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Using the OISE Content Management System (CMS) version 0.5  
 
About versions: If the footer of your site contains the words OISEcms v.0.5, this is your 
help file. 
 If your site’s footer reads OISEcms v.1.0, you should download the help file for 
that version, by following the Help link on the left side of the page in the editable version 
of your site. 
 
Version: 5. Revised: April 29, 2009 
Changes from Version 4: 

 Introduced distinction between two versions of the CMS, version 0.5 and version 
1.0. 

 Added description of the new functionality for deleting pages and directories 
through the site map (section The Site Map). 

 Added descriptions of new buttons on the web-based editor. (section Adding 
Content and Editing Your Pages with the Web-based Editor, buttons 5 Preview, 9 
Print, 23 Blockquote, 30 Show blocks). 

 Added description of the new Video Template in the web-based editor (section 
Adding Content and Editing Your Pages with the Web-based Editor, button 7. 
Templates) 

 
 
A history of earlier revisions can be found at the end of this document. 
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Using the OISE Content Management System (CMS) version 0.5 
About versions: If the footer of your site contains the words OISEcms v.0.5, this is your 
help file. 
 If your site’s footer reads OISEcms v.1.0, you should download the help file for 
that version, by following the Help link on the left side of the page in the editable version 
of your site. 

Starting Out 

Direct your web browser to the address of your website (normally, this address 
will have the form http://www.oise.utoronto.ca/preview/yourfolder/). On the way to your 
site, you will be presented with a login prompt. Log in with your UtorID. To edit your 
site, you must have your UtorID login, or an alternative access that was sent to you by 
Education Commons. Please inquire with your contact at Education Commons if you are 
unable to edit as described in the following pages. 

Once you have logged in, you should be taken to the content management system 
(CMS) version of your site. The CMS site can be viewed in two modes: preview or edit. 
In edit mode, you will see numerous instances of the edit icon ( ) on the page. To 
toggle between edit mode and preview mode, click on the leftmost edit icon on the page 
(above the Help and Approve links). The site must be in edit mode for you to make any 
changes or additions. 

 
 
 
 
 
 

 
Figure 1. The OISE website in the CMS. OISE’s main site uses left-menu navigation. 

Toggle between edit 
and preview modes 

Main menu Header menu 

Submenu 
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Building Your Site and Making It Public 

The web address where you edit your site with the CMS is not the same as the 
address where others will view it. At the CMS address, you can take your time building 
the site as you wish, going through several revisions or experimenting with different 
ideas, assured that no one can see your work unless they have been assigned access to the 
CMS version of the site. Only after an assigned member of your team approves the final 
version, and requests that Education Commons make the site live, will it appear at its 
public URL. 

After going live, you can still make additions and changes at your own pace; 
nothing that is done in the CMS will be visible to your site’s visitors until a person with 
designated authority publishes the changes. See below, under Approving Changes, for 
details on this process. 

Navigation Menus: Two Layout Schemes 

In the OISE CMS, you build your site by adding items to its navigation menus. 
Every time you add a menu link for a new web page within your site, the CMS creates a 
new, blank page connected to that link, ready for you to begin editing. 

The locations of your navigation menus will depend on the layout templates used 
for your site. Figure 1, above, shows a site with left-menu navigation, while figure 2, 
below, shows a site with crossbar navigation. 

 
 

 

 
Figure 2. A site with crossbar navigation. 
 

The terms crossbar and left-menu refer to the location of the main menu, 
positioned either horizontally across the top of the page, just beneath the banner 
(crossbar), or vertically in a column on the left side of the page (left-menu). These 
different locations of the main menu afford different positionings of submenus of the 

Header menu Main menu 

Submenu 

Quick links menu 
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main menu. In the left-menu navigation scheme, any submenus of the main menu will 
open up indented within the main menu itself (cf. the Students submenu in figure 1), 
while, in the crossbar navigation scheme, submenus appear in the column on the left side 
of the page (cf. the Home Menu in figure 2, which is a submenu of the main menu’s 
Home item). 

The left-menu and crossbar navigation schemes were conceived to serve the needs 
of small and large sites, respectively. If your site will be relatively small, with a handful 
or two or main menu links, a few of which will be submenus while the rest point to single 
pages, then the left-menu scheme is probably best suited to your needs. If, on the other 
hand, your site will be larger, and divisible into clearly defined sections, each of which 
will have numerous pages, then the crossbar scheme will probably work better, allowing 
your site’s visitors to navigate from section to section by clicking on the crossbar, loading 
each section’s submenu into the left-hand column as they go. 

Both schemes also feature a header menu at the top right of the page. The header 
menu usually holds just a few important links that deserve a position of prominence (e.g., 
on the OISE home page, as of this writing, the header menu contains links to the OISE 
site and the U of T site). Some groups, those with smaller, essentially self-contained sites, 
have not felt the need for the header menu at all. Its use is entirely optional; as long as 
you add no items to it, nothing will be displayed. 

The crossbar navigation scheme also offers one more menu where you can create 
navigational links, the drop-down menu. Links in this menu are displayed on a drop-
down list which is revealed only when a visitor clicks on it, meaning they are not as 
readily visible as other links, something to bear in mind when you consider which links, 
if any, to add to this menu. 

Adding Pages to Your Site 

To add a page to your site, click on the edit icon above the menu where a link to 
that page should appear. (Follow this procedure even if the page you are adding should 
not appear on any menu: you can specify that preference at a later stage in the process). 
On some sites, items in the main menu will contain their own submenus. If the page you 
are adding belongs on a submenu, navigate to that submenu and click its edit icon. 

 

 
 
Figure 3. Edit icons for the main menu and a submenu. 

In this example, the STUDENTS menu item has its own 
submenu, with its own edit icon. To add more items to 
the STUDENTS submenu, you would first click on 
STUDENTS in the left menu, causing the submenu and 
its edit icon to appear, then click on the submenu’s edit 
icon. 



