
CMS Quick Steps Guide 

1) The login link is: 
https://wwwcp.umes.edu/login 
 
2) Click the "Continue with Google" button and login with your UMES email address and 
password. 
 
3) At the top, go to My Sites --> Your Website --> Dashboard 
 

 
-- The "Training Site 1" website is a playground site where you can test things out and do 
anything you want to try things if you'd like. 
 
 
4) Click Pages --> Then hover the mouse over the page you want to edit and click "edit" 
 

https://wwwcp.umes.edu/login


 
 
5) Click on the text you want to change and type to make the changes you want to make then 
click the UPDATE button in the top right corner. 



 
 
Done! 
 
Alternatively, you can also find an "Edit Page" link by browsing the pages at the top (After 
you've logged in): 
 
Choose "Edit Page" then make changes and click the UPDATE button. 

 
 
 
In general, we are using a customized version of Wordpress and the Gutenberg editor.  
 
There's lots of videos on youtube about that and the first 10 minutes of this video is a pretty 
good quick start for the editor: 
https://www.youtube.com/watch?v=rld_XRvAOfs 
 
Note: Take some time to familiarize yourself with the Gutenberg editor and the available blocks 
for use. 
 
 

https://www.youtube.com/watch?v=rld_XRvAOfs


Adding a New Page 

To add a new page, in the dashboard  Click “Pages”  “Add New” 

 

 

This will create a new page. 

 

Editing the Main Navigation Menu 

 

To edit the department main navigation menu: 

1) Click “Menus” from the dashboard and select the “Department Section Menu” 
2) You will see the most recent pages on the left side, or you can click “View All” to see all 

pages. 



3) Check the box next to the page you’d like to add to the menu and click the “Add to 
Menu” button. It will add the new item to the bottom of the menu by default, but you 
can click on the item and drag and drop it into the position of the menu where you’d like 
for it to be displayed. 

4) Lastly, click the “Save Menu” button to save your changes to the menu. 

 

 

 

Uploading and linking documents 

Documents are uploaded through the “Media” library in the system. 

1) Click on “Media” in the dashboard. 
2) You can drag and drop files (images, documents, etc.) into the media library window or 

click “Add New” to upload documents through a dialog box. 



 

3) From there, click on the file you just uploaded and a window will be displayed where 
you can copy the URL of the file for creating a link to the document in the next step. 
 

 
 

4) Click the “Copy URL” button to copy the link to the file. 

 
 



5) Inside of the editor of the page you want to add the document to, type some text and 
then click and highlight the text you want to become the link to the file. 

 
6) Click the “Link” icon and paste in the URL of the file you copied in step 4 above. 

 
7) Press “Enter” on click the “Submit Icon” and the link to the document will be created. 

 
 
Done! 
 
Note: You can also use the “File” block inside of the editor to add files to the page as 
well.  

 



The file block will add a “Download” button by default, but you can disable that 
through the settings panel on the right-hand side of the page editor screen 

 
Linking to an email address: 

It might depend on the block you are using but in general, to create a link to an email 
address: 
 
1) Click and Highlight the text you want as the link. 
2) Click the link Icon 
3) Begin the link with   mailto:  and then the email address  IE mailto: 
someone@umes.edu 
 

 
 

Updating the featured image for a page 

Some pages have a featured image towards the top of the page. IE 

 

 
You can set your own featured image to use for the page under the “Document” section 
in the panel settings on the right-hand side of the page editor screen under “Featured 
Image” 

mailto:someone@umes.edu


 

 
 
Note: The recommended image size for this hero image is 2000 pixel width X 300 pixel height 
It is also reommended to use a 20% opacity black layer over the image so that the page title 
text is easily visible on any image that is used. 

 
 
 

Updating a slideshow for the website 

If the page includes a slideshow, - Slideshows are managed either through the block settings 
directly in the editor (if using a gallery or other image block) or if using the “MetaSlider” block 
you will find the screen to manage those slideshows under the “MetaSlider Pro” section in the 
dashboard. 

 



 

 
 
 
 

Widgets 

Some pages may have content on the right-hand side of the page that is controlled and 
updated using “Widgets.” These are small snippets of text. Images etc. that can be added to the 
page. 



 
 
You will find where to edit this under “Widgets” in the dashboard. Widgets only apply in 
cases where the page is using them. 
 

 
 



 
End of Document 

Thank you for reading this quick step guide. 


