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Terminal Four (T4) Content Management System 
 

The Terminal Four (T4) content management system (CMS) is a web-based application that allows users to 
create and edit web pages through a web browser. It is a ‘What You See Is What You Get’ (WYSIWYG) 
program, meaning you can edit web pages like you would in a word processing program.  Since the CMS 
uses a set of templates to create pages on the Loyola site, it also ensures that pages conform to the Web 
design standards set by the university. While there is room for some variation between sites, the Loyola 
University Chicago Health Sciences Division websites will present a coherent style to readers.  

 

Logging into T4 
T4 can be used with any web browser, but is generally best with Firefox.  You will only be able to access T4 
from a networked computer on-campus, or if you have VPN/LSA access from home. 

1. Enter http://www.luc.edu/t4  in the Address field of your browser window. (This page will be used 
for announcements and alerts for the CMS) 

2. Click on T4 Login button :  

 
a. If this button doesn’t populate the T4 login page, you are not on the university’s network 

(i.e. working off campus, or still on the hospital network) 
b. You’ll need VPN/LSA access to log in to T4. Once you’ve obtained VPN access, log in to the 

VPN/LSA (vpn.luc.edu | lsa.luc.edu).  Note: Google Chrome not supported for VPN. 
3. Type your Loyola UVID and password in the appropriate boxes.  
4. Click Login or press Enter.  
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Navigating the Site Manager 
When you log into T4, you will see the basic Site Structure.  To get to your school or department’s web 
pages: 
 

1. If needed, click on the plus sign next to Health Sciences Division or Stritch School of Medicine to 
expand the tree 

2. Click on the plus sign to the left of your department’s pages 
 
To return to the Site Structure either click on the T4 logo in the upper-left of the screen, or click on  
Content and select Site Structure from the drop-down. 
 
 
Helpful Hints:  

¶ The folders are known as ‘Sections.’ 

¶ The yellow/manila-colored folders represent ‘Sections’ included in the navigation 

¶ The gray-colored folders represent ‘Sections’ excluded from the navigation.   

¶ A plus sign next to the folder indicates that the ‘Section’  has Sub-Sections 

¶ ‘Sections’ and/or Sub-Sections can have multiple pieces of content. 
 
 

 
 
 

Editing an Existing Web Page (an existing sub-page within your existing website) 

1. Locate the ‘Section’ you want to edit. 
2. Click on the ‘Section’ Name 
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3. Click the light gray Content tab from the top button bar 
4. Locate the piece of content you want to edit and hover over the yellow arrow and click Modify from the 

drop-down menu. 
5. When you’re finished modifying your content, Click Update and Approve to save your changes and make 

your changes viewable in Preview mode. This option will also publish your changes and your changes will 
go out on the next automatic deploy set. If you want to save your changes, but don’t want your page to 
deploy yet, you can click Update option. If you want to create a page that will not deploy and can only be 
edited by you, you would select the Save As Draft mode. 

 
 

 
 

Creating a New Web Page (a new sub-page within your existing website) 

1. Locate the ‘Section’ in which you want the new page to appear. 
2. Hover over the yellow arrow and click Add Ψ{ŜŎǘƛƻƴΩ from the drop-down menu. 
3. Determine if this page should be included in the ‘Section’ navigation.  If so, leave the Show in Navigation 

box checked; if not, uncheck that box. 
4. Click Add.  Your screen will refresh and you’ll be returned to the Site Structure. 
5. Locate this ‘Section’  and hover over the yellow drop-down and click Add Content 
6. When you’re finished modifying your content. Click Update and Approve to save your changes and make 

your changes viewable in Preview mode. This option will also publish your changes and your changes will 
go out on the next automatic deploy set. If you want to save your changes, but don’t want your page to 
deploy yet, you can click Update option. If you want to create a page that will not deploy and can only be 
edited by you, you would select the Save As Draft mode. 

