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RedDot “Pages” - Reusable Content

Banner Ad
(optional)

5. Contact Block

3. Center Content Shell

Left Section
(optional)

Right Section 
Banner Ad
(optional)

1. Foundation Page

4. Title & Top Text

2. Header Image
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RedDot “Pages” - Reusable Content
Editing an Existing Page
1. Navigate to the page you want to work on (see 
“Getting Started”).

2. Open the foundation page by clicking the “Open/
Close Page Layout” reddot at top left.

3. You’ll now see more reddots appear, allowing you to 
edit the various page sections (see left).

Getting Started

1. Open Firefox for your web browser. Internet 
Explorer will work, but this documentation is based 
on using Firefox and there are some differences 
between the two browsers.

2. Go to https://cms.hampshire.edu/cms . Make sure 
you type the “https” part if you’re off campus- it won’t 
work otherwise.

3. Log in with your regular Hampshire account 
username & password.

4. You should see this: 

If you don’t see the Hampshire web pages, click 
the button circled above which will either be called 
SmartEdit or Web Content Manager.

5. Click the links on the web pages you see here to 
navigate to the page you want to work on. If you 
want to set a specific page as your “landing page”, and 
always start with that page first upon logging in, email 
a request to reddot@hampshire.edu.

If you’d like your “landing page” customized to the 
page you work on most often, or the home page for 
your department, email the request to 
reddot@hampshire.edu, and send them the link for 
the page you’d like to see when you log in.



6 - Text Editor

1. Click the reddot just above the headline that says 
“open/close top section”.

2. This will give you a new “edit title and top text” 
reddot just below that has a little “F” inside. Click this 
to open the text editor.

3. This brings you to the text editor, which looks like 
this:

4. Change the headline (text appearing in bold all-
caps) if you need to by changing it here:

5. Edit the text as needed in this section.

6. Hit the “Save” button frequently and before you 
click OK to close.

7. Click “OK”. Your page will refresh after a moment 
and you’ll be able to see your changes.

Working in a Text Section
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1. Switch to HTML source code. Remember to switch back out before exiting or it will ruin your work.

2. SAVE. Click this save icon every couple minutes to save your work!! RedDot can time out in the 
background while you’re working away in the text editor. Protect your work by saving often, and 
always save BEFORE you hit “OK” to close the window.

3. Paste options. We know this is counter-intuitive, but DON’T use the “paste from word” button. Use the 
“paste from plain text” button (circled) whenever you’re pasting in text from elsewhere.

4. Undo.

5. Bold/Italic/Underline formatting. Please don’t use underline- people assume underlined words are links.

6. Subscript & superscript.

7. Numbered & bulleted lists.

8. Add a link (more about this on page 10)

9. Add an image (more on page 13)

10. Add a table (more on page 12)

11. Help- this help is really not very helpful. Refer to this guide or visit http://www.hampshire.edu/
computing/6433.htm for assistance.

Hit “OK” when you’re done. Remember to save first! 

The Text Editor Explained

You can change your headline here (what appears in caps at the top).
Hover your mouse over any of the icons below for a pop-up description.



8 - Text Editor

1. Select the text you want to turn into a link.

2. Click the “Insert/Edit Link” button:

3. On the next screen, click “Reference Page”

4. This brings you to the page search screen.
You can search by Content or Headline or both.

Hint: You can also search by page ID- take a
look at the page you want out on the public web 
site. The last part of the link, usually a number, is the 
page ID. If the link is http://www.hampshire.edu/
computing/6433.htm, the page ID is 6433. Click the 
green plus sign to search by an ID #.

(words appearing anywhere on page)
(words in headline only) 

5. Look through your search results.

A: Only link to a foundation page. Check the 
“content class” of each listing for a foundation page 
like the one circled.

B: If you’re not sure if you have the right page, click 
the little binoculars at right to preview it.

C: Pages with green checks are published, in-use, 
pages. Pages with red X’s are disconnected (not in-use) 
pages. Pages with wrenches are being edited (“draft 
mode”).

D: If you want to see more results, set this display 
option to “50” or even “100”.

6. Click the title of the page you want to select it.

7. Back in the “Link” screen, hit OK again.

8. Save your work.

Make a Word a Link to an Existing Reddot Page

Adding Links to Text

A

C

D

B
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1. Select the text you want to turn into a link.

