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Accessing the Content Management Site (CMS ) 
 

In order to create and edit pages on the college’s website, you will need to access the 
content management site (CMS).                                                                                                                                                                                                          
 

 
1. In the address bar of your internet browser enter in the website address for the 

CMS: http://percussion-cms.brazosport.edu:9992/ 

 
 

2. Login using your BC login credentials.  

 

 

 

 

http://percussion-cms.brazosport.edu:9992/
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3. You will be taken to the CMS. 
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Linkback to the CMS  
 

The Linkback feature provides you quick access from the college’s website to the CMS. 
This means that whenever you are on a page of the college website and you need to 
edit it, you can simply use the Linkback feature to go directly to the CMS to edit it.  

NOTE: You only need to perform the following steps once in the internet browser you 
primarily use. The Linkback feature will be accessible to you hereafter, unless you 
delete your bookmarks or use a different browser (then you will have to perform the 
steps again). 
 

 

1. Make sure you are on the Dashboard section of the CMS. If you are not, click on 
the dropdown menu and select Dashboard. 
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2. From the Welcome gadget on the left-side of the page click and hold down the 
Percussion button.  

Then, drag the Percussion button to the bookmark bar of your internet browser and 
let go. 
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3. The Percussion button will now be a bookmark for your internet browser. So, now 
whenever you are on a page of the college website and you need to edit it (you must 
have the appropriate permissions to do so), just click on the Percussion bookmark.  

 

 
Doing so will take you to the CMS so you can login and edit the page. 
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Editing a Website Page 
 

You have the ability to edit the content that appears on any page of the college’s 
website, in which you have the appropriate permissions to do so.  
 

 
1. From the page on the college website that you need to edit, click on the Percussion 

bookmark (if you don’t have the bookmark see the Linkback to the CMS section of 
this manual). 
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2. Login to the CMS using your BC credentials. 

 

3. The page will appear in the CMS. 

 

 

 



Distance Learning & Online 
Instruction 

                                                                                                                                                  

                                                                                              9                                                 

4. Click on the Edit button. 

 
 

Title Widget 
The title that appears on a page of the college website is created using a Title widget. 
Any title that appears in a Title widget can be edited.  

NOTE: You cannot edit the title widget for pages that were copied over from the old 
SharePoint site. Only the title widgets for pages you create on the new Percussion site 
can be edited. 

1. Double click on the title of the page. 
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2. The Edit Widget Content window will open and you can edit the Title of the page. 
When done click the Save Button. 

 
 

3. The title of the page will now be edited. 
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Rich Text Widget 
The content such as text, images, and links that appear in the center of most pages 
found on the college website, were created using the Rich Text widget. Any content 
appearing in a Rich Text Widget can be edited. 

1. Double-click on the content in the Rich Text widget in the center of the page. 

 

2. The Edit Widget Content window will open allowing you to edit the page.  
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Adding an External Link 
When editing a Rich Text widget, you have the ability to add links to external 
websites to its content.  

a. Place your cursor inside the content where you want to place the link, and type 
the text that you want to appear for it. 

 

b. Highlight the link text and then click on the Insert/edit link icon. 
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c. Enter the external website address that you want the link to go to into the Url 
field (include the http:// or https:// portion of the website address).  

Use the Target drop-down menu to select to open the website in a new window 
when the link is clicked on.  
 
Lastly, click the Ok button. 

 

d. The link will now appear. 
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Adding an Internal Link 
When editing a Rich Text widget, you have the ability to add links to internal website 
pages or documents found on the college website to its content (if needed 
see Uploading Files to learn how to upload a file).  

a. Place your cursor inside the content where you want to place the link, and type 
the text that you want to appear for it. 

 

b. Highlight the link text and then click on the Insert/edit link icon. 

 

c. Click on the browse button next to the Url field.  
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d. Locate the page or document and click on it once so it turns green. Then click 
on the Ok button. 

 

e. Use the Target drop-down menu to select to open the website in a new window 
when the link is clicked on.  
 
Change the Title of the link if you prefer. 
 
Then, click the Ok button. 
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f. The link will now appear. 

 
 

Editing a Link 
When editing a Rich Text widget, you have the ability to edit any external or internal 
link that appears in it.  

a. Place your cursor inside the link you need to edit and click the Insert/edit link 
icon. 

 
 
 
 
 
 

 



Distance Learning & Online 
Instruction 

                                                                                                                                                  

                                                                                              17                                                 

b. Edit the Url, Target, and/or Title if necessary, then click the Ok button. 

 
 

c. The link will now be edited. 
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Adding an image 
When editing a Rich Text widget, you have the ability to upload and add an image to 
its content.  

a. Place your cursor inside the content where you want to place the image, 
and click on the Insert/edit image icon. 

 

b. Click on the browse button next to the Source field.  

 
c. Click on the Upload button. 
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d. Enter a Title and Alt text for the image and click the Choose File button. 

 

e. Locate the image on your computer and click on it once. Then click the Open 
button. 
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f. Adjust the width and height of the image if necessary and click the Save 
button. 

 
g. If desired choose the Image type and Alignment. Then click the Ok button.  
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h. If necessary, you can resize the image by clicking on it once, and using the 
white squares that appear in its corners to adjust the size. 

