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HOW TO EDIT AN EXISTING PAGE

1. Loginto Cascade (https://tamusa.cascadecms.com)

2. Oncelogged in, click on the TAMUSA-REDESIGN site either by clicking the
site under the MY SITES module on the dashboard or clicking on the GO TO
A SITE drop down menu and select TAMUSA-REDESIGN.
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‘ , | SITE: | Go to a site

o Welcome back 12 8@ My Sites

Fernando User Account tamusa_new.edu

=+ Add widget (' Reset Dashboard tamusa-redesign

tamusa-webdev
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3. Select your department folder.
c. ‘SITE: tamusa—redssign‘ + Add Content  Site Content

SITE CONTENT

Folder: On A Mission

tamusa-redesign
tamusa-redesign

404 D
_cascade
_feature-blocks Name .+ Order « Type a
_landing-page-blocks
) a heritage-menths 62 Folder

_rec
_redesign-internal D honors 95 Folder
about
academic-affairs |:| humanresources 9 Folder
academics

|:| Information-Technology-Services 13 Folder
admissions
admitted
¢ D inspire-civitas-learning 80 Folder
alumni-affairs
aspire O InternationalAffairs 12 Folder
assessment-resources
assets D jaguar-app 87 Folder
thletics -

D jaguar-jumpstart 76 Folder
brandaid



4. Click page you need to make edits too.
C ‘srrs: lamusarredssign‘ + Add Content  Site Content  Manage Site

Folder: Human Resources: Texas A&M University-San Antonio

tamusa-redesign / humanresources

O~

Name 4 order s Type
a B employee-Engagement 26 Page
a B raculty-Awards 27 Page
a B ramily-Medical-Leave-Act 1 Page
a B familymedicalleaveact 19 Page
a K ficra 16 page
(m} B hiringmanagers 21 Page
a B Hrrorms 20 Page
a B index 12 Page
a B pay-plan-itles 15 Page

5. Click on the EDIT link to the top right.

Open Sdebar s | @ ackd coneere S — mrcomems Q, scoch () ~

B Page: Families First Coronavirus Act s W
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HOME / Human Resaurces | Families First Coranavirus Act



6. Pages can use multiple sections from a template. To verify which sections
are being used you will see the DISPLAY SECTION set to YES.

E * iz a Show Preview
Content Configure Fullscreen pse Edit Preview Draft

p

Detail Page Template 2

~ Hero Section
Display Section?
fempty)
~ Alternative Hero Section
Display Section?
fempty)
~ One Column Text Section
Display Section?
Yes
~ "Tamusa" Section
Display Section?
fempty)
~ "Academics” Section

Display Section?
(empty)



7. Expand the section set to DISPLAY SECTION YES to make edits.
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Families First Coronavirus Response Act (FFCRA)

The Families First Coronavirus Response Act (FFCRA) requires certain employers including Texas A&M
University System members to provide two forms of paid leave to assist employees impacted by COVID-
19: Emergency Paid Sick Leave (EPSL) and Emergency Family and Medical Leave Act (EFMLA).

FFCRA leave is accessible only when there is an assigned function/role that is capable of being performed
either at an onsite or remote location, but the employee is unable to perform the assigned duties for certain,
specified COVID-19-related reasons.

Emergency Paid Sick Leave Act

Provides up to 80 hours of paid sick leave for employees (ALL employee types: faculty, staff, students) who
are unable to werk from home and who meet one of six qualifying reasens related to COVID-19

[

. The employee is subject to a Federal, State, or local quarantine or isolation order related to COVID-19.
The employee has been advised by a health care provider to self-quarantine due to concerns related to
COVID-19. A self-imposed quarantine without medical advice does not qualify.

The employee is experiencing symptoms of COVID-19 and is seeking a medical diagnosis.

4. The emplovee is carina for an individual (not specificallv limited to familv members) subiect to or

8. Make the edits necessary to the page. Once completed, click the PREVIEW
DRAFT button to the top right.

- el -
Caaan — - orat

Detail Page Template 2

™~

AW

9. Click the SUBMIT button to save your new page.
|

ot [B Page: detail-page-template-2

tamusa-redesign / humanresources / detail-page-template-2



10.Click the CHECK CONTENT & START WORKFLOW button.

Version Comments

Comments left here will be soved in the assets version history once the workflow completes.

First version.

Workflow
@ Global User Workflow

Check Content & Start Workflow

11.1f no misspellings words, broken links or accessibility issues are found, click
the CHECK MARK to the top right.

A & ©

Spelling Broken Links Accessibility

Cancel <

Misspelling & Actions

Congratulations, no misspelled words were found!




12.0n the START WORKFLOW screen, provide comments under the
WORKFLOW INSTRUCTIONS/NOTES section, then click the START
WORKFLOW button to the top right.

Start Workflow & ®
Global User Workflow Back to Page Start Workflow

Workflow Name *

Global User Workflow: test

Workflow instructions/notes

Comment with workflow related information here. For example, what needs to be reviewed or changed.

Version Comments

Comments left here will be soved in the osset’s version history once the workflow completes.

First version.

Due Date

O 1 week from now

© 1 month from now

O 3 months from now

O 6 months from now

(O 1year from now

() calendar (Date Selection)

| mm-dd-yyyy hhimm a ‘ ] I

13.Click the ASSIGN THIS STEP TO ME.

Global User Workflow: test

Status Asset in workflow Initiated By Started On
Warkflow in p detail page template.2 nend N Tod am

History

O Web Content Creator deciding to Submit OR Make Additionsl Changes - Step 1 of 3

Initialization - Initialization

Viorkflow Starts - None



14 .Click the SUBMIT FOR APPROVAL option to submit your workflow for
approval.

Global User Workflow: test

Status Assetin workflow InitiatedBy ~ StartedOn

HHHHHHH

15.YOU ARE DONE



