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1 Learning Outcomes

The intended learning outcomes for this training session are to:

Introduce you to TYPO3

Familiarize you with the steps to login and logout
Practice creating and editing page content
Introduce you to the process for uploading files
Practice moving, and deleting pages

Familiarize you with previewing and hiding pages

2 Introduction to TYPO3

TYPO3 is an open source database-driven content management system. It is
a stable system developed in 1997.

In 2003 the University of Toronto Mississauga website was in need of major
reconstruction as content was stalled, templates were inconsistent across the
main pages, and the staff needed to update web pages in an easy and
consistent manner. The first staff and faculty U of T Mississauga websites
were implemented in December 2003.

Many departments at U of T Mississauga are using TYPOS3 to maintain their
websites, including: the Office of Advancement, Office of VP Research,
Registrar’s Office, U of T Mississauga Police, and many academic
departments.

Since TYPO3 is a web-based application, you can access it from anywhere
(on campus, off campus) as long as you have an Internet Connection and a
web browser, no specialized software is needed.

2.1 General Concepts

Before you get into TYPO3, here are some terms that we refer to throughout
this document:
Backend We refer to the administrator login page as the backend of TYPO3.
Through the backend interface, users can update content for their
website.

Clicking titles and A very important concept in TYPO3 is that you can click both the
icons page icon and the page title — and that it makes a difference!

e Clicking on page icon gives you a context sensitive menu.
e Clicking on page title gives you the content in the right
frame.
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Page Another word for webpage

Page content A page can have more than one content element. Page content
can be a regular text element, a table, or a plugin.

Pagetree A page tree consists of one of more pages. The page tree can be
expanded by clicking the plus icon.

Special pages Not in menu — a webpage that is not included in the navigation bar

Sys folders — folder or container for other records like news records
Shortcuts — link that redirects users to another webpage

2.2 Login

1. Tologin TYPOS3, open up an Internet browser (Mozilla / Internet Explorer)
and type this URL in the address bar:

http://blog.utm.utoronto.ca/typo3training/typo3/

This is the login page to the training server.

2. You will see a login screen, type in your assigned TYPO3 user name and
the default password is password.

TYPO3 &'

Administration Login
Username: |

I
password: [N

and JavaSeript must b= enabledl)

TYPD3 " TYPO3 CMS ver 4.0.4, Copyright @ 13%8-2006 Kasper Skarhaj, Extension
details, TYPO32 comes wil ith ABSOLUTELY MO WARRANTY; click for details,
di f this notice is prohibited by law,

conditions; dlick for details. Obstructing the appearance of

3. Click on the “Log In” button or press [Enter] on your keyboard.

Important: After you first login, change your default password by going to
User > Setup. It is very important that you choose a good password as you
don’t want people messing around with your website!

¥
nE |

) Tip: Ensure that you enable popups in the web browser you are using,
as you will need them to preview webpages in TYPOS3.

~

GG
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http://blog.utm.utoronto.ca/typo3training/typo3/

&% wehb
D Page
g File
Filelist
D Doc

ﬂ User
B

Personal user setup

i About
User manual

User Setup

By default, a root page (homepage) has been created for you. You can now add
content and create pages under this main page.

2.3 U of T Mississauga Templates

There is a limited selection of U of T Mississauga templates that are available for
use in TYPO3. Samples of the two templates are provided on the next page.

Once you have decided which template you would like to use, you would apply
the template using the following steps.

1.
2.

3.

Click on the homepage and select “Edit page properties”.

Under the “Select template:” section, click on the arrow on the right
hand side of the drop-down menu.

Select the desired template from the list of available templates
appearing on the drop-down menu.

