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Update your Faculty Webpage

To update the template portion
Login tothe CMS web editor (select eitheroption)

1. Logintothe cms web editorbygoingto http://www.ivcc.edu/cms
e login
e C(Clickon thefoldericoninthe upperleftcorner
e Clickon the Faculty Web Pagesfolder
e Clickon the file with your name .pcf
2. Goto CMS Editorfrom your faculty page within the browser
e Go to your faculty web page
e Scrollto the end of the page
o Inthe string of text (©2019 IVCC | All Rights Reserved | Site Design by iFactory) click onthe copyright
symbol

Update the template portion
e Click on the multi edit button at the top of page next to the publish button
e Editthe formfields you needto change
e C(Clickon the blue save buttonin the lowerright hand corner
e Clickon the green publish barinthe top tool bar
e Oncethe spelling, link and accessibility check is complete click on the green publish buttonin
the lowerright hand corner

Update the lower content area
e Clickon the green main content button from just below the standard content area
e Use the texteditortoadd yourinformation
e Clickon thesaveicon (lookslike afloppy disk)inthe upperleft of the text editor
e Clickon the green publish barinthe top tool bar
e Oncethespelling, linkand accessibility checkis complete click onthe green publish buttonin
the lowerright hand corner
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Upload and link a pdf document

e Clickon the green main content button from just below the standard contentarea

e Createyourtextto belinked

o Selectthetexttobe linked by clickingand dragging overthe text

e Clickon theinserteditlink button (five from the right on the editing tool bar)

e Clickon thefoldericonintheinsertlink box

e Ontheleftside of the boxclick on the folderwith yourlastname

e Clickon uploadinthe upperrightcornerof the insert link box

e Clickthe green addbuttonto add the files (only PDFfiles can be uploaded and they can have no
spacesinthe file name)

e Checkthe override existingfile check box if you are replacing afile with an updated file of the
same name

e Clickstart upload

e Repeatthisprocessforadditional files

e Clickon thesaveicon (lookslike afloppy disk)inthe upperleft of the text editor

e Clickon the green publish barinthe top tool bar

e Clickon the folderinthe left navigation bar withyourname on it

e Doubleclickonthe file/files you uploaded and click the publish button
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