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Education Department Administrators 
 Adding a Professional Standard Category Type 

Creating Professional Standard Types in the dotCMS consists of two processes. The 
first process is to create the categories which will give standards their names as 
they will appear on the left navigation menu, the second step is to create a piece of 
content that will give standards descriptions, titles, and numbers. 

1. Creating the categories 
a. Creating the parent category (Professional Types) 

i. Hover over the “Structures” tab in the dotCMS and select 
“Categories” 
ii. Click on “Professional Standard” 
iii. Add you new Professional Standard (example: “IRA”) 
in the text field on the bottom of the page and click “add” 

iv. Click the pencil button and in the “Properties” page. 
v. Select the “Active” box and add the first three letters of 
the category added inside of the “Category Unique Key” 
field. 
vi. Click “Save”. 

b. Creating the children categories (Standard Numbers)
i. Hover over the “Structures” tab in the dotCMS and select 
“Categories” 
ii. Click on “Professional Standard” 
iii. Click on the professional standard to which you would 
like to add a Standard number. 
iv. Add you new Standard Number (example: Standard 1) 
in the text field on the bottom of the page and click “add” 

v. Click the pencil button and in the “Properties” page. 
vi. Select the “Active” box. 
vii. In the “Category Unique Key” field type in the first 
three letters of the parent standard (for NAEYC = nae and 
for IRA = ira) followed by the letters “sd” and the standard 
number. 

 For “Standard 1” under “NAYEC” we would 
get: naesd1 

viii. Click “Save”. 
2. Adding the Standard Title and Description 

a. Every Standard Type will need a piece of content Standard: 
Admin” created in order to provide the description, title, and 
number of that standard. 

i. In the dotCMS, hover over the “Content” tab, select the 
“Professional Standard: Admin” piece of content. 
ii. Fill-in the content as requested, including the title, num-
ber, and description of the professional standard. 
iii. Click on the “Categories” tab on the top of the page, 
and select both the parent and child category for your (for 
Standard 1 of NAEYC, select “NAYEC” as well as “Stan-
dard 1” underneath it.) 
iv. Note: Holding down the CTRL key on your keyboard 
will allow you to multi-select. 
v. Click “Save and Publish” 

3. Now your new category appears in the front-end for students to use. 
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 Adding a Department Learning Outcome 
Adding a Department Learning Outcome consists in adding a child under the 
“Department Learning Outcomes” parent category in the dotCMS. 

1. Adding a Department Learning Outcome Type 
a. Hover over the “Structures” tab in the dotCMS and select “Cate-
gories” 
b. Click on “Dept. Learning Outcomes” 
c. Add you new learning outcome (example: “Global”) in the text 
field on the bottom of the page and click “add” 

d. Click the pencil button and in the “Properties” page. 
e. Select the “Active” box. 
f. In the “Category Unique Key” field type in the two first letters of 
the dept. learning outcome (for Global, type in “gl”). 

Note: if the two learning outcomes share the same 
two first letters, you can use the first and third letter 
or another variation you wish. 

g. Click “Save”. 
h. Now your newly added department learning outcome type will 
appear on the left navigational menu. 

2. Adding a Department Learning Outcome Description 
a. Every Dept. Learning Outcome will need a piece content “Dept. 
Learning Outcomes: Admin” created in to provide the description 
of the outcome. 

i. In the dotCMS, hover over the “Content” tab, select the 
“Dept. Learning Outcomes: Admin” piece of content. 
ii. Fill-in the content as requested, including the title and de-
scription of the standard. 
iii. Click on the “Categories” tab on the top of the page, and 
select the category name that matches your department 
learning outcome’s title (see “Adding a Department Learn-
ing Outcome Type”). 

