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CMS OVERVIEW

What is the CMS?

. LBCC’s Content Management System (CMS) is a web-based platform that enables users to create, edit, and manage website content—NO coding
or HTML knowledge required. \Webpage structure and layout are guided by predefined LBCC CMS templates.

Content Contributors and Permissions:

. Contributors: have access to create and edit content within their assigned sections of the website. All updates must be reviewed and approved by
the designated content owner prior to being published.

. Key responsibilities:
. Submit all changes for publishing approval
* Adhereto LBCC’s web guidelines and content best practices
. Ensure content accuracy, accessibility, and consistency

Key Features of the CMS:

*  Content Creating & Editing: Intuitive text editors (WYSIWYG) for easy content formatting and updates.
 Templates: Pre-designed landing page layouts to ensure consistency across the site.

. Menu Management: Website navigation and structure are managed centrally by the Communications Department and ITS, guided by web best
practices, established standards, and analytical data collected over time.

CMS Environments (domains):
*  Production Environment : www.lbcc.edu —this is the live, public-facing website where all finalized contentis published
*  Sandbox Environment: https://training-v2-lbcc. pantheonsite.io/ - Practice and testing environment


http://www.lbcc.edu/
https://training-v2-lbcc.pantheonsite.io/

LOGGING IN TO THE CMS & PREPARING TO EDIT
Logging In to the CMS:
1.  Open asupported browser (Chrome, Firefox, Safari, or Edge).

2. Gotoyourwebpage URL
Example: =g
- www.lbcc.edu/counseling (Production) . frmallor tsemame:
- https://training-v2-lbcc.pantheonsite.io/counseling (Sandbox - Practice site) 4

3. Hoveryour mouse over the bottom-left corner of the browser window
— A gearicon will appear. (See Image 1) Click on the gear

to access to

Login window

4. Clickthe gearicon and select “Log in” from the menu
—(Seelmage 1)

5. Enteryour LBCC username and password in the login window
—(Seelmage 2)

6. Afterlogging in, look for a green success message confirmingyou're logged in. — (See
Image 3)

i i e Q/ Login successful.
Getting Ready to Edit Turn on this toggle

7. Go to the bottom-right corner of the screen and turn onthe “Content Zones” toggle. -
(See Image 4)

® Content Zones L1 Preview

Image 3 Image 4

8. Gearicons will now appear over editable sections—these mark the areasyou can
update!

Note: Onceyou’re logged in, the page will refresh, you’ll stay on the same page —there’s
no dashboard. 5


http://www.lbcc.edu/counseling
https://training-v2-lbcc.pantheonsite.io/counseling

EXPLORING THE PAGE LAYOUT & CONTENT ZONES
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This section of the page includes the logo, navigation bar, and any header links. It’s used for most of
the navigation within the LBCC website and the items in this area are persistent from page to page as you navigate
around the LBCC website. Navigation terms are set by Communications & [TS. Contact them for support!

2: Left Sidebar: The left sidebaris where you will typically find the navigation presented when on landing pages.
Sometimes you'll also find "pods" or other teaser content below the left navigation block. This is also the zone that
displays "Also appears in" with a link to all the navigation terms where a post appears, when you're on the full post
view for a piece of content. Navigation terms are set by Communications & ITS. Contact them for support!

This is a special zone dedicated to the introduction post for any landing page. Creating a post of
type "Overview" will automatically put the post in this area, and it will stay there. This is the area used to give an
overview / introduction to the section or landing page the visitor is on. (Sometimes it's just a title, and no content...
although we don't suggest that.) Overview posts show *all* of their content - including the full body text, all links and
attachments, etc. Only one Overview should be tagged to each landing page or navigation term. This area can be set
to have an expanding overview if the overview is too long for the section.

