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City of Detroit Web Site Home Page 
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Requirements for Logging into the City of Detroit Website 
 

1. You need Firefox or Chrome browser for editing. 
2. If you do not have the Firefox or Chrome browser, you can contact the Department of 

Innovation and Technology liaison to have the browser installed. 
3. You need a Username and Password.  

 

Logging into the City of Detroit Website Content Management 
System 
Live Site 
Navigate to https://detroitmi.gov/user/login  
 

Training Site  
Navigate to https://training.detroitmi.gov/user/login  

.       

  

https://detroitmi.gov/user/login
https://training.detroitmi.gov/user/login
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1. In the window that appears, enter your Username and Password. Select “Login”. 
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2. Once you are logged in, the content editor dashboard will appear. This is the area 
where you can add new content, edit content or view unpublished content. 
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Forgotten Password 
1. If you have forgotten your password. To reset your password. Select either “Reset 

Your Password” or “Forgot your password.”  
 

 
 

2. Enter your “username” or “email”. Click “Submit”. 
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3. You will receive an email from “Web editor” with the reset link. Click the link. 
 

 
 

 
 

4. Click the “Log In” button to log in the site and change your password. It is a one-
time link with an expiration date. 
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5. The reset password dialog box appears.  
 

 
 

6. Enter the new information in the password and confirm password. It will let you 
know your password strength and if both are a match.  New Password Format: 
Minimum 6 characters must include 1 capital letter, 1 number, 1 special 
character and cannot contain user’s name. 
 

 
 
 

7. Click the “Save” button to update the information.   
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8. The editor dashboard will display. 
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Logging Off the City of Detroit Website Content Management System 
1. Navigate to a Content Editor Dashboard, select “Logout”. 

 

 
 
 

2. Answer the question: “Are you sure you want to log out?” Click the “Log out” 
button. 
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Important Information 
1. Access to the website will be suspended after 6 months or more of inactivity. 
2. The username and password are not to be shared. Everyone must be trained to gain 

access to edit the website. 
3. When creating Smartsheet forms, please include webeditor@detroitmi.gov as an 

admin Editor. 
4. Images are not to be dragged and dropped into web pages; refer to the “Add Image” 

section. 
5. Use Notepad to copy information from a document first before copying it into a 

webpage. 
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Content Editor Dashboard 
 

1. This dashboard is the main area to edit the content, add new content, or view 
unpublished content. 

 

 
 
 

 
2. Add Content Area. This is the area to create content for your pages. 
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3. Edit Content Area. This is the area where you can edit the content on your pages. 
 

 
 

 
4. Edit Unpublished Content: This area contains all unpublished content on your 

pages. You can republish any content. 
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5. Google Analytics Area to view Analytics for the City’s website. You can submit a 

request for Google Analytics for your page. Please use the service desk portal. 
 
          
 

6. New Content Area: Lists new information added to the City’s website.  
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Changing Your Password 
 

1. Area to change your or update your email address. Select the “Edit” button. 
 

 
 
 
 
 

2. To change your password, enter the current password, enter a new password in both 
passwords and confirm the password. The New Password Format Must Be at Least 6 
characters long and include 1 capital letter, 1 number, and 1 special character. It 
cannot contain the user’s name. 
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3. If both are the same, you will see these messages. 
 
 

 
 

4. Click save to update changes. 

 
 
 

5. Select “Log out” to exit the system after completing updates, changes or adding 
information. 
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Add Content – Contact 
  Overview  
Types of Contacts: 

• Person: Actual person: Test Smith 
• Phone: Phone Number Only Example: Hotline – (313) 123-4567 
• Email:  Only Email Address Example: wededitor@detroitmi.gov 
• Website: Web Address Example: Michigan.gov  

 

Add Content – Contact – Person  
1. Select "Contact" from the dashboard under the "Add Content" Section. 

 

 
 

2. The Contact Dialog box opens, and you can begin by adding information.  
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3. Enter the name of the contact. *Required information 

 

 
 
 

4. Optional: Position. Enter the position of the contact person. 
 

 
 

5. Optional: Email Address. Enter the email address associated with the person. 
 

 
 
 

6. Optional: Phone. Enter the telephone number associated with the person. 
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7. Check “Person” as the contact type. (*Required to show on the website) 
 

 
 
 

8. Enter the department or page where this contact will reside. (*Required) 
 

 
 
 

9. Enter the position for the contact. Enter “Main” in the Relation Tag for the primary 
contact section 

 

 
 
 

10. Enter the position for the contact. Enter “Extra” in the Relation Tag for the lower 
contact section. 
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11. Enter the position for the contact. Enter “Office Directory” in the Relational Tag for 
the Council Directory section. 

 

 
 

12. Enter the position for the contact.  Enter “Special Contact” for the Planning and 
Development Staff section. Note: Images for contact must be submitted to the web 
team. 

 

 
 
 
 

13. Optional: Sorting Index. (Used to place contacts in a specific order) The index order 
starts with 0. 

 

 
 
 
 

 
14. Click “Save” to create the contact. 
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15. You will receive a message “Contact Test Name has been created.” Click the 
“Dashboard” button to return and continue to edit or add new content. 

 
 

 
 
 
 
 

16. If you selected “Main,” the contact will be in the upper right contacts section of the 
page. 
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17. If you selected “Extra,” the contact will be in the lower level of the page. 
 
 

 
 
 
 

18. If you select “Office Directory,” the contact will be in the Office Directory for the 
City Council Members web page. 

 

 
 

19. If you select “Special Contact” the contact information will be in the staff section on 
Planning & Development Pages. 
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Add Content – Contact – Phone 
1. Select "Contact" on the dashboard under the Add Content Section. 

 

 
 
 

 
2. The Contact Dialog box opens, and you can begin by adding information.  

 

 
 

3. Enter the contact’s name. *Required information 
 

 
 
 
 
 
 
 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 28 
 

 
4. Enter the telephone number in the phone field. 

 

 
 
 

5. Select “Phone” for the contact type. (*Required to show on the website) 
 

 
 

6. Enter the department or page where this contact will reside. (*Required) 
 

 
 
 

7. Enter the position for the contact. Enter “Main” in Relational Tag for the main 
contact section. 
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8. Enter the position for the contact. Enter “Extra” in Relational Tag for the lower 

contact section. 
 

