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Step-by-Step Guide to Editing in TMS 

 

The preferred tool for creating and publishing content on the University's websites, the Template 

Management System (TMS), has been developed to complement the University Brand 

Standards while ensuring our websites are more accessible, functional, easily maintained and 

consistently branded. 

 

The Template Management System (TMS) 

 

The Template Management System, developed by the University of Adelaide's Web Team, 

provides a means of editing the content of a website separately from the design of the site, allowing 

you to maintain your website(s) easily. The design of the website, or the template, can only be 

modified by the Web Team. 

 

The TinyMCE online editing tool is built into the TMS, allowing changes to be made directly to a 

webpage on the development server, webdev. When you are satisfied with your changes, you can 

then upload the amended page to the production server, making the new version of the page live on 

the website and therefore accessible to users of the Internet. 

 

Websites using the TMS are made up of files with the extension .html. These .html files contain the 

content of each webpage. Therefore, to change the contents of a page, you will need to edit 

the .html file that contains the relevant page content. This can be done from any computer that is 

connected to both the Internet and the University network, as long as you have editing access. 

 

Note: you can access your development website from home or elsewhere outside of the 

University's campuses by connecting to the University network via Virtual Private Network (VPN). 

See Technology Services website to download and access the VPN, at 

https://www.webdev.adelaide.edu.au/technology/selfhelp/osx/staff/#vpn.  

 

Access and Log In 

 

To be able to make changes to your website, you must have been granted editing access by the 

Web Team and must be accessing the development server from within the University's firewall 

(security that blocks unauthorised access). This means that your computer must be located either 

within the University network (i.e. on campus) or you must be using your staff/student dialin or VPN. 

 

You can find your website on the development server by using WebAccess 

(https://www.webdev.adelaide.edu.au/webaccess): 

 

 Log In to WebAccess using your university ID and password 

https://www.webdev.adelaide.edu.au/technology/selfhelp/osx/staff/#vpn
https://webdev.adelaide.edu.au/webaccess
https://www.webdev.adelaide.edu.au/webaccess
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 If you only have editing access to one website, the site should appear on screen. If you have 

access to two or more websites, search for, and click on, your website name.  

Please note: if you are searching for a sub-site, you will be taken to another page displaying 

all sub-sites within the main site. Click once on the relevant sub-site name. 

 On the page displaying your website information, click on the first URL in 

the Development section 

 The website that you want to edit should now appear on your screen. 

 

When browsing through your website on the development server, two boxes will be displayed at 

the bottom of the page that show functions that may be performed on pages throughout the site. 

Initially the top display box will only allow the option to login. 

 

 

 

Click on the log in link and enter your university ID and password to gain access to the maintenance 

functions. 

 

 

 

The top blue display box will then change to show the allowed options including: edit, upload, 

access and files. 

 

 

 

Editing Web Pages 

 

Browse through the site to find the page that needs changing and then click on the edit link in the 

maintenance options box. 
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The page will be redisplayed with the editable content in a smaller scrolling box. Above the content 

area is a toolbar, showing icons similar to those in Microsoft Word. These icons enable you to make 

a number of changes to the content. 

 

 

 

Making changes is similar to editing a document in Word. The text content of the pages can be 

changed by using the icons to bold and italicise text, align your content to the left (as standard) and 

use numbered or bulleted lists if required. The page content can also be enhanced by creating links, 

using tables or inserting images where appropriate. 

 

Pasting Text from Other Documents 

 

Copying and pasting content from other programs, such as Word documents and emails, is pasted 

as plain text by default. This means that the other programs' formatting is not transferred with the 

text. 

 

You can paste your content in and then style it accordingly, using the Formats dropdown menu: 

 

 

 

Please note: tables created in Word cannot be pasted in to your webpage. You can however create 

an empty table in TMS and then copy the text within each table cell and paste into the desired cell 

on your editing page (see the Tables section of this guide). 
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Headings 

 

The best way of formatting text to ensure your page is accessible and looks professional and 

consistent with other University of Adelaide webpages is to apply a heading format. Heading formats 

are applied to the whole of the paragraph where your cursor is located. To set a heading format, 

select an option from the drop-down list circled below. 

 

 

 

The basic format applied to the majority of the text is the paragraph format. The heading options 

available are Heading 1 through to Heading 6. These have predefined styles set for the templates. 

The top heading for the page should be defined as a Heading 1 and this should be the only text 

using the Heading 1 format. All other headings in the page should use Heading 2 through Heading 

6, preferably in order of importance, for accessibility. 

 

Linking 

 

There are several types of links which can be entered on a webpage:  

 

1. external links: from one page to another external site; 

2. internal links: from one page to another within your current site; 

3. anchor links: from one point on the page to another pre-defined point within a page; 

4. email links: to allow the user to send an email to a particular recipient; and 

5. file/document links: to allow the user to download/access a particular document. 

