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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
inquiries to:
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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

TYPQO3 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.
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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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1.3 User interface TYPO3

The TYPO3 user interface is divided into three major areas:
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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:

Web

Page

View

List

Recycler

), Internal Aliases

}, External Aliases

File

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 TYPO3. 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.).
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BOKU-Start > BOKU-IT
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[ iPhone 5 320px/568px
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Figure 5: Preview in the backend via "View" option

List: You see all elements that are on this page and also all functions that you can execute in
TYPO3 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:
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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:

+ Create new content

= Kontakt Box a |
Kontakt Box @

Link 26943

Text Haben Sie Fragen?

Figure 10: Sensitive help of the icons in 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.

2.1 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.

>

[« Show

(3 Edi New record
[ New subpage

i Info elect a position for the new page

>

[1 Copy Geschichte der BOKU Testseite

& cut

Testseite TYPO3

K
i
i
C|
> [
d
é
r
-

R

v I More options... >| ‘ [} 'Create New' wizard

[[3 Sort sub pages
@ Disable
o¢ Create multiple pages
[ Delete
B@ Mount as treeroot
"D History/Undo
© Hide in menu

Figure 11: Create new page
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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 TYPO3

Hauptspalte

+ Create new content

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 6 E] Header Only E]

Adds a header only.
Dynamic Content

Elements

Container 5 Text & Images E

Any number of images wrapped right around a
Plugins 2 regular text element.

Regular Text Element

A regular text element with header and
bodytext fields.

Images Only

Any number of images aligned in columns and
rows with a caption.

Special elements 1
Text & Media E] File Links
Any number of media wrapped right around a Makes a list of files for download.
regular text element.
Figure 15: Content elements in TYPO3
BOKUweb mit TYPO3 15 (84)
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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 at any time. With a click on the pencil,
you can also edit the created content element at any time to make changes:

Hauptspalte

+ Create new content

= Text O ||

Ich bin ein Testelement

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. 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.

4+ Create new content

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:

® Close | [B] Save @ view | + New  [E] Duplicate | T 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:

'@ Testseite TYPO3
v D Te @ Show
&

r

[4 Edit

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:
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Preview

'@ [Testseite TYPO3

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":

@ Enable Visibility

[ Delete Page visible

*9) History/Undo

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... > [4 'Create New' wizard

[& Sort sub pages
@ Disable

E«,—_ Create multiple pages

] Delete
[%] Mount as treeroot

*J) History/Undo

@ Show in menu

-

Figure 29: Create multiple pages at once
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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:

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

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

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 24 (84)
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4 Images and files

This chapter explains how to best manage images and files in TYPQO3. For this the filelist is of
central importance:

File

Filelist

Figure 31: Filelist

All files that you want to use in TYPO3 must first be uploaded to the TYPQS 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:

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

Figure 32: File 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.

BOKUweb mit TYPO3 25 (84)
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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:

- 355 H19000
alle-top-icons
CoorporateDesign

doku
edv-v
P - MM-Bereich
r - online-apps
v Testordner_Schulung_Melanie_ollinger
L Testordner

Testordner_2

oo fictarrairh

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

~ Testing_hI

=[] Rename
Reste,

> Themen- cfa Upload Files

o Top-Stori [3 Create Folder

> web-dev
B Create File 2 up one level <t Upload Files [} Create Folder E.?. Create File

> zid-aktue

g zid-konta % Download
zid-News

> zid-org %k cut

> zid-servic

>0 _TEMP_ ] Delete

Figure 34: Create new folder in Filelist
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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

BOKUweb mit TYPO3 32 (84)
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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. Containers

N

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 6 E] Header Only E] Regular Text Element

Adds a header only. A regular text element with header and

Dynamic Content 7 bodytext fields.
Elements
Container 5 Text & Images Images Only

Any number of images wrapped right around a Any number of images aligned in columns and
Plugins 2 regular text element. rows with a caption.
Special elements 1

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

regular text element.

Figure 40: Available elements of the Typical page content category

BOKUweb mit TYPO3 33 (84)
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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.