 

Previewing Content 
 

Click the Preview button  to see how a piece of content will appear on the Web.  If you would like to make 
changes, click the “X” in the upper right corner to close the preview window and return to the edit screen. You can 
also use the Preview window to verify that your links are working as expected.   (Depending on the configuration of 
your department’s pages, you may see an additional window that will ask you to choose a channel to preview your 
pages. Choose the Health Sciences Division channel)   
 
 
 
 
 

Note: Clicking “preview” on a piece of content doesn’t always accurately depict how the web page will look once live, 
nor does it always follow the correct design scheme of the page.  To get an accurate sense of how the ‘Section’  you 
just edited will appear, it’s best to preview the entire web page by hovering over the yellow arrow and clicking 
preview Ψ{ŜŎǘƛƻƴΩ  from the drop-down menu. 
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Adding Style to your Page 
From the button bar, you can create or modify text in much the same way you would in MS Word.   If you hover 
over any of the buttons a small pop-up window will describe its function.  Following are some of the more common 
items: 

 

The Bold and Italic Buttons 
These can be found on the top row of the button bar, near the left.   Highlight the text you want to change and click 
the appropriate button.   
 

 
 

Bulleted Lists 
There are 2 types of lists that can be created in T4, an unordered list and an ordered list.  The buttons for each 
can be found in the second row of the button bar near the left. 
 

 
 

Find or Find/Replace Buttons 
These are located in the second row of the button bar, at the left. 
 

 
 

Undo and Redo Buttons 
These are located in the second row of the button bar, near the middle. 
 

 
 
 

The Spell Check Button 
This is located in the second rod, near the right. 
 

 



5 
 

 

The Paragraph Drop-Down 
This is in the center of the top row and allows you to select different types of headings.  To mark the beginning of a 
new ‘Section’  of text, you could create a heading by using the Paragraph Drop-Down selection. 

 

 

 

The formats that would be most used on your page is: 

FormatĄ paragraph: this is the basic font for the webpage, no special format 

Format Ą Heading 2: All caps and maroon  

Format Ą Heading 4: Case sensitive and gray 

Format Ą div: Ignore. 

StylesĄ none exist. Ignore 

 

When you are adding formats/styles to your pages please Preview your changes before Updating/Approving them 
to make sure they appear how you want them to. 

 

Adding an Image 
 

Insert an Image onto your page 
Before beginning this step, make sure the image you want to upload is available on your computer, either on the 
hard drive or on a storage device (e.g., disk, CD, flash drive). 

 
1. Place your cursor where you want to insert your image: 
2. Click the Insert Media button 

 

 
 

3. Click the Plus (+) next to Health Sciences Division or Stritch School of Medicine, then click the Plus (+) next 
to your department name, then click on the actual images folder 
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4. Click the Add Media Button 
 

 
 

5. Fill in the Name field 
6. Locate the Media field and click the Browse button to the right to locate image on your local drive 
7. Click Add.  You’ll return to your Media Library and the screen will refresh. 
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8. Hover over the image and click the Select button. 
 

Editing an Image 
You can change the size of any image in your media library without affecting the original 

 
1. Click once on the image within your page 
2. Click the Insert Media button 
3. When the Media Library opens, hover over the image and click the Advanced button 

 

 
 
 
 
 
 

4. Click Add Variant 
 

 
 

5. Check the box directly above Keep aspect ratio 
6. Change the width or the height. Selecting the Keep aspect ratio option, will retain the original proportions 
7. Providing a Variant Name is optional 

 

 
 

8. Click Save 
 

Terminal Four will retain all variations of the original image.  When you open an existing image, you will see any 
variations that were created 
 
 

Removing an Image from Your Page 
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1. In modify mode, click the image. 
2. Press the Delete key. 

 
 
Tables 

 
Inserting a Table 
 

1. Place the cursor where you want the table to appear. 
2. Click the Table button. 

 

 
 

3. Type the number of columns and rows you want in the table. You can add and remove columns and rows 
later. You can adjust Cell Spacing, Cell Padding and Borders if you wish 
 

 
. 

4. To create table headers with a maroon background and white text in the top row, check the box next to 
“Make first row a header” You’ll be able to see this in preview. 

5. Click Insert. 
 
 
 
Adding a Row or Column 

 
1.  Place the cursor in the row or column near the one you want to add. 
2.  Click the appropriate button to the right of the Table button. There are separate buttons depending on 

what you want to do.  There is a button to insert row before, insert row after, insert column before 
and insert column after.  These designations are based on the placement of your cursor. 
 

