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Frequently Asked Questions
What does it mean to be a WIC?
Here at UNCP, the University Communications and Marketing department builds and maintains 
the primary website framework. Each department takes those tools and choses a primary person 
to update their section of the website. That’s a Website Information Coordinator (WIC). Some 
departments have multiple WICs, so there might be secondary WICs as backups. That’s completely 
up to the departments.

Who should be a WIC?
Ideally, someone who is comfortable with technology and the web. Resist the urge to just give it 
to the newest person in your department. This is a pretty important job and many times the first 
introduction to your department for a potential student. You want someone who can identify quality 
content. The more relationships they have with people in your department, the easier it should be for 
them to get that content.

How do we add or change WICs?
Please visit www.uncp.edu/drupal and you will find a Drupal Account form to fill out and submit to the 
UCM office.

What about training?
On that same page mentioned above you will find links to the latest version of this document, short 
training videos (https://www.uncp.edu/resources/ucm/services/web-services/training-videos), and any 
upcoming live training events.

What’s this about a listserv?
There’s an email list for WICs to let you know about upcoming events. We usually add your email 
address after creating your WIC account. However, if you think you were missed or your address 
changed, you can also subscribe here: http://listserv.uncp.edu/mailman/listinfo/wic

Who is responsible for creating content?
Each department is responsible for their own content on the website. We encourage WICs to meet 
with their departments and create a process for collecting that content.

What if I need help building out some new pages or something doesn’t seem to be working?
Please submit a ticket via the UCM Request form at www.uncp.edu/ucmrequest. We are happy to 
assist you. Using the request form ensures that nothing falls through the cracks.

What if someone in my department asks about a personal site?
We recommend using Google Sites through the University. It is offered as part of your Google Suite 
account. UCM and DoIT do not support sites built there, but Google has a treasure trove of tutorials 
and articles to help you get started.

What if our WIC leaves or changes departments?
Please let us know so we can disable their access.

https://www.uncp.edu/drupal
https://www.uncp.edu/resources/ucm/services/web-services/training-videos
http://listserv.uncp.edu/mailman/listinfo/wic
https://www.uncp.edu/ucmrequest
https://sites.google.com/new
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Content Management System
A Content Management System (CMS) manages the creation, organization, modification, and 
publishing of digital content. UNCP uses an open-source CMS called Drupal.

It takes all of this... ...and helps to turn it into this

Who else uses Drupal? The Weather Channel, Major League Soccer, US Department of Energy, CERN, NASA, 
and universities all over the world. If you want to learn more about Drupal, please visit www.drupal.org.

Responsive Web Design
Today’s websites are designed to be responsive. That means that images, videos and all the other 
page elements need to be able to change size and position depending on the size of the screen they 
are being viewed on. Maybe it’s a tablet, a desktop monitor, or a smart phone. The audience just 
wants it to work.

Image courtesy of RedCat Studios
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Web Accessibility
From WebAIM.org:

Though estimates vary, most studies find that about one fifth (20%) of the population has some kind 
of disability. Not all of these people have disabilities that make it difficult for them to access the 
Internet, but it is still a significant portion of the population. Businesses would be unwise to purposely 
exclude 20, 10, or even 5 percent of their potential customers from their web sites. For schools, 
universities, and government entities it would not only be unwise, but in many cases, it would also 
violate the law.

Here in the United States, applicable laws include The Americans with Disabilities Act (ADA) and the 
Rehabilitation Act of 1973 (Sections 504 and Section 508).

The Web Content Accessibility Guidelines (WCAG) provide an international set of guidelines. They 
are developed by the Worldwide Web Consortium (W3C), the governing body of the web. These 
guidelines are the basis of most web accessibility law in the world. Version 2.1 of these guidelines was 
published in June 2018.

We have built the website with these things in mind and will continue to do whatever we can to 
adhere to these guidelines. UNCP has implemented many best practices at the template level to 
ensure compliance across the site. The most common thing you will encounter as a WIC is the use of 
alternative text fields for images. These are mandatory fields that will prop you for a brief description 
of the photo or graphic you have uploaded that will be used by screen reader software.

