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THE PROCESS 
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EDITING IN COLLAGE 
 

Task Steps 

Log on to Collage 1. Open Internet Explorer or Firefox. 
2. Type cms.du.edu in the Address box and press Enter. 
3. Login using your DU ID and passcode. 

4. Click . 
5. Select du.edu as the project name. 

6. Click . 
 

Upload photos and documents 
ς Save photos in the images 

folder 
ς Save documents in the docs 

folder 
 

1. View the main Content window. 
2. Click + to expand the socialwork folder. 
3. Click  ǘƻ ǾƛŜǿ ǘƘŜ ŦƻƭŘŜǊΩǎ ŎƻƴǘŜƴǘǎΦ 

4. Click . 
5. Click Browse and locate the file to upload. 

6. Click . 

Open a webpage 1. View the main Content window. 
2. Click + to expand the socialwork folder. 
3. Navigate to the page you want to edit. 
4. Click the Asset Name to start the Collage editor. 
 

Edit text ς Add and remove text as necessary. 
ς Do not copy and paste text from Word into Collage. You can only paste 

unformatted text. 
ς If you want to apply bold or italics, copy the text through Notepad and 

reapply the formats inside of Collage. 
 

Convert Word document to text 
to allow copy/paste 
You can NOT copy and paste 
directly from Word into Collage. 

This procedure is required when copying text from a Word document into 
Collage.   
 
Step 1-Convert Word document to txt document. 
1. Open Word document. 
2. Choose File Save As. 
3. In Save as type, select Plain text (*.txt) 
4. In the file conversion window, mark Other encoding and select US-ASCII 
5. Mark the box that says Allow Character substitution. 
6. Click OK. 
7. Close Word. 
 
Step 2 - Copy txt document into Collage. 
1. hǇŜƴ bƻǘŜǇŀŘ όǎǘŀǊǘΧ!ƭƭ tǊƻƎǊŀƳǎΣ !ŎŎŜǎǎories, Notepad.) 
2. /ƘƻƻǎŜ CƛƭŜΧhǇŜƴ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǘȄǘ ŦƛƭŜ ȅƻǳ ŎǊŜŀǘŜŘΦ 
3. Copy and paste from this file into the body of the collage page. 
4. Remove any extra spaces.  Save and preview. 
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Task Steps 

Format a bulleted list 1. Select the items to be bulleted 

2. Click  
3. Select Unordered-type Disc. 

Format a heading 

 

1. Select heading text. 

2. Click  and choose Heading 2 for a larger heading or Heading 3 for a 
smaller heading.  Use headings instead of applying bold and other 
formats individually. 

 
Note:  The font you see while editing is not how the heading will display on 
the webpage.  You must preview the page to view formatting. 
 

Create an internal link 
(a link to a page within the 
socialwork website) 

1. Select the text you want to link from. 

2. From the toolbar, click  

3. Select the Internal tab.  
4. Navigate through the directory structure to locate the page or file to 

link to. 
5. Mark the check box in front of the file name and click OK. 
 

Create an external link 
(a link to a page outside of the 
socialwork website or to an e-
mail address)  

1. Select the text you want to link from. 

2. From the toolbar, click  

3. Select the External tab.  
4. If the link already exists on another web page: 

a. Scroll through the links listed and mark the URL or email address 
you want to use. 

5. If the link does not exist on another web page: 

a. Choose . 
b. Type a description of the link in the Name box and the web address 

in the URL field. 
c. Click OK.   A Link Saved confirmation will appear.  Click OK twice to 

return to the edited document. 
d. In URL, leave http:// if you are linking to a website and enter the 

full URL.   If you are creating an email link, change the value in URL 
to email and enter the email address. 

Remove a link 

1. Click on the link text and choose . 

2. Click , then  
 

Change a link The safest way to change a link is to remove the existing link, and then add a 
new one by following the steps above. 
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Task Steps 

Insert an Image 
Images are stored in the 
/socialwork/images/folder.   
  
Upload image files before 
starting this process. 

