What is CMS?

CMS stands for Content Management System and it is a generic name for a web application used for managing
websites and web content. Web content is documents, news, events, and images. MSN.com and Charlotte.com
both utilize a CMS. It allows you, the web publisher, to concentrate on the information you want to put out to
your website. You don't have to worry anymore with creating templates so that your site looks uniformly like the
rest of the College site. No more creating navigation for your pages. No more FrontPage, and no more HTML.
Content editing is done Through The Web (TTW) with a simple text editor built into the CMS.

How do I access my CMS site?

The CMS site is the College home site www1.cpcc.edu . Your site will be a directory below the main page. When
you log in, you need to navigate to your site by typing in the URL. Examples: Admissions will go to
www1.cpcc.edu/admission. Outreach and Recruitment will go to www1.cpcc.edu/outreach-recruitment.

How do I log into the CMS site?

Enter http://www1.cpcc.edu/login_form . Note that you have to use www1. If you get a page that says
“Document not found”, first check to make sure that you used the correct domain name. If you get a Security
Alert window, click the button labeled Yes to proceed.
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When you get the login form, enter your username and password. Click the button labeled log in to log into the
CMS.
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You will get a message saying that you are logged in. Note that there is a new menu bar on the page now. This
is called the Personal Actions Bar.
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How do I log out?
Click log out on the Personal Actions Bar.
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How do I change my password?
Select preferences from the Personal Actions Bar.
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Fill in the fields on the Change Password page and click change password button.
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OK, I'm logged in. Now what?
Type the URL for your site in the address bar. When the Web Service team created your account, they also
created a temporary home page for you. That is the first thing you will change. Notice that the content is

displayed inside a green frame called the Content View. This view will change depending on content type you are
working with (folder, page, weblink, file).
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The Content Tabs allow you to perform the following tasks:
e content. displays the contents of the parent folder
e view: see what the public sees
» edit: change this content
«  properties. information about this content
» sharing: allow other users expanded access



I want to edit my home page.
Make sure that you home page appears in the Content View, and click on the Edit tab.
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The Kupu editor will appear. The Kupu editor works like a simplified word processor. Most of the icons should be
familiar to you from MS Word. Feel free to experiment with the buttons and learn what they do. No one can see
your page until you publish it.



Can I change the color of the font I am using?
No, the color of the font, the font type, and font size are all set by the stylesheets that the CMS is using. This is
to ensure that each page is uniform as you move from section to section within the College website.

How do I create navigation links on the navigation bar?
Go to the home folder for your section if you are not already there. Clicking on the breadcrumb trail is the fastest
way to get to your home folder.
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Click on the Add Item menu option and select Folder.
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Enter a title for the folder and an optional description. The title will be displayed in the navigation bar when you
publish the folder. Click Save.
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Then click on the state menu and select Publish. The folder name will now appear on the left in the navigation
bar.
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Next you add a page to the folder for the link to go to when a user click on it. Click Add Item menu and select
Page. For the page title, enter the exact same name you used for the folder name / navigation link. You may
enter a brief description if you wish. Whatever you type in the description field will appear in bold at the top of
your page, right below the page title. Add your content in the Kupu editor. When you are done, select Save. Then
go to the step “Set the default page for the folder”.



Set the default page for the folder

Go to the folder that you want to set the default page for. Select the content tab. From the display menu select
“Choose content item as default view”.
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The CMS will display all the pages in the folder. Select the one that you want to make the default page, and click
save.



How do I remove a link from the navigation bar?
Go to the top level folder of your section (in this example, it would be “outreach and recruitment”) and click the

content tab. The CMS will show you the contents of that folder. Select the subfolder you want to remove from the
navigation bar and check the box beside it. Then click the Delete button.
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How do I change the order of the links in the navigation bar?
Go to the home folder for your section and click the content tab. On the right you will see a column named Order.
Click the up or down arrow for the link you want to move.

I've add a page to one of my folders, but it doesn’t show when I click the link. Why not?
Did you remember to make the page the default page for the folder? See “Set the default page for the folder”. If
you have logged out of the CMS, your pages will not be visible until they have been published.



How do I get my pages published?
From the State menu, select Submit.
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This changes the state to pending. Do this for every page you create. Once you have completed your site, a
wrap-up meeting is schedule with the Web Services team to review your site. When the site review is complete,
the Director of Web Services will change the state of your pages to published, and they will then be visible to
everyone on the web.