 
 

9. Optional: Sorting Index. (Use to place contacts in a certain order) The order starts 
with 0. 

 

 
 

 
10. Click “Save” button to create the contact. 

 

 
 

11. You will receive the message “Contact Test Phone has been created”. Click 
“Dashboard” button to return and continue to edit or add new content. 
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12. If you select “Main,” the contact will be in the upper right section of the page. 
 

 
 
 
 

13. If you selected “Extra,” the contact will be in the lower level of the page. 
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Add Content – Contact – Email 
1. Select "Contact" on the dashboard on the dashboard under Add Content Section. 

 

 
 
 
 

2. The Contact Dialog box opens, and you can begin adding information.  
 

 
 

3. Enter the Email contact name. (*Required) 
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4. Enter the email address. 

 

 
 
 
 
 

5. Select “Email” for the contact type. (*Required to show on the website) 
 

 
 

6. Enter the department or page where this contact will reside. (*Required) 
 

 
 
 

7. Enter the position for email contact. Enter “Main” for the primary contact section. 
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8. Enter the position for email contact. Enter “Extra” for the lower contact section. 

 

 
 

9. Optional: Sorting Index. (This is used to arrange contacts in a specific order.) The 
order starts with 0. 

 

 
 

10. Click the “Save” button to create the contact. 
 

 
 
 
 

 
11. You will receive the message “Contact Test Email has been created. Click the 

“Dashboard” button to return and continue to edit or add new content. 
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12. If you select “Main,” the contact will be in the upper right section of the page. 

 

 
 
 
 

13. If you selected “Extra,” the contact will be on the lower level of the page. 
 

 
 

 
 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 35 
 

Add Content – Contact – Website 
1. Select "Contact" on the dashboard on the dashboard under Add Content Section. 

 

 
 
 

 
2. The Contact Dialog box opens, and you can begin adding information.  

 

 
 
 

 
3. Enter the Website contact name. (*Required) 
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4. Enter the Website address. 

 

 
 
 
 

5. Select “Website” for the contact type. (*Required to show on the website) 
 

 
 

6. Enter the department or page where this contact will reside. (*Required) 
 

 
 
 
 

7. Enter the position for the contact. Enter “Main” for the main contact section 
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8. Enter the position for the contact. Enter “Extra” for the lower contact section 

 

 
 

9. Click “Save” button to create the contact. 
 

 
 
 
 
 

10. You will receive the message “Contact Test Website has been created. Click 
“Dashboard” button to return and continue to edit or add new content. 
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11. If you select “Main,” the contact will be in the upper right section of the page. 

 

 
 
 
 

12. If you selected “Extra” the contact will be in the lower level of the page. 
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Add Content – Events 
  Overview  
Types of Events: 

• Events: Departments, Council, Boards, Commissions, Communities, City Clerk, Or 
Mayor’s Office  

• Meetings: Departments, Council, Boards, Commissions, Communities or Mayor’s 
Offices 

 

Add Events - Event  
 

1. Select "Events" on the dashboard. 
 

 
 
 

2. The Event Dialog box opens, and you can begin adding information for the event.  
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3. Enter the Event Name. (*Required)  
 

 
 
 
Note: For events with the same event title, add the date at the end.  
 

 
 

 
 
 

4. Select the Start Date from the Calendar. (*Required) 
 

 
 

 
 

 
5. Enter the time for the event/meeting. (*Required) 
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6. Enter the location by selecting from the list. If the location is not on the list, you can 
add the location later.  (Note: Go to Add Content-Location Section) 

 

 
 
 
 

7. Click the “Edit Summary” button  
 

 
 

8. Enter the summary information for the event. 
         

 
 

9. Enter the event /meeting detail information. (Note: If copying information from a 
document, you must first copy information to Notepad. Copy from Notepad to 
website.) 
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10. Enter the department/page the information will resided. (*Required) 
 

 
 
 
 

11. If a flyer or document is associated with the event. Select the browse button to 
navigate to the location of the flyer or document. 
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12. Select the file to be associated with this event. Click “Open”. 
 

 
 
 
 
 

13. The document is attached to the event. 
 

 
 

14. Click “Save” button to create the event/meeting. 
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15. You will receive the message “Event Test Event has been created. Click 
“Dashboard” button to return and continue to edit or add new content. 

 

 
 
 
 
 

16.  The Event will appear in the section for event on your page. 
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Add Events - Meetings 
 

1. Select "Events" on the dashboard. 
 

 
 
 

2. The Event Dialog box opens, and you can begin adding information for the event.  
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3. Enter the Meeting Name. (*Required) 
 
Note: For events with the same event title, add the date at the end.  
 

 
 

 
 
 
 

4. Select the Start Date from the Calendar. (*Required) 
 

 
 

 
 
 

 
5. Enter the time for the meeting. (*Required) 

 

 
 

6. Enter location by selecting from list. If the location is not in the list, you can add the 
location later.  (Note: Go to Add Content – Location Section) 

 

 
 
 
 
 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 47 
 

 
7. Enter the meeting with detailed information. (Note: If you copy information from a 

document, you must first copy it to Notepad. Copy from Notepad to website.) 
 

 
 

8. Enter the department/page where the information will reside. (*Required) 
 

 
 
 

 
 

9. To add an agenda for a meeting, select the browse button to navigate to the location 
of the agenda. 
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10. Select the meeting agenda and click “Open”. 
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11. The meeting agenda is attached. 
 

 
 
 

12. If there are additional agendas for the meeting, select the browse button and navigate 
to the file location. 
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13. Select the additional agenda and click “Open”.  
 
 

 
 
 

14. An additional agenda is attached. 
 

 
 
 

15. Note: Repeat steps 12 – 14 until all agenda’s items are added to the meeting. 
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16. (Optional) Presentations: Select the browse button to navigate the file location. 
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17. Select the presentation to attach to the meeting. 
 

