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important information
before you begin

we recommend using Google ChromeTM

gaining access to the editing system

As with everything we do, security is our top concern in IT. In order for you to be 
granted access to the editing system, there are additional steps that have to be 
completed by RMU IT.

If the “Edit this Page” button does not appear when in editing mode for you, this 
means that the step needed to be completed by RMU IT has not yet been done. In 
order for us to add you to the editing system, please have the corresponding Dean or 
Department Head from your school email help@rmu.edu, referencing your name, email 
address, and employee ID number.

making changes live

When making changes in the editing system, please be aware that any changes made 
while you are editing are not live until the Save button is pressed. Once the save 
button is pressed, the particular content area that you are editing will be saved, made 
live, and the page will refresh to show you your changes.

There is not a draft mode for editing degree/major content.

saving content changes and additions

It’s important to edit and save all of the content per content section.

Because the webpages are built on an RMU template, the information is edited by 
content section rather than by the whole page. Therefore, when you press Save, it only 
changes the content section that you pressed Save for. If you have unsaved changes in 
other content sections, your changes will be discarded from those other sections. This 
is because the entire page is reloaded when you Save one content section (the page is 
reloaded to show you that your changes have been made).
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section :: overview of instructional information

overview of instructional information

This section outlines all of the information that can be found within the editing mode 
by pressing the i button (located right below the title of the degree/major). This 
information is a little more detailed than the editing an individual degree/major 
section found below. 

Please remember that this is only a printout version of the what can be found online and the online 
information can change at any time, making this section of the guide outdated.

How To Edit Content

• Content that is editable will be highlighted in a thick gray border when your move 

your mouse.

• To edit any content, click on the text within the box to activate the editor.

• Once the editor is activated, you will see the Save, Cancel, Delete, and Move buttons 

located underneath each section.

 Definition of Sections

• Each section is defined as both the gray heading text and the context that you add 

beneath it.

• When you press any of the buttons (Save, Cancel, Delete, or Move), it will effect both 

the heading and content. (i.e. If you change the heading and content below, the Save  

button will save both the heading and content).
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section :: overview of instructional information

How Do The Buttons Work?

• The buttons are activated at the same time as the editor. When you click on the 

heading or content, the buttons will fade in.

• The buttons have been set to fade away when your cursor leaves the area that you 

were editing.

• Did your buttons disappear? Sometimes when editing, your cursor may drift away 

slightly from the area you are editing. This will cause the buttons to disappear. Simply 

click back in the area that you were editing and the buttons will reappear.

Saving Your Changes

• When you click the Save button, your changes will be automatically saved and will 

appear on your screen.

• IMPORTANT! Please only work on one section at a time. Once the Save button is 

triggered, the content is refreshed to reflect your changes. If you make changes to 

another section without saving it first, your changes will be lost when you save the 

current section that you're on.

Formatting The Header

When you trigger the editing mode for the header, you will notice that the editing bar 

is different from the one within the content area below it. While we encourage your 

creativity on the content area below, the formatting options for the heading have been 

removed so that all headings are consistent and uniform across the site.
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section :: overview of instructional information

Adding An Image

To add an image, we recommend referring to the RMU Academic Website guide 
to Adding Photos (accessible via rmu.edu/trainingdocs).

You can add an image to these pages, if desired. We encourage the image to only be 

added to the heading section. The only option in the editing bar for the heading 

section is the Insert tab. In the insert tab, you will see an image icon. When you click on 

this, it will add a tiny thumbnail to the right side of the header area. To add an image, 

you must have the URL. If you click on the tiny thumbnail, the image editing bar will 

appear and allow you to paste the URL. You will have to set a width and a height to the 

image in order to size it correctly. Images are all set to float to the right side and allow 

text to wrap around them, which ensures a uniform placement of images within the 

site.

 Removing An Image

An image can be removed by clicking on it and activating the image editing bar. In the 

editing bar, remove the URL that corresponds to the image and press the "Enter" 

button on your keyboard. Please be cautious that the image editing bar is sensitive to 

the placement of your cursor. If your cursor moves off of the editing bar while removing 

the image, the editing bar will disappear and no changes will be made to the image.

How Can I Discard Changes?

You can simply disregard your changes by clicking on the Cancel button. If you have 

already saved that section, you will have to go back and manually erase all of the 

content that was added. Then, save the section again.
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section :: accessing the link to editing mode

accessing the link to editing mode

1. Log in to Sentry Secured Services via the RMU website.

2. Once you are logged in, click on Administrative Tools under the Staff section.

3. The Administrative Tools page will appear. Within the list of options, select Edit 
Degrees and Majors.
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section :: accessing the link to editing mode

4. This link will take you to the editing system homepage for Undergraduate Degrees 
and Majors. This page will look identical to the homepage in production.

If you need to edit a Graduate degree or major, click on the Academics button and 
then select Graduate. 

This will direct you to the homepage for Graduate Degrees and Majors. 
The process for editing them will be the same.
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section :: accessing the link to editing mode

5. From here, you’ll navigate to the particular degree or major that you would like to 
change. There are two ways of doing that:

a. From the Schools tab

1. Click on the school that the degree or major belongs to. The listing of all the 
Departments, Majors, and Concentrations will appear.