2. Click the “Insert/Edit Link” button:

3. On the next screen, click “Connect Asset”.

4. Choose a folder from the drop down menu on 
the asset manager tab. Use the one for your 
department. Anyone can use the “shared” folder.

5. Click “Browse Server”.

6. Use the asset manager to choose your file.

4
5

The Asset Manager

The asset manager is where both files and pictures 
used in RedDot live. In this section we’ll focus on 
using it for files like PDFs. Just ignore the pictures for 
now.

1. To link to a file already in the asset manager, find 
your file and click the title of the file.

2. This will show the detail for the file in the pane on 
the right.

3. Add a new file by clicking “select asset from local 
file system”. You’ll browse for it on your computer 
and upload it to the asset manager.

4. When you have your file selected, click “OK”.

5. This will take you back to the “Link” screen- hit 
“OK” again.

6. Save your work.

Tip: Stick with PDFs when putting files 
on the web. They’re easy for everyone to open and 
you can be sure that any formatting you have in 

your document will appear correctly.

3

1

Make a Word a Link to a PDF
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Add a Table
Tables can be useful if you’re trying to line up 
columns of text, or put text next to a picture.

1. Click the “Insert/Edit Table” button.

2. Set up your table in the “table properties” screen. 
Set border size to zero. Max width is 450 pixels.

3. Click “OK” and your table will appear in the text 
editor. 

To go back and make changes to your table, select it 
by clicking an edge and then right click it. You’ll get 
this menu:

•	 Use cell properties to set your alignment.
•	 Use Row & Column menus to add/remove rows 

& columns.
•	 Table Properties takes you back to the screen in 

step 2 above.

Make a Word a Link to an 
External Website
1. Select the text you want to turn into a link.

2. Click the “Insert/Edit Link” button:

3. On the next screen, enter a web address in the
“assign url” section. You can leave off the “http:”
part, it will add it automatically.

4. Hit “OK”.

5. Save your work.
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Preview a Page
This is handy if you want to see exactly what a page 
will look like in a browser, or to test links you’ve 
added.

1. Click the top left “open/close page layout” reddot.

2. Click the “Actions” Menu.

3. Choose “Page Preview”.

4. This will open up a preview of the page in a 
separate browser window. Test links, do whatever you 
need to do, and then close the window.

1

2
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Workflow
Every Hampshire web page must go through an approval process called “Workflow” before it is released out to the 
public web site.

Here’s how it works:

Due to the numerous steps, it can take a couple days for a page to work its way through. A page might also get 
rejected and sent back to the user for correction. 

If you need a page published out asap contact your publisher or the web office.

Potential Publishing Snafus

Some content bypasses the review process and publishes out automatically- examples of this are changes to and 
creations of foundation pages and header images. This can sometimes be a problem, because if you create a new 
foundation page and add text to it, the link to the new foundation page will publish out and appear the next 
day. Meanwhile, the text section will still be working its way through the process above, so you will get a link 
that doesn’t go anywhere.

To avoid this, when creating new pages or changing header images in tandem with text section changes, you can 
disconnect the page (see page 29) in question until the text section has completed the workflow process. Then go 
back, re-connect the page (see page 29) and it will publish out and work fine. 

User

Editor
(Works for Communications)

Publisher
(is in your department)

Edits Page

Gets an Email

Gets an Email

Submits to 
Workflow

Reviews spelling, 
grammar, style 
guide issues.

Reviews changes.

Releases page.

Releases page.

Page publishes out overnight!
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1. Click the “Tasks” menu on the left side.

‘

2. Click on the link for pages you have in draft 
mode (i.e. pages you have changed but have 
not published out yet).

3. Here you will see a list of all the pages you have  in 
draft mode. 

Submitting	a	Page	to	Workflow

A

E

D

B

C

Notes about page modes
Pages in draft mode are locked with your 
account and no other users are able to view or 
edit your changes until you submit them to 
workflow. 

This screen also shows you the pages in 
workflow which are waiting for release by 
editors or publishers. You can also pull a page 
out of workflow to make more changes by 
clicking on the reset page to draft status icon.

If an editor or publisher makes a change to your 
page, they will become the author of that page 
and it will no longer appear in your “my pages 
in workflow” list.

