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Logging In

• Where:  http://www.edinboro.edu/c
• Username:  Your EUP Email Address

• Password:  Same as you email password

http://www.edinboro.edu/c
http://www.edinboro.edu/c


4.  Click the Sign In Button

3.  Enter your EUP Password
2.  Enter your EUP Email Address

1.  http://www.edinboro.edu/c



What You Should See

• Home Tab     =>    Workflow Tasks

• Website Tab =>    Website Browser

• Content Tab =>    Content Repository





Getting to the Website Browser

• Click the Website Tab

OR

• Rollover the Website Tab and select Browser 
in the menu



Click The Website Tab

OR

Click Browser 



Viewing My Folders

• What should I see?
– Tabs:

• Browser / HTML Pages / Files / Menu Link

– Sites and Folders:
• www.edinboro.edu

– departments 

» your_folder

– photo_gallery

– video_gallery

• Expanding and Collapsing Folders

• Selecting Folders



Tabs



Your 
Department’s 

Folder



Click your department’s folder to 
select it.

The folder will turn red to indicate it 
is the selected folder.

Any items your folder contains will 
show up in the right column of the 

website browser.  If your folder does 
not contain any items, the right column 

will not show anything



Folder Options

• Access the context menu for the folder by right-
clicking the folder

• Options:
– Edit Folder:  Edits the Properties of the folder

– (P) Delete:  Deletes and entire folder.  
Caution, Items deleted in the CMS are gone forever.

– (P) Publish(all):  Publishes an entire folder.

– Copy / Cut / Paste

– New:  Creates New Items

– Close:  Closes the Menu



Edit Folder

Use this to edit the 
propertied of the folder.  
For example the Folder’s 

Menu Title or URL.



Delete 
Publisher’s Only

Use this to delete the 
entire folder and it’s 

contents.

Caution:  Once an item is 
deleted there is no way to 

restore it.



Publish (all) 
Publisher’s Only

Use this to publish every 
item in the folder.



Cut / Copy / Paste

Use these to move or copy 
an entire folder to another 

location.



New

Use these to upload new 
items such as folders or 

new HTML Pages.



Close

Closes the menu.



Creating a New Folder

• Right-Click the Parent Folder

• Select New > Folder

• Properties:
– Title:  The title of the folder.  Displays in the menu.

– Name (URL):  Location of the folder on the web.  This 
will be auto-suggested for you.

– Show On Menu:  Check this to show this folder on the 
menu.

– Allowed File Extensions:  Always leave blank.

• Save or Cancel



1. Right-click your Folder

2. Click New in the Menu
3. Click Folder in the Submenu



4.  Give your folder a Title.

5. Click in the Name 
(URL) field and a 

URL will be 
suggested for you.

6. Sort Order and Show On 
Menu allow you to show 
this folder in your menu.

7.  Always leave 
Allowed File Extensions 

Blank.

8.  Click Save to create the new folder or 
Cancel to go back to the browser without 

creating the folder.



Editing Existing Folders Properties

• Right-Click the Existing Folder
• Select Edit
• Properties:

– Identity:  ID Number of the folder.  You can ignore this.
– Path to Folder:  Shows you the location of the folder on the 

website.
– Title:  The title of the folder.  Displays in the menu.
– Name (URL):  Location of the folder on the web.  This will be 

auto-suggested for you.
– Sort Order:  The order of the folder if shown on the menu.
– Show On Menu:  Check this to show this folder on the menu.
– Allowed File Extensions:  Always leave blank.

• Save or Cancel



1. Right-click the folder you wish to edit.
2. Select Edit Folder from the context menu.



What Are Assets?

• Assets are Images or Files that you can use in 
your website. Examples:

– An Image.

– A Document.  



Name
Displays the Name 

of the item.

Menu
Shows the Sort 
Order if it is set.

Status
Shows us if the item 

is live or not

Description
A brief description 

of the item.

