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Logging in 
After your account has been established, log in with your username and password. Go to the Help Menu and in the drop down 
select Editors as shown in the image below: 

 
 
 

 
 
You will then be presented a form for your username and password 

 

Then select the login button 



 
Another option to login: 
 
From ANY PAGE, add ?SigCoELogin to the end of the URL 
 

 
 

 
 

 
 
*This word is CaSe SenSiTivE* 
 
You will then be presented with a login form for your username and password

 
 
 
 
 
 
 
 
 
 
 
 
 



Practice area viewable only after login





 
Toolbar Functions                          * Note: Items that are not fully visible are obsolete. 
The CMS HTML editor comes with a variety of tools to help create the look and feel of your site.  

                    
 
Top Row Tools & functionality: 

 
1. Help – this is where you can find help to manage the content within your HTML editor. 
2. Clear all content - clear all the content within your HTML editor at once. 
3. Undo – undo any changes made. 
4. Redo – reestablished prior changes that were undone. 
5. Bold – create bold text. 
6. Italic – create italicized text. 
7. Underline – underline text. 
8. Strike through – create strike though lines on text. 
9. Align Full- justifies text so the paragraphs are even at the left and right margins of the page. 
10. Centered – centers text. 
11. Align Left– flush the text to the left margin of the page. 
12. Align Right – flush the text to the right of the page. 
13. Font Family Drop Down - choose a font-family for your text. 
14. Font Size Drop Down – choose a font size for your text. 
15. Select Text color – choose a color for your text. 
16. Select Background color – choose a color for text background. 
17. Upper Case – gives you options to change text to UPPERCASE, lowercase, Sentence case and Camel Case. 
18. Block Quote – places text within quotation marks. 
 
Second Row Tools & Functionality: (Left to Right)

 
1. Cut – select and snip content from your page. 
2. Copy – copy content from your page. 
3. Paste – paste content from your page. 
4. Find – search for text quickly.  
5. Replace – replace text quickly. 
6. Indent – indent paragraph or text. 
7. Outdent – remove unnecessary indentation from text. 
8. Numbered – number a list within your text. 
9. Bulleted – create a bullet list from your text. 
10. HTML Cleanup – Clean up unnecessary HTML code. 
11. Insert custom characters – inserts special characters into your text. 
12. Remove Formatting on the selected text 
13. Insert a horizontal rule (line) 
14. Subscript – create subscript text. 
15. Superscript – create superscript text. 
16. Insert Non Breaking Space – use this control to stop the browser from breaking a line of text in the wrong place. 
17. Visual Control Characters – this option can place and remove visual elements that are used as guidelines for paragraph text. 
18. Visual Blocks – Display a visual representation of block elements. 
19. Visual Aid – Toggle the Visual Aids 
20. AutoBackup - Automatically save drafts of the current article at regular intervals. 
21. Toggle Full Screen – show full editor screen. 
22. Preview – Preview the page without table rows and columns. 



23. Spell Check – spell check page for grammatical errors and misspellings. 
Third Row Tools & Functionality: (Left to Right) 

 
1. Anchor Text – Link text to another area of text within the page. 
2. Unlink – Remove the link on the selected text or image. 
3. Link – use to link text to web pages, files and other content. 
4. Insert/Edit image – insert, upload and edit images. 
5. Insert/ Edit Files – insert, upload and edit files. 
6. Style Select – select a CSS class to apply to the selected text or element. 
7. Format Select – Apply a block format to the selected text or element. (eg: Paragraph) 
8. New Table – Inserts a new table. 
9. Delete Table – Deletes a table. 
10. Edit Table Row – Modify the properties of the table row. 
11. Edit Table Cell – Edit table cell properties. 
12. Insert Row Above – Inserts a row above the currently selected row. 
13. Insert Row Below – Inserts a row below the current selected row. 
14. Delete Row – Deletes the selected row. 
15. Insert Column Before – Inserts a column before the currently selected column. 
16. Insert Column After – Inserts a column after the currently selected column. 
17. Delete Columns - Deletes the currently selected column. 
18. Split Merged Table Cells – use to split table cells. 
19. Merge Table Cells – use to merge table cells. 
 

 
 
 ***After editing your page, always remember to click SAVE or CANCEL***
 
 
 
 
 
 
 
 
 
 
 
 
 

Help/ Issues 
For issues, please contact the Fort Gordon Knowledge Management Office via Help Desk on Sharepoint. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



After you log in, 
Navigate to the  
Page you want to 
Edit. 
MAKE SURE your  
Browser is not in 
Compatibility mode. 
Look for the ‘gear’ 
Shaped icon, click 
And go to ‘Edit’. 
The article will  
Open in an editor. 
For images or documents, 
Look at the bottom row, 
Left side. 

Files Images 

To replace an image, select the image you want to 
replace, then click the image editor icon.



You will see 
The files you  
Have previously 
Uploaded here. 

Upload documents 
Or images by  
Selecting the  
upload 
icon 

Google Docs
Document 
viewer 
allows you 
to show 
documents
right in the 
web page.



Make sure 
The item you  
Want is in  
Both the details 
And in the 
Preview pane. 
Then, select 
Insert 



Create New Pages 
After you login, you can go to Help->Editors->Create New Page 

If your page has a template and you want your template on the new page, 
Go into the editor on a page that has the template you want to copy, 

This inserts the page style 

This inserts the side menu 

For details on your page 
[module-] codes, contact 
The signal.army.mil 
administrator 

Look for [Toggle Editor] 



Clicking [Toggle Editor] allows  
You to see the code behind your page 

<div id=“article-content”> 
This is all your page’s content, 
Everything outside of this is part 
Of your page template. 

</div> 

You can remove everything 
Inside the article-content 
Area and you will be left 
With a blank template of  
Your page. DO NOT REMOVE 
<div id=“article-content”> 

 OR 
</div> 
Only remove the content inside. 



highlight and right click to 
COPY all the text that is left. 
DO NOT SAVE. Click Cancel  
To leave this editor. 



Now go to the top, select Help->Editors->Create New Page 
 
Paste the code you just copied into the editor window 
(make sure you are in ‘toggled’ mode first – If you see 
The editing buttons at the top of the editor window,  
you are not in toggled mode and need to click [Toggle Editor] 

Editing Buttons – Not in toggled mode No editing buttons – OK to paste code! 



Give your new page a title, 
Alias will be filled in automatically 
Based on the title you give 

IMPORTANT! 
Click the Publishing 
Tab and select the correct 
Category for your new page 

If you are not ready 
For the public to view 
This page, select  
Unpublished under 
The status dropdown. 
NOTE: You will only be  
Able to see this page 
When you are logged in 
To the site if the page 
Is unpublished. 



Return to the Editor Tab, and save your new page. 
You can click [Toggle Editor] to return to normal 
Editing mode to add content to the page. 

“article-aside” is your page’s navigation area. If you remove this, 
Your page will not have it’s side navigation. This can be useful for 
Some page layouts, but be sure to include a link in the page to 
Assist users in getting back to your home page. 
Selection should include the <div … /div> to remove navigation. 
 <div id=“article-aside”>…content…</div> 
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