If you’ve had a pages rejected you will see them 
here as “Pages waiting for correction”.

A) Click the submit to workflow icon next to a page 
to submit it. 

-or-

B) Check off all the pages you want to submit and 
click the “Submit to workflow” button at the bottom.

On text sections, you can also:
C) Undo any changes you made.

D) Compare changes to the original version in 
Redline Mode

and for any page you can 
E) Preview it if you’re not sure which page it is.
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1

2

Contact Blocks

Use an existing contact section.
Most offices have re-usable contact sections already 
set up. This is how to find and use the one for your 
department. 

1. Click the top left “open/close page layout” reddot.

2. Click “add/remove contact section” reddot.

3. On this screen, click “reference page”.

4. Search for your 
contact section. (Tip: take a look at the contact 
section you want, and enter its exact wording into the 
headline search box.)

5. Find your contact section in the search results. You 
are looking for a content class of “Ads/Contact Us.”

6. If you’re not sure if you have the right one, click the 
binoculars to preview it.

7. Click the title of the page to choose it.

8. Your page will refresh and you’ll see the contact 
section in place.

Disconnecting a Contact Section
This removes a contact section, but it doesn’t actually 
delete the contact page. It will still live elsewhere in 
RedDot.

1. Follow steps 1 & 2 above.

2. Click “Delete Reference”.

3. Click OK.

4. Click OK again when it asks 
if you’re sure.
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1. Navigate to the page you want your new page to be 
a CHILD OF.

2. Click the top left “open close page layout” reddot.

3. Click the “add/remove/change navigation” reddot 
above the navigation area.

4. Click “Create and Connect”.

5. Choose “Foundation- (Your Department)”.

6. Enter the headline- this is what will appear as the 
link in the navigation area and will be the name of the 
page.

7. Click OK and the link to your new page will 

appear in the navigation.

8. Click this link 
to begin editing 
your new page.
Follow 
instructions at 

right to add text to this new page. Also, be sure to 
change the header image (see page 7)

Create a New Foundation Page
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Create a Center Shell Page
To begin adding text to your center content area, you 
first need to create a center content shell. This is just 
an invisible placeholder for the text sections that live 
in the center content area.

1. Click the top left “open close page layout” reddot.

2. Click the “add/remove center content page” reddot 
above the center content area.

3. Choose “Create and Connect”.

4. Enter a headline. Again, this is invisible and won’t 
appear anywhere. We suggest keeping the word “shell” 
in the title so you’ll know what it is when you see it 
later.

5. Click “OK” and when the page refreshes you’ll see 
some new reddots in the center content area. 

Create a New Text Section
1. Follow steps at left for creating a new Center Shell, 
or if the shell is already created click the “open/close 
center shell” reddot above the center content area.

2. Click “Add/Remove Top Section with Title”.

3. Click “Create and Connect”.

4. Choose “Title & Top Text”.

5. Enter a headline- this will appear in bold letters at 
the top of the text section. Please name this something 
similar to what you titled your foundation page.

6. Click OK, the page will refresh, and you’ll see your 
new headline.

7. Click the “edit 
title & top text” 
reddot to begin 
adding text. See 
page 9 for the 
text editor.
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1. Navigate to the page your want your new link to be 
a CHILD OF.

2. Click the top left “open close page layout” reddot.

3. Click the “add/remove/change navigation” reddot 
above the navigation area.

4. Click “Create and Connect” (we know, there’s 
a reference page option there too, but since we’re 
creating a *new* link we’ll use create & connect.

5. Choose “Reference Existing Page”.

6. Enter the headline- this is what will appear as the 
link in the navigation area and will be the name of the 
page. 

The page will refresh and you’ll see your new link. 

(words appearing anywhere on page)
(words in headline only) 

Create a Navigation Link to an Existing RedDot Page
Whenever you’re re-using pages that are already in reddot, the term to look for is “reference page”. Don’t use “connect 
existing page”- it sounds right, but will actually steal the page from its current location!

7. Click the reddot underneath the new link that says 
“edit page reference”.

8. Choose “Reference Page”.

This brings you to the page search screen.
You can search by Content or Headline or both.

