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Introduction 

1. Log in to the dotCMS website for EUP to begin updating your webpage. The address is: 

http://cms.edinboro.edu/c 

2. Please sign in using your University email address and network password. Click “Sign In” to enter the 

CMS webpage construction browser. 

3. You are now at the homepage. To begin, float over the “Website” tab and drag down to “Browser”. 

Click this link. It will take you to created webpage content and it will allow you to author new 

webpage content.  

 

4. You are now in the “Website Browser”. Under the Browser tab, you will see a folder system located 

under “cms.edinboro.edu”. Expand the “departments” folder by clicking on the + and double click on 

your department folder. It will pull up all of your department’s web pages. The School of Education’s 

department folder is shown as the example. If there are multiple disciplines within your particular 

department, you should create a subfolder under your department folder for each discipline (i.e. 

Department Folder: Professional Studies > Subfolders: Counseling, Educational Leadership…).  To 

add a subfolder, right click on your department folder- click “New”- click “Folder”.  

 

http://cms.edinboro.edu/c
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Converting your Webpage 

1. Beginning at the previous screen above, right click on your department’s folder and click the “New” 

link.  

2. Click then on the “HTML Page” link. 

 
3. You are now in the HTML pages’ Add/Edit function. Give your converted page a title in the 

“Page/Menu Title” space. You can maintain your current webpage title from your previous 

webpage. The “Page URL” will be automatically generated by the system. Under the drop-down 

“Template” menu, you may select from any of the column templates depending on the previous 

layout of your webpage. The system will provide you a snapshot preview of the webpage style 

before you save the webpage. Click “Save” on the bottom of the webpage to select the layout.  
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4. You are now at your editing-capable webpage. You will notice each “Container” space on the 

webpage. These are the spaces where you can input (convert) your content from your previous 

webpage. To begin the conversion, click on the arrow next to “Container” and click the link “New 

Content”. 

 
5. In the “Add/Edit Content” section, you will want to enter a “Title” again for the content. In the 

“Body”, you will place your webpage content as you wish for it to appear on the webpage section.  

 
6. At this point, launch your previous webpage content in a separate web browser window. The 

process of conversion is as simple as a Copy & Paste process into the new CMS browser. For 

example, the School of Education’s original webpage has a left-bar navigation menu and it needs to 
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be maintained.  Highlight and copy the original left-bar navigation menu (it will copy with all 

applicable links). (To change applicable links, please see “Converting Page Links for New Webpage” 

section on p. 9-11). Paste it into the “Body” area of the “Add/Edit Content” section. The navigation 

menu will be placed in the text space as it originally appeared and it will be ready for use. (The 

example with the two applicable screenshots is below.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Review the content as pasted. Click “Save” at the bottom of the page to save the changes made to 

the content of the “Container”.  

8. Your updated webpage will now reflect your imported content (as shown in the example below). 

Continue to edit all “Container” areas until all imported content is present in the new webpage. You 

will click the “CMS System” link on the left to return to the CMS Browser when your webpage is 

complete.  

 

OLD WEBPAGE 

NEW WEBPAGE 
CREATION 
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9. When you click on your department folder link underneath “departments”, you will see the new 

webpage as created. You can continue to create each new webpage for your department by 

following the steps as mentioned previously.  

 

Reusing Webpage Content within CMS 

This function allows you to replicate your container content in another webpage. When this content is 

replicated from one webpage to another webpage, it will update automatically across webpage content 

when changes are applied. This function is very useful in replicating webpage menus or links for use 

across multiple pages of web content. The following steps are assuming a new webpage of content. 

1. Begin at the editing-capable version of your webpage. Click on the Container (arrow with drop-down 

menu) you wish to reuse webpage content in. Click the “Reuse Content” link. 

 
2. In this next screen, enter the title you created for the container content previously used. Enter the 

title you used for the content (for example, the School of Education called its navigation menu, “SOE 

Menu”). Click “Search”. Click the “Select” button for the content you wish to reuse. 

 
3. Once the content is selected, your previous container content is inserted into the new container.  

4. Please note, all previous applied links to the selections within the container will still apply within the 

new page of web content. For example, all links within a menu will still be linked as previously 

created. 
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Converting Page Links in Your New Webpage 
²ƛǘƘƛƴ ŜŀŎƘ ά/ƻƴǘŀƛƴŜǊέ ƻŦ ŎƻƴǘŜƴǘ ƻƴ ȅƻǳǊ ƴŜǿ ǿŜōǇŀƎŜΣ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ƻǊ ǊŜǾƛŜǿ active links to 
external webpage content. ***Please note that you will establish hyperlinks for any new webpage or 
content. 
 
