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Sitecore Class Activity Guide 

What is Sitecore? 
Sitecore is a web content management system, or CMS. It is software that provides a structured environment 

for creating and managing websites, and Loyola has customized it for the needs of our community.  

Department Websites and Content Owners  
Each department website has a homepage and subpages.  Some sections are editable only by Loyola’s marketing 

and communications department (marcomm), and some are editable by you as a content owner. A content 

owner is a Loyola user who has permission to edit their department’s website. Each department should have at 

least one content owner (ideally two) who is trained to maintain the website using Sitecore.  

 

Front end of a website created in Sitecore 
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The lists below indicate what you have responsibility for editing: 

Responsibilities of Content Owners: 

¶ Edit existing pages with text, tables, lists, links, and media items 

¶ Upload media items (images and documents) 

¶ Create department folders in the Media Library to organize media items 

¶ Create new pages 

¶ Edit right column portlets (such as Quick Links and Open Edit) 

¶ Publish pages 

Responsibilities of Marcomm: 

¶ Edit website navigation 

¶ Edit forms 

¶ Add or remove portlets 

¶ Add social media icons 

¶ Add or change a “banner” image 

To request changes to your site by Marcomm, submit a Web Update Form at 

www.loyola.edu/marcomm/webupdate. 

Logging in to Sitecore  
During today’s training class, you will be using a training version of Sitecore. It looks the same as the production 

version of Sitecore, but the URL is different. 

 CƻǊ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƻƴƭȅ, open an Internet browser and enter the URL https://sctraining.loyola.edu/sitecore.  

!ŦǘŜǊ ǘƻŘŀȅΩǎ ŎƭŀǎǎΣ ȅƻǳ ǿƛƭƭ ǳǎŜ the URL www.loyola.edu/sitecore.  

You can log in to Sitecore with your standard Loyola username and password. Requests for access to Sitecore 

must be granted by Marcomm. After you complete the Sitecore training class, the Technology Training Center 

will request Sitecore access for you.  

http://www.loyola.edu/marcomm/webupdate
https://sctraining.loyola.edu/sitecore
file:///C:/Users/jlsmith/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/NZBQS1RM/www.loyola.edu/sitecore
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Sitecore Content Editor Screen 
Below is what the Sitecore content editor looks like. Notice the parts that make up this screen: the Tree 

Navigation Pane on the left (you will use this to navigate to your pages and media items), and the Content Pane 

on the right (where you update the content on your page). 

 

Sitecore content editor 
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Activities  
In today’s class, we will work through a series of activities to learn how to use Sitecore. When indicated by the 

instructor, begin reading and completing the activity. 

Activity 1 ɀ Logging in and navigating the Content and Media Library file structure  
1. Open an Internet browser and enter the URL https://sctraining.loyola.edu/sitecore. 

2. In a new window, open http://sctraining.loyola.edu/department/training. 

3. On the Sitecore log in window, log in using your Loyola username and password. By default, the Content 

Editor screen displays. 

4. Select the View Tab from the Ribbon menu. Then check the box next to Entire Tree. This will add the 

Media Library to the bottom of the file tree in the tree pane. Note: This adds the Media Library to the 

tree pane ONLY in the Sitecore Training environment. You will have to do this again in the production 

version of Sitecore once you have your account. 

5. Navigate the Sitecore tree structure in Content and Media Library to locate the items which are 

displayed in the browser on the instructor’s screen. 

6. Navigate to the training homepage in the “department” folder. 

Activity 2 ɀ Make basic edits to an existing sub -page 
1. Navigate to the page assigned to you by the instructor 

(department/training/students/practicepage#).View the page in the Content Pane. 

e.g. department/training/students/practicepage02 

2. Open another browser window to view the live page at 

https://sctraining.loyola.edu/department/training/students/practicepage#.  