Hint: You can also search by page ID- take a
look at the page you want out on the public web 
site. The last part of the link, usually a number, is the 
page ID. If the link is http://www.hampshire.edu/
computing/6433.htm, the page ID is 6433. Click the 
green plus sign to search by an ID #.
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9. Look through your search results. 

A: Only link to a foundation page. Check the 
“content class” of each listing for a foundation page 
like the one circled.

B: If you’re not sure if you have the right page, click 
the little binoculars at right to preview it.

C: Pages with green checks are published, in-use, 
pages. Pages with red X’s are disconnected (not in-use) 
pages. Pages with wrenches are being edited (“draft 
mode”).

D: If you want to see more results, set this display 
option to “50” or even “100”.

10. Click the title of the page you want to select it.

11. When the page refreshes, test your link to make 
sure it works.

Link to Existing Page Continued...

A

C

D

B

Create a Navigation Link 
to an External Web site
1. Follow steps 1 - 4 at left.

2. Choose “URL Page”.

3. Enter the headline- this is what will appear as the 
link in the navigation area and will be the name of the 
page. 

The page will refresh and you’ll see your new link.
 
4. Click the reddot underneath the new link that says 
“edit page reference”.

5. Enter the web address (URL) you want to link to. 
Be sure to include the “http://” on the front! 

6. Click OK and test your link.

TIP: If a link isn’t working, and you’re sure it’s 
right, try previewing the page (see page 32) and 
trying the link again. Sometimes links won’t work 
within RedDot but they will work when the page is 
published or previewed. 
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1. Navigate to the page your want your new link to be 
a CHILD OF.

2. Click the top left “open/close page layout” reddot.

3. Click the “add/remove/change navigation” reddot 
above the navigation area.

4. Click “Create and Connect”.

5. Choose “File Page”.

6. Enter the headline- this is what will appear as the 
link in the navigation area and will be the name of the 
page. 

Create a Navigation Link to a PDF
When using files in RedDot, please use PDFs only. You’ll avoid formatting and compatibility issues, and everyone will be 
able to open and read the file.

7. Click the reddot underneath the new link that says 
“edit document”.

8. On this screen, click the pencil.

This takes you to the public folder of the asset 
manager. All files linked to in the navigation must live 
in the shared folder. 

9. Use the asset manager to choose your file.

1. Add a new file by clicking “select asset from local 
file system”. You’ll browse for it on your computer 
and upload it to the asset manager. 

2. Once it’s in the asset manager, or to use a file 
already there, find your file and click the title of the 
file.

3. Click “OK”. Let the page refresh and test your new 
link.
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Re-Naming A 
Foundation Page
This will edit the wording of the link in the navigation.

1. Click the top left “open/close page layout” reddot.

2. Click the “Properties” Menu. Remember- these 
top menus apply to whichever page or section of a page 
you have open at the time, so make sure you have the 
foundation page open, and not just the text section, for 
example. 

3. Enter your new name in the headline/page title 
box.

4. Click OK.

Hint: Changing File Names
Entering a word in the “File Name” box will change 
the web link of your page to, for example, 
www.hampshire.edu/academics/sandbox instead of 
www.hampshire.edu/academics/54546.

It replaces the numeric page ID part of the link with 
the word of your choice. This can be useful if you’re 
going to be giving out the web address, or just want 
one that’s easier to remember.

Don’t do this for the home page of your 
department, however, as those pages need to have a 
file name of “index” to work.

Changing the Order of 
Links in the Navigation
This feature of RedDot will only work in Internet 
Explorer for the PC, and it’s the only time we 
recommend using Internet Explorer. 

If you don’t have Internet Explorer, or you use a Mac, 
simply send an email with the link of the parent page 
in question and the desired page order of its children 
to reddot@hampshire.edu and they’ll fix it for you.

1. Click the top left “open/close page layout” reddot.

2. Click the “Actions” Menu.

3. Choose “Edit Navigation Order”.

4. Click one of the page titles, and then click the up 
or down arrows to change the page order.

5. Click OK.

Remember- this will only work in IE for PC! Even if 
it looks like it’s working in Firefox, it won’t actually 
“take”. Sorry!

3

1

2

1

2
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Disconnecting a Page 
from the Navigation
Disconnecting a page doesn’t actually delete it- it 
just removes it from wherever it is and it will float, 
disconnected, in the RedDot ether. You can still search for 
it and reconnect it later if you want, or you can leave it 
disconnected. We recommend disconnecting over deleting 
because it’s not a permanent action and you’re less likely 
to delete something by mistake.

