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Website Administration Manual, Part One 
Guide to Adding and Editing Content, by Channel 
 
Log in at: curry.virginia.edu/currySys/ 
Open the “Content” menu from the top toolbar. 
 

 
 
To add a new entry, click “Publish” from this menu, and select the appropriate channel 
(e.g., “Area of Study”). 
 
To edit an existing entry, click “Edit” from this menu. This will take you to the “Edit 
Channel Entries” page, where you can search for the entry you want to edit. (Note: If you 
don’t have permission to edit something, it will not show up.) Click the title of the entry 
to edit. 
 
“New entry” forms and “edit entry” forms are the same except that “edit entry” forms 
already have data entered into them (the data of the existing entry). 
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Fields Used in Multiple Channels 
 
Title 
Widget: Text Field 
 
The title. 
 
 
URL Title 
Widget: Text Field 
 
Automatically generated from the title. 
 
The last section of the URL for the entry, which is based on the title, without 
capitalization or punctuation, and with hyphens replacing the spaces. (Example: the title 
“Seed Funding” automatically generates the URL title “seed-funding”.) The URL title is 
automatically generated (you don’t have to enter one), but you can override it. If you do 
override the URL title, use only letters, numbers, and hyphens. 
 
The URL title must be unique; if you override the URL title with a URL title used by 
another entry, a number will be added to the end to make the URL title unique. 
 
 
Body 
Widget: Text Area 
 
Most of the content goes here. (Informally, often called the “full text.”) 
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Associated Employees 
Related Areas of Study 
Related Teacher Education Units 
Related Advanced Studies Units 
Related Research Centers 

Related Labs 
Related Projects 
Related States 
Related Countries 
 

Widget: Drop Panes 
 
These fields determine what this entry is related to—that is, in which “Related News” 
lists it will appear (for employees, research centers, states, etc.). (Newer entries in each 
list will eventually displace it so that it longer appears.) You can select multiple 
employees, multiple states, etc. See Drop Panes in A Guide to Widgets for instructions 
for using the widget. 
 

Example: Related States 
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Feature in the front page gallery? 
Widget: Drop-down menu (not in Guide to Widgets) 
 

 
 
If you include a Front Feature Image (see below), and select “yes,” this entry will appear 
in the feature gallery on the front page. Note that every entry in the gallery has a feature 
image. 
 

 
Front Page Feature Gallery 
 
 
Front Feature Image 
Widget: File Prompt 
 

 
 
Upload an image here if this entry will be featured on the front page. The image should 
be a square, 240 pixels by 240 pixels (the size of the images in the feature gallery on the 
home page). For best results, use an image editor like Photoshop to crop and resize the 
image before uploading. 
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Sub-pages 
Widget: Table 
 

  
 
This allows you to provide links to sub-pages. (Note: These sub-pages must already exist; 
you are only creating links to them.) In each row of the table, type the title of the sub-
page in the left column, and the URL of the sub-page in the right column. To add an 
additional row (in order to add an additional link to a sub-page), click the “+” button at 
the bottom left. 
(Note: For links within this website, exclude the base URL (“http://curry.virginia.edu”) 
and just include the path — e.g., /path/to/other/page. The slash at the beginning is very 
important.) 
 
Links to sub-pages (in right sidebar): 
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Academic Unit 
 
Unit Description 
Widget: Text Area 
 
A description of this academic unit. Appears at the top of the entry, without a heading. 
 
 
Program Life 
Professional Associations 
Accrediting Bodies  
Widget: Text Area 
 
Each of these text segments appears under a matching heading—e.g., text entered into 
“Program Life” appears under a “Program Life” heading. (The heading does not appear if 
there is no text.) 
 

 
Academic Unit: Unit Description (no heading), Program Life, Professional Associations, 
and Accrediting Bodies 
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Area of Study 
 
Program Life 
Widget: Text Area 
 
A description of this area of study. Appears at the top of the entry, without a heading. 
Note: Email addresses are not permitted in this field. They will break the page. 
 
 
Story Body 
Widget: Text Area 
 
Story of a current student or alumnus/alumna of this area of study. 
 
