
 

Introduction 

Here at SUNY New Paltz, we use the Terminal Four (T4) web content management system (CMS). This 
puts the power of editing content on our college’s webpage in the hands of our authorized users. In 
order to become an authorized user for your department or program, you must complete this online 
training program. 

We have broken the training into six separate units, each a building block for the upcoming units, with a 
brief accumulative test at the end. The first unit will familiarize you with the T4 interface. We will show 
you how to move around the website, and what you will see when clicking the various buttons and tabs.  

The second unit is for basic editing. You will learn how to access the page you wish to edit, explain what 
WYSIWYG stands for, as well as go through the publishing process here at SUNY New Paltz. 

Unit number three is geared towards advanced editing. After this unit you will be able to utilize more of 
the editing toolbar, creating tables, creating links, changing the style and format of your webpage, and 
cutting and pasting.  

In the fourth unit you will learn how to upload and add images and PDF files. 

The fifth unit will show you advanced actions on the interface, as well as comparing versions of the 
current site, reverting to previous versions, and analyzing Google Analytics.  

The last unit will further explain how the site is structured.   

New T4 users should complete this training program in sequence as well as complete the quiz at the end 
to ensure you’ve learned how to successfully utilize the software. If you are an existing user, and you 
feel confident in the beginning building blocks, feel free to jump around, but keep in mind you will also 
be tested on the material covered in all six units. 

 

 

 

 

 

 

 

 



Unit 1: Interface 

In this unit we are going to familiarize you with navigating the Terminal Four (T4) interface, showing you 
where items are located and when it is appropriate to use the tabs and buttons provided to you.  

You will access your department or program site by going to 
the newpaltz.edu page you wish to edit. There is a 
transparent link on each of these pages; this link is found in 
the upper left hand side of the window. When your arrow 
cursor turns into a hand cursor, you know you’ve found it. 
Clicking this link will direct you to the SUNY New Paltz T4 
Campus login page, where you will enter your NPCUID 
(my.newpaltz.edu username and password).  

You can also log on to T4 using their main website: https://www.newpaltz.edu/terminalfour 

Site Structure & Bookmarks  

The first page you will see is your site structure, which displays all of your pages and will easily help you 
navigate through them. You can access your site structure any time by clicking:  

Additionally, bookmarks will easily help you navigate through the pages you edit the most, by clicking:   
You may bookmark pages by selecting:                        which will turn blue:   

https://terminal.newpaltz.edu/terminalfour/CAS
https://www.newpaltz.edu/terminalfour


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Content Tab 

You will see three tabs on the top left of your screen. Content tab is where you will manage your pages 
and monitor projects. This tab is broken down into four sub tabs:   

 

• “Create Content”- displays the list of web pages you can edit and add content to  
•  “Edit Content” - displays the list of editable web pages  
• “Delete Content” - displays the list of web pages you can remove  
•  “Media Library”-  add and edit images, and PDF files to your website 

Measure Tab  

 

• “Performance dashboards” 
o “Site analytics”- view google analytics information for your website  

• “Quality control” 
o “Broken links”-currently not in use  

System Administration Tab 

 

• “About”- provides general system information 

Locked Out 

T4 utilizes a locked out system, to ensure that multiple users are not making edits to the same page. 
When you are editing a page, T4 informs other users that you have this page locked out, indicated by a 
small padlock next to the page name. After a period of 20 inactive minutes, you will be asked to renew 
your lock on the webpage. If you do not renew your lock you may lose any unsaved work.  



Pop-Ups 

Depending on your browser settings, you may be asked to allow pop-ups from the Terminal Four site.  

 

Unit 2: Basic Editing 

This unit will introduce you to editing your site. You will learn how to access the page you wish to edit, 
and what you should be seeing in the Direct Edit WYSIWYG editor and toolbar. We are also going to take 
you through the publishing process here at SUNY New Paltz. 

Once logged into T4, you can find the page you would like to edit under “Edit Content” sub tab under 
“Content” tab.  

