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Introduction

What is CMS?

Content Management System (CMS) is a software which allows creating,
managing and publishing digital content on the web.

CMS provides the flexibility to make real time changes in the content of Web
without having to make changes in code.

CMS consists of modules and access depends on the role and responsibilities
that the user has.



Archive

Files are one of the most important components of the CMS operations. An archive is
created in order to avoid uploading files in each section where files are needed and at
the same time archive every file that is uploaded. In each module where files are used,
you will be able to access the archive and select the file/s needed.

Organization
Archive has two main components:

● Directories
● Files

Directories

A directory is a folder which contains other directories and files. Its main purpose is to
organize the files and other directories so it is easier to find the files you want to use.
There are two main directories in the archive: MyDirectories and Shared with Me.
MyDirectories is the directory which contains all the directories that you and other
units’ administrators create. If your unit has other units in its hierarchy, you can also
access the directories of those units. Depending on the relationship between units, the
same structure is maintained. For instance, for FAE faculty there is created a directory
FAE with parent Epoka University directory and its children are the directories of the
departments.
In each directory, where the user has access to edit, the user can upload files and store
them in the specified directory.

Shared With Me is a folder with all directories that other units have shared with your
unit. If you are a unit administrator, you will be notified by an email for the directory
shared. If a directory has an access different from the parent directory, it is shown in the
share with me. Otherwise, if its parent directory is shared before and it has the same
access type, it is inside
that parent directory.



MyDirectories for EU unit

Shared with Me for Students Unit

Actions with a directory
1. Click button New Folder to create a new directory and write its name.
2. To rename the folder click the rename button.
3. To share this folder with other units, click share button. A modal will be opened. The modal is
separated into two sections:

-> first section is the form where you can add access to one or more units by
selecting them and choosing the access type: Viewer (The Viewer can only download and use
files, but cannot make changes to them and to directories.
) or Editor. After clicking the add button, the units will be shown in the section section list.



-> second section contains the list of all units with their respective access type. In
case you want to change or remove access of a specific unit, you can choose the option and
then click save button to save the changes.
4. To delete a directory, your role should be ROLE_ADMIN and the folder does not have any
files inside. (Note: These restrictions are placed in order to avoid deleting files that are used in
Epoka Website)

Rename



Files
There are three main categories of files that are used in the Epoka Website.
-> Image File (jpg, png, jpeg)
-> Documents (docx,xlsx,xls,pdf)

-> Video (mp4)

Notes

● You can only upload these specific file types.
● Image and Documents Maximum Size: 20MB
● Video Maximum Size: 200MB



Uploading Files
To upload files, you have to click Upload File button and a modal will be opened. In
case you are uploading an image, you have to resize by applying an aspect ratio. In the
Notes box below, you will find when to apply each of the ratios. After you have saved
the cropped image, you can upload it.

Notes

● 4:3 is used for images in lists with images
● 16:9 is used for images in News, Affiliations, MainSlider
● 1:1 is used for icons (usually icons used in body menus)
● For images inside menu content, you can apply the most appropriate aspect ratio



Uploading new version of file

● There are some specific files like the Academic Calendar that change annually.
Not to change the menu content, in EPOKA CMS you can directly change that
file by uploading a new version. The newest version will be by default active. If
you want to make an earlier version active, you can just click the toggle button.

Note that only one version can be active.
Another case where you may want to upload a new version is for images used in
multiple menus. Not to change each menu one by one, you can just directly update the
image by uploading a new version.
When uploading a new version, the same options as explained before will be shown.



Notes

● Each file has an active version.It means that if a file is used somewhere, it will be
displayed with the active version.

● By default, the latest version is the active one.
● The user can also change the active version using the toggle button.

Other actions with files
● Download, copy link of file, and delete
● Note that you cannot delete a file once it is used in other modules. You can delete a

version, but not a file.
● If a file has many versions, but it is not used anywhere, by deleting the file, you also

delete all the versions.
● You need the external links of files especially for documents (docx, pdf, xls).

Navigation in Archive

You can use breadcrumb to navigate to parent directories by just clicking on the
respective name.



Menus
Menus of EPOKA CMS can be placed in one of the two following positions:

● Navigation Bar
● Body of a Unit’s Homepage.

Therefore we distinguish two main menu types: Navigation Menus & Body Menus.

Body Menus

a. Body Menus representation in EPOKA WEB.

Body Menus are general menus that can be added to the homepage of units of type:
Department and Office.

