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Matrix Best Practice 
 

• Ensure you are using suitable keywords in content 

• Try not to be repetitive 

• Include informative details in the description and keyword metadata fields. These 

are used by search. 

• Funnelback (the search engine that powers the course induction search on the NTU 

website) indexes the following fields in order of priority so make sure you include 

the right words to return on the internal site search: 

1. Title 

2. Keywords 

3. Description 

• Although the timetable must be in pdf form avoid them elsewhere, if possible 

• Avoid outbound links wherever possible, and particularly ones that don’t add value 

to the page (e.g. linking off to corporate home pages, especially when these links 

don’t qualify NTU’s relationship with the employer). Wherever possible, keep the 

user on the page. 

• Check the URL of the page via the URLs tab. Ensure the URL… 

1. Is all in lowercase 

2. Is hyphenated in-between words  

3. Has no commas. 
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2. Click on the folder for your school 

Creating a course induction page  
 
 

 

 

 

 

All course induction pages are created in folders belonging to their school. Before creating 

one, you need to find your school’s folder. 

 

 
 

 
 

 
This will display the Asset Finder, showing you the individual folders for each school 

 

1. Open https://www.ntu.ac.uk/study-and-courses/being-at-ntu/course-

inductions/schools/_edithttps://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course- 

inductions/schools/_edit 

2. Click on the 'Asset Finder’ button in the top right of the Matrix 

3. Select the name of the appropriate school, 

making sure it is highlighted in blue 

4. Click ‘Select’ 

https://www.ntu.ac.uk/study-and-courses/being-at-ntu/course-inductions/schools/_edit
https://www.ntu.ac.uk/study-and-courses/being-at-ntu/course-inductions/schools/_edit
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You are now in your school’s folder, and can create an induction page 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Standard Page creation screen will appear. We need to give the page a name and 

choose where it will sit. These are both marked with a red asterisk and are required fields. 

Use the course name as the name of this page. This will make it easier to find when there 

are a lot in the list. Bear in mind, the Page Name is used to generate the URL of the page. 

1. Click on the 'New’ button in the 

top left of the Matrix toolbar. 

2. An Asset Creation Wizard will appear. Click 

on ‘Standard Page’. 
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This will open the Asset Finder. You should already be in the folder for your school, but it is 

worth double-checking that this is the case. 
 

 

 
 

  

4. Click ‘Select New Location’ 

3. Enter a name for the new page. This 

should match the Course name. It will 

become the URL of the page 

7. Click ‘Select’ 

6. Select the name of the 

appropriate school, making 

sure it is highlighted in blue 
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This will return you to the Standard Page creation screen page 

 
 
 
 

 

The system will create the page 
 

8. Click ‘Create’ 
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When the Wizard Complete screen appears, as below, the induction page has been 

successfully added to the system. 
 

Click ‘Edit’ to go straight to 

the page and start editing 
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Details Screen  

Here you can review the name you gave the page. The user won’t see it, it is mainly just of 

use to NTU staff – you can use the name to distinguish this induction from others in the 

same folder. Ideally, the Page Name and Page Short Name fields should match. 

The page name has been used to generate the URL of the page. If changes to the URL are 

necessary, these must be requested from marketing.requests@ntu.ac.uk. 

The Related Image will appear at the top of the induction page, as an image of the Welcome 

Team. 

Adding a Welcome Team Image 
 

Please note the team image should be uploaded to system prior to this step. If you want to 

check this, use Image Search: https://www.ntu.ac.uk/media/images/image-search 
 

 

This will open the Asset Finder. Navigate to: 

Media > Images > Course Induction 

1. On the Details Screen, click 

‘Select’ 

mailto:marketing.requests@ntu.ac.uk
https://www.ntu.ac.uk/media/images/image-search
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This will return you to the Details screen. The Related Image field will now hold the details 

of your chosen image. 
 

 

3. Click ‘Select’ 

2. Select the image you wish to use, 

making sure it is highlighted in blue 

Matrix only allows the related image field to be populated with an image. It 

greys out all other content, preventing you from selecting it. 

Click ‘Save’ in the top right hand 
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My course section: 

Editable and a required field 

Course Induction Page Layout 
 

 
Pre-arrival activities section: 

Editable and a required field 

 
 
 
 
 
 

Timetable section: 

Non-editable, but it contains a 

link to the timetable pdf 

inserted in the metadata 

 

PLEASE NOTE: 

The text on this 

page does not go 

into the Content 

screen. 

Course Inductions 

are populated 

entirely using the 

Metadata screen 



10  

Metadata screen 

Apart from the profile image, the Metadata screen is used to populate all of the content on a 

course induction. 

The first thing we need to add to the metadata is the Associated Course. When added to an 

induction page it populates the Course name and image at the top of the page. If the course 

name is wrong for any reason, this will need to be amended in Banner 
 

This is the Welcome text and is identical 

across all course induction pages 
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Adding the Associated Course  

 
The Associated Course field is at the top of the Metadata screen 

 

The Asset Finder will open. Navigate to: 

Courses > Your school 
 

 

 

 
 
 

 

NOTE: You can ignore the Welcome text field, as this is default text used on all course inductions.