 
Story Image 
Widget: File Prompt 
 
Upload an image to illustrate the Story Body (see above), if any. We recommend the 
image be no wider than 250 pixels. For best results, use an image editor like Photoshop to 
crop and resize the image before uploading. 
 
 
Overview [appears under “Program Overview”] 
Research Affiliations 
Associations 
Widget: Text Area 
 
Each of these text segments appears under a matching heading—e.g., text entered into 
“Research Affiliations” appears under a “Research Affiliations” heading. (The heading 
does not appear if there is no text.) 
 
 
Accreditations 
Widget: Text Area 
 
Appears in the right sidebar, under an “Accreditations” heading. 
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Article 
 
Teaser 
Widget: Text Area 
 
Short text (1-3 sentences) enticing a reader to view the entry. 
 
 
Footnotes 
Widget: Text Area 
 
Notes that appear at the bottom of the entry. 
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Country 
 
ISO Code 
Widget: Text Field 
 
Enter the two-letter country code for this country (e.g., United Kingdom: GB, United 
States: US). You can find the complete list of codes at the following web page: 
http://www.iso.org/iso/english_country_names_and_code_elements 
 
 
Number of Students 
Widget: Text Field 
 
Enter number of students in this country. 
 
 
Number of Projects 
Widget: Text Field 
 
Enter number of projects in this country. 
 
 
Literacy Rate 
Widget: Text Field 
 
Enter this country’s literacy rate. You can find it at the following web page: 
https://www.cia.gov/library/publications/the-world-factbook/fields/2103.html 
 
 
Population 
Widget: Text Field 
 
Enter this country’s population. You can find it at the following web page: 
https://www.cia.gov/library/publications/the-world-factbook/fields/2119.html 
 
 
Custom 
Widget: Table (single column) 
 
Enter short facts (maximum of 4) about Curry as it relates to this country. Enter each fact 
in a separate row. To add a row, click the “+” button at the bottom left. 
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Degree (Academic Track) 
 
Title 
Widget: Text Field 
 
The title. 
 
 
URL Title 
Widget: Text Field 
 
Automatically generated from the title. 
 
The last section of the URL for the entry, which is based on the title, without 
capitalization or punctuation, and with hyphens replacing the spaces. (Example: the title 
“Seed Funding” automatically generates the URL title “seed-funding”.) The URL title is 
automatically generated (you don’t have to enter one), but you can override it. If you do 
override the URL title, use only letters, numbers, and hyphens. 
 
The URL title must be unique; if you override the URL title with a URL title used by 
another entry, a number will be added to the end to make the URL title unique. 
 
 
Related Areas of Study 
Widget: Drop Panes 
 
Select the Areas of Study that pertain to this degree. That Area of Study will list all 
degrees associated in this way. (See Drop Panes in A Guide to Widgets for instructions 
for using the widget.) 
 

 
Degrees listed on a page for an Area of Study 
 
 
Related Teacher Education Units 
Related Advanced Studies Units 
Widget: Drop Panes 
 
These fields determine which academic units which pertain to this degree. That academic 
unit will list all degrees associated in this way. (See Drop Panes in A Guide to Widgets 
for instructions for using the widget.) 
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Degrees listed on a page for an academic unit 
 
 
Degree Type 
Widget: Drop-down menu (not in Guide to Widgets) 
 
Select the type of degree. 
Important: If this is not included, links to this degree will be broken.  
 
 
Degree Description 
Widget: Text Area 
 
A description of this Degree (Academic Track).  
 
 
Program Life 
Widget: Text Area 
 
A description of program life. 
 
 
Emphases 
Prerequisites and Admissions Requirements 
Application Deadline 
Degree Requirements 
Funding Opportunities 
Semester of Entry 
Length of Study 
Part-time / Full-time 
Sample Jobs 
Widget: Text Area 
 
Each of these text segments appear in an “accordion” section under a matching heading. 
(It is called an accordion because the sections grow and shrink when clicked.) If the text 
is empty, no heading will appear. 
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Sample Course Overview: Introduction 
Widget: Text Area 
 
This text appears under the “Sample Course Overview” accordion heading, along with 
Sample Course Overview: Table (below). Do not list courses here; list them in Sample 
Course Overview: Table. This text should introduce the list of courses. 
 