 
 
 
 

 
18. The presentation is attached to the meeting. 

 

 
 
 

19. (Optional) Document: Select the browse button to navigate to the file location of the 
document.  (Max size of document 50MB) 
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20. Select the document for the meeting. 
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21. The document is attached to the meeting. 
 

 
 

22. (Optional) Minutes: Select the browse button to navigate to file location. (Minutes 
can be added to the meeting date after it is held.) 
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23. Select the minutes to attach to the meeting. 
 

 
 
 

24.  Minutes are attached to the meeting. 
 

 
 
 

 
25. Check the “Meeting” option in Special Event Type. 
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26. Click the “Save” button to create the contact. 
 

 
 

27. You will receive a message stating, “Event Test Meeting has been created.” Click the 
“Dashboard” button to return and continue to edit or add new content. 
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28. The Meeting will appear in the section for News & Events on your page. 
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Add Content – FAQ  
1. Select "FAQ" on the dashboard. 

 

 
 

2. The FAQ Dialog box opens to add FAQ information. 
 

 
 

3. Enter the “Title” for the FAQ. (*Required) 
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4. Enter the FAQ Question in the accordion section title. 

 

 
 

5. Select the “Add Component” button. 
 

 
 
 

6. Select “Rich Text” to add the answer section.  
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7. Enter the FAQ answer to the FAQ. (Note: If you are copying information from a 
document, you must first copy the information from the document to Notepad. 
Copy from Notepad to the FAQ answer section.) 

 
 

 
 
 
 

8. To create additional FAQ questions, select the “Add accordion” button and enter the 
next question. 

 

 
 
 

 
 
 
 
 

9. Select the “Add Component” button. 
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10. Select “Rich Text” to create an answer section.  
 
 

 
 

11. Enter the FAQ answer. (Note: If you are copying information from a document, you 
must first copy the information into Notepad.) Copy from Notepad to the FAQ 
answer section.) 
 

 

 
 
 
 

12. Repeat steps 7 through 11 until all FAQs are created. 
 
 

13. Click the “Save” button to create FAQS. 
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14. You will receive the message “FAQ Test FAQs has been created. Click the 
“Dashboard” button to return and continue to add new content or edit. 

 

 
 

15. The FAQs will appear in the FAQs section on your page. 
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Add Content – Location 
1. Select "Location" on the dashboard. 

 

 
 

2. Location Dialog box opens to add information for the location. 
 

 
 

3. Enter “Title” for the location. (*Required) 
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4. Enter “Address” for the location. 

 

 
 
 
 

5. (Optional) Enter “Hours” if the location has hours of operation 
 
 

 
 
 

6. To add additional hours; select the “Add another item” button. 
  

 
 
 

 
 
 

7. Enter the additional hours for the location. 
        

 
 

8. Enter the “Department Name” associated with the location. (*Required) 
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9. (Optional) Enter” Phone” for the location 

 

 
 
 

10. Click the “Save” button to create the location. 
 

 
 
 
 
 

11. You will receive the message “Location Test Location has been created. Click the 
“Dashboard” button to return and continue to edit or add new content. 
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Add Content – News 
1. Select "News" on the dashboard under Add Content. 

 

 
 

2. The News Dialog box opens to add information about the news. 
 

 
 

3. Enter “Title” for the news. (*Required) 
 

 
 
 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 67 
 

 
4. Select the start date from the calendar. (*Required) 

 

 
 

 
 
 

5. Click the “Edit Summary” button 
 

 
 
6. Enter the summary information for the news.  

 

 
 

7. Enter the “Description” for the news. (*Required) (Note: If you are copying 
information from a document, you must first copy it into Notepad. Then, copy the 
information from Notepad to the News Description section.) 
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8. If citywide, enter “City of Detroit “in Location.  Others enter the location for the 

news.  (*Required) In this area, you can type the information; there is no dropdown. 
 

 
 

9. Enter the department or page name where the news will reside. (*Required) 
 

 
 
 

10. To add the news to additional pages, select the “Add another item” button and select 
the page. 

 

 
 

  
11. If documents are associated with the news, select the “Browse” button to navigate to 

the file's location. (Note: File Size Limit 16 MB. Allow types: pdf, doc, docx, ppt, 
pptx, xls, xlsx) 
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12. Select the file to attach to the news. 

 

 
 

13. The file is attached. In the description, give a title for the document. 
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14. To add additional files, select the “Browse” button and repeat steps #12 and #13 until 
you have all the files you want associated with this news. 

 

 
 
 

15. Click the “Save” button to create the news. 
 

 
 
 

 
16. You will receive the message “News Test News has been created. Click the 

“Dashboard” button to return and continue to edit or add new content. 
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17. The News will appear in the News & Events section on your page. 
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Add Content – Related Link 
  Overview  
Types of Related Links: 

• External: Links to Agencies outside the City of Detroit 
• Internal: Link to City Departments or Divisions 

 

Add Content – Related Link - External  
 

1. Select "Related Link" on the dashboard. 
 

 
 
 

2. The Related Link Dialog box opens to add the information for the related link. 
 

 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 73 
 

3. Enter the “Title” for related link. (*Required) 
 

 
 
 

4. If the related link is an external link, enter the URL and Link text. 
 

 
 
 

5. Enter the department page or page name where the external related link will reside. 
 

 
 

 
6. Click the “Save” button to create the contact. 
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7. You will receive the message “Related Link Test Internal Related Link has been 
created. Click the “Dashboard” button to return and continue to edit or add new 
content. 

 
 

 
 

8. The Related links will appear in the Related Links section on your page. 
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Add Content – Related Link - Internal  
 

1. Select "Related Link" on the dashboard. 
 
 

 
 
 
 

2. The Related Link Dialog box opens to add the information for the related link. 
 

 
 

 
 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 76 
 

 
3. Enter the “Title” for the internal related link. (*Required) 

 

 
 

4. Select the page for the internal link. 
 

 
 
 
 
 

5. Select the department page or page name on which the related link will reside. 
 

 
 

6. Click “Save” button to create the related link. 
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7. You will receive the message “Related Link Test Internal Related Link has been 
created. Click the “Dashboard” button to return and continue to edit or add new 
content. 