4:Main Content Zone: The main content area, which can use different templates (the standard template shows
teasers of all posts tagged to the landing page term. This zone can be themed to display in a grid, or in stacked
teasers, etc. The poststhat appearin the main content zone typically only show brief teaser content - anything before
the teaser break for each post that shows. The posts in this channel can be reordered, but the Overview zone will
always stay above them.

5:Right Sidebar: The right sidebar is used in a variety of ways. On many landing pages, where a list of teasers appear
(like the example here), the right sidebaris used to display "pods" or short teasers of content that link to something
that needs to be promoted. Note that this is an optional zone, and on some special templates it will be disabled.

On full content display - once you've clicked through to a full post, the right sidebar area is often used to display
contact information, related profiles for the post, etc.

6: Footer Zone: The footer is a small section at the bottom of the site that appears consistently across the LBCC
website, containing essential links. 6



CMS Templates — Shaping the
Structure and Layout of Our Web
Pages

3 Column with Pods on the right' Template

Available CMS Templates for the LBCC Website:

- 1 Column Template, with Pods on the right
https://www.lbcc.edu/cashiers-office

C li . o
vl sl S Counseing Ofice « 2 Column Template, with Pods on the right
o s https://www.lbcc.edu/human-resources

; - G . 3 Column Template with Pods on the right (see image)

oo Sc0mt - Landing Page Template: https://www.lbcc.edu/schedule-classes

Closed
un  Closed

eg3y

Adult Education
Calendars
Career Technical Education

Class Schedule

- Pathways Template:
'H'omml.: g =0 https://www.lbcc.edu/career-technical-education

Student Resources

College Catalog

Honors Program

It Takes Two Student How To Video How to Prepare

Services Guides for your Online : > 1 /2/3 CO I.U m n W/pO dS b elOW
Workshops & Check our videos Counseling
Even o TS e s TRl Appointmen Registration Dates and
i o - Department Template:
y https://www.lbcc.edu/academic-programs

Library
Online Learning

Student Learning Outcomes.

+ 4+ 4+

Tutoring & Academic Resources

e arou s - Program Template
Helpful Steps i First-Ye TimelyCare htt : //WVVW. l . / t
After Plan (Degree Experience a7 ¢ M Service
punsento i nineuolsioury 5100 B0 Calge Contact the Web Coordinator for assistance in choosing the right

template for your landing page.


https://www.lbcc.edu/cashiers-office
https://www.lbcc.edu/human-resources
https://www.lbcc.edu/schedule-classes
https://www.lbcc.edu/career-technical-education
https://www.lbcc.edu/academic-programs
https://www.lbcc.edu/auto

PRIMARY ZONES FOR EDITING & UPDATES

* Hero: Top of the page — typically a banner or main image.

 Overview: Always stays at the top of your landing page — your intro or
summary text.

* Posts: Main content area — can have multiple instances (like tiles or
feature blocks).

* Pods: Right-hand column - often used for call-to-actions, related links,
or highlights. Multiple pods can be added.

e Contact: Used for listing people, office hours, and location info.




EDITING EXISTING CONTENT

(HERO, OVERVIEW, POSTS, PODS, CONTACT)

Step-by-Step Instructions:

{8 Contact
. (TIPS 2 Hover area to make S
1. Navigate to the page you need to update. NP encile icon” visible,
then click on it
Counseling Department is here to help you achieve your personal, career, and educational
goals.We offer a range of services, including: A ic C ing, Career i Edit this post

2. Login using your CMS account credentials.

3. Enable ContentZones

Ed

post”

For assistance with planning your courses, make

3. Choose “Edit this

ge, and more, all designed to foster your success!

! Edit the content of this post

now for Fall 2024!

Inspect revisions

ant with your program
counselor below:

—You’llnow see gear icons on editable areas. +
(See Image —item 1.)

— Click the Content Zones toggle in the bottom-right corner of your browser.

4. Find the section to edit i o NH[O[W[T|O®

.