 8 

Add Menu Item 
Clicking a menu’s edit icon will open the menu editor, where you will follow a 

three-stage process to add an item to the menu. In the first stage, enter the name of your 
new menu item, as it should appear on the menu. Remember that, even if you choose not 
to make your new item visible in any menu, it will, once approved, appear on the site 
map, so you should give it an intelligible, meaningful name. 

 
Figure 4. The CMS menu editor. 
 

After entering the name in the New Menu Item Name field, click the button 
labelled Add Menu Item..., which will lead you to the second stage of the process. The 
menu editor interface will change, so you can choose the type of item you want to add. 

Choose Menu Item Type 

 
Figure 5. Choosing the type of menu item to add. 
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There are four choices on the Choose Menu Item Type drop-down menu. 
Add New Single Page: Creates a new single web page that displays in the menu. 

If you add a new single page to a menu, you will not be able to add a submenu at that 
point on the menu. If you believe you may wish to add a submenu at a later date (or if 
you just aren’t sure), it is best to select Add Submenu of Pages, so you will always have 
the option. 

Add Submenu of Pages: Creates a new web page that displays when this menu 
item is clicked, and gives you the ability to add more pages in a submenu under this new 
menu item. Adding a submenu is the strategy to pursue if you are creating not just a new 
page but a new section on your site. For an example of a site section with its own 
submenu, see the OISE home page, where the left-menu item STUDENTS leads to 
information for and about students at OISE; because this topic is too large to fit on a 
single page, STUDENTS has been created as a section of the site, so that a submenu, 
offering links to numerous pages, appears on the left menu, under STUDENTS, when a 
user clicks the main STUDENTS menu item. On a site with the crossbar navigation 
scheme, this submenu would appear in the column on the left side of the page, changing 
every time a different submenu link is clicked in the main menu.  

If you add submenu items that are themselves of the type Submenu of pages, it 
will be possible to create submenus under each of them as well. 

With the flexibility to create submenus at any point on any menu, it is possible to 
produce some overly complicated navigation schemes. It is best to plan out the 
hierarchical structure and navigation of your site before you actually begin creating 
menus, or you may end up spending a lot of time undoing your false starts. 

Note that every time you create a submenu, you are in fact adding a new 
directory/folder to the behind-the-scenes structure of your site. Any pages added to this 
submenu will be stored inside the new directory/folder. This fact becomes meaningful if 
you are ever considering deleting these submenus/directories/folders later on (see below, 
Deleting Pages and Menu Items and The Site Map). 

NOTE: The horizontally presented header menu, as it appears on most OISE sites, 
has no graceful way of displaying a submenu. It is not advised that you add submenus 
there. 

Add Link to URL: Creates a menu item without creating a new page. Use this 
option to link to either a) an external URL (e.g. http://www.sitelink.com) or b) an internal 
web page that already exists in your website. When you choose Add a New Link, you will 
be presented, as the third stage of this process, with the option of either entering the URL 
of an offsite web page or resource (to ensure accuracy, the use of copy and paste is 
recommended), or clicking on Choose a Page on This Site and selecting from a list of all 
the pages on your site. 

Add New Page (Not in this Menu): Creates a single web page, but does not create 
a menu item linked to that page. Add a page in this way if it makes sense to link to that 
page only from in-text links on your site, not from the site’s main navigation system. 
Remember that a page added in this way will appear on the site map, so be sure to 
navigate to the appropriate section in your menu hierarchy before adding it, so it will 
appear under the right heading on the site map page. 
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Choosing a Page Layout 
In the third stage of this process, if the new item you are adding is a web page 

within your site (i.e., if you have selected anything but Add a New Link when choosing 
the menu item type), you will be asked to specify which layout you wish to apply to your 
new page. The choices, on most sites, are between a main and a content layout; a main 
page displays a larger banner, while a content page displays a smaller banner. Typically, 
site creators might use the main page layout for the home page, and the front pages of 
any major sections in the site, and the content page layout for lower level pages; 
however, there is nothing to force you to follow such a scheme. For each page type, you 
also, have a choice of the number of columns you want for laying out text on the page, 
one, two, or three. 

 
Figure 6. Choosing a page layout. 

Add Menu Item 
After selecting the layout you want to use, click on the button labelled Add Menu 

Item to add the new item to the menu. Your new item will be added, and the CMS Menu 
Editor will return to its first stage, where you can begin adding another item, if you wish. 

Save Menu 
Once you have created as many items as you wish to add to the current menu, 

click Save Menu to save your work and exit the CMS Menu Editor. 

Discard Menu Changes 
Notice that the menu editor features a button labelled Discard Menu Changes. If 

you click this button before pressing the Add Menu Item button, the menu editor will 
close, and neither the page nor the menu item you were adding will be created. However, 
if you choose to discard your changes after you have clicked Add Menu Item, the new 
item will not be added to the menu, but the page (or site section, if you were adding a 
submenu of pages) will have been created, and will be accessible through the site map. 

Positioning Items on the Menu 

When you add a new item to a menu, it will appear as the last item on that menu. 
If that is not the position you want it to have, click again on the menu’s edit icon, to 
reopen the menu editor and change the item’s position. 
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Figure 7. Selecting a menu item and changing its position on the menu. 
 

Within the menu editor is a list of all the items on the menu in question. Click on 
the item whose position you wish to alter: the menu editor interface will change, 
presenting you with four buttons you can use to move the selected item. 

Up and Down 
Use these buttons to move a selected menu item up or down, relative to the other 

items on the menu. Each click of these buttons moves the selected item by a single 
position, in the chosen direction. 

>> (Indent) 
Use this button to indent the selected menu item by approximately 2 character 

widths to the right, relative to the other items on the same menu, perhaps to indicate that 
it is hierarchically subordinate to the item above it. Note that this indentation can only be 
applied once to any menu item; you cannot click the indent button repeatedly to push the 
selected item further and further to the right. Once an item has been indented once, the 
direction of the arrows on the indent button is reversed, (i.e., <<), and clicking it will 
remove the applied indent. 