Image courtesy of Kinex Media
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A New Way of Thinking About Pages
On our previous website, there was a large text editing window and a file manager that was a real 
pain to fight with. It took forever to click through all the menus to post a simple photo or a PDF. We 
wanted to avoid all that this time around by emphasizing speed and simplicity.

It’s difficult to take that big blob of text and embedded graphics e were using in Drupal 7 and make it 
truly accessible and responsive. For the new website, we use a stack of Content Sections that can be 
shifted around drag and drop style. Have a look at the figure below.

On the left side is an example similar to our old website. Everything is just placed into a big box. On 
the right side, the design is sliced up into easier to manage pieces. Not only can we can move those 
pieces around without worrying about breaking the design, it lets us do a better job of automatically 
styling those elements on the back-end and handling the responsive design.
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Building a page
Since we’re throwing around all these metaphors, it’s time to cover the most important one of them 
all. If you can make a sandwich, you can build a page. Yes, I said sandwich.

Better yet, let’s build a cheeseburger:

• Top Bun
• Lettuce
• Tomatoes
• Cheese
• Burger
• Bottom Bun

How does this apply to building a page? It’s the same concept, but without ketchup and mustard. 
We’re building a stack (a page) out of different pieces (content sections). Here’s a preview just to 
make you hungry. In the next section, we’ll cover getting into the system. After that, we’ll come back 
to building pages.
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Logging In
To log into the UNCP website to make edits, please go to the following link:

https://www.uncp.edu/wic

Your Username and Password will be the same credentials that you use to log into the UNCP system.

Once you are logged in, any page that you visit where you have Edit rights will show the editing tabs 
across the top of the content area.
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I’m logged in. Now what?
Much like the design of the front-end of the site, you’ve got multiple options to get where you want 
to go. There’s the Workbench, Manage, and WIC Tools.

Workbench
The Workbench is an easy place to start. It provides a quick overview the Content you last edited 
and can be configured to show other information like all recent edits to the site or other editors that 
might be logged into the system.

Note: Some of the functionality from the Workbench Module in Drupal 7 has been shifted into the 
core of Drupal 8 including content moderation (Published/Draft/Archived). It’s possible that the 
Workbench may eventually be added to Drupal core, but there are no drawbacks to using it until 
then.

Workbench Manage WIC Tools

Manage
This is the standard way of locating, editing, 
and adding content in Drupal. Click the Content 
button to take you to the main Content page 
seen o the right. Here you can search by Content 
Type, Title, Status, Site Section, and even Author. 
If you have access to edit a piece of content, an 
Edit button will appear in the Operations column.

To add a new piece of Content to the site, click 
the Add Content button. This will take you to a 
page where you can add a Basic Page, Profiles, 
Page, Contact Card, or News Article (if your 
section has this functionality enabled.)

WIC Tools
This button reveals a menu of handy shortcuts. You can also Add Content here, but more importantly 
this is where you can manage Contact Cards, Manage Department Contact Info, and Manage 
Webforms. We’ll cover all those later, just know that this menu is where to find those options.
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Creating a Basic Page
Okay, so you can login and find your way around. Now we can get to the good stuff. We’re going to 
build a new page.

Manage -> Content -> Add Content -> Basic Page

If you worked with Drupal 7 and the last version of our website, you might see a few familiar things, 
but there’s one big element missing. There isn’t a big WYSIWYG box in the middle of the page. We’re 
now more modular and component based. 

“It is said that despite its many glaring (and occasionally fatal) inaccuracies, the Hitchhiker’s Guide to the Galaxy itself 
has outsold the Encyclopedia Galactica because it is slightly cheaper, and because it has the words ‘DON’T PANIC’ in 
large, friendly letters on the cover.”

-- Douglas Adams, The Hitchhiker’s Guide to the Galaxy

This box is for security. It tells us the Content belongs 
to X department and only they can edit it. 

Also, this is how the site knows which Contact Info box to put 
below the right-side menu and which name to put above it.

