uberdie BOKU Alumni  Intemstionales  Services

Ich bin eine
Testnews

e bin in Testheader

12n on 5 Tesser foh b s
Tesser

Ich bin eine Testnews Ich bin eine Testnews Ich bin eine Testnews Ich bin eine Testnews
leh bin ein Testheader lch bin ein Testheader leh bin ein Testheader leh bin ein Testheader

Ich ibn ein Teaser Ich bin sin Ich ibn ein Teaser. Ich bin sin Ich ibn ein Teaser. Ich bin sin Ich ibn ein Teaser Ich bin sin
Teaser Teaser Teaser Teaser

¥

Lo
Q \

|8

Ich bin eine Testnews

v

%

leh bin ein Testheader

Ih i6n &in Teaser loh bin &in
Teaser.

-

Figure 118: Preview news item on different levels
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10.3 Translation News ltem

Basically you can create news items in German and in English. To do this, simply select the
appropriate language in the "Language" tab:

General Categories Relations Language

Language

== | Deutsch v

Deutsch

Enaglish

Figure 119Selecting the language of the news item

However, the option of a dependent translation of news items is also available. To do this, select
the "Localize to" option from the list view:

[ ocalization] I Localize to
1 1
== Deutsch (Default= b :

== Deutsch (Default)

* English

== Deutsch (Default) | 3

Figure 120Translation News Item with "Localize to

In this translation variant, the elements in the database are linked to each other. All information
from the original element (German) is automatically included in the translation. This includes files,
links and images.

Changes in the original element are also displayed directly in the news item:

= <p=Ich bin ein neuer Text, der noch nicht in der Ubersetzung erganzt wurde!</p>
<p=Ich bin ein neuer Text, der noch nicht in der Ubersetzung erganzt wurde!</p=

<p>Ich bin ein neuer Text, der noch nicht in der Ubersetzung ergdnzt wurde!</p> <p>Ich bin ein neuer Text, der noch nicht in der Ubersetzung erginzt wurde!</p>

Figure 121: Changes original element are highlighted
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However, switching and publication times can be individually determined in this variant - if required:

General Categories Relations Language Access Notes BOKU News BOKUscreens

Show on BOKU Frontpage: Request

= Mo

Start time End time
e L S Vo s 53
: Translation behavior : Translation behavior
: (7 Custom value : (7 Custom value
1 1
| (@ Value of default language | (@ Value of default language
e ——— ]

Figure 122: Individual metadata determinable

BOKUweb mit TYPO3 75 (77)



BOKU-IT

11 Important information about BOKUweb

How is the homepage of my organizational unit structured? Which information in the BOKUweb
can | edit/change myself where and which are automatically generated?

These and of course many other questions regularly arrive at us via the BOKU-IT Hotline. We have
therefore compiled all the important information for you at the following address:
http://short.boku.ac.at/it-info-bokuweb

12 DOKU: Bugs in the BOKUweb

On these pages web editors will find information about small bugs in the BOKUweb, for which
there is no solution at the moment, so we cannot fix them - in the medium term - yet:
http://short.boku.ac.at/it-bugs-bokuweb

13 Online information about TYPO3

Information about the BOKUweb with TYPOS3 can be found online at:
http://www.boku.ac.at/typo3einf/

General information about TYPO3 can be found here: hiip://typo3.org/

14 Alternatives to TYPO3

If you are considering using TYPO3 also as a content management system for private projects,
please keep in mind that although TYPQOS is very easy and convenient to use for web editors, the
implementation, configuration and administration of a TYPOS3 system represents a very high
professional effort.

TYPO3 is primarily suitable for the web presence of a large company with many web editors.

For smaller projects with a smaller editorial team, there are more suitable content management
systems.

BOKUweb mit TYPO3 76 (77)


http://short.boku.ac.at/it-info-bokuweb
http://short.boku.ac.at/it-bugs-bokuweb
http://www.boku.ac.at/typo3einf/
http://typo3.org/

BOKU-IT

History
Last change: 14. Juli 2023
The current version of this documentation can be found on the BOKU-IT
service pages at: http://short.boku.ac.at/it-typo3
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Source document BOKU
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2019-10-24 (MO/ZID) 3.0.2 Update Chapter News Items
2019-12-11 (MO/ZID) 3.0.3 Update chapter News Items (BOKUscreens Preview)
2020-02-10 (MO/BOKU-IT) 3.04 URL segment updated
2021-01-27 (MO/BOKU-IT) 3.0.5 Top stories info updated
2021-04-08 (MO/BOKU-IT) 3.0.6 Link at Top Stories corrected
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2023-07-14 (JM/BOKU-IT) 3.0.9 News Items: Display is limited to 12 news items
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