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[COB CMS TUTORIAL] 
The guide is intended to help you edit content on the College of Business Website 
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INTRODUCTION 

 
The College of Business currently uses a home grown content management system. A content 
management system, often referred to simply as a CMS or plainly CMS, is a computer 
application used to create, edit, manage, and publish web site content in a consistently 
organized fashion.  
 
The purpose of using a CMS is to improve the effective and efficient operations of web site 
management.  Web site content creation, editing, management, and publishing without the use 
of a content management system requires the knowledge and experience in programming, html, 
xml, and other technological acumen.  Without such programming skill, web site tasks are 
accomplished through departmental information technology areas. CMS streamlines content 
and website maintenance without such prerequisite knowledge; merely requiring very basic 
computer skills.  This increased effectiveness and efficiency improves many facets of 
departmental, organizational and project based web sites. 
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LOG INTO THE CMS 

 
Navigate to www.business.uc.edu using your internet browser.  
 
Click on UC Tools next to the Search box. 
 

 
 
 
Click on CoB Portal 
 

 
 
Login using your Business Credentials (This is the same user name and password you would 
use to log into your Desktops in the College of Business) 

http://www.business.uc.edu/
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Once Logged in this is the screen you will see 
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EDIT YOUR PROFILE 

 
Click on Account Information 
 

 
 
 
Click on the appropriate tab to edit information about yourself 
 

 
 
 
For example: - Click the General tab to edit your contact info and click Update . NOTE: - Make 
sure to check the óAllow your photograph to be displayedô if you wish to do so. 
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EDIT A WEB PAGE 

 
First thing to do while editing a webpage is finding the name of the page you would like to edit. 
Letôs say we want to edit the following web page.. 
 

 
 
 
You can find the name of this page on the title bar of your browser window which is  
óAachen, Germanyô in this example. 
 