Mod. User & Mod. Date
Shows the last user that edited 
the file and when it was edited.



Uploading New Assets

• Right-click the Parent Folder
• Select New > Image or File
• Basic Properties:

– Upload New File:  Click Browse to locate the file on your hard-drive.
– Title:  This will show on the menu.
– Description:  Optional Metadata.
– Folder:  Shows what folder you are in.

• Advanced Properties:
– Publish Date:  Optional Metadata.
– Author: Optional Metadata.
– Show on Menu:  Shows this asset on the menu.
– Sort Order:  Determines what order on the menu.

• Save / (P) Save and Publish / Cancel



1.  Right-click your images folder

2.  Click New in the context menu

3.  Click Image or File in the sub-menu



1.  Click Browse

3.  Give your Asset a Title

4.  Give your Asset a Description (optional)

5.  Click Advanced Properties (optional)

2.  Browse for the file on your 
hard drive.  You can use UNC 
addresses like \\storage1\...



6.  Author and Publish 
Date are Optional.

7.  Sort Order and Show On 
Menu allow you to show this 
folder in your menu.

8. Click Save to upload the asset
9. (P) Click Save and Publish to upload and 

publish the asset with one click
10. Click Cancel to do nothing and return to 

the website browser. 



Asset Options

• Open (Preview):  Opens the asset in a new 
window.

• Edit:  Allows you to edit the properties of the 
asset.

• (P) Publish / Unpublish / Republish

• (P) Archive / Delete

• Cut / Copy Paste

• Close:  Closes the Menu.



Open (Preview)

Use this to preview the asset in a new window



Edit

Use this to edit the properties of the asset.



Publish/Republish/Unpublish

Publish Options



Cut/Copy/Paste



Close

Closes the menu



Editing Existing Assets Properties

• Right-click the asset you wish to edit.
• Select Edit.
• Basic Properties:

– Identity:  ID Number of the asset.  You can ignore this.
– Upload New File:  Allows you to upload a new version of the asset.  Click Browse to locate the 

file on your hard-drive.
– Title:  This will show on the menu.
– Description:  Optional Metadata.
– Folder:  Shows what folder you are in.
– Resource Link:  Provides you with a link to the asset.
– Thumbnail:  Provides you with a thumbnail of the asset if it is an image.

• Advanced Properties:
– Publish Date:  Optional Metadata.
– Author: Optional Metadata.
– Show on Menu:  Shows this asset on the menu.
– Sort Order:  Determines what order on the menu.

• Save / (P) Save and Publish / Cancel



1.  Right-Click the asset

2.  Click Edit



ID of the Asset

Upload a new asset to 
replace this one.



Publishing Assets (P)

• Files have two copies:
– Working Copy:  The copy you make changes to.  Only visible inside the 

CMS.
– Live Copy:  The copy that is live on the website.

• Files have 3 states:
– Live (green):  The asset is published or live on the web.
– Working (yellow):  There is a working copy or the asset has not yet 

been published.
– Archived (red):  The asset is archived.

• Publish:  Copies your working copy to your Live Copy.  Puts the 
asset in a Live state.

• Unpublish:  Copies your Live Copy to your Working Copy. Puts the 
asset in a working state.

• Republish:  Same as publish.



Live/Published

Archived

Working/Unpublished



The asset is unpublished 
because the light is yellow

To Publish the asset, right-click 
it and select Publish

Now the asset is published 
because the light is green.

To Unpublish the asset, right 
click it and select Unpublish

Now the asset is unpublished 
because the light is yellow

To Archive an asset, right click 
the asset and select Archive.

The Asset must be unpublished 
before you can archive it.

Now the asset is Archived.

To view archived assets 
remember to click Show 

Archived at the bottom of the 
Website Browser.



Archiving vs Deleting (P)

• Archive:  Removes both your live and working 
copies of the asset and puts the file in your 
archive.

• Show Archived:  Shows the archived folders.

