Matrix Tutorial
Creating and Editing

a Course Induction

@ SquizMatrix
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Matrix Best Practice

e Ensure you are using suitable keywords in content.
e Try not to be repetitive.

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

e 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.

Any problems?

If you encounter any problems you cannot solve by referring to the guidance documents you have
been provided, please raise a request using the Web and Digital Requests form.



https://www.ntu.ac.uk/web-requests

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.

1. Open https://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 Matrix
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This will display the Asset Finder, showing you the individual folders for each school

Tou Assst Finder .

=
e P E T b (T b Ty ¥ Comrit i I i ¥ roms Pz F e g
e b 8 ey T e {1 T P L L i

Ly i o b Gt AT o P b o i {105 T | b e P e

P TP T e - b o e R tm e (11700

P ——— el e T iy e i

Bmsaes THERE L s by ST v [

St 20

R e [ TR

3. Select the name of the appropriate school,
making sure it is highlighted in blue i
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4. Click ‘Select’



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

You are now in your school’s folder, and can create an induction page

1. Click on the 'New’ button in the
top left of the Matrix tooL{r.
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2. An Asset Creation Wizard will appear. Click
on ‘Standard Page’.

Asset Creation Wizar

Selact the type of asset you want to cre

I Pages — Standard Page
] Pages are used to create standard content within your site such as a page with headings, hyperlinks and
Events images.
Files
Cther T_ ] News ltem

A News Item allows you to add articles to vour site. These articles could be anything from a media
release to a general article on your site.

Clone Existing Asset

Form

A Form can be used to collect different types of information from users. Examples include a contact us
form, feedback form. job application, customer surveys etc.

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.



Standard Page

o

Pages are used to create standard content within your site such as a page with headings, hyperlinks and images

+ Add More

I A course in this sch...

Details

<

Title *

A course in this school
Show in menu?
Yes WL

This option will affect all link locations

Create locations

3. Enter a name for the new page. This
should match the Course name. It will
become the URL of the page

Select the locations to create this asset under *

ntly set

4. Click ‘Select New Location’

Back

Select New Location

v

Belect Cumrent Asset

Create

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.

E Asset Finder
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7. Click ‘Select’
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This will return you to the Standard Page creation screen page

[
| | Standard Page o
!D | Pages are used to create standard conient within your site such as a page with headings, hyperfinks and images.
+ Add More 2
Details
I A course in this sch... @ Title ®

A course in this school

Show in menu?

A No

This option will affect all fink locations
Create locations

Select the locations to create this asset undar *

Business e Select New Location 0 Select Current Azset

8. Click ‘Create’

The system will create the page

-| Standard Page

|
|D | Pages are used to create standard content within your site such as a page with headings, hyperlinks and images

+ Add More Processing...

Task 10f 2

A course in this school
Creating Standard Page "A course in this school”



When the Wizard Complete screen appears, as below, the induction page has been
successfully added to the system.

Standard Page 0

Wizard Complels
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Details Screen

Here you can review the name you gave the page. Page name will be the title of the page,
appears at the top of the page as the H1 and will be used in browser tabs. The page short
name is what will appear in the breadcrumb. Ideally, the Page Name and Page Short
Name fields should be the same.

The page name has been used to generate the URL of the page. If changes to the URL are
necessary, these must be requested using the online Web & Digital form.

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

Adding a Welcome Team Image

The team image should be uploaded to matrix prior to this step. If you want to check this,
use Image Search: https://www.ntu.ac.uk/media/images/image-search

Details Content Metadata Workflow Linking URLs Analytics

Status
Current:  Under Construction
Change? v | [ cascade Status Change View Future Status

This asset cannot be made live until all required metadata fields

1 IMetadata Screen
are complete. These can be completed on the Metadata screen.

Names

Page Name John Smith

1. On the Details Screen, click
‘Select’

Page Short Name John Smith

Related Image

Set Image i : 2
= 31| Enteran ID ar click select to find an assat...