 
 

 
 
 

8. The Related Links will appear in the Related Links section on your page. 
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Add Content – Document 
Overview  
      If the document is an informational page, it is under the “Documents” Section. 
Types of Documents: 

• Internal: Documents within the City of Detroit Departments or Divisions 
• External: Documents on other agencies outside the City of Detroit   

 

 Add Content – Documents - Internal 
 

1. Select "Document" on the dashboard. 
 
 

 
 

2. The Document Dialog box opens to add information about the document. 
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3. Enter document name. (* Required) 
 

 
 
 

4. Enter a short description of the document. (*Required) 
 

 
 

5. Select the “Browse” button to navigate to the file location.  Max file size 50 MB. 
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6. Select the new file. 
 

 
 

7. Select “Open” to insert the document. 
 

 
 

 
8. Select the Department or page name the document is assigned. 

 

 
 

9. Optional: Select “Add another item” to attach document on another page. 
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10. Select the page. 
 

 
 

 
City Council Documents  

 
11. If the document is newsletter, enter “Newsletter” Special Type.  

 

 
 
 
 

12. If the document is an ordinance, enter “Ordinance” Special Type.  
 

 
 
 
 

13. If the document is a statement, enter “Statement” Special Type. 
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14. If the document is a resolution, enter “Resolution” Special Type. 
 

 
 

 
15. If the document is a memo, enter “Memo” in Special Type. 

 

 
 

16. Click “Save” button to add the document to the website, 
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17. You will receive the message “Document Test Document 1 has been created. Click 
the “Dashboard” button to return and continue to edit or add new content. 

 

 
 
 
 

 
18. The document will be in the document section on the page. If there are more than six 

documents, click “Read More” to view list. 
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City Council Documents  

 
19. If you enter “Newsletter” in the Special Type field, the document will appear in the 

Newsletter Section of the web page. 
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20. If you enter “Ordinance” in the Special Type field, the document will appear in the 
Ordinance Section of the web page. 

 

 
 
 

21. If you enter “Statements” in the Special Type field, the document will be in the 
Statement Section of the web page. 

 

 
 
 

 
22. If enter “Resolution” in Special Type field the document will be in the Resolution 

Section of the web page. 
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23. If you enter “Memos” in the Special Type field, the document will appear in the 
Memos Section of the web page. 
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Add Content – Documents - External 
 

1. Select "Document" on the dashboard. 
 

 
 
 
 
 

2. The Document Dialog box opens to add information about the document. 
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3. Enter document name. (* Required) 
 

 
 
 

4. Enter a description of the document. (*Required) 
 
 

 
 

5. Enter the “URL” Link and the Link text for the document. 
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6. Enter the “department page” or the page this document will reside on. 
 
 

 
 
 

7. To place this document on additional pages, select the “Add another item” button. 
 

 
 

 
 
 

8. Click “Save” to add the document. 
 

 
 

9. You will receive the message “Test Document External” has been created. Click 
“Dashboard” button to return and continue to edit or add new content. 

 
10. The document appears in the document section. 
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Add Content – Form 
Overview  
If the document information must be filled out and returned. Place the document in the 
“Forms” section. 
Types of Forms 

• Internal: Forms used with the City of Detroit Departments or Divisions 
• External: Forms used by other agencies outside the City of Detroit. 

 

Add Content – Forms - Internal 
 

1. Select "Form" on the dashboard. 
 
 

 
 
 

2. Form Dialog box opens to add information about the form. 
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3. Enter “Title” for the form. (*Required) 
 

 
 

4. Enter a short “Description” information for the form. 
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5. Navigate the location of the form using the browse button. 
 

 
 

 
 
 
 

6. Select the form and click “Open”. 
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7. The form is attached. 
 

 
 

8. Enter the department for the form. 
 
 

 
 
 
 
 

9. Optional: Select “Add another item” to attach form on another page. 
 
 

 
 
 

 
 

10. Select the page. 
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11. Click the “Save” button to add the form to the webpage. 
 

 
 
 

 
12. You will receive the message “Form Test Form has been created. Click the 

“Dashboard” button to return and continue to edit or add new content. 
 

\ 
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Add Content – Forms – Internal -Smartsheet 
1. Select "Form" on the dashboard. 

 

 
 
 
 

2. Form Dialog box opens to add information about the form. 
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3. Enter “Title” for the form. (*Required) 
 

 
 
 
 
 

4. Enter the “Description” of the form. (Required) 
 

 
 
 

5. Enter the “URL” for the Smartsheet form. 
 

 
 

6. Select the Department or “Page Name” to which the form is assigned. 
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7. Optional: Select “Add another item” to attach the form on another page. 

 
 

 
 
 

 
 
 
 
 

8. Select the page. 
 

 
 
 

9. Click “Save” button to add the form to webpage. 
 

 
 
 

10. The form will be assigned to the form section of the webpage. 
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Add Content – Forms – External 
1. Select "Form" on the dashboard. 

 

 
 
 
 

2. Form Dialog box opens to add information about the form. 
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3. Enter “Title” for the form. (*Required) 

 

 
 
 
 
 

 
4. Enter a short “Description” for the form. 

 

 
 

 
 

11. If the form is on an external website, enter the URL. 
 

 
 

12. Enter the link text. 
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13. Select the department or page name where the form will reside. 

 

 
 

14. Click the “Save” button to add a form to the webpage. 
 

 
 
 
 

15. You will receive the message “Document has been created. Click the “Dashboard” 
button to return and continue to edit or add new content. 
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16.  The form will be added to the “Forms” section on your web page. 
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Add Content – Social Media 
Overview  
Types of Social Media: 

• Facebook 
• Twitter 
• Instagram 

 

Add Social Media - Facebook 
 

1. Select "Social Media" on the dashboard. 
 

 
 

2. Social Media Dialog box opens to create social media information for Facebook, 
Twitter, and Instagram. 
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3. Enter the social media title 
 

 
 

 
4. Click the “On” button for Facebook in the social media type. Both Instagram and 

Twitter buttons should be off. 
 