Characteristics

● A Body Menu can have only 1 level.
● Body Menus can be reordered.
● A logo/ icon can be added to each body menu.

b. Body Menus representation in EPOKA CMS



Navigation Menus

a. Navigation Menus representation in EPOKA WEB

Navigation Menus are found throughout the whole web, precisely in the navigation bar of the
website. Navigation menus are not unit specific, this means that each unit (Faculty, Department,
Office) can create and manage navigation menus.

Characteristics

● A navigation menu can have up to three levels when the content type of each menu level
is different from link or route.

● Navigation Menus can be reordered.
● Each Unit has a Home Navigation Menu (Fixed) used to redirect the users to the

Homepage of the unit
● Navigation Menus can be divided into regular & fixed. Fixed menus can be reordered

with fixed menus only, not regular menus.

b. Navigation Menus representation in EPOKA CMS



Menu Actions

● Create Menu
● Edit Menu
● Edit Content
● Add Submenu
● Delete Menu

a. Dropdown of menu actions in EPOKA CMS

Create a Menu
To create a new Menu the user must access the “Menus” module found in EPOKA CMS
Navigation bar and fill the form with the appropriate menu information.

a. Menu Creation form in EPOKA CMS



Menu Properties

Name En/ Name Loc: The name that will be displayed in the navigation bar.
Title En/ Title Loc: The title of the menu that will be displayed inside of the content page.
Position: a choice between Navigation Menu & Body Menu.
Visible: if checked the Menu will be displayed in the Unit’s page. (Either navigation bar or in the
homepage body)

a. Representation of Menu Name in EPOKA WEB

b. Representation of Menu TItle in EPOKA WEB

Edit Menu

a. Edit Menu Action in menu actions dropdown represented in EPOKA CMS



To edit the properties of a menu the user is required to click on the Edit Menu action. A form
with the configured properties will be displayed. The user is free to change the desired
properties and once finished, click “Save” to preserve its changes.

b. Edit Menu Properties form in EPOKA CMS

Delete Menu
The user is able to delete Menus from EPOKA CMS. If the menu contains a parent-child
relationship, in order to delete the parent menu, the user must delete all the children first.

a. Delete Menu Action in menu actions dropdown represented in EPOKA CMS



Reorder Menus
Users can reorder menus of the same type by dragging and dropping, with the exception that
Fixed Menus can only be reordered with other fixed menus, and regular menus can only be
reordered with other regular menus in the case of navigation menus.

Add Content To Menus
A user will be able to add content to a newly created menu by choosing one of the three
available options:

● Route
● Link
● Content

a. Edit Content Action in menu actions dropdown represented in EPOKA CMS

The next section of this document will contain a detailed description of the Menu Content Types.

Menu Content
You will be able to choose between Route, Link, and Content when adding content to a Menu.

a. Menu Content options dropdown



Link

a. Form of the selection of a link as a menu content type in EPOKA CMS

Choosing the Link as the content of a menu will enable you to add a link of choice you would
want to open when the menu is clicked on the WEB.

Route

a. Form of the selection of a route as a menu content type in EPOKA CMS

Route is a menu content option only available to users of the role “ADMIN”’. This is a fixed
content type that should be chosen in accordance with the development team.

Content

Instead of using link or route, when choosing Content you will be able to fully customize the
view of a Menu, through the usage of various components organized in different sections
throughout the page.

A menu of content type “Content” may have one or more tabs as desired by you.



a. Tab View of a menu with one tab and three active sections in EPOKA CMS

Horizon 2020: The name of the current existing tab.
+ Add New: Button used to add a new tab to the menu.
Rename Tab: Button used to rename the active tab.
Swap Left and Right Sides: Button used to transfer the components of the Left Section to the
Right Section and vice versa.
Main Side: Main Section, currently active.

Content Type “Content” with only one tab
When a menu has only one tab, you will be able to add components to three separate sections
building up the tab:

● Left Section
● Main Section
● Right Section

Each of these sections is fully customizable meaning that you can add whatever component you
desire.



a. Representation of a menu containing one tab and three active sections in EPOKA WEB

Content Type “Content” with more than one tab
A menu with more than one tab will by default have 2 sections:

● A non customizable left section, where the tab names will be displayed in order to enable
the navigation between tabs

● A fully customizable Main Section

Since every tab can have up to three sections, you will be able to add aRight Section if desired.

a. Representation of a menu containing more than one tab and two active sections (main
and right) in EPOKA WEB



Components

Each section (neglecting the left section for a menu with more than 1 tab), is fully customizable.
A user may add, delete, edit, reorder various components in order to achieve a desired
interface.

Image Component
The image component can hold an indefinite amount of images. Each image can be added by
clicking on the “+” button. These images are accessed from your archive, only by browsing
through the directories under your access.

a. Representation of Image Component in Preview Mode in EPOKA CMS

b. Representation of Image Component in Edit Mode in EPOKA CMS

Image Component Representation in EPOKA WEB:

● When only one image is set for the image component, the image will have a regular
display with rounded corners maintaining its aspect ratio.

