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PUTTING PAGE INTO EDIT MODE

Page in default active edit mode view

Login to system/page and into edit mode

From the main website, navigate to the page to be edited. Scroll to the very bottom of 
the page and click on the copyright “©” symbol to login open the page in the CMS.  

Important to check file in (lightbulb 
is white) in when done editing 
(even if you haven’t submitted it for 
approval) If it’s yellow, it is checked 
out and no one else can access.
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Page in expanded active edit mode view

STYLE MENU

WYSIWYG TOOLBAR

paste from 
word to clear 
formatting

adding/editing 
links

Font formatting
Do NOT use bold 
on headings or 
links

Use these heading  
levels in content

This is for inline custom styles 
used on website, in most cases, 
don’t use. Ask for guidance if 
needed.

Follow College Editorial Style Guide Here
williamjames.edu/marcom/upload/williamjames-editorial-styleguide.pdf

Select this tool to expand the 
editing window to full width.

https://williamjames.edu/marcom/upload/williamjames-editorial-styleguide.pdf
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GENERAL PAGE FORMATTING GUIDELINES

Generally speaking, always use an H1 for the title at the top of 
the page, followed by H2 and H3 respectively for subsequent 
headlines. The goal of using these style tags are to assist in 
clearly defining the hierarchy of the content that is important 
forADA and search engine optimization. Try to avoid simply using 
bold paragraph tags unless it is lower level content. Sometimes 
it is okay to skip a level of headline based on the level of content 
being presented. Below are a few different examples.

WJC informal web style guides uses a horizontal rule between 
before H2 headlines. In some cases, it’s appropriate to use a 
horizontal rule before H3 headlines, this is a judement call based 
on the quality and type of content the H3 headline represents, 
and if the rule helps organize the content better for the reader. 

EDITING CONTENT BEST PRACTICES

If possible, make edits directly on the web page. This will 
minimize any formatting anomolies. 

When heavier offline edits are required, note that when pasting 
the text back in all formatting will be stripped and you will be 
required to go back in and reformat all heading, paragraph styles 
and links. One way to work around this, is to only select the 
specific styled content being replaced and then paste just that 
piece of content. 

For example on an H1 title at the top of the web page: select only 
the title from your original document and copy it, then highlight/
select just the H1 title on the web page, and paste the text copied 
from the original document.

MAIN STYLE MENU

Generally limit 
style use to these 
levels. 

Do NOT bold links, 
or Headings

H1

H2

Rule (before H3 due to extended legnth of content)

H3

H1

H1

H2

H3 used H3 here 
because name 
of  organization 
didn’t dictate 
use of an H2

H4

H4

Rule (before H3 to separate organizations, and below the intro text above)

used H4 here because name of organization 
didn’t dictate use of an H3

Rule (before H2)

Examples
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H1 H1

H1

H2

H3

Accordion

H2

H2

H2

H2

Rule (after byline)

P 
(intro)

P

P

P

P

P

P

P

P

(byline  in italics)

Rule (before H2)

Rule (before H2)

H3

H3

H3

H4

H4

H4

H4

H4

H4

Rule (before H2)

Rule (before H2)

Rule (before H2)
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COMMUNITY PAGE FORMATTING TEMPLATE

Do not edit 
anything in 
shaded area

H1

H4 italicized
Horizontal Rule

Horizontal Rule

H3

H3

Paragraph (do not need/use extra 
paragraph regurns; paragraph spacing 
built in to style)

Bulleted text
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COMMUNITY PAGE CONTENT TEMPLATE

Community Name (Heading/not a hyperlink)
Sponsored by line if applicable

Community Services (this is NOT a hyperlink)

Town/City website

Services by Title (hyperlinks for service, and bulleted links for any extra 
details regarding that service. If there are two communities, they should be 
listed together. see example)These categories could include, and should be 
alphabetized (towns will have different names for the same type of service):

Board of Health/Public Health Department/Public Health Nurse

Cable Access Television

Council on Aging/Elder Affairs

Fire Department

Food Pantry

Library

Parks and Recreation/Recreation Department, etc.

