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Introduction

Cascade Server is a powerful web content management system designed with end-users in mind. By providing advanced
tools to maintain the most complex websites, Cascade Server can give you the functionality you need with the simplicity
you desire. Cascade Server is accessible through any Internet-connected browser and is as easy as email. Unlike current
web content management solutions, Cascade Server helps organizations maintain a higher quality, standards-compliant
web site, while providing deployment flexibility, a zero footprint client and a fast implementation.

NOTE: Faculty will only have access to edit their own profile.

Objectives

e Logon to the Cascade Server to access your account
e Navigate to your Faculty Profile

e Update your Faculty Profile information

e Upload your Faculty Vitae

e Upload your Faculty Profile image

e Publish your Faculty Profile

Login

1. Tologon to the Cascade Server, go to http://www.csueastbay.edu/cascade .

2. Forthe Username, type your NetID, and then type your Password.

/C(f 5/: Cascade Server

Log in to Cascade Server

Remember me

© 2015 Hannon Hill Corporaticn

California State University, East Bay


http://www.csueastbay.edu/cascade
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Navigate to the Profile

3. Inthe section New Content, under Starting Page, Click the A-Z Index link.

Last Updated 60 or more days ago
New Content o B Stale (63921)

B Fresh (8068)
@ Starting Page

I [2) A-z 1ndex

&% New Content Wizards

‘gg Format
[i—::] Template

@ External Link

|| Folder
(% Block

Q Page

Show 1 more

4. Under Campus Directories select Faculty Profiles.

B ¥y

K
Campus Directories CSUEB Home > Campus Directories > A-Z Index
Directory Search
Colleges & Departments A..Z Directory
# F Profil
AIBICIDIEIE|IGIH|I|J|IKILIM|N|O
Administrative Divisions & A
Departments
A-Zindex « Academic Advising and Career Education
« Academic Calendar
» Academic Senate
e » Academic Offices
<y

» Academic Programs and Graduate Studies

< S :
In an Em ergen cy Accessrbflg. Serv?ces P
y « Accessibility Services Forms and Policies
Dlal 91 1 = Accounting & Fiscal Services
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5. Faculty Profiles are listed by last name. Under Faculty Profiles, click the first letter of your last name.

6. Locate your name then click the link.

VLU Copy | Advanced |

Layout Previev Properties Lodk Configurations

Outputs Tertiary -No -Sidebar

About CSUEB  Academic Programs  Library Athietics News Calender + People Fi

oply Onlirm

Prospective Students Current Swudents
* - ~ - -
Campus Directory CaEDHome » Campus Dwectory » Facuty Py
=l Faculty Profiles
Profiied by Dopertmen waculty Profiles
ABCDEEGHIJKLMNQPRSTUVWXYZ

7. To edit your Faculty Profile, click the Edit tab.

/dired&/proﬁles/ted/nom\onjessu

Dutputs Faculty Profile
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Update the Faculty Profile Information

8. The Yellow Stars represent the required fields. Make sure all the required fields are correct.

Note: There will not be an option to input your courses as they are automatically populated.

! View ‘ Edit ’ Move/Rename l Copy [ Publish ‘ Relationships ‘ More [ ]

Content Metadata System Outputs

—l Inline Metadata }

Last Name © Doe
First Name * John
Middle Initial

Credentials

~| Faculty Profile

Title L
Faculty

Curriculum Vitae (PDF or @ |@ [ Search ]
Word document) o

or Enter the URL to the CV

Profile Image (147x197) @ @ [ Search ]

To Upload your Curriculum Vitae in PDF or Word format

Note: You must have an electronic version of your Curriculum Vitae to complete this step.

&= (]

9. To browse to the Vitae folder, click the file icon

Q Jdirectory fprofiles /ted /normanjesse

View Edit Copy Publish Delate Adwvanced [

Content Metadata  Systern Configurations

—I Inline Metadata I

Last Hame | Marman

First Mame | Jesza

Titde | Lecturer

Curriculumn Vitas (PDF ar
Word dacument]

Profile Image [147x197]
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10. In the left navigation window, select the vitae folder.

Choose

Browse Search History Upload

[ HT T sw <
|| ted
[ | thea
B
r [ | anth
; & ar E
|| biol
{ | | chem
| [ | comm
] cda
G cs
|| deans
([ econ ‘t_i
R || — ’

11. Select your department folder.
12. Click the Upload tab.
13. Click the Browse button to locate the vitae.

Select File No file selected,

14. Once your file is selected, click the Upload button.

15. Click the Confirm button.

File uploaded succaessfully

Current Selection

|E| directory/profiles fvitae/INorman_Vitae.docx

[C.nnfirm ] [{'.anDEI ]
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16. The vitae has successfully been added.

O

Title © | Lecturer

Profile Image (147x137) @ [1
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To Upload your Faculty Image

Note: Photos uploaded to the faculty profile pages must comply with local, state, and federal statutes, including but
not limited to laws concerning decency, privacy, and copyright. Only portraits of faculty members will be accepted —
logos, icons, avatars, and graphics are not acceptable.

Note: The profile image size should be (147x197) pixels.

17. Click the browse button next to Profile Image
Profile Image (147x197) @ [1

18. In the left navigation window, select the directory folder.
19. Select the profiles folder.

20. Select the files folder.

21. Select the image folder.

Choose

Browse Search History Upload

g —
= [ files
| acct
[ [ ages E
# [ anth
@ [ art
# [ biol
& [ | chem
[ comm
| cja
ol cs
_| deans
s A,_,,‘_ econ -
< | ] R
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22. Select your department folder.
23. Click the Upload tab.

v

[@ Please choose a File SoUER & Learn More

Browse Preview Search History Upload

24. Click the Choose File button to locate the image.

25. Once your file is selected, click the Upload button.

26. Click the Confirm button.

27. For your Contact Information, Title, College and Department, confirm the information.
28. Write a Brief Description and Professional Focus.

29. Under Education, type your Degree and the Awarded Institution.

Degree(s), Institution Vv (1/2)

MS ED Educational Technology, CSU

Degree(s), Institution +=A(2/2)

MBA MIS and MGMT TC, CSU East Bay

30. Click the + sign to add additional degrees.
31. In the sections, Publications, Presentations, Grant Awards, Service & Other Accomplishments, copy and paste the
information from your curriculum vitae.

32. In the Web Site box, input your name and your personal website’s address.

—-{ ¥ Web Site }

+

Name John Doe

Address  www.google.com

Save Draft Cancel Advanced Options

33. Once you have filled out all the information, click Submit.
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Publish your Faculty Profile

34. If this is OK, click the publish tab to publish the web page.

View i Edit H Move/Rename H( Copy m Relationships || More [

Layout Preview Live Properties Lock Outputs

35. Leave the HTML/Production and HTML/Test boxes checked and click Submit.

‘ View H Edit H Move/Rename H Copy |M[ Relationships H More [ ’

D Output
z Faculty Profile
s (B HTMU/Test
" _:J HTML/Production

I:] Destination

ﬂ HTML/Production
(8 HTMU/Test

—{ Options

Publish Report Generate a publish report message

Publish Mode @ publish © Un-publish

36. The window below appears with a message,” Publish message sent successfully.”

|
W publish message sent successfully
\

You have successfully updated and published your faculty profile!



