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T4 Advanced Editor web training



Agenda

Facilities nearby

• Welcome, introductions and today’s goals

• Review from basic editor class

• Using additional T4 content types and functionality

< short break >

• Introduce lab

• Start lab

• More  T4 content types and functionality

• Finish lab 2



Welcome, introductions 
and today’s goals
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• Now:  IT Collaboration Team Member

Started October 2015

• B4:  Web/SharePoint work @ 
Scott County and Normandale College

• Trainer:  HTC, Anoka Tech, ATC

• Member:  MnSPUG, UXPA, Nat’l Gov’t 
Web Professionals

• Work hobby:  web content strategy

• Personal hobby:  riding motorcycle

Lynne Figg

About Lynne
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• Now:  IT Collaboration Team Director

Started October 2014

• B4:  SharePoint consultant

• Trainer/Speaker:  Mindsharp

• Member:  Twin Cities SharePoint User 
Group

• Work hobby:  Not meetings

• Personal hobby:  Improv

Tamara 
Bredemus

Hide.  Use for 2020 
newbie trainings

About Tamara
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About you?
Department? What web work will you do? Hobbies?
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What we are covering

• Use Edit Content view to edit an existing section (page)

• Work with more content types

• Work with more page templates

• Additional functionality

• Use resources in T4 for help
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What we are not covering

• Writing for the web and content strategy guidelines

• How to use Direct Edit – covered in Basic class

• Every content type and page template

• Quality Owner responsibilities

• Specific content maintenance for your content
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Brief Review



Write for the web 

• Use active voice. Professional friendly

• Use plain language

• Avoid jargon. Spell out acronyms 1st time used

• Avoid big words.  Use short sentences – max 17 words

• Avoid click here. Avoid underlines

• Chunk content. Use bulleted lists

• Follow accessibility best practices

• Incorporate search engine optimization (SEO)

• And more . . .



• Consistent experience across all parts of the city.

• Better service for all with easy access to tasks and clearer 
information.

• Accessible.  Devleop a WCAG 2.1 AA compliant site that is 
inclusive and accessible to more residents.

• Modern site that reflects the city and its people.

• Strong digital presence that delivers timely and relevant 
information.

• Improved search. Include filters on search listing pages.

Goals

Our new public website
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Topic Areas

Our new public website
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13

Our new 
public website
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Our strategy

Brief Review



Our content creation principles

• Write for accessibility and inclusion

• Be consistent

• Be concise, simple, and clear

• Use web writing best practices

• Communicate with empathy and purpose

• Be human-centered and data-driven

• Tell our story
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Resources

● http://citytalk/web/wco

● http://citytalk/web/WebStandardsGuidelines



Transforming our content

Page Templates

Core content City activities Special - use

• Topic Navigation
• Topic Detail
• 101 Guide
• Article
• Gateway – PDF
• Gateway – Embed
• Gateway - Videos

• Program/Initiative
• Project

• Dept/Division
• Neighborhood

Detail
• Report an issue

Lab practice with: Topic Detail and Gateway – PDF 

Note: Council and Ward pages – special use case 



• Editor

o T4 role: contributor

o Maintain public website content. Submit content for approval

• Quality Owner

o T4 role:  moderator

o Ensure quality of public website content.  Approve.

• Digital Services Team

o Communication/Outreach Quality Owners and Administrators

o Ensure overall quality of public website.  Assist content folks

o Subject Matter Experts

o T4 role:  none.  Provides content for the web

o Reviews published content for accuracy

Roles & responsibilities overview
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● Phase 1 content:  http://www.minneapolismn.gov

● Existing site:  http://archive.minneapolismn.gov

Phased launch web addresses

http://www.minneapolismn.gov/
http://archive.minneapolismn.gov/
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Brief Review of T4 Basics



Brief Review of T4 Basics

Using T4

● Page templates concepts

● Content types

● Sections – branch section and section (page)

● T4 Site Structure

● T4 Dashboard

● T4 Lab
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Reminder:  T4 is the name of the Web Content 
Management System (WCMS) and the vendor.



