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Formatting Starter Guide: Do’s and Don’ts 

 
Who needs this? Content Editors 
 
This guide can help you get your formatting right the first time!  With these tips in mind, you 
should never have to go back and do any re-formatting – a time-consuming and often frustrating 
activity. Here are 15 basic tips and instructions most users need! 
 

1.  Getting Started: Make sure you’re in the editable preview mode for your site by going to 
http://www.oise.utoronto.ca/preview/yoursitename.  The CMS is designed to work with 
most web browsers, but make sure your browser is up to date! If you are external to OISE 
and have a CMS account, your editable site URL will be 
http://www.oise.utoronto.ca/guestid/preview/yoursitename. To begin, remember to click 
on the edit icon in the top left corner. 
 

2.  Pasting Text: Make sure you use this feature EVERY TIME you copy/paste. 
 
Whenever you copy/paste from another document use the paste as plain text feature. This 
is especially crucial if you are pasting from another web page since code from the source 
text can overwrite the existing CMS styles wreaking havoc on your carefully formatted web 
page. Place the cursor where you want to paste the original text and click the icon that looks 
like a clipboard. The plain text will appear in the cursor location.  
Is this a smart text editor…? 
� The editor knows if you’ve copied something. If you haven’t copied anything, the icon will 

appear grayed out (dimmed).  
� If the code has been overwritten, formatting styles are dimmed and cannot be changed. 

To fix this delete the text you have and copy/paste using the paste as plain text feature. 
� You can copy text from one CMS page to another. The formatting you have used on one 

page will retain its characteristics on another page. 
 

3.  Formatting Templates: The text editor used by 
the CMS provides a number of common page 
templates.  Choosing a template for every page 
before you start adding content ensures that styles 
and placement are consistent throughout your site.  
You can also use multiple templates on the same 
page; this can be useful for pages that display 
several different types of information.  For example, 
you could use the simple template to add a title and 
text, then below it, choose the table template if you 
have information that is better suited for a table. The 
template will be added wherever the cursor is, so 
make sure that your cursor is below your existing 
content if you plan to add another template. 
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4. Selecting Text for Formatting: Make sure to select text (highlight) or other objects before 
changing the formatting styles.  Be careful to select the entire text, and be sure to check for 
missed characters at the beginning and end of the selection (e.g. periods and other 
punctuation) once you’ve applied the formatting. 

 
5. Save Frequently: Saving often is crucial and it prevents you from losing your time and effort 

if the browser crashes or you made an error you can’t fix. If you make an error, you can hit 
Discard Changes and start over without losing any formatting from the previous saved 
session. 

 
6. Undo: Don’t rely on the Undo command.  In a browser-based text editor, it does not always 

work the same way (or as reliably) as it does in most word processors.  Until you become 
comfortable with which commands can be undone reliably, you’re better off using it 
sparingly. 

 
7. Using Backspace: Be careful when you backspace as it can mess up your formatting by 

applying the formatting style from the line above.  When removing white space, it is better to 
backspace from inside the white space rather than from the beginning of the following block 
of text.  

 
 
8. Changing Text Styles:  

 The text editor has a number of preset styles for you to choose from, 
which will ensure that your site has a uniform look and feel.  By selecting a block of text and 
choosing a style from the drop-down menu, you can apply the various styles available.   
 
You may find that sometimes this feature doesn’t work as 
expected.  Usually, this happens when you try switching from one 
style to another.  To make this work properly, select the text you 
want to change, and then select the current style that the text 
has.  This will de-activate the existing style and then you may 
apply a new style.  If this technique doesn’t work, you may have 
pasted the text without using the paste as plain text button (see 2 
above). 

Place cursor 
here 

Do not place 
cursor here 

Formatting will run together if backspace 
is not used carefully! 
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9. Line Spacing: Extra lines between paragraphs sometimes need to be removed after saving 

your web page. Yes – it looks correct, but when previewed, an extra line may be present. 
Go back to the text editor and remove the line spaces using backspace (see 7 above).   
 
It’s also important to note the distinction between a hard and a soft returns as they may be 
present in the original word document from which you have copy/pasted text: 

 
Hard Return (Enter): Starts a new paragraph 1.5 lines below the previous text, resets 
formatting to default. 
 
Soft Return (Shift+Enter): Starts a new line with no extra spacing. When selecting a 
formatting style in the text editor (see 8 above), text lines that have a soft return take on 
the style of the preceding line of text. IMPORTANT: You cannot change a style with a 
soft return, only a hard return allows you to change styles. You can remove soft returns 
by backspacing and pressing the ENTER  key to make the next line a hard return. 

 
10. Table Alignment: When using templates with multiple tables/columns, try to keep the 

amount of text similar in each of the columns.  This will make for an aesthetically pleasing 
“table” effect.  To save line spaces in a table, you may want to use soft returns, by pressing 
Shift+Enter rather than Enter at the end of your paragraphs. 

