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B. REVISION HISTORY 
Name Date Change 
J. Klingman 05/14/2012 Original Version (1.0) 
J. Klingman 05/21/2012 Updated to Version 1.1 

• Changed Section 12.4, “Left Column”, to allow for multiple contacts 
• Changed Section 15, “Header / Footer”:  both are now include files 

J. Klingman 05/29/2012 Updated to Version 1.2 
• Changed Section 15, “Header / Footer”:  split header into multiple include files 
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1. BASICS 
1.1. About This User’s Manual 
This manual is organized to provide you with helpful information about using the software.  In order to provide our 
clients with the most helpful information, only relevant topics are covered in this manual.  If you have a question 
about any feature not covered in this manual, please do not hesitate to contact us.  This manual assumes that: 
 

• You have a basic understanding of your computing environment and that you are familiar with common file 
options such as open, close, and save files. 

• Y
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1.4. Change Your Password 
1. In the upper right-hand corner navigation, click My Settings. 

 
2. In the “Change Password” section, type in your new password (twice), and then click Submit. 

NOTE:  Your password is case-sensitive. 
 

1.5. Online Help 
At any time, you may access the Online Help section by clicking on the “Help” link in the upper right-hand corner. 

NOTE:  This online help is provided by Hannon Hill, and not Beacon Technologies. 
 

1.6. Bookmark / Share Assets 
Cascade Server allows you to bookmark any asset in your browser for easy editing.  Just navigate to the desired asset, 
and bookmark that page.  You can also email the URL of an asset.  This is useful if you would like another colleague to 
review a page within Cascade Server.  Simply copy the URL of the desired asset and paste into an email.  Please note 
that the recipient will be required to log into Cascade Server in order to view the asset. 
 

1.7. Quick Links 
A menu containing links to frequently-used tools in Cascade Server can be found in the upper right-hand corner 
navigation by clicking on Quick Links
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There are five relevant tabs on the home page: 
 

• Dashboard:  The Dashboard lists a summary of the information on the other four tabs. 
• Messages:  Shows you any messages waiting for you.  You will find publish confirmation messages in this 

area. 
• Workflows:  Shows you any assets that are waiting for an action from you in a workflow. 
• Drafts:  This tab shows you any assets you currently have saved in Draft mode.  See Section 2.11.1 below for 

more information. 
• Recycle Bin:  When deleting assets, they will be put into the Recycle Bin.  See Section 10 below for more 

information. 
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4. Click Confirm.  The “Link” field will show the selected asset’s path.  
 

5. Leave the value in the “Target” field set to “Same Window”. 
 

6. Click Insert.  The window will close, and y 168.1l4.2538d
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3. In the “Link” field, type in the Web address of the site you wish to link to (e.g. 
http://www.beacontechnologies.com/). 

NOTE:  ensure that your link starts with http://.  Otherwise, the link will be broken. 
 

4. In the “Target” field, select “New Window”. 
 

5. Click Insert.  The window will close, and your text (or image) will now be a link. 
NOTE:  The text or image will not be clickable within the content editor. 

 
6. If you need to modify your link, click on your link text or the image and click the Insert/edit Link icon  

in the toolbar.  If you wish to remove a link, click on your link text or the image, and then click the Unlink 
icon  in the toolbar. 

 
2.4.4. Link to Email Address 

This option makes your link open the user’s default mail program in order to send an email. 
 

1. Highlight the word(s) or click on the image you wish to link to an email address, and then click the 
Insert/edit Link icon  on the toolbar. 
 

2. Click the External radio button at the top of the window. 
 

3. In the “Link” field, remove the “http:// ” that is in the field by default.  Then type “mailto:” and then the 
email address you wish to link to (e.g. pcs@beacontechnologies.com).  The field will look like this: 
 
 mailto:pcs@beacontechnologies.com 
 

4. Click Insert.  The window will close, and your text (or image) will now be a link that, when clicked, will 
send an email to the email address you entered in Step 3. 