1. Navigate to the page that is the PARENT of the 
page you want to disconnect.

2. Click the top left “open/close page layout” reddot.

3. Click the “add/remove/change navigation” reddot 
above the navigation area.

4. Choose “Disconnect Page”

5. Check off the page(s) you want to disconnect and 
click “OK”.

TIP: You can also disconnect any other kind of 
RedDot content page: banner ads, text sections, etc. 

Re-Connecting a Page
Only use this method if you have a disconnected page 
that is NOT connected anywhere else. Use “Reference 
Existing Page” (page 26) for pages that are connected 
elsewhere.

1. Click the top left “open/close page layout” reddot.

2. Choose “Connect Existing Page”.

3. Search for the page you want.

4. See page 26 for details on the search process. You 
will be looking for a disconnected foundation page.
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4. Choose a picture.

Browse through all the pictures or use the search box 
at top. To search, use “*” as a wild card. For instance 
to search for any picture containing “library” in the 
title, type “*library*”. 

Use the controls circled above to move through the 
pages.

To preview a picture, click the image.

To actually select the picture to use, click the title 
text (circled).

Once you have a picture selected, you’ll see details on 
it in the right-hand pane.

Click “Show Usage” to see what other pages are using 
this header image.

5. When you’re all set click the “OK” button.

Each section of the web site (Academics, Student 
Life, etc) has the same default header image. Make a 
habit of changing yours, or all your pages will look the 
same!

1. Click the “Open/Close Page Layout” reddot at top 
left, if you haven’t already.

2. Click the “Edit Header Image” reddot here.

3. In this screen, click the pencil.

This takes you to the header images folder of the asset 
manager.

Header images are maintained by the communications 
office. If you have a picture you’d like to use as a header 
image, contact them and they may be able to add it.

Changing the Header Image
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Adding Images
1. Click the  Insert Image button.

2. In the Image Properties screen, click “Browse 
Server”.

3. You may have to choose a folder. Choose the one 
for your department and click “Browse Server” again.

4. Find your image in the asset manager.

The asset manager is where both files and pictures 
used in RedDot live. We talked about files on page 
11, in this section we’ll talk about images.

The Asset Manager
  

1. Add a new image by clicking “select asset from 
local file system”. You’ll browse for it on your 
computer and upload it to the asset manager. 

2. Once it’s in the asset manager, or to use an image 
already there, find your image and click the title of 
the image. Clicking the image gives you an image 
preview.

3. Check your image dimensions here. The width of 
the text area in RedDot is 450 pixels wide, so this is 
the maximum width for any image you want to use.  
If your image is larger than 450 wide go to step 5, 
otherwise go to step  6.

5. Click “Extended Image Editing Options” and turn 
the page for instructions on resizing your image.

6. If image size is fine, click “OK”.

7. Add “alternative text” 
for your image (something 
descriptive) and click OK.

8. Save your work!

2

1

3

4
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Re-Sizing an Image

See previous page for how we got here.

1. Decide if you want to replace your current image, 
or create a new copy. Only replace if you’re sure no 
one else is using the image!

2. Type a new width in here. If you want your image 
to be as wide as the entire text area, enter “450”. If 
you want it to be half as wide, enter “225”, etc.

3. Click the green arrow to apply the changes.

4. Click “OK”.

5. Back in the asset manager, click “OK”.

6. Back in the Image Properties screen, add 
“alternative text” for your image (something 
descriptive) and click OK.

7. Save your work!

Note: You’ll notice size 
controls on this screen 
too- please don’t use 
them. See Q&A at 
right for what they do.

1

2

3

4

Working with Images
Once you have your image placed in the text editor, 
you can make minor size adjustments by dragging 
the corner of the image.

Q: Why didn’t we just do this to begin with instead of 
resizing in the asset manager?
A: This doesn’t actually reduce the size of the image. It 
just “fakes” it for viewing purposes. This means that if 
you have a large image, and you resize it by dragging, 
it will still take up a lot of memory and take the web 
page longer to load. So please only use this method 
for minor changes. This is true for the size controls on 
the image properties screen, too.