Hide 
Use this button to prevent the selected item from appearing on the menu at all. 
Hidden items will continue to be visible on the menu in edit mode, displayed with 

two asterisks to remind you that they are in fact hidden, but still accessible so that you 
can navigate to them and make changes. Toggle into preview mode to see the effect of 
hiding an item. Hidden items also remain accessible within the menu editor, flagged with 
a red and white arrow icon. In figure 7, the CTL item has been hidden. 

When you select a hidden item in the menu editor, the Hide button is replaced by 
the Show button, allowing you to restore the item to visibility. 
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Deleting Pages and Menu Items 

There are two options for removing an item from the menu. 

Remove Menu Item 
Clicking this button will remove the page or section name from the menu, but 

leave the page on the site, at its original location. The page will continue to appear on the 
site map, and be accessible via any links or bookmarks that point to it. 

Delete Page and Remove Menu Item 
Clicking this button will remove the selected name from the menu, and delete the 

page, or the section and all the pages it includes. If you delete pages from your site, be 
sure to remember to clean up any links to those pages you may have created on other 
pages of your site.  

Notes on Deleting 
Unlike pages that are hidden or removed from menus, deleted pages are in fact 

gone; they cannot be retrieved at their former locations, nor found on the site map. If you 
need to get them back, it is possible to restore them by rolling your site back to an earlier 
state, but this option would normally be seen as a last resort, as it would mean losing any 
work you had done since the date you rolled back to. 

If the menu item you have selected is a link to a submenu of pages, the button that 
appears will be labelled Delete Submenu of Pages and Remove Menu Item. This is an 
important distinction to observe, because, if you choose to delete a submenu of pages, 
all the pages linked from that submenu will be deleted from your site. 

If the menu item you have selected is a link to an external page (i.e., a link created 
using the option Add Link to URL), the button labelled Delete Page and Remove Menu 
Item will not appear, because there is no site page to delete in this case. 

If you select a menu item pointing to the page that was displaying in your browser 
when you accessed the menu editor, the option to delete and remove will not be available 
to you. In the case of a submenu of pages, you will be unable to delete the submenu, or 
any of its items, if you were on any of the pages it contains. For technical reasons, the 
CMS cannot accept an instruction to delete the page it is currently displaying. In this 
case, close the menu editor (saving or discarding your changes, as appropriate), and 
navigate away from the page or section you want to delete. Then, reopen the menu editor. 

The remove and delete functions will behave slightly differently depending on 
whether or not the item in question has been approved for appearance on the public 
version of you site. If the item has been approved, its deletion or removal will also 
require approval before taking effect on the public site. If, on the other hand, the item was 
never approved, then removing or deleting it will not require approval. This last point 
also means that there is no way to restore a page (i.e., by rolling the site back to an 
earlier state) if the page is deleted without ever having been approved. 
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Editing Menu Items 

To rename a menu item, or to change the page layout of a page in your site that is 
linked from a menu item, click on the menu item once to select it from the list of menu 
items in the CMS menu editor, then click on the Edit Menu Item button. The CMS menu 
editor’s window will change to present the options for editing the chosen item. 

 
Figure 8. The options for editing a menu item. 

Renaming Menu Items 
If you want to change the name of the selected menu item, simply type the desired 

new name in the field labelled New Menu Item Name. At this point, you can also choose 
whether or not you want the URL of the page linked to this item to change as well. If 
your site is young or not yet live, you will probably want to rename the URL to 
correspond with the menu name, but, if your site has been live for some time and you 
think people may have bookmarked the URL in question, you might choose to leave the 
URL as it is and only change the name in the menu. If you do want the URL to change at 
the same time as the menu, place a checkmark in the box immediately below the field 
where you’ve entered the new name. 

Changing a Page’s Layout 
You can alter the layout of the page linked to the selected menu item by choosing 

a new option from the drop-down menu labelled Choose new layout. The options here 
will be the same as those presented when you first chose the layout for the page (see 
figure 6).  

Notes on Editing Menu Items 
As with deleting and removing menu items, if you select a menu item pointing to 

the page that was displaying in your browser when you accessed the menu editor, the 
option to edit that item will not be available to you. If the item points to a submenu of 
pages, you will be unable to edit the item, or any of its sub-items, if you were on any of 
the pages in that submenu. For technical reasons, the CMS cannot accept an instruction to 
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edit the menu items attached to the page it is currently displaying. In this case, close the 
menu editor (saving or discarding your changes, as appropriate), and navigate away from 
pages linked to the menu item you want to edit. Then, reopen the menu editor. 

To record your changes to the menu item, be sure to click the button labelled 
Submit Edit before exiting the CMS menu editor. 

The Site Map 

You may notice a Site Map link in the footer at the bottom of all your site’s pages. 
Clicking this link will bring you to a listing of all your website’s pages, arranged under 
headings and subheadings representing their positions in your site’s hierarchy (i.e., their 
position on the various menus, submenus, or subsubmenus of your site). This site map is 
automatically generated by the CMS, meaning it is not directly editable in the same way 
as other pages in your site. There is an editable area at the top of the page, where you can 
add a title or text if you wish, but the listing of pages is outside this editable area. The site 
map does offer some other editing possibilities for users with administrative privileges, 
however. 

Using the Site Map to Delete Pages and Directories 
Working in edit mode, if you have administrative privileges you will be able to 

delete elements of your website, including some that are not reachable using the CMS 
Menu Editor’s Delete functionality. 

Deletion is an option both for pages and for entire directories/folders of pages 
(remember that the directory/folder structure of your site’s files is a product of the 
menu/submenu structure that was created in building your site: every time a submenu 
was added to your navigation system, a new directory/folder was created to hold the 
pages created under that submenu). 

Most important to understand is that deleting a page or directory/folder via the 
Delete commands on this site map will not delete the corresponding menu item for 
that page or directory/folder, should one exist; any such menu items will remain in 
place as broken links on your menu. If you want to delete pages that are linked to your 
site’s menu system, you almost certainly should be using the CMS Menu Editor’s Delete 
functions, not the ones on this site map. See the section Deleting Pages and Menu Items, 
above, for the details of using the CMS Menu Editor to delete, simultaneously, a page or 
directory/folder and its corresponding menu item. The Delete commands on this site map 
are mainly intended for deleting pages that are not found on your site’s menu system. 