1. To edit existing Container contents, click the blue arrow under the “Container” bar and click the 

“Edit Content” link. (If this is new text in a Container, skip to step #2).  

 
2. You are now in the “Add/Edit Content” section of the Website Browser. Highlight applicable text to 

link or unlink to other web content. On your task bar above the text, you will be using the complete 

paperclip to link a page –or- you will be using the broken paperclip to unlink a page.  

 
3. In unlinking a page, the link will change color after you click the option to “Unlink” indicating there is 

no longer an active content link. 

4. In linking a page, a dialog box will appear and you can: 

a. “Linking a URL”:  
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i. By clicking the link at the end, you can link to other web content previously created 

in CMS. 

 
ii. You can also type in an external hyperlink. To ensure accuracy in the hyperlink, copy 

+ paste the website link from your web browser. 

*** You can make the hyperlink open in another window (a pop-up window). Once your URL 

is inputted into the “Link URL” space, click the drop-down arrow for “Target” and select the 

2nd option- “Open in a new window”. Your default option is the 1st option- “Open in this 

window/frame”- to allow the hyperlinked page to open in the same window.  
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b. “Linking an Email Address”:  

i. In the “Link URL” line, enter (for example) Mailto:jkearney@edinboro.edu to link an 

email address to the appropriate link. You must enter “Mailto:” before the email 

address for the link to operate properly.  

c. You will need to create a “Title” for the link before you click “Insert” to create an active page 

link.  

5. Once all links are updated, click “Save” at the bottom of the “Add/Edit Content” page to update the 

webpage content.  

6. Click the “CMS System” link on the left side of the page to return to the Browser and listing of your 

department’s webpage content.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:name@edinboro.edu
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Inserting Images into Your Webpage Content 

1. Expand the “departments” folder by clicking on the + and right click on your department folder.  

2. (To upload images, you must create a folder to store your webpage images.) Click “New” and then 

click “Folder”.  

3. Use an acronym to identify your department’s image folder’s title (i.e. School of Education’s Image 

Folder: soe images).  

4. The URL will be automatically generated by CMS.  

 
5. Click the “Save” link at the bottom of the page. The folder will be placed underneath your 

department’s folder.  

Adding New Images 

6. Underneath your department’s folder in the “departments” menu, right-click on the image folder 

and select “New” then “Image or File”. (To upload multiple files, see p. 16). 

 
7. You are now at the “File Upload” screen. Click “Browse” to locate the image file on your desktop or 

network. PLEASE NOTE: all pictures files must end with a .jpeg extension.  
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8. Create a BRIEF Title for the image.  

9. Click on “Save”. Your image will now be uploaded to your image folder.  

 
10. Once the image is loaded into your image folder, you can now insert the image into your webpage 

content. NO IMAGE can be inserted into webpage content until it is placed in your image folder.  

11. To insert the image (assuming other text content has been entered into the containers on your 

webpage content): 

a. Under your department’s folder, go to the webpage where you want the image to be 

displayed. Double click on the webpage content link to load the editing page. 

b. Within your webpage content, click the blue arrow underneath the Container and click “Edit 

Content”. This function will take you back into the Add/Edit Content window. 

c. Pick the appropriate location in the text space where you would like to insert the image. 

d. On the menu bar of the text editing space, click the “Insert/Edit Image” link. (This shortcut 

function is the picture of a tree.) 

 
e. An “Insert/Edit Image” popup box will appear. At the end of the “Image URL” box, click the 

“Browse” button. This function will allow you to access your folder with images. 
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f. After clicking “Browse”, the screen below will appear. Click the + in front of “departments” 

and find your department folder. Click the + in front of your department folder. Click the 

name of your image folder and preview of images in the folder will appear. (The School of 

Education’s image folder is shown below as the example.) 

 
g.  In “Image Description” and “Title”, enter a BRIEF description and title for the image. 

h. To ensure the correct image size and alignment in your webpage content: 

i. In the “Insert/Edit Image”( ) pop-up window, click on the 2nd tab- “Appearance”. 