● When more than one image is set for the image component, the images will be displayed
as a Slider of Images all preserving the aspect ratio of the first image of the deck.



c. Representation of Image Component with more than one image in EPOKA WEB

Text Component

You will be able to enter text information for each unit through the text component. Two CK
editors will be displayed where the content in English and Albanian should be entered
respectively.

a. Representation of Text Component in Edit Mode in EPOKA CMS



b. Title and Text Component Representation in EPOKA WEB

Title Component

The title component can be used to add a Title in your section in order to divide the
components.
You will be required to enter this title in both English and Albanian.

a. Representation of Title Component in Edit Mode in EPOKA CMS

b. Title Component Representation in EPOKA WEB



Card Component

The card component can be used to add a card in your section. This component should be used
to display short information such as a Contact Point, or the members of a project and so on.

It is best practice to include this component either in the left or right section.

a. Representation of Card Component in Edit Mode in EPOKA CMS

b. Card Component Representation in EPOKA WEB

Horizontal Tabs Component
Horizontal tabs can be used to represent varied content perspectives on the same topic. You
can add as much text as you want to each tab.

By default, a horizontal tabs component will have 2 tabs and you will be required to modify both
of them.
Each tab name can be changed by clicking on the “Rename Tab” button.



a. Representation of Horizontal tabs in Edit Mode in EPOKA CMS

b. Horizontal tabs representation in EPOKA WEB

Horizontal Layout Component

The horizontal layout component serves as a container for arranging multiple components side
by side. You are allowed to add as many components as you want however, the horizontal
component sections will be split according to the number of components available. Therefore it



is important to add a reasonable number of components such that the content does not get
squished.

Space Component

The space component can be used to add a fixed vertical space between components.
Mobile Screens: 24px
Larger Screens: 32px

a. Space Component Representation in EPOKA CMS

List Component

EPOKA CMS offers its users the ability to pick one of the the following list types when
encountering List as a Template Component:

1. List of Documents and Links
2. Long Ordered List
3. Short Ordered List

a. Small
b. Large

4. List with images
5. List of paragraphs

Each list can have an infinite number of elements. These list elements have some general
attributes in each list type such as:

- List element title in both English and Albanian
- List element link in both English and Albanian
- List element content

Each list element in a list element:

● Can be reordered by dragging and dropping between elements
● Can have a color.

List of Documents and Links

The list of documents and Links elements in comparison with the other list types, do not have a
color. Instead when creating this list type you are required to enter the type of content for each
list element.



This content can be:

● A Word Document
● An Excel Document
● A PDF Document
● A YouTube Link
● An External Link

a. Representation of List of Documents and Links in Preview Mode in EPOKA CMS

b. Representation of List of Documents and Links in Edit Mode in EPOKA CMS

You can choose to delete the whole list by clicking on the “Delete” button or an individual list
element by clicking on the “Bin” button.

To the left of the “Bin” button you can access the Edit button responsible for editing a specific list
element.

“Add New” is used to add a new list element to the list
.



c. Representation of the form responsible for adding a new List Element - Case: List of
Documents and Links

d. Representation of List of Documents and Links in EPOKA WEB

List of Images

Each element of a list of images can have a title and associated image as represented in the
following images.

a. Representation of List of Images in Preview Mode in EPOKA CMS



b. Representation of List of Images in Edit Mode in EPOKA CMS

c. Representation of List of Images in EPOKA WEB

Long Ordered List

As described in the name of this list type, its elements are associated with a specific number
defining their order in the list.

This List Element can have a paragraph for content with no specified limit.

a. Representation of Long Ordered List in Preview Mode in EPOKA CMS



b. Representation of Long Ordered List in Edit Mode in EPOKA CMS.

You can choose to delete the whole list by clicking on the “Delete” button or an individual list
element by clicking on the “Bin” button.

To the left of the “Bin” button you can access the Edit button responsible for editing a specific list
element.

“Add New” is used to add a new list element to the list



c. Representation of the form responsible for adding a new List Element - Case: Long
Ordered List

A CK Editor is used to add Text Content to this type of list, and this content should be added in
both English and Albanian.

d. Representation of Long Ordered List in EPOKA WEB

List of paragraphs

This list inherits the same characteristics as the Long Ordered Lists with the exception that the
numbers will no longer be present, although the list elements may be re-ordered as per user
desire.

a. Representation of List of Paragraphs in Preview Mode in EPOKA CMS.



b. Representation of List of Paragraphs in Edit Mode in EPOKA CMS.

c. Representation of List of Paragraphs in EPOKA WEB



Short Ordered List

Just like every other list type, each element of a short ordered list (big or small) can be
reordered by dragging and dropping between the elements.