 
Sample Course Overview: Table 
Widget: Table 
 
This enables you to create a table of courses. The three columns could represent, for 
example: season, course name and number, and credit hours. The rows and columns will 
appear just as you enter them. To add additional rows, click the “+” button at the bottom 
left. 
 
 
Contact Information 
Widget: Table 
 
For each row, enter information for a single contact person: name, email, office number, 
and phone number in their respective columns. To add additional rows, click the “+” 
button at the bottom left. 
 
 
Associated Employees 
Widget: Drop Panes 
 
This field determines which employees will be listed under “Associated Employees” on 
the page for this degree. (See Drop Panes in A Guide to Widgets for instructions for using 
the widget.) 
 

 
Employees listed on a page for a degree 
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Media Photos 
 
Gallery Description 
Widget: Text Area 
 
This description appears in search results. See Text Area in A Guide to Widgets for 
instructions for using the widget. 
 
Gallery Teaser 
Widget: File Prompt 
 

 
 
This image is used in two sizes: full-size (exactly 460 pixels wide, and about 275 pixels 
high) or shrunk to a thumbnail size. Submit the full-size image, and the thumbnail will be 
automatically generated. For best results in making the full-size image, use an image 
editor like Photoshop to crop and resize the image before uploading. 
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Gallery Photos 
Widget: Table (with File Prompt) 
 

 
 
This field allows you to upload the images that appear inside the gallery of the Media 
Photos entry. For each image, you will need to create a new row of the table by clicking 
the “+” button at the bottom left. 
 
Actually, each row of the table is a set of three fields: the Image, the image’s Title, and 
the image’s Caption. You can see how the Title and Caption are used in the labeled 
picture below. 
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Image: This is a File Prompt field that will allow you to upload an image file. Make sure 
each image is at least 400 pixels high. 
 
Title: The very short description that is shown when your mouse hovers over the image. 
(The same text is used as alt text, which allows search engines to identify what the image 
is about.) 
 
Caption: The slightly longer description that is shown beneath the image. 
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Media Video 
 
Video Description 
Widget: Text Area 
 
This appears in search results as well as on the Video entry page.  
 
 
Video Thumbnail 
Widget: File Prompt 
 

 
 
This thumbnail image is used as a preview. It must be 140 pixels wide and 85 pixels high. 
For best results, use an image editor like Photoshop to crop and resize the image before 
uploading. 
 

 
 
 
Youtube Link 
Widget: Text Field 
 
Paste in the youtube video URL from your address bar.  
e.g., http://www.youtube.com/watch?v=7C0AGv5qnJ0 
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News Update 
 
Body (additional instructions) 
Widget: Text Area 
 
Only the first 240 characters of the body will be displayed under “Recent News”—
everything after that will be replaced by a “read more” link, which will link to a page 
showing the complete text of the body. 
 
Important: Check the lists of latest news when the news update is published to see if and 
where the text of this news update is cut off. If a link is cut in half (e.g., if the text “can be 
found here” is linked, and is cut off after “can”), the trimmed link may cause errors in 
some browsers. If a link has been trimmed, edit the body until either all of the link is 
displayed in the trimmed text, or none of it. 
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Project 
 
Title 
Widget: Text Field 
 
The title. 
 
 
URL Title 
Widget: Text Field 
 
Automatically generated from the title. 
 
The last section of the URL for the entry, which is based on the title, without 
capitalization or punctuation, and with hyphens replacing the spaces. (Example: the title 
“Seed Funding” automatically generates the URL title “seed-funding”.) The URL title is 
automatically generated (you don’t have to enter one), but you can override it. If you do 
override the URL title, use only letters, numbers, and hyphens. 
 
The URL title must be unique; if you override the URL title with a URL title used by 
another entry, a number will be added to the end to make the URL title unique. 
 
 
Summary 
Widget: Text Area 
 
A summary of this project.  
 
 
Website Link 
Widget: Text Field 
 
URL for outside project. Use the following format: 
http://www.responsiveclassroom.org (make sure to include the “http://”) 
 
 
Contact Information 
Widget: Text Area 
 
Contact information for this project.  
 
 
Associated Research Centers 
Widget: Drop Panes 
 
Research Centers associated with this project. This project will be listed in the “Research 
Projects” sub-section of the associated Research Center.
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Associated Employees  
Widget: Drop Panes 
 
Employees associated with this project. Associated employees are listed in the right 
sidebar on the Project page. 
 