The template will be applied against all the subsequent pages that
are created for your website.
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The first template has quick links and includes the main U of T Mississauga

navigation bar.
-

@' UNIVERSITY# TORONTO

MIs e €

Prospecove Students Current Soadencs Faculcy & Saff Research & Graduae Alumni & Friends | Yisicors

Quick links +
main navigation bar

© Universty of Toronle &l Mssassuga 3153 Wesssiups Ad N Wsssssuga, ON LSL 106

Template 1

The second template has quick links but does not have the main U of T

Mississauga navigation bar.
i ( LIBAART CIRECTORES | SITEMAP THmad | :-_..D
- |
&/ UNIVERSITY TORONTO

—T—

Quick links only

©Uniarssy of Toronio 8l MiSSIS53008, 3359 Missisaauga RO M., Missis539a. ON L5L 1C6

Template 2

2.4 Create a page

Pages are always organized in the hierarchy of the page tree. To create a new
page you will need to find a position for the page first.
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1. Click on the “Page” module in the left-hand frame. [ Fsa=

2. Click on the name of the homepage in your tree structure that you
would like to insert your new page under.

3. In the right-hand frame, click on the “New page” button.

[=5 Pagecontent

[ Edit page properties ] [ Move page l[ Mew page ] l New content ]
NORMAL RIGHT

W= =

[EEDefault Text

uiE  2F

Index: ves

This iz the bady of your webpage.

[ Editin Rich Text Editar |

gﬁhow hidden content elements

4. Select a position for the new page.

5. You can hide the page from users while it is under development by
selecting the “Hide” box. Don’t forget to de-select this box once
your page is ready for viewing.

6. Usually you will use the default page type “Standard” for your
website pages. The other page type options are used for advanced
or special features.

7. Enter a title for the page in the “Pagetitle” field.

Click on the “Save and close” button. Bl
A new page is created and the page tree should be updated.

©

Tip: Select the “Edit page properties” button, and add in a start date
or a stop date in the “General options:” section to make webpages
available following a certain date (start date) or to stop them from
being displayed after a certain date (stop date). You can also check
the include subpages box to ensure that these instructions are applied
to any webpages located in the same branch of the tree.

2/

GG

2.5 Add page content

1. In the Page module, click on the name of the page that you want to
add content.
2. Click on the “Create page content” button in the right-hand frame.
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=5 Pagecontant

[ Edit page proparties ] [ Move page ] [ Mew page ] [ Mew content ]

RIGHT

SEARCH

Search String: This page b

3. Select the type of page content. For this exercise, click on
“Regular text element”

Please select the type of page content you wish to create;

Regular text element
A regular text slement with header and bodutext fields.

Text with image
Any number of irmages wrapped right around a reqular text elerment.

(] Images only
Ol Any nurmnber of immages aligned in colurnns and rows with & caption,

(\ . Bullet list
A single bullet list,

C . Table
A zimple table with up to 8 columins.

Special elements

F . Filelinks
Makes a list of files for download.

C . Multimedia
\ Inserts a media element like 5 Flash animation, audio file or video dip.

C- . Sitemap

Creates a sitermnap of the webszite,

(3] Plain HTML

Wwith thiz elernent vou can insert raw HTML code on the page.

Form elements

(\ . Mail form
A mail formn allowing website users o submit responses.

(\ . Search form
Draws a search form and the searchresult if a search iz pedormed.

(“.. Logln form
Login/logout form used to password protect pages allowing only authorised
wehbsite users and qroups access,

4. Enter text in the Rich Text Editor

5. Click on the “Save and close” button BXl or “Save and preview”
button B3l to preview the page.
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Text:
Enter the body text

B 7 U &|x x| =
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| j-' !E @ | ‘—l—l .@’] j HTML
I--St_',J|E-'S-- - ||--Fu:untsize-- w | 75 abr | v

What's New? 25

Campus leagues and tournarments beginning in January 2007 include
ball hockey, indoor cricket and soccer, basketball, ultimate frisbee,

valleyball and inner tube water polo, See www, utm.utoronto.ca/phuszed
for details,

What's Hot?

Get ready to gain relevant work experience and earn wages -- visit the
Surnrmer Job Fair on Wednesday, Jan, 17 between 11 2. and 2 pom.

inthe RAWC's new gyrn, See www. obm o utoronto.cafcareer for details,

TimCam

Path:

B

Rich Text Editor

Tip: While working in the Rich Text Editor, at the end of a line

hold down Shift + Enter to get a single line break instead of
double.