SEO TIP: Always think of the page Title in the context of the whole 
site, not just the section it’s in. When you search, there could be 50 
“Programs” listed, but there’s only 1 “Biology Programs” on the site. 

Site Section Taxonomy
A super wordy way of just saying category. Every piece of Content gets one of these so we know 
which section of the site or department it belongs to. It also does a lot of automated stuff behind the 
scenes related to menus, styling, and contact information.

Title
The title of the Content that appears at the top of every page. This is where you’re going to help 
search engines distinguish your page from all the others. It’s good to be a little specific here so your 
page can stand out. If it says “Students in Action”, it’s going to compete with every page on the site 
using that same title. If it says “History Students in Action”, then you can be pretty confident it’s the 
only page on our website with that name.
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Banner Area
This is an optional element that you might want to use for your site. It really helps establish the tone 
for a landing page, but it can be used on any Basic Page. Click the arrow to open the box. You’ll see 
the words Full Width Hero. There’s a place to upload a landscape style image that will appear at the 
top of the page, beneath the breadcrumbs and above the main section of content.

A Hero Image is a large banner image, prominently placed on a page, generally front and center. It is often the first 
visual element a visitor sees on that page. This one stretches from edge-to-edge. It requires a picture that’s at least 
1600px wide and 533px tall. The largest photo size on SmugMug should do the trick.

Full Width Hero

Breadcrumbs are a navigation trail showing you were you are in the site.
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Attaching a Page to a Menu
Even before you start adding content to your 
page, you can attach it to a menu. Start by 
clicking the arrow next to MENU SETTINGS in 
the right column.

Click the “Provide a menu link” check box.

You’ll notice that it copied the Title of your page 
over into the Menu link title box. You don’t have 
to stick with that title. In fact, it’s safe to shorten 
it or abbreviate it if you’d like. The names in the 
menu are much lesser important than the formal 
page names.

Example: Music Degree Programs can become 
Degree Programs or even just Degrees.

Below that, you’ll see MENU LINK WEIGHT. 
We’re going to skip over that for now. Because 
we need to pick out the correct menu first and 
unfortunately that’s lower on the page. (There’s 
currently not a way for me to adjust this and swap 
the order of these.) Scroll down past this section 
to Menu Link Position Preview.

Check this box

Keep scrolling down
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Menu Link position preview lists the menus you 
can attach the page to. By default, it suggests 
Departments, but that may not be the one you 
want.

Find the page you want attach this new page 
underneath. Click it and a green check appears.

Example: I want this page to appear in the UCM 
section under Web Services.

I’ll click the arrow the left of Departments to close 
that menu and click the ones by Resources to 
open it up. I locate University Communications 
and Marketing, Services, and then Web Services. 
I click on Web Services to say, “I want this page 
to appear as a subpage of Web Services” and a 
green check-mark appears.

Here’s one tricky part to watch out for. When you 
click the Save button, you’re going to get an 
error message. It’s a terrible message that should 
really be more of a friendly warning instead of 
jumping out at you in bright red. Let’s look at that 
on the next page.

This is what we’re looking for

Find the page this new one will go under



14

Why is Menu Link Weight Yelling at Me?
You select the spot in the menu system you wanted. You clicked save. Now there’s this bright red 
message at the top of the screen. It’s supposed to do that. No really. Let me translate Drupal to 
normal human being here. 

This box is a notification from the Menu Link Weight module letting you 
know something might be wonky. That’s a technical term. Wonky.

This is the important part. Menu Link Weight, in it’s own obtuse way, 
wants you to know it’s seeing a new menu item and didn’t want to save 

the page until asked you where to put this new thing in the menu.

There are two things you need to do here.

1. If you don’t want the new link to be the first item in the list, click the + to the left of it and drag it 
into the correction position.

2. Click Save again.

That’s it. No more error message that aren’t really errors. It’s annoying, but a small price to pay 
compared to the old way of forever scrolling through the whole menu system hunting for the one 
parent page you needed.

