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How do | set up a new Person Profile?

Step 1: Create a new folder
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[ » Externer Autor
[ * Prof. Dr. Himma Huber
|5 ® Prof. Dr. Karl Knesig

o Navigate to the folder Personen (maybe renamed People, Staff, ...) and choose the appropriate category

for the new person you are creating.

e Create a new folder via File > New Folder.

Step 2: Choose file format and name
Create new file of type folder

h_'—_“] ® fiona-schulung/showroom/personen/professoren

Name

|muelled

X

File format
Imu_person

e Choose a meaningful name (max. 30 characters, no capital letters and no special characters). The name
will later be visible as part of the URL.

e Confirm with OK.
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Step 3: Fill in essential personal data

Edit version fields

(£33 © fona-schulung/showroom/personeniprofessoren/mueller

Field set: |Fields [v]

Fields

Title: * I

anrede: |Herr v

person_titel: [ |

person_titel_nachgestelit [ l

person_name: * ‘ [

person_vorname: * ‘ I

funktion: ‘

aufgabengebiete:

2| Ok Cancel

e Insert personal information. You do not need to fill in all boxes (obligatory: marked with an asterisk)

e The Title will not be visible on the website, but appears in the superordinate category (in case the
category is displayed as a list).

e Confirm with OK.

Please be careful to comply with Data Protection Legislation. (Which legal aspects need to be
considered?)

Step 4: Create an external link (optional)

Edit webadresse

[ © fiona-schulung/showroom/personen/professoren/mueller

| Title lForschungskooperation Fiona TU MUnc] ‘

Destination [http://www.forschungskooperation-fiona.de |§= Anchor :]
|
Frame New window| Vv

This link listis empty.

e Links to websites outside of Fiona are referred to as “external links”.

e Edit external links via Webadresse (= URL)

e Choose an clear link title and insert the URL to which the link will point.

e For Frame, select New window. This ensures that the link will open in a new window/tab
e Confirm with OK.
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Step 5: Create an internal link (optional)

Edit webadresse

[ o fiona-schulung/showrcom/personen/professoren/mueller

Title |F0rschungspr0ﬁ| Prof. Miiller X

Destination | ‘@[ Anchor
Frame Default  |v 4

Add | |

This link listis empty.

Links pointing to a website within Fiona are referred to as “internal links”. The major advantage of an
internal link is that it will always work as intended, even if the link destination is renamed or relocated.
Edit internal links via Webadresse (URL).

Choose a link title and select the blue folder symbol. Navigate to the website which will serve as your
link destination.

In case the intended link destination is your own website, choose Frame: Default. This way your link will
open up in the very same window/tab.

In case your link destination is a different website or download, choose Frame: New window. The link
will then open up in a new window/tab.

Confirm with OK.

Step 6: Import a photo (optional)

Import File

[ © fiona-schuluna/showroom/personen/professoren/mueller

File to upload:
H:\Desktop\Fotos\fotoMax Durchsuchen...

(@ Create anewfile in the folder "mueller”.

) The currentversion of the file "mueller” will be replaced.

e |Import picture via File > Import File.

e Select Durchsuchen (‘Browse’) and choose the picture you want to import. Please choose a professional
image in the size of a passport photograph.

e You have the option of either importing a new picture or replacing an existing one. (In case you want to
replace an existing picture, select the existing picture in Fiona before selecting “import picture”!)
Confirm with Import.
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Step 7: Insert the photo

Edit person_bild

[ o fiona-schulung/showroom/personen/professoren/mueller

Title ‘

Destination 1/ﬁona-schuIung/showroom/personen/professoren/mueller/foto-\]@ Anchor I:

=5
(|

Frame Default v /f
/

This link listis empty.

To insert the photo, select the Person-folder you have just created. Then select person_bild.

Click on the blue folder symbol.

Choose the picture you have imported in Step 6. The quickest way to find the picture is in your History

in the top navigation bar.
Confirm with OK.

Step 8: Downloads (1): Insert a download

O E

e =5 -
e V“@‘ » Textdateien

Datei Bearbeiten Ansicht Bdras ?