Sections
When the menu content is composed of only 1 tab, you are free to add up to three sections to
that tab.

a. Representation of Tab Sections in EPOKA CMS

When clicking on a Section it automatically becomes active and all the available components of
that section will be displayed.

You can drag and drop these components to give a desired order and achieve a specific view
for a section

When adding a New Tab for the menu, the Left Section of the first tab “HORIZON 2020” will
become inactive (hidden) and it will not be visible in EPOKA WEB. Instead the left section will
be substituted with the list of tab names, used to navigate between the tabs of a menu.

Big Small

- Each list element can contain a title and a
description

- Interface:

- Each list element contains only a title

- Interface:



However, if you choose to return to the primary stage when the menu had only 1 tab and three
sections, all you need to do is:

● Remove the newly created tab using the “Remove Tab” button
● Toggle the show/ hide button of the Left Section to display its contents.

b. Remove Tab Button

Hide/ Unhide Section

The toggle buttons on the side of the Right and Left sections are used to Show/ Hide the
section.

By default, you are required to add components to the Main Section, because this section will
always be visible in EPOKA CMS. However you can decide to show or hide a section based on
your needs.

Add Component to Section

To add components to a section you first need to select and activate the section you want to
modify by clicking on it.

c. Add Component Button



Choose a desired component and Click Save to preserve your choice.

d. Component Selection View after clicking the “+” Button

After Saving the selection, the component will be created and ready to be modified.

Move Component to other Sections

To move a component between sections you can make use of the “Move to” buttons.
If you want to move a component to the Right or Left Sections please make sure to activate
them first if inactive, using the toggle buttons.

e. “Move to <section>” buttons in a random component



News And Events
News and Events are an important component of EPOKA WEB.

News - contains information about an occasion that is bound to happen or has already
happened.
Event - contains information about an occasion that is bound to happen in the near future.

Each user under the role “UNIT_ADMIN” will be able to add News And Events in the web but
this news and events will be displayed in a general news/events page for Epoka University.

a. News Page in EPOKA WEB



b. Events Page in EPOKA WEB
To Create and Edit these News and Events you can make use of the “News And Events”
module of EPOKA CMS.

a. Representation of News and Events module in EPOKA CMS

To create a News or Event you should click on the green “Create” button.
Automatically a form will appear which will prompt you to enter all the information for a particular
News or Event.
The information should be available in both English and Albanian.



b. Representation of the form responsible for creating a News or Event.

News/ Event Properties

Each news or event has the following properties or data which should be correctly set whenever
creating a new News or Event:

● Title En: The title of the news or event in English
● Type: Used to define whether you want to create a “News” or an “Event”
● Start Date: The starting date of the news or event. This is a required property. No News

or Event should be existing without a starting date.
● End Date: The ending date of the news or event. This is not a required property.
● Images: You may select one or multiple images to be associated with the news/ event

you are creating. Each one of the images should be selected from your own archive.
● Hashtags: Hashtags can be created or chosen from an existing list of hashtags. It is

important to set hashtags for every created news/ event in order to create an
interconnection between these news.

● Content En: The Content of the News or Event.

a. Representation of the Type Dropdown in the News/ Event creation form



b. A list of Existing Hashtags to select as hashtags for a News/ Event

c. Creation of a new Hashtag

It is important to mention that properties such as Title & Content should be set in both English
and Albanian.

a. Representation of a News in EPOKA WEB



News & Events Actions

Besides creating a News/ Event you can perform the following actions on a News/ Event using
EPOKA CMS:

● Edit a News/ Event
● Publish/ Unpublish a News/ Event
● Show a News in EPOKA WEB’s homepage
● Preview a News/ Event in EPOKA WEB
● Delete a News/ Event

Edit News/ Event

To edit a News or Event you simply click on the “Edit” button and the form with the available
information will be displayed.

After modifying the desired properties, you can preserve your changes by clicking on Submit.



Publish/ Unpublish News or Event
By clicking on the Publish/ Unpublish button you can manage the visibility of your News or
Event in the main pages of EPOKA WEB.

If the News/ Event is published:

● A “Published” label will appear above the News Title in EPOKA CMS.
● The News/ Event is currently displayed in the News Page of EPOKA WEB.



● By clicking the Publish/ Unpublish button, the News/ Event will become unpublished and
the “Published” label will be replaced with the “Not Published” one.