This asset has no related image applied. Select a new image or thumbnail asset

This will open the Asset Finder. Navigate to:

Media > Images > Course Induction


https://www.ntu.ac.uk/myhub/ds/content-design-system/web-and-digital-support/web-and-digital-request
https://www.ntu.ac.uk/media/images/image-search
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2. Select the image you wish to use,
making sure it is highlighted in blue

3. Click ‘Select’

Currens Seection [ Bitechmolegy Welcome Team [329272) Select

Matrix only allows the related image field to be populated with an image. It
greys out all other content, preventing you from selecting it.

This will return you to the Details screen. The Related Image field will now hold the details
of your chosen image.

Related Image

Set Image [ international-team.jpg #294152 @

Name: international-team.jpg

Id: #294152

Actual Dimensions: 771 x 512 pixels
File Size: 58 9kb

Preview in New Window

Click ‘Save’ in the top right hand



Course Induction Page Layout

My course

(Congratulations on secunng your place on the new syllabus CIM level 4 Certificate in Professional Marketing. We are
looking forward to meeling you on Monday 10 April 2017 at 5.30 pm.

Welcome aiso to Nof

(CIM). We trust that y MV course section:

imarketer

f Marketing (otherwise known as
eficial to your career as a

Nottingham Busines| r 25 years and boasls excellent

assessment pass ra Ed Ita ble a nd a req u I red fleld E one of the first providers to be

awarded Accredite cessfully renewed on an annual
basis ever since. ensunng our consistent commitment to the delivery of industry accredited education

For its part, the CIM is the world's lsading marketing management professional body with over 32,000 members across the
globe Itis the oniy professional marketing body to hold a Royal Charter and provides the possibility of achieving individual
(Chartered Marketer status for those members successfully completing the CIM Professional Postgraduate Diploma

ﬂ Please read our notes on the University's commitment to deliverng the educational services advertised

Pre-arrival activitias

Prior to coming to you
Module -This may be

ion for the CIM Digital Marketing
OUrse session

Pre-arrival activities section:

Purpose

Editable and a required field

The purpose of this ackey — =
in your portfolio development for the assessment in June
This activity may be used to inform one of the workshops in the initial sessions of the module

tions area and will support you

PLEASE NOTE:

The text on this
page does not go
into the Content
screen.

Course Inductions
are populated
entirely using the
Metadata screen

Timetable

Your course induction has been designed to introduce you to your course content and tutors. You will also meet your
personal tutor and peers in your tuter group

Take a look at your induction fmetable

You will find the most up-to-date version of your course timetable in NOW - your personal online workspace Please note
that you will need your student number and the password that you have created for yourself when you enrolled fo log in fo
NOW (&

For further informat . . ge
ST Timetable section: e

If you are an internatio
to study at the Universi

h to demonstrate your eligibility

European Economic A Non-editable' bUt It Contains a
You will need your curr Ilnk to the timeta ble pdf

NonEEA students | iNSerted in the metadata

You will need

= your current passport or travel document
= visa documentation proving of your right to study at NTU (e g Tier 4 Visa with NTU sponsaor licence number)

Further information about when and how you are required to present this documentation is available on our interational
sludent enrolment pages

If you hold a Tier 4 student visa, details of your specific responsibilities as a Tier 4 student and the Univarsity's
responsibilities as your sponsor are available on our visa and immigration pages




Metadata screen

Apart from the profile image, the Metadata screen is used to populate all 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.

Starting at NTU
Equestrian Psychology and Sports Science, BSc

(Hons)

Welcome to your new course and your new life as an NTU student. We've gathered together all
the things you'll need to know to help you settle in here — have a read through and start thinking
about how you're going to engage with your subject. v

This is the Welcome text and is identical
across all course induction pages

10



Adding the Associated Course

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

1. Untick ‘Use default’

N

*

Associated course *Currently Empty Ltse default
Please select an existing course to associafe with

this. induction

(F1| Enter an |D or click select...