 
Figure 9. The hierarchical site map’s delete commands. 
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Also, be aware that deleting a page erases it from the system. If you delete a 
page that you have never approved, that page will not be retrievable; should you decide 
that you want it back again, you will have to create it anew. And, don’t forget that other 
pages on your site may contain links to the page you delete; these links will be broken by 
the deletion of the page, and should be removed. 

The Delete Single Page button deletes the single page with all its content. 
The Delete Directory button deletes the directory/folder and all of the pages in it 

(i.e., all of the single pages listed under the directory/folder’s heading on the site map; in 
the Figure 9, above, the Delete Directory command will delete all the pages shown). 
Before deleting an entire directory/folder, be sure that none of the directory’s pages 
contain anything you need to keep. As noted above, directories/folders on your site 
correspond to submenus of pages that have been added to your menu system; therefore, if 
you are deleting a directory/folder via the site map, the chances are quite good that you 
will still have its submenu to delete from your menu system. If this describes your 
situation, you probably should be using the CMS Menu Editor’s Delete functions to 
delete the directory. See above, Deleting Pages and Menu Items. 

The Site Map and the Visibility of Your Site’s Pages 
The site map reveals all of the pages in your site, even those that have been 

hidden from all navigation menus and unlinked from all other pages so that they might 
not be found by the public. So, be aware that there is no way, short of actually deleting it, 
to completely hide a page from the public eye once it has been approved and made live, 
something to consider when you are deciding whether or not to make a particular page 
live. 
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Approving Changes 

The changes you make to your site using the CMS will not be reflected on the 
public version of the site until you have approved them. To approve changes, click on the 
Approve link on the far left side of the CMS page. You will be taken to a new interface, 
the CMS Edit Approval page. 

 
Figure 10. The CMS edit approval page. 
 

The CMS Edit Approval page will contain a listing of all the pages that have 
changed since the last approval. Using this page to post your CMS changes to your public 
site is a two-step process. First, approve the set of changes you want by selecting, using 
the checkboxes next to each one’s name, the pages with changes that are ready to be 
made live. Once they are all selected, press the button labelled Approve Selected 
Changes. 
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Figure 11. Listing of uploaded files for approval. 
 

As well as publishing the content you’ve added to pages, you have the ability, 
through the CMS Edit Approval page, to publish any files you’ve uploaded. The approval 
interface displays uploaded user files sorted into four types: File (e.g., Word .docs, .pdf’s, 
etc., which you have uploaded and, usually, linked from the pages of your wiki), Image 
(i.e., image files you have uploaded and embedded in your pages), Flash, and Media). 
Place checkmarks next to any files that you want to make available to the public. Note 
that any file that is linked to or embedded in a page on your site will be approved at 
the time that the page is approved. The separate listing of these files is presented to 
make it possible to approve them for direct download without linking them to any site 
page, or, more often, to allow for approving a change made to an uploaded file after it has 
been approved. 

The second step required to make the approved changes appear on the public 
website is to declare that this set of changes should be made live. The CMS Edit 
Approval page contains a drop-down menu listing all the approved sets of changes that 
have been made live in the past. By default, the latest set you have approved, designated 
as Latest Approved Changes, appears as the first item on this menu; earlier sets are listed 
below in reverse chronological order. With the appropriate set of changes selected, press 
the button labelled Make Changes Live; the changes you have made will now appear on 
your public site. 

Discarding Changes 
Sometimes, a change or set of changes may be made but never approved (perhaps 

you added a page by mistake, or changed your mind about certain revisions). In such a 
case, the CMS Edit Approval page’s Discard Selected Changes button can be used to 
clean up the situation very quickly. Use Discard Selected Changes to tell the system that 
you do not approve these changes, and they will be erased from the site’s history. Select, 
using the checkboxes next to each one’s name, the pages with the changes you do not 
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want, and click on Discard Selected Changes; the selected names will disappear from the 
list of edited pages awaiting approval, and the pages themselves will be restored to their 
previous states, as if the changes had never been made. 

Caution: If you have created a new page, but then choose to discard that change 
without ever having approved the new page, the new page will be deleted permanently. 

Approving or Discarding the Addition or Deletion of Pages 
When you use the CMS menu editor to add or delete a page, you will follow the 

above procedure to approve the change. But, there is an extra step in these cases which 
may not be immediately apparent. You will need to approve not only the change 
(addition or deletion) to the pages themselves, but also the change to the affected menu. 
In figure 10, because the addition and deletion of pages has affected the main navigation 
menu, the page index (i.e., the site’s home page) shows an update requiring approval; the 
note reading “Updated: Menu Changed,” reminds you of the reason this approval is 
needed. 

The Authority to Publish Changes to Your Site 
The ability to approve changes, and to make those changes live, may not be 

shared by all the people who edit a site. Some people may have the power to edit the 
pages, but not to approve those edits or make them live. Alternatively, one person may 
have all of these powers. If you do not seem to be able to do what you think you should 
be able to do on the CMS Edit Approval page, inquire with other members of your team 
or with your contact at Education Commons. 

Undoing Published Changes 
Should you inadvertently go live with the wrong set of changes, something that 

should not have been made public at all, you can use the CMS Edit Approval page’s 
drop-down menu (the menu that always defaults to the option “Latest Approved 
Changes”) to locate a previous set of changes and make that earlier set live, thereby 
reverting quickly to a previous version of your site. 

Comparing a Current Page to Your New Version  
You will notice that the name of every site page listed on the CMS Edit Approval 

page is a live web link. Clicking the name of one of your site’s pages here will open a 
new window displaying that page. In the case of a newly added page, the view will not be 
significantly different from what you would see looking at it in the usual way within the 
CMS. But, if you choose to view a pre-existing page that has been revised, you will see a 
side-by-side view showing the current version on the left and the version with the new 
revisions on the right. This view may prove useful in assessing the effect of your new 
changes. 
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Figure 12. Comparing the preview version to the live version. 
 

