
Quick Guide to CMS Version 9.10

1. Login Page - http://www.alexandriava.gov/cms

2. Workarea with tabs for content, library, settings, etc.



3. Content Tab

4. Create new content by clicking -> New -> HTML content

 



5. New content area with the publish, check in, save and cancel buttons

 

 
6. Library tab showing images
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7. To use library items (images, files, quicklinks, etc.) - select the Insert tab, click the library button.

8. To add text on your page, either type it or copy/paste from a Word document.

 



9. To format the text, highlight the text and use the formatting buttons.

10. To set the image properties (ie. position, border, horizontal/vertical space) - go to Review tab, 
open the inspector (Review tab -> leftmost button), double click the image.

 



11. Editing Content Using the Silver Access Point

 

Conveniently update content directly from the website (after logging in). Whenever you 
see a silver access point on a piece of content that means that you can edit the content by 
clicking the silver dot. The fly-out menu offers the following options. 



Please contact Web Team  
(web.team@alexandriava.gov) 

if you encounter any issues with 
the CMS.