Select the page you wish to edit. You can edit the name and header of the page, as well as main text. As 
you edit these fields you will see how many characters you can use. When editing main text you will see 
the editing toolbar. The toolbar has a variety of functions, each of them performing an action, either 
directly to the page, or to the selected text or graphic. We will be discussing most of the toolbar 
functions in detail as we advance.  

Basic Editing Tips 

•  Pressing <Shift> and <Enter> together (for both PC and Mac) will move your cursor down one single 
line. Just hitting <Enter> will start a new paragraph, skipping multiple lines.  

•  Using the Space Bar to alter the spacing on the page is not a T4 best practice. You are only to use the 
Space Bar in-between words and sentences, as you would when typing a document. Instead, a table 
should be used to format content (this will be further discussed in Unit 3). 

•  Use Bullet Points and Numbered Lists for clean formatting and easy reading. 

You may preview your pages by clicking on “Preview”. Previewing your page will take you to Direct Edit, 
the WYSIWYG interface. WYSIWYG stands for “what you see is what you get”. This interface is a user-
friendly system that allows users to edit as though they are editing a word processor. 

The Publishing Process  

Once you have finished editing the page, select “Save changes”.  After saving your page, the file is not 
yet visible to the public. After the page is saved you can choose to edit the page further, or view your 
changes. Once the page is sent for approval, changes will be reviewed as expeditiously as possible by the 
SUNY New Paltz Office of Communication & Marketing to be published. 
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Unit 3: Advanced Editing 

In this unit we will discuss advanced editing tools that can be used in combination with the general 
editing tools learned in Unit 2. After this unit you will be able to utilize more of the editing toolbar, 
creating tables, creating links, changing the style and format of your page, and easily cut and paste. 

Styles and Formatting 

You can reformat any text, using the “Format” drop down menus provided in the toolbar. All these 
headings and styles follow the SUNY New Paltz style guide. This is why you cannot create your own style 
and change fonts. To change the style, simply highlight the text you wish to change and then select the 
desired style or heading.  

Cutting and Pasting 

These functions work very similar to word processing, and can make it easier to bring content from 
documents onto your page. There are two ways to cut and paste in T4, the first way is to use your 



keyboard with the following keystrokes, the second way is to use “Edit” drop down menu in the toolbar 
and selecting the appropriate action.   

 To paste into the T4 editor you may use your keyboard by pressing CTRL-V on Windows (Command-V 
on Mac). You must be careful when pasting from an external document, as the formatting may be 
changed once pasted into T4. You must go through what you pasted and make sure the format is easy to 
read and follows our best practices. 

There is no need to retype sections of the webpage if you wish to rearrange text, you can cut text you 
wish to move also using your keyboard by pressing CTRL-X on Windows (Command-X on Mac) and then 
pasting is the same way you would paste from an external source. 

Adding Tables 

When you click on the “Table” drop down menu a few options open up. From this menu you can insert a 
table, delete a table, and manipulate many different aspects of a table. There are basic settings and 
advanced settings, you will for the most part only use the basic settings, which include: 

• Creating table- roll mouse over insert table button, 
you will see a pop up of many squares; highlight the 
amount of cells you wish to be in the table and click 
on the last square. A table will appear on your page. 
Expand by dragging the sides of the table to the size 
you wish. 

Once you have configured the table, you can insert text, links, 
or images into each cell within the editor. Note that once the 
table has been created you can edit the existing table using the “Table” drop down menu in the toolbar. 

Tables are often used strictly for layout, always use tables instead of pressing the Space Bar to align text.   

Bullets  

To create bulleted lists, decide where you would like the first bullet, place you curser there, then you 
may select from the bullet drop down menu in the toolbar. You may select from several different style 
options. Start editing as you would in a word processor. If you decide to create a bulleted list after 
inserting content, you may highlight the content and select from the bullet drop down menu in the 
toolbar.  

Creating Links:  
External 
To create a link to a different website, create a descriptive word or phrase that will 
act as the clickable link. Stay away from phrases like “click here”. Make it clear to 
the user where they are going to be taken when they click. Also, 
try to avoid simply using the URL as the link itself (ex. 