Police Department

Veteran’s Services

Youth and Family Services

Public Schools (Heading/not a hyperlink):

Community/School System website

• School System-wide Resources  bulleted underneath 

• METCO

•  Athletic Association

Schools listed from serving the youngest to oldest (Preschool to High School), 
and then in alphabetical order. If there are multiple schools at a particular 
level, bold paragraph for level and then bullet list of school names with 
hyperlinks undeneath)

School name (this is a hyperlink) 
Resources at that school underneath as a bulleted list including as applicable:

• Parent Association or Parent-Teacher Associations, 

• Counseling Departments, 

• Support Services or Student Services, and 

• Special Education Parent Advisory Council (SpedPAC/SEPAC)

Examples (mixed example of towns)

Attleboro
Sponsored by the City of Attleboro

Community Services

City of Attleboro Wesbite

Community Behavioral Health Center

Council on Aging

Fire Department

Food Pantries

Health Department

• Outreach Worker Case Manager

• Rental Assistance

• Public Health Nurse

Public Library

Police Department

Recreation Department

Veterans’ Department

• Massachusetts Veterans’ Services

Public Schools
Attleboro Public Schools

• Welcome Center

• New Student Registration

• Community Resources

Elementary Schools

• Hill-Roberts Elementary School

• Hyman Fine Elementary School

• Studley Elementary School

• Thacher Elementary School

• Willett Elementary School

Middle Schools

• Brennan Middle School

• Coelho Middle School

• Wamsutta Middle School

High Schools

Bedford High School

• Counseling Department

• Middle and High Schools Parents Associations

Shawsheen Valley Technical High School

• Student Services

• Vocational Programs

• Support Services

• Adult Continuing Education

When needing to ADD or REMOVE 
a community, contact WJC web 
marketing team for changes to side 
navigation and overview listing page.
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RESOURCE LIBRARY PAGE FORMATTING TEMPLATE

H1 (Topic title)
Horizontal Rule

Rule (between sections)

H3 (Age segmentation title)

H3 (Age segmentation title)

Links (do not need/use extra 
paragraph returns; paragraph 
spacing built in to style)

Do not edit 
anything in 
shaded area

Page content structure: 
 List links into audience 
caegories, with General 
always first, and then age 
segmentation below listed in 
ascending order: 

1. General
2. Children
3. Teens
4. Young Adults
5. Adults
6. Older Adults
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RESOURCE LIBRARY CONTENT TEMPLATE

Below is the current list of Topics in the Resource Library (items 
in red were initially identified but no content submitted):

• ADHD (Attention Deficit and Hyperactivity Disorder)
• Alzheimer’s Disease
• Anger Management
• Anxiety
• Asking for Help
• Autism
• Bipolar Disorder
• Bullying
• Caregiver Support
• Child Mental Health
• Depression and Loneliness
• Eating Disorders
• Elder Abuse and Neglect
• Emotional Wellness
• Grief and Loss
• Healthy Aging
• Healthy Relationships
• Human Trafficking
• In-Home Therapy
• LGBTQ+ Individuals
• Mental Health Crisis
• Perinatal/PPD (Postpartum Depression)
• Post-Traumatic Growth (PTG)
• Rape and Sexual Assault
• Relationship/Domestic Violence
• School Refusal
• Seasonal Affective Disorder (SAD)
• Self-Injury
• Social Media
• Special Education
• Stress
• Substance Abuse and Addictions
• Suicide
• Teen Brain
• Teen Dating/Relationship Abuse
• Teen Substance Abuse/Prevention
• Telemental Health
• Trauma/PTSD

When needing to add a NEW 
Resource Topic please contact WJC 
web marketing, they will set up 
the new topic page, and when you 
have added your content and it’s 
been approved and publised, your 
supervisor can add it to the main 
resource library topic list.