 

Image Folder 

Preview- 
Click picture to 

select 
 

Browse 

ALIGNMENT 
WIDTH 

javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceAdvImage');
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ii. Under this tab, check “Constrain proportions”.  

iii. These image widths (for portrait orientation) are the University’s formatting sizes 

for each specific type of webpage layout selected: (enter in first space) 

Left:  210px 

Main (3 column template):  400px 

Main (2 column template):  600px 

Right: 180px 

These image widths (for landscape orientation) are the University’s formatting sizes   

for each specific type of webpage layout selected: (enter in first space) 

 Main (3 column template): 200-240px 
       Main (2 column template): 300-360px 
 

***CMS will automatically provide you with an appropriate height or you may adjust 

the image’s height as needed to proportionately fit the space.  

i. Click “Insert” at the bottom of the popup window to insert the image.  

 
j. The image has now been imported into your text field. 

k. Click “Save” at the bottom of the page to save your changes to the webpage content. 

l. On the editing page, you will now see a preview of your text and image. 

m. Click the “CMS System” link to return to your department folder. 
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Uploading Multiple Documents or Word Documents/PDFs/JPEGS to Your Webpage Content 

1. Expand the “departments” folder by clicking on the + .  

2. Right click on your department folder and select “New” then “Multiple Files”.  

 
3. On the next page (the “File Upload” screen), select the number of files you wish to upload next to 

“Number of files to upload”. You can load up to 19 files at one time. You will browse your system to 

locate each file for uploading.  

4. Click “Save” once all files are located and ready for uploading.  

 
5. All documents such Word documents, PDFs, and JPEGs are now available for your use. To link these 

documents into your webpage content, please follow the same linking directions for Inserting 

Images on p. 12.  You will browse and locate the files in your department’s folder or the image 

folder.  
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Publishing Your Webpage Content (Converting to LIVE Web Content) 
*Please note: you must be a publisher to complete these steps.* 

1. Log in to the dotCMS website for EUP to begin updating your webpage. The address is: 

http://cms.edinboro.edu/c 

2. Please sign in using your University email address and network password. Click “Sign In” to enter the 

CMS webpage construction browser. 

3. You are now at the homepage. To begin, float over the “Website” tab and drag down to “Browser”. 

Click this link. 

4. Expand the “departments” folder by clicking on the + and right click on your department folder.  

5. Your webpage content will appear in the adjacent menu. Double-click on the webpage content you 

wish to “publish” or make live. 

6. You are now at the editing-capable webpage. ***You need to review and make any applicable 

changes before you publish the webpage.*** 

7. In the left-menu bar, you will notice a “Publish Page” function. Click this link to begin the process of 

publishing your page. 

 
 

8. A prompt will appear confirming your command to publish the webpage content. Click “OK”.  

9. The next page will provide you with a 2nd confirmation of your command to publish the webpage 

content. Click the “Publish all related assets” link.  

 

 

http://cms.edinboro.edu/c
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10. You will then be returned to the editing-capable page. Please notice in the visual below how two 

new tabs have appeared for Preview and Live modes. The Live mode allows you to review what the 

webpage content will look like on the Internet. When you have completed the publishing and review 

of the published page, click the “CMS System” link on the left-side menu bar.  

 
11. In the Website Browser, your webpage content will now appear as “Live” indicated by the dot 

turning from yellow to green in color. Each page of web content must be published separately, 

following the previous steps, to move it from the Editing Mode to Live Mode on CMS. 

 

 

 

 



19 

Deleting Your Webpage Content- For Developers and Publishers 

1. In the “Website Browser” underneath your department’s folder, right-click on the webpage content 

you wish to delete.  

2. Click on “Archive”. (.ŜŦƻǊŜ ȅƻǳ ŎƭƛŎƪ ά!ǊŎƘƛǾŜέΣ you must first ensure your webpage content is 

άǳƴǇǳōƭƛǎƘŜŘέ- not live content. You will not be able to archive the webpage content when it is live 

content or published. To unpublish your webpage content, please refer to page 20- Additional Notes 

to Publishers.) 

 
 

3. Click “OK” to the prompt.  

4. A green checkmark (i.e. Page archived) will appear at the top of the page.  

5.   This canister logo with “Show Archived” appears at the bottom of the Website Browser. This 

function allows you to view “Archived” (deleted) webpage contents by clicking on the canister. You 

can “Unarchive” webpage content to restore it for use. “Hide Archived” will hide all deleted 

webpage content.  

a. Note: Any webpage content “archived” (deleted) by either the developer or publisher can be 

assessed by either user to “Unarchive” it.  

b. To permanently delete webpage content: click Show Archived  - right click on the desired 

page you wish to permanently delete- click “Delete Page”- confirm with OK.  