Note: The category is mandatory, if you to select a 
category your description will not appear cor-
rectly. 

iv. Click “Save and Publish” 
 Editing the Navigational Hints page 

The navigational hints content is located inside of a container and is therefore not 
editable by students. 

a. In the dotCMS, hover over the “ePortfolio Content” tab, select “Search 
Contents” 
b. For “Content Type” select “Navigation Hints” from the drop-down 
menu.. 
c. Click on the Navigation Hints content search result to get to the edit 
page. 
d. Edit the text as desired and click “Save and Publish”. 
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Students 
 Logging In for the First Time 

a. Type-in your username and password 
b. Once redirected to the back end, under “Website Browser” open the 
“eportfolios” folder. 
c. Right-click your folder and select “Publish All” 
d. On the next page, select “Publish All” 

 Navigating to Your Home Page in “Edit Mode” 
a. This will be the first step anytime you will be editing your ePortfolio. It 
will show you your ePortfolio with shortcuts to edit it directly. 

1. Log-in the dotCMS 
b. Under the “Website” tab open the “eportfolio” folder. 
c. Inside of your folder, open the “home” folder, and double click the 
“index.dot” file. 

 Adding Your Profile to Your Home Page 

a. Once on your home page, click on the arrow icon  next to 
“container” at the top of the page. 
b. Select “New Content” 
c. Once you are in Edit Mode, on the top left of your screen select “Publish 
Page”. 
d. Click on the “Live Mode” tab on the top-left of the page to check your 
changes. 

1. Live Mode will display your portfolio as it will appear to visitors. 
This will not allow edits. 

 Editing Your Resume 
Each section in your resume will be composed of a section title and a text area. Af-
ter adding a new section, you will also be able to reorder section to fit your resume 
layout. 

1. Adding a New Section 
a. Navigate your home page in edit mode. 
b. Click on the “Resume” link at the top of the page. 

c. Select the  button on the section of the resume that 
you woul like to edit. 

d. Select the “New Content” button . 

To edit an existing section, click on the  button and select 
“Edit Content” 

e. Fill in your full name inside of the “Full Name” text field. 
f. Insert your text inside of the “Body” field. 

Note: If you are pasting your text from Word document, se-

lect the “Paste from word”  button. When pasting from 
Word, you will probably need to double- check some format-
ting such as spacing before publishing your content. 

g. Click “Save and Publish” 
h. Once you are in Edit Mode, on the top left of your screen select 
“Publish Page”. 
i. Click on the “Live Mode” tab on the top-left of the page to check 
your changes.
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1. Links in light grey will denote sections of your resume 
that do not yet have content. These will be hidden to visitors 
in live mode. 

2. Editing an Existing Section 
a. Navigate your home page in edit mode. 
b. Click on the “Resume” link at the top of the page. 

c. Select the “Edit Content”  button on the section of the resume 
that you would like to edit. 
d. Edit your piece of content as desired and click “Save and Pub-
lish”. 

3. Reordering Your Sections 
a. Navigate your home page in edit mode. 
b. Click on the “Resume” link at the top of the page. 

c. Select the “Edit Content”  button on the section of the resume 
that you would like to reorder. 

d. Select the “Move Up”  or “Move Down”  buttons as desired 
until the right order is achieved. 

 Editing your Philosophy Page 
a. Navigate your home page in edit mode. 
b. Click on the “Philosophy” link at the top of the page 

c. Select the  button at the top-left of the page and select  “Add 
Content” button (select (select the Edit content button if you want to delete 
an existing piece of content). 
d. Fill-in your full name in the “Student Full field. 
e. Type-in or paste your philosophy narrative inside of the “Body” field. 

Note: If you are pasting your text from Word document, select 

the “Paste from word”  button. When pasting from Word, 
you will probably need to double-check some formatting such as 
spacing before publishing your content. 

f. Click “Save and Publish” 
1. Once you are in Edit Mode, on the top left of your screen select 
“Publish Page”. 

g. Click on the “Live Mode” tab on the top-left of the page to check your 
changes. 