 

11.  Adding Text Links: Hyperlinks can be added using the Insert/Edit Link button. After you 
highlight the text you want to link and select this feature you’ll get a pop-up menu.  Make 
sure to specify the proper Link Type on the Link Info tab (e.g. URL, e-mail).  You can also 
choose to link to an existing Internal Page (one that’s part of your site).  This button will 
bring up a list of the pages on your site. Select the page you wish to link. 

 

 
 

A list of existing 
website pages 

Link to what – a URL 
or email? 

Choose this to link to 
an uploaded 
document (see 14 
below) 
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Opening the link in a popup or new window. Select the Target tab and specify pop-up 
window. The window size is already set. To ensure compatibility with all browsers select the 
Popup Window Features illustrated below. If you wish to have the link open in a new full 
page window select New Window(_blank). This will force a new browser window (or new 
browser tab) to open up when the visitor clicks on the link. The default setting under target is 
<not set>, which means when a user clicks on the link, the same page will change to the 
new location.  
 
We recommend new windows or popups when you want to keep the main site active while 
allowing the visitor to see a different URL. Popups should not be over-used. 

 

 
The Advanced Tab adds further options, though most people won’t require them.  The most 
useful feature is the Advisory Title field.  This is the text that pops up when a user hovers 
their mouse pointer over a link. Type the text you want the user to see in this field. 

 

 
 

Select New 
Window or Popup 

Select these features 
for a Popup 

Do not change the 
size unless necessary. 
These are pre-set. 

OPTIONAL: Add title to tell visitors 
what link they will be visiting as 
they hover over the link with their 
mouse 



OISEcms v.1.0 - Training Documentation 

Formatting: Getting Started 
 

OISEcms v.1.0 Page 5 of 6 August 26, 2009 

12.  Inserting Images: To insert an image, use the Insert/Edit Image button. 
You must upload an image first by selecting the Link to File button. This brings up a file 
management browser window, which will automatically show you the Image folder on your 
site. Navigate to the image file you want to use – select it and click OK. The image will 
appear on your page. Alternatively, you can upload a new image.  For more details on this, 
see our CMS training guide on: “Uploading and Online File Management.”  
 
Image Characteristics 
To modify some image characteristics before 
you save, you may adjust the size 
(proportionally), add a border and align it on 
your page.  
 
If you are using an image template (see 3 
above), you will not need to use the 
alignment feature here. 
 
In the Alternative Text field, enter a 
title/description for your image. Text you 
enter here will be read aloud to users of 
screen-reading software, which is crucial to 

the browsing experience of 
visually impaired visitors. 
 
You may also edit these image 
characteristics after the image 
has been inserted on the page 
by selecting the image and 
clicking on the same Insert/Edit 
Image button.  
 
Ensure that you’ve taken the 
image size/resolution into 
account so that the image won’t 
throw off your existing formatting 

or take up too much memory. The image you upload should be the same size or close to the 
size you need on your web page. Changing the size and resolution of an image requires a 
different program – see CMS training guide on “Optimizing Images and Videos”.  
 

13.  Inserting Videos: To insert a video, it is best to use the video template (see 3 above).  
Ensure you’ve taken the size/resolution of the video into account. You will also want to have 
a still image that visitors will click on before they view the video.  It acts as a placeholder on 
the page. When you insert the video template into editable page, it will show full instructions 
for linking to a video file. It is best to make your video open in a pop-up window (see above).  
For more details on uploading your own videos, see our CMS training guide on: “Uploading 
and Online File Management.” 

Select an uploaded image file 

Browse to upload files 

Image Folder 
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14.   Inserting Document Files: To link to a document (e.g. Word file or PDF), highlight the 
text or image you want to use as a link and select Insert/Edit Link.  Click on Link to File (see 
11 above) and a window will come up showing you’re the files you have uploaded.  Make 
sure the Resource Type drop-down menu is set to File, as this is where documents should 
be uploaded and stored. See illustration below. Select the file you wish to link to – in t he 
next window, click OK. For more information, see the CMS training guide on “Uploading 
and Online File Management.” 

 
 

 

 

15.   Unlinking Objects: To unlink a text hyperlink or other object, highlight it and click the 
Remove Link button situated beside (and very similar in appearance to) the Insert/Edit Link 
button. The button will be grayed out until you fully highlight a linked text or object. 

 

16. Adding Anchors: An anchor is a reference point in the text which you can link to, 
either from other pages, or from a different location on the same page.  When a user follows 
the link to your anchor, they will be taken to the exact spot on the page that you’ve placed 
the anchor.  To add one, place the cursor where you want the anchor and click the icon 
shown above.  You’ll be prompted to give the anchor a name. 

 
When adding links later, you can simply pick the name of the 
anchor by choosing Link to an anchor in the text as the URL 
type.  To link to an anchor on another page, link to: 
 
http://www.oise.utoronto/yoursitename/yourpage#AnchorName 

 

File Folder 

Browse to upload files 

Select an uploaded file 