Tip: The Rich Text Editor has been tested and works well in
Mozilla and Internet Explorer 6 and above. Rich Text Editor is a
WYSIWYG (What You See Is What You Get) editor that allows
you to apply formatting to text.

0

2.6 Add hyperlink to page content

1. Click on the name of the page that you want to insert hyperlink.

2. You can edit the content element in the right-hand frame by using
several different methods: click on the text that appears as a link
when you mouse over it, select the “Edit in Rich Text Editor”
button, or select a pencil icon associated with the content you
would like to edit.

3. Inthe Rich Text Editor, enter the text or you may use existing text
for the link.

4. Select the text that will be used as the link.
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Text:
Enter the body text,

B 7 U | x x|

| % G B G @ | 4
== =3 ¢ ®|HE=—2a
ﬂil.j 33 \glﬁlu@ jHImL

I--Styles = A || Fontsize - % | 10 a2 | 57 ~

what's New? ~

s— 1—

= |

Carnpus leagues and tournaments beqginning in January 2007 include

volleyball and inner tube water polo, See www, utm.utoronto.cafphysed

for details,

VWhat's Hot?

Get ready to gain relevant work experience and earn wages -- visit the
Surnrmer Job Fair on Wednesday, Jan, 17 between 11 5.m, and 2 p.m.

-
=1}
=
-

£

Step 4 - Highlight the text

5. Click on the “Insert/Modify link” icon. =

Text:
Enter the body taxt,

B 7 U@ |x. '’ E= == | 4 23 B 000|800
== | == Bl% ¢ 2 | HE =— 2
e | = EE o] | !::,l iInsert,l'ModiFy Iinki

| - Styles - v || ~Fortsize - w | 2 a7 [ $F -

https:ffwww. utm. utoronto.ca - RTE link - Mozilla Firefox

Page File External URL Ernail
Current Link

Hone - new link!

Page trea
7 B UTH Websites

Step 5 - Click on the "Insert/Modify Link" icon
6. Select “Page”, “File”, “External URL”, or “Email” tab at the top of the

popup window that opens as the type of the hyperlink.
7. Select a page or file or enter an external URL or email address.
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Text:
Enter the body text,

X, x|

=3 | ob Gz G 0H G|
: |sa:.'f¢&|ﬁ.|m—|zn
ﬂ{ldgollﬁll@ jHTmL

| - Styles - w || - Font size -

B W | -

https:{fsnww. utm. utoronto.ca - RTE link - Mozilla Firefox

Page File External URL || Email |

|' Current Link

Hone - new link!

-URL

lhttpd || setLink |
-Target

Target: | || v
Open in windaw: | width %[ Height |

Step 6 & 7 — Select appropriate tab and then browse for page or filename, or enter
external URL or email address.

8. Click on the “Save and close” button Bl or “Save and preview”
button &4l to preview the page.

ﬂ@&!]xlﬂgﬂn Student News V|| [rmenu] v|

Path: /Horme/Current Student.../

Type:
Select the kind of page content this elernent represents. Mew options will appear when vou zave the
record,

| Text b |

Language: Columns: Befara: After: Frarme:

|pefault v [@  |right vz [ = O e vz
Header:
Enter a headline for the content elament.
|Student Hews |

Align Type: Lirk: Date:

— e & O (&)

z)

Text:
Enter the body text

B 7 U | x x| =

== | X G @B 0|
¢&|ﬁ.|m—|zn
S @0 | 8@ Fm

I--St_l,lles-- b ||--F0nt3|ze-- w | i1 A | 7‘
What's New?

— g— -
H= | i |
=

|

Carmpus leagues and tournarments beginning in January 2007 include
ball hackey, indoor cricket and soccer, baskethball, ultimate frizhes,

waolleyball and inner tube water polo, See www, utmnutoronto.ca/physed
for details,

| 5|
What's Hot?

