
One-Web
Content Management System (CMS)

Training – TerminalFour (T4)



Agenda

• One-Web background
• Writing for the web / style guide
• Images / attachments
• Analytics
• Using T4



One-Web project background

• Supported by webteam@uhi.ac.uk
• Common infrastructure and design
• Devolved editing
• Major changes by consensus
• Minor changes where possible and then 

made available to others



Writing for the web

• “When writing for the web, using plain 
language allows users to find what they 
need, understand what they have found, and 
then use it to meet their needs. It should also 
be actionable, findable, and shareable.”

Guides:
• Style guide

https://www.t4help.uhi.ac.uk/guidance-support/writing-good-text-content/


Writing for the web

• Responsive design
• Formatting text

– Keep it short and friendly
– Use bullet points to break content up

• Creating links
– Avoid ‘more information’, ‘click here’ and other 

meaningless link text

• Maintaining content



House style / brand

• Communicate in a professional, consistent 
and understandable corporate style

• What you say and how you say it matters
• Poor communication affects our reputation

• Accessibility isn’t 
optional

• Style guide is on 
the intranet



House style / brand

Unacceptable

• abbreviations
• jargon
• acronyms
• long sentences
• waffle
• excessive use of 

underlining, bold and italic 

Acceptable

• clear and plain English or 
Gaelic

• simple words
• short sentence
• short paragraphs
• prescribed font, size and 

spacing
• ask corporate 

communications for help 
and advice



Images

• Always resize images
– Ideally before upload
– But also possible in T4

• Size images for where they will be used (in pixels)
– Main full width 1250px wide
– Two column 600px wide
– Right ~250px wide

• See http://www.t4help.uhi.ac.uk/media-
library/preparing-photos-and-other-images/

http://www.t4help.uhi.ac.uk/media-library/preparing-photos-and-other-images/
http://www.t4help.uhi.ac.uk/media-library/preparing-photos-and-other-images/


Attachments

• Ensure well named
– All lower case file.doc NOT File thing.doc
– No special characters including spaces picture.jpg NOT 

p|ctur£.jpg
– Use hyphens between words (file-long-name.doc) if 

necessary
– Correct extension adobe.pdf NOT adobe
– Is it accessible?  (title, headings, no additional blank space, 

image use, etc – use ‘info>inspect document’ in Word; 
Select ‘tools>accessibility>full check’ in PDFs)

– Have you used the spellchecker?



Attachments

• Ensure as small as possible
– k NOT MB
– Convert to .pdf if appropriate
– ‘Reduce document size’ in *.pdf (in ‘save as’ menu)



Attachments

• See http://www.t4help.uhi.ac.uk/naming-
things/naming-and-describing-media-library-
items/doc-and-pdf-titles/

• See http://www.t4help.uhi.ac.uk/media-
library/preparing-pdf-word-and-other-documents/

http://www.t4help.uhi.ac.uk/naming-things/naming-and-describing-media-library-items/doc-and-pdf-titles/
http://www.t4help.uhi.ac.uk/naming-things/naming-and-describing-media-library-items/doc-and-pdf-titles/
http://www.t4help.uhi.ac.uk/naming-things/naming-and-describing-media-library-items/doc-and-pdf-titles/
http://www.t4help.uhi.ac.uk/media-library/preparing-pdf-word-and-other-documents/
http://www.t4help.uhi.ac.uk/media-library/preparing-pdf-word-and-other-documents/


Google analytics

• We record analytics on how all One-Web 
pages are used

• Ask for reports on your pages
• Use reports to evaluate your content
• Use reports to consider what content is (not) 

required



Tips

• Make sure your browser is up-to-date
• Close all tabs you don’t need
• Click ON links not NEAR them
• Use the templates as intended

– They can and will be changed globally as required to 
improve the sites.

• Section names
• Content naming conventions
• Powerful filter – remember to clear it!
• Use T4 buttons, not browser buttons like ‘Back’



T4 Training Login

• https://www.t4.uhi.ac.uk/terminalfour/login.jsp



T4 – home / site structure



Sections

What is a section?
• A section refers to what is viewed 

as a webpage, but acts like a folder

• Sections can be made up from 
several different content types, 
depending on layout

• To add a new page, create a 
section in which to add new 
content



T4 – Editing a section



T4 – Editing a section

Changing the section name
• This will change the page’s address

• Non-T4 links will break
• Google / Other UHI systems / UCAS

• Consider how popular a page is when changing its 
name

• If in doubt, discuss with webteam
• Advice
• Redirects
• Output URI



Edit existing content



Content type – general content



General content editing

Remember to approve any edits



Content editing - dates

You can set expiry / review dates to help 
manage content.



TinyMCE editor

Undo/redo

Bullet and numbered lists

insert items
from media 
library 
(docs etc)

Bold/italic

Create/remove 
links

Remove all 
formatting



Adding links in site structure

In ‘edit’ content, highlight
the relevant text.