 
3. Once you have completed making edits to the content of the Rich Text Widget, click 

the Save button.  
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Submitting an Edited Website Page for Approval 
 

Once you complete edits to a page, you will have to submit the page for approval to the 
Marketing department. Once they have approved the page it will be published on the 
college website.  
 

 

1. Click on the Submit button (must be in edit mode). 

 
 

2. Enter in any comments you like regarding the edits you made to the page and click 
the Submit button. 
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3. Your submission will be sent to the Marketing department; once it is approved it will 
be published to the college website. 
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Viewing the Status a Recently Edited Website Page  
 

You can view the status for pages and assets you recently edited and opened to see 
whether they are Pending (awaiting approval to be published), Live (approved and 
published on the website), Draft (still being edited), and Quick Edit (edited after 
approval).  

NOTE: You can only view the status for the most recent 20 items that you have opened. 
 

 

1. Click on drop-down menu in the top left-corner of the page and select Home. 
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2. The status for a page or assets will appear in the Status column of the list. 
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Uploading Files 
 

You can upload file(s) to your faculty site assets folders on the CMS, which you can 
later link to on your site pages. 

NOTE: Assets folders are the folders used to store files (i.e.; PDFs, Word Documents, 
images, etc.) that can be used on the various pages of your site. 
 

Creating an Assets Folder 
Any files (Word documents, PDFs, PowerPoints, etc.) must be uploaded to a folder in 
the pdfs assets folder before they can be linked to on your site pages. You can create 
folders in the pdfs assets folder to organize the files you upload. 

1. Make sure you are on the Dashboard section of the CMS. If you are not, click on 
the dropdown menu and select Dashboard. 
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2. Click on the Assets folder from the Finder in the top right corner of the page. 

 
 

3. From the column on the right, click on the pdfs folder. 
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4. Click on the Click to Create a New Folder icon near the top right corner of the 
page.  

 
 

5. A New-Folder will appear in the column, enter in a name for the folder, 
preferably your name (if one does not already exist) and click Enter.  
 
IMPORTANT: Do not include any spaces in the folder’s name (i.e.; jerry-james). 
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6. The folder will be created. 
 

 
 
 

7. You can create sub-folders inside the folder you just created by clicking on the 
folder once, and then clicking on the Click to Create a New Folder icon.  

 

 

 
 

Adding the Bulk Upload Gadget 
Before you can upload files to an assets folder, you first have to add the Bulk Upload 
gadget to the Dashboard in the CMS. Once you add the gadget to the dashboard, you 
can upload files at any time. 



Distance Learning & Online 
Instruction 

                                                                                                                                                  

                                                                                              30                                                 

1. Make sure you are on the Dashboard section of the CMS. If you are not, click on 
the dropdown menu and select Dashboard. 

 
 
 
 
 
 
 
 
 

 
2. Click on the Add Dashboard Gadgets link. 
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3. Click and hold your mouse down on the Bulk Upload gadget and drag the gadget 
above the Welcome gadget in till a green line appears. Then release your mouse. 
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4. The Bulk Upload gadget will now appear on the Dashboard. 
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Uploading Files 
The best way to upload files to your faculty site folders is by using the Bulk Upload 
gadget. 

1. From the Bulk Upload gadget, under Assets, click on the PDF folder.  

 
 

2. Then select the folder you want to upload the file(s) to.  
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3. Check the Approve assets box and ensure File is selected from the Asset type 
drop-down menu. 

 
 

4. Click on the Add File button. 
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5. Locate the file on your computer and click on it once. Then click the Open button. 

NOTE: To upload multiple files hold down the ctrl key on your keyboard and select 
each file, then click the open button. 

 

 

6. Click the Upload button.  

 
 

7. The file(s) will be uploaded to the assets folder you specified. 
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Linking to an Uploaded File 
 

Once you uploaded a file to a faculty assets folder you can create a link to the file on 
any page you edit or create. 
 

 
1. When in edit mode on a page Place your cursor inside the content where you want 

to place the link, and type the text that you want to appear for it. 

 
 

2. Highlight the link text and then click on the Insert/edit link icon. 

 



Distance Learning & Online 
Instruction 

                                                                                                                                                  

                                                                                              37                                                 

3. Click on the browse button next to the Url field.  

 

4. Click on the Faculty folder under Assets and then click on your specific faculty 
folder. 
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5. Click on the folder that contains the uploaded file, click on the file, and then click 
the OK button. 

 

 
6. Click the Ok button. 

 
 
 
 



Distance Learning & Online 
Instruction 

                                                                                                                                                  

                                                                                              39                                                 

7. The link to the document will now appear on the page. 
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Creating a New Page 
 

You can create new pages on your faculty site anytime you need to. 
 

 

1. From the Finder make sure Sites is selected from the first column, next select 
Brazosport.edu, then select faculty-and-staff, then click on resources, next 
select staff-directory and click on your faculty folder.  

 
 

2. In the top right corner click on the Click to create new page icon. 
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3. Choose either the 09-Staff-Page or the 10-Staff-page-Side-nav-lvl-7 as a 
template for the page, enter a Display title for the page and click the Save 
button. 

 
 

4. The new page will be created and you will be able to create and add content to it. 
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