3. Click ‘Select’ 

2. Go through the folders to find 

the course you want, making sure it 

is highlighted in blue 

4. The field will now be populated 

with the chosen course name 

Click ‘Save’ in the top right hand 

2. Click ‘Select’ 

1. Untick ‘Use default’ 



12  

Adding content to the containers  

 
My Course and Pre-arrival activities are both populated by entering text into a content 

container (simple text box). They are required fields and must be populated in order for the 

page to be made live. The content will be in the course induction request form. 
 

 

 
 

2. Click in the white area to make the 

container active 

1. Untick ‘Use default’ 

3. Activating the container also activates the container toolbar at the top of 

the screen allowing you to add links and formatting and to your text 

3. Type / paste the text 

into the content container. 

Click ‘Save’ in the top right hand 
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Adding a link to text  
 

 
A window will open, giving you two options for adding the URL, depending on whether the 

page is in Matrix or not: 
 

 

2. Click on the interlinking 

chain symbol 

1. Select the piece of text that 

will be hyperlinked 

For an external or Rhythmyx  
(starting with www4.ntu.ac.uk) URL: 

Type or paste the whole URL into 

the URL field,  Then click ‘Insert 

Link’ 

For a Matrix page: 

Either add the six-digit Matrix ID 

to the URL field or click the 

locator symbol 
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If you clicked the locator symbol, the Asset Finder will appear. You can then navigate to the 

location of the page you want to link to: 
 

 

 
This will return you to the URL pop-up, when you can click ‘Apply Changes’. 

 

 

4. Click ‘Select’ 

3. Click on your chosen 

page, making sure it is 

highlighted in blue 

MAKE SURE to click ‘Apply Changes’ before you click away, otherwise the URL 

information is lost and you have to start again 

Click ‘Save’ in the top right hand 
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Adding the Timetable pdf  

The timetable section of the page has a large block of text, with information about getting 

your timetable. None of the text is editable – the only bit that you can set is where the 

‘induction timetable’ link goes: 

 
 

 
On the Metadata page, scroll to the Timetable field. 

 

2. Click ‘Select’ 

1. Untick ‘Use default’ 
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The Asset Finder will open. Navigate to: 

Media> Documents > Course inductions 

 
 

 
This will return you to the Metadata page, with the Matrix ID of the timetable file in place. 

 

 

 
The ‘induction timetable’ link on this course induction page will now link to that timetable. 

4. Click ‘Select’ 

3. Click on the timetable file for 

this induction, making sure it is 

highlighted in blue 
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Adding SEO Data  
 

 
 
 
 

 

 
 

Ignore: 

• Keywords 

• Canonical URL 

• Contact number 

• Contact name 

• Contact email 

2. Untick ‘Use default’ and add key 

words to help users find the page. 

This is used by the NTU website’s 

internal search 

1. Untick ‘Use default’ and enter a short description of the page. This field 

will be used in Google search results 

Click ‘Save’ in the top right hand 
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Adding a callout summary  

When the event is linked to from other pages, this short blurb will be displayed underneath. 

This is a required field 
 

 

 

 
Ignore:  
 

• Social Share 
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URLs Screen  

When the page was created, the Page Name was used to generate the URL. It is a good 

idea to check the URL and make sure it is appropriate. For example this induction name: 

Oil, Gas and Mining Law  

Generates: 

https://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course- 

inductions/schools/law/llm-oil,-gas-and-mining-law 
 
 

Reviewing the URL: 

• Correct any spelling mistakes 

• Remove punctuation. The only punctuation allowed in the URL is a ‘dash-between- 

words’ 

• If the name of the course changed after the page was created, the URL will no longer 

match. It should be reviewed and updated. 

• If you need to add words, ensure they are separated by dashes. 

 
 

All this would leave you with the following URL: 

https://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course- 

inductions/schools/law/llm-oil-gas-and-mining-law 
 

 

 
 

Click Save in the top right hand corner. 

Avoid changing the URL after the page has gone live. If it is necessary to do so, submit a 

ticket to marketing.requests@ntu.ac.uk. DO NOT change it manually. 

https://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course-inductions/schools/law/llm-oil%2C-gas-and-mining-law
https://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course-inductions/schools/law/llm-oil%2C-gas-and-mining-law
https://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course-inductions/schools/law/llm-oil-gas-and-mining-law
https://www.ntu.ac.uk/study-and-courses/starting-at-ntu/course-inductions/schools/law/llm-oil-gas-and-mining-law
mailto:marketing.requests@ntu.ac.uk
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Publishing the page  

When all the necessary content is in place, the page is ready for publication. Go to the 

Details screen. At the top of the screen there is a drop-down marked ‘Change?’. This is 

where you will change the status from Under Construction to Live 

 

 

 
 
 

 
 

The Current status bar will change colour, and display the term ‘Live’. The page is now 

visible on the website. Within an hour and a half if will be possible to search for it on the 

site, also. 
 

1. Click on the drop-down. 

You should see the option 

to ‘Approve and Make Live’ 

If you can only the see the option to ‘Archive’, this means that one of the required fields 

(fields with a red asterisk) has been left blank on the Metadata screen. Go to the 

Metadata screen and check the fields, and enter the missing information. 

Click Save in the top right hand corner. 