Using Tables
By default, text will line up only along the bottom of 
an image. If you want text and images side-by-side, 
place them in a table. See page 12 for more info. 
Here’s an example of a two-cell table with the image 
in one cell and text in another. Remember that 
you can right-click the cell the cell to change the 
alignment as needed.

Save & Preview your Work
Be sure to save your work, and hit “OK” to get out of 
the text editor and see how your image will actually 
look on the web page- the text editor doesn’t give you 
a very accurate preview. 
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This will re-use an existing banner ad, link and all.

1. Click top left reddot- “open/close page layout”.
 
2. Click one of the “add/remove banner ad” reddots 
below the navigation area.

3. Choose “Reference Page”.

4. Enter search criteria and click “start”.

Review your search results. 

5. You are looking for something with the “content 
class” of “Ads/Banner Ad”. 

6. If you’re not sure which is the right one, you can 
click the little binoculars to preview the page.

7. Click the title of the page for the one you want.

It will add the banner ad to your page.

Removing a banner ad
This will just disconnect the banner ad, not delete it.

1. Click top left reddot “open/close page layout” (if it 
isn’t open already).

2. Click “add/remove banner ad”.

3. Choose “delete reference”.

5

2

67

Banner Ads
Banner ads are used to advertise or promote something, and they always link to another page. You can have up to 
three on the left hand side of your page.

Using an existing banner ad
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1. Click top left reddot- “open/close page layout”.

2. Click one of the “add/remove banner ad” reddots 
below the navigation area.

3. Choose create and connect.

4. Choose a type of banner ad.

1. Custom Banner Ad: You choose what the headline 
says and what the text says, and choose a picture. See 
page 20.

2. “Did You Know”: Says “Did You Know” for the 
headline but you can choose the image and the text. 
See page 21.
 
3. Image Ad: Choose from pre-designed ads complete 
with text and images. You only choose the link. See 
page 22.

4. Quote block: A block of text with a headline. You 
can add links in the text if you want. See page 23.     

See right for what they look like!

Create a New Banner Ad

1

2

3

4

Banner Ad Types
Custom Banner Ad

Did You Know

Image Banner Ad

Quote Block
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Create a Custom Banner Ad

1. Follow steps 1 - 4 on page 19. Choose “Custom 
Banner Ad” on step 4.

2. Enter a short headline. This will appear in large letters 
above the ad.

3. The page will refresh and you’ll see the beginnings of 
your banner ad. Click the “edit banner ad” reddot.

4. Edit the various elements: 

5. Click the pencil to choose an image.

3

8

The headline

the text inside the banner ad

default is “learn more”

click pencil to add an image

6. Choose an image in the asset manager. These 
images are created by Communications. Click on the 
title of the image you want. Click OK.

7. Click OK again back on the Edit Elements screen. 
The page will refresh and you’ll see your text and 
image now.

8. Click the “Edit Link” reddot to choose where you 
want the ad to link to.

Your only options are 
“reference page” to link 
to an existing reddot 
page (see page 10) 

or...

Assign URL to link to 
an outside web site (like 
www.google.com)
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1. Follow steps 1 - 4 on page 19. Choose “Did you 
Know Banner Ad” on step 4.

2. Enter a headline. This is just for your reference and 
will be invisible.

3. The page will refresh and you’ll see the beginnings 
of your banner ad. Click the “edit banner ad” reddot.

4. Edit the various elements: 

5. Click the pencil to choose an image.

3

8

the text inside the banner ad
default is “learn more”

click pencil to add an image

6. Choose an image in the asset manager. These 
images are created by Communications. Click on the 
title of the image you want. Click OK.

7. Click OK again back on the Edit Elements screen. 
The page will refresh and you’ll see your text and 
image now.

8. Click the “Edit Link” reddot to choose where you 
want the ad to link to.

Your only options are 
“reference page” to link 
to an existing reddot 
page (see page 10) 

or...

Assign URL to link to 
an outside web site (like 
www.google.com)

Create a “Did You Know” Banner Ad
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1. Follow steps 1 - 4 on page 19. Choose “Image Banner 
Ad” on step 4.

