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Basic Editing 
 

The editor window, where you can add and format content, add images, links, and embed videos, will 

appears below: 

 

 
 

The window shown below is what you will use to format the content for your page. Hovering over an 

editor icon will display the icon’s function. 

 

 
 

This manual will NOT illustrate the basic buttons such as insert special character, cut/paste, etc. These 

features are similar in function as most content management systems and most people are familiar with 

their use. 

 

Please refer to the Western Communications Web Style Guide for information regarding formatting 

basic content on your page. 

https://communications.uwo.ca/comms/pdf/western_web_style_guide_march72016-acc.pdf