If the News/ Event is not published:

● A “Not Published” label will appear above the News Title in EPOKA CMS.
● The News/ Event is currently not displayed in the News/ Events Page of EPOKA WEB.
● By clicking the Publish/ Unpublish button, the News/ Event will become published and

the “Not Published” label will be replaced with the “Published” one.

a. Representation of a published News in EPOKA CMS

b. Representation of a not published News in EPOKA CMS

Show News in Homepage

EPOKA WEB’s homepage contains a News Swiper displaying a maximum of 6 News. You can
manage the News of the Swiper directly from the Dashboard & News and Events modules of
EPOKA CMS.

a. News and Announcements Swiper



In the Dashboard of your account you can access the list of News currently added to the News
Swiper.

By clicking on the Home Icon you can remove a News from the Homepage Slider.

In the News & Events Module, by clicking on the Home Icon you can choose to remove or add a
News to the Homepage Slider.



Whenever the slider contains 6 News, you will not be able to add another News to the swiper,
therefore you will be required to replace an News with a new one.

Preview in WEB

If you have created and published a News/ Event on the web, by making use of this button you
will be able to see how this news will appear on EPOKA WEB.

Delete News/ Event

By making use of this button you will be able to remove a News/ Event.



Study Programs
● Each department and faculty in Epoka Website will have a menu “Study Programs”.
● To edit the content that will be shown in this menu, you will need to access “Study

Programs”

Each study program is categorized in its own faculty and department respectively.



Create, Edit, Delete a study Program

To create a study program, the necessary information are:
● name in english and albanian,
● department in which it is created
● code (note that the code should be the same as the study program that is available in

EIS)
● level (Bachelor, Master, Doctorate, DIND)

You can edit all fields of the form when editing a study program if you have role
ROLE_ADMIN or you are the unit administrator for the faculty or department
(ROLE_UNIT_ADMIN) where the study program is.

Content of a study program



A study program can have at maximum 4 tabs.There are 3 default tabs and one tab is
optional to be added or not.

● Overview: General Information for the study program
● Admission: It takes the content from Admission Office menus. (If a study

program is bachelor level, Admission Tab will have information about application
in bachelor programs)

● Curricula: It is taken from EIS (No access to modify it)
● Optional tab to be added

Notes

● To edit content of a tab, you will follow the same steps as editing content of the menu.
● A tab in the study program should have content.
● A tab in the study program can have only the left and main side.
● The Admission tab can only be edited by unit administrators of the Admission Unit.
● If edit buttons for components in a tab do not show, it means that you do not have

access to edit that tab.
● You can edit all faculties study programs if your role is Admin.

As it can be seen from the images, some tabs have access enabled and disabled. To
edit the access of a tab, click the EDIT TAB button. Units which have access to edit a
tab, can also edit access of other units for that tab.



Access of a tab in Study Program

The data required for a tab are: Name en, al and the units which can have access to edit the
content. After adding or removing units’ access, you should click the Save button to save the
changes for that tab.



Configurations

Unit Management

Unit Management is a module where admin can manage options for each unit in
EPOKA CMS.

In CMS, units are separated into 4 categories:
- University
- Faculty
- Department
- Office



The access in units is based on the role and the unit to which the user belongs.
In the unit management index page, there is a list of all units and options for each unit.

Create/ Edit/ Delete

● To create a unit, you firstly need to select the unit under which it will have dependency. If
you want to create an office, (as explained in the graphic above), you need to hover in
the options of EPOKA University and click the Create SubUnit option.

● The information needed for the unit are: name in English and Albanian, unit code,
domain that will be used for that unit and unit type.

● If a unit is created from EPOKA University, if the unit type selected is administrative, it
means that unit is office . If it is selected academic, it means that the unit is faculty. If a
unit is created under faculty, by default it is academic type and it is a department.

● If a unit has a lot of data like menus, files etc, it cannot be deleted. In order to be shown
in EPOKA Web, you need to deactivate the unit by untick the active box in the edit form.



Theme Image and Color

When clicking Add Theme Image, you have to select one image from Archive and one theme
color that might be used for that unit.
Theme image is used specifically for menus content. It is a standard background image for
menu title.



Unit Icon

If a unit has icon like faculties or project offices, you have the option to set the logo to unit. You
can access the image from the archive. It is preferable to use the ICONS directory to store all
icons that will be used on the web.



Users
In the Users module, only users with role “ROLE_ADMIN” can access and make
modifications.

Add New User

To add a new user, you need to click the button “+ADD NEW”. The required information
for the new user are:

● Name
● Surname
● Email
● Role (In total there are four types of roles: Admin, Unit Admin, News Manager,

Transport Manager)
● If the role selected is Unit Admin or News Manager, there will be another field

Unit, where you have to select a unit for which the user will be responsible for.