Organisieren v [/= Mit Adobe Acrobat X offnen v Drucken Neuer Ordner

Fl Name R i
X Eavintes, ] Name Anderungsdatum  Typ

B Desktop X google-einfahrung.pdf 02.04.2012 1347
& Downloads =R Skript_Fiona; s A760 A0t 1048
%] Zuletzt besucht ] Tabelle_ohn| Mit Adobe Acrobat X 6ffnen
%l Zuletzt besucht ®) Obungsaufg|  Drucken
| Mit Adobe Reader X offnen

1% Bolanos in 56 an YL8JC 7-Zip

#

Unterstitzte Dateien in Acrobat zusammenfihren...
[ Edit with Notepad++

Offnen mit

Mit Sophos Anti-Virus iberpriifen

aclark; m

Votgang
Senden an
Ausschneiden

Kopieren

Verknupfung erstellen
Loschen

;‘3@ | Umbenennen

— Y
- 4 Eigenschaften

Skript_Fiona_umbenennen.pdf Anderungsdatum: 07.08.2012 10:46 Erstelldatum: 01.07.201514:22

e Prior to importing a file into Fiona, you have to re-name the file appropriately. The file name will

later appear online and should thus represent the content of the file (not: “file 1”).

o Any file format is possible for upload.
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Step 9: (Downloads 2): Import a download file

Import File

i e fiona-schulung/showroom/personen/professoren/mueller

File to upload:
Durchsuchen...

(@ Create anew file in the folder "mueller”.

() The currentversion of the file "mueller” will be replaced.

e Start the import via File> Import File
e Select Durchsuchen (Browse) to select your download file.

e You have the option of either importing a new file or replacing an existing one. In case you want to

replace an existing file, select the existing file in Fiona before choosing the new one.

e Cofirm with Import.

Please be careful not to violate any copyright laws (Which legal aspects need to be considered?)

Step 10: (Downloads 3): Correcting the file name

£ Overview
File info

State: < Draft

State: active since 22.07 2015 ‘%
14:31

Main content: Binary data (124,406
bytes)

Fehlerin der Version: Vollstandigkeitscheck
fehlgeschlagen: Der
Dateiname enthalt
Grossbuchstaben.
Erlaubt sind
Kleinbuchstaben und
ein "_". Bitte beachten
Sie die
Mamenskonventionen.

Reminder: T

Common

Mame: * Skript_Fiona_umbenennen

File format: * Standard Resource

Preview: Show

e Since you have chosen a meaningful file name with capital letters (Step 1 of the download import)

an error message comes up (indicated in red) once the file is uploaded.

o Correct the file name: max. 30 characters, no capital letters, no special characters, no spaces. The

name will later appear as part of the URL.
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Step 11: (Downloads 5): Adjust visual properties of the file

Edit version fields

[j © fiona-schulung/showroom/personen/professoren/mueller

Field set [facelifi2011 v
facelift2011
show_downloads: Ija ZI
ueberschrift_downloads: |Fiona Skript| X |

ueberschrift_weitere_infos: l l

o Navigate back to the folder in which the download will appear.

e |n the Overview -box, select Edit All and set Field Set to facelift2011.

e The option show_downloads (yes/no) needs to be set to yes.

e In Uberschrift_downloads (Headline), you can insert an individual headline for the downloads on
your website. In case you leave this box empty, a default headline (usually “Downloads”) will appear.

Step 12: Adding extra information (optional)

MFile Edit View Workflow History Bookmarks Extras Help

New Document... B P e = ; .
New Folder. QUi X =R & Q‘_JSEQE?E
New Image 2.Showroom / Personen / Professoren / Prof. Dr. Hans Mller
o
New Resource... - —
Ne yout.: |5 o Externer Autor |&5 o foto-mueller =
E'-J‘ ® Prof. Dr. Hans Muller AEE| o Skript_Fiona_umbenennen
Import File... _ 7
3 |51 @ Prof. Dr. Himma Huber
Import archive... = i st
|33 ® Prof. Dr. Karl Knesig .
PDF > "
Search... E
R
Log Out From Fiona
N

e You can also add extra information as sub-folder (i.e. curriculum vitae.)
e To add the sub-folder create a new folder via File > New Folder.
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Step 13: Choose the format and name for your sub-folder

Create new file of type folder

[ © fiona-schulung/showroom/personen/professoren/mueller/curriculum-mueller

Name: |curriculum-mueller X

File format

@ Imu_standard %_,

() Imu_person
() Imu_meldung
(O Imu_person_container

() Imu_meldung_container
ﬂjgl

e Give the file a meaningful name with a maximum of 30 characters, only low case, no special
characters, and no spaces. The name will later appear as part of the URL.

o Choose Imu_standard as the file format. In case that this format does not appear in the shortlist,
open all format types by clicking on the loupe symbol.

e Confirm with Ok.

Step 14: Open the main content.

= Overview
File info
State: © Draft
State: active since 21.04.2015 03:06

Main content:
Errors inversion:
Reminder:

e Open the main content.
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Step 15: Enter the text.

