
1. Login to La Sierra’s Typo3:
1. Visit https://lasierra.edu/typo3/ in your favorite web-browser.

2. Login using the credential provided to you.
Note: If you are unaware of what your credentials are, please contact Marcelo Vetter (webeditor@lasierra.edu).

2. Edit pages using frontend interface: 
Getting to the frontend:
When you first log in to Typo3, you’ll see the backend interface. This interface is the best place to 
do major changes and additions. In order to get to the frontend interface, while logged in on the 
backend mode, click on the La Sierra University logo at the top left-hand corner. This will open a new 
tab/window containing La Sierra’s home page. The frontend editing interface is for quick and simple 
updates.  Browse to the pages you would like to edit before continuing. Since you are logged in, 
frontend editing capabilities will be enabled for areas that your account has permissions to edit. These 
are usually your department’s pages.

Frontend - Editing Content Elements:
1. Move your mouse over the area that you would like to edit.

2. Click on the pencil that appears in the right-hand corner of the content you’re hovering over.

A window will open showing the different fields available for editing, (i.e. Header, Subheader etc.) 

3. Make any changes to content sections.

4. Save, or cancel any changes with the following Icons:

 Close Document: Returns you to the content areas display of the page without saving any 
changes you made.

 Save Document: Saves the document without realoading the current page.

 Save Document and View Page: Saves the document and opens/refreshes a preview of the 
page in a new window/tab.

 Save and Close: Saves the document and returns you to the content areas display of the page.

Remember to submit your changes for approval when you’re done editing. (see section 4: Workspaces).



Adding Content Elements:
1. Move your mouse over the area where you would like to add new content.

2. Click on the “New Record after” icon that appears in the top right-hand corner of the content
you’re hovering over.

A window will open showing the different fields available for editing, (i.e. Header, Subheader, Text, 
etc.) You may change the content type by selecting “type” under the “General” tab.

3. You may insert your content into any of the available fields. (i.e. Header, Subheader, Text, etc.)

4. Save, or cancel the addition of your content.

Remember to submit your changes for approval when you’re done. (see section 4: Workspaces).

Preview page in frontend:
Once you’ve made changes you may want to be able to 
preview the page without the hover features active (it’s the 
orange dashed borders when the mouse is over a content elment). In 
order to do this:

1. Move your mouse to the bottom left-hand corner of
the internet browser window and you’ll see the Typo3
Admin Panel appear.

2. Click on the “minimize” button and wait for the page
to reload.

You will now see that when you hover over content areas, you no longer see the add and edit icons 
appear. In order to return to content editing:

3. Move your mouse to the bottom left-hand corner again

4. Click on the “maximize” button and wait for the page to reload. The editing hover over mode will
be back.



3. Edit pages using backend interface:
When you first log in to Typo3, you’ll see the backend interface. This interface is the best place to do 
major changes and additions. 
Note: If you are planning on doing minor changes, go to section 2: “Editing pages using the frontend interface.”

1. Click on “Page” in the side panel on the left-hand side under the “Web” section.

2. Select the page you would like to edit in the site page tree.
Note: you may have to expand parts of the tree to get to the page you want to edit.

Once you have your page selected you’ll see an informal grid with content areas (Top, Main Content, 
Right, etc.) and content (About the Department, Mission Statement etc.). Those positions reflect where 
the content elements will appear on the webpage [frontend]. You can easily move elemetns around. 
(see Moving Content Elements, on the next page).



Editing Content Elements: 
1. Move your mouse over the dark gray bar above the specific content you would like to edit.

2. Click on the pencil on the right-hand side of the gray bar.

3. Make any changes to content fields available (i.e. Header, Subheader, Text, etc.)

4. Save, or cancel any changes you made with the following icons near the top of the page:

 Close Document: Returns you to the content areas display of the page without saving any 
changes you made.

 Save Document: Saves the document and reloads the current editing page.

 Save Document and View Page: Saves the document and opens a preview of the page in a 
new window/tab.

 Save and Close: Saves the document and returns you to the content areas display of the page.

Remember to submit your changes for approval when you’re done. (see section 4: Workspaces).

Moving Content Elements:
1. Click and hold the dark gray bar above specific content. You will see that the available content

areas will become light green.

2. Drag the content you have selected over one of the green position areas until the green area turns
a darker green.

3. Release the mouse click and the content will now be located in the new position.



Creating New Content Element:
Move your mouse over a content area (The light gray boxes) and click on the 
“Add New Record” button. 

4. Select a content type from the list of options.

5. Insert your content into the available fields.

6. Save the content using the buttons near the top of the page. (see Editing Content: step 4)

Remember to submit your changes for approval when you’re done. (see section 4: Workspaces).

Hiding or Removing Content:
1. Move your mouse over the dark gray bar above the specific content 

you would like to edit.

2. Click on the slider/switch control to hide the content from the page 
or click on the trash can to delete the content.
Note: It is recommended not to delete content unless you’re absolutely sure you 
will not need to use it in the future. 



4. Workspaces
All the edits that you make don’t become public automaticaly. These 
edits go into a list awaiting approval and are visible to you from 
workspaces. In workspaces you can select all the edits you have made 
and send them to get approved or delete any unwanted edits. We 
highly recomend you make all changes in all pages you want before 
sending changes for approval.

Accessing Workspaces
To access workspaces, log in to typo3 backend if you are not logged 
in yet at http://lasierra.edu/typo3/ and click on workspaces in the side 
panel. 

Submit multiple items for approval:

1. Check the checkbox next to each item you want to publish, Click on the “choose Action”
dropdown at the bottom of the page, and select Send to stage “Ready to publish”.

2. A dialog box labeled “Send to stage” will appear. Please fill out the comments section explaining
what changes you made to facilitate approval. Not writing comments may slow down the approval
process.

Submit single item for approval:

1. Move your mouse over the item you would like to publish and 
click on item name.

2. A dialog box will appear. Click Send to stage "Ready to Publish"

3. Another dialog box will appear.  Please fill out the comments section 
explaining what changes you made to facilitate approval. Not writing 
comments may slow down the approval process. 



5. File Management
In the typo3 backend, you have the capability of uploading documents and images to post on your 
pages. To do this, log in to lasierra.edu/typo3/ and click on Filelist in the side panel.

File Naming
Before uploading files to the server, rename the files in your 
computer first following the instruction below:

Filenames should always be lowercase letters using dashes to 
separate words. Also always try  to avoid adding dates or years 
in the file name.

e.g.: file-name-without-dates.pdf

Uploading Files
Once you are in Filelist you’ll see a file tree where you usually 
see the website tree.

1. Click on one of the following options:

• [Department] Documents: Upload downloadable
documents here.

• [Department] Images: Upload images to put into the
website here.

• Shared Files: Do not upload unless the files need to be accessed by other backend users.
(i.e. La Sierra logo, etc.)

2. Click on the upload icon  near the top of the page.
Note: If you’d like to organize your file system you can to create new folders by clicking the “New” icon.

3. If you know that another deparment already has the file you also want to show in your web pages,
please contact the Webmaster at webeditor@lasierra.edu. (duplicate files will be deleted!)

Overwriting/Updating existent Document Files
If you want to overright document files on the server (usually updating files to newer document 
versions), make sure to rename the file on your computer to reflect the same name of the files on 
the server. (see File Naming section on the top of this page). Once ready, upload the file and click OK in the 
dialog box “Shall existing files be overwritten?”. If you don’t follow this instruction and simply delete 
the file and upload a new file instead, the web page refering to the file will have a broken or missing 
link. This can affect pages accross the whole website in case one of your files is being used by another 

department.