— Hover over the area until the pencilicon appears. -
— Click the pencilicon in the zone you want to update. (e.g. Overview zone/section) +  Stident HowTavides: 'HowioPrepard
c o o .. . . . + Services Guides for your Online
(See Image item 2.,this is an example of editing the overview section of the Counseling page) .  workshops & Checkoutourvideos  Counseling
e +  Events egsier andmoes . Appointment
Explore workshops to )
5. Se leCt “Edit this pOSt” :SSVSIL;LEI”CS j:;el:l\cjl Read more »
(See Image item 3.) “
| |
) i 8 AB 928 and What It
6. Use the editor to format content ' ,* o rilowfes
— An editor will appear where you can make any updates to text, or links, format text... : “un
: . Helpful Steps Educational First-Year TimelyCare
— Use headings, bullets, and styling tools as needed. A Blart (Dagveis Expaionce
Counseling Planner) Viking Advantage -

) sach Collage
Important steps to An online tool allowing & Long Beach College

review after a students to map their Promise M
7. Saveyour changes f tudents to map t

COUIVSGIIRQ sSession eﬂl\.’(? acaf})&olnlc}gf;{ch Read more »
— Choose "Save as Draft" or "Save and Send for Approval" before leaving the page. St Wi gre-poplialed ‘,_—
conomy%2Fterm%2F149 E7 Template & Layout: 3 columns w,

9



UNDERSTANDING THE CMS EDITOR INTERFACE

Title: required field — must fill out in order to save
Content Body Area - This is the main space where you’ll write and edit

your text.
Formatting Toolbar - Use the toolbar to format text (bold, italic,
headings H3, H4, H5, H6), add links, and create lists.

Related links - You can add links here that will appear under “related
link” area, usually at right-hand side or atthe bottom

Calendar Dates — If your content is event-based, this field will allow it to
show up on LBCC’s Upcoming Events calendar

Contact Info - Name, phone, email, social media, operating hours

Display settings - This one’s more for intermediate and advanced users.

You can use this section to organize your content using Tabs or Accordions.

Destination Redirect — Use this if you want the tile or content to link off
to a different URL.

Save as Draft - Save your work to finish later
Save and send for approval - Send your changes for review to
publish

Restricted Sections - Do Not Edit:

dit current U R aisirs i Clors . Na\”gatlon Term SECYIOI‘I
== = - = i * Post type
Tithe:* r- Enter your page Title - required field T = |
Counseling B NOT EDIT -~
Our Counselors and Staff Welcome You! wigation term W
SubTitle - short d ptio
| 3= B | §= ]
m AT
LRNOT E
Cou and ecucational goals. We crer MOdI : in‘g l may
o b Planning. College BR site
F‘ran

SHAvigation!

? clated e files:
k Text Editor - -

Enter your content in this area

® Ful HIML [ «
k—‘ Turn on “Full HTML™ as shown here
Additional search terms:
\_/Adv extra search terms to improve organic
SEO.

Custom URL
Maske

This module adds Related Links to your post's Destination redirect:

-« right side, under “Related Links" section <

Enter a redirect URL link here if

‘ This module adds your content to the
Upcoming Events’ calendar.

<« This module adds contact info

& This module formats content into tabs or
ccccc dions you want to take site visitors to

Message to site administrator {optional) a dfferent page URL

your work and edit it iater.

k___,_-— Save
¢ sepronal Savezs draft Cance
u Submit your wo

rk for approval to publish




Bold Text

Editing Panel

Italic Text

Align Left/Center/Righ

Bullet Point
I ext (You can click on inder
bullet point styles)

- Number List

Indent

.
I
il
i
1|
gl

B = == ~ o8 e =B
a n e Normal - 5 o ";‘j?- > | Source :

« Click to open HTML panel

« Block Quote
- Font sizes (HVYH2/H3/H4/H5/HG/P)
- Table

- Break (Content above the preak

will appear on post tile)



Other Formatting Modules/Components
in the CMS Editor

you can reference them here. This is appropriate when referencing

the author of a post or someone who could be contacted for more

information. Another appropriate use would be to reference a
Custom URL URL aliases should be added to the navigation term, notthe  x sponsor profile on an event post.