Form if user has selected Role Admin or Transport Manager



Form if user has selected Role Unit Admin or News Manager

Other Actions

For each user, you can perform two actions:
● Edit: you can edit the credential of the user (but not the role)



● Edit Unit Access: you can add and remove access of a user from units

When clicking the edit Unit Access a modal will appear.

● If a user has Role Admin, it means that he/she has access to all units.
● If a new unit is created, the access is added directly to all of the users with role

Admin.
● If a user has other roles, you can add access to multiple units. The units to which

the user has access are listed in the second section of the modal.

● If you deactivate and activate an access in a unit, you just need to press on the
toggle button.

● Note that users cannot be deleted, because the activity that users have in
EPOKA CMS is saved.

Affiliations

Affiliations is the unit where admin can edit the Networking & Developments Section in
the EPOKA Homepage. There are four main sections in networking: Accreditation,
Rankings, Our Memberships and Awards.



Create/ Edit/ Publish/ Show in Homepage/ Delete

The necessary information for an affiliation are:
- Title (name of the affiliation)
- Link (link which redirects to the official affiliation’s website)
- Logo
- Type (you have to select one of the four categories that were listed above)

● To create and edit an affiliation, you are required to fill the same form.
● To show an affiliation in the homepage, you are required to publish and then

show in homepage.
● You can also hover over the buttons to get hints for their usage.

Affiliations in EPOKA CMS



Affiliations in EPOKA WEBSITE

Unit Sliders

Each unit faculty and department homepage has slides. In sliders, you can show the
main activities that your unit has done. Each unit is configured to allow at maximum 6
slides per swiper.

The required information for a slide are:
● A long title
● A chosen content type
● A Bullet Color
● A link depending on the chosen content type (could be a link to a news or an

external article the slider may be referencing.)

The content of a slide can be:
● An image
● A video previously uploaded in the CMS Archive
● A youtube video

Create/ Edit/ Delete

To customize the Main Slider of a Unit:

● CMS -> Configurations -> Main Slider

To create a new slide we simply press on the “Add New” Button.



Notes

● If you choose content type Image, you can select one image from archive
● If you choose a Video as the content of a slide, the logic will be the same as the

Image.
● If you choose a YouTube video, you can copy and paste the URL of the video in the

link field.
● When the ACTIVE checkbox is checked, the slider will be published to the unit’s

homepage. If left unchecked, the slide will remain unpublished and can be further
edited.



● You can publish at maximum 6 sliders
● The link field is not set when the content type is a video from the user’s archive.

Sort Slides in a slider
Once the sliders are created,you will be able to see the sliders divided into published and
unpublished. You can only sort videos which are published.

To sort the slides of a slider:
● You need to drag and drop each slide into the correct position until it reaches the desired

order.
● It is important to mention that Youtube Videos are not allowed to be the first slide of a

slider, therefore a warning will be generated whenever the user tries to place a Youtube
slide into the first position.



Main Sliders
Each slide card will enable the user with the following quick actions.

● The bullet color and content type of each slide can be easily accessed
from this view.

● The user will be able to add a slide to the homepage main slider if the
maximum number of slides is not reached, although we encourage
customizing only the respective unit’s main slider.

● The user will be able to delete and edit by clicking the respective buttons of
each slide.



Testimonials

Each user under the role “UNIT_ADMIN” that is responsible for a unit of type faculty will be able
to customize the testimonials section of the unit’s homepage.

To edit testimonials, you need to follow the given menu CMS -> Configurations ->
Testimonials

The required information for a testimonial are:

● Name
● Subtitle
● Profile Image accessed from the user’s archive
● A short description in English
● A short description in Albanian

To create a new testimonial we simply press on the “Add New” Button. The button redirects to a
new page where the user is required to enter the information for each component of a
testimonial.



Notes

● A testimonial cannot be unpublished. If you want to hide the testimonial from the unit’s
homepage you need to permanently delete the testimonial.

● Testimonials cannot be reordered. The order of display will be from recently created to
oldest.



Footer

● Footer can only be edited by role “ROLE_ADMIN”. All webpages of EPOKA WEB
will have the same footer.

● In the footer there are useful links of menus inside the web or external links
useful for users. Those links are categorized into 4 sections.

● Sections that are available are listed as below:
-> Staff
-> Students
-> Services
-> Faculties

● You can edit these categories’ names, but in total there will always be 4 sections
in the footer.



Create footer

The required information to create a footer are:
● Title in En and AL
● Name
● Category (you are required to select one of four)
● Link Source: Link can be from menus inside (Menu) or an external

link (other websites)

● If you choose link option, you will just copy and paste the link in the input box

● If you choose the menu option, you have to select firstly the unit where the menu
is located, and then select the menu which you want.