Page templates review

23

Core content City 
activities

Special - use

•Topic Navigation​
•Topic Detail
•101 Guide​
•Article​
•Gateway –Document
•Gateway – Embed​
•Gateway - Videos​

•Program/Initiative​
•Project​

•Dept/Division​
•Neighborhood​
Detail​
•Report an issue​

*Wards are a special type of Dept/Division page and 
neighborhood detail



Page templates review

• Have a single purpose

o Topic Navigation

o Topic Detail

o Gateway – Document (PDF)
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Page templates review

• Available content types depends on page template
o Topic Navigation: I want to, Explore in this section

• Excluded content types for each page template

o Gateway-PDF excludes: I want to, Explore in this section

• Recommended order of content types
o Required first:  Page header and summary

o Required last (when included): Contact

o Topic Navigation: 

o Page header and summary

o I want to

o Report an Issue section (if included)

o Explore in this section 25



Content Types Review

A content type is . . .

• One block of content

• Has a single purpose
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Page template content types

< Page header and summary

< Scannable paragraph

< Scannable paragraph

< Scannable paragraph

< Contact

< Contact (group) heading

< Group heading (blank)
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T4 helpful resources

https://docs.terminalfour.com/documentation/

Knowledge Base

• Click T4 community icon. 

• Navigate to documentation in knowledge base

https://docs.terminalfour.com/documentation/


Review sections

T4 Section (page)
When viewing the Site Structure, 
you'll see that it is made up of folders and 
subfolders. 

These are the Sections of your site(s) and 
they are the containers for your content.

T4 Branch Section
A Section containing Subsections 
is call a Branch.

Content type
Content blocks used in a Section to 
display contents on a web page
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Used T4 Site Structure

T4 Branch Section
Any folder with + sign is a 
Branch Section

T4 Section (page)
Any folder without a + sign 
is a Section (page)
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Used the T4 Site Structure

Section Result

Normal

Hidden

Pending

Inactive

Mirrored

Shows in nav

Not show in nav

Needs approval to 
show in nav

No longer being used.  
“In recycle” waiting to 
be removed

Displays content from 
another content type
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Used the T4 Dashboard

Content appears on website

Content awaiting approval

No longer being used on page
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Navigated to page to edit

Two Methods

• Use Site Structure to navigate to the name of 
the page (section) 

• Click the Content drop-down. Select Edit Content*
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Page name in breadcrumb. Title Case.



Adds a content type 
to a section (page)

Direct edited an existing page
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Used sidebar
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Edited Paragraph and Header 
Summary
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Edited Group Heading

Edit Group Heading
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Content elements
* = required

Ribbon

Edited Scannable Paragraph
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Added promotions

We added a sign-up promotion and promotion
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Moved a content type

• From Content tab

o Scroll to content type to move. 

o Click     and drag to desired position

o Click General Tab.  Click Save changes. 
3 of 3 40



Removed a content type

Removed the sign-up promotion
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Method 2: Click red square

Method 1: Edit, then expire



Direct Edited a Gateway-PDF
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Mirrored a content type

Add Contact Info for Licenses and Permits

1. Exit out of Direct edit

2. From Site Structure view, scroll 
down until you find Site Assets.

3. Expand Site Assets.

4. Click Contact Information

431 of 2



Mirrored a content type

Add contact info for Licenses and Permits

• Click Content tab  

• Filter:  licensing

• Find the contact content type you want

• Click Action drop-down.  Select Mirror

2 of 2 44



Completed lab per handout

• Use MS-Word documents to create 2 pages

o Topic Detail

o Gateway - PDF

• Practiced using Direct Edit

o Work with content types

o Worked with content in 
content types

o Mirrored a content type for 
contact

• Used the ribbon
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Used documents in SharePoint site for content



46

Completed lab pages

Food Shelves – Topic Detail & Gateway-PDF



• Log-in to training area

• Navigate to page to edit

• Enter direct edit

• Edit content in a content type

o Scannable paragraph

o Group heading

o Link to another page in T4

Direct Edit

1 of 2

Basic Editor Summary
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Edit Content using Direct Edit

• Learn about content types 

• Add a content type to a page

• Move a content type from a page

• Remove a content type from a page

• Mirror a content type to add it to a page for contact

2 of 2

Basic Editor Summary

48
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More T4 Content Types

and functionality
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Additional content types

Content type fun facts

● 72 total

● 27 behind-the-scenes

● 45 for content work

We will touch on most of them today and . . .

In lab, we will practice using the most common ones.



