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What’s New 

Search 
• Reformatted search interface 
• Multiple criteria available 
• Headline and Page ID most frequently used 
• Narrow results by providing more search criteria 
• Criteria compound; remove unneeded criteria to expand results 

 



Tasks – Submit/Release 
• Familiar search results interface 
• Similar results for Pages Saved as Draft, My Pages in Workflow and Pages Waiting for Release 
• You can control the number of his displayed per results page 
• The page type is now displayed 

 

 

Best Practices and Tips 

Change the File Name of a Page 
https://webpress.missouristate.edu/ChangeFileName.htm 

• From the Page Menu, choose Properties 
• Enter desired file name; avoid using spaces, commas, apostrophes and slashes 
• Be sure to manually request a page publish since this does not trigger workflow processing 

            



Upload a File to Your Assets Folder 
https://webpress.missouristate.edu/UploadFile.htm 

• Spaces within a file name are automatically converted to underscores during the load process 
• Files accessed via a link, such as documents, with parentheses in the file name will not publish; remove them 

before loading 

 

 

Add a Slideshow on a Page 
https://webpress.missouristate.edu/Slideshow.htm 

• Available in General Pages group 
• Specify alignment within page 
• Specify slide display time 
• Specify slide transition time 
• Up to twenty images can be included 
• Tip: Use images sized alike  

 

Add a Flash Movie on a Page 
https://webpress.missouristate.edu/FlashFile.htm 

• Available in General Pages group 
• Load flash file into asset manager 
• Specify alignment on page 
• Specify height and width of display 
• Specify looping option 
• Specify automatic start on page load 
• Specify scaling option 
• Tip: Optimize flash file size 

 
 

 

 

 

 

 



Add Popup Menus to a Page 
https://webpress.missouristate.edu/PopupMenus.htm 

• Provides a popup submenu for navigation links 
• The main link goes to an underlying page 
• The submenu links go directly to pages linked on the underlying page, skipping the intervening page 
• Problem areas 

o Trying to create pages from the submenu links  
Submenu links should reference pages (links) on the base link page 

o Connecting pages to submenu links instead of referencing 
• To create: 

o Create and connect a page to the base link 
o Follow the link to the base page 
o Create and connect pages to the base page 
o Return to the page above the base link page 
o Expand the SubLinks and reference each page below the base page 

 
 

 

Prevent Spam by Using a CAPTCHA 
https://webpress.missouristate.edu/captcha.htm 

• Completely Automated Public Turing test to tell Computers and Humans Apart 
• Prevents automated submission of forms 
• Limited protection if not activated upon initial publication of form  

           