We have a page. It’s in a menu. Let’s go put some stuff on that page.         
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We’re going to mix, match, and reorder. If you 
discover you need something special that’s not in 
the list, please submit a request. Once it’s built, 
everyone can share it. 

Lets take a closer look at these options. Click the 
drop-down button next to “Add Hero Image” to 
show the whole list.

Find one you want and click to add it. You can 
always delete it later or move it up and down in 
the stack.

Pay attention to the drop-down box right above 
Save/Preview. That needs set to Published before 
the page will appear to the general public.

Content Sections
It’s time to add Content Sections. This is where the magic happens. Here is the current list of Content 
Sections that are available on the site:

Edge-to-Edge Hero Image
Hero Image
Centered Image
Text Box
Text Box with 1/3 Column Image (Left or Right)
Text Box with 1/4 Column Image (Left or Right)
Text with Video (Left or Right)
Video
Outlined Box
Downloads

Accordion
Quote
Wow Text
Business Card
Three Cards
Gallery
Slideshow
Webform
Grid Builder (Experimental)

Change this to Published
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You remember the Hero Image, right? It’s a large graphic, generally placed at the top and center of 
a web page. It’s there to make an instant visual impact. For the UNCP website, this is a predefined 
image style. This is an alternate version available on your pages. Instead of going edge-to-edge 
above the content and menu, you can just fill the width of the content area next to the menu. You 
choose an image file to upload and it will automatically crop the image to 870x500 pixels (870 pixels 
wide by 500 pixels tall). Let’s upload a photo and see what happens.

I pulled this photo from Pembroke Day 2017. I 
can tell right away with the aspect ratio of this 
photo, Drupal is going to trim a little off the top 
and bottom to make it fit into the page. Don’t 
worry about all that. Drupal will do the heavy 
lifting. You just need to find a great image and 
start thinking about a short description of what’s 
happening in that photo.

I uploaded my photo and there’s a preview. Drupal has taken a shot at guessing how you might want 
to crop the photo. See that little white + sign in the middle? That’s the Focal Point. You can click and 
drag it around to control how Drupal crops the photo. Need to see more of the bottom of the photo? 
Drag the + down a little bit and save the page again.

Don’t forget to add a description to the Alternative text box. It’s mandatory for Accessibility. “Student 
taking a selfie with BraveHawk.” Save!

Hero Image
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I saved and here’s the page. Not bad. I probably would go back into [New Draft] and move the + 
down just a tad to balance the photo out. See the section of Photo Tips for more information.

Sometimes the image or graphic you want to use 
just won’t work as a Hero Image. That’s where the 
Centered Image comes in. Let’s say you have a 
banner that’s wide, but not very tall. 

1. Centered Image will take the graphic, shrink 
it down to fit the full width of the content 
column (870px) and then automatically figure 
out the correct height.

2. If it’s already shorter than 870px, it will just be 
centered in the middle of the page.

Whereas you would only want to use the Hero 
Image at the top of a page, the Centered Image 
is designed to be used anywhere on the page.

Image Styles

The new website uses predefined Image 
Styles to help with scaling the pages for 
different screen sizes and for Accessibility.

You won’t find the Insert Image button in 
the new Text editor either. We’ve separated 
the way images are uploaded and tracked 
by the website to prevent the server from 
filling up with old orphaned images files. Now 
when you remove an image from a page it is 
deleted from the server. The same holds true 
for documents and files as you’ll see in the 
new Downloads tool.

Centered Image
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This one will look familiar. Here is the standard Text box. Let’s get reacquainted.

That’s about half the number of buttons than the old system had. You may be wondering where the 
tree icon for images went. Images are managed in a different way on the new site.

The first thing we see is the drop-down box for Styles. You’ll use Paragraph for the majority of the text 
you deal with. Below it is Heading 2, 3, 4, and 5.

When you build a page, don’t think of the Headings as text sizes. They’re for the structure of the 
page and very important to Accessibility. Always start with Heading 3 and work down. For a screen 
reader program, the UNCP logo at the top of every page is treated as Heading 1. The Title of a page 
is Heading 2. Sections of a page are Heading 3. Subsections are Heading 4 and so on.

