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Add new Webpage Content
Webpage Content should be used when the existing widgets do not match the
formatting or spacing needs of the content.

1 Navigate to https://www.uakron.edu/c Log in with your UA credentials.

https://uakron-prod.dotcms.cloud/dotAdmin/#/c/workflow?mId=7bf9
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2 Click "Website"

3 Click "Browser"
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4 Use the scroll bar to navigate to your folder.

5 Locate the page you want to update and double-click to open in draft mode.
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6 Locate where on the page you want the new Webpage Content to live and click teh
blue square with a plus sign.

7 From the menu that pops up, click "Content".
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8 Click the blue circle with a plus sign.

9 Click "1UAblue_web_page_content" to add a new Webpage Content item to the
page.
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10 Add in a title for the Webpage content. This is not visible to the users, but does
show up in the internal dotCMS search. Establish a naming convention for your
site and use a descriptive title.

11 The Body of the Webpage content can include titles, bulleted lists, text (typed or
copy/pasted), image (previously uploaded to dotCMS), links, tables, and WYSIWYG
templates.
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12 The buttons in the WYSIWYG interface add in the formatting. For example, a
bulleted list:

13 Here is the bulleted/unordered list after highlighting text and clicking the button.



Made with Scribe - https://scribehow.com 8

14 For a link, highlight the text and click the link button.

15 In the window that pops up, enter the address you want for the link, or use the
Browse button to navigate to the destination.
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16 Click your folder.

17 Click the page or file to link to.



Made with Scribe - https://scribehow.com 10

18 You can select to open this link in a new window.

19 Click "Ok" to add the link to the Webpage Content.
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20 The link will show as underlined/clickable.

21 If we want the link to be an actionable button, highlight the word(s) and click the
link button.
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22 Enter the address or browse to find the destination.

23 If you also want this to open in a new window/tab, select that from the "Target".
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24 Click the Class dropdown to select your button, then click OK

25 The text is now a button linked to a web page.
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26 Images must be uploaded to dotCMS before they can be added to a page. To add
the image, position your cursor and then click the Image button.

27 Use the browse button to navigate to your images folder.



Made with Scribe - https://scribehow.com 15

28 Click to select your image and add it to your Webpage Content.

29 Your image should be resized and 'web ready' before uploading, but can be
adjusted on the page. Click the image to select it, then use the square on the
corner to resize for a better fit.
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30 Well...

31 You can use the drop down to change the format of the text from the options - or
use Bold and Italics. You should limit the changes you make to the text color to
improve accessibility.
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32 The Webpage Content includes WYSIWYG Templates - additional pre-formatted
CSS to align images and add captions. This is also useful in News stories.

33 Use the dropdown to select the WYSIWYG Template and click OK
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34 When you are done editing Click "Save" or "Save/Publish" to return to the page.

35 Moving your mouse over the Webpage Content will show the icons to Move the
content (highlighted below), Remove it from the page (but not delete), or Edit (the
pencil icon returns you to edit for the page). When you are done with the page,
you can Publish the page or exit to the list of files in the Website|Browser.