 
 
Deleting a Row or Column 

 
1. Place the cursor in the row or column you want to delete. 
2. Click the appropriate button to the right of the Table button.  There are separate buttons to either Delete 
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Row or Remove Column. 
 

 
 
 

Adding Links 
 

There are 3 types of links in the T4 system; a Web Link, a Ψ{ŜŎǘƛƻƴΩ Link, and a Content Link.  A Web Link is a link 
to a web page outside the Loyola system.   A ‘Section’ Link is a link to another web ‘Section’ within Loyola.  A 
Content Link is a link to another piece of content within Loyola. 

 
 

To add a Web Link:  (to link to something outside of Loyola) 
 

1.  Highlight the text you want to link. 
2.  Click the Insert/Edit Link button. This is on the top row, near the right. 
 
 
 
 
 
 
 
 
3. Type in the link URL and Click Insert. 
 
 

 

 
 
To add a Section  Link:  (to link to another ‘Section’  either within your department or another department) 

 
1.  Highlight the text you want to link. 
2.  Click the Insert Section  Link button. This is in the fifth button from the right in the second row. 
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3.  Navigate to the relevant ‘Section’ and click on it. 
 
 
 
 
 
 
 

 
 
 
 
 
 
To add a Content Link: 

 
1.  Highlight the text you want to link. 
2.  Click the Insert Content Link button. This is in the fourth button from the right in the second row. 
 
 
 
 
 
 
 
 
 
3.  Navigate to the relevant piece of content and click on it. 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

To add an Anchor Link 

 

An anchor link links to a specific spot on a Web page. Anchor links can be used to focus the audience’s attention to 
a particular piece of information on your site. Creating an anchor link consists of two steps:  

Step 1: Insert an anchor in front of the information you want to link to.  
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Step 2: Create a link to that anchor. 

 

To insert an anchor: 

1.  Place the cursor where you want the anchor. 

2. Click the Anchor button from the top button bar 
 
 
 
 
 
 

3. Select Insert/Edit Anchor 
 

 
 

4. Provide a name for your anchor and click Insert 

 
To link to an anchor 
 

1. Highlight the text you want to link to the anchor 
2. Click the Insert/Edit Link button from the top button bar 

 
 
 
 
 
 
 
 
 

3. Locate your anchor name from the Anchors drop-down and select it 
 

 
 

4. Click the Insert button 
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To Add a PDF link: 
1. Highlight the text you want to link to a PDF 
2. Click on the Insert Media button 

 
 
 
 
 
 

3. Navigate to the folder in which you saved your PDF 
 

 
 

4. Click the Add Media Button 
 

 
 

5. Fill in the Name field.  Best practice is to name the file the same as it is named on your local machine.  
i.e. john_doe.pdf 

6. Locate the Media field and click the Browse button to the right to locate the PDF on your local drive 
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7. Click Add.  You’ll return to your Media Library and the screen will refresh. 
8. Hover over the PDF and click the Select button. 

 

 
 

9. You will see that the text you highlighted changed to the PDF title.  To change that, double click on the link 
and a Set Media Attributes screen should pop up. Now, rename the file to your liking. 
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Removing a Link 
 

1. Click once on the linked text. 
2. Click the Unlink button which is located near the right on the top row of the button bar. 

 

Compare Versions of a Page 
 
In T4, you have the ability to compare 2 versions of the same page to see what changes have been made. 

1. Modify a piece of content and click Update 
2. Select History from the yellow drop-down menu beside the content 
3. Select Compare for the two versions you want to compare and then click Compare Versions. 
4. Selected either Preview Compare or Normal Compare. 
5. You may be asked to select the part of the page you want to compare; the head, the name or the Content 

Area.   
6. Select Content Area.  You can click either html or text.  Changed, added and removed content is 

highlighted 
7. Close the window and click Set Active beside the version you wish to use 

 
 

 
 

Saving a Web Page or Piece of Content 
 

To save new or edited pieces of content or web pages, click the Update & Approve button, this option also 
publishes your content to the web. You may want to save your work periodically to ensure that it is not lost in the 
event of a system failure. Save as Draft: will save in editor but not show in Preview mode, only the user who 
created will be able to edit this page. Update option will save content and place changes in “Pending” status, 
other users who have access to edit that ‘Section’ will be able to option and edit page as well. 
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