This is the form that you are required to fill in when creating and editing a footer.
● When editing a footer, you can change from one link source to another.

Notes

● Footer links cannot be sorted.
● Footer categories cannot be sorted.

Edit Categories of Footer

To edit the footer category, you should press on the button edit next to the category
name. Then,you have to click Save button to save the changes for the title of category.



In the Footer Module, there is also a fixed section which contains the contact details for
EPOKA University.

To edit one contact detail, you should click the edit button and then a modal similar to
editing a category will be opened.



Social Buttons

Social Buttons can be found on the right of the EPOKA Homepage. They are fixed, so
you are required to only change the link of the social media in case there is a change in
the link.



Maximum Posts

In the Maximum Post, the admin can view all the configuration numbers that are used
inside EPOKA CMS. The type of configurations are fixed, but their values can be
changed. The configuration values are listed as below. In case there is a need to add
another new configuration, you need to contact the ICTCO Office.



● Explanation for one configuration: HOMEPAGE Sliders have max post value
equal to 5. It means that in the EPOKA Homepage, the admin cannot publish
more than 5 slides in the homepage. Another example is body menus. In
departments and office homepages, the UNIT_ADMIN cannot create more than 6
body menus.

● To edit the value, you need to click on the respective edit button and a modal will
be opened. To save the changes, you need to click the Save button.



Dashboard

Dashboard is designed to have both statistics and quick access to most important and
useful modules.

Dashboard changes based on the unit type that the user is accessing. All units have in
common five sections:

● Important Directories (quick access to directories)
● Last changes in Unit
● Users (active users inside the unit are logged in)
● News In homepage (News published by the unit, quick access to make changes

to them)
● Reports (reports for users, units and menus created inside that unit)

Last changes in Unit

This section shows a list with latest changes that the users have done in menus and in
news and events.



If the user has modified content of news, it will appear as below:



CAMPUS LIFE

Blog & Events
You have the ability to include events and blogs within the "Campus Life" unit.

Events function in the same manner as those mentioned in the "News and Events" section.
Each event created by a user assigned to the "Students" unit will automatically be categorized
under "Campus Life." Consequently, when accessing events on the Campus Life page, you will
be presented with a filtered selection of events.

The blog section is made up of Articles which function similarly to the news featured in the
"News and Events" section, but with a slight difference..



Articles, being less formal, encourage student involvement and contribution to the online
platform. As such, you have the option to attribute credits to each newly created article.

The Campus Life Blog section is a separate page within EPOKA WEB, where there will be
displayed only articles created by a user responsible for the “Students” unit.

Contrary to the News page, filtering by unit will no longer be an option for articles. Instead,
filtering will be based on the writer, utilizing the credits assigned to each article.



Every other action regarding Events and Articles can be performed as described in the News &
Events section of this document.

Clubs

Student Clubs is a sub-module inside Campus Life. It is used to manage the
content for all student clubs inside EPOKA Website.



Add new Student Club

To add a new student club, you need to click the “ADD NEW” button. The information
required for a club is:

● Name in English
● Name in Albanian
● Club Code (code used in club’s email)
● Logo
● Visible (it is shown in campus life clubs’ list or not)



Edit and delete a student club

● To make visible or not and delete a club, you just click in the respective buttons.

When editing a club, there are two forms:
1. Form to edit general information of club
2. Form to edit extra information of club



Extra Information in a club

Extra information in EPOKA WEB is shown in a card as below:



Content of a student club

● To edit content of a club, you need to click on the + button in a club. You will
follow the same steps as editing content of a menu.

● Note that in the student club, you cannot add a left layout. (design purpose)

To edit the content of overview for Student clubs, you can click on this button or in
menus of EPOKA University unit, you can edit content of Student Clubs found in
STUDENTS unit.



Clubs Overview Content



Frequently Asked Questions
Frequently Asked Questions is an important part of “CAMPUS LIFE”. Each student that would
like to know more about EPOKA University and its policies may access this part and answer
some of his/her lingering questions.

Frequently Asked Questions are divided into categories.

These categories can be accessed directly through CAMPUS LIFE homepage.

To take a better look at the categories & questions you must click on a desired category.

You can add and edit questions through EPOKA CMS, making sure to properly divide each
question into new or existing categories.



When you click the “CAMPUS LIFE” module in the navigation bar of EPOKA CMS, you will be
able to select either FAQs or Clubs.

Once selecting FAQ, you will be able to access the existing categories of questions and the
respective questions for each category.

FAQ - Category

Add New Category

To add a new category to the categories list you will need to click on the “+” button located on
top of the categories list.