Get ready to gain relevant work experience and earn wages -- vizit the
Surnmer Job Fair on Wednesday, Jan, 17 between 11 am, and 2 por
in the new gym. See www, utm,utoronto.cafcarser for details,

Step 8 - Link is created, save your work
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2.7 Copy and paste from Word Processing Software

1. Click on the name of the page that you want to add content.

2. Click on the “Create page content” button in the right-hand frame.

3. Select the type of page content. For this exercise, click on
“Regular text element”.

4. Word processing software can add extra characters and code to
the text, complicating the transfer. To avoid this, copy and paste
content to Notepad, and then from Notepad to the TYPO3 Rich
Text Editor. To open Notepad (for Windows users), click on “start”,
then, click on “programs”, next go to “Accessories” and select

“Notepad”. Itis also possible to use the paste from word icon 1w
Note this feature does not work well for nested bullets or nested
numbers.

5. Click on the “Save and close” button B or “ Save and preview”
button E& to preview the page.

2.8 Upload file(s)
If you are planning to link any images or PDFs, or Word documents to
your website, you need to upload the files first to the Filelist module.

1. Click on the Filelist module from the left-hand navigation frame.

E File
Filelist

@Images

2. Click on the Disk icon "= associated with the specific website and
choose Upload Files or click on the text beside the disk icon and
select the “Upload Files” button in the right-hand frame.

Renarmea |:|:?|
=% Upload Files B
..... - NEW %
..... 1 Infao ﬂ
B cut &
H pelete ing
..... “Hirms

3. Browse for one or more files on your local computer, CD or
diskette, and click the “Upload files” button.
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Upload files
=2 fileadmin/: demo

1 files

I:l Ouerwtite existing files

Browsze

[ Upload files ] [ Cancel ]

Note: Before you upload your files it's a good practice to create folders in
your TYPO3 account Filelist to keep your files organized. Follow the steps
below to create a folder:

1. Click on the Disk icon "= and choose New.
2. Choose the number of folders you want to create, enter the name
of the folder(s), and click on the “Create folders” button.

<@> Tip: To upload more than one file at a time, select the number of
i files from the drop down box in the Upload files window.
=

2.9 Insert animage

1. Click on the name of the page that you want to add the image.
2. Select “Edit in Rich Text Editor” button.

3. Select the image icon = and browse for the image you would like
to add (Note: You should have access to some demo images. If
you want to use your own images, they need to be uploaded and
you need to ensure that you have permission to use any images
from the copyright holder(s)).

4. Click on the name of the folder (e.g., gallery), and then select an
image by clicking on the name of the image.

5. Itis possible to select the image and align it using the paragraph
alignment options, or by selecting the image and then the image
icon and choosing the alignment option under the appearance tab.
If you use this option, it is possible to add alternative text in the title
box under the general tab.

6. Click on the “Save and close” button B or “ Save and preview”
button B2 to save your work. Now the image inserted on your
webpage.

TYPOS Training | 11
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Tip: The maximum image size is 1 megabyte, and the maximum
width of the image should not exceed 700 pixels.

2.10 Edit a page

=

Click on the name of the page that you want to edit.

In the right-hand frame, click on the content element that you wish
to edit when you see a hand. W

Edit the page content using the Rich Text Editor (RTE).

Save your changes by clicking on one of the save buttons.

= B |

<@)
L
g

Tip: You can also edit a record by clicking on the pencil icon in
the right-hand frame. g

2.11 Preview a TYPO3 page
Preview a page when you want to see the page in the web browser.

1.
2.

3.
4.

Click on the “Page” module in the left-hand frame. [ Fas=

Click on the name of the page in your tree structure that you like to
preview in a web browser.

Select the view webpage icon & at the top of the right-hand frame.
A new browser window will open and display the webpage.

Note: Alternatively, you can click on the page icon in the tree frame
section and select “Show,” and a new window will open.