 

https://www.webdev.adelaide.edu.au/webguide/editing/headings.html
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External Links 

 

It is possible to create an external link from one page to another by following the steps below: 

 

 Open a new browser window and go to the external page you want to link to 

 Copy the whole URL from the address bar at the top of the screen (to make sure you are linking 

to the correct address) e.g. http://www.adelaide.edu.au/ 

 Go back to your webpage editing screen and highlight the text to be used as a link 

 Then click on the Insert/edit link icon (see below) 

 

 

 

 A window will be displayed allowing you to enter the link URL that you have just copied. 

 

 

 

 Once you have entered the link URL into the field, complete the link by clicking the Insert button. 

 

Internal Links 

 

To create an internal link from one page to another within your current site, it is recommended that 

you only use part of the URL that specifies the path of the file within the site. The part of the URL 

you use depends on whether the site is located in the main University site or within a virtual host. 

The options are detailed in the table below: 
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Type of 

site 
Site URL style 

Part of URL to 

include in the 

link field 

Example  

(site="temp" 

folder="policy" 

file="webpolicy.pdf") 

Standard 

University 

site 

http://www.adelaide.edu.au/sitename/ /sitename/<path> /temp/policy/webpolicy.pdf 

Virtual 

host site 

http://www.vhost.adelaide.edu.au/ or 

http://vhost.adelaide.edu.au 

/<path> /policy/webpolicy.pdf 

Subsite 

of virtual 

host site 

http://www.vhost.adelaide.edu.au/sitename/ 

or http://vhost.adelaide.edu.au/sitename/ 

/sitename/<path> /temp/policy/webpolicy.pdf 

*where the <path> is the rest of the URL for the file being linked to. 

 

A similar process to that for creating an external link can be used: 

 

 Open a separate browser window and go to the page you want to link to 

 Copy the whole URL from the browser address at the top of the screen 

 Go back to your webpage editing screen and highlight the text to be used as a link 

 Then click on the Insert/edit link icon (see below) 

 

 

 

  

  

  

 

 Paste it into the Link URL field (see screenshot on next page) 
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 Delete the first part of the URL specifying the base/external part of the site i.e. everything before 

and including the "edu.au".  

Note: your link must begin with the "/". 

 Complete the link by clicking the Insert button. 

 

Anchor Links 

 

Anchor links are links from one point of the page to another pre-defined point within a page. These 

are especially useful if you have a lot of content on a page, as the anchor link will allow the user to 

jump to the relevant content rather than having to scroll through. 

 

To create an anchor link: 

 

 Place the cursor on the screen next to the content you want users to jump to 

 Then click on the anchor icon in the editing toolbar 

 

 

 

 Enter a name in the anchor field. The anchor name should ideally be one word and contain only 

lower case letters and numbers. 

 Then click the Insert button. You should now see an anchor appear on the editing screen where 

your cursor was located (this will not appear on the live version of your web site). 

 Next you need to create a link on text at the top of the page. 

 Highlight the text that will be the link 
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 Click the link icon and in the link URL field enter a # symbol and the name that you gave to the 

anchor e.g. to link to an anchor you called "heading1" the link field should contain #heading1. 

 Click Insert to activate the link 

 

Notes: 

 

1. To link to an anchor in another page, put the URL of the page in the link field followed by a # and 

the name of the anchor e.g. http://www.adelaide.edu.au/#heading1 

2. You can only create anchor links in your own pages or if you know the anchor in a page on 

another site exists. 

 

Email Links 

 

It is possible to create a link that will open an email window when it is clicked. To create an email 

link, follow the steps below: 

 

 Search for the name of the person you want to create the email link to using the Phone Directory 

 Copy the email address listed for that person 

 Go back to your webpage editing screen and highlight the text to be used as a link 

 Then click on the Insert/edit link icon (see below) 

 

 

 

 In the link URL field type in mailto: and then paste in the email address after that. For example, 

if the email address is 'staff.member@adelaide.edu.au' then the link URL field should contain the 

link mailto:staff.member@adelaide.edu.au 

 Once again, click the Insert button to activate the email link. 

 

File/Document Links 

 

To create a link to a file, such as a PDF or Word document, please follow the steps below: 

 

Step 1: Make the file available on the development server 

 

 Click once on the files option listed in the top blue editing box (see below) 

 

http://www.adelaide.edu.au/phonebook/
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 Click on the relevant folders within the files view to navigate to the page the document link will 

appear on 

 When you are in the correct page (e.g. Index of webguide/tech/tms) click on the Browse button 

under the 'Upload a file to the current directory' section. This will allow you to search for the 

relevant document on your hard drive. Note: please ensure your files are named correctly by 

reading the Naming Files section of this guide. 

 

 

 

 Select the document and click open. This will display your chosen document in the field next to 

the browse button. Then click Submit. 

 Your document/file will then appear in the alphabetical list with the rest of the files. Then right 

click on the name of the document/file and click Copy Shortcut (or it could say Copy Link 

Address, depending on which web browser you are using e.g. Google Chrome or Mozilla 

Firefox).. 

 

Step 2: Create the link to the file 

 

 In your development site, go to the page that is to contain the link (by navigating through the file 

list, navigation menu or breadcrumb trail) and click Edit in the toolbox to open the page for 

editing. 