When clicking on this button you will need to:

● set the new category name in both English and Albanian,
● Click “Save” to add the category to the categories list

Active Category

To activate a category and be able to check out the existing questions for the category you must
click on the category name



Edit/ Delete Category

To edit or delete a category you can make use of the 2 buttons located to the right of the
category name.

When clicking the “Edit” button, you will be required to Modify the name of the category using
the same form that appeared when creating a category.

You will be able to modify the name of the category in both English and Albanian.

When clicking the delete button, the category and its existing questions will be removed.

Sorting Categories

You will be able to give a desired order to each category by simply dragging and dropping
between the category names.

FAQ - Questions

Adding a new Question

To add a new question you can make use of the “Add New” button located on top of the page.

Once clicked, you will be able to access a form used to create a new Frequently Asked
Question.

You will be able to select:

● The category to which this question will be assigned
● The question in both English and Albanian
● The answer to the question in both English and Albanian.

When clicking on the Save button, the newly created question will be found under the
“Unpublished FAQ” of the category.

If the question is ready to be published on the web, you may click the “Publish/ Unpublish”
button.



Edit a Question

You can click on the “Edit” button located on the side of each question to edit:

● The question in English and Albanian
● The answer in English and Albanian

Delete a Question

To delete a FAQ, you can easily click on the “Delete” button.

Show Answer

To display the answer of a question you can either click on top of the question, or toggle the
answer by clicking the preview button.

Reorder Questions

You are free to order the published questions of a category as desired by simply dragging and
dropping the questions.



Transport Timetable

Transport Timetable is a module that is created to manage the transport timetable data.
It consists of three main submodules listed as in the image below.

Configurations

Currently, there are three types of timetables:
● Normal Timetable: Timetable that is used during semesters
● Final Exams Timetable: Timetable that is used for two weeks in the final exams

season
● MidtermTimetable: Timetable that is used for one week in the midterm exams

season.

View Timetable Types

To view these timetables, you need to click on the button “View Timetable Types”. When
it is clicked, there will be opened a modal with the details of each timetable.



Notes

● There is only one active timetable, so if you activate a timetable, by default the others
will be deactivated.

● The data of the active timetable will appear in the transport timetable of EPOKA
website.

● When clicking the edit button, there will be opened a modal to edit the name and
description of the timetable.

● If you want to create a new timetable, click on the “New Timetable” button and
you are required to give the name and the description of the timetable.



● If you want to delete a timetable, click on the delete button. Note that all data
saved for a timetable like times for specific days, all will be deleted.

Preview of Timetables

When hovering and selecting in the first button, you will get a preview of the data that
the timetable has.

If the table is not active, it will have a red label “not active”.

If the table is active, it will have a green label “Active timetable”.



View Routes

Also routes can be managed in this part of the module. To view all the routes available,
you need to click on the button “View routes”.

● Each route can be edited and deleted.
● You can add a new route by clicking on the button “Add new route”.

Data required to create a new route are:
● Name of route in English
● Name of route in Albanian

Daily Timetable

Daily Timetable is a timetable that is used for a specific period of time.
To add data to timetables like Normal Timetable, Midterm Timetable, you need to go to
Daily Timetable.



In the menu, there are two buttons: the first button is a filter which displays data for the
selected timetable. The second button is to add a new record for any timetable. When it
is clicked, a modal will appear.

Add new Record

The required data to add a new record in the Daily Timetable (Normal Timetable, Final
Exams Timetable, Midterm Exams Timetable):

● Route (Tirana-Campus, Campus-Tirana etc)
● Day ( Monday - Sunday)
● Departure (time hh:mm)
● Type of Timetable
● Is staff bus or not



After a new record is added, then the time will be displayed in the timetable.

● You need to click the route in order to display time data for the selected
timetable.

● The time highlighted in green is for staff only.



Edit and Delete

To edit a specific time, you need to select the proper timetable and the proper route.
Then, click in the specific time you want to edit.

● When the time data is clicked, a similar modal will be opened with the select
data. To save changes, you have to click the “Save” button.

● To delete data, you need to click button “Delete”



Exception Timetable

Exception Timetable is a module created to create specific exception dates and times
for any event that will occur in EPOKA. You can create these exceptions dates in
advance and the system will automatically show when it is needed.

Adding data

1.

● If you choose a day to be a holiday, it will appear with orange color in that week.



● In Exception module, the records entered will appear like this:

● If you want to edit or delete one record, you can simply click on the card.

Notes

● Exception dates are automatically deleted after the day has passed.
● For a holiday, you don’t need to provide departures, you just mark the day as a

holiday.