Links on the CMS Edit Approval Page 
The CMS Edit Approval page has three potentially useful links near the top. The 

Live Site link will open, in a new window, the current public version of your site. The 
Edit Preview Site will open the CMS version, showing your latest changes, also in a new 
window. You may want to use these links to check on the exact state of the current site, 
or of your most recent changes, before making a new version live. 

The Change Log link will take you to a listing of the history of all published 
changes to your site. It takes the form of a computer log, which may be somewhat 
inscrutable to many users, but which can be analyzed to determine the date, the approver, 
and the specific files involved, for any set of changes that is made live. This record can 
prove useful in diagnosing any anomalies or unexpected results that may arise after 
changes are committed. 
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Adding Content and Editing Your Pages with the Web-based Editor 

The new pages you add to your site will, of course, be blank at first. To create the 
content of these pages, navigate to the desired page using the appropriate menu (or the 
site map, in the case of a page not appearing on any menu). With the site in edit mode, 
you will see an edit icon at the top of the content area (i.e., just below the top banner or 
the crossbar menu); click this icon to open the web-based content editor for that page. 
This editor is comprised of a large rectangular field where content can be input and 
formatted, and, above this field, a toolbar containing buttons for formatting your pages. 

 
Figure 13. The web-based editor. 
 

Using the web-based editor is a lot like using a word processor. You can place 
your cursor anywhere on the page and begin typing, or highlight text and press the 
toolbar buttons along the top to apply formatting. 

        If you are going to 
        choose a layout 
        template, do so before 
        adding any content. Use 
        the Add Template icon 
        (see 5. Templates below) 
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The toolbar holds the following buttons: 
             1        2     3      4    5       6      7     8         9 

 
        10    11   12   13   14 

1. Undo and redo. 
2. Find. 
3. Replace. 
4. Select all. 
5. Preview 
6. Templates 
7. Paste plain text. 
 

8. Remove Formatting. 
9. Print. 
10. Insert/edit image. 
11. Insert Flash file. 
12. Insert/edit link. 
13. Remove link. 
14. Insert anchor. 

 
                            15                16   17   18   19         20            21            22        23    24    25   26   27 

 
        28    29    30      31 

15. Style menu. 
16. Bold. 
17. Italic. 
18. Underline. 
19. Strike through. 
20. Subscript and superscript. 
21. Numbered and bulleted lists. 
22. Increase or decrease indent. 
23. Blockquote 

24. Left-align paragraph. 
25. Center paragraph. 
26. Right-align paragraph. 
27. Block justify paragraph. 
28. Insert special character. 
29. Insert horizontal line. 
30. Show Blocks 
31. About FCKEditor 

 
Figure 14. The editor’s toolbars. 

1. Undo and Redo 
As in a word processor, pressing Undo will retract the action you just took, and 

pressing Redo will reinstate the action you just undid. 

2. Find 
Locate a specific word or phrase in the text of your page. 

3. Replace 
Replace a specific word or phrase in the text with a different word or phrase. 

Caution: check Match whole word to avoid replacing parts of words, which is almost 
never what you want to do. Avoid using Replace all, or you may find yourself replacing 
occurrences that should not have been replaced. 

4. Select All 
Click this to select (i.e., for cutting, copying or deleting) everything on the page. 
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5. Preview 
Pressing this button will open a popup window with the contents of the content 

field displayed as they will appear on your page. It’s purpose is to help you see exactly 
what your page is going to look like, which, as experienced users will have realized, is 
not always possible by looking at the editor’s content field while you are working. 

6. Templates 
Before adding any content to your page, you may want to insert a preformatted 

layout template. You may choose a plain page, or a page that incorporates a table (e.g., to 
lay out text in columns). Once the template is inserted, copy or type your text into the 
appropriate areas. All the fonts and titles will automatically be formatted. 

 
Figure 15. Selecting a content template. 

 
Before selecting a template to add to your page, be sure your cursor is placed in 

the spot where you want the template’s elements to appear. Note that multiple templates 
(or multiple instances of the same template) can be applied on the same page. 

A Template for Video Content 
One of the preformatted layout templates has been especially designed for those 

who wish to add video content to a page. It is hoped that the layout suggested in the 
Video Template will simplify the task of adding video content to your site. 
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Figure 16: The output of the video template. 
 

When you insert the video content template into your page, it provides you with 
placeholders for several elements: an image of the video, the video’s title, a link to a 
transcript of the video’s content, and a description of the video. You can simply delete 
whatever elements you do not need. The assumption is that you have already uploaded 
your video file to the server—see 12. Insert/edit link—Fundamental Techniques 
(subsection 3), below, to see how to upload files such as videos to the CMS server. 

The video template provides you with a table containing two cells side by side. 
The left cell is a space for an image to represent your video. e.g., a representative frame 
from the video saved as a .jpeg image. It is recommended that this image be no more than 
125 pixels wide. Once you’ve uploaded the image and inserted it into the page, click to 
select it and choose Insert/Edit Link. Create a link to the video on the server where you 
have uploaded it. Remember that you should provide a link title whenever you create a 
link on an image, so that visually handicapped visitors using screen readers will be able 
to hear what your link is. 

In the right cell of the video template are pre-styled text and links that you can 
edit to suit your own needs. Notice that, when you insert the video template, its links 
do not yet point to anything. It is intended that you might use them if you are providing 
a text transcript of your video. If you choose to use them, you will have to edit the links 
(again using Insert/edit link) to point them at the transcript files you have uploaded. 

Adding the video template to your page also inserts, below the layout table, some 
tips for the use of the template, in a convenient location for you to read them as you 
work—do remember to delete these tips before publishing your page. 

7. Paste Plain Text 
If you paste text directly into the editor from other documents (e.g., web pages or 

formatted word-processor documents), you will find that the editor attempts to duplicate 
the formatting of the original document. This can be a time-consuming annoyance, as you 
end up struggling to remove formatting you never wanted in the first place. The paste 
plain text button will open a new window where you can paste text you have copied from 
a formatted source; when you click the OK button on this window, the text will be 
inserted into your page (at the point where you placed your cursor) without any of the 
formatting it had in the original. 