2. Select the degree/major that you would like to edit.

b. From the Degrees & Majors Tab

1. If you click on the Degrees & Majors tab, a listing of all Degrees & Majors will 
appear. 

2. Select the degree/major that you would like to edit.
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section :: editing an individual degree/major

editing an individual degree/major

1. Once you have selected a degree/major, you will be directed to the description 
page.

2. If you have access to edit the page, the Edit This Page button will appear in the top 
right corner. This button will only appear on pages that you have access to edit.
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section :: editing an individual degree/major

3. Once you click the Edit This Page button, the editing mode will be activated for that 
particular degree/major.

Editing mode is identified by the following:

   - The Edit This Page button will change to Done Editing
   - An            button will appear below the degree/major title
   - Content sections will be outlined in a gray border

One content section is defined as both the heading and information below it (Sets of 
two blocks). You can edit anything that is within the gray borders.
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section :: editing an individual degree/major

4.  For added convenience, you can access basic instructional information by clicking 
on the i button at the top of the page (below the degree/major title).

This will activate the informational modal to appear on the page. You may access this 
at any time - it will not remove materials that are unsaved.

You can remove this modal at any time by pressing the Dismiss button.

5. To begin editing, click inside of any of the content areas (areas with the gray 
borders).
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section :: editing an individual degree/major

6. Once you click inside of a content area, the editor will activate and appear, along 
with multiple buttons at the bottom.

Please note that the editors are different for the heading and text sections.

   Heading Editor

 Text Editor

7. Once you are within the content section, you can type in any changes that need to 
be made. For the text areas, feel free to use the several styling options available 
(bold, italicize, underline, link, ordered list, unordered list).

Avoid using the text styles on the right side (Paragraph, Heading 
1, Heading 2, Heading 3, etc) with the exception of Heading 5.

Please do not copy and paste content into any of the areas, as 
it may effect the display of your information. We designed the 
description pages to have a uniform look.
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section :: editing an individual degree/major

8. If you are editing a table (ex. salary table), please take several notes:

  Note: the table won’t look the same in editing mode as it does in production (the table rows are 
   striped and there are no borders on it).

Modifying Rows:

        
        - If you click to the left of the row (in the gray area with the A), the editing bar at the
          top of the content section will open the Table Row tab. There are 6 options available
          to use: Add a row before, add a row after, delete, format as table header, merge, and 
          split (from left to right).
      
Modifying Columns:

        
        - If you click to the top of the column (in the gray area with the A), the editing bar at 
          the top of the content section will open the Table Column tab. There are 6 options 
         available to use: Add a column left, add a column right, delete, format as table 
         header, merge, and split (from left to right).
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section :: saving your changes

saving your changes

1. Once you had made changes, you’ll want to save your content. Please take several 
notes on saving your changes:

- The page is sectioned off into content sections (defined on 
page 11) and the data is saved per content section.

- Every time you save a section, the page is reloaded in the 
background to show you that your changes have been made. 

- If you are editing two different content sections at the same time and you save one 
of them, the changes to the other content section will be discarded as the page is 
reloaded. Remember to save each section as your editing is completed.

2. To save the content, press the save button in the bottom left corner of the content 
section.

    Note: If the Save button does not appear, click within the content section (either the 
               heading or text area) and the button will reappear.

3. A notification will appear in the button right corner of your browser window to alert 
you that your changes have been saved.
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section :: deleting an existing content section

deleting an existing content section

1. To initiate the appearance of the delete button, click inside of the content section 
that you want to move, so that the buttons appear at the button of that section.

   

2. Click on the Delete button.

3. You will be prompted with a popup that asks you to confirm the deletion. If this is 
the section that you want to delete, click the Delete Description button.

PLEASE NOTE: You can not undo a deletion. Once the 
content section is deleted from the page, it will no longer be 
accessible by anyone. Please use this option with caution.

4. Once the content section has been removed, you will receive a popup notification in 
the bottom right corner of your browser window to alert you to this change.
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section :: adding a new content section

adding a new content section

1. To begin, press the Add Description button at the bottom of the page.

     If you are editing a new page that has no content, you will see this screen:

     

     If you are editing an existing page with content, scroll to the bottom of the page 
     and press the button:

     

Page 17 of 20



section :: adding a new content section

1. The new content section will appear with a heading of “Description Title” and a text 
area of “Description Text.”

   

2. Click inside of the new content section and add the necessary content. Both text and 
tables can be added as new content.

  For information on editing content or tables, go to the editing an individual degree/major section 
  (pages 10-14).

3. To add a Salary Table to the new section, click on the Insert Salary Table button and 
the table will appear within the content section.

4. Once you have added the content, press the Save button and your changes will 
automatically be published. By default, the content section will appear at the bottom 
of the page.

    For information on saving the content section, go to the saving your changes section (page 15).

    For information on moving the content area (once it’s saved), go to the moving a content section 
    on the page section (page 19).
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section :: moving a content section on the page

moving a content section on the page

1. Once you are in editing mode for a particular degree/major, you have the ability to 
move a content section up or down on the page.

2. To initiate the move, click inside of the content section that you want to move, so 
that the buttons appear at the button of that section.

   

3. The two arrows to the right side of the Delete button are used to move the content 
section. Single click on the arrow that corresponds to the direction that you want to 
move the content area.

4. The content section will move on the page in the direction that you chose. You do 
not have to save this change, as it is automatically done for you.

Please note: The content will only move up or down one step at a time. Example: If there 
are 5 content sections on the page and you are trying to move the 5th section up to the 1st 
section, you will have to repeat steps 2 & 3 four times until it has moved to the top.

5. A notification will popup in the bottom right corner of your browsers window to 
notify you that the content section has been moved.
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still have questions?
we would be happy to help.
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webchanges@rmu.edu

Your Name | Academics | The Problem

Please include as detailed of an explanation as 

possible.

send a detailed email to webchanges@rmu.edu
with the subject Your Name | Academics | The Problem