Select the link icon

Select the type of link
• Section
• Content
• External
• Anchor 

Remember to save changes



T4 – media library

Use for both files and images



T4 – media library image editing

• Upload an image to the media library
• ‘Edit’ that image and select the ‘Variants’ tab
• You can now either crop or resize the image and 

save it as a ‘variant’



T4 – media library maintaining



Content type – news

• Naming convention : yyyymmdd-short-name

• Image : upload full size, can be captioned

• Use Options Tab to set archive date and location

• Image is important, use landscape

Use in specific news section only



Content type – event
Use in specific events section only

• Same good practice as news



Content type – vacancy

• Upload Job desc, Person spec and Further info

• T&C and Guide links automatically included

• Alternatively use the Vacancy Link content type to 
add a link to a vacancy on a Partner site

Use in specific vacancy section only



Content type – callout



Content type – Highlight Content



Content type – Text Banner



Content type – Social Media Card

See http://www.t4help.uhi.ac.uk/content-types/one-web/social-media-card/

http://www.t4help.uhi.ac.uk/content-types/one-web/social-media-card/


Content type – YouTube video embed

• Create the content type
• Name it
• Paste in the code only 

from YouTube :

https://www.youtube.com/w
atch?v=0ltZzkhQ30A



Content type – One-Web page button general

225x110px



Content type – Media Library Category Gallery



Right content

• You can add content to the right hand column
• There are a number of ‘right’ content types which 

will appear here without any special action by you
– Buttons, text, images
– Good example of where to use a filter

• Right content can appear on a single page or on 
every page under a particular section



Content type – One-Web page button right

• Exactly as per One-Web Page Button General but for use in 
Right Column
https://www.t4help.uhi.ac.uk/content-types/one-web/page-

buttons/page-button-right/

https://www.t4help.uhi.ac.uk/content-types/one-web/page-buttons/page-button-right/
https://www.t4help.uhi.ac.uk/content-types/one-web/page-buttons/page-button-right/


Content type – right content



Content type – right image



Feeds 

Right code
Add embed code from Twitter 
or Facebook



Landing Banner
• You must upload your image to the media library before creating this content 

item.
• The image must be 1950px wide and at least 1100px tall.
• The text in the centre is customisable and is an internal link.
• You can also have an optional final word that is underlined.



Landing Big Image
• This content item allows you to select an image from the media library to 

display as a full width image on the page.
• The image is given a black background and is for decorative purposes 

only



Landing Top Message
• This content item adds a message bar at the top of the page just below the top nav 

bar.

• It is to be used for announcements that require high visibility on a landing page.

• There are two variations, default red for highly important messages and green for 
general messages.

• To change to green, just make sure the 'Alternate colour' checkbox is checked.

• This should NOT be a permanent feature on your homepage.
• For temporary announcements only.

HOMEPAGE ONLY



Landing Colour Bar
• This content item is designed to be placed immediately after the landing 

banner image.

• It contains:
– a course search bar,
– a link to all courses,
– an optional second link to sit below the all courses link
– an optional "Download our prospectus" link that can be a media item download or an 

internal link



Landing Head Text Right Image
• This content item displays text on 

the left and an image or video on 
the right all with a white 
background.

• The header text, subheader text 
and bottom link are all optional.

No image Variation
• The image is also optional. You can 

use this content item to display just 
text.

Feed Variation
• This content item can also be used 

to display a feed on a landing page.
• Email webteam@uhi.ac.uk



Landing Image Blocks
• This content item allows you to display up to 8 image block links all with a black 

background.

• The picture and link text is customisable and the link can be internal, external or media 
item links.



Landing More Boxes
• This content item allows you to have up to three pictures with accompanying text in a 

row.

• The link at the bottom is internal with customisable text.



Landing Quote Block
• This content item displays quote text in very large white text with a black 

background and the citation text in the highlight yellow colour.



Landing Text Image Left
• This content item displays an image or video on the left and text on the right 

all with, by default, a black background.

• The heading and bottom link are optional and the link is an internal link.

• You can change the background and text colour using optional checkbox.



Landing Text Image Right
• This content item displays an image or video on the right and text on the left 

all with, by default, a white background.

• The heading and bottom link are optional and the link is an internal link.

• You can change the background and text colour using optional checkbox.



T4 – Deleting

• If you ‘delete’ sections or content in T4, it is set to be 
‘inactive’
– Inactive things go to the recycle bin
– You can ‘undelete’ content by editing it again
– You can ‘undelete’ sections by changing the status back 

to approved/pending.

• The recycle bin may be emptied at any time
– Never delete something you’re not happy to lose



T4 – Approving

• You can approve content 
using the Content menu

• You can approve many 
items at once if required
– Naming convention!



T4 – Publishing

• Changes will not go live immediately
– Makes website faster and more reliable for users
– Helps with search engines

• You can ‘preview’ how your page will look at  any  
time.

• Once you ‘approve’ a change it gets ‘published’ to 
the ‘live’ server

• Publishes happen on the hour



Gaelic translations (www.uhi.ac.uk - only)



T4 Live Login

• https://www.t4.uhi.ac.uk/
• Normal username / password. With MFA.



T4 Live Login - Workarounds

• Sometimes when you login, you will be given a HTTP Status 401 – Unauthorized 
error message

• This is a common occurrence that you can get around by using one of the 
following three workarounds:

– Clear your browser cache and try login again
– Open an Incognito/InPrivate browser window and login using that
– Login using a different browser to your usual one.



Thank you

webteam@uhi.ac.uk

www.t4help.uhi.ac.uk
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