• Unarchive:  Puts the asset back in the working 
copy and puts it in a working state.

• Delete:  Deletes the Archived Asset.  Caution 
this cannot be undone.



Click Show Archived to see your 
archived assets.

Right-click an asset to show the 
options

Unarchive will bring the asset back and place it in a working or 
unpublished state.  You can then go in and publish it again.

Delete File will remove the file from the CMS.  This action cannot 
be undone.



Content Repository

• In a CMS the Content is separate from the 
Page.  It exists in the content repository.

• The Content Tab gives you access the content 
repository to search for existing web page 
content.

• This data can be organized and related in 
many ways.



Content Types

• Everything you create is Webpage Content.

• Other types can exist such as:

– News Item

– Department



Searching For Content

• Click on the Content Tab or Rollover the 
Content Tab and select Search Contents.

• Select the Content Type:  Webpage Content

• You can search on the various fields displayed.

• Click the Search Button to start the search.



Ordering the Results

• By default they are order by Last Edit Date.

• Click on a column’s title to sort by that column



Creating a Webpage

• Right-click the parent folder.
• Select New > HTML Page.
• Basic Properties:

– Page/Menu Title:  Shows on the Menu (not the actual page title).
– Folder:  Shows you the folder that HTML page will exist in.
– Page URL:  The actual name of the file on the web.  This will be automatically suggested for 

you.
– Template:  The template of the HTML page.

• Advanced Properties:
– Show on Menu:  Check this to show this page in your menu.
– Menu Sort Order:  The order of this page on the menu.
– Friendly Name:  The actual title of the page.
– Start Date:  Not used.
– End Date:  Not used.
– Redirect:  Use this to redirect a page to another page.
– HTTPS Required:  Check this to force the page to be behind an SSL.
– Metadata:  Not Used.

• Save / (P) Save and Publish / Cancel



1.  Right-click the parent folder

2. Select New

3.  Select HTML Page



4.  Give your page a title

5.  If folder is not filled in or incorrect, click cancel

6.  Page URL will be auto generated for you.

7.  Select a Template from the list.

8.  Click Save or Save and Publish, Cancel returns 
you to the Browser without saving the new page.



Check Show on Menu to automatically show this page 
on your menu

Friendly Name is the actual title at the top of your page.

Start Date and End Date are 
metadata and can be ignored.

Redirect can be used to send this page to another.

Check here if you want the page to be behind an SSL.

Metadata can be ignored.



Templates

• 1 Column:  Header / Footer / Body

• 2 Column:  Header / Footer / Navigation / 
Body

• 3 Column:  Header / Footer / Navigation / 
Body / Right Column

• There is no difference in the two different 3 
Column templates.









The Editor Modes

• Edit Mode:  Allows you to edit the page.  
Sometimes this will skew the look of your 
page.

• Preview Mode:  Shows you your working 
copy.

• Live Mode:  Shows you your live copy.

• You will not see these until the page has been 
published once.



Adding New Content

• Containers:  Place holders for your 
information

• Click on the Add Content Button on the Right 
of the Container Bar

• Select New Content in the menu.



1.  Click Add Content

2.  Click New Content

This is a container with a 
contentlet in it

The Container’s Bar



Web Page Content Properties

• Content Type: Will always be Website Content

• Review Content?:  Used to send you a reminder 
to review the content after a period of time.

• Title:  This is used to search for content.  You 
want to use something meaningful to the 
content.

• Body:  This is where you create your content.

• Save and Assign / Save / Save and Publish / 
Cancel 



Will Always be Web Page Content

Allows you to get notified when content needs reviewed

Title or name of your Content

This is the WYSIWYG Editor where you create the content

Click Save or Save / Publish to finish 
editing and save your changes.

Click Cancel to stop close the editor 
without saving any changes.



Editing Existing Content

• Each contentlet (piece of content) will have its 
own  edit icon to the left of the cotentlet. 