 

 
 
 

5. Enter the department. 
 

 
 

6. Enter the position for Instagram. Enter “Main” for the main contact section. 
 

 
 

 
 
 
 
 
 
 
 
 
 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 104 
 

7. Enter Facebook URL and link text. 
 

 
 

8. Click the “Save” button to create the contact. 
 

 
 
 
 
 

9. You will receive the message “social media has been created. Click the “Dashboard” 
button to return and continue to edit or add new content. 
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10. If you selected “Main” Facebook will be in the upper right section of the page. 
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Add Social Media – Twitter  
 

1. Select "Social Media" on the dashboard. 
 
 

 
 

2. Social Media Dialog box opens to create social media information for Facebook, 
Twitter and Instagram 
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3. Enter social media title. 

 

 
 
 

 
4. In the social media type, click the “On” button for Twitter. The Instagram and 

Facebook buttons should be off. 
 

 
 
 

5. Enter the department for Twitter social media. 
 

 
 

 
6. Enter the Twitter URL and link text. 
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7. Click the “Save” button to create the contact. 

 

 
 
 

8. You will receive the message “Social Media has been created. Click the 
“Dashboard” button to return and continue to edit or add new content. 

 

 
 

 
 
 
 

9. If you select “Main,” Twitter will be in the upper right section of the page. 
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Add Social Media – Instagram  
1. Select "Social Media" on the dashboard. 

 
 

 
 
 

2. Social Media Dialog box opens to create social media information for Facebook, 
Twitter and Instagram 

 

 
 
 

3. Enter the social media title. (* Required) 
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4. Turn “On” Instagram button from the social media type. Facebook & Twitter are off. 
 

 
 
 

5. Enter the department. 
 

 
 

6. Enter the Instagram URL and link text. 
 

 
 
 

7. Click “Save” button to create the contact. 
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8. You will receive the message “social media has been created. Click “Dashboard” 
button to return and continue to edit or add new content. 

 

 
 
 

 
 
 
 

9. Social Media will appear in “Main,” and Twitter will be in the upper right section of 
the page. 
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Add Content – Videos  
1. Select the video on the dashboard. 

 

 
 

2. Enter the Video name. 
 

 
 

3. Enter Video URL. (Note: YouTube link or Vimeo Video link only) 
 

 
 

4. Select the Department page or page where this will reside. 
       

 
 

5. Click the “Save” button. 
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6. You will receive the message “Video Test Video has been created.” Click the 
“Dashboard” button to return and continue adding objects or editing content. 
 

 
 

7. The video will appear on the video player, and all new videos added will be inserted 
into the video player. 
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Add Content – Images 
  Overview  

• **Note: All images should be added to the Website System before being used. 
Please do not drag and drop images in the description areas, as this can cause 
errors on the pages. 

• Add image to System. 
• Add image to Events. 
• Add an image to the Web page.  

 

Add Content – Images to System 
1. The image size requirement is 1170 pixels wide and compressed. If you do not access 

the change image size and compress.  You need to submit a request to Media Services 
using the following form.  https://detroitmi.gov/ccsdRequest . 

2. Once your image is the correct size, you can proceed.  
3. Select "Image" on the dashboard on the dashboard under Add Content Section. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://detroitmi.gov/ccsdRequest
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4. The Image Dialog box opens, and you can begin adding information.  

 

 
 

5. Enter the name of the image. *Required information 
 

 
 
 

6. Add Image. Browse to the image location.  
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7. Click the “Browse” button.  

 

 
 

8. Select the image from the file location. Click “Open” to add the image. 
 

 
 
 
 

9. Image is insert into Image Dialog box. Enter the alternative text (*Required) 
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10. Enter the Department (Page image assigned). (*Required) 
 

 
 
 

11. Click the “Save” button. 
 

 
 
 

12. The image has been added to the system. You can now use the image. 
 

 
 
 

13.  The image is ready to insert into an event or your page. 
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Add Content – Images to Events 
1. Select "Event" on the dashboard under the Add Content Section. 

 

 
 
 
 

 
2. The Event Dialog box opens, and you can begin adding information.  

 

 
 

3. Enter the event’s title. *Required information 
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4. Enter the start date. * Required Information 
 

 
 
 

5. Enter “Time”. *Required Information 
 

 
 

6. * Do not use the banner option. This option broke your pages in translation. 
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7. Enter the event information in the description. (*Required Information) 
 

 
 
 
 
 

8. Place the cursor at the location to insert the image within the description.   
 

 
 
 

9. Select the media library button on the toolbar.   
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10. The media library dialog box opens. 
 

 
 
 

 
11. If you do not see your image, enter the image name and click “Search” button. 
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12. You will see the result of the search. Click the box above the image click “Select 
Media” button. 
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13. The Embed media item dialog box opens. 
 

 
 
 
 

14. Scroll until you see the “Display As” option.’ 
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15.  Select “Original Size” for Display. 
 

 
 

16. Click the “Embed” button. 
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17. Image is embedded in the event. 
 
      

 
 

18. Enter “Department” page or pages the event will reside. 
 

 
 
 

19. Click “Save” button if there are no documents to add to event. 
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20. The Event is complete, and you can view it with the image. 
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Add Content – Images Within Pages 
1. Select "Pages" on the dashboard on the dashboard under Edit Content Section. 

 

 
 
 
 
 

2. The “Edit Page Panel” opens.  This lists all the pages you have the right to edit. 
Select the page to insert the image.  
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3. The Page selected will open. Scroll to the description area and place cursor where you 

want to insert the image. 
 

 
 
 
 
 

4. Select the media library button on the toolbar.   
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5. The media library dialog box opens. 

 

 
 
 

 
6. If you do not see your image, enter the image name and click “Search” button. 
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7. You will see the result of the search. Click the box above the image click “Select 
Media” button. 
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8. The Embed media item dialog box opens. 
 

 
 
 
 

9. Scroll until you see the “Display As” option. 
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10.  Select “Original Size” for Display. 
 

 
 

11. Click the “Embed” button. 
 

 
 
 
 

12. The image is embedded in the page description. (*Required) 
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13. Click the “Save” button.  
 