2. Enter a headline. This is just for your reference and 
will be invisible.

3. The page will refresh and you’ll see more reddots. 
Click the “edit banner ad image” reddot.

4. Edit the various elements: 

5. Click the pencil to choose your image ad.

3

8

click pencil to choose an image

this is invisible

6. Choose an ad in the asset manager. These ads are 
created by Communications. Click on the title of the 
ad you want. Click OK.

7. Click OK again back on the Edit Elements screen. 
The page will refresh and you’ll see your image ad 
now.

8. Click the “Edit Link” reddot to choose where you 
want the ad to link to.

Your only options are 
“reference page” to link 
to an existing reddot 
page (see page 10) 

or...

Assign URL to link to 
an outside web site (like 
www.google.com)

Create an Image Banner Ad
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1. Follow steps 1 - 4 on page 19. Choose “Quote 
Block” on step 4.

2. Enter a headline. This will appear in large letters 
above the ad.

3. The page will refresh and you’ll see the beginnings 
of your banner ad. Click the “edit quote” reddot.

3

appears at bottom of quote

You can change the headline

Create a Quote Block

4. Edit the various elements: 

5. Let the page refresh and see your finished product.
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Deleting Pages
Only delete pages if you’re really, really sure you don’t want them anymore.

As you know, a reddot page as it displays to the public is actually made up of several pages or sections. You can delete 
each of these sections individually as needed, or if you want to delete an entire foundation page and its contents you 
can first delete all the sections of a page and then the foundation page itself. See page 5 for a review of the different 
sections of a RedDot Page.

1. Click the “Open/Close” reddot for the page or section you want to delete. 

2. Note that RedDot shows you at the top which page is open.

3. Click the Actions Menu. Note : the menus at top only apply to whatever page is open at the time.

4. Choose “Delete Page”.

1

2
3

Deleting an Entire Foundation Page
1. Delete any Left Side Text sections.

2. Disconnect any Banner ads (only delete if 
you’re SURE no one else is using them).

3. Delete the Title & Top Text Section.

4. Click the top left “open/close page layout” 
button to open the foundation page itself.

5. Use action menu to delete.
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Left Sections
We recommend only using right & left sections if 
you plan to use BOTH. If you have one side without 
something to balance it out on the other your page 
will look lopsided.

1. Click the “Open & Close Center Shell Page reddot.

2. Click the “add/remove left section” reddot.

3. Choose “Create and Connect” and click “OK”. 

4. Enter a headline (this will be invisible, but name it 
something you’ll recognize).

5. Click “OK”.

6. Click the “edit text” 
reddot underneath the 
“open/close left section 
reddot. . This will take 
you to the text editor- see 
page 8.

2

3

3

1

2

3

4

1

4

5

6

Right Sections, aka 
Vertical Banner Ads
1. Click the “Open & Close Center Shell Page reddot.

2. Click the “add/remove right section” reddot.

3. Choose “Create and Connect”.

4. Choose a Banner Ad Type.

Your options are:

1. Custom Banner Ad: You choose what the headline 
says and what the text says.

2. “Did You Know”: Says “Did You Know” for the 
headline but you can choose the image and the text.

3. Image Ad: Choose from pre-designed ads complete 
with text and images. You only choose the link.

4. Spotlight: Says “In the Spotlight” for the headline, 
mainly for use by Alumni Affairs.

Each ad type is designed to link to another page.

2

1
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Create a Custom Vertical Banner Ad

Follow steps 1-4 at right, and choose the Custom 
Banner Ad type. Then...

1. Enter a Headline and click OK. This is what will 
appear in bold letters at the top of the ad. Keep it 
short!

Your main page will refresh and you’ll see your ad 
with the headline.

2. Click the “edit banner ad” reddot.

This brings you to the banner ad editing screen.

3. The headline you just entered will show here.

4. This is the link text people will click on. The default 
is “learn more” unless you enter something different 
here.

5. Enter a short text blurb here.

6. Click OK and your ad will appear back on the 
main page.

4

5

6

3

2

8A

8B

7. Click the “edit link” reddot to create the link for 
your ad.

8. On the next screen the only options you’ll use are 
either

A) Reference Page- Connect to an existing reddot 
page (see page 10) or

B) Assign URL to link to an external web site.
 

If referencing page, see instructions on page 10 for 
how to search for the page you want.

If Assigning a URL, simply enter the web address (i.e. 
www.google.com) in the next screen and click “OK”.

7
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Notes



35


