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Prerequisite:  None Information Technology Services

McGill University

ü Focus on updating existing content

WMS 300
Site Editing
in the Web Management 
System (WMS)

ü Editor Role Basics
Tim Berners-Lee
Computer scientist, best known as the inventor of the World Wide Web 
https://www.w3.org/People/Berners-Lee/

https://www.w3.org/People/Berners-Lee/


Agenda

§ System Roles & Typical Site Layout 

§ Editing & Publishing | Comparing Revisions | 
French Pages | Creating Links

§ Paste formatted text | Inserting Images and Files | 
YouTube content |Tables

§ My Workbench Overview

§ Special Features:
e-Calendar tool | Templates | advanced features



Getting help
1. IT Services & KB site:   https://mcgill.ca/it

https://kb.mcgill.ca

2. WMS 302 Labs: https://mcgill.ca/it-training
- Select “Web Services” category
- Register in Minerva

3. WMS Documentation Index:
- To go: https://kb.mcgill.ca or http://mcgill.ca/itsupport
- Type “documentation mcgill web” in search box 

- Direct link: https://mcgill.ca/x/o6w

4. Web Services group: 
- http://www.mcgill.ca/wms

https://mcgill.ca/it
https://kb.mcgill.ca/
https://mcgill.ca/it-training
https://kb.mcgill.ca/
http://mcgill.ca/itsupport
https://mcgill.ca/x/o
http://www.mcgill.ca/wms


Roles
Site editor

Ø Edit content: pages
Ø Upload images, files

Site manager
Ø Creates pages
Ø Manages menus
Ø Creates blocks
Ø Creates forms, slideshows
Ø Manages the Channels module

Site administrator
Ø Has access to additional site features
Ø Is responsible for overall “look & feel” of the site
Ø Only 1 (max. 2) site administrators are allowed per site

Reviewer
Ø Views unpublished pages, webform submissions & files
Ø Cannot change the content (Read-only access)



Browsers and login
� Browsers 

� Check if your browser is compatible
https://www.mcgill.ca/web-services/our-services/web-hosting/wms/about-
wms/implementation/browser-support

� Login
McGill username
(firstname.lastname@mcgill.ca)
McGill password

https://www.mcgill.ca/web-services/our-services/web-hosting/wms/about-wms/implementation/browser-support


WMS - site layout

Main Content

Block at the top

Block at the bottom

Block on 
the 

sidebar

Block on 
the 

sidebar

Menu

Ø Blocks are optional

Footer



Vertical 
navigation

Main content
Block

Title

Horizontal navigation



Ø At the bottom of the page
Ø Organized list of headings & links
Ø Optional site branding feature

(Available to Site Administrators)

WMS – site layout: Footer

Site Login

Heading

Links
Optional site 

branding feature

Contact Info.



Editing an existing page: Draft & publish

Page “states”: Draft, Needs Review, Published

Use Save > 
View Draft 
or View 
Published 
instead of 
Preview



Viewing & comparing previous revisions
Comparing revisions: Viewing differences between 2 versions

Viewing revisions: Right-click -> Open in New Tab



Editing a French page



Exercise: 
Publishing pages & Comparing revisions

q Make a simple change in the Editor using New Draft:
Draft | Publish

q Compare revisions

q Edit a French page



The WMS WYSIWYG Editor at a glance

Link HTML Headings Table

Formatting 
options

Add media

Horizontal lineAnchor Templates

Blockquote

Not usedMaximizeSpecial characters

While being in the editor, press ALT + 0
to view editor accessibility instructions (short-cut keys, etc.)



Editor shortcuts

Accessibility considerations:
http://www.mcgill.ca/it/article/accessibility

http://www.mcgill.ca/it/article/accessibility


Available Special Characters

Highlighted: Commonly used French characters

Possible uses:

ü Le français
ü Mlle Noël
ü Étudiante
ü Je travaille à

l'Université
McGill à
Montréal



Creating Links

Ø URL:
Example: 
http://www.mcgill.ca/it

Ø E-mail
Example: 
ITsupport@mcgill.ca

Ø Anchors
Example: F1, F2

http://www.mcgill.ca/it
mailto:ITsupport@mcgill.ca


To create a link to a web page

1. Add and highlight the text in the 
Body

2. Click         on the toolbar
3. Select URL in the Link Type list
4. Enter the URL
5. Click OK

Standard link

Note:
This method can be used to create internal links as well (copy and paste the link)

W3C Working Group considerations: https://www.w3.org/TR/WCAG20-TECHS/G200.html

https://www.w3.org/TR/WCAG20-TECHS/G200.html


To create a link to a web page

1. Add and highlight the text in the Body

2. Click         on the toolbar
3. Select URL in the Link Type list

4. Select <other> for Protocol

5. Enter the last part of the URL (after “/”) 
E.g.: “why-choose-mcgill” 

6. Click OK

Link to an internal page

Note:
The last part of the URL may be in the 
following format 
“why-choose-mcgill/sub-page” if a page
is at a lower level in the “tree-structure”.  

