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What is a wiki? 
 
A wiki is a website whose users can edit pages within a web 
browser.  In some cases, the information is public, and in 
others it is limited to specific users or groups of users.  You 
may be familiar with Wikipedia, an online encyclopedia of 
reference material that any internet user can add 
information to. 
 
DU’s wiki is an internal website that Faculty and Staff can use to collaborate and share Project and 
Administrative (procedural) information with DU colleagues in wiki “spaces.”   The software provider is 
Confluence.  Users must have a DU username and password to access the wiki. 

Log in to the DU wiki 
To access the DU wiki, log on to webCentral: 

1. Click the wiki icon in the top right. 

 

To request permission to access the wiki, or request a new wiki space, open a web support ticket: 

1. Navigate to www.du.edu/websupport and choose the DU wiki from the list of request types. 
2. Log in with your 87-number and webCentral passcode and complete and submit the form. 

  

http://www.du.edu/websupport
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Navigate through the wiki 
Dashboard—The main wiki window is the Dashboard, which displays Spaces that the user is a member of on 
the left side and a digest of the most recent updates on the right.   
 
Under the Spaces heading, pages are grouped by categories like 1) Project ,  2) Administrative, and 3) Help 
(not shown).  Pages can be accessed from the Dashboard or the corresponding Spaces tabs.   
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Spaces—To view a wiki space, click the space’s blue title.  The main page displays with navigation on the left 
to additional pages.  The primary Space navigation is on the left side of the page.  Any related documents will 
be listed below the page content and/or within the attachments icon. 
 

 

Edit a Wiki page 
In most cases, anyone who has permission to view a space can edit its pages.   
 
To edit a wiki page: 
 

1. View the page you wish to edit and click the Edit button.   
 

 
The page will display in Editor view, with some pages displaying gridlines outlining columns and sections.  
A basic text editing toolbar is available above the page content. 
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2. Make the required edits as you would in a word processor. 
 
3. Scroll to the bottom of the page to view the save options. 
 

 
 

• The page properties indicate if page editing is Unrestricted (the default – all space members can edit) 
or Restricted (modified from the default), if the page includes file attachments, and if any labels 
categorizing the page have been added.   

• In the text box which reads “What did you change?”, enter a brief description of your edit.   
• Mark or unmark “Notify watchers” so a message is sent (or not) to individuals watching the page.  
• Preview the page if desired, and click the Save button. 
• If you do not want your changes saved, click Cancel. 
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Convert Word document to Wiki page 
The simplest way to import an Office document is to import the entire content of the document into a single 
wiki page.  WARNING:  This method will replace any existing content on the wiki page. 

To import an Office document onto a single wiki page: 

1. Create and save a page by choosing Create > Blank Page > Save, or go to an existing page whose content 
you want replaced. 

2. Choose Tools > Import Word Document. 
3. Click Browse and find the Office document on your local drive or network. 
4. Click the Open or Upload button provided by your browser. The path and file name of the document will 

now appear in the text box on the Office Connector import screen. 
5. Click Next on the Office Connector import screen. The import document options screen will display. 
6. The import document options are: 

Option Description 
Root page title The title of the wiki page that will contain the information from your 

imported document. 
Where to import: 
Import as a new page in 
the current space 

A new wiki page will be created with the page title specified above. 

Replace <pagename> The contents of the existing page will be replaced. The page will be 
renamed to the page title specified above. 

Delete existing children 
of <pagename> 

The existing child pages of the page you are replacing will be deleted. 

Title Conflicts: 
Rename imported pages 
if page name already 
exists 

Assign new names to any new page which would otherwise have a 
duplicate name. The content of existing pages will remain unchanged. 

Replace existing pages 
with imported pages of 
the same title 

If imported pages have titles equal to existing pages, then the content 
of the Office document will overwrite the content on the existing 
page. Page history will be preserved. 

Remove existing pages 
with the same title as 
imported pages 

If imported pages have titles equal to existing pages, then the existing 
pages will be deleted. This will remove the page history as well as the 
content. 

Split by heading The content of the Office document will be split over multiple wiki 
pages. If you don't want to split your document into multiple wiki 
pages, leave the default Don't split option selected.  

7. Click Import. 

When the upload has finished, the content of the Office document will have been transformed into 
Confluence wiki page content. You can now view and edit this page in the usual way. There is no 
connection between the original Office document and this wiki page. 
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Add File Attachments 
Either of two methods may be used to attach files to wiki pages. 

• Drag and drop files on to a wiki page. 
• Browse to, and upload files from, your computer or network. 
 
To drag and drop a file as a page attachment: 
 
1. View the page to which you want to attach files. 
2. Drag one or more files from your computer onto the page. The 'Attach File(s)' message box appears, 

indicating the upload status of the files being attached to your page. 

 You can drag and drop more than one file at a time onto a page by holding down the Ctrl key while 
selecting. You cannot drag a folder of files onto a page. 

To attach a saved file to a page: 

1. View the page to which you want to attach files. 
2. Choose Tools > Attachments to go to the 'Attachments' view for the page. 
3. Click Browse and navigate to the file. 
4. Select the file and click Open. 
5. Add a descriptive comment for the file (optional). 
6. Click Attach more files if required. 
7. Click Attach. 
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Receive Update Notifications (global settings) 
 
The wiki can notify users when updates are made.   By default, you will receive email notifications when 
pages that you have created, edited, of have posted to are modified.  
 
To update notification settings: 
 
1. Click your avatar (thumbnail image) in the top right of the Dashboard and choose Settings. 
2. Choose Email from the list on the left, then click the Edit button on the bottom of the window. 
3. Mark or unmark notifications 

4. Click  . 
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Receive Update Notifications (watch) a specific page  
 
By default, you will receive email notifications when pages that you have created, edited, of have posted to 
are modified. You can turn this off for specific pages, or manually watch (subscribe) to receive updates for a 
page you have not modified.  
 
To update notification settings for a specific page: 
 
1. Click the envelope icon on any page. 
2. The icon toggles between “on” (full color) and “off” (faded). When the envelope is “on,” you will receive 

emailed page notifications when there is a change to the page.  
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Receive Update Notifications (watch) a space  
 
You can watch an entire space and receive notification for changes to a space.  
 
To update notification settings for a space: 
 
1. Click “Browse” on any page. 

 
 

2. On the fly-out menu, select “Space Operations.” 
3. In the left-hand menu, select “Start watching this space.” 
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