Why is Heading 2 in there? When we migrated over the old site, the HTML code for the pages came 
too. Many of them used H2 (Heading 2) tags. We left in Heading 2 so it’s easier to spot. If you see it 
on a page you’re editing, please change it to Heading 3.

Moving to the right, you have Bold, Italic, Clear Formatting, Bulleted List, Numbered List, Indent left, 
Indent Right, and Quote.

In the center of the toolbar, you’ll see a clipboard icon with a W on it. That is the Paste from
Word button. When copying text from Word or a web page, you’ll want to click that  icon to open up 
the pasting window, and paste in your contents. Drupal will go through and remove any extra code or 
formatting that might be trying to tag along before putting it in your editor window.

Text

Internal Links

Create anchor

External Links, mailto, anchor links
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To the right of that button we have Align Left, Align Center, and Align Right. There’s the Table button 
and the Horizontal Line button.

Linking Tools
The button that looks like a piece of chain-link is the Linkit tool. This is for internal links. If you want to 
link to another page on the UNCP site, you can use this tool to search for the page by name, examine 
the URL path it uses to make sure it’s the correct page you want, and then insert it into your page. 
When you select the page you want, you’ll see it change it to the node number that goes with that 
page. The reason it uses the node number is because the actual URL of the page could change. By 
using the node number, the link doesn’t break.

The middle Link button, that looks like a box with and arrow coming out of it, is for linking to external 
websites, adding anchor links to a page, and adding email links. Highlight your text and click this 
button to open up the Link window. Select the Link Type from the drop-down menu.
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The third button is for removing a link. Highlight the link and click the button to remove it.

On the end is the Source button. If you’re versed in HTML, it’s there so you can view the raw code.

Making Buttons
Once you’ve created a link, drag and highlight the text. Click on the drop-down menu on the left side 
of the editing window. You can apply styles for different color buttons.

Button styles are up here
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To do a better job managing image files and scaling them for different screen sizes, we decided to 
handle them a little differently this time around. This Content Section shares the same Text editor as 
the basic Text section, but below it is a place to upload an image. You can enter a Caption too if you 
like. Then, select whether the image is aligned to the right or left of the text.

The 1/3 Column version allows the image to take up about 1/3 of the Content column width.

The 1/4 Column version takes up about 1/4 of the Content column width. The height scales 
depending on the image.

Text with 1/3 Column Image (or 1/4)
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Here’s a real example from our site taken from the International Programs section.

One thing to note is that this does require a little bit of planning, but the results can look very nice. 
On a smaller screen like a phone, images will shift around automatically to stack. If you build a page 
with text and images like this alternating right, left, right, left, you’ll get a nice effect.

Text with 1/3 Column Image
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This is change we thought long and hard about. Previously, you could link to documents right in 
the middle of a sentence. You had to jump through a bunch of hoops to upload and link those 
documents too. The result was a lot of orphaned files on the server. The links didn’t stand out either 
and often got lost in the page. If the file is important enough to post, it should stand out and be easy 
to find. It should also be easy to find when it’s time to change or update those documents.

The Downloads Content Section creates a special box on your page where you can upload DOCX, 
PDF, PPTX, and more. Drupal will match an icon to the file type. As with all Content Sections on the 
new site, you can have multiples of this item in a page.

By default, Downloads Title is simply Downloads. Feel free to change this to something more 
descriptive, particularly if you’re going to have multiple download boxes on the page.

Enter a description or a name for the file. If you leave that box blank, it will just use the file name. It 
works, but it doesn’t look as nice.

To add more files to the box, use the Add a new file box. When you have multiple files uploaded, you 
can drag and drop them to put them in a different order.

Downloads
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This is the same basic text editor, except your text will have a 1 pixel box around it. You can choose 
from a list of predefined colors. This is an easy way to add emphasis to a box of text.

Outlined Box

Wow Text

Quote

Need a colored box with a short bit of text in it to draw attention to something important? That’s 
what this is for.