 Highlight the text that is to contain the link and click the Insert/edit link icon (chain). In the link 

URL field, paste in the path of the document you are linking to and delete all of the link text 

before and including 'edu.au'. This should leave you with the link e.g. /website/folder/file.pdf. 

Then click Insert. 

https://www.webdev.adelaide.edu.au/webguide/editing/naming/
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 Preview the page and save changes BEFORE checking the link or your changes will be lost. 

 Note: When creating a document link, TMS will automatically insert the document name, type 

and size into the link title so it is shown when you hover the cursor over your document link (see 

below): 

 

 

 

 

 

Step 3: Check the page 

 

 Once the changes to the page have been saved, check that the link to the file is working 

correctly. 

 

Step 4: Upload both the file and the page 

 

 Please remember to upload both the file/document you are linking to AND the page that your 

file/document link is displayed on. For details on how to upload, please see Making Your 

Website Live. 

 

Tables 

 

Tables are recommended for presenting tabular information within webpages, and TMS has a 

number of inbuilt features allowing tables to be simply formatted and maintained. 

 

 To create a new table, move the cursor to the point in the page where you want the table to be 

displayed and click on the icon to Insert a new table (see below). 

 

 

 



 

 

The University of Adelaide           13 

 A pop-up window will then be displayed that allows the table parameters to be specified (i.e. 

number of columns and rows). 

 Table widths should either be left blank to allow the browser displaying the page to determine 

the ideal width for displaying the tabular information, or if necessary, a percentage width can be 

specified to enable tables to be displayed in a consistent style, e.g. a width of 80% will force the 

table to be displayed across 80% of the window width. It is not recommended that exact pixel 

widths be specified as these are not likely to display well for all end users. 

 All tables will be automatically given a class of “light” which adds our standard table styling. If 

you are using the table for layout purposes and wish to remove the styling, please select a class 

of “None” from the class drop-down list in table properties. 

 Click Insert to add the table shell to the page. 

 Table cells and rows can be formatted in the cell and row sections of the table menu. You can 

place your cursor in the appropriate cell and navigate to these sections via the table icon. 

Otherwise you can right click your mouse in the relevant cell, and a table menu will appear.  

 The cell type can be specified as either a data cell or a header cell, and the formatting applied 

to the cell can be changed by selecting your preferred option from the class drop-down field.  

 

 

 

 By using the other table menu options (e.g. cell, row or column), you can also add or delete rows 

or columns and cells can be merged and split as required. 

 

Note: Clicking on an existing table will enable options for updating the table to become active. The 

table style or width can then be changed by clicking the table icon and changing these values. 

 

Folders 

 

Folders (directories) are useful for keeping your website files organised. In most cases, you would 

be creating a folder as a subfolder of the /images/ or /docs/ folder to keep things tidy. This will also 

help the files view load quicker when you're browsing through the site files. As if there are a lot of 
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files in a folder, it will take longer to load the file list. 

 

To create a new folder: 

 

 Navigate to the folder you want to create a new folder in via the 'files' link at the bottom of your 

webpage.  

E.g. to create a subfolder in the /sitename/images/ folder, start at the homepage for your site in 

webdev: https://www.webdev.adelaide.edu.au/sitename/. 

 Click the 'files' link at the bottom of the page. 

 Click on the /images/ folder to go into that folder. 

 Click in the address bar at the top of your browser and remove everything after /images/. 

 Type in the name of the new folder you want to create and press enter. 

E.g. https://www.webdev.adelaide.edu.au/sitename/images/new-foldername/. 

 You'll get an error page (like when you create a new page), but at the bottom of the page you'll 

see the option to 'create'. Click the 'create' link. 

 This will create a folder AND a page, it will also take you straight into 'edit' mode. Because you 

don't want to create a page, just a folder, you need to click 'cancel' and exit edit mode. 

 From there, click the 'delete' link in the first box at the bottom of the page. This will ask if you're 

sure you want to delete "/sitename/images/new-foldername/index.html" (note it has index.html).  

 Click 'yes' to confirm. 

 Now you will have an empty subfolder within your sites images folder. 

 

Saving Changes or Exiting from the Edit Window 

 

Save Changes 

 

When a page is being edited, it is locked on the server so that no other users can make changes at 

the same time. At the bottom of the editing page are two buttons which give you the option 

to Preview (and then save your changes) or Cancel. To unlock the page when you have finished 

editing or if you decide you no longer want to edit, it is important to exit from the page using one of 

these options. 

 

 Click the Preview button at the bottom of the editing page 

 Check the displayed preview page to ensure you are happy with the changes, but DO 

NOT check links at this time as the page is not yet saved. The following options are displayed at 

the top of the preview page 
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 Click Save Changes: if you want to accept the changes you have made to the page and exit 

 Click Edit: if you want to return to the edit window and make more changes 

 Click Cancel: if you want to lose your changes to the page and exit 

 If you decide to Save Changes, this means that the page is saved on webdev, the development 

server. You can then: 

o Check all links in the page to ensure they are working correctly. 

o Upload it to the live website if you are happy with the page and are ready to put it live. 