The difference between:  
• Section: links to any page within your 

websites 
• Content: links to any content within a page 

on your site 
• External: links to any site outside of 

https://www.newpaltz.edu/  
• Anchor: links to a specific place on the 

current page 

https://www.newpaltz.edu/


http://www.newpaltz.edu). Once you have determined what the text link will say, highlight it and click 
on the link drop down menu in your toolbar, select the appropriate link type, such as “Insert/edit 
external link”. This will open an “Insert link” box. Paste the link in the “Url” space, and select “Ok”.  

Section 
Creating a link to another page in your website, is very similar to creating an external link. Create a 
descriptive word or phrase that will act as the clickable link, highlight it and click on the link drop down 
menu in your toolbar, select “Insert section link”, which will open your site structure, select the section 
you would like to link to and click “Select section”.  

Content 
Linking to content within a section of our website, is very similar to creating a section link. Create a 
descriptive word or phrase that will act as the clickable link, highlight it and click on the link drop down 
menu in your toolbar, select “Insert section link”, which will open our site structure, select the section 
you would like to link content from and click “View content”.  On the screen that appears, 
select the content you would like to link to, and click “Insert content”.  

Anchors   
Adding an anchor to your page allows you to link to a specific place on that page. Place your cursor 
where you would like to insert the anchor, then click on the link drop down menu in your toolbar, select 
“Insert anchor“. You will be prompted to name the anchor, which will appear on your page. Place your 
cursor where you would like people visiting your page to click, and click on the link drop down menu in 
your toolbar, select “Insert/edit external link”. An “insert link” screen will 
appear, under “Anchors.” Select the anchor name you just made. You will see 
the other blank fields in the screen fill; you may change “Text to display”.  

 

Unit 4: Media Library 

In this unit you will learn how to add images and PDF files onto your website.  

The Faculty/Staff Help Desk can provide Adobe Photoshop for free. All editing and resizing of images 
may be done through Photoshop. Please contact fshelpdesk@newpaltz.edu for assistance.  

Uploading an Image 
Click on the “Media Library” sub tab under the “Content” tab, or while editing select “Insert from 
Media” in the toolbar. Select the Media Category you would like to upload to. After selecting “Add 
Media” you will browse for the .jpg or .png file on your computer. You will be prompted to name the file 
before clicking “Save Changes”. It is also important to name the file something you will remember 
because you will need to find the uploaded image in order to insert it. You will be taken back to the 
Media Library. You may have to refresh your browser to see the new file listed, keep in mind the file may 
be located on the next page. You may also locate the file by using the search bar within your Media 
Library.  

mailto:fshelpdesk@newpaltz.edu


 

You may resize the image within T4 by clicking on the “Actions” drop down button, and 
selecting “Edit” option. You will see several tabs on the top of the screen. By selecting “Variant” you will 
be able to resize and/or crop the image. When you are finished, select “Create Variant”, you will be 
prompted to create a variant name (name the file the new dimensions W x H, for example: “960 x 320”) 
and click “Save Changes”. This will create an additional variant of the image in your Media Library.  

 

Inserting an Image   
After you’ve uploaded the image to the Media Library, go to the page you wish to add it to. Place 
your cursor on your page where you would like the image to appear. Click on “Insert from Media” in the 
toolbar. This will open a new “Select Media” window, which will take you to the Media Library. Select 
the Media Category in which you uploaded the file, and then select the file you wish to insert. The image 
will appear on your page. 

To add a variant, place your cursor on your page where you would like the image to appear. Enter 
“Media Library” just as if you were inserting an image, by clicking on “Insert from Media” in the 
toolbar.  Locate the image you would like the variant of, and select “Actions” drop down button, click 
“Variant” option. On the screen that pops up, select the name of the variant you would like to 
insert. Then select “Save and Select” from “Save Changes” drop down option.  An additional 
screen may show other variants of the same image, select the name of the variant you would like 
to insert. The image will appear on your page.  

Uploading a PDF 
The process of getting a PDF on your website is very similar to adding an image. To do this, click on the 
“Media Library” sub tab under the “Content” tab, or while editing select “Insert from Media” in the 
toolbar. Click on the Media Category in which you would like to upload to. When you select “Add 
Media” you will then be prompted to browse for the file. You must change the media type to Adobe 
PDF. You will be prompted to name the file, before clicking “Save Changes”. 