Noalias Overview post. Learn how to create URL aliases for navigation
terms 5. Add another item

Bundled content

I

Click on this “Related links” tab to open
Related links <4—— up fields to enter Link(s) (URLSs) that will be
displayed and organized under “Related Destination redirect:

Calendar dates Links” on the right-hand side of your page, Enter a link (URL) HERE, to

R

redirect the page to that URL
If you would like this post, when oEened. to redirect to another
} page or URL, please enter it here.

Video & Multimedia

=

Contact info +— Click on this “Contact info” tab to open up To get started, type in the title of a post or a navigation term, wait a

moment, then choose from the matches that appear.

fields to enter a Contact descriptions:
Display settings e.g. Name, Office/Room, Phone, Email,
Include teaser content in full view R

Operation Hours

(o]

Message to site administrator (optional):

Enter a message HERE to communicate with the site admin if any extra attention needed when you send your content to admin for publishing

Optional. An explanation of the agg#fons or updates being made®
Ensure to Save your work:

* “Save as draft” = if not ready for publish
* “Save and send for approval” = send for publishing approval

[ Save and send for approval Save as draft ) Cancel




Core Components —
Do Not Modify

¥ [_]Explore our Pr

(] Interest: ALL

¥/ Allied Health
(] Diagnostic Medical Imaging (DM

| | Emereencv Medical Technician

Related people & profiles:




HOW TO ADD A NEW TILE

Step 1 . LO g In & Ena bl.e C Ont ent Z ones 2lan Educah‘onal Plannin-g. College Transfer, an—d more, all desighed lo-loslel yours'uccess! TTC (_532‘}“938-3920 o
ter Reglster now for Fall 2024! Title Field (required) [
* Gotothe target pa ge (e'g" www.lbcc.edu/counsel n’Q:) i " For assistance with planning your courses, make an appointment with your program i = s T
i counselor below: Mon  8:00 AM-5:00 PM
° Log in with your CMS credentials ool and College S Tue  800AM-5.00PM S ——
Wed  800AM-5:00PM "‘ = S ~‘
+ Toggle ContentZones ON (See Image 1 —item 1.) g ol et e
gg g ° s + 3 Fri 8:00 AM - 12:00 PM
Sat  Closed
-Gearicons will appear on editable sections i S Closed
Step 2: Add aTile in the "Post" Zone 81 Educaton
‘ Meet Your Counselors
* Clickthe Gear Icon in the Post zone (See Image 1—item 2.) 3
n
* Select + Post (See Image 1-item 3.) Student Resources
* The content editor will pop up (See Image 2) i
. 19 ou'comes Student Pe SIV
Step 3: Enter Tile Content e — P

() Microsite: Student Py

* Title (Required) (See Image 2)
* Subtitle (Optional)

* Body Text (Add text, links, etc.) Ko and i

Means for You As a
Student!

Destinztion redirect

» Destination Redirect: use this module if you want redirect user to
a different URL (See Image 2)

* Forimages/files upload, submit a ticket via LBCC Launch Timehcate

24[7 Online Mental Health Service

Destination redirect Field:
paste the URL of the
destination you want your
‘Pod’ to redirect to

Step 4: Save Your Work
e Save as Draft —to return and edit later

* Save and Send for Approval — to submit for publishing ket S
1]=28t[1]=1498&destination=taxonomy%2Fterm%2F149

columns v

Image 1


http://www.lbcc.edu/counseling

HOW TO ADD A NEW POD

Step 1:Log In & Enable Content Zones

* (Gotothetarget page (e.g., www.lbcc.edu/counseling)