3. Move the windows so they display side by side. What do you see displayed in the window? 

4. Click in the Sitecore Content Editor window to make it your active window. 

5. You must lock the page before you can edit it. Click Lock and Edit in the yellow box at the top of the 

Content Editor. 

 

 

https://sctraining.loyola.edu/sitecore
http://sctraining.loyola.edu/department/training
https://sctraining.loyola.edu/department/training/students/practicepage
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6. Scroll down to the Body Text in the content section. Click Show Editor to open the text editor to make 

changes to the text on that page. 

7. Add information at the end of the existing text in the body: 

a. Type “Heading 3” and use the format text drop down to format the text as Heading 3. Repeat 

this step typing “Heading 4” formatted as Heading 4.  

b. Do not use Heading 1 or Heading 2 since they are already part of the department template. 

c. Type a short paragraph starting on the next line, formatted as Normal. Something like this: “This 

is my first paragraph. It is formatted as paragraph and not a heading. I can’t wait to learn more 

about Sitecore!” 

 

Copy text from an existing document to Sitecore: 

8. Open either an existing document from your G: drive or create a new document in MS Word and type a 

short paragraph. Open Notepad (located in Windows Accessories folder from the Start menu) or Text 

Edit (on a Mac). 

9. Copy the desired text from the Word document and paste it into Notepad (or Text Edit). 

10. Copy the text from Notepad and paste into the Body Text Editor. The text should have copied without 

any prior formatting (e.g. italics, bullets, etc.). Format the webpage using the text editor features. 

11. Click on the ABC button to spell check the text. Misspelled words are highlighted in yellow in the editor. 

12. Select Accept in the lower corner of the editor window to save your changes to the body text. If you did 

not want to save the changes, you would click Reject. 



 

Loyola University Maryland – Technology Training Center x5600 training@loyola.edu 
6 

 

13. Notice that the page is still locked and all edits are not yet saved. In the Content Editor ribbon on the far 

left, click Save (in any tab). This automatically unlocks the page so others can view/edit the page.  

Activity 3 ɀ Preview and publish a page  

 

1. It’s important to preview a page before publishing to make sure it looks exactly as you intended. From 

the content editor ribbon, select the Publish tab, then click Preview (just to the right of the Publish 

button), which opens the page in another window. Take note of the edits you just made and the text 

formatting (note: Do not use the menu items that display at the top of the Preview window). When 

finished, close the Preview window. 

2. Note the information about the publishing status of the page provided in the Publish tab. 

3. If the preview looks good, click Publish in the Publish tab on the content editor ribbon. A dialog box 

displays, asking you if you are sure you want to publish. Click OK. Another dialog box displays telling you 

the page is published. Click OK. 

4. Be sure to view the live page as your visitors will to double check that the page is displaying exactly as 

you intended. To view your live page in training, go to 

https://sctraining.loyola.edu/department/training/students/praticepage<your assigned page #>. 

For example: https://sctraining.loyola.edu/department/training/students/practicepage02. 

Your actual website pages will be viewed at one of the following: 

¶ http://www.loyola.edu/department/... 

¶ http://www.loyola.edu/academic/... 

¶ http://www.loyola.edu/joinus/... 

¶ http://www.loyola.edu/club/... 

Activity 4 ɀ Insert objects into the body text  
Make sure that you have your practice page selected and ready to edit in the Content Editor. Click Lock and Edit, 

and scroll down to the body text box and click Show Editor. 

Insert an image from the Media Library: 

Please note that when working on your department’s site, you must resize any images you want to use on your 

webpage before you upload them into Sitecore. You can resize them in Photoshop or another photo editing tool. 

Images should be less than 500 pixels wide. Their file size should be less than 50 KB.  

https://sctraining.loyola.edu/department/training/students/practicepage02
http://www.loyola.edu/department/
http://www.loyola.edu/academic/
http://www.loyola.edu/joinus/
http://www.loyola.edu/club/
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1. Move your cursor to the spot where you want the image to display. Click the Insert Sitecore Media 

button which opens the Insert Sitecore Media dialog box, showing the Media Library tree. 

