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• Go to http://njcu.edu/user
• Log in using your username and password

• To create a basic page, click on “Add basic page” at the top left corner of the page
in the gray toolbar.

Login

Creating Basic Pages

• Create a title for the page (having a subtitle is optional).

Login/ Basic Pages



 • Create a title for the page (having a subtitle is optional). Assign the group to which the 
page belongs by selecting from the drop down menu.

• Click on choose file and find the image that you want and click Upload. Then Click 
Next. In the next window, click save. It is not necessary to edit any of the fields.

• Choose a Hero Image by clicking on ‘Browse’.
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• Use the Library tab to the right if you want to use an image from a database to which
users have uploaded images. Once you find the image that you want to use as your 
hero image click on it. Then scroll to the bottom of the page and click ‘submit’.

• Add content in the body section. You can customize the format, font, size and style by 
utilizing the drop down menus on the right hand side of the toolbar below.

Basic Pages



• It is possible to customize your layout into columns of text or images (this is optional).

• Click on add row. Add column will appear. Then click on add column.

• Click save

*To add more columns, continue to click add column up till your row is full.

• Setting the width of columns works in units adding up to 12. The numerical value of
columns should add up to 12 to fill the width of the page. (a value of six creates a
column half the width of the page, a value of 3 creates a column the width of a quarter 
of the page, and so on). Click on the drop down menu next to large devices and 
medium devices. Make sure that they are both the same number.
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• In the example below, there are two columns. The one on the left has column settings 
at 10 for medium and large devices, and the second on the right has column settings at 
2 for medium and large devices. Since both columns (10 & 2) add up to 12, the page will 
not have any blank spaces.

• Click on the gear symbol in the left hand corner.

• Click on Add Content.

• This option is primarily used for text, images and videos. Too add text, click on Text 
and then click on custom text.
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• The title is optional. Add the content that you desire under Custom text.  
Once you are done make sure to scroll down and click on save.

• To add images click on Image then Insert an Image.
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• Click on choose file, select the image that you desire and then click on upload.  
Make sure to scroll down and click save at the end.

• Use 2nd level navigation in order to create a menu link(s) on a basic page.

• An example of such a menu is below in green letters.

NJCU Training GuideBasic Pages



• Click on the drop down arrows to the right of None and chose the menu link you would
like. The weight determines the order.

• The option below allows you to create menu links at the bottom of the page such as the
example below which was obtained from the About page.

Example of menu links at the bottom of the page
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• Chose the menu link by clicking on the 
drop down menu that you would like to 
appear at the bottom of the webpage.



• Here you choose the parent url of the basic page. An example of how parent pages work
can be found below.

• In this example, ‘About’ is the 
‘Parent URL’ of ‘Office of the 
President’ and ‘Office of the 
President’ is the ‘Parent URL’ 
of ‘President’s Bio’. 
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• Click on browse to choose the background image that will appear behind the menu. Press
upload once you have picked the picture that you want.



• URL Path Settings - You can customize the URL (optional).
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• When done Click save.

• You can optionally schedule a date and time for publication by setting a date and time in
the box at the bottom of the screenshot below.

Revision Information/Moderation.
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Calendar Events
• To add a calendar event, click on add event on the toolbar at the top of the webpage.

• Create a Title for the Event.

• Choose the category that corresponds with the event.

• Set the date and time of the event.

• Add a description for the event in Description box.
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• Click on the arrow to the left of the Location tab in order to input that information.

• Choose the ‘Upcoming events’ group from the dropdown menu.
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• Choose a file, click on it, then click upload. Once it’s uploaded click on next.

• Scroll down to the bottom of the page and click on save once you are finished.

• Check the ‘Featured’ box under Featured Information if you would like it to be featured 
on the homepage. Click on browse to add an image.



NJCU Training GuideNews

News

• Add the content of your Article.

• For the group, click on the dropdown arrow and choose general news.

• Click on browse to select an image to add along with the News article.

• To add a news click on add event on the toolbar at the top of the webpage.

• Choose the title of your News article.
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• Choose a file, click on it, then click upload. Once it’s uploaded click on next.

• Add tags that will help people find the article. Make sure there is a comma 
separating each word.

• To add the news article to the featured section in the home page check off the box 
next to Featured.