1. Click where you want the image to appear. 

2. Click  
3. Mark the image you want to insert. 
4. In the class box, enter align-right or align-left to indicate which side of 

the page the image should appear on. 
5. In the Alt: filed, enter a description of the image. 
6. Click OK. 
 

Save a webpage 

1. From the Toolbar, click  
 

Preview in Collage 
ς From inside the Collage Editor: Click the  tab. 

OR 

ς From the Content tab: check the page name and click . 

Close a webpage 

1. From the Toolbar, click . 
 

Preview on Staging Server 
 
The Collage staging site allows 
changes to be viewed before they 
go live.  Changed assets update 
on the staging server every 30 
minutes on the hour. 
 

1. Open your web browser. 
2. Type staging.du.edu/socialwork/ in the address box. 
3. Navigate to the edited page. 
4. Check all changes. 
5. If additional changes are required, return to the editing steps. 
6. If all of the changes are correct, approve all changed assets. 

Approve assets 
 
Approved assets will go live on 
the hour. 

1. From the main Content window, select the directory where the revised 
page is saved. 

2. In the version column, click the  for the document you revised. 
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THE SOCIAL WORK HOME PAGE 

 

 

 The Social Work Home page has several components that will need to be updated and maintained.   

NEWS STORIES 
 

 As many as four news items appear in the ²ƘŀǘΩǎ IŀǇǇŜƴƛƴƎ ōƻȄ ƻƴ ǘƘŜ 
Social Work Home Page. 

 A link to a news archive automatically appears below the last news story. 

Remove a news story ŦǊƻƳ ²ƘŀǘΩǎ IŀǇǇŜƴƛƴƎ 

1. Navigate to socialwork/news/2008/ 
2. Check the event name. 

3. Click . 
4. Change socialwork-story-priority  to 0. 
5. Click OK. 
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Create a new news item 

1. Navigate to socialwork/news/2008/ 

2. Click . 
3. Enter the Name and Description for the event in the yyyy-mm-dd-descr format. 
4. Click OK. 
5. Complete the event form as follows: 

a. Enter a TITLE for the News Story:  Enter the title to appear on the top of the full news story 
page 

b. Enter a TEASER for the News Story:  Enter the ǘŜȄǘ ǘƻ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ²ƘŀǘΩǎ IŀǇǇŜƴƛƴƎ ōƻȄΦ 

c. Enter a BODY IMAGE for the page:  Click  and select the file.  Click OK. 
d. Enter an IMAGE CAPTION for the BODY IMAGE:  Type one line of text to appear below the 

image. 
e. Enter the BODY of the News Story:  Enter the details of the event to appear on the full 

event page. 

6. Click . 

7. Click . 

8. Click . 

Set a ƴŜǿǎ ǎǘƻǊȅ ǘƻ ŘƛǎǇƭŀȅ ƛƴ ²ƘŀǘΩǎ IŀǇǇŜƴƛƴƎ 

1. Navigate to socialwork/news/2008 
2. Check the news story name. 

3. Click . 
4. Change socialwork-story-priority  to 1, 2, 3, or 4. 
5. Click OK. 
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SPOTLIGHTS 
 

  

 Spotlights are personal testimonials that appear on the right side of pages throughout the site. 

 aƻǎǘ ǎǇƻǘƭƛƎƘǘǎ ƘŀǾŜ ŀ άaƻǊŜέ ōǳǘǘƻƴ ǘƻ ƭƛƴƪ ǘƻ ŀ ŘŜǘŀƛƭŜŘ ǎǘƻǊȅΦ 

 Each Spotlight uses two photographs; one to appear on the spotlight box, and another to appear in 
the main spotlight page.  The image for the Spotlight teaser box must be 206px wide and cannot 
exceed 175px high.  The inside image can be up to 350px wide, and should not exceed in height the 
copy on the page.  These images should be created and uploaded before creating the spotlight page. 

 Spotlights rotate within categories, which are determined on a page level.  An individual spotlight 
can be in multiple categories, and multiple spotlight categories can rotate on the same page.  The 
broadest category is general, which includes all categories except Four Corners, outreach, and CE. 