2. Navigate to the department/training/images folder and select one of the images in that folder.  

3. Do not edit the image size from this dialog box.  The image will appear distorted on mobile devices if you 

edit the image size from here. 

4. Click Insert to insert the image into the body text. 

 

 

5. To edit the image placement, right-click on the image and select Properties. In the field labeled CSS 

Class, select either image_right or image_left to add the appropriate border and padding. 

Insert an internal link to a Sitecore page or document: 

1. Type text for the link and then select that text. 

2. Click Insert Sitecore Link which opens the Insert a Sitecore Link dialog box. 

3. Navigate the tree to select another Sitecore page to link to, or select the Media Items tab and navigate 

to the document you want to link to. For our example, select any document from 

department/training/documents. 

4. Select the item and click the Link button in the lower right of the window. The window closes and the 

linking text should be underlined. 



 

Loyola University Maryland – Technology Training Center x5600 training@loyola.edu 
8 

 

 

Insert an external link: 

1. Type the text for the link and then select that text. 

2. Click Hyperlink Manager,  which opens the Hyperlink Manager window. 

3. In the Hyperlink tab, enter the address of the page to link to in the URL text box – enter a site of your 

choice, or just link to http://www.google.com. 

4. In the text box for Target, select New Window because this is an external link. 

5. Leave Existing Anchor and CSS Class as is. 

6. The tooltip  is text that displays when you hover your mouse over a link. Enter appropriate text for your 

link, and then click OK. 

7. Accept the changes to the body text editor, Save, Preview, and then Publish the page. View the live 

page to verify your edits. 
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Activity 5 ɀ Insert new page  
1. In the tree pane, navigate to the page just above where you want the new page inserted. For today’s 

class, select practicepage#, which you have been editing. 

2. Right-click on the page, then select Insert, then Training Web Page. A dialog box appears. 

 

3. In the text box below, type the file name of the new page, following proper naming conventions (use all 

lower case letters and do not use spaces). This is what will go in the URL of the page. For this activity, 

name the page newpage. Click OK when finished. 

 

4. The new page opens in the content editor pane, ready for editing. Notice that you do not have to Lock 

and Edit first, because the page is new and has not yet been saved. 

5. Edit the fields with appropriate information: Item Title and Body Text, leaving all others blank. 

6. Edit the Body Text, practicing the features you are most likely to use while maintaining your own 

department site. Add text using at least two formatting options. Add a list using either bullets or 

numbers. Misspell a word, or use an acronym and use the spellcheck to see how it works. When 

finished, click Accept. 

7. Next, click Save on the ribbon menu. You’ll see the yellow Lock and Edit message appear in the content 

editor pane. 



 

Loyola University Maryland – Technology Training Center x5600 training@loyola.edu 
10 

 

8. Select the Publish tab from the ribbon menu. Note the publishing status of this page is “not currently 

published.” Click Preview. If the preview looks good, close the preview window and then Publish the 

page. 

Activity 6 ɀ Upload media (image and documents ) 
The Media Library can contain the following: images (.jpg, .gif, .png), PDF documents, Word documents (.doc, 

.docx). 

Upload an image to the Media Library: 

1. Open the Media Library, either by selecting Media Library from the menu at the bottom left of the 

window, or by clicking on it in the tree pane. 

2. Navigate to the Media Library folder in which you want the media file stored. Generally for images, that 

will be the “images” folder in your department’s folder, which may have additional subfolders for 

organizing images. For this activity, navigate to department/training/students/images.  

3. Under Options in the Media pane, click Upload Files (Advanced). Use this instead of standard upload 

files because it allows you to enter the alt text immediately. 

 

4. Use the browser to locate an image file. For the purposes of this exercise, choose an image from the 

folder C:/lanschool/. Once selected, click Open. 