“/” slash after site name Last page of the URL



To create a link to an e-mail 
address

1. Add and highlight the text in 
the Body

2. Click         on the toolbar
3. Select E-mail in the Link Type

list 
4. Enter the e-mail address
5. Click OK

Email Link



Exercise: Creating links

q Create a standard link to the McGill homepage

q Create a link to an internal page

q Create an email link



We will be creating this..
ü Import formatted content
ü 3 images: border, caption, image alignment
ü PDF link 

image1

image2

image3

PDF link



Import formatted text from MS Word

1. Copy the text from a MS Word document
2. Paste the text (Ctrl+V) directly in the editor

• Clean <td> styles
• Empty <p> tags are stripped
• <i> tags for italics
• <b> tags for bold
• Alignments are preserved

https://www.mcgill.ca/wms/article/features/say-goodbye-paste-word
Additional Info:

https://www.mcgill.ca/wms/article/features/say-goodbye-paste-word


Upload a file (image or document)
1. Place your cursor at the location where

you would like your image to be inserted
2. Click the Add media icon
3. Click Choose a file under the UPLOAD tab
4. Click Upload tab
5. Click Submit

Inserting images

From your 
computer



Resizing images

Recommended option: Original

It is recommended to resize images 
before uploading them.

Suggested applications:
SnagIt Editor or another image editor

Download Snag-It via the McGill software 
licensing site at mcgill.ca/software

Adobe Photoshop 
is of course another possibility

http://www.mcgill.ca/software


Inserting images

Add a caption if you selected 
the Border and image caption option

Add text for individuals with 
visual disabilities,

search engine optimization
& credit (author/organization 

name) if required

Select image display option: No border, border, border + image caption



Enabling Image alignment & other options

Right click image &
Select Image Properties

Set alignment 
to Left or Right



Add images/files
Previously uploaded images and files 

will appear in the Library section



Adding files (e.g.: a PDF file)
� Same steps as for an image

� Important:
Add a descriptive name 
(text that you would like to 
be displayed once you 
publish your page)
in the File title field

� This text will be displayed in 
the View Draft or Publish 
tabs not in the content 
editor (WYSIWYG) 



ü Import formatted content from MS Word
ü 3 images: border, caption, image alignment
ü PDF link 

image1

image2

image3

PDF link

OK let’s do it..



My Workbench Overview

Click to view all site 
content types & filters

Four key tabs:
q My Content
q Create Content
q File List
q My Drafts

Creating shortcuts



Inserting a table 
1. Put your cursor in the Body

where you want to insert the 
table

2. Click         on the toolbar
3. Enter the number of columns 

and rows
4. Choose if you want a header 

in the Headers’ list.
5. Text in the Caption will show 

above the table.
6. Click OK.

Do not use tables 
to layout text

Content creation items



Exercise: Creating a table

https://en.wikipedia.org/wiki/Rankings_of_universities_in_Canada
Source:

Note:
The default behavior of a WMS table is to fill the available page width.

https://en.wikipedia.org/wiki/Rankings_of_universities_in_Canada


Displaying McGill course details - eCalendar

Ø For courses, in the Body 
enter one of these 4 formats:

[course long BIOL 200]

[course medium BIOL 200]
Description is collapsed

[course short BIOL 200]
Course number and title only

[course link BIOL 200]
Link to the description of the Programs, Courses 
and University Regulations website

CourseFormat

Note: 
Course “short tags” need 
to be added manually. 



Displaying programs requirements
1. Go to www.mcgill.ca/study
2. Login with your McGill credentials
3. Enter a key word in the search box 

located right below “Quick Links” (e.g. Management) 
4. Select relevant tab (e.g. Programs) 

& click on one of the search results
5. Scroll down to the bottom of the page

The WMS “short tags” should appear at the bottom of the screen

Additional information: 
http://www.mcgill.ca/es/ecalendar-project/content-syndication

http://www.mcgill.ca/study
http://www.mcgill.ca/es/ecalendar-project/content-syndication


Exercise: eCalendar Short Tags
SCENARIO: BACHELOR OF COMMERCE – MAJOR: INFORMATION SYSTEMS
E-Calendar info available at the following site: www.mcgill.ca/study