 
Sub-pages 
Widget: Table 
 

  
 
This allows you to provide links to sub-pages. (Note: These sub-pages must already exist; 
you are only creating links to them.) In each row of the table, type the title of the sub-
page in the left column, and the URL of the sub-page in the right column. To add an 
additional row (in order to add an additional link to a sub-page), click the “+” button at 
the bottom left. 
(Note: For links within this website, exclude the base URL (“http://curry.virginia.edu”) 
and just include the path — e.g., /path/to/other/page. The slash at the beginning is very 
important.) 
 
Links to sub-pages (in right sidebar): 
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Research Center 
 
Title 
Widget: Text Field 
 
The title. 
 
 
URL Title 
Widget: Text Field 
 
Automatically generated from the title. 
 
The last section of the URL for the entry, which is based on the title, without 
capitalization or punctuation, and with hyphens replacing the spaces. (Example: the title 
“Seed Funding” automatically generates the URL title “seed-funding”.) The URL title is 
automatically generated (you don’t have to enter one), but you can override it. If you do 
override the URL title, use only letters, numbers, and hyphens. 
 
The URL title must be unique; if you override the URL title with a URL title used by 
another entry, a number will be added to the end to make the URL title unique. 
 
 
Abbreviation 
Widget: Text Field 
 
If this Research Center has an abbreviation it is known by, enter it here.  
 
 
Description 
Widget: Text Area 
 
A few sentences that briefly describe this Research Center. 
 
 
Goals / Mission / Overview 
Widget: Text Area 
 
Include the Goals, Mission, and Overview of this Research Center here. 
 
 
Contact Information 
Widget: Text Area 
 
Include contact information for this center. 
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Events 
Widget: Table 
Add events to this center, putting the event title, link, and details in the matching 
columns. (Note: These events will only appear on the Center’s page. They will not show 
up on the Curry calendar.) To add additional rows, click the “+” button at the bottom left. 
 
 
Conferences 
Widget: Table 
Add conferences for this center, putting the confererence name, link, and details in the 
matching columns. To add additional rows, click the “+” button at the bottom left. 
 
 
Partners 
Widget: Table 
Add the center’s partners, putting the partner name, link, and description in the matching 
columns. To add additional rows, click the “+” button at the bottom left. 
 
 
Non Directory People 
Widget: Text Area 
 
This field will show up near the “associated employees”. Use this field to list people 
related to this center, but are NOT in the employee directory. 
 
Format: 
Center Students: [change format to “Heading 4”] 

• Pam Palmer [make this a link—see instructions for Text Area widget] 
• Tommy Thompson [make this a link—see instructions for Text Area widget] 

 

 
To change format to “Heading 4” 
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Publications & Resources 
Widget: Text Area 
 
Write a few paragraphs linking to publications & resources produced by this center. 
 
Associated Employees 
Widget: Drop Panes 
 
Employees associated with this Research Center. 
 
 
Project Listing Introduction 
Widget: Text Area 
 
Write a paragraph or two that will introduce the dynamic listing of projects.  
 
 
Sub-pages 
Widget: Table 
 

  
 
This allows you to provide links to sub-pages. (Note: These sub-pages must already exist; 
you are only creating links to them.) In each row of the table, type the title of the sub-
page in the left column, and the URL of the sub-page in the right column. To add an 
additional row (in order to add an additional link to a sub-page), click the “+” button at 
the bottom left. 
(Note: For links within this website, exclude the base URL (“http://curry.virginia.edu”) 
and just include the path — e.g., /path/to/other/page. The slash at the beginning is very 
important.) 
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Links to sub-pages (in right sidebar) 
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Resource 
 
Note: There are many advantages to using a Resource entry instead of merely uploading a 
file or linking to another website.  
(1) If you link to a Resource, you can update it in one place, instead of updating links all 
over your site every time you edit a file, or every time another website changes.  
(2) You have a central location for describing the resource. 
(3) It is easier for search engines to find a Resource with a description, than a file or link. 
 
 
Title 
Widget: Text Field 
 
The title. 
 