5. A dialog box appears for you to enter the Alt Text. This is text that displays for accessibility 

accommodations such as screen readers. You must enter alt text for every image you upload. Type a 

brief but meaningful description of the image, then click Upload. The image will appear in the Media 

tree. 
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6. Every item, including images and media folders, must be published before they can be accessed. 

Select the image file, then from the ribbon menu, publish tab, click Publish. Confirm that the item is 

published. 

7. Go back to your new page, and insert the image in the body text. Remember to choose a CSS class of 

either image_right or image_left. 

Upload a document to the Media Library: To upload a document, such as a Word or PDF file, follow the 

instructions above for uploading images. Locate the file and upload it to the 

department/training/ students/documents folder in the Media Library. Publish it. From the body text editor, 

click Insert Sitecore Link to create an internal link to it from your newpage. 

Reminder: 5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ tǳōƭƛǎƘ ŜǾŜǊȅ new image, document, and Media folder!  

Additional Inform ation for Ma intaining Your Site  

Policies Regarding Images: 

¶ Make sure to enter “Alt Text” for the image. This is the text that displays when you hover your mouse 

over an image on a website. This helps people with disabilities and who may be using a screen reader.  

¶ Resize your photos in Photoshop or another photo editing tool before uploading them into Sitecore. DO 

NOT upload large images into Sitecore! Large images and file sizes make pages load slower and put a 

strain on system resources. They also make the image look distorted on mobile devices. Images should 

beless than 500 pixels wide and file size should be less than 50 KB. Contact Technology Services to get 

Photoshop, or try this free online service: http://pixlr.com/.  

¶ Do not use images or logos from other sites; there could be issues with usage rights.  

Updating/Replacing an Existing Document: 

If you need to update a document that is already stored in the Media Library and linked to from your site’s 

pages, first make the changes to the local copy of the document.  Log into Sitecore and navigate to the 

document in the Media Library that you want to replace.  Click Lock and Edit.  In the first field on the page in the 

Content Pane, under Media, click Detach to unlink this version of the document.  Next, click Attach to open the 

dialog box and upload the new version of the document. You will need to Save and Publish.  Finally, go to the 

live site to confirm that the new document is displaying correctly. 

 

http://pixlr.com/
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File Naming Conventions: 

When naming new pages or uploading media, be sure to use all lowercase letters, hyphens “-” and NO spaces in 

the file names. This ensures clean URLs. If you have a page called “Faculty Resources” and you need to 

differentiate it from your “Student Resources” page, then you can name it “facultyresources” or “faculty-

resources.” 

Logging Out 
Before logging out, always unlock all of your pages. To do this, click on the Review tab in the ribbon and select 

My Items. A new dialog window will appear listing any and all pages you have locked. Select Unlock All. Always 

log out of Sitecore when you have finished editing your website. Click the red circle in the upper left corner of 

your screen, and then click Exit.  

How to Get Help 
¶ If something is not working correctly (such as you cannot log in), contact the Office of Technology 

Support at ots@loyola.edu or x5555. 

¶ To request additional training, contact the Technology Training Center at training@loyola.edu or ext. 

5600. 

¶ For edits to forms or navigation, design change requests, information on best practices, as well as the 

University style guide, visit www.loyola.edu/con or contact Web Communications at ext.  5025. 

mailto:ots@loyola.edu
mailto:training@loyola.edu
http://www.loyola.edu/con

	What is Sitecore?
	Department Websites and Content Owners
	Logging in to Sitecore
	Sitecore Content Editor Screen
	Activities
	Activity 1 – Logging in and navigating the Content and Media Library file structure
	Activity 2 – Make basic edits to an existing sub-page
	Activity 3 – Preview and publish a page
	Activity 4 – Insert objects into the body text
	Activity 5 – Insert new page
	Activity 6 – Upload media (image and documents)
	Additional Information for Maintaining Your Site
	Logging Out
	How to Get Help