 
 
 
 

14. The page status message is revealed. Click on the page name to view the page. 
 

 
 

15. Page with the image embedded. 
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Add Content – New Pages, Action Buttons and Images  
You will have to contact the Web Team for additional pages to your department or adding 
hero image to pages. Make the request using   Http://servicedesk.detroitmi.gov 
 
Information needed for Action button request. 

• Action button name 
• Short synopsis for the button 
• Where to link the button 

 
 
Actions Buttons 
 

        
 
 
 
 

 
 
 

http://servicedesk.detroitmi.gov/
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Information needed for new page request. 
• Name of Page 
• Name of Parent Page 
• Summary for the page 

 
Page 
 

 
 
 
Hero Image - Image at the top of Department page. (Image size 1920 pixels x 835 pixels) 
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Media Service Requests 
If your department needs assistance with the following, submit a request to the Media 
Services Department, 
 
http://detroitmi.gov/mediarequests 
 

• Resizing Images 
• Creating flyers, graphics 
• Converting Videos (mp4) to YouTube Videos 
• Creating YouTube channels 
• Adding Videos to City’s YouTube Channel 

http://detroitmi.gov/mediarequests
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Service Desk Portal 
 
These are the steps to make website requests for the Web Team 

1. Enter  https://servicedesk.detroitmi.gov/ in browser, 
2. The Service Desk Portal opens. 

 

 
 
 

3. Login to the portal 
 

 
 

 
4. Portal Request Dialog opens. 

 

 

https://servicedesk.detroitmi.gov/
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5. Select “Make a Request” Option 

 

 
 

6. Select the type of request. 
 

 
 
 
 
 

7. Select “Don’t See a Request you Need” option for website requests. 
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8. The Request Ticket dialog box opens. 
 
       

 
 
 

9. Enter the information for the request in “Detail your request.” 
 

 
 
 
 
 

10. Select home, work or other in the “Customer Working From” option.  
 
 

 
 
 

11. Select “Attach File” for documents or images. 
 

 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 140 
 

 
12. The file upload box opens. 

 

 
 
 

13. Select the “Select Files” button. 

 
 
 

14. Navigate the file location, select the file, and click “Open”. 
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15. The file upload box shows the file attached. 

 

 
 

16. (Optional) Add additional Files. Click “Select Files” 
 

 
              

17. Navigate to the file folder to add more files.   
 

 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 142 
 

 
12. The file upload box shows the file(s) attached. 

 
 

 
 
 

13. Click the “Submit” button.  

 
 

14. The request has the information and file attached. 
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15. Submit the ticket by selecting the “Submit” button. 

 
 

16. Message request is submitted. Keep the ticket number as a reference for requests. 
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Editing Content - Contacts 
 

1. Select "Contacts" on the dashboard under Edit Content Section. 
 

 
 
 

 
2. The Contact Dialog box opens, listing all the contacts you have the right to edit. 

Select the “Edit as Content Editor” button to edit a contact. 
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3. The information for that contact box will open to make changes or corrections. 

 

 
 
 

4. Enter the changes for the contact. 
5. Click the “Save” button to update the information. 
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6. You will receive a message stating, “Contact Donna Northern has been updated.” 
Click the “Dashboard” button to return and continue editing or adding new content. 
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Editing Content – Events / Meeting 
1. Select "Events" on the dashboard under Edit Content Section. 

 

 
 

2. Events Dialog box opens listing all the events /meetings you have rights to edit. 
Select the “Edit as Content Editor” button to edit an event/meeting. 
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3. The information for that contact box will open. 
 

 
 
 

 
4. You can update the event title, date, time, and any other information about the event/ 

meeting. 
5. Click “Save” button to update the information. 
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6. You will receive a message “Event 2018 Detroit CERT Training Dates has been 
updated” Click “Dashboard” button to return and continue to edit or add new 
content. 
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Editing Content - FAQs 
1. Select "FAQs" on the dashboard. 

 

 
 
 

2. Events Dialog box opens listing all the events you have rights to edit. Select the “Edit 
as Content Editor” button to edit a FAQ. 

 

 
 
 

3. The FAQ Edit dialog opens to show all the FAQs. 
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4. Select “Edit” by FAQ pair to edit. 
 

 
 
 

5. Select “Edit” by the answer to edit. 
 

 
 
 

6. Repeat steps 4 & 5 until you are finished editing the FAQs. 
 
 

7. If you need to add a FAQ, select “Add accordion.”  
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8. Select the “Add Component” button. 

 

 
 
 

9. Select “Rich Text” to create an answer section.  
 
 

 
 
 
 
 

10. Add questions and answer to the new FAQ. 
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11. Click the “Save” button to update the information. 

 

 
 
 

12. You will receive a message “FAQs has been updated” and a listing of the FAQs. 
Click the “Dashboard” button to return and continue to edit or add new content. 
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Editing Content - Location 
1. Select "Location" on the dashboard under Edit Content Section. 

 

 
 
 
 

2. The Location Dialog box opens, listing all the locations you have the right to edit. 
Select the “Edit as Content Editor” button to edit an event. 
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3. The information for that location will open. 
 

 
 
 
 

4. You can update the information for the location e.g., address, hours.  
 
 
 
 

5. Click the “Save” button to update the information. 
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6. You will receive the message “Location has been updated.” Click the “Dashboard” 

button to return and continue to edit or add new content. 
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Editing Content - News 
1. Select "News" under the Edit Content Section on the dashboard. 

 

 
 
 
 

2. News Dialog box opens listing all the news you have rights to edit. Select the “Edit 
as Content Editor” button to edit a news. 
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3. The information for that news will open. 

 
 

 
 
 

4. Enter the changes for the news.  
5. Once the changes are complete. Click the “Save” button to update the information. 

 

 
 
 
 

6. You will receive a message stating, “News DWSD Improves Customer Convenience 
with New Mobile Friendly Web Portal has been updated.” Click the “Dashboard” 
button to return and continue to edit or add new content. 

 

 



City Website Training Manual  City of Detroit Internet 

Internet Web Training Manual Version April 2025 Page 159 
 

Editing Content – Related Link 
 

1. Select "Related Link" on the dashboard on the dashboard under Edit Content 
Section. 

 

 
 
 

2. Related Link Dialog box opens listing all the events you have rights to edit. Select the 
“Edit as Content Editor” button to edit a related link. 
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3. The information for that related link box will open. 