Inserting a PDF 
After you’ve uploaded the PDF to the Media Library, go to the page you wish to add it to. Keep your 
curser where you would like to insert the file. Click on “Insert from Media”  in the toolbar. This will 
open a new “Select Media” window, which will take you to the Media Library. Select the Media Category 
in which you uploaded the file, and then select the file you wish to insert. The PDF link will appear on 
your page.  

 

Unit 5: Advanced Interface 

The unit will show you advanced actions on the Terminal Four interface. 



 

 

Updating A Full Static Image To Your Home Page 
If you would like to update the image across the top of your home page, select “Home Media” on your 
Site Structure. From the tabs on top of the screen, click “Content”, you will see the current home image. 
Select “Clear selection” before selecting “Select media”, where you will be prompted to browse within 
your Media Library or select “Add media” to upload an image from your computer. Once selected, click 
“Save changes”.  

Inserting Social Media Links To Your Home Page 
You may insert social media links by selecting “Social Media Icons” on your Site Structure. Select the 
“Content” tab, then click on “Social Media Links”. Simply fill in the URLs to your social media outlets. 

Changing From Image To Slideshow & Vice Versa 
You may have a “Home Image” or “Home Slideshow” but never both at the same time. Therefore, to 
switch from one to another, you must first delete the existing content in “Home Media”. After the 
existing content has been marked for deletion, you may create a new piece of content by clicking 
“Create new content” and selecting one of the two types available. 

History Button 

T4 allows you to view past versions of your pages. You can compare any previously published pages, 
including those you have saved either as a draft or sent to be approved for publishing.  

Once you have selected the page you wish to edit, or compare, you will see a tab labeled “History” on 
the top of your screen. Once you select this tab, there will be a list of all revisions.  Select the box of the 
versions you would like to compare, and then click on “Compare selected”. This will take you to a screen 
that shows a side by side of the versions you selected to compare. To exit to the previous screen, select 
“Back”.  

Reverting a File 

Every time you publish a page, T4 creates a copy, a version that is stored and can be accessed later. You 
may revert a file by entering the “History” tab, as explained earlier. Once you find the version you would 
like to revert back to, select “Make Current” form the drop down “Action” button. You will be prompted 
to confirm or cancel your request. You can tell which version is live by the green circle next to the 
version name. 

 

 

Google Analytics- coming soon! 



 

Unit 6: Site Organization 

This last unit with further explain how your site is structured.  

Within T4 each section is a webpage, and each section (webpage) can have several pieces of content.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Resources Tab / Subsections  

In T4 the resources menu tab will list all of the first level pages with the dark folder icon located in your 
site structure.   

You may move sections of your pages through “Site Structure”. Next to the section 
you would like to move, select “Move section” from “Actions” drop down button. A 
“Move section” screen will pop up, simply click where you would like to move the 
section to, and select “Move selected section”.  

 



To reorder the links on the resources menu go to, “Edit section” from the “Actions” drop down button. 
From the tabs on top of the screen, select “Subsections” from the drop down button 
“More”. Here you will be able to drag and drop pages into the order you wish, select 
“Save changes” when finished.  

Adding External or Section Links to Resources Menu  

You may add an external or section within to you resources tab. From the “Actions” drop down button 
select “Create section”.  Check the “Make this link a section?” box, 
located at the bottom of the screen. Create a name you would like the link to show up as (ex. “Local 
Newspaper”, “Event Sign-up Form”), before selecting “Details” tab. Within “Details” tab, select “External 
URl” and paste the link into “Link URL”, then select “Save changes”.  If this is a link that is directing 
someone to another section within New Paltz, select “Section” as the link type. Then select the section 
you wish to create a link for. If this is an external link (SUNY, Wikipedia, etc.), select “External URL” as 
the link type and enter the full URL for the page (e.g. “https://www.suny.edu/”).  Once you save your 
changes your link should appear in your site structure and in your resources menu.  

 

 

 

 

 

 

 

 

 

 

 

 

 