NOTE:  The text or image will not be clickable within the content editor. 
 

5. If you need to modify your link, click on your link text or the image and click the Insert/edit Link icon  
in the toolbar.  If you wish to remove a link, click on your link text or the image, and then click the Unlink  
icon  in the toolbar.  
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2.6. HTML Editing 
To edit the HTML for your content, click on the  icon in the toolbar.  A popup window will appear containing the 
content’s HTML.  Make the desired HTML edits, and then click the Update button at the bottom of the window. 
 

2.7. Tables 
Inserting a table into Cascade Server is very similar to Microsoft Word’s insert table wizard. 

NOTE:  T
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2.7.1. Advanced Options 

1. Click on the Advanced tab at the top of the window. 
 

2. In the “Summary” field, type in a description of the table that you are inserting.  This is required for 
Section 508 Compliance (if applicable).  For example: 
 This table contains donations data. 
 

3. If you would like your table’s borders to have a color, click on the chooser icon  in the “Border color” 
field, which will display a selection of colors to choose from.  If you have a specific color you would like to 
use, simply enter the hexadecimal value in the “Border color” field (e.g. #336699). 

NOTE:  If you selected a class in Section 3.5.1, #7, do 
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3. PUBLISHING 
One of the many benefits of Cascade Server is that you can modify your Web site within the tool, and your changes 
are not reflected on your live Web site until you publish your content.  If you are a user with the appropriate 
permissions, you can publish an individual file, multiple files, an entire folder, or the entire site to your live Web site.  
Listed below are some general points about how publishing works: 
 

• Publishing sends your assets from Cascade Server and moves them to the specified destination.  Once you 
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3.4. Publish Your Full Site 
To publish your entire Web site: 
 

1. In the navigation tree on the left, select the "Base Folder" folder. 
 

2. In the Asset Action Toolbar, select Publish. 
 

3. In the “Destinations” section, choose which Web sites you want publish to by checking/unchecking the 
appropriate destination(s). 
 

NOTES: 
• By default, all of your available destinations will be selected. 
• For each destination (Test and Production), depending on what type of asset you are publishing, you 

may see multiple checkboxes for each destination.  In order to publish properly, you must select all 
available checkboxes for the desired destination. 
 

4. Click Submit. 
 

3.5. Un-publish an Asset 
With Cascade Server, you have the ability to “un-publish” any asset.  Un-publishing will delete an asset from your 
Web site, but will not remove the file from Cascade Server.  To delete an asset from Cascade Server, see Section 7.5 
below. 
 
To un-publish 
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3.6. Publishing Guidelines 
Knowing what you need to publish in order for your site to maintain its structure is critical.  You can continue to have 
a high-quality Web site by using the guidelines listed below.  Exceptions to these guidelines for your specific Web site 
will be covered with you by a Beacon representative. 
 
The below table 
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4. CREATE A PAGE 
Creating a new page in Cascade Server is simple.  When you add a new page to a main folder (i.e. a folder that is 
listed as a main category on your Web site), the navigational structure of your site will be automatically updated with 
the information you provide. 
 
To add a new page: 
 

1. In the left asset tree, click on the folder that you wish to add a new page to. 
 

2. In the blue Top Navigation Menu bar, click New , and then click the type of page you wish to add (e.g. 
“Standard Page”). 
 

3. Verify that the folder listed in the “Parent Folder” (the folder that the page will be created in) field is correct.  
If it needs to be changed, click on the path and select the correct folder. 
 

4. Click the Metadata link in the Asset Action Toolbar and type in any keywords or descriptions that you want 
(optional). 
 