BOKUweb mit TYPO3 34 (84)



BOKU-IT

¢ Forimages: Centered images, no scale-up

Above text, Full width images (overlaid with header and description)
Above text, Slider (Full width)

Above text, Gallery (all images, 3 per row)

Gallery Settings

Position and Alignment

Below text, Gallery (all images, 3 per row
Full width image (without overlay) v d v ( Lhepeils )

Beside text right, Portrait (single image as teaser)

Full width image (without overlay) Beside text left, Portrait (single image as teaser)

Centered Image, no scale-up Icon

Full width images (overlaid with header and description)
Slider (Full width)

Gallery (single image as teaser)

Research (Startpage)

Gallery (all images, 3 per row)

Figure 42: Display 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:

Allowed file extensions

| o1F | opc ] spec | smp ] pnc | por | sve | ac ) mea | wav ] mpa ] occ ] Fiac | opus | wesm ] voutuse |

Upload files Overwrite existing files
Durchsuchen... Keine Dateien ausgewshlt. Upload files
https://youtu.be/sBeff0gWoIM?si=1fcyaK CTBPqQOUKpG Add media

Allowed media providers

(vouruae ] vimeo_

Figure 43: Embed 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.

BOKUweb mit TYPO3 36 (84)
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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:

Files File Links — Description (Caption)

Select single files
+ Backend-Feld "Titel": optionale Angabe eines Textes/Titels vor dem Link Fotorecherche DE.pdf
Backend-Feld "Description (Caption)": optionaler Text flir eine Beschreibung

» Backend-Feld "Titel": Manual BOKUweb mit TYPO3 DE.pdf
Backend-Feld "Description (Caption)": TYPO3-Anwendungen beschrieben und bebildert

3 Add file

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.

Create new content element

Typical page content 6 BOKUonline Visitenkarte Personen - klein Service Link

Header bei Element vorgegeben: "Zur

Dynamic Content 7 Applikation"
Elements
Container 5 Kontakt Box Teaserbild
Icon vorgegeben, individueller Link & Text Bildausschnitt 735x300 Pixel
Plugins 2 maéglich
Special elements 1
Alert Box BOKUonline Visitenkarte Personen - groB
Header in Farbe Rot vorgegeben Detailansicht der Visitenkarte aus BOKUonline

liber ganze Seitenbreite

News Box

ahnliches Design wie bei News-Elementen

Figure 45: Dynamic Content Elements

For some content elements in this category, it is often very useful to place them in a container
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

BOKUweb mit TYPO3 37 (84)
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o BOKUonline business card people - large

S Bei Fragen
. kontaktisren
Allgemeines Personal Sle bitte
BOKU-IT #dids,
Email
Telefon
Postadresse BOKUAIT
Peter-Jordan-Straiie 82
1190 Wien
Weiterfiihrende Links e —
BOKUonline Visitenkarte w@%*{w
-

Figure 46: Different size variants

To insert this content element you need the respective BOKUonline person number. You will find

this number in BOKUweb, when you search for the desired person in the staff search, at the top of
the address path:

&« G O & 82  https://online boku.ac.at/BOKUonline/visitenkarte show_vcard?pPersonenid=PB8D2F5B3AEAQ5 208RipPersonenGruppe=3

# Visitenkarte/Arbeitsplatz

Aktion « Auswahl ( Detailansicht) «

Figure 47: BOKUonline 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.

Both elements can be linked to desired destinations (files, pages, URLSs, etc.).

BOKUweb mit TYPO3 38 (84)
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Kontakt & Support A Achtung!

Wir arbeiten mit Hochdruck
an der Behebung und
entschuldigen uns fur die
entstehenden
Unannehmlichkeiten.

Bendgtigen 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

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

Figure 49: News Box

BOKUweb mit TYPO3 39 (84)
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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-Start > Universitat fur Bodenkultur Wien (BOKU) > Arbeiten an der BOKU > Services > IT-Services > Be informed > BOKUweb
> BOKUweb mit TYPO3

&
|

| ‘ ] v
’ Kurzbeschreibung , '

Der zentrale Webauftritt der | ; ‘

BOKU mit dem Content- o
Management-System TYPO3 ]

A

Alle Seiten und Inhalte des BOKUweb werden von Webredakteur*innen der
BOKU mit Hilfe des Content-Management-Systems (CMS) TYPO3 gepflegt.

Zur Applikation

Um TYPO3 nutzen zu kénnen, sind keine speziellen HTML- oder
Systemkenntnisse notwendig.

Alle Inhalte, welche im Backend (TYPO3) hinterlegt werden, werden im " TY P
Frontend (BOKUweb) automatisch in ein einheitliches Design tiberfiihrt.

Die Darstellung der Webseite ist responsive, passt sich also automatisch an

die GroRe des jeweiligen Endgerates an (Responsive Design). Login fur berechtigte Web-

Redakteur*innen

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:
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