8. Remove Formatting 
Select text and click this button to remove any formatting from the selected text. 

Caution: often, this button does not seem to work, especially on formatting that has been 
copied in from another document; use the Paste plain text function (number 6 above) to 
get rid of that kind of formatting. 
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9. Print 
This command will print the page that appears inside the editor’s content field, 

with none of the website elements that lie outside that field. The editor’s Preview 
command lets you see just what will be printed. 

10. Insert/edit Image 
Before you can insert an image into your page, you must first upload the image 

file to the web server. This can be accomplished by clicking the Insert/Edit image button 
and then, in the new window that opens, clicking the Link to a file button. You will be 
presented with a listing of the files on the server’s image directory. You upload an image 
to this directory in just the same way as you would upload a document into the Files 
directory (see below, 12. Insert/edit Link—Fundamental Techniques). As with your 
document files, avoid the use of spaces in the filenames, or you will be unable to delete 
your uploaded files later. Again, you can navigate through the existing folders, or create a 
new folder, before uploading the image file from your computer onto the server. 

Once an image has been uploaded to the server, you can include it in one or more 
of the site’s pages. To do so, place your cursor where you want the image to appear on 
the page and press the Insert/Edit Image button. A new window will open, asking you to 
locate the image and specify some properties for it. 

 
Figure 17. Provide information about an inserted image. 
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To select the image you want, press the button labelled Browse server. Another 
new window will open, looking into the web-server folder where uploaded images are 
stored. 

 
Figure 18. Selecting an image for insertion on your page. 

 
Click once on the image you want to insert. The window will close, and the Image 

Properties dialogue will be updated with a preview of the selected image, whose location 
will appear in the URL field. Before clicking OK to actually insert the image on the page, 
you may want to specify some properties for it. 

Alternative Text. Text you enter here will be read aloud to users of screen-reader 
software, which can be of great assistance to visually impaired visitors. In some web 
browsers, the text will also be made visible to users who hover their mouse pointers over 
the image. 

Width and Height. If these are left blank, the image will appear at the size at 
which it was created, which may be perfectly fine in many cases. If the image is far too 
large or too small for the page, consider editing it in an image-manipulation program. 
Only use these fields to make small reductions in the size of the image on the page. Do 
not use them to enlarge the image on the page at all, as the result will be grainy in 
appearance. 

Border. Specify a width, measured in pixels, for a visible border around the 
image; if this field is left blank, no border will be added to the image. The exception to 
this default appearance is an image used as a link, which will have a very noticeable blue 
border around it, unless you set the border to 0 here. 

HSpace and VSpace. Specify an amount of empty space, measured in pixels, to 
be maintained around the image, so that adjacent text does not touch right up against it. 
HSpace (horizontal space) sets the amount of empty space on each side of the image, 
while VSpace (vertical space ) sets the amount of empty space above and below. 

Align. This command will cause the image to be forced to the left, center, or right 
of the page. Test the various options on this menu—the preview will update each time 
you change your choice—until you see the one you want. Note that some of the options 
will cause text to wrap around the image—if this is the desired effect, be sure to insert the 
image in a paragraph of text, not between two paragraphs. Often, placing the cursor just 
before the first word in a paragraph produces the best text-wrapping results. 

Note. To delete an image, simply click on it in the editor window and press you 
delete key. 
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11. Insert Flash File 
Use this button to place Adobe/Macromedia animations on your page. The 

process for doing so is identical to that for inserting an image, except that the file you 
select for insertion must be a Flash animation (file extension: .swf). 

12. Insert/edit Link—Fundamental Techniques 
Select text and click this button to turn that text into a link to another resource on 

the World Wide Web. If you find that the link you have created is not exactly as it should 
be, select the text again and click the same button to edit its properties. 

 
Figure 19. Creating a link. 

 
When you click the Insert/Edit link button you will be presented with a dialogue 

box where you can enter the details of the link you are creating. There are quite a few 
choices to be made here, depending on what kind of link you want. 

1. For a link to a page outside your website, select Link Type: URL. For most web 
pages you will link to, the protocol to select is http://, but some may use https://. To be 
sure, check by looking at the page in question in a web browser. After you have chosen 
the correct protocol, enter the rest of the page’s address in the URL  field. To avoid any 
errors in transcription, which will cause your link to fail, it is best to copy the page’s 
URL from your web browser’s address field and paste it into the URL field. Click OK 
and the link will be created. 
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2. If you want to link to another page on your website, you need enter nothing in 
the URL field; instead, click the Link to an Internal Page button, and a listing of all the 
pages in your site will appear. 

 
Figure 20. Locating a site page to link to. 

 
Click once on the page you want to link to, and the URL field will be filled with the path 
to this page in your site. Click OK and the link will be created. 

3. To link to a non-HTML file on your site (e.g., a PDF document), click the 
Link to a File button. A new window will open, displaying a listing of the resource files 
and folders on your server. Navigate in this window to locate the file you need, and click 
on it to create the link.  

 
Figure 21. Linking to a file. 

 
In case the file you will link to has not yet been uploaded from your computer 

onto the server, the mechanism for doing so is available in the Link to a File window. 
After setting the appropriate resource type (File, i.e., document, Image, Media, or Flash) 
for the file you are uploading, and navigating to the folder into which the file should be 
uploaded, click the Browse button under the heading Upload a new file in this folder. In 
the window that opens, locate the file on your system and double-click on it to enter its 
path in the Upload a new file in this folder field. Now click the Upload button to send a 
copy of the file to the server. The name of your file should appear immediately in the 
displayed listing, so that you can select it and create the link you want. Notice that you 
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can upload files in this way without creating links to them, in case you need to put 
several files on the server without linking to them yet. 

NOTES: If you upload a file with the same name as a file already on the 
server, the original file will be replaced. If you upload a file with spaces in the filename, 
you will not be able to delete it later, so avoid spaces in the names of all your uploaded 
files. You can create new folders on the server through this window, simply by 
navigating to the folder inside which the new folder should be created and clicking the 
Create New Folder button. 