* Login with your CMS credentials ~ Counseling
Our Counselors and Staff Welcome You! Counseling Office
) Please click for online hours
* Toggle ContentZones ON (See Image 1 —item 1.) CouselngDeparment s hereohelp you acive your personel,careet and eucare _
goals.We offer a range of services, including: Academic Counseling, Career Exploration, i
. . X . Educational Planning, College Transfer, and more, all designed to foster your success! ZTC“"SVSZ' st
-Gearicons will appear on editable sections Reoiter now o Fall 2026
For assistance with planning your courses, make an appointment with your program Hours
Step 2: Add aPod in the ”Pod" Zone (black boxes on the right-hand side) ' e Gt
Wed 800 AM-500PM
H . . Thu  8:00 AM-5:00 PM
* Clickthe Gear Icon in the Pod zone (See Image 1 -item 2.) ‘ N S
@ Posts Sun  Closed

* Select + Pod (See Image 1—-item 3.)

* The content editor will pop up (See Image 2)

nu
Step 3: Enter Pod Content ; :
+  Services for your Online
. . Workshops & Checkoutourvideos  Counseling
* Title (Required) (See Image 2) D B et gl s
Explore workshops to o

. . boost skills and enrich

® SU btltl.e (Optl Oﬂ al) your LBCC experience!

+ Body Text (Add text, links, links , etc.) o =P

AB 928 and What It
Means for You As a

* Destination Redirect: use this module if you want redirect user to a different URL

( See lma ge 2) Helpful Steps Educational First-Y.ear Stident
After Plan (Degree Experience
. . . . . Counseling Planner) Viking Advantage
* Forimages/files upload, submit a ticket via LBCC Launch Impritstepsto Anonlnetodlalwing L Besch Colese
review after a students to map their
counseling session entire academic path — Read more »
with a pre-populated
Step 4: Save Your Work S fosdeip
Read more »

e Save as Draft —to return and edit later

1=taxonomy%2Fterm%2F149

» Save and Send for Approval — to submit for publishing

Postiype:”

Title Field (required) S—

Sectionsin which this pad shoid aper

Destination redirect Field:
paste the URL of the
destination you want your
‘Pod’ to redirect to

Image 2

15


http://www.lbcc.edu/counseling

HOW TO ADD A NEW CONTACT

Step 1: Log In & Enable Content Zones
* Goto the target page (e.g., www.lbcc.edu/counseling)
* Log in with your CMS credentials . ; - EFEEE R
* Toggle Content Zones ON

-Gearicons will appear on editable sections Couselng
ot o Sy Counseling Department is here to help you achieve your personal, career, and educational 2 unseling Office
GE Patterns qoals.We offer a range of sewvices, including: Academic Counseling, Career Exploratigp Please click for online hours

Step 2: Add a Contact in the "Contact" Zone (top right corner of the page) i

Transfer Center

LAC: (562) 938-4561
TIC: (562) 938-3920

C C “ Ck th e Gea r |C O n in th e CO nta Ct ZO n e (Se e /mage 7 - item 7 -) e For assistance with planning your courses, make an appointment with your program

Support Programs 4+
counselor below. =

Office of School and College

 Select + Pod (See Image 1 —item 2.) i —

Explore our Programs Tue  8:00AM-5:00PM
. . Academic Programs + Wed  800AM-500PM
* The content editor will pop up (See Image 2) At gl
Calendars Sat  Closed
Step 3: Enter Contact Information (See Image 2) e
) College Catalog ‘v H|OW Tl'g;,
* Full Name : required taten : B
. .. Library Student HowToVideo  How to Prepare
® Title/Position Onle Learing Services Guides for your Online

+
+

Student Leaming Outcomes ~ + Workshops & Check outourvideos — Counseling
i on how to get started,

- Office/Room # (e.g., LAC, T-1018)Body Text (biography, links, etciy= ===+ Bems iuume  Apbimen
boost skills and enrich Read more » Registration Dates and
your LBCC experience! Deadlines

* LastName: ensure this field is completed

Academic Recovery

bl

* Click on Contact Info tab: enter email, phone, office hours

Note: Forimage or file uploads, submitan LBCC [aunch ticket.