 
***DO NOT delete webpage content if your department/office may reuse the content in the 

future. Leaving webpage content in Archived area does not affect your current webpage 

content in CMS.  

 

javascript: ;
javascript: ;
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Additional notes to Publishers: 

 Make your new Index page live first before you convert your other webpage content. 

 You must link all new webpage content to your new Index page. Please follow the instructions 

for “Converting Page Links in Your New Webpage” on p. 6-7 in this packet. 

 You must email your new Index page web link to Christopher Falzone (cfalzone@edinboro.edu). 

Only the Index page web link must be emailed to update the University webpage content links.  

 To unpublish webpage content, right-click on the webpage content in your department’s menu. 

Click the “Unpublish” link. Your webpage content will switch from the Live mode to the Editing 

mode.  

 

 

 

 

 

 

 

 

 

 

 

 

mailto:cfalzone@edinboro.edu


21 

Changing a Developer to a Publisher- CMS User Privileges 
 
To change CMS user privileges, the department chair will need to do the following: 
 

1. Email Andrew Lawlor (lawlor@edinboro.edu) and for SOE Chairs CC: jkearney@edinboro.edu.  
2. Indicate the employee name and request for publisher privileges for the user.  

 
This request will be reviewed and a decision will be made on converting the user’s privileges from 
developer to publisher.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:lawlor@edinboro.edu
mailto:jkearney@edinboro.edu
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Creating a Web-Friendly Name for Webpage Content 
***This step will ensure your webpage content is named appropriately for web user readability.  
 
1. Double-click on the webpage content to load your editing-capable webpage. 
2. Click the “Page Properties” link on the left menu bar.  

 
3. Click on the “Advanced Properties” tab in this screen.  
4. Under this tab, review the webpage content name in the “Friendly Name” field. This is the webpage 

content name displayed to the webpage content visitors. Review and change as needed. 

 
5. Click the “Save” button on this screen to ensure your “Friendly Name” updates to the webpage 

content.  
6. On the left menu, click “CMS System” to return to the website browser.  
7. Continue to review each page of web content to update the friendly name. 
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Updating Your Department/Office Keyword Search 
ϝϝϝ¢ƘŜǎŜ ƪŜȅǿƻǊŘǎ ŀǊŜ ǳǎŜŘ ƛƴ ǘƘŜ ά{ŜŀǊŎƘέ ŦƛŜƭŘ ƛƴ ǘƘŜ 9ŘƛƴōƻǊƻ ¦ƴƛǾŜǊǎƛǘȅ ƻŦ tŜƴƴǎȅƭǾŀƴƛŀΩǎ ƘŜŀŘŜǊΣ 
available throughout the multiple pages of the EUP website. 
 

 
 

Christopher Falzone (cfalzone@edinboro.edu) can update or add keywords for your department or 

office’s keyword search terms. By sending an email with your new keywords, the Edinboro University 

website will be updated or added. The new website links for your new pages in the CMS System must 

also be linked into your keyword search. You must send your new website links to the above email 

address with your keywords to ensure your keyword search is linked to your current webpage content 

version.  

To review your current keyword search terms for your department or office, type “list keywords” in the 

Keyword Search field on the Edinboro University website.  

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:cfalzone@edinboro.edu
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Resizing the CMS Editing Workspace 
ϝϝϝ¢Ƙƛǎ ŦǳƴŎǘƛƻƴ ŀǇǇƭƛŜǎ ǘƻ ǘƘŜ ŎƻƴǘŀƛƴŜǊǎ ƛƴ ά9ŘƛǘƛƴƎ /ƻƴǘŜƴǘέ ǿƛǘƘ ǘƘŜ ά.ƻŘȅέ ǎŜŎǘƛƻƴ ƻŦ ǿŜōǇŀƎŜ 
content.   
 
1. Click “Edit Content” under the blue arrow of the select container to add or edit webpage content. 

 
2. In the “Add/Edit Content” section, the “Body” portion of this page can be resized to enlarge or 

reduce the space.  

3. Use the pull-tab in the corner of the space to enlarge or reduce the space. Readjust the space as 

needed in the adding or editing of new content.  
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Anchoring Webpage Content within Websites 

***This function is used to ƭƛƴƪ ŎƻƴǘŜƴǘ ǿƛǘƘƛƴ ŀ ǇŀƎŜΦ !ƴ άŀƴŎƘƻǊέ όƻǊ ƭƛƴƪ ŎǳŜύ ƛǎ ǎŜǘ ŀǘ ŀ ŘŜǎƛǊŜŘ ǇƭŀŎŜ ƛƴ 

a document using a name attribute and a related text destination. For example, a course code 

(COUN744ύ Ŏŀƴ ōŜ άŀƴŎƘƻǊŜŘέ ǘƻ ŀ ōǊƛŜŦ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ŎƻǳǊǎŜΦ  

1. In the editing-capable webpage of your selected content, click the blue drop-down arrow to “Edit 

Content” of the selected container.  