 

Cancelling or Discarding Changes 

Clicking the Cancel button will exit you from the editing window and any changes will be lost. This is 

the option to use if you accidentally click edit on the wrong page or if you want to discard changes 

you have made. 

 

Note: Please do not exit from the editing page by closing the browser window or using the 

back button. 

 

File Management 

 

Clicking on the files link in the options box will display the files for the current folder. These files 

represent either web pages [.html], documents [.pdf, .doc] or images [.gif, .jpg]. 

 

 

 

Sub-folders within the currently displayed folder are also shown in the file list (e.g. the secure folder 

shown in the screenshot below). 
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Clicking once on a folder will cause the contents of that folder to be displayed. To move up a folder 

level, click on the Parent Directory folder icon at the top of the files list. 

 

Note: Keep an eye on the text at the top of the screen e.g. Index of webguide/tech/tms/, as this 

indicates where you have navigated to e.g. in this case, the tms folder within the tech folder on the 

webguide website. 

 

By using these options, it is possible to navigate through all folders of the site and hence gain 

access to all files within the site. 

 

Deleting Pages 

 

Step 1 - Delete from Webdev 

 
When you are logged-in and viewing a webpage in webdev, one of the options shown in the top blue 

editing box at the bottom of the page will be a link to delete (see below). 

 

 

 

Clicking on this link will cause a confirmation message to be displayed asking if you are sure you 

want to delete the file/page. Clicking Delete will delete the current page. Clicking Cancel will take 

you back to the page view. 

 

 

 

If the page had its own folder, e.g. the page's URL was similar to /sitename/page/ (and not 

/sitename/page.html), you also need to delete the page's folder. To do this, once you've deleted 

the index.html file, you will be taken into the files view. If there's any other files in that list you will 

need to delete them also. Once you've done that, click the [parent] link in the list: 
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Then find the deleted page's folder which you want to delete and click the delete link to the right of 

that folder: 

 

 

 

Similarly, if you wish to delete a file on your website, you can browse through the files link to locate 

the file and click the delete link to the right of the file you wish to delete. 

 

 

 

Again, clicking the delete option will display the confirmation message asking if you are sure you 

want to delete the file/page. If you confirm the delete operation by clicking Delete, the current file will 

be deleted. Clicking Cancel will take you back to the files view. 
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Please note: if you accidentally delete a page, contact the Web Team as soon as possible. The 

team is able to recover any pages that have been deleted within a week of deletion. 

 

Step 2 - Delete Files from the Live Site 

 
It is important to note that deleting a file from webdev DOESN'T remove it from the live site. 

In order to remove a file/page from the live site, you need to upload the directory the file/page 

was sitting in. 

 

E.g. if the file you deleted was sitting in the /sitename/images/ folder, you'd need to go into 

the files area from the homepage, then next to the /images/ directory, click the action upload_dir. 

 

 

 

This will upload the whole /images/ folder removing the deleted files off of the live site also 

(upload_dir replaces the contents of that directory on the live site with what is on webdev). 

To clarify the above, if you clicked upload_dir from the homepage of your website, it would upload 

all of the pages and files you have sitting on your website from webdev to the live site. 
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Making Your Website Live  

 

When you are happy with your changes and you have clicked Preview and Save Changes, the page 

is now saved on webdev, the development server. To make the changes visible on the Internet, it is 

necessary to upload the page to the live production server. This can be done either using 

WebAccess (https://webdev.adelaide.edu.au/webaccess) or within the TMS system (see below).  

 

Please note that it is important to fully check the page BEFORE uploading to the live site as once 

the page is uploaded it is visible to the outside world. 

 

Uploading Using TMS 

 

Single Page Upload 

 

The simplest way to upload a page is to click on the upload link in the top blue editing box at the 

bottom of the page you have just edited. 

 

 

 

This will display a message asking you confirm the upload. By clicking OK, this will upload only the 

displayed page to the live website. 

 

Alternatively, click on the files link in the top blue editing box at the bottom of the page to display the 

files for the current folder. One of the options available alongside each file in the folder is the upload 

option. Clicking on the upload link alongside a file will also upload that file/page to the live website. 

 

 

 

https://webdev.adelaide.edu.au/webaccess
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Note: remember to also upload any documents that are linked to on the page or images that appear 

on the page (e.g. upload both the page and the document or image) otherwise the links or images 

will appear broken. 

 

Folder/Directory Upload 

 

Clicking on the upload dir option will upload all of the files in the current folder, including the 

content page, menu for the current page and the breadcrumb. Therefore, before clicking upload dir, 

please ensure that all files in the relevant folder are ready to go live (e.g. no out-of-date documents, 

unfinished pages etc.). 

 

 

 

Site Upload 

 

It is possible to upload all of the files in a site to make the website live in one step. At the top of the 

files view page is an option to submit a site request (see below). This allows you to select an option 

from the drop-down list which are the same as those in WebAccess. Among these are the options 

to Upload Site Files and to Upload Site and Sub-sites. 

