Updating your Faculty Page

To update your faculty page, please use the following instructions. If you have any other questions, feel
free to e-mail the Web Administrator at webadmin@nobts.edu.

1.

Log in to Cascade by going to content.nobts.edu. If you do not remember your username or
password, contact the web administrator. The login page should look like this:
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2. Your screen should look like this when you log in. In the highlighted portion of the image below,

you will see a drop-down with “NOBTS” in it. If yours says something other than this, click on
the drop-down and select “NOBTS”. Then, in the list of folders on the left, select “Faculty”.
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3. Under the “Faculty” folder, you’ll see three different folders with letter designations. Choose
the folder that your last name would fall into, and choose that. Underneath that folder, you
should have a page that says “Default”. Click on that.
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4. The right pane of your browser window should look like the following screenshot. Click on the
“Edit” tab to enter the edit mode. If you do not have an “Edit” tab, please contact the web

administrator.
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You will then be brought to an edit page that resembles the one below. It works just like a
paper form. Simply fill out the items listed. Do not leave any blank lines, if possible, because
that can sometimes adversely affect the formatting. The highlights in the screenshot below
show how to add extra items. For example, if you have more than one title, you can press the +
button to add a spot for another. The — button removes titles, and the arrows allow you to

change the order of items.
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6. Some things, such as publication groups, allow you to add entire sections. This works the same

way as adding a single item.
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At the bottom of the page, you will find a large box. You can place anything you like in this area,
in case something doesn’t fit in one of the areas above, or you can leave it blank. Underneath
this box there are three buttons. The first button, “Submit”, allows you to submit the changes
you’ve made. The third button, “Cancel”, undoes any changes you’ve made and reverts it back

to how it was before you pressed edit. Do not use the “Save Draft” button.
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If the system detects any misspelled words on your page, you will be brought to a spell check

screen. By default, all the words listed have the “Ignore” option clicked. This means that it will
not attempt to make any changes. If you select the “Add” option, that word will be added to
your personal dictionary, and the system will not view it as a misspelled word again. You can
click the “Suggestions” option and choose one of the suggested spellings from the drop-down,
or you can select “Modify” and manually type in what word you want it to be. When you are

done with the spell check, press “Submit” once more.
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Once you have done this, the page should display the following message. If it does not, read any

error messages displayed and take the appropriate action. If you see a message mentioning

“Workflows”, please contact me. This is a known bug in Cascade and cannot be fixed on your

end.
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10. Once you are ready for your changes to go out on the main site, click on the “Publish” tab.
You’'ll see the screen below. Simply press “Submit” here.
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11. You should see a success message. If you see any other message, please contact the Web
Administrator.
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