 

 
 

 
 

4. Enter the changes for the related link.  
5. Once the changes are complete. Click the “Save” button to update the information. 
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6. You will receive a message “Related Link Internal Link Test has been updated.” 

Click “Dashboard” button to return and continue to edit or add new content 
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Editing Content - Document 
1. Select "Document" under Edit Content Section on the dashboard. 

 

 
 
 

2. Document Dialog box opens listing all the documents you have rights to edit. Select 
the “Edit as Content Editor” button to edit a document. 

 

 
 
 
 

3. The information for that contact box will open. 
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4. If the document change involves removing and replacing it, select the “Remove” 
button to remove the old document first.   

 

 
 
 
 

5. Select the “Browse” button to navigate to the file location. 
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6. Select the updated file with the same name. If the file has a different name, use the 

add document process. 
 

 
 

7. Select “Open” to insert the document. 
 

 
 

8. Click the “Save” button to update the information. 
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9. You will receive a message: “Document Detroit Shelters and Warming Center 

Locations has been updated.” Click the “Dashboard” button to return and continue to 
edit or add new content. You will see the document you updated. 
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Editing Content - Form 
1. Select "Form" on the dashboard on the dashboard under Edit Content Section. 

 

 
 

2. Form Dialog box opens listing all the events you have rights to edit. Select the “Edit 
as Content Editor” button to edit a form. 
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3. The information for that contact box will open. To remove the old form, select 
“Remove”.  

 
 

 
 

4. Navigate to the location of the form with the same name by selecting the “Browse” 
button.  
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5. Select the form. 
 
 

 
 
 

6. Click “Save” button to update the information. 
 

 
 
 
 

7. You will receive a message “Form Athletic Field Application has been updated” 
Click “Dashboard” button to return and continue to edit or add new content 
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Editing Content – Social Media 
1. Select "Social Media" on the dashboard on the dashboard under Edit Content 

Section. 
 

 
 

2. Social Media Dialog box opens listing all social media you have rights to edit. Select 
the “Edit as Content Editor” button to edit an image. 
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3. The information for that image box will open with the type of social media link. 
 

 
 

4. Enter the update to the Facebook link. 
 

 
 

5. Click the “Save” button to update the information. 
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6. You will receive a message “Social Media Adams/Butzel Complex Facebook has 
been updated” Click “Dashboard” button to return and continue to edit or add new 
content. 

 

 
 
 

7. Repeat steps 1 through step 5 for changing Instagram and Twitter links. 
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Editing Content – Videos 
1. Select “Video” on the dashboard under Edit Content Section. 

 

 
 
 

2. Video dialog box opens listing all the videos you have the right to edit. Select “Edit 
as Content Editor” button to edit the video. 

 

 
 

3. Video Information opens. Update video link or add to another page. 
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4. Click the “Save” button to update the information. 
 

 
 
 
 
 
 
 

5. You will receive a message “Video Test Video has been updated.” Click the 
“Dashboard” button to return and continue to edit or add new content. 
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Editing Content – Images 
Overview  

• **Note: All images should be added to the Website System before use. Please do 
not drag and drop images in the description areas, which can cause page errors. 

• Edit image to System. 
• Edit image to Events. 
• Edit an image for the web page.  

 

Edit Content – Images in the System 
1. The image size requirement is 1170 pixels wide and compressed. If you cannot access 

it, change the image size and compress it.  You need to submit a request to Media 
Services using the following form.  https://detroitmi.gov/ccsdRequest . 

2. Once your image is the correct size, you can proceed.  
3. Select "Image" on the dashboard under Edit Content Section to update an existing 

image. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The Image Dialog box opens, listing all the images you have the right to edit. Select 
the “Edit as Content Editor” button to edit the image. 

https://detroitmi.gov/ccsdRequest
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5. Image Information dialog opens.  Remove the old image first. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Browse to the location for the updated image.  
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7. Click the “Browse” button.  
 

 
 

8. Select the image from the file location. Click “Open” to add the image. 
 

 
 
 
 

9. The image is inserted into the Image Dialog box. Enter the alternative text 
(*Required) 
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10. Click the “Save” button. 
 

 
 
 

11. The image has been added to the system. You can now use the image. 
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12.  The update image is ready to insert into an event or your page. 
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Edit Content – Images to Events 
21. Select "Event" under the Edit Content Section on the dashboard. 

 

 
 
 
 

 
22. The Event Dialog box opens, listing all events you can edit. Search for the event with 

the image you want to update. Select the “Edit as Content Editor” button to edit the 
event. 
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23. The event dialog box opens with the information. In the description of the event 
select the image to update.  

 

 
 
 
 

24. Select the edit button. 
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25. The “Select media item to embed” dialog opens. 

 

 
 

26. If you do not see your image to select. Enter the name and click the “Search” 
button. 
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27. All media library images with your search criteria will be shown. 
 

 
 
 
 
 

28. Select the image and click “Select Media” button. 
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29. The Embed media item dialog box opens. Select the “Embed” button to add the 
updated image. 

 

 
 
 

30. The updated image is added to the event. 
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31. Click the “Save” button to update the event. 
 

 
 
 
 
 

32. The Event is complete; you can view the updated image. 
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Edit Content – Images Within Pages 
16. If you have an updated image in the system for the page, continue to step 2. If not, go 

to the section “Edit Image. 
17. Select "Pages" under the Edit Content Section on the dashboard. 

 

 
 
 
 
 

18. The “Edit Page Panel” opens. This panel lists all the pages you have the right to edit. 
Select the “Edit as Content Editor” button beside the page with the image you want 
to update.  
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19. The Page selected will open. Scroll to the description area and place the cursor on the 
image you want to update.  

 

 
 
 
 
 

20. Click on the image and select the “Edit” button. 
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21. The Embed media item dialog opens. Select the “Back” button. 
 

 
 
 
 

22. The media library dialog box opens. 
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23. If you do not see your image, enter the image name and click the “Search” button. 
 