Let’s use the content type help

• Credentials (both are case sensitive)
o Userid:  Traineditor

o Password: Traineditor

• Use Chrome

51
Let’s do together in T4
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Additional content types

Use how-to info in T4 – Preview helpful resources
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Page Header and Summary 

Two types commonly used

● Page Header and Summary

● Page Header and Summary with content link

Scroll through content type to learn:

● What it will look like

● When to use it

● Best practices

Note: content types in blue will be highlighted in class
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Page Header and Summary 

Two types commonly used

● Page Header and Summary (review)

● Page Header and Summary with content link
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Gateways

Three types  (page templates & content types) 

● Gateway – Document (review)

● Gateway – Embed

● Gateway – Videos   (used for video in other languages)

Scroll through content type to learn:

● What it will look like

● When to use it

● Best practices
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Gateway

Gateway - Embed
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Content presentation

Options

● Multicolumn content

● Accordion

● Content with gray background  (review)
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Content presentation

Multicolumn content - content
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Content presentation

Multicolumn content
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Content presentation

Accordion

Recommended for FAQ
Try to avoid on other pages
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Content presentation

Accordion

Recommended for FAQ
Try to avoid on other pages
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Links

Options

● List of links in tiles

● List with icon
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Promotions

Options

● Promotions (review)

● Promotion (large)
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Images

Options

● Feature image/video

● Row of images (1-3)

● Image in tile

● Hero image

● Image Carousel
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Images

Options

● Feature image/video

• Add link in 
manually

• Click radio 
button to 
indicate 
show 
image on 
right or left
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Images

Options

● Feature image/video
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Images

Options

● Row of images (1-3)
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Images

Options

● Row of images (1-3)
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Images

Options

● Row of images (1-3)
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Additional Functionality

Options

● Custom bullets

● Future dates – publish and expire

● Duplicate - create new “shell” page



71

Additional Functionality

Custom bullets

● Add ‘regular’ bullet

● Then select custom bullet

● Will see green or red 
hollow box in edit mode
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Additional Functionality

Future dates

● Publish

● Expire

https://docs.terminalfour.com/documentation
/managing-content/create-content/
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Additional Functionality

Future dates

● Publish

● Expire
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Additional Functionality

Future dates

● Publish

● Expire
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Additional Functionality

Future dates

● Publish

● Expire



Duplicate a new Section (Page)

Coming soon:  Duplicate Page Template 

77

Create a new section (page) 

from a ‘shell’ page template 

with placeholder content types



Duplicate a new Section (Page)

Coming soon:  Duplicate Page Template 
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Duplicate a new Section (Page)

Coming soon:  Duplicate Page Template 
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Duplicate a new Section (Page)

Coming soon:  Duplicate Page Template 
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Duplicate a new Section (Page)

Coming soon:  Duplicate Page Template 
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Agenda

Facilities nearby

• Welcome, introductions and today’s goals

• Review from basic editor class

• Using additional T4 content types and functionality

< short break >

• Introduce lab

• Start lab

• More  T4 content types and functionality

• Finish lab 82
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Introduce hands-on lab

Time to experiment
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Lab: Use Resources

In City’s T4 T4 KB Documentation 

https://docs.terminalfour.com/documentation/

https://docs.terminalfour.com/documentation/
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Lab Part 1: Time to experiment

Add to Topic Detail – advanced editor

● Multi-column content

● List of links

● Feature image/video – do 2: image on left, image on right

● Insert custom bullets

● Accordion

● Link to content – Try on your own: links to content type
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Lab Part 1: Time to experiment

● Scannable paragraph

● Promotion 

● Sign-up promotion

● Content with gray background

● Mirrored contact information

● Link to another section in the site

● Link to an external site
We used direct edit

Add to Topic Detail – basic editor



Hands-on lab

Premise

87

Duplicate 
page template

Replace placeholder 
content with real content



Hands-on lab

Premise

88

Duplicated 
page templates

Rename section
For breadcrumb

Click on section 
to rename
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Lab Part 1: Time to experiment

Topic Detail
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Gateway – Embed (GIS)

Lab Part 1: Time to experiment

● Full screen button – link to URL

● Display on page - add embed iframe code

Embed iframe code
<iframe height="800" 
src="http://cityoflakes.maps.arcgis.com/apps/MapTour/index.html?appid=fb93a57d5b204c2e
a6a94b065a88092c&amp;webmap=0561ab533fc448a5b5a4b6d6cde7e4c8" 
width="100%"></iframe>
<a 
href="http://cityoflakes.maps.arcgis.com/apps/MapTour/index.html?appid=fb93a57d5b204c2ea6a94b065
a88092c&amp;webmap=0561ab533fc448a5b5a4b6d6cde7e4c8">View larger map</a>