 
2. You are now at the “Add/Edit Content” screen for the container. All text must be entered and 

arranged before you begin the process of anchoring. In this example, the course title “COUN744” 

will need to be anchored to the course description for COUN744. 

3. First, scroll down and locate the course description. Place your cursor in front of the course 

description. 

 
4. Next, click the  symbol on the menu bar.  

5. In the pop-up screen “Insert/Edit Anchor”, title the anchor in the space as the course code 

(COUN744). Select “Insert”.  

 
6. A yellow anchor logo will now appear in front of the course description. 

 

javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceInsertAnchor',false);
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7. Next, scroll back up the content page and highlight the text where you want the anchor text linked 

to for the user’s use.  

 

8. Then, click the  logo in the menu bar to link the text to the anchor text. 

9. In the pop-up screen, click the drop-down arrow for the “Anchors” field and select the anchor 

created for “COUN744”. Select “Insert”.  

 
10. The text (the course number) is now anchored to the course description. 

11. Repeat these previous steps as needed to anchor names/titles to text descriptions. 

 

 

 

 

 

 

 

 

javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceAdvLink');
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ά.ǊƛƴƎ .ŀŎƪέ tǊŜǾƛƻǳǎ ²ŜōǇŀƎŜ /ƻƴǘŜƴǘ ±ŜǊǎƛƻƴǎ 

***dotCMS ŀƭƭƻǿǎ ŀ ŘŜǾŜƭƻǇŜǊ ƻǊ ǇǳōƭƛǎƘŜǊ ǘƻ άōǊƛƴƎ ōŀŎƪέ ǇǊŜǾƛƻǳǎƭȅ ŎǊŜŀǘŜŘ ǿŜōǇŀƎŜ ŎƻƴǘŜƴǘ 

versions. These versions are versions created prior to the most recently saved version. Multiple versions 

ƻŦ ǿŜōǇŀƎŜ ŎƻƴǘŜƴǘ Ƴŀȅ ōŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ ŀ ŘŜǾŜƭƻǇŜǊ ƻǊ ǇǳōƭƛǎƘŜǊΩǎ use.  

1. In the editing-capable webpage version of your webpage content, click on the “Page Properties” link 

in the left side menu bar. 

 
2. In the next screen (the “Add/Edit HTML Page), click on the “Versions” tab. 

 
3. In the list, you will first see your “Working Version” (active version) of the webpage content 

followed by a list of previous webpage content versions. Each previous version has a “Bring Back” 

option listed in front of it. Select which previous version you wish to “bring back” to active status 

and click “Bring Back”. A prompt will confirm your decision- click “OK” to perform the process.  
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Redirecting Your Old Webpage Content to the CMS Webpage Content 

***This process must be completed to update your webpage content links available through various 

internet search engines and to ensure all visitors view the newest webpage content.  

 

1. Log into WPS (Web Presence System), find your selected page and “edit this page” - to open your 
page in WPS.   

2. Locate the “TextArea”, which contains the main content for your page.   
a. You’ll need to “change mode” to HTML, simply click on the “Change Mode” button.   

3. Scroll to the very bottom of ALL your script (placed just above the <DIV></DIV> end script line) and copy 
& paste the following script into your TextArea box: 

<script type="text/javascript">window.location=“NEW WEB ADDRESS";</script> 

 

4. After you paste the above script, you will need to change the NEW WEB ADDRESS within the script 

to your NEW CMS webpage address. You must copy & paste the new URL address from your CMS 

webpage content. DO NOT type this new URL because it will not function properly. This URL is the 

address a user will be redirected to on the web.   

5. After you have completed the address change, simply review the page and your NEW page should 

be displayed. 

6. Please save your update.  

7. This process should be repeated with ANY of your old pages, which should be redirected to a new 

page.   

*** If you do not insert a redirect, there is always a possibility someone will access the OLD 

information – unless your old page is a CWIS page.  Please remember that CWIS pages will not be 

accessible after May 31st. 

http://cms.edinboro.edu/departments/education/dean_of_ed_index.dot