Different than the quote button in the text editor, this tool goes farther to make you quote stand out.
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Business Card

Text with Video

Video

This tool lets you search through our database of Contact information, select a person, and it creates 
a box the width of the Content column with their basic information including a photo.

Similar to the Text with 1/3 Column Image tool, this section will place text to the right or left of a 
video box that’s 1/3 of the width of the Content column.

Remember how adding a video was a lengthy ordeal with setting pixel sizes and checking boxes in 
multiple tabs over on the YouTube site? No anymore. It’s now one box where you put in the URL to a 
video on YouTube or Vimeo. The video will fill the width of the Content column. Done.
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It’s easier now to add a gallery or galleries to your page. You just upload the photos, add 
descriptions, and save.

Gallery
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Create a basic accordion stack. Add Downloads or Webforms too.

Accordion
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Creates a column wide slideshow box where you can add images and text that will rotate 
automatically.

The Grid builder is a work in progress. So far, it’s only in testing in a couple of places. Example: GPAC 
landing page. The vision is to create a container where you can upload multiple columns of images, 
select how many columns should be in each row, and have it auto-wrap. Example: I upload 7 images 
and then select to have them appear in 4 columns per row. Also, you’ll be able to attach either a link 
or downloadable file to each image.

Slideshow

Grid Builder (Experimental)

Creates three cards in a row. Each card can consist of a graphic and a text box.

Three Cards
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Photo Tips
The Rule of Thirds
In basic photography, one of the first lessons is the rule of thirds. It’s an important tool to help 
beginners learn how to create balanced compositions. It’s an unofficial rule and therefore meant to be 
broken, but you should learn how it works before unleashing your inner Ansel Adams (Google him).

This one’s easy and can instantly improve your 
vacation photos. The idea is that we take an image 
and break it down into thirds. Draw four imaginary 
lines through the image, two horizontal and two 
vertical. Check out the graphic to the right for 
reference. See how that gives us three columns and 
three rows?

The theory is that if you place the most important 
part of your photo along one of those lines, it 
instantly becomes more visually stimulating. 
Also, studies show that when people look at an 
image, their eyes tend to go to one of those four 
intersections rather than the center of the photo.

Let’s look at a real example. The shot to the right 
is a woman vaulting over a bar. She’s stretched out 
horizontal and the timing gives us a great sense of 
motion. See what else our photographer did when 
composing the shot? He’s not only lined her body 
up over the top horizontal line, but he’s put her face 
at the intersection of lines in the top left.

Give this a try with your own photos. Pull up some 
images on the web and think about that grid and 
how things line up. Once you know to look for it, 
you’re going to see it everywhere.

You can also use this technique to tweak photos you already have. Use the focal point tool on the 
website to crop images so they come closer to fitting the pattern.

Focus
Don’t try to tell everyone you’re an artist and that’s just intentional soft focus. Your hand moved and 
your shot is blurry. You should probably toss it and find another one.

Get Closer
Don’t be afraid to get closer to your subject. Using wide shots of a scene full of people tends to be 
kind of dull and not really focused on anything in particular. Get in there and find something that tells 
the story.

Faces
This one is easy enough. We are wired up so that our eyes are automatically drawn to faces. If there 
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isn’t one there, our brains will still try to create one. Go look at the front of your car. The headlights 
totally look like eyes and the bumper is a smile. Not really, but you can’t help but see it. So, if 
you have the choice of a photo of nice scenery or a person, odds are that the person is the more 
engaging option.

Resolution
Photos on the web are what we call raster images. Think of them as made up of a bunch of tiny 
squares. A photo or graphic has a finite number of how many of those squares make up the photo. 
These are pixels. If your original photo is 1000 pixels by 1000 pixels, it’s going to look pretty good 
even if you enlarge it a little bit to fit the width of a page or something like that. If the original file you 
have is 100 pixels by 100 pixels, it’s going to appear small on the page. If you try to enlarge it, the 
image is going to look really blocky. It just contains a lot less information on how to draw the image. 
Always try to use high quality photos to start with.