 

 

 

Upload Site Files: uploads all files in the current site that have changed since the last upload from 

the development server to the live server, synchronising the development and live sites. 

 

Upload Site and Sub-sites: uploads all files in the current site and its sub-sites that have changed 

since the last upload from the development server to the live server, synchronising the development 

and live sites. 
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When either of these requests is submitted, the job is queued to run automatically on the server 

within two minutes. You will then receive an email from 'Web Services' confirming your upload. 

 

Uploading Using WebAccess 

 

WebAccess provides a number of tools for University of Adelaide web maintainers. Depending on 

your access rights and settings for your website, WebAccess enables you to view site information, 

manage user access to your site, create a CD of your site and upload files from the development 

server to the live site. 

 

The advantage of using WebAccess is that it allows you access to tools that you may need to 

maintain your site without having to even log in to the development server. 

 

WebAccess can be found at the following URL: https://webdev.adelaide.edu.au/webaccess 

 

You will be required to log-in using your LDAP user ID and password. WebAccess uses the log-in 

information to determine the sites that a user has permission to work on. Log in details are shown at 

the top right hand corner of the window on all pages within the site. 

 

Selecting a Site and Viewing Site Information 

 

After logging in, if you only have access to edit one website, your site information will be displayed 

on screen. If you have access to more than one site, select the appropriate site from the list of sites 

to which you have access. 

 

Information available from this page includes: the physical path of the site on the web servers, the 

virtual host under which the site is located and the URLs for the development and production 

versions of the site. 

 

 

 

When you can see the site information page above, the navigation menu on the left-hand side of the 

page expands to allow you to perform additional operations on your site. 

https://webdev.adelaide.edu.au/webaccess


 

 

The University of Adelaide           22 

 

 

Upload 

 
There are several ways in which you can upload using WebAccess. Some of these ways are batch 

operations that will upload all changed files at once. This is useful if you are the only person working 

on the site and you know that only the pages you have been working on have changed. However, if 

a number of people work on your site, you must take care not to submit a batch upload when other 

people have changes that they are not ready to upload to the live site. 

 

To avoid problems with uploading pages that are not ready to be viewed in the live site, it is safest to 

use Site Files to upload if you are not sure which pages have changed. This allows you to ensure 

that only the appropriate files are uploaded to the live server.  

 

Choosing Files to Upload 

 

Select Site Files from the navigation menu on the left-hand side of the screen. This will show you a 

list of all modified files within your site. By default, the list will show you the most recently modified 

files first. 
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Any files shown with the modification date and time shown in red have changed since the last site 

upload. One or more of these files may be uploaded to the live site. 

 

If you do not want to upload all of the listed files, select the individual files to be uploaded by placing 

a check in the box next to the relevant files. When all of the files to be uploaded have been ticked, 

click on the option to Upload Selected. The selected files will then be uploaded to the live 

production server. 

 

If all of the files shown in red are ready to be uploaded to the live production server, then the best 

option is to click the Upload Modified button. This performs the same operation as the request 

to upload site files, but has the added advantage that you are aware which files are being 

uploaded. 
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Upload All Site Files 

 

From the Submit a New Request drop-down list on the site information page, select the option 

to Upload Site files. This will upload all files that have changed since the last time a batch upload 

was run for the selected site. 

 

 

 

The live production site will then be brought into line with the version of the website on the 

development site. This function operates on all files within the currently selected site, but ignores 

subsites within the site. 

 

If you did want to upload your site and all of its subsites, click on the Upload site and 

subsites option from the drop-down list. This function will upload any changed files within the 

currently selected site and all of its subsites. 
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Changing Your Navigation Menu 
 

The navigation menu is used to structure the content of your site and is created using a simple 

unordered (bulleted) list. 

 

Navigation File 

 

The navigation menu can be updated from a single nav.html file, which makes the maintenance of 

your navigation simpler and provides more flexibility for adding future pages. This file can be found 

in your site's includes/ folder by clicking Files > Includes from your site homepage. 

The nav.html file contains an unordered list (bulleted list) showing the menu items. Sub-menus are 

entered as indented list items. 

 

In TMS, the contents of an includes/nav.html file will look like the example below: 

 

 Site home 

 Staff 

o Academic Staff 

o Admin and Support Staff 

 Research 

o Research Publications 

 Current Publications 

 Archived Publications 

o Seminars 

 Teaching 

 

Using the example above, the navigation that will appear on the home page of the site will display 

only the top level navigation, showing: 

 

Site Home 

Staff 

Research 

Teaching 

 

If Staff is selected from this list, the navigation will then display the staff sub-menus, as follows: 

 

Site Home 

Staff 

   Academic Staff 

   Admin & Support Staff 

Research 

Teaching 
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Similarly, selecting Research from the navigation and then Publications from the sub-menu list will 

look as follows: 

 

Site Home 

Staff 

Research 

   Publications 

      Current Publications 

      Archived Publications 

   Seminars 

Teaching 

 

Adding New Menu Items 

 

Inserting a new section on the navigation menu is as simple as typing in the text on a bulleted list, 

much as you do in Microsoft Word. 