!"#$%&'()'*)+',,%(#%)- ."/'()01*'(,"23'1)4562%,6)789)#(%:326;
<36=&"5)01*'(,"23'1)4562%,6)6=%#3"&3>"23'1)7."/'(;)#'?(6%6

[program long BCOM-MAJ X ISM MAJOR]
[program medium BCOM-MAJ X ISM MAJOR]

!"#$%&'()'*)+',,%(#%)- ."1"@%,%12)+'(%)78A)#(%:326;

<36=&"5)."1"@%,%12)+'(%)=('@(",)31*'(,"23'1

[ecalendar 09020fda8001d609 09020fda80038fb0]

http://www.mcgill.ca/study


Inserting a YouTube video
1. Place your cursor in the right position.
2. Click Add media icon
3. Click on the Web tab
4. Click copy and paste 

YouTube video link into available box
5. Click Submit.

Web tab > Copy & Paste 
YouTube link



Resizing a YouTube video

Right-click to find the Image Properties

• Change the Width 
and the Height

• To play in the default player, 
leave the Width and the Height 
boxes empty

• Do not save at 100 x 100 
(size is set in pixels not ‘%’)



Exercise: YouTube content
SCENARIO: Add a McGill YouTube video to your site

.#B3&&)C'?2?D% #$"11%&E
FFFG5'?2?D%G#',H,#@3&&?13I%(6325

JG K31:)2$%),'62)='=?&"()I3:%')31)2$%)#$"11%&
LG 016%(2)32)31)5'?()F%D="@%

http://www.youtube.com/mcgilluniversity


WMS Editor (WYSIWYG) Templates
Templates can be accessed by clicking on the Templates button

Main types:
• Columns (X Column layout)
• Accordions
• Tabs
• Big Numbers

The columns templates (2 to 5 columns are available) 
are used to reformat the visual display of your text into columns.

Accordions and Tabs are alternative ways of presenting groups of 
content.



Template: Two column layout
Traditional layout

2 column layout



Template: Accordion

Example: https://www.mcgill.ca/it/forms

Note: 4 items are created by default. Adding additional items is possible 
but requires adding tags manually in the source view. Refer to KB article. 

Suggested HTML tutorial: www.w3schools.com

https://www.mcgill.ca/it/forms
http://www.w3schools.com/


Template: Tabs - horizontal

Example: http://www.mcgill.ca/it/get-started-it/students/

Note: 4 items are created by default. Adding additional items is possible 
but requires adding tags manually in the source view. Refer to KB article. 

It is also possible to create “horizontal tabs”: 
http://www.mcgill.ca/wms/article/updates/tabs-two-ways

http://www.mcgill.ca/it/get-started-it/students/
http://www.mcgill.ca/wms/article/updates/tabs-two-ways


Template: Tabs - vertical

Additional information: 
http://www.mcgill.ca/wms/article/updates/tabs-two-ways

Example:
http://www.mcgill.ca/desautels

http://www.mcgill.ca/wms/article/updates/tabs-two-ways
http://www.mcgill.ca/desautels


Exercise: Templates
SCENARIO: Convert existing content to an alternative format using

the 2 column template, accordions and tabs



Template: Big Numbers

Additional information: 
http://www.mcgill.ca/wms/article/inspiration-updates/going-big-big-numbers

http://www.mcgill.ca/wms/article/inspiration-updates/going-big-big-numbers


Exercise: Big Numbers
SCENARIO: Update Why-McGill page using the Big Numbers template



Optional Exercise: 
Big Numbers - advanced
SCENARIO: Update Why-McGill page using the Big Numbers template

Live example:
http://www.mcgill.ca/wms/community

http://www.mcgill.ca/wms/community


HTML
Ø Content between opening and closing HTML tags
Ø Paragraph

<p> We continue to be on the forefront of education and discovery with 
our innovative programs. </p>

<p class=“box”> At McGill, you have the opportunity to work with world-
class faculty in fostering new cross-disciplinary scholarship. </p>

Ø Headings

<h2> McGill History </h2>

Ø Break (changes line): <br />    (no closing tag)

Ø Horizontal line: <hr />    (no closing tag)
Recommended tutorial: 
www.w3schools.com/html/

http://www.w3schools.com/html/


Source view syntax highlighting
Starting and ending tags are color coded
Press CTRL+Q to expend code sections. 