 
 
 
 

24. You will see the result of the search.  
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25. Click the box above the image and click the “Select Media” button. 
 
 

 
 
 
 

26. The Embed media item dialog box opens with information for the image. Select the 
“Embed” button to add the image to the page. 
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27. The image is embedded in the page description.  
 

 
 

28. Click the “Save” button.  
 

 
 

 
29. Page with the image embedded. 
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Editing Content - Page 
1. Select "Page" on the dashboard on the dashboard under Edit Content Section. 

 

 
 
 
 

2. The Page Dialog box opens listing all the pages you have rights to edit. Select the 
“Edit as Content Editor” button to edit a page. 

 

 
 

3. The information for that page box will open. 
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4. Enter the changes for the page.  
 
 
 

5. Once the information is updated. Click the “Save” button to update the information. 
 

 
 
 

6. You will receive a message “Page has been updated”  
 

 
 
 
 

7. Select the page name in the update message to view the page to see the page with the 
changes.  

 

 
 

8. Click the “Dashboard” button to return and continue to edit or add new content. 
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Deleting Content - Forms, Documents, Contacts or Page 
You will contact the web team for any deletions on your web pages. Make the request 
using   Http://servicedesk.detroitmi.gov 
 
See the Service Desk Portal Instructions; see page 137. 
 
Deletion Types: 

• Documents 
• Forms 
• Contact 
• Events 
• FAQS 
• Related Links 
• Social Media 
• News   
• Action Buttons 
• Pages 
• Videos 
• Images 

 
 
 

http://servicedesk.detroitmi.gov/
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Unpublish – Any Content Item  
1. You can unpublish any content, Uncheck the Publishing Status 

 

 
 

2. You received the message “Access denied”. The information is unpublished. 
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View Any Unpublish Content  
1. Select the content type to view unpublish content on your pages. 

 

 
 

2. Select the content from the list. 
 

 
 
 

3. The selected information will open. Check and update any information. Go to the area 
above the “Save” button. 

4. Check “Publish Status” to republish the information. 
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5. Click the “Save” button. 
 

 
 
 

6. The information is republished on your page. 
7. Repeat steps #1 - #6 for every content type you want to republish. 
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Archiving Content   
Overview  
Archiving Content is use when the information is needed for historical purpose or requested 
by law for a period of time. 

• Archive events    
• Archive news articles    
• Archive pages  

All archiving is going to use the edit process to locate the event, news or page. 

Archiving Events 
1. Select "Events" on the dashboard under Edit Content Section. 

 

 
 

2. Events Dialog box opens listing all the events /meetings you have rights to edit. 
Select the “Edit as Content Editor” button to edit an event/meeting you want to 
archive. 
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3. The information for that contact box will open. 
 

 
 
 

 
4. Check the “Archive” option for the event. 
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5. Click the “Save” button to archive the event. 
 

 
 
 
 
 

6. You will receive a message, “This content is for historic records only.”  Click the 
“Dashboard” button to return and continue editing, adding new content, or archiving. 

 

 
 

7.  
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Archiving News 
1. Select "News" under the Edit Content Section on the dashboard. 

 

 
 
 
 

2. News Dialog box opens listing all the news you have rights to edit. Select the “Edit 
as Content Editor” button to edit a news. 
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3. The information for that news will open. 
 
 

 
 
 

4. Select the “Archive” option to archive the news. 
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5. Click the “Save” button to archive the news. 

 

 
 
 
 

6. You will receive a message, “This content is for historic records only.”  Click the 
“Dashboard” button to return and continue editing, adding new content, or archiving. 
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Archiving Pages 
1. Select "Page" on the dashboard on the dashboard under Edit Content Section. 

 

 
 
 
 

2. The Page Dialog box opens listing all the pages you have rights to edit. Select the 
“Edit as Content Editor” button to edit a page. 

 

 
 

3. The page opens that you want archive. 
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4. Select the archive feature for the page. 

 

 
 
 

5. Click the “Save” button. 
 

 
 
 

6. You will receive a message, “This content is for historic records only.”  Click the 
“Dashboard” button to return and continue editing, adding new content, or archiving. 
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7. NOTES 
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NOTES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	City of Detroit Web Site Home Page
	Logging into the City of Detroit Website Content Management System
	Live Site
	Training Site
	Forgotten Password

	Logging Off the City of Detroit Website Content Management System
	Content Editor Dashboard
	Changing Your Password
	Add Content – Contact
	Overview
	Add Content – Contact – Person
	Add Content – Contact – Phone
	Add Content – Contact – Email
	Add Content – Contact – Website

	Add Content – Events
	Overview
	Add Events - Event
	Add Events - Meetings

	Add Content – FAQ
	Add Content – Location
	Add Content – News
	Add Content – Related Link
	Overview
	Add Content – Related Link - External
	Add Content – Related Link - Internal

	Add Content – Document
	Overview
	Add Content – Documents - Internal
	Add Content – Documents - External

	Add Content – Form
	Overview
	Add Content – Forms - Internal
	Add Content – Forms – Internal -Smartsheet
	Add Content – Forms – External

	Add Content – Social Media
	Overview
	Add Social Media - Facebook
	Add Social Media – Twitter
	Add Social Media – Instagram

	Add Content – Videos
	Add Content – Images
	Overview
	Add Content – Images to System
	Add Content – Images to Events
	Add Content – Images Within Pages

	Add Content – New Pages, Action Buttons and Images
	Media Service Requests
	Service Desk Portal
	Editing Content - Contacts
	Editing Content – Events / Meeting
	Editing Content - FAQs
	Editing Content - Location
	Editing Content - News
	Editing Content – Related Link
	Editing Content - Document
	Editing Content - Form
	Editing Content – Social Media
	Editing Content – Videos
	Editing Content – Images
	Overview
	Edit Content – Images in the System
	Edit Content – Images to Events
	Edit Content – Images Within Pages

	Editing Content - Page
	Deleting Content - Forms, Documents, Contacts or Page
	Unpublish – Any Content Item
	View Any Unpublish Content
	Archiving Content
	Overview
	Archiving Events
	Archiving News
	Archiving Pages

	NOTES

