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Using Your Instructor Website
Note: It is recommended to use either Firefox or Internet Explorer to edit Instructor Website pages

Instructor Logon

Go to http://cf.linnbenton.edu/artcom/find_instr.cfm and click on your name in the list of instructors. To logon 
to your website, click “Logon” at the bottom of the navigation links to the left. Use the same username and 
password as when you logon to the computer at LBCC.

tinyMCE Editor

After you are logged in, click on “Edit Page” at the top of the left navigation links. This will bring up tinyMCE, a 
word-processor-like webpage editor.  Click inside the window to begin typing. 

Tech Support:   Daniel Williams, Web Developer    →  williada@linnbenton.edu 541-917-4367    LBCC Information Services
 Login Support: Help Desk            →  lbcchelpdesk@linnbenton.edu    541-917-4333
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Save button. Be sure to click this button after you finish editing to save your changes.

Text align Create Table

Change font size

Help using tinyMCE page editor

tinyMCE Webpage Editor
tinyMCE works on Windows with Internet Explorer 6.x and higher and Mozilla Firefox 1.x and higher and on 
Macintosh computers with Mozilla Firefox 1.x and higher.

Undo and RedoCut and Copy

Bold, Italic and Underline Display hidden elements.

Insert Image Window
To insert an image into your web page click “Insert/Edit Image” 
then paste a link from your uploads to a .gif or .jpg file. Type a 
description for the image in the image description field that can 
help screen readers describe what is being shown or describe the 
image in case the image fails to load. Add the image width and 
height in pixels in the Dimensions fields to ensure the image 
displays correctly in the browser and fits in your web page. Add 
space and/or a border around the image by typing a value in pixels 
in the spaces provided. To insert the image into the webpage, click 
“Insert.”

Insert Hyperlink Window

Highlight the text would like to make into a link, then click the Insert/
Edit Link button. To link to a page from within your own website you 

enter web.cfm?pgID=004, where “004” would be replaced by the pgID 
for your own page. If you would like to link to a page not contained in 

your website, then insert the entire URL including “http://”.

Create Bullet or Numbered List

Spell check

Find and replace

Subscript / SuperscriptOutdent / Indent

Cleanup messy Code

Inserts special characters

*Paste, Paste Plain Text,
Paste from Word

View / Edit HTML code

Change font color
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Click on “Add a New Page”. Choose a section from the 
dropdown list, then type a name for the new page and 
click “Create”. You will be taken to the new page and a 
link to the new page will automatically be added to the 
Site Map. You can access the new page by clicking the 
Site Map link to the left, or through a link at the bottom 
of the page from other pages in the same section.

Website Management Functions

Website Management functions appear at the top of the page when you are logged in to your website. 
Page functions allow you to add pages, delete pages, and turn pages on and off. 
Section functions allow you to add, delete and turn sections on and off. (Sections are used to group 
pages with related content. For example section WR121 would contain pages relating to that course.)

Adding a Page to Your Web Site

Click on “Add Section”. Enter a section title, 
then click the “Submit” button. After you click 
Submit, you will be taken to a new webpage 
with the same title as the section title. 
The Section title will show up on the bottom of 
the webpage when you are in other sections 
of the website. A link to your new section is 
automatically added to the Site Map. 
Delete a section by clicking “Delete Section”.

Adding a Section to Your Web Site

Deleting a Page from Your Web Site

You can delete any page except a section page. To delete a page, click on “Delete Page”. 
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Uploading Files to Your Website

1. Log in to your website, then click “Upload/Delete Files” in the upper left corner of the page. Instructions for
uploading a file are on the upload/view/delete page.
2. After the file is uploaded, the link to the file is displayed.
3. Copy the link by following the instructions on the page.
You can upload the following file types: .gif, .jpg, .doc, .txt, .htm, .html or .pdf. If you need to upload other file
types, contact Daniel Williams, williada@linnbenton.edu 541-917-4367.

Linking to the uploaded File

Navigate to the webpage where you want a link, then click on “Edit Page”. In the tinyMCE edit 
window, type text for the link, for example “Week 3 homework” then highlight the link text. Click 
the “Insert/Edit Link” button on the tinyMCE toolbar . Right-click in the Insert/Edit Link window 
and click paste to paste in the link from step 3 above. Click the “Save” button at the bottom of the 
tinyMCE edit window. 

Pasting from a Word Processor into the tinyMCE Window

To copy and paste directly from Microsoft Word, use the “Paste from Word” icon to paste text from 
Word into the tinyMCE window. Microsoft Word adds hidden code to documents which affect how 
pages display in a browser, and the “Paste from Word” function removes the problematic code. 
Word Perfect files can be pasted directly into the tinyMCE window. 

Using “Shift + Enter” keys to force a line break adds no extra space between lines of text. 
Using the “Enter” key at the end of a line of text adds a large amount of space between the lines.

Formatting Text

The following illustration shows the difference between using the “Enter” key to force a line break and using 
“Shift + Enter”, which creates a line break with no space between the lines of text.

Problem: When editing in HTML mode, the window displays code without word wrap turned on.

Solution: Click the “Word Wrap” checkbox in the HTML editing window.
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