AB 928 and What It
Means for You As a

rmgrs

Helpful Steps  Educational First-Year Student!
After Plan (Degree Experience
Counseling Planner) Viking Advantage

& Long Beach College

Step 4: S ave YO ur WO rk Important steps to Anonlne ool allowing 5 19

review aftera students to map their

e Save as Draft —to return and edit later

Image 1
» Save and Send for Approval —to submit for publishing g

Full name, Title/position, I
Office/room# Fields

: Last name Field

Email info Field ‘

f
Contact Info Tab
Phone info Field

Hours info Field -

Image2


http://www.lbcc.edu/counseling
https://launch.lbcc.edu/TDClient/146/Portal/Home/

SAVING & SUBMITTING FOR APPROVAL

e Save as Draft: Your changes will be saved, but not published. You
can return later to continue editing

e Save & Send for Approval: Your changes are ready to go! This submits
them for review and publishing approval.

* Important: Be sure to scroll down and click Save before leaving the
page to avoid losing your work.

17



BEST PRACTICES

Use clear, concise language
Ensure content is easy to understand and relevant to your audience.
Get approval before updating
Only update website content in the CMS after it has been reviewed and approved by the designated
Content Owner(s).
Proofread and test
Check for grammar and spelling errors, and make sure all links work properly.
Follow LBCC guidelines
Review and adhere to LBCC’s Web Content Management standards and Best Practices.
Submit carefully reviewed content
Only send content for publishing after thorough review to ensure it’s accurate and error-free.
Use the LBCC Launch system for more advance needs
Submit a ticket to request image or new website, new navigation term, templates, special layouts.

Reference helpful resources

Visit the PAM Website for Web Content Management Guidelines and LBCC Branding Guidelines


https://www.lbcc.edu/web-content-management-guidelines-0
https://www.lbcc.edu/branding-style-guides

COMMON MISTAKES TO AVOID

X Forgetting to save before leaving the page - Always hit “Save as Draft” or “Save
and Send for Approval” so your work isn’t lost.

X Submitting unapproved or incorrect content - Make sure your content owner has
reviewed and approved your changes before submitting

X Accidentally editing “Navigation Term” or “Post Type” - These are structural
settings. Please don’t change them

X Skipping the “Last Name” field in contact listings - This field is required and
helps the system categorize the contact properly.

X Broken or outdated links - Always test your links to make sure they work and point to
the correct, up-to-date resources before submitting for publish.

19
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Q&A- KEY TAKEAWAYS FROM THE LBCC CMS TRAINING

Understand the CMS Structure - LBCC’s CMS is built on Drupal and uses a block-building format. Contributors are
assigned specific pages and are responsible for maintaining their content—keeping it accurate, up to date, and
aligned with LBCC standards.

Access Your Page Directly- There’s no dashboard; go directly to the webpage your assigned for and Login

Enable Content Zones — After logging in, always remember to turn on ContentZones to reveal the Gear lcons. This
shows you the editable sections like Hero, Overview, Posts, Pods, and Contact.

Edit & Add Content — Use the Pencil Icon to access to editing, and the Gear lcon to add new.
Save & Submit Properly— Always click Save as Draft or Save and Send for Approval before exiting your page.
Follow Best Practices — Keep content clear, check that links work, and follow the LBCC Guidelines and Best Practices.

Avoid Common Mistakes — Always save your work, complete all required fields, and DO NOT modify the Navigation
terms. Forimages, file uploads, advanced formatting, change templates, or new navigation terms, submit a request
via LBCC Launch.

Help is Available - If you need help, feel free to reach out — I’m always here to support you.

20



Thank
you

CHRISTINA CHUU

WEB & MEDIA COORDINATOR
LONG BEACH CITY COLLEGE

562-938-4383 | CCHUU@LBCC.EDU
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