 

This new text will now need to link to a new page that will hold the relevant content. To create a new 

page, please read the ‘Creating New Pages’ section of this Web Guide. 
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Using Images 
 

Using relevant and appropriate images is a great way to liven up the content of your web pages. 

 

Please note the following about using images: 

 

 It is important to ensure you have authorisation to use an image and it is not copyrighted. 

 All digital images are measured in pixels. While you can convert pixel size to centimetres, 

inches, etc., it is best practice to always think of web images in terms of pixel size. 

 When using digital images, they should always be displayed at their actual size. Never 

resize an image simply by dragging it as it retains the original file size even if you display it at a 

very small size. 

 If you have taken an image straight from a camera, or received one from a photographer, you 

will need to resize your image. 

 

Manual Image Placement 

 

Step 1: Resize & Save Image to Your Hard Drive 

 

 Please make sure that you resize your image(s) BEFORE uploading to the files view in 

webdev. 

Note: Image size is left to your discretion; however, please ensure that they do not overlap the 

website template and that they do not fill the screen too much. 

 There are several ways that you can resize, crop and save the image to the appropriate size 

 Pixlr is user-friendly web based image editor and is all based within your browser window. 

For step-by-step instructions, please read the Editing with Pixlr page: 

https://www.webdev.adelaide.edu.au/webguide/editing/using-images/pixlr.html. 

 Microsoft Office Picture Manager (available on most University computers) can also be used. 

For step-by-step instructions, please read the Editing with Picture Manager page: 

https://www.webdev.adelaide.edu.au/webguide/editing/using-images/microsoft.html. 

 Editors who have access to Photoshop and who are familiar with this software can also resize 

using this. 

 

Step 2: Add Image to Webdev (Development Server) 

 

 From the homepage of your website, click once on the files option listed in the top blue editing 

box at the bottom of the page (see below) 

 

https://www.webdev.adelaide.edu.au/webguide/editing/using-images/pixlr.html
https://www.webdev.adelaide.edu.au/webguide/editing/using-images/microsoft.html
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 You should see an Images/ folder listed within the files view. Click on the link to enter the 

images folder. 

 Click on the browse button under the 'Upload a file to the current directory' section. This will 

allow you to search for the relevant image on your hard drive. 

 

 

 

 Select the image and click Open. This will display your chosen image path in the field next to the 

browse button. Then click Submit. 

 Your image file will then appear in the alphabetical list with the rest of the files. Then right click on 

the name of the image and click Copy Shortcut (or it could say Copy Link Address, depending on 

which web browser you are using e.g. Google Chrome or Mozilla Firefox). 

 

Step 3: Display Image on Page 

 

 Go to the page you want the image to appear on and make sure you are in editing mode 

 Place the cursor at the location on the page where you would like the image to appear 

 Then click the Insert/edit image icon from the toolbar below: 
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 This will display the following pop-up on your screen where you will need to enter the image URL 

and image description 

 

 

 

 In the Source field, right click and paste in the image shortcut and edit the shortcut to show a 

"site root" style link. E.g.: remove everything from the start of the URL inclusive of the '.edu.au' 

so that the link starts with something like: /sitename/images/.... or /images/ if your site is a 

virtual host. Please refer to the linking section of the editing guide for more information. 

 In the Image description field, type in a description of the image. This text will appear when 

users hover over the image with their cursor. 

 Then click OK. 

 

Step 4: Upload Changes to Live Website 

 

You will now need to upload both the image file and the page the image sits on for the page to 

display correctly on the live website. 

 

Read the 'Making Your Website Live' section of this guide for help. 

 

Using the Pattern Library 

 

Step 1: Choose Display Option from Pattern Library 

 

The Images page on the Pattern Library (https://www.adelaide.edu.au/webguide/pattern-library/) 

provides a number of options for displaying images on your web pages. 

https://www.webdev.adelaide.edu.au/webguide/editing/guide/#linking
https://www.adelaide.edu.au/webguide/pattern-library/
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Find the option you want to use and make note of the placeholder image size in pixels - written 

within the grey placeholder image (see below). 

 

 

 

Step 2: Resize & Save Image to Your Hard Drive  

 

(See Step 1 in the 'Manual Image Placement' section) 

 

Step 3: Add Image to Webdev (Development Server) 

 

(See Step 2 in the 'Manual Image Placement' section) 

 

Step 4: Copy Source Code from Pattern Library  

 

 Go to the Images page on the Pattern Library and copy the source code from underneath the 

pattern you want to use. 

 Open your webdev site in a new tab and login 

 Go to the page you want the image to appear on and make sure you are in editing mode 

 Click on the Source code icon on the bottom row of the editing toolbar (looks like < >). 