5. Click the Content link in the Asset Action Toolbar. 
 

6. Type in the desired values for the “Display Name” and “Title” for the page.  The “Display Name” is the value 



CASCADE SERVER USER'S MANUAL UNIVERSITY OF NORTH ALABAMA 
 

 
Beacon Technologies, Inc. Page 25 May 29, 2012 
 



CASCADE SERVER USER'S MANUAL UNIVERSITY OF NORTH ALABAMA 
 

 
Beacon Technologies, Inc. Page 26 May 29, 2012 
 

6. FOLDERS 
6.1. Detail View 
The folder detail view can be seen by clicking on the 
desired folder in the left asset tree (see the screenshot 
to the right for an example).  The detail view shows all 
assets in that folder using the following columns: 
 

• Name:  The asset’s file name. 
• Order:  The order that these assets will appear 

in the navigation.  See Section 7 below. 
• Last Modified:  
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7. ASSET (FILE) MANAGEMENT 
An asset in Cascade Server is any file within the system:  a page, an image, a folder, etc.  This section covers the kinds 
of actions you can perform with these assets, including uploading files, modifying files, using the image editor, and 
copying, moving, renaming, and deleting assets. 
 

7.1. Files 
In order to use any files in your content, you will first need to upload them into Cascade Server.  You can upload any 
file type to Cascade Server.  You can upload one file at a time, multiple files at once, or edit an existing file. 
 

7.1.1. Upload a Single File 

1. In the left asset tree, click on the folder that you 
want to upload your file to. 
 

2. In the top navigation bar, click New , and then click 
File. 
 

3. Leave the “System Name” field blank.  The system 
will automatically use the name of the file being 
uploaded. 
 

4. In the “Data” section, click the Browse (or Choose 
File in Chrome) button.   A popup window will be 
displayed, which shows the contents of your hard 
drive or network drive. 
 

5. Find the file that you want to upload and click on 
it.  Then click the Open in the bottom right-hand corner of the window.  The window will close. 
 

6. If you are uploading an image, the image will be displayed inside of an image editor.  To use the image 
editor, see Section 7.2 below.  If you are uploading anything other than an image, you will not see a 
preview of the file. 
 

7. Click the Submit button at the bottom of the page.  The page will reload with your uploaded file, placed 
into the folder you selected in Step 1.  A preview of the file will be displayed on the right. 

 
NOTES: 
• The maximum file size that can be uploaded into Cascade Server is 20 MB. 
• While pages should not have an extension on its System Name value, files must keep their native file 

extension (e.g. “.pdf”).  Do not remove these extensions from a file’s System Name value.  
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7.1.2. Upload Multiple Files 

If you have multiple files that you would like to upload, you can upload them all at once to save you time.  Doing 
so requires the use of a ZIP program, such as the ZIP program included in Microsoft Windows.  You can zip all 
of your files and directory structure into a single file, upload this file, and Cascade Server will extract your files 
with the directory structure into your destination folder. 
 

1. Using your ZIP program, zip up all of the files you want to upload.  Your file must have a .zip extension. 
 

2. Navigate to the folder that you want to upload your ZIP file to. 
 

3. In the blue top navigation bar, click Tools, and then click Zip Archive. 
 

4. In the “Zip Archive” field, click the Browse button.  Locate your ZIP file on your hard drive. 
 

5. Click Submit.  Your ZIP file will be uploaded, and its contents extracted into your placement folder. 
 
7.1.3. Update a File 

Updating a file that is already in the system requires uploading a new version of the file.  To update a file that you 
have already uploaded: 
 

1. In the left asset tree, select the file you wish to update, and then click Edit. 
 

2. Click the Browse button in the “Upload” section and select the file from your hard drive. 
 

3. Click Submit
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1. Begin editing the image by performing one of the following actions below: 
 
a) Upload a New Image and Edit 

If you want to edit an image when uploading it into 
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7.3. Copy Assets 

7.3.1. Copy a Single Asset 

1. While viewing the asset, click the Copy tab. 
 

2. Change the file name (in the “System Name” field) if desired. 
 

3. Select the parent (destination) folder, and then click Submit. 
 
7.3.2. 