Full link
http://cityoflakes.maps.arcgis.com/apps/MapTour/index.html?appid=fb93a57d5b204c2ea6a9
4b065a88092c&webmap=0561ab533fc448a5b5a4b6d6cde7e4c8
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Gateway - Embed

Lab Part 1: Time to experiment
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Lab Part 1: Time to experiment

30 minutes
Have fun! 

Use the lab handout as a guide.  Play.  
Add more content types and functionality. 

• Topic detail
• Gateway - embed
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More T4 content types

and functionality



Agenda

Facilities nearby

• Welcome, introductions and today’s goals

• Review from basic editor class

• Using additional T4 content types and functionality

< short break >

• Introduce lab

• Start lab

• More  T4 content types and functionality

• Finish lab 94



Articles (Hidden)    -vs- Articles by tag or Select

Display article(s) on web page

95

Article web page

Pet adoption (TD) web page



More T4 content types

• Articles (Hidden)

• Articles by tag or Select

96

Article (hidden) content type       
● Include content type on article web page
● Used for tagging

Article by tag or select content type
● Include content type on web page to display article(s)
● Choose what shows by tag or manually select



Display article(s) on web page
Articles (Hidden)    -vs- Articles by tag or Select

97

Site Structure
Create article branch 

section (Do once)

Create article 

Add/update content 
type on web page to 
show article in the tile
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Articles

Steps to add an article and display

3. Add/Update content type on page to display article(s)
● Include Article by tag or select content type
● Tag properly

1. Create article branch section (Do once)
● A branch in content area for articles
● Note: hide from navigation if don’t want it to show

2. Create article and tag
● Create article (section/page) in the article branch
● Include Article (hidden) content type
● Tag properly
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Articles

1. Create article branch section (Do once)

Use a branch section to store article section page

Hide from navigation

Can choose to show articles branch page. 
We’ll cover that next.
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Articles

Create article (section/page) in the article branch

Done for you for this class.

2. Create article and tag
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Articles

Replace placeholder content with your content

Article branch

2. Create article and tag
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Articles

Create article (section/page) in the article branch

Article

2. Create article and tag
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Articles

Include Article (hidden) 
content type

Tag properly

Article

2. Create article and tag
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Articles

2. Create article and tag

Tag properly

Article
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Articles

3. Add/update content type to display on page

Include Article by tag or select content type
Tag properly

Example: Topic Detail
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Articles

Required: Tag properly for article to be included on pages 
that “pull in” articles with these values

o Specify “who” organizationally article relates to:
o Tag Department(s)
o Tag P/I
o Tag Topic

Example: Topic Detail

3. Add/update content type to display on page
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Articles

Optional: Override organization tags and manually select 
up to 3 articles(s) to display on the page and specify 
order.

Example: Topic Detail

3. Add/update content type to display on page
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Articles

3. Steps to add an article and display

Add/Update content type on page to display article(s)
● Optional: Add link to show more articles

Example: Topic Detail
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Articles

View article(s) on Adopt a Pet page

Example: Topic Detail



110

Articles

View all articles tagged for a department

Example: Topic Detail



More T4 content types

• Programs and Initiatives (hidden) – use on page

• Programs and Initiatives by tag or Select – to display

• Projects – use on page to tag

• Project by tag or Select – display on page by tag

111

Projects content type           
● Same as (hidden) but can also be used to display
● Not covering in class.  Similar process as initiatives



More T4 content types

• Programs and Initiatives (Hidden)

• Programs and Initiatives by tag or Select

112

Programs and Initiatives (hidden)           
● Include content type on program/initiative web page
● Used for tagging

Programs and Initiatives by tag or select
● Include content type on page to display P/I page
● Choose what shows by tag or manually select
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Lab Part 2: Time to experiment

Use the lab handout as a guide.  Play.  
Add more content types and functionality. 

30 minutes
Have fun! 

• Article
• Topic Detail



T4 WCMS
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Advanced Editor
Basic Advanced Quality Owner

T4 Advanced Editor web training


