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Start-up Checklist for Content Editors 
 
Who needs this? Content Editors 
 
1. Make sure you have Content Editor status for your OISEcms site. Speak to your Site 

Administrator/Approver if you do not. You will generally need a UTORid to have access. Exceptions 
can made by request for users who are external to OISE. 
 

2. Make sure you have access to HomeSpace: 
• It is best to have a HomeSpace to easily manage all the files in your CMS site. See our 

Uploading & Online File Management Guide for info and tips. 

• Review the HomeSpace webpage for directions on accounts, access and installations and more 
detail directions: 
http://www.oise.utoronto.ca/preview/ec/Services/HomeSpace/index.html 

 
3. It is best to use an up-to-date web browser: Firefox 3.0, Chrome 1.0, IE 8.0… it is also wise to view 

your final page in multiple browsers and computer platforms (e.g. Mac and PC) when possible.  
 
4. Consolidate and organize your content: 

• Decide how the content will be divided up and “chunked” among multiple pages and within the 
same page. 

• Use original content. Content cannot be copy/pasted from other places on the web, or from other 
sources, without permission.  CRITICAL: If you copy from other sources that do belong to you, 
use the paste in plain text icon, so that formatting code from other sources is not entered into the 
formatting area. See our Formatting Starter Guide: Do’s and Don’ts. 

 
5. Ensure you read our Formatting Starter Guide: Do’s and Don’ts BEFORE you begin using the 

online editor for adding content, links, etc. This will prevent multiple problems and avoid time 
consuming errors. 
 

6. Ensure you follow the formatting standards and colour guides set out by Site Administrator/Approver. 
This ensures consistency, presentation and institutional alignment when applicable. 

 
7. If you plan to use images and video as part of your content, but aren’t sure how best to go about it, 

read our Optimizing Images and Video Guide. Images and media need to be web-ready prior to 
being linked within the web page. 

 
8. If you have been designated to create new pages and menu items for your site, see our Menus and 

Sub-menus: The Essentials Guide. It is best to coordinate with the CMS team or main 
webmaster/administrator to ensure you are following the desired site structure protocols. 

 
9. Once the content is ready, submit it for approval to your Site Administrator/Approver 
 
10. Review the help files located at: 

http://www.oise.utoronto.ca/preview/ec/Services/OISEcms/CMS_Help.html 

 
 