Category Code Category Name Category Code Category Name 

adult adulthood and late life 4corners Four Corners 

advStand advanced standing general general (all but Four Corners, 
outreach and CE) 

AASWC Animal-Assisted Social Work 
Certificate 

gerontology gerontology 

careers careers highRiskYouth high-risk youth 

couples Certificate in Couples and 
Family Therapy 

internat international social work 

CJCS Certificate in Jewish Communal 
Service 

trauma Interpersonal Trauma Studies 
Certificate 

certificates all certificates MSW MSW program 

childWelfare child welfare outreach outreach 

clinical clinical practice PT part-time study 

community community practice PhD PhD program 

CE continuing education progress PROGRESS 

diversity diversity scholarships scholarships 

dual dual (grad) degree program SW social work (what is social work) 

DUGD dual undergraduate/grad 
degree program 

latino Social Work with Latinos/as 
Certificate 

faculty faculty and research staff staff 

families Families Track stipends stipends 

field field education studentGrps  student groups 
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To create a new Spotlight 

1. Navigate to /socialwork/spotlights/  

2. Click . 

3. The name and Description for the Spotlight should be the last name(s) of the person spotlighted 

in all lower case letters. 

4. Click OK. 

5. Complete the spotlight  form as follows: 
a. Enter a TITLE for the page:  Most often the name of the spotlight person. 
b. Enter TEASER to display in spotlight boxes on other pages:  Enter no more than 150 

characters of text; often the first line of text from the BODY. 
c. Enter a BODY IMAGE for the page: Insert the desired Image.  Collage will add the 

appropriate border around the image. 
d. Enter an IMAGE CAPTION for the BODY IMAGE:  No more than two lines of text describing 

the image. 
e. Enter BODY text for the page: Enter the full article in this field, including the teaser text.  

Assign Heading 2 to any titles inside of the BODY. 
6. Set the Metadata for the Spotlight 

a. Click . 
b. In spotlight-socialwork-thumb, enter the filename of the thumbnail image. 

c. In socialwork-spotlight-category, click .  Holding the Ctrl key, select the categories 
for the spotlight and click Done. 

d. Set read-more to yes if there is text in the BODY field. 
e. Click OK. 

7. Save the page. 
8. Preview the page. 
9. Close the page. 

You can identify the spotlight categories that will appear in rotation on the right side of a webpage. 

1. Navigate to and select the page you wish to modify in the / socialwork/  directory. 

2. Click Metadata. 

3. In socialwork-spotlight-sidebar, select Yes. 

4. In socialworkSpotlightCategory, click .  Holding the Ctrl key, select the spotlight 
categories that you would like displayed on the page and click Done. 

5. Click OK. 
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SIDEBARS 
 

There are a number of right sidebar boxes that can be 

turned on for a specific page.  These boxes are often a 

short list of links related to a section of the website. 

In considering which sidebar items to activate, be aware 

that the sidebar and spotlight items combined should not 

exceed the length of the body text for the page on which 

they display. 

Existing sidebars include: 

 4 corners (programs folder only) 

 Mswinfo (programs folder only) 

 Phdinfo (programs folder only) 

 Affordability 

 Diversity 

 Fafsa 

 Field events 

 Maps 

 Survey 2006 

 Swresources 

Send an e-mail to webteam@du.edu to create or edit sidebar items. 

To activate a sidebar on a page: 

1. Navigate to and select the page you wish to modify in the /socialwork/ directory. 

2. Click . 

3. Locate the socialwork-name-sidebar field that corresponds to the sidebar name you want to 

reference and select Yes. 

4. Click OK. 

 

  

mailto:webteam@du.edu
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FACULTY PAGES 
Each full time faculty member has an individual webpage.  

 

Adjunct and Emeritus faculty have individual pages that summarize on group list pages. 

 Group lists (full time, emeritus, adjunct, and program-specific) automatically generate. 

 

 

  