1. The “Philosophy” link on the left menu should appear as red in 
live mode, if not, this means either no content has been added, or 
that the page and/or content has not been published. 

 Adding Courses 
a. Navigate your home page in edit mode. 
b. Click on the “Courses/Gates” link at the top of the page 
c. Select the “Gate 1” page (regardless of the courses that you are adding). 

d. Select the  button at the top-left of the page and select “Re-
use Content” button. 
e. A window will pop-up.( If it doesn’t, please check that your pop-up 
blockers are turned-off.) 
f. If you know the prefix, title, or number of the class that you would like to 
add, type it in the appropriate keyword field. Otherwise leave all blank and 
click “Search” 
g. Select the course that you would like to add click “Select”. 
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8. Once you are in Edit Mode, on the top left of your screen select “Publish 
Page”. 
h. Your course will be added to the Gate 1 page, but by clicking on the 
“Live Mode” tab on the top-left of you page you will be able to check that 
the course has been listed in the appropriate gate. 

 Adding Department Learning Outcomes 
a. Navigate your home page in edit mode. 
b. Click on the “Department Learning Outcomes” link at the top of the page 
c. Select the type of outcome which you would like to add to your ePortfo-
lio. 

d. Select the  button at the top-left of the page and select “Add 
Content” button (to edit existing content, simply click “Edit Content.) 
e. Type in your full name inside of the “Full text field. 
f. Type-in or paste your statement inside of the “Statement” field, and your 
evidence/example of outcome inside the “Evidence/Example of Outcome” 
field. 

Note: If you are pasting your text from Word document, select 

the “Paste from word”  button. When pasting from Word, 
you will probably need to double-check some formatting such as 
spacing before publishing your content. 

g. On the top of the page, click on “Categories” and select your department 
learning outcome fromthe list (if this is not done your outcome will NOT 
display.) 
h. Click “Save and Publish” 

1. Once you are in Edit Mode, on the top left of your screen select 
“Publish Page”. 

i. Click on the “Live Mode” tab on the top-left of the page to check your 
changes. 

1. Your newly-added department outcome should show a red link 
on the left menu, if not, this means either no content has been 
added, or that the page and/or content has not been published. 

 Adding Professional Standards 
a. Navigate your home page in edit mode. 
b. Click on the “Professional Standards” link at top of the page 
c. Navigate to the Professional Standard that you would like to add (exam-
ple: NAEYC). 
d. Select the number of the professional standard that you would like to 
edit (example: standard 1). 

e. Select the  button under the “Definition” paragraph of the 
page and select “Add Content” button (to edit existing content, simply click 
“Edit Content). 
f. Enter the number of the standard which you adding (example: 3). 
g. For the “Reflection”, “Artifact”, and “Explanation” fields, type-in or 
paste your text. 

Note: If you are pasting your text from Word document, select 

the “Paste from word”  button. When pasting from Word, 
you will probably need to double-check some formatting such as 
spacing before publishing your content. 
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h. If your artifact is a separate file that you would like to attach, use the 
“Artifact File” field. (Note, be sure to use at least one of the two artifact 
field). 

Click on the “Browse” button navigate to your computer and 
locate and open your file. 
Edit the title field as desired. 
For “Folder”, click on the “Browse” button, and navigate to your 
eportfolio/your folder/files/ 
Select “Save and Publish” 
Once redirected to the “Edit Content” page, select “Save and 
Publish”. 

i. On the top of the page, click on “Categories” and select your Professional 
Standard Type and Number from the list (if this is not done your outcome 
will NOT display.) 

To select the two categories, keep your CTRL key pressed down. 
j. Click “Save and Publish” 
k. Once you are in Edit Mode, on the top left of your screen select “Publish 
Page”. 
l. Click on the “Live Mode” tab on the top-left of the page to check your 
changes. 

1. Your newly-added professional standard should show dark grey 
links on the left menu. If not, this means either no content has been 
added, or that the page and/or content has not been published. 
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