4. Sometimes, you may need to link to a named anchor on another page inside 
your site, so that the link brings the user not just to the top of the linked page, but to an 
exact location on that page. To do this, you need to follow the steps, outlined above, for 
linking to another page on the faculty’s site. Then, when you have selected the page you 
wish to link to, so that the URL field is filled with something like 
Research_Expertise/Research/index.html, you can type in the instruction to jump to the 
anchor on that page. After the page name in the link, type a number sign (#), followed by 
the name of the anchor, as in Research_Expertise/Research/index.html#Smith.  

Note that a different technique is used to link to a named anchor on the current 
page—see below. Also, to learn how to add a named anchor to a page, see below, 14. 
Insert/edit anchor. 

5. To create an e-mail link, select Link Type: E-Mail. The dialogue box will 
change to reflect your choice. You only need to enter an e-mail address to create this kind 
of link—the other two fields are optional, and should be avoided unless you actually want 
to automatically fill in the subject line and the message contents of the e-mails created by 
clicking this link. Click OK and the link will be created. 

 
Figure 22. Creating an e-mail link. 

 
6. Another choice offered on the Link Type menu is a link to anchor in the text. 

This is the kind of link that causes the page to scroll immediately to another section of 
itself; links of this sort are sometimes used to create a small, clickable table of contents to 
aid in navigating particularly long pages. To make use of this choice, you must first have 
an anchor somewhere on the page, to which you can link. If you choose Link Type: link 



 29 

to anchor in the text on a page that has no anchors in it, you will not be able to proceed. 
(To learn how to insert an anchor on a page, see the entry for button 14. Insert/Edit 
anchor.) 

 
Figure 23. Linking to an anchor on a page. 

 
In a page where anchors have been inserted, choose, from the drop-down menu 

labeled Select an Anchor by Anchor Name, the name of the anchor to which you wish to 
link. (The other menu, labeled By Element ID, will not be of use in this system). All the 
anchors on the page will appear on the list. Click OK and the link will be created. It is a 
good practice to give meaningful names to any anchors you create, so that you can 
remember which one is which when you return to create links to them later. 

12. Insert/edit Link—Optional Techniques 
The explanations given above cover all you really need to know to create the 

basic types of links on your pages; however, this web editor offers a few other choices for 
links, which may also be of interest. 

Link Type: URL, the Target tab. For any link to another page, the default 
behaviour is to open the linked page inside the current web-browser window, replacing 
the page the viewer clicked on. Occasionally, you may want the linked page to open in a 
new window. A new window is often preferred when the linked page is on another 
website, or, especially, if it is a non-HTML document such as a Word or PDF file. 
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To have the linked URL open in a new window, click on the Target tab. 

 
Figure 24. Creating a link so that the page will open in a new window. 

 
Choose New Window [_blank] on the Target menu. If you want to pop the new page 
open in a window of a predefined size or shape, you can choose <popup window> and 
fill in all the checkboxes and parameters to give you just the window you want; however, 
this option is not recommended, because the resulting link depends on JavaScript, 
meaning that it may not function reliably for all users. In our system, all of the other 
options on this list will give you the default behaviour of loading the linked page into the 
current window. 

Link Type: URL, the Upload tab. Do not use this feature to upload files to the 
server; it does not offer you the same ability to navigate through your site’s resource 
folders as is found under the Link to a File button, described above. 

All Link Types, the Advanced tab. For any link you create, you can enter certain 
optional information on the Advanced tab to customize it in various ways. The most 
visibly significant is the Advisory Title, which, if included, will appear to the site’s 
visitors when they hover over the link with the mouse. Do provide a title if your link text 
is not perfectly clear about what the link leads to, as some users will find it extremely 
useful, especially those depending on screen-reader software to help them navigate on 
your site. Also making a visible difference are the Style and Stylesheet Classes fields: 
users familiar with CSS (cascading stylesheets) coding can use these fields to customize 
the appearance of a specific link. It is not recommended that those unfamiliar with CSS 
enter anything into these fields. 
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Figure 25. Link information: provide meaningful titles for your links. 

 
The other fields on this interface will not noticeably affect the link’s appearance 

or behaviour for most users. Their use is neither required nor recommended. 

13. Remove Link 
Use this button to remove a link from text; select the link and click the button. 

14. Insert/edit Anchor 
An anchor is a named location on a web page that can be referenced in links to 

make the page scroll to that spot. To insert one, press this button and type a name for 
your anchor in the field provided. Click OK and the anchor will be created. A small 
yellow icon showing a shield with an anchor on it will be displayed wherever you have 
inserted an anchor; select this icon and click the Insert/edit anchor button again to alter 
the anchor’s properties. 

For the right method of linking to your anchor, see above, 12. Insert/edit Link—
Fundamental Techniques. 

15. Style Menu 
Select text and then pick a style from the style menu to apply that style to the 

selected text. The styles on this menu have been designed for use on headings and other 
pieces of styled text around your site; they can be altered or supplemented if necessary. 
These styles are provided as both a formatting shortcut and an aid to ensuring consistency 
of formatting throughout the site. 

Note. If you have applied a style to text using the style menu, then decide you 
wish to apply a different style instead, you may find that you have difficulty getting the 
second style to replace the first one. In this case, try removing the first style before 
applying the second one. To remove the applied style, select the text and then, on the 
style menu, click on the name of the applied style, as if you were applying it again—
clicking the name of an already-applied style will remove that style. 

Once you’ve removed the style you don’t want, you should have better luck 
applying the style you do want. 
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16, 17, 18, 19, 20. Bold, Italic, Underline, Strikethrough, Subscript, Superscript 
Select text and click one of these three buttons to apply their effects. To remove 

these effects, select the text where the effect has been applied and press the button for 
that effect again, or press the Remove format button. 

21. Insert/remove Numbered and Bulleted Lists 
To create a bulleted or numbered list, first type the items you want to put on the 

list. Strike the Enter key at the end of each one, so that each item starts on a new line. 
Then select the lines of text and click on one of these two buttons to turn the lines into 
bulleted or numbered items on a list. Note that, in order for your numbered list to be 
numbered properly, you need to select all the items for the list; if you apply numbering 
twice to two sets of items, the list will start at 1 again on the second set. 