 Find the position on the page where you want image to go 

 Paste the code that you copied from Pattern Library into the source code screen 

 Click Update 

 On the editing screen, you'll then need to click once on the placeholder image that you've just 

added 

 Click the icon to 'Insert/Edit image' from the editing toolbar 

 Delete all content from Image URL field and type in the new path to the image you saved earlier 

e.g. /mysite/images/example.jpg 

 Don't forget to add an image description to make sure your image is fully accessible! 

 Click Update and Preview > Save Changes if you're happy. 

 

Step 5: Upload Changes to Live Website 

 

(See Step 4 in the 'Manual Image Placement' section) 
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Creating and Editing Widgets 
 

All websites have a widgets_index/ (old template) or widgets-index/ (new template) and 

a widgets/ folder at the top level of the site. These folders may have widget files within them (html 

files) or may be empty. 

 

The widgets_index/ or widgets-index/ is specifically only for widgets on the home page. 

The widgets/ at the top level of the site is for ALL pages within your site as all subpages inherit their 

"parent" folder's widget unless specified otherwise. Generally the widgets/ folder is blank, so you 

don't have a widget on ALL of your pages within your site. 

 

If you do have a widget in the top level widgets/ folder and wish it NOT to be displayed on a specific 

page, then you will need to create a blank widgets/ folder for that page.  

 

To create a blank widgets/ folder you need to do the following: 

 

 Go to the page you want to remove the widget from 

 In the address bar where your site page URL is 

(http://webdev.adelaide.edu.au/yoursite/pagename/), you will need to type after the pagename/ 

"widgets/". e.g. http://webdev.adelaide.edu.au/yoursite/pagename/widgets/ 

 Once typed in, press Enter on the keyboard to search for this. An error will come up, but you can 

then click 'create'. 

 Once you create this new folder, it will automatically create a page within it and take you into edit 

mode. 

 Click 'cancel' and then click 'files' as you will need to delete this file. 

 Once in the files area, 'delete' the index.html file in the folder. By doing this, you have created a 

blank widgets folder, and therefore stopped this page from inheriting its 'parents' widget. 

 

NOTE: to upload this change, you will need to go to the page you took the widget off of, and click 

the 'upload dir' instead of the normal 'upload' option. This will upload the empty folder too, so that 

the widget is removed. 

 

Creating a Widget 

 

To create a new widget, go to the page you want the widget on and in the address bar of your 

browser, type in '/widgets/' at the end e.g. ttp://webdev.adelaide.edu.au/yoursite/pagename/widgets/ 

and press Enter. 

 

An error page will appear, but the top editing box at the bottom of the page will have a link that says 

'create'. Click 'create'. 
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Now you can insert your information into the widget through TMS. This process will differ depending 

on whether your site is in the old or new template. 

 

Old Templates 

 

The first thing you'll need to do is click on the HTML icon in the editing toolbar. Delete any existing 

code from the HTML code view and type/paste in the following to add a widget heading: 

 

<div class="infohead-widget">Widget Heading</div> 

 

Once the widget heading has been added, you can click Update and return to the normal TMS view 

to continue to edit the widget. 

 

Please note: any images used in these widget must be 180 pixels wide. 

 

New Templates 

 

To add content to your new widget, take a look at the Widget page on the Pattern Library 

(https://www.adelaide.edu.au/webguide/pattern-library/). 

 

The Widget page will provide you with a number of widget options. Under each option will be a 

[show source] link which, once clicked, will show you the relevant HTML code for that widget and 

allow you to copy it. 

 

When you have copied the code, go back to your website editing screen, and use the Source code 

icon in the editing toolbar to paste in the code you have just copied. 

 

Click Update and you should now be able to edit the content of the widget using TMS as normal. 

 

More Information 

 

For more information on how widgets work, please see the Using Widgets section of our online Web 

Guide: https://www.adelaide.edu.au/webguide/editing/using-widgets/  

 

  

https://www.adelaide.edu.au/webguide/pattern-library/
https://www.adelaide.edu.au/webguide/editing/using-widgets/
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Naming Files 

 

Filenames are important because they are used when linking to other documents (such as web 

pages, images, Word documents and pdfs). 

 

To ensure files can be correctly identified, care should be taken to avoid confusion in naming files. 

The use of different case (lower/upper), special characters and spaces can all cause confusion 

when linking files or attempting to open them in a browser. To avoid this, some guidelines have 

been set for naming files that make up the University of Adelaide websites. 

 

Filenaming Guidelines 

 

Filenames for all files within University websites, whether they are web pages, documents, pdfs or 

images, should be made up of only: 

 

 lowercase letters 

 numbers 

 hyphens (dashes). 

 

This means that uppercase letters, spaces, symbols and punctuation or other special 

characters should not be used in filenames on University websites. Using hyphens to separate 

keywords in your URLs can help maximise the searchability of your pages. 

 

Case Sensitivity 

 

The University web servers use the Unix operating system which uses case-specific filenaming. 

Even when a link appears to be correct on the local computer, if the file is named using uppercase 

letters, the links may not work correctly on the server. 

