
Editing Faculty Pages 
 

This guide will show you how to edit faculty pages that are currently listed on your department’s faculty 
page. To add/remove individual faculty pages to/from a department faculty page, contact the Website 
Manager.  

1. Navigate to and then select your department’s faculty page in the site 
tree.  
Also, ensure that Form View is selected.  

 



2. Scroll down to the Faculty area and open it up by clicking on the arrow 
in the bottom-right corner.  

 

 



3. Some (but not all) departments will have a separate listing for Emeriti 
Faculty. The Emeriti listing will always be below the main listing. Open 
up the relevant list by clicking on the arrow in the bottom right corner.  

 



4. Once you’ve opened up your list, you’ll need to open it up one 
additional level. Click on the arrow in the bottom right corner.  

 

 



5. Here you’ll see a list of faculty members identified by their 
usernames. Identify the Page ID of the faculty member whose page 
you’d like to edit. 

 

6. Take the Page ID that you identified in the previous step and place it 
into your browser’s URL bar in the correct location.  
For example, we might choose to update Jason Cody’s (cody) page. It has a Page ID of x27414.  

 



Copy x27414 and paste it in your browser bar, replacing the Page ID of the page that you are currently 
viewing (the department faculty page).  

 

 

Will be changed to: 

 

Press enter, and the CMS will load that faculty page for you.  

7. Check the individual faculty page out.  
Also, ensure that “Form View” is selected.  

 

 

 

 

 
 



8. Scroll down to the body copy and accordion sections of the editor.  

 

9. Make your changes, and then check the page back in.  
When checking the page back in (the Check Out button referenced in Step 7 will now say Check In), 
select Public Production and Public Staging.  

For additional resources on using the body copy editor seen in the above screenshot, review the 
following document: 

https://www.lakeforest.edu/Public/OCM/Documents/IGX/XHTML_editor.pdf 

For additional resources on editing accordions, review the following document: 

https://www.lakeforest.edu/Public/OCM/Documents/IGX/editing_accordions.pdf 

 