2. Click ‘Select’

The Asset Finder will open. Navigate to:

Courses > Your school

¥  Accat Findar [~ ]
1] A ¥ Cournes ::4-"-; » Frnal ---.-:-.:‘-.-'-r-"-s: ¥ kR Emyronmeni. ') LG [7SRIS 3 701819 [TABEGS] 3 HSn (Heen) Foesion Paye 3
e -« Click ‘Save’-in the topright-hand - : ST Tr—.
(1™ a7y . Find your cmane [H06G43) i bl st T Pk Fo L] . BE (Home| Food Semn:
T I e [15450T] D Kitver 2 pem peseise | WP i 048 5 (2R . BSe [Hons) Gesorapy
o | Poswgraduase [152£007 «  Onm yedents stones [HIETT] +  EBSciMoeq) Homeuture
Fesearch [201254] w | Intermatonal | F54561] 4 (Destance Leaining onine [15. I G (TSR < BS5c (Hons) Wicle Con
Emrp: ey — B Sl
oucs persss © T Cotn B s oeon oy
SNTUDegreeShaw 255, “ Thark you foe jour merest ‘o mparam polen for apphean ' «  ES (Heng) Zoo Blology
“Search |156551] 2, Our scaceme achoos (241 T Mitieog Seograpey |15
2. Go through the folders [school] > S e
[study level] > [this year] and find R
ot o vt o the course you want in the ‘this £ e iy ey
' year’ folder*, making sure it is 3. Click ‘Select = YT
highlighted in blue. \
Covten] Ttecten o B8 (Hoe) Equealiies Payebokagy aed Spests Scmner [28

* The courses under each level of study are now organised into 2 folders (where appropriate), the
main folder you initially go to is for the courses that start next year.

Within that folder will also be a folder called This year — this is for the courses that start this year, and
it is these courses you should link to — it’s important to link to the correct year as some aspects of
course design and delivery as well as requirements etc. can change year-on-year.

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

11




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

1. Untick ‘Use default’

2. Click in the white area to make the
My course *Currently Empty container active

Details of what the course entails

*
[+ Use default _v
»
Clicking into the containerwill also bring up the container toolbar at the top
of the screen allowing you to add links to your text.
A
B |[I|x »& =[H 9 ¢ H & — Al A @Il %
Role *Currently Empty
Dretails of the staf members role
*
| Use defaul &
Teaching; undergraduate and postgraduate teaching of design, araphical methods, design studies, engineering design
engineering design projects, fluids, engineer in society, management for engineers, European law, waste control, project
management for engineers, information refrieval and communication technigues and report writing sl-\ills.|
3. Type / paste the text

into the content container.

Click ‘Save’ in the top right hand.

12



Adding a link to text

4 1. Select the piece of text that
Details Content Metadata Work: . .
_— will be hyperlinked
B|I x5 6|d|= H |9 = iz s ] = || boa i ® o %
WY SIWYG Content Container L

Over recent years the demand for qualified accountingand finance professionals has grown and at Nottingham B
usiness School we recognise that demand, creating graduates with not only a degree but also accreditation towar
ds three accountancy bodies ACCA. CIMA and ICAEW

Accounting and Finance ig DIV - DIV P Selection vironment. The course will provide yo

u with a firm financial grou gral management. It looks at the theori
es and practices of accoul B I & & B iness setting and significance within ¢

ontemporary society

v

As an Accounting and Finance student you'll have access to our uni
een workstations the room gives you a simulated experience of wor
0. You can access sophisticated analysis tools and data on worldwi

2. Click on the interlinking

. hain symbol
The course enables you to make sense of a range of imporiant real cha Sy bO
improve your decision making skills in ways that are distinctive to the disciplings of economics.

A window will open, giving you two options for adding the URL, depending on whether the
page is in Matrix or not:

For an external or Old NTU tainer 13133 For a Matrix page:

(starting with www4.ntu.ac.uk) URL:
Click the locator symbol to open

Type or paste the Wh.°|e’URL i”tf’ ' ars the demand for 4 up asset finder and search for
the URL field, then click “Insert Link'. hat demand. creating the asset you want to link to.
nd |CAEW.
P Selection Mtk
in

B I & @& 4 B8
v
m F'Efj.'_ff."ff.' 'EI} Ve

pel
Title ide
Open a Mew Window

Ige

Bt

During your second year you have a variety of uni

13



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:

E Asset Finder
Notingham Trent Usva Shucy nd cournes [154485) 5 Undergrachusts [154501] 3 Why NTUP [15452) 5 Wh a NTUP [158525] 3
Courses [184473] @ Find your course [164097] l' Wiy choos NTUT [158506] |

Thinking about going 10 uni. L Ogzgruaents stories [154530]

Q) otingham Trees uniersiy
P U Soure Dam

2| Unoesgracuste [154501]
2 Faciities [153029]

| Postgraduste [154810) |= wmynruepsisz

+| Swdy snd courses (154 l International [154861] +| ‘our sppikation [154534]

= Fees and fundng [154552]

S| Unaversiy ie ans Hotsn | Further sducation [154784

& avonnug

S Parent and carer uos 154

< | stating atNTU
& Terms and Condiions [2108 <| Undergraduate open days [

@ Servees for busness [1 & L Thank you for your interest S Your Offer (236

[ T

s g, Cloaring (17

3. Click on your chosen

page, making sure it is

highlighted in blue.
s 4. Click ‘Select’

\

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

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.

14



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:
\

Timetable

Your course induction hag been designed to introduce you to your course content and tutors You will also meet your
personal tutor and peers iIyour tutor group.

Take a look at your induction timetable

You will find the most up-to-date version of your course timetable in NOW - your personal online workspace. Please note
that you will need your student number and the password that you have created for yourself when you enrolled to log in to
NOw £

For further information about enrolment, please take & look at the Starting at NTU enrolment pages.

If you are an international student, you will be required to present the following documeniation to demonsirate your eligibility
to study at the University:

European Economic Area students

You will need your current passport or travel document
Non EEA students

You will need:

= your current passport or travel document
« visa documentation proving of your nght to siudy at NTU (e.g. Tier 4 Visa with NTU sponsar licence number).

Further information about when and how you are required o present this documentation 1s avallable on our international
student enrolment pages.

If you hold a Tier 4 student visa. details of your specific responsibilities as a Tier 4 student and the University’s
responsibilities as your sponsor are available on our visa and immigration pages

On the Metadata page, scroll to the Timetable field.

1. Untick ‘Use default’ \

Timetable *Currently Empty * [ Use default . o
. liF| E an 1D or olic lect...
Please select the POF of the timetable 2 e m

2. Click ‘Select’

15



The Asset Finder will open. Navigate to:

Media> Documents > Course inductions

E Asset Finder

P riomognam Trem ey - 0 v = Documents [199917) > 3 et BusasEnvrorment = [ 7o course et
o 104 e RO ™ Aoy D £ -_ Sampic Coape » NdGoion i

3. Click on the timetable file for
this induction, making sure it is b
highlighted in blue

4. Click ‘Select’

ocenl] Wiommsirtmssiaros [N

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

Timetable *Currently Empty % || Use default By =
x i | 181185.pdf k294145 D Select
Please select the PDF of the timetable 5= ] : "

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

16



Adding SEO Data

1. Untick ‘Use default’ and enter a short description of the page. This field
will be used in Google search results

SEQ

Description W Use dsfaut

Free.Text.Keywords L] Use default
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 A
A

E Click ‘Save’ in the top right hand

Ignore:

o 0 O

e Keywords

e Canonical URL

e Contact number
e Contact name

e Contact email

17




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 and should be within 200 characters.

Callout summary *Currently Empty % [ | Use defaul Get the timetable for your first few
Short summary for related information weeks at MTU, the sessions to
boxes on other pages attend and pre-arrival activities
A
I Lt !
Ignore:
. Social Share

Click Save in the top right-hand corner.

18



Submitting the page for approval

When all the necessary content is in place, the page is ready to be sent for approval by
the Web and Digital team. 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 Submit for approval.

1. Click on the drop-down.
You should see the option
to ‘Approve and Make Live’

Status

Current:  Under Conjtruction

Change? b v Cascade Status Change View Future Status

Approve and Make Live
Archive

(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.

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

E Click Save in the top right-hand corner.

The Current status bar will change colour and display the term Awaiting approval or
Safe edit awaiting approval. Once approved it will go live and be searchable on the site.

The Web & Digital team will aim to make your course induction pages live within 72
hours / three days.

19
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