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2015-16 Catalog Update Instructions 

Begin by going to the Colorado College homepage:    www.coloradocollege.edu 

Edit the address in the browser line by adding   /c  (use lowercase c)   and hit ENTER/RETURN 

 

http://www.coloradocollege.edu/
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Login using your network login info (should be the same as your user ID and password for accessing your CC email account) 

Click on SIGN IN 
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Once you are logged into the dotCMS page, you will see this screen (or something very similar to what you saw last year). 

DO NOT begin editing from this page!  You will need to either click on this link below or open a new tab and copy it into your browser 

https://www.coloradocollege.edu/academics/curriculum/catalog/edit.dot 

 

https://www.coloradocollege.edu/academics/curriculum/catalog/edit.dot
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The following page will display.  This is the page you will use to begin editing your department’s content. 

It looks a little different from last year.  We are working in a newer version of dotCMS.  The next section will look familiar. 

Click on the EDIT CONTENT box, on the far right side, to access your department’s section.  

 



Colorado College Catalog Update Instructions Page 5 
 

Once you are in your section, do the following steps: 

1.  Lock for Editing (this will ensure that no one else can make changes to your section while you are in the editing process) 

2.  Make your changes  (see pages 6 – 11  for details) 

3.  SAVE 

3.  SAVE / ASSIGN – When COMPLETELY FINISHED WITH ALL EDITS.    You will be assigning to REGISTRAR (ASSIGNEE = REGISTRAR) 
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This brings you to the section you will need to edit. 

Our GOAL is to have this content  EXACTLY MATCH  what you have on your department’s webpage.  You may just need to copy and 

paste information from your site, into these boxes (see NOTE below).  Please call our office with any questions about this info (389-6610). 

Sections (boxes) to edit include – ONLY THESE LISTED BELOW: 

 TITLE – should load automatically with your department name 

 WEBSITE – if your web address does not appear in the box, please add it 

 FACULTY 

 INTRO TEXT – please provide intro text for your department if available 

 MAJOR REQUIREMENTS 

 MINOR REQUIREMENTS 

Please edit content only.  No need to change formatting, this will automatically be done by the system.  

You can add/delete text as needed.  You can copy text from your website and paste it into the boxes below. 

NOTE:  You will need to use keyboard commands to Cut and Paste, your mouse will NOT work.  

Keyboard commands, CTRL C (for copy), CTRL V (for paste). 
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WEBSITE / FACULTY / INTRO TEXT : 
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MAJOR REQUIREMENTS and MINOR REQUIREMENTS : 

 



Colorado College Catalog Update Instructions Page 9 
 

When you are working on your edits and need to save info and come back to it later, click  SAVE on the left side of your screen.  You should 

SAVE often while making changes.  You will still be able to go back in and make additional changes if needed. 
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Once you are COMPLETELY FINISHED with all of your changes, click SAVE/ASSIGN.  Once you SAVE/ASSIGN, you will not be able to go back in to 

make any additional changes.     In the next box for “ASSIGNEE”, choose REGISTRAR from the drop-down menu.  Then click SAVE. 
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Your edits are complete!  THANK YOU!    

Log out of the dotCMS system at the lower left hand side of this page. 

 