To remove bulleting or numbering, select the list, in whole or in part, and click 
the same button again. To add to your list, place your cursor at the end of a bulleted or 
numbered item and hit Enter: a new list item will be created ready for you to type into. 

22. Increase and Decrease Indent 
Select paragraphs of text and click these buttons to increase their block-

indentation from the left margin. The Decrease indent button is unavailable until 
Increase indent has been applied to the selected paragraph. 

23, 24, 25, 26, 27. Blockquote, Left align, Center align, Right align, and Block 
Justify 

These effects can be applied to entire blocks of text such as headings and 
paragraphs, not to selected parts of those blocks of text. Select the paragraph(s) whose 
justification you want to change, and click the appropriate button. Sometimes, pre-
existing paragraphs on pages in the site may not respond to the command to justify other 
than to the left margin, because the master stylesheet for the site sets the main paragraph 
style as left-justified. As a rule, it is not advisable to vary the justification of elements on 
the same page very often, as the resulting inconsistency can be aesthetically unpleasing. 

28. Insert Special Character 
Clicking this button calls up a display of special characters, from which you can 

choose one to insert into your text. Note that, due to certain limitations in the HTML 
language used for web pages, the assortment of characters from which you can choose 
here is limited, compared to what one finds in many word processors. 

29. Insert Horizontal Line 
Inserts a solid grey horizontal line across the page, a visible divider of the content 

on your page. For the most part, horizontal lines for division have not been used on the 
pages of the Faculty’s website, so, in the interest of consistency, this feature should be 
used sparingly.  

30. Show Blocks 
Pressing this button will alter the display of the page in the editor’s content field. 

Dotted rectangles will appear around each block-level element on the page (block-level 
elements include headings, paragraphs, and tables). Viewing the page in this way can 
help you to understand why your formatting is working the way it is, e.g., it can reveal 
that two lines that you had intended to format as a single paragraph have actually been 
formatted as two paragraphs. The information revealed by the Show Blocks command 
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will be most immediately meaningful to users who have some previous experience with 
HTML, but, with practice, all users should be able to get some benefit from it. 

31. About FCKeditor 
Unfortunately, this is not a Help button. Clicking it merely produces some general 

information about this editor and its makers. 

The Archive Function 

The CMS offers the ability create a copy of any page, as it appears at any point in 
time. To create an archival copy of a page, navigate to that page, so that it is displayed 
onscreen, type a name for the archival copy in the Archive field, and click on the button 
labelled Archive.  

Why Create an Archive? 
The most likely reason for creating an archive is to capture the contents of a 

frequently changing page, so that you can look back and see what has been displayed on 
that page through time. For example, many sites have a page for news. As time goes by, 
content is added to that news page, then removed to make room for other, more current 
content. If an archive copy of the page is made on a regular basis, it will be possible to 
browse through all the past versions of the page, like looking at past editions of a 
newsletter. 

Characteristics of Archived Pages 
Appear on the Site Map: Your visitors will be able to view your archived copies 

of pages by looking at your site map, where they will appear beneath their proper menu 
headings, arranged under subheadings by year. If you do not want some (or any) archived 
pages to be part of your public site, the solution is to never approve them on the CMS 
Edit Approval page. Like any other page you create, these pages will not be accessible to 
the public until they are made live as part of a set of approved changes. 

Are Editable: Once an archival copy of a page has been made, it is editable in the 
same way as any other page. It might seem that an archival copy loses its purpose if it is 
altered, but there may be cases where editing is desirable. For instance, if you choose to 
display archived pages of old news, you might want to add a few words explaining that 
their content is not current. 

Are Attached to the CMS Template For Your Site: As with any other CMS 
pages, the formatting, design, and layout of these archival pages are governed by the 
CMS’s internal template for your site. That means that any alterations to that template 
will be reflected on these “old” pages, just as they are reflected on any new ones. 

Are Stored in a Separate Archive Directory: Archived pages are saved in a 
directory named Archive, in a subdirectory named for the current year. In a site with 
multiple sections (i.e., with one or more submenus of pages on its navigation system), 
there may be an archive directory for each section. For example, an archival copy of the 
page at  

http://www.oise.utoronto.ca/oise/Students/Teacher_Education_Students.html 

made in 2008 and given the name teachered_snapshot, would be stored in  

http://www.oise.utoronto.ca/oise/Students/Archive/2008/teachered_snapshot.html 
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Possibilities for Listing Your Archived Pages 
We are able to provide with you a few other options for presenting a listing or 

index of your archived pages, beyond having them appear in their default positions on the 
site map. If requested, we can create a listing of these pages and place it either in a menu 
or on a page of its own. This listing will be editable (i.e., you will be able to remove 
pages from the list, and change the display names of any pages.) 
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Changes from Version 3: 

 Updated description of the available layout templates (section: Adding Pages to 
Your Site). 

 Added description of how to rename a page or menu item, and how to change the 
layout of a page (section: Editing menu items). 

 Added explanation of two navigation layout schemes that may be used on a site: 
crossbar and left-menu (section: Navigation Menus: Two Layout Schemes). 

 Added explanation of the site map (section: The Site Map) 
 
 
Version: 3. Revised: May 9, 2008 
Changes from Version 2: 

 Added descriptions of the processes for removing a menu item or deleting a page 
(section: Getting Rid of Menu Items). 

 Added description of how to discard unwanted changes to your site (subsection: 
Discarding Changes in the Approving Changes section). 

 
 
Version: 2. Revised: April 2, 2008 
Changes from Version 1: 

 Revised the introductory material (sections: Starting Out and Building Your Site 
and Making It Public) 

 Added descriptions of the process for adding pages to the site, and for working 
with the navigation system (sections: Navigation Menus, Adding Pages to Your 
Site, and Positioning Items on the Menu) 

 Added descriptions of the process for approving and publishing changes to a 
website, and of the other options found on the approval interface (section: 
Approving Changes) 

 Added description of the purpose and process of archiving a page (section: The 
Archive Function) 

 