 
URL Title 
Widget: Text Field 
 
Automatically generated from the title. 
 
The last section of the URL for the entry, which is based on the title, without 
capitalization or punctuation, and with hyphens replacing the spaces. (Example: the title 
“Seed Funding” automatically generates the URL title “seed-funding”.) The URL title is 
automatically generated (you don’t have to enter one), but you can override it. If you do 
override the URL title, use only letters, numbers, and hyphens. 
 
The URL title must be unique; if you override the URL title with a URL title used by 
another entry, a number will be added to the end to make the URL title unique. 
 
 
Author(s) 
Widget: Table (single column) 
 
Type one author’s name on each row. To add additional rows, click the “+” button at the 
bottom left. 
 
 
Summary 
Widget: Text Area 
 
A few sentences (at most a paragraph) describing the resource. This field shows up in 
search results. 
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Document / File(s) 
Widget: Table (with File Prompt) 
 
For each row of the table, upload a file and give it an understandable name. To add 
additional rows, click the “+” button at the bottom left. 
 
 
Resource Link 
Widget: Table 
 
In each row, add a URL to link to resource(s). To add additional rows, click the “+” 
button at the bottom left. 
 
 
Body 
Widget: Text Area 
 
Include an excerpt from the resource, instructions for how to use the resource, or 
potentially a more in-depth description of the resource. 
 
 
Associated Employees 
Associated Research Centers 
Widget: Drop Panes 
 
Associate employees/Research Centers. This resource will show up on that 
employee’s/center’s profile. 
 
These fields determine what this entry is related to—that is, in which “Related News” 
lists it will appear. (Newer entries in each list will eventually displace it so that it longer 
appears.) You can select multiple employees, multiple Research Centers, etc. 
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IMPORTANT (Categories Tab): Categories 
Widget: Checkboxes (not in Guide to Widgets) 
 

 
 
Important: Click on the “Categories” tab to view the “Categories” field.  
 
Audience Groups 
Resource Functions 
Who is this resource for? What is this resource’s function? People searching for resources 
can search by audience and function, so it is important to select all relevant categories. 
 
Resource Types 
Indicate the format of the resource: text document, link, audio, video, or presentation. 
Resources are marked with their type. 
 

 
 
After editing “Categories,” click on the “Publish” tab to return to the main part of the 
“edit entry” form. 
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Static Page 
 
IMPORTANT (Pages Tab): Pages URI 
Widget: Text Field 
 

 
 
Important: Click on the “Pages” tab to view the “Pages URI” field. Unless you change 
this from the default value, the page’s URL will be a number. 
 
How to choose a URL:  
(1) The first segment must be an existing URL on the site, such as “/about”. Note: begin 
with a slash (/). 
(2) The second segment, after another slash (/), should be based on the title of the page, 
using only lowercase letters, numbers, and hyphens. (For example, if the title is 
“Diversity at Curry”, the last segment should be “diversity-at-curry”.)  
 
In this case, you would enter “/about/diversity-at-curry” into this field. 
 
After editing “Pages URI,” click on the “Publish” tab to return to the main part of the 
“edit entry” form. 
 
 
Title 
Widget: Text Field 
 
The title. 
 
 
URL Title 
Widget: Text Field 
 
The Pages URI field (see above) will override this field; you can ignore it for Static 
Pages. 
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Header 
Widget: Text Area 
 
Only one sentence or short paragraph is recommended. This header appears between the 
title and the body. 
 
 
Body 
Widget: Text Area 
 
Most of the content goes here. (Informally, often called the “full text.”) 
 
 
Sidebar 
Widget: Text Area 
 
This text appears in the sidebar. 
 
 
Sub-pages 
Widget: Table 
 

  
 
This allows you to provide links to sub-pages. (Note: These sub-pages must already exist; 
you are only creating links to them.) In each row of the table, type the title of the sub-
page in the left column, and the URL of the sub-page in the right column. To add an 
additional row (in order to add an additional link to a sub-page), click the “+” button at 
the bottom left. 
(Note: For links within this website, exclude the base URL (“http://curry.virginia.edu”) 
and just include the path — e.g., /path/to/other/page. The slash at the beginning is very 
important.) 
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Links to sub-pages (in right sidebar): 

  
 
 