RGB vs CMYK
Without digging too deep, it’s helpful to understand a couple things. Monitors and the web use 
color as RGB (red, green, blue.) Monitors emit light and give you a resolution of around 72dpi (dots 
per inch.) In the print world, they use CMYK (cyan, magenta, yellow, black), paper absorbs light, and 
printed materials are usually a higher resolution of 300dpi.

Why do you care? Converting between the two can result in your colors not looking so great. They 
can appear dull, faded out, or even completely wrong. UNCP Gold in it’s perfect ink form on an 
industrial printer looks perfect, but if you save that file as a JPG and look at it on the web, it might 
look more brown than gold. Just be aware of this potential problem if you’re re-purposing files from 
printed materials or sending someone photos for a postcard. Some conversion may need to happen 
and you want it to look right.

Don’t Embarrass People
Life is short. Please be Kind. You know how you absolutely hate your driver’s license photo? That’s 
how most people feel about any photo of them regardless of how it actually looks. Just keep that in 
mind when picking out photos to share with a wide audience. The Internet is forever, so no one wants 
a big image of themself with their eyes closed and a their mouth hanging open floating around out 
there.
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In addition to the Basic Pages on the website, we have two other important Content Types to cover. 
We have Profile Pages full of staff photos and contact information. Those can created from a couple 
of different places, but let’s look at the main database of Contact Cards first.

On the WIC Tools tab, select Manage Contact Cards. That will take you to the screen below. Contact 
Cards are intended to only be used for UNCP faculty and staff. The information here drives the 
Campus Directory. A revised version of the Spotlights widget is planned for creating profiles of 
Students, Alumni, Donors, etc.

At the top of the page, you can Add a Contact Card or move on to searching for a specific person. It’s 
best to do a quick search for someone first so you’re not adding a duplicate to the system.

Contact Cards
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This opens a pop-up window where you can select 1 or 
more Departments that this person belongs to.

Full Name is used for the internal Title field

Optional Title like Dr or Ms. If you need one 
that’s not on the list, please let us know.

Breaking the name into pieces for sorting.

Jr, Sr, III. If you need more, please let us know.

PhD, MD, MA, etc.
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If we need to add a building, 
please let us know.

University and Degree

Optional fields that you may want to use.

Check the box to add the icon to the profile.
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Biography or notes about this person. Only appears on their detail page.

Use with caution.

Don’t forget to set this to Published.

I’ve added a new Contact Card. Now what? Let’s go edit a Profiles Page.
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Profiles Page
This Content Type is intended to be used for special pages like Contact Us or Faculty Information. We 
recommend the department name + “Contact Us” for the page title for the sake of consistency, with 
something like “Contact” or “Contact Us” for the menu link title. 

Your first response might be something like, “That’s really boring.” Yep, it sure is, but for an important 
reason. It’s what people expect when searching for that type of page. I’d call the UCM Contact Us 
page “University Communications Ninja-Pirates and 20th Level Marketing Wizards” if I was allowed, 
but no one is going to search for that combination of words to find an email address for our graphic 
designer. Stick to the basics and use common plain language.

Don’t over think it.

Optional space for a description at the top of the page.

A Profiles Container is a box for 
a group of Contact Cards.

Subheadings if you need to separate Cards into 
different containers and then label them. Example: 

Department Faculty, then Department Staff.

A Text box if you need to 
explain a Subheading.

Open up a Profile 
Container for editing.
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I clicked Edit and opened up the Profiles Container. There’s a list of current employees that I can 
drag-and-drop to reorder. I can also Add existing Contact Card. 

The Add new Contact Card button is temporarily disabled. There was a bug causing problems, so we 
removed it until we can get those fixed.
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If you edit a Contact Card here, don’t forget 
to click Update Contact Card.

Click here to search for an existing 
card to add to the page.

Searching for a Contact Card to 
add to the page.
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A deep dive into making Webforms is in the works. At the moment, we would refer you to the handy 
video demonstration buttons at the top of every form page. Once a form is created, it can easily be 
added as a Content Section on a page.

A section on adding news is planned in the next update to this manual.

Webforms

News