1. 
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8.2. Sort 
The links in the navigation areas can be sorted easily.  While looking at a folder’s detail view (Section 6.1 above), you 
can click on the “Order” column to display the sort order for that folder’s assets.  To sort how your assets appear in 
your site’s navigation: 

 
1. Click on the desired folder in the left asset tree containing the assets you want to sort. 

 
2. If your assets are not listed in ascending order in the “Order” column, click the “Order” column heading.
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10. RECYCLE BIN 
Cascade Server's Recycle Bin is a temporary holding area for deleted 
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11. USABILITY GUIDELINES 
When editing your own content, maintaining a consistent look and feel across all pages is vital for your site’s visitors.  
Here are some guidelines for good usability practices. 
 

Use consistent font types.  If your site uses an Arial font, you should only use Arial in your content. 
 

Use consistent colors.  Try to keep any colors consistent with your site’s color scheme. 
 

Resize your images using a graphics program.  Don’t put large images in your content.  You will want to scale 
them down as to not overwhelm the user and push your text to the bottom of the page. 
 

Don’t overuse bolding, italics, or capitalization.  Bolding, italics, and capitalization are both used for emphasizing 
a word or a sentence.  Bolding or italicizing an entire paragraph or page, or capitalizing a headline or title, can 
detract from the look of your content and make it difficult to read. 
 

Use consistent font sizes.  Try not to use very large font sizes.  Use the same font size for a heading that is used 
on another page in order to keep a consistent look. 
 

Format bullets or numbered lists.  Always left-align bulleted or numbered lists.  Centering these can confuse the 
user and make it hard for them to read down the list. 
 

Always left-align paragraphs.  For a paragraph of text, you will always want to left-align the text.  Centering or 
right-aligning will make the text more difficult to read. 
 

Right-align labels.  If you are creating a label followed by a colon, right-align the labels and bold them.  For 
example: 

Your Name: Joe Smith 
 

Keep it professional.  Use the same standards that you would use when creating a document in a word 
processor. 
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1. Navigate to the desired page, and then click Edit.  Scroll down to find the “Right Column” group.  Click on this 
blue title to expand it. 
 

2. In the “Display” field, ensure that “Yes” is selected.  This will ensure that your page is displayed in a 3-column 
layout. 
 

3. In the “Title” field, enter the desired title that will appear in the grey bar at the top of the right column. 
 

4. In the “Right Column >> Content Block” section, enter the desired content into the content editor.  NOTE:  
The content editor does not show the correct width of the right column.  Thus, you will need to keep in mind 
that any image or table inserted into this area must be 200 pixels wide.  There is no restriction on height, 
however. 
 

5. To add, sort, or remove a content block on this page: 
• To Add a Content Block:  Find the “Right Column >> Content Block” section that you want to add the 

new content block AFTER, then click the  icon. 
• To Remove a Content Block:  Find the “Right Column >> Content Block” that you want to remove, 

and click the  icon. 
• To Sort the Content Blocks:  Find the “Right Column >> Content Block” that you want to move up or 

down in the list, then click the  or  icon. 
 
6. Click Submit to save the page. 

 
7. To publish your changes, publish the current page.  See Section 3.1 above
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13.4. Maintain Departments Dropdown Menu (Administrators Only) 
Each profile contains a dropdown menu listing the available departments to choose from.  Based on the department 
selection the department on the profile page and the listing pages are automatically linked to the appropriate 
department’s landing page.  This list must be properly maintained in order to function properly. 
 

13.4.1. Add a Department 

To add a department to the dropdown menu: 
 

1. In the blue top navigation bar, go to Administration > Metadata Sets.  Click on “Faculty Profile”. 
 

2. 
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15. HEADER /  FOOTER (ADMINISTRATORS ONLY) 
15.1. Header 
The HTML for the header is contained within three regions.  Two of the three regions are include files, and the other 
region (the department “drape”) is not in an include file.  When editing each of the three regions of the header, you 
will need to then publish different assets.  The table below explains where the code for each region is located, and 
what you need to publish when making changes: 
 

HTML Location Publish 
/ _internal/formats/header /includes-cms/header 
/ _internal/formats/header-topnav / includes-cms/header-topnav 
/ _internal/formats/header-department 
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