• Click on the edit icon for the contentlet you 
would like to edit.



Click Edit Content



Reusing Content

• Click on the Add Content Button for the 
container you would like to place the content 
in.

• Select Reuse Content from the context menu.

• Search for the content you would like to reuse 
and click the Select button next to content you 
would like to reuse.



1.  Click Add Content

2. Click Reuse Content



1. Enter the title

2. Click Search

3.  Press Select



Moving Content

• Click the Up or Down arrow on the top-right of 
the contentlet you would like to move.



WYSIWYG - Basic Formatting

• To format text first select the text you want to format:
– [ ] Makes the text Bold

– [ ] Makes the text Italics

– [ ] Makes the text Underlined

– [ABC] Makes the text Strikethrough

– Use the alignment buttons to set the alignment of the 
paragraph. (Left, Centered, Right, and Justified)

– Use the Format dropdown to set the formatting of the 
paragraph to a pre-made heading style.

– Use the Color dropdown to set the color of the text.

– You cannot change the font or the font size.



WYSIWYG – Adding Images

• Use the Insert/Edit Image Tool to add an image to your document.
• General Tab Properties:

– Image URL:  Click the Browse button to find your image.  Use the + and – button to 
expand/collapse a directory and Click the directory to open it into the Image Gallery.

– Image Description:  Gives the image a description for screen readers.
– Title:  Not used.

• Appearance Tab:
– Alignment:  Sets the alignment of the image relative to the text.  Use the example image to 

see the differences.
– Dimensions:  Sets the width and height of the image.
– Vertical Space: Sets the space above and below the image.
– Horizontal Space: Sets the space to the left and right of the image.
– Border:  The size of the border in pixels.
– Class: Not Used.
– Style:  CSS style information for the image.

• Advanced Tab:
– Allows you to set some advanced features like rollover images and image maps.

• Click Insert when done.



WYSIWYG - Links

• To add a link select the text you would like to 
make a link and use the Insert / Edit Link tool.

• Link URL:  Use the browse button to locate the 
file you want to link to, or enter the full URL.

• Anchors:  Use this to link to a specific named 
anchor on the page.

• Target:  Use this to set where the links opens, in 
the current window or a new window.

• Class: Not used.
• Click Insert when done.



WYSIWYG Modes

• WYSIWYG – What you see is what you get.

• TEXT – Allows you to directly enter/edit the 
HTML code for the contentlet.



Macros Introduction

• Macros take a whole bunch of code to 
accomplish a specific task and turn it into one 
line of code.

• To use Macros you must be in the TEXT mode.

• There is a Help with Macros at the bottom of 
the page.



Photo Gallery Macro

• #photoGallery(‘/path/to/photos’)

• Simple way to place a photo gallery on your 
site.



Publishing Pages (P)

• From the Editor you can click the Publish Page 
tool to publish the page.

• From the Website Browser you can publish 
pages just like assets.



Creating Menus

• DotCMS will automatically create your menu 
for you if you want it to.  Every asset and 
HTML page has a property called Show on 
Menu.  If this is checked and the page or asset 
is  published it will show on you menu.



Menu Links

• To add something to your menu that is not in your folder you can create a 
menu link.

• From the website browser right-click on the parent folder.
• Select New > Menu Link
• Properties:

– Title:  The title to show on the menu.
– Folder:  The location of the menu link.
– Type: Always use External Link.  Enter the URL for the link here.  Be careful not 

to copy and paste the http:// portion of the URL as this is already set for you.
– Target:  Allows you to open the link in a new window
– Sort Order:  The order of the link on your menu.
– Show on Menu: This has to be checked to actually show the link on your 

menu.

• Save / (P) Save and Publish / Cancel



Ordering your menu

• Click the Click to Reorder Icon above your 
menu to reorder your menu.

• You may have to hit the refresh button for it to 
work.

• Click and Drag your menu items around to 
reorder them.

• Click Save Changes when you are finished.


