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Creating pages. 

Creating or editing pages within the ISA Sociology website is done via the site CMS (content 

management system) you will need to be an Admin user in order to do this. 

To access the CMS go to the website http://isa.capabilitycloud.co.uk and log in to the site by clicking 

the log in link on the home page: 

 

Your log in may take you directly to the CMS (if you’re an Admin user) if it doesn’t then click the Site 

Admin link: 

 

You will now be in the Admin area with a menu panel at the top of the page 

 

To create or edit a page click on the PAGES menu item and select the site you wish to work on from 

the Manage pages list 

 

This will open the Manage Pages page and indicate which sub site you’re working on 

 

To create a new page click the add page button   

This will open the new page template: 

http://isa.capabilitycloud.co.uk/


Give the page a title, 

 

 this will become the url of the page within the site i.e Naomi test page will become 

http://socio.isa.capabilitycloud.co.uk/naomi-test-page/ 

Note: the Url text box will be completed automatically when the page is saved so you can ignore this 

entry. 

Pages are either created as a stand-alone page or are a sub-page of another parent page. If the page 

is stand-alone then you can ignore the Parent box, if it is a sub-page then drop down the Parent Box 

and select the Parent page. 

    

Note: Is an Intro Page is not used at the moment so can be ignored 

Introduction is a text box which will add text at the top of the page, after the Page Title but before 

any image which is inserted into the page. 

Keywords can be added, these will help both the internal site search but also external search 

engines. Keywords should be added using a comma between words: 

 

Introduction image is an image which is added at the top of the page and will appear after the 

introduction text. It is not essential that an intro image is inserted. 

 To add an image click the Choose file button: 

This will open your PC explorer dialogue box where you can navigate to the image you wish to insert. 

Please note, the image will display across the whole of the page so select a landscape shaped image. 

The site will resize images to fit the template but an ideal size will be in the order of 745 x 225 pixels. 

 

 

 

 

http://socio.isa.capabilitycloud.co.uk/naomi-test-page/


Once you have selected an image the file name will display next to the word Currently 

  

If you wish to clear or change the image then either tick the clear box or choose file to select another 

image. (clicking clear will only take effect when the page is saved) 

Content box. This is the main editor for the page text. Through this box you can add text, pictures, 

video and tables. You can also access the source code for the page (you should only do this if you 

have an intimate knowledge of editing HTML) 

The easiest way of adding text is to cut and paste from an existing document or webpage but 

remember, because you are adding text which will be converted into html all text should be free of 

any formatting. The best way of ensuring the text is unformatted is to use the paste clip boards 

  

These will allow you to select an appropriate way of pasting text. If you roll over the icons you will 

get a description of the clip board function. In the example below we will be pasting from MS Word. 

Open word and select the text you wish to copy to the new web page, copy the text in the usual 

way. 

In the CMS content editor click the paste from word icon  

This will open the paste text box 

 

Paste the text you wish to use in this box and click OK  

This will now insert the text into the content editor. 



You can use the Styles and Formatting controls to influence the text 

 

And the text positioning controls  

You can also use the other text buttons for bold, italic and underline, strike through, text colour, sub 

and super text as well as numbering and bullet points increase and decrease ident. 

 

Adding an image into the text can be done by selecting the add image icon  

Place your cursor in the text where you would like the image. Click the image icon  and 

complete the dialogue box as follows: 

If the image is new (i.e. not already on the site server) then select Browse server  

This will open the server file manager. You can add an image to the server by selecting the upload 

image button    

Give the image a name (test image) and select Choose file  this will open the PC 

dialogue box and allow you to select an image. 

Once selected, click Save   

 

 

 

 

 



This will take you back to the server file dialogue box where you will see the image you have just 

uploaded (Test image) select this image 

 

This will take you back into the Image Properties dialogue box, where you can further influence the 

image by using the controls to set the size, add a border, set vertical and horizontal space around 

the image and the alignment: 

 

Once you are happy with the position and size, click ok  and the image will be inserted 

into the page. 

Inserting a hyperlink can be done by highlighting the text you wish to hyperlink  

 

Click the hyperlink icon  and complete the dialogue box with the url you wish to link to  



 

If you wish the link to open another browser tab, then select Target from the tabs at the top of the 

dialogue box and select New window (_blank) 

 

Then click ok  

Selecting the Members only box will only allow visitors who are logged in to view the page 

 

 Finally, you must add in the metadata for the page using the tags drop down. This enables you to 

add key words from the prescribed Nomenclature. It is possible to select one or many descriptors. 

This is an essential part of the page creation process as it will enable the system to alert members 

who have selected specific areas of interest. If the page is non-specific then select None. 

 

 



You must now save your page by clicking save  failing to do this will lose any work you 

have undertaken on the page. 

Once you have clicked save you will be taken back to the Manage pages page. Clicking the URL link 

as highlighted below will allow you to view the page as it is on the website. 

 

 

 

 