TinyMCE

[ © fiona-schulung/showroom/p p en/mi feurriculum-mueller

| % Ga @9 33| standard  ~ | Format
(|| | & 8w

B I X x| E

Work Experience

2009 - today: Professor for Fionistic, LMU Minchen
2007 - 09: Replacement Professor for Fionistic, University of Wien

2003 - 07: Reasearch Assistant at Fiona Studies, University of Bamberg

Education

1990 - 95: Fionistc and Informatic Studies
1995 - 98: Research Studies on Webdesign
2001: Promotion in Fionistic

2007: Habilitation in Fionistid

Edit with ...

== 2

v

Werter: 39

2| save Ok

Cancel

Write the text yourself or

(The format will not be copied)

Step 16: Format your headings

TinyMCE

Copy and paste the text (i.e. with STRG/CTRL+C/V or right click>Copy/Paste)

Make sure that your text has short paragraphs with corresponding subheadings.

£ o fiona-scl

'showroom/personen/p iculum-mueller

& a2 @9 33| standard |~ Format
|| || & Vorlage
» Standard
Ueberschrift 2

~ Ueberschrift 3 ‘—?Uebﬁ'r %‘T 2
Work Experience
Ueberschrift 4

009 - today: Professc. Tteleiste __ adnchen N\

Y||B oz x| =

2007 - 09: Replacement Professor for Fionistic, University of Wien

2003 - 07: Reasearch Assistant at Fiona Studies, University of Bamberg

5Education

1990 - 95: Fionistc and Informatic Studies
1995 - 98: Research Studies on Webdesign
2001: Promotion in Fionistic

2007: Habilitation in Fionistic

Edit with ...

v

Worter: 39

Z‘ Save Ok

Cancel

e All headings must be formatted correctly in order to be prioritized by search engines.

Simple highlighting (i.e. bold characters) is incorrect.
e Format all your headings as “Uberschrift” (2,3 or 4)
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Step 17: format the lists

TinyMCE

53 o fiona-

Vpersonen/p

mueller/curri 1-mueller

| % Ga @9 ™~ %Hstandard ~ Format

|=2 25|00 8|2 @ B -]
Work Experience

Bz x| EE EE =

2009 - today: Professor for Fionistic, LMU Munchen

= 2007 - 09: Replacement Professor for Fionistic, University of Wien

2003 - 07: Reasearch Assistant at Fiona Studies, University of Bamberg

Education

1990 - 95: Fionistc and Informatic Studies
1995 - 98: Research Studies on Webdesian
2001: Promotion in Fionistic

2007 Habilitation in Fionistid

Edit with ...

v

Worter: 39

o

Cancel

e Give your enumerations a correct /ist format. Lists need to feature the right format on the
internet for search engine purposes. PLEASE DO NOT use bullets or asterisks for
enumerations. (cf. “3 golden rules”)

Select the text that is to be formatted as a list.
Click “Unsortierte Liste” (Unordered List).

Close the editor by clicking “Ok”

Step 18: Check the preview

I Suche Custom Search §

Startseite * Personen * Professoren * Prof. Dr. Hans Maller

AKTUELLES
UBER UNS
PERSONEN
Professoren
Mitarbeiter
Sekretariat
Hilfskrafte
Ehemalige
FIONA BASIC
FIONA PRO

KONTAKT

e Open the separate

-

www.mu.de | LMU-Portal

Sitemap

Prof. Dr. Hans Miiller

Lehrstuhlinhaber Essential personal data

Kontakt

80539 Minchen

Sprechstunde:

Ludwig Maximilian Universitat
Geschwister-Scholl-Platzt 1

Mondays 9:00 - 10:00 am

Telefon: 089/2180-1000 Essential personal data

Downloads

I/‘- Skript Fiona umbenennen (124 KByte) 40wnload

| Curriculum Miiller UntLrordner

preview by clicking on the blue projector symbol.

(3 drucken
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Step 19: Finish editing

= Finish Editing - Infopark CMS Fiona - Internet Explorer O ——— C=A0ef X
Finish Editing

Select the files you have finished the editing for. The following step will let you enter a comment.

B4 Release A
O |l= Probando

ifiona-schulung/uebung_fionalc-slider-content-boxen/content-box-1

- Release
Prof. Dr. Hans Miiller
ifiona-schulung/showroom/personeni/professoren/mueller v

| Refresh I

2‘ Continue Cancel

Put changes online by releasing theM:

Open the overview of all the files that you are editing via Workflow > Finish Editing.
Choose the file(s) you want to release.

Select Continue

You may leave the “commentary” section empty. click Ok.

In the LMU-Portal you can check when your changes will be published (“Fiona CMS
export”.