• Scroll down to the bottom of the page and click on save once you are finished.
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Structure (Administrator)
• To change top level and quicklinks menus, click on structures and then menu. 

• To edit the mega menu, click the “List Links” under Operations for “Main Menu”. 

• To edit the Quicklinks menu, click “List Links” under Operations for “Quicklinks.”  
All other menus should remain untouched.  
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Adding Users
• To add a user, click People on the main navigation

• Fill in the usersname with “First Name (space) Last Name” and input the email and password. 

• Then click  Add User
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• Next, assign the users role. A content editor is the most basic role, which allows the 
user to update content without the ability to publish live. 

• Assign the user as either faculty or staff.

• Then click Create new account.

A moderator allows users to update content 
and publish the content live. 

An administrator has access to all functions 
of the site. 
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Adding Groups
• Before creating any content, add the group where the content belongs to. Groups are used to 
segment users into only content they’re assigned to manage. 

• Assign the group and click Save.   

• Once the page is saved, click the Group tab to view users.  

• To create a group, click Find Content

• Than Add content. In the list, choose “Group”
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• Once the page is saved, click the Group tab to view users.  

• Finally, click add user.

• To add the user to the group, click add people. Begin by typing in the name of the 
user and the auto-fill feature should appear. Click the associated name and then 
assign to either Administrator or Editor role. 
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Add Department
*Before adding a department, make sure that you have created the group with the same  
department as well.  

• To add a department, click find content and then click add content. 

• Choose Department. 

• Fill in the title, assign to the appropriate school, and assign to the group with  
the same name. 
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• Next, upload a hero image and thumbnail. You can crop the same hero image into 
a smaller, square thumbnail or upload an image. The recommended Header Size is 
1400x604 and the recommended thumbnail size is 500x375.
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• To add content, first insert the copy with the name of the department as an H3 tag.

• Next, in the custom layout, create 1 row. In that row, create 2 columns.

• The first column should be sized as an 8. Click save. *do not title the section

• Create the second column and assign as 4. Click save. *do not title the section
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• In the 8 column, upload an image by clicking        and then clicking on add content.  

• Select image and click insert image. 

• Upload the image and click save. 
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• In the 4 column upload brief content by clicking        and then clicking on add content.  

• Click text and choose custom text. 

• Input the copy and click send. Make sure to delete the title. 



NJCU Training GuideAdd Department

• After both sections are complete, your custom layout should appear as the following:  

• Finally, click save at the bottom. 
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Add a Link

• If you want to add an internal or external link to a page menu, use the Link button in 
the main navigation. 

• Fill in the title of the link, assign to either 2nd or 3rd level navigation (or both), 
and input the external link. You can optionally weigh the value against the current 
navigation. 

• Then click save.   
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Adding an Alert bar

• To add an alert, click Find content and add content and choose Announcement. 

• Fill in the name if the alert is the main headline. 

• Then add a brief description. 

• To publish the alert live, check off Published under Publishing Options. 

• Then click save.    
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Adding a webform

• To start, click add form on the main navigation. 

• Add the name of the webform, the group it belongs too, and a hero image.  

• Add a description of what the form is for in the basic or custom layout and apply it’s 

menu location. 



NJCU Training Guide

• Add a description of what the form is for in the basic or custom layout and 

apply it’s menu location. 

• Once saved, click on “webform” on the page navigation tabs. 

• Click save.

Adding Webform
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• Here is where we will build the form fields.

• First fill in the name of the field, typically name or email address.

• Then click add. 

• Then assign the type of content you would like inserted from 

the “Type” dropdown. 

Adding Webform
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• Once you click add, a detailed form filler will appear. Only change whether a field is 

required or needs to be unique.

• Once filled in, click save component.

Adding Webform
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• After filling in the fields, you then decide where the form will be sent too. To choose an 

email address, click webform and then click e-mails. 

• In the field box, type in the appropriate email address and click add.

This will bring you to a detailed configuration. Leave all fields as-is and click save  

email settings.

Adding Webform
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Once complete, your final form should look similar to this one:

Adding Webform
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Adding Faculty and Staff

• To add Faculty and Staff, click Find Content and Add Content. Then choose Faculty & Staff.

• Fill in the name of the Faculty/Staff member, the department, the phone extension, the 

location and email address. Click save.