TYPOS Training | 12
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=t @NEW Typo3 website i
|__—_||:'1 www.kypo3icom
B Show =}
Edit {b o]
Mew 5‘@
Info (]
Copy
Cut X
Paste into
H Paste aftar
Move page [
Histary/Unda B
AcCcess [] s
Weh=List madule
B ‘Create Mew' wizard L
Hide =
isibility settings vy
Edit page header )
Delete o
B- D Suppart
...... D Consulting
...... D Hosting
------ D Waorkshops
----- @ Developers (typo3.arg)

2.12 Unhide/hide a page

When a page is hidden, the page is not viewable by others on the web.

1.
2.

3.
4.

5.

Click on the “Page” module in the left-hand frame. B Page

Click on the name of the page in your tree structure that you like to
unhide/hide.

In the right-hand frame, click on the “Edit page properties” button.
Deselect the “Hide page” box to view a page online.

Save your changes by clicking on one of the save buttons.

Alternatively, you can also hide or unhide a page by clicking on the page icon
and selecting the hide or unhide option.

i

(&7
<

Tip: You can tell if a page is hidden by its icon. A hidden page
icon appears faded with a little red cross over it -, whereas a
normal page does not [ .

2.13 Move a page

1.

OB wN

TYPO3 Training |

Click on the name of the page that you want to move in the tree
frame.

Click on “More options...”, and then click “Move page”.

You will then see a branch of the page tree.

Click on the location where you want to move the page.

The page tree is updated instantly.
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Note: You can also move a page with cut and paste operations or you can
select the “Move” button in the right-hand frame.

g'[hﬁhnw =}

-3 < gqit T

..... D FI NE'.I,' %

-8 T 1nfe 1]

- Sy

H% T Cut .:'H';.
Eﬂ"'@ Moy

Mave page
-4 Hide

48 visil History/Undao
.42 Edit
Access

@ DEIIE Web>List module
W gl

SVl part to tad
% e Irport from £32d

4R Crienm

2.14 Delete a page

E

'"Create Mew' wizard #Y

|
g
L3
[

SELECT POSITION OF THE ELEMENT:
Departrnent of Astronorny

----- D Announcernents
D <

=] D Faculty

|ane page ko this position
b Frograrms

------ D Courses

ﬂ Go back

Move page

1. Click on the icon of the page that you wish to delete in the tree
frame. A pop up menu will appear.
2. Click on “Delete”. A confirmation pop up window will appear.

| Delete

m |

3. Click on “OK” to confirm the deletion.

Note: You cannot undo a delete page operation.

2.15 Logout

When you are finished working in TYPOS3, always remember to logout of
the system. To logout, click on the “logout” button on the bottom left of

the left-hand frame
__TYPO3

©

- B08E ag? Uadlkao

.....

!
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3] Reload the wes from seryer
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Edit page header | [ Move page | [ Hew page Hew content
e NORMAL LU
e - =
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This is the Rich Text Editor,
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3 Customizing the Backend Interface

The default TYPOS3 backend is good for users with screen resolutions of
1024x768 or above. If you have a smaller screen it will be difficult for you when
editing content as the Rich Text Editor scrolls horizontally across. If you have
limited screen space, change it so that the TYPO3 backend interface will only
show two frames instead of three. This will mean that the middle and right-hand
frames will display alternately in one frame. To do this, first go to “ Setup” in the
“User” section of the left frame. Then select the checkbox “Use condensed
mode in backend (for small screens):”. You can also customize the backend
interface to make the left-hand navigation frame a drop down menu. You would
do this by going to “Setup” in the “User” section and selecting “ Selectorbox in
top frame”.

It is possible to display the full text of each help icon for beginner users. Select
“Setup” under the “User” section of the left-hand menu. Then scroll down to
the “Edit” section and select “Display full text message” so that the complete
text for each help icon is displayed on each page. Select “ Save configuration”
at the bottom of the page. It is possible to change this back so that only the help
icon is displayed by selecting “Display help icon only” in the same section and
selecting “ Save configuration”.

4 What's next?

You are probably wondering what the next step is after this training session. For
those of you who are ready to tackle your website, you can request an account
on the live TYPO3 server by contacting Computing Services at
admin@utm.utoronto.ca or call 905-569-5344.

If you require additional training, there is a second training session that covers
the use of plugins and advanced content manipulation.
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