 

Spaces and Special Characters 

 

Spaces should be avoided in filenames as a space is not a valid character in a URL. Most browsers 

will convert spaces in a linked URL to the standard replacement characters %20 and will be able to 

locate the page, however this is not guaranteed. For example, the file "university of adelaide.html" 

will appear as "university%20of%20adelaide.html". 

 

Even when a browser is able to deal with spaces by using the %20, plug-ins that open .pdfs or .doc 

files may not perform the reverse conversion and a linked file may fail to open. 

  

https://www.webdev.adelaide.edu.au/webguide/content/search/
https://www.webdev.adelaide.edu.au/webguide/content/search/


 

 

The University of Adelaide           34 

Default Filename 

 

Throughout the University of Adelaide website, the default filename for each folder 

is index.html. This means that when a URL specifying a folder name rather than a file is entered in 

a browser for a University of Adelaide site, the server searches for, and displays, a webpage 

called index.html located in that folder. If the index.html isn't found, a list of the files is displayed 

instead. To avoid this happening, always make sure that every folder in the site contains 

an index.html file. Therefore it is recommended that the main file in each folder be 

called index.html. For example http://www.adelaide.edu.au/current/ will open the index.html file 

saved in the current folder automatically. 

 

It is particularly important that an index.html page be located in the home folder of each site, as 

users expect to be able to go to a site by entering a URL ending in a folder name rather than having 

to specify the file at the end. If the file is not available and they are shown a file listing when 

attempting to access the site, it appears unprofessional and they are likely to give up on viewing the 

site. 

 

Reusable Filenames 

 

Where possible, name documents so that links to the file will not need to be changed when the 

document is updated or replaced in the future. 

 

Avoid using dates or version numbers in the filename so that later versions of a document can 

be uploaded over the original version to update the information without the need for changing links. 

For example, if the annual report for your area is available on your website, consider naming the 

document annual-report.doc or annual-report.pdf rather annual-report-2006.doc or annual-

report-2006.pdf. When the following year's annual report is available it can be uploaded with the 

same filename and all links to the file will continue to work as before. 

 

Extensions 

 

Because the web server used for the University of Adelaide uses a Unix operating system, the 

preferred extension for web content files is .html rather than .htm. Therefore the default webpage in 

each folder should be index.html and all other webpages within a folder should contain the .html 

extension. Standard extensions should be used for other documents and filetypes. Common 

filetypes are: 

 .doc : Word document 

 .pdf : PDF (Portable Document File) 

 .jpg, .jpeg, .gif, .png : image files 
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Creating New Pages 
 

The process for creating a new page depends on where you want the link to the new page to be 

displayed e.g. in the navigation or in the main content area. 

 

Method 1: Add Page to Navigation 

 

If you want your new page to appear in the navigation (as in the screenshot example below), follow 

the steps listed below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Go to your webdev website 

 In the top blue editing box at the bottom of the page, click the login link and enter your university 

ID and password to gain access to the maintenance functions. 

 In the bottom blue editing box for ‘includes/nav.html', click the edit link 

 Put the cursor after the text on the line above where you want new link to be displayed. 

Press enter to create a new bullet point below. Note: if you are creating a new sub-page, click 

once on the 'Indent' icon to indent the bullet point. 

 Type in the name of your new page and highlight the text 

 Click the ‘insert/edit link' icon 

 In link URL field type in the following:  

 For a new page: /name of website/name of new page/ e.g. /demo/newpage/.  

If new sub-page: /name of website/name of page/name of new page/ e.g. 

/demo/student/newpage/ 

 Click Insert 

 Select Preview 

 Select Save changes 

 Your new page will now appear in left hand navigation (as above). 

 Next, click on your new page link in the navigation. 

 This will display an error message as the page hasn't yet been created. 

 
 
 
 
 
 
 
 
 

Website navigation menu  

showing a new page 
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 To create the page, click create in top blue editing box at bottom of page 

 You can then begin adding content or just click Preview then Save changes to save the page. 

 

Method 2: Main Content Area Link 

 

If you want your new page to appear as a link within the main content area of an existing page, 

follow the steps listed: 

 

 Go to your webdev website 

 In the top blue editing box at the bottom of the page, click the login link and enter your university 

ID and password to gain access to the maintenance functions. 

 In the top blue editing box at the bottom of the page, click edit 

 On the editing screen, type in text that will be the link to the new page 

 Highlight the text 

 Click on the 'insert/edit a link' icon (chain) 

 Type in link url: /name of website/name of folder the page relates to/ name of new page.html 

 Click insert 

 Then select Preview 

 Then select Save changes if you're happy 

 Next, you'll need to click on newly created link. This will display an error message 

 Click on the create link in top blue editing box at bottom of page 

 You can then begin adding content or just click Preview and Save changes 
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Further Information  
 

For more information to help you edit your website using TMS, please visit: 

 

https://www.adelaide.edu.au/webguide/  

 

Alternatively, please contact the Web Team by emailing: 

 

web.requests@adelaide.edu.au  

https://www.adelaide.edu.au/webguide/
mailto:web.requests@adelaide.edu.au

