
UNEweb Content Management System Training Notes 

Staff Profiles 
 

Online Help 

http://www.une.edu.au/cms/help 

Support 

Email: cmsadmin@une.edu.au 

You will be subscribed to une-cms@une.edu.au after you finish training. 

CMS Location  

http://cms.une.edu.au  (log in using your UNE username and password) 

Folder and File Naming Guidelines 

Only use lowercase letters, numbers and hyphens … no spaces, underscores or characters other than 

hyphens may be used 

Editing Staff Profile Pages 
There are two ways to edit your staff profile pages: 

1. Edit existing pages by clicking on ‘Edit’ in the bottom right corner of the footer on your page. 

Find the Visual Edit bar and click ‘Edit’ on that. This will open up the DCR Form that you use to 

edit pages without you having to enter the Content Management System itself. You will need to 

enter your UNE username and password in a login window. 

 
2. Login to the UNEweb Content Management System (CMS) itself (http://cms.une.edu.au) using 

your UNE username and password, navigate to the staff branch (paste the following into the 

address bar inside the CMS: 

//kaber.une.edu.au/default/main/UNEweb/Staff/WORKAREA/Staff/staff/ and click ‘Go’, or use 

the ‘Favourites’ button), and open the DCR form by choosing ‘Edit’. 
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The DCR Form 
The Data Capture Record Form is the form that contains the content of your web page. You edit the 

information in the boxes in the form to change your content. 

 

There are boxes that allow you to change your position, School, Faculty, building, room number, 

qualifications, phone numbers, etc. You can also upload a photograph from here. 



 

The form presents you with paragraph boxes to enter your details. There are several standard sections, 

which if filled in, will have the heading shown to the left of the box: 

 Description 

 Professional Affiliations and Memberships 

 Areas of Teaching 

 Research Interests 

 Consultancy Interests 

Following these sections, are ‘Extra Sections’ for additional information in paragraph form and sections 

for publications. 

After making your changes, you must remember to click the ‘Save’ button at the top of the page. 

Submitting Your Changes 



After saving your changes, you may preview your document first, or choose to submit immediately by 

clicking on the ‘Finish’ button at the bottom right of the form.  In practice, unless you want to see 

incremental changes, don’t bother with ‘Preview’, as you will see a preview before the page goes live as 

part of the submission process. When you click ‘Finish’, you will be asked if you want to regenerate the 

page. Choose ‘Yes’, and you will see your page as it will look when it appears on the web, this is your last 

chance to review  the page before it goes live on the web.  You will now need to move from screen to 

screen to finish the process. You can accept the defaults that are selected in the windows, but there may 

be reasons to change some. 

 

Choose ‘Next’ if you want to continue from the screen above. If you do continue, you will see the screen 

below. Deployment is the very last step of the submission process … that step that makes the page go 

live to the web. By default, this occurs when the submission process is finished (ie now). 

 

You will see the words, “Special Migration workflow” in the screen above. This is actually no workflow at 

all, if you continue, the page will go live without an approval step. To continue, click on ‘Finish’ at the 

bottom right of the screen. 

The next screen is the metadata screen (below). There are 3 fields that are mandatory and that must be 

entered manually (others are automatically filled in by the system). If you have an existing page, these 



will be filled in, and you may leave them as is. You may also change them, making them more relevant to 

you and possibly increasing your ranking in search engines. 

 

You will notice that there are two boxes that need to be filled in. This is because there are two files 

associated with every web page: the DCR file that will have your UNE username followed by ‘.xml’, and 

the output file that appears on the web. This will have your UNE username followed by ‘.php’.  You only 

need to enter information once in one of them, and then use the ‘Copy to All’ buttons to either copy up 

or copy down.  (NB: The ‘Fix save’ buttons only appear when ‘Title’ is selected.  This is actually a bug fix. 

If you don’t wait until this screen is fully loaded before clicking ‘Next’, the buttons at the bottom will be 

greyed out and you will be ‘stuck’ on this window. If this should happen, click the ‘Fix save’ button, and 

the buttons at the bottom will become active again.) 

Click ‘Next’ to continue. The last screen (below)  allows you to add comments to the task, but comments 

are not necessary. Click ‘Next’ to finish the process. 



 

Your page will now be live on the web, viewable at  http://www.une.edu.au/staff/yourusername.php.  

You can find Dr Lisa’s page at http://www.une.edu.au/staff/mlisa.php. 
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