E.g.: Display or collapse a table in source view

Additional Information:
https://www.mcgill.ca/wms/article/features/cracking-code-improved-source-editor

https://www.mcgill.ca/wms/article/features/cracking-code-improved-source-editor


Table formatting options using “classes”

� Default “zebra” style
E.g.: <table class=“zebra"> … </table> or

<table> … </table>

Default behavior: table uses available page width



Table styles (classes) overview

<table class=“no-zebra"> … </table>

Table classes can be combined

To change the default width of your table use the collapse class

<table class=“no-zebra collapse"> … </table>

no-zebra collapse tablesorter collapse

zero collapse

Table fills available page width



Advanced formatting options using “classes”
� Ordered List

E.g.: <ol class="enhance"> … </ol>

Additional information: 
http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site

http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site


� Pull quote
E.g.: <p><span class="pull-quote"> … </span></p>

Additional information: 
http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site

Advanced formatting options using “classes”

http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site


� Highlight

Examples: <p class=“note"> … </p>

Additional information: 
http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site

<p class=“box"> … </p>

Advanced formatting options using “classes”

http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site


� Note and Box

Examples: <p class=“highlight-inline">

Additional information: 
http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site

<p class=“highlight-icon">

Advanced formatting options using “classes”

http://www.mcgill.ca/wms/article/wms-tips/classy-touches-your-wms-site


Additional information: 
https://www.mcgill.ca/wms/article/features/list-grid-new-grid-class

Using the “grid” class to convert 
list items to a “grid” layout

<ol>
<li>This is the first list item</li>
<li>This is the second list item</li>
<li>This is the third list item</li>
<li>This is the fourth list item</li>
<li>This is the fifth list item</li>
<li>This is the sixth list item</li>

</ol>

<ol class=“grid">
<li>This is the first list item</li>
<li>This is the second list item</li>
<li>This is the third list item</li>
<li>This is the fourth list item</li>
<li>This is the fifth list item</li>
<li>This is the sixth list item</li>

</ol>

<ol class=“grid">

https://www.mcgill.ca/wms/article/features/list-grid-new-grid-class


Additional information: 
https://www.mcgill.ca/wms/article/features/list-grid-new-grid-class

Grid class used for ordered lists <ol>
and unordered lists <ul>

<ol class=“grid">

<ul class=“grid">

https://www.mcgill.ca/wms/article/features/list-grid-new-grid-class


Grid class: advanced parameters

� zero

Examples: <ol class=“grid zero">

� alternate

Examples: <ol class=“grid alternate">

� enhance

Examples: <ol class=“grid enhance">



Optional Exercise: 
Organizing content using tags

1. Add a tag called “WMS” on at least 3 pages in your training site
2. Add the following suffix information to your site URL:

“/category/tags/WMS”

E.g.: http://training.it.mcgill.ca/trainX/category/tags/WMS

3.  Your pages will be organized in the following fashion:



Site Editor Access request form

� Only a Site Sponsor or a Site Administrator is authorized to submit this form. If 
a site manager who is not a Site Administrator submits the form, the request will 
be denied.

� If you do not know who the Site Sponsor or Site Administrator is for your site, 
contact the IT Service Desk to find out before submitting this form.

� Site Sponsor: a.k.a. site owner, is typically the unit head, e.g., Dean, Chair, 
Director, Senior Manager, or delegate.

� Site Administrator: (maximum two per site) a site manager appointed by the Site 
Sponsor to the role of Site Administrator; this role has the most comprehensive 
level of permissions to access additional specialized features in the WMS and is 
responsible for ensuring the overall quality, “look & feel”, and objectives of a site.

� Site Manager: an individual with site manager permissions; a site can have 
multiple site managers.

� Site Editor: an individual with site editor permissions; a site can have multiple site 
editors.

http://www.mcgill.ca/itsupport
Home > Service catalogue > Websites & Webtools > WMS website permissions

Direct link: https://mcgill.ca/x/o22

http://kb.mcgill.ca/it/easylink/article.html?id=1797
http://www.mcgill.ca/itsupport
https://mcgill.ca/x/o22


Ø IT Services web page: www.mcgill.ca/it
Ø IT Self-Serve Portal: www.mcgill.ca/itsupport

Ø IT Service Desk 
• (514) 398-3398
• ITsupport@mcgill.ca

Ø Request Site Editor access or
Ø Register for 

WMS 301 – Site Management in the Web Management System (WMS) 
if Site Manager or Administrator rights are required

Questions?

What’s Next?

http://www.mcgill.ca/it
http://www.mcgill.ca/itsupport
mailto:ITsupport@mcgill.ca


Your opinion counts! 
Answer just five questions- one minute of your time!

Ø Please complete the IT Course Evaluation Form.

Ø In Minerva at:
ü Employee Menu > Training Menu >Training Evaluations.