The content of each category must fit into one (or multiple) of 
these audiences:

• Children
• Teens
• Young Adults
• Adults
• Older Adults

Identify if any of the resources are available in Spanish?

When needing to ADD a PDF to your 
resource topic page, contact WJC 
web marketing team to upload and 
provide you with the link location 
and/or tag for it.
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adding/editing 
links

External Link Settings

Internal Link Settings to a PDF File/Page

ALWAYS open external links in a New Window

ALWAYS open PDFs in a New Window
and ALWAYS open an internal link in a Current Window

Paste FULL path (including https://)

Use CMS dependency tag, navigate 
to location of file and select it  
(it shows the full path underneath)

see instructions on next page 
on how to insert link/tag

The text of the actual link (what you see on the 
page, if its a weblink do NOT include the https://)

The text of the actual link (what you see on the page)

This is a description of the link for ADA (not visible)

This is a description of the link for ADA (not visible)

ADDING/EDITING LINKS
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Selecting Internal Pages and PDF files

ALWAYS make sure you 
are on the Staging server

This shows you the path of your 
current location, make sure you 
are in the correct place, you may 
need to use the bread crumb trail 
to navigate to a different section of 
the site

can type in 
part of the 

name of 
what you are 

looking for

Select the page/file in the resulting 
list then click insert

When needing to ADD 
a PDF, contact WJC 
web marketing team to 
upload and provide you 
with the link location 
and/or tag for it.
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Making Button Links

Navy blue buttons are the default standard for the website

NOTE: You can type text in mixed case, the button 
style will automatcially render it in all caps.

Follow setting for creating links and adding a 
“Class” option to style the link into a button.
Button links should be on a separate line.

Class pop-up menu

Can use “Sky Blue” in special cases
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EDITING/ADDING ACCORDION SNIPPETS

Can use all styles in the content box. 
If a headline is needed, generally start 
with an H3 or lower (the title in the 
blue bar is read as an H3 by the search 
engines)

No formatting available in 
the Heading section. Will 
only display as one line 
(no paragraphs, no links, 
no bold, underline, etc.)

Editing an existing accordion

Inserting a new accordion

Insert cursor in the location you want to add the accordion.

Navigate to the snippet menu and select the top option titled 
“Accordion”

Accordions use a basic table structure. To manage number of 
accordions (rows) in an array, use the toolset at the top to add, insert, 
remove as needed. Can also ‘tab’ at the very bottom right cell. The tool 
bar appears when you have the whole table selected (shown with the 
blue outline). While it will let you add columns, they won’t appear—
best to stay away from those.

add/delete 
rows

delete entire 
accordion don’t use

Accordion 
formatting toolset 
activated
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SHARED ICON CARD ASSETS
If any edits are needed for these “icon 
cards” contact the web marketing team.
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SUBMITTING PAGE FOR APPROVAL

Automatically set to your approver

First, save the page Then submit

Enter a subject line for the email that will 
be sent to your approver

Include a message that explains what 
changes you have made and are seeking 
approval for.

Make sure this box is checked so that your 
approver will receive the message. Once the 
page has been approved and published, you 
should receive a confirmation email.

APPROVAL WORKFLOW

INTERFACE Staff 
submits page for 

approval

INTERFACE  
Manager reviews 
page for content

Web Team
reviews page code Page Published

ApprovesApproves

Declines Declines (message sent 
to both staff & manager 

with instructions, this 
will rarely happen)
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CHECKING ON APPROVAL STATUS

Right mouse click 
(control-click) to expand 
line item menu, then 
select view, and you will 
see the history, and you 
can send a follow-up 
email if needed.

Your dashboard view 
allows you to see your 
activity, checked out files,  
any workflow messages, 
etc. You can navigate to 
recently viewed file.s

No access to 
these sections

Navigate to “Workflow” from 
your Dashboard menu
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