
/search/index.php#gsc.tab=0


 
 
 

8. Begin creating a standard page for the faculty/team member.  
 
 
Create a Page for the Faculty/Team Member  
 
Once you are in the main directory for the website you manage, follow the steps below: 
  

 
 
 

1. Click the + NEW button (dark blue in the top right corner of the screen).  
2. Choose the Standard Page Template option.  





 
 
 

5. The CMS will take you to the new standard page you just created for the 
faculty/team member, with default values for the page’s Main Content and Portal 
FW Nav Box areas. You will now proceed to modify these areas of the page.  

 
 

 
 
 
Adding Profile Content and Navigation to the Page 
 
The next step is to add preformatted bio content to the page you just created.  
 







3. Add content to the page: 
a. Start by clicking on the Main Content green button in the center of the 

screen.  When the editor opens, delete the default content “Content…”  
 
 

 
 
 

b. With the toolbar editor open, click the components icon  
 
 

 
 
 
 



c. In the Components popup window, you will see four options for 
preformatted content that you can use to display the faculty/team member 
information. You can choose one of these options:  

i. Adjunct Bio (No Picture, No Resume or CV). This option will prompt 
you to provide the email address, phone number and biography of the 
faculty/team member.  

ii.  Adjunct Bio (No Picture, Yes Resume or CV). This option will prompt 
you to provide the email address, phone number, resume or CV (PDF 
file) and biography of the faculty/team member. 

iii. Adjunct Bio (Yes Picture, No Resume or CV). This option will prompt 
you to provide the email address, phone number, photograph (.jpg or 
.png file) and biography of the faculty/team member. 

iv. Adjunct Bio (Yes Picture, Yes Resume or CV). This option will 
prompt you to provide the email address, phone number, resume or 



 

 
 
 

1. Fill out the name, email address and phone number fields



 
 
 

6. The CMS will prompt you to add a file. Click the + ADD button.  
  
 

 
 
 

7. Find the image file in your computer’s directory structure, click once on the file, and 
then click the UPLOAD button in the bottom right corner of the screen.  

 
 



 
 
 
8. The last step in the image upload process is to click the UPLOAD button. This will 

upload the file to the CMS, and it will be available after you publish the page.  
 
 

 
 
 



To upload the resume/CV file, follow the same process as uploading an image file.  
 
 

 
 
 
Note these steps:  

1. Click the file icon next to the Resume or CV field.  
2. Make sure you are in the /docs directory of your website.  
3. Click the UPLOAD button. 
4. Click the + ADD button.  
5. Navigate to the folder on your computer where the CV file PDF is stored and select 

it. 
6. Click the UPLOAD button.   
7. The file will be uploaded to the CMS. 
8. Click Choose File. 
9. You will see the reference number for the file in the resume or CV field.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The Adjunct Bio (Yes Picture, Yes Resume or CV) component with all fields completed 
should look like the image below. Click the SAVE button to insert the component.  
 

 





Publishing Your New Profile Page  
 
The last step in the process is to publish your new page to the ju.edu website. To do that, 
click on the PUBLISH button at the top right corner of the screen.  
 
 

 
 
 
The CMS will prompt you to RUN ALL CHECKS (blue button). Click on this button to check 



 
Viewing the Team Member Page and URL/Link  
 
To view the page on the website, click the View in new window link that will appear after 
you publish the page. This link will open a new tab on your browser.  
 
 

 
 
 
To find the page you created, open the published page on the browser. Copy the URL of the 
page at the top of the screen (starts with www.ju.edu/). 
 

 
 
 



Tips to Work Smarter When Creating Your Pages 
 

• Resize headshot photos using a Free Image Resizer: 
https://www.adobe.com/express/feature/image/resize  
Best image size for mobile views: 450px width maximum.  

• 

https://www.adobe.com/express/feature/image/resize
mailto:webmaster@ju.edu
mailto:webmaster@ju.edu

