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CREATING AND EDITING RESOURCES IN THE ECONCIERGE 
Please find detailed instructions for creating and editing entries for the eConcierge.  For each entry: 

1. Please be sure that you select a category, a department, and think of key search terms for each entry. 
2. Make sure the SSL box is checked with each entry. 
3. All links MUST be set to open in a new tab. 

Please be aware that while we initially requested that these entries be password-protected, people CAN see our information from 
off-campus if they know where to look. That makes our quality control of these materials very important. 

If you have questions, please contact Anne Stancil (astancil@marymount.edu). 
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VIDEO TUTORIALS 
There are a bunch of video tutorials provided by the creator of Commons. If any of the instructions are confusing, you might try 
these tutorials by clicking on the link, or navigating to from the word Dashboard in your Commons interface.  All you need to do is 
start by logging in (see below). 

 

LOGGING INTO THE ECONCIERGE KNOWLEDGE BASE 
Begin by heading to http://commons.marymount.edu/muservice, and if prompted for a password, type knowledgebase.  That will 
bring you to the main page that will eventually be accessible to all community members within the portal.  In order to edit the 
resource, you will need to go one step further and login with your Marymount ID. To do this, please click on the Log in option that 
appears on the top-left of your screen (see the red-circled phrase in the graphic above).  You will need to enter your password 
directly under the word password. 

 

 

VIEWING KNOWLEDGE BASE ARTICLES FOR EDITING 
From this new screen, the Commons “Dashboard,” hover your cursor over Knowledge Base, and from there click on All Articles. From 
this interface, you can search for an article you might want to edit (see green circled area below.) 

 

  

http://commons.marymount.edu/muservice/wp-admin/index.php?page=video-tuts
http://commons.marymount.edu/muservice
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WHAT CAN YOU EDIT? 
Most people who are adding resources to the eConcierge have “author” status which means that you can only alter articles for 
which you are listed as an author. If you need to be added as an author to certain entries, please send Anne Stancil 
(astancil@marymount.edu) a request. 

EDITING AN ARTICLE (AKA ECONCIERGE ENTRY) 
As a sample, I’m going to edit our article on Probation. I want to 
change the name of the article, and link to a few resources. I 
started by searching for probation in the area I circled in green in 
the previous graphic. In the resulting resource, I clicked on the box 
next to the resource name (which automatically checked the boxes 
above and below) and I clicked on Edit. Note that Quick Edit  has 
abbreviated editing options – let’s not use that for now. 

 

 

There is another good way to search an edit the articles. 
Both methods will take you to the same editing interface. 
From the “normal” MU Service knowledge base page 
(http://commons.marymount.edu/muservice), once 
you’ve logged in you see that Edit Article  is an option at 
the top of the page (see the red-circled text to the left). 
This option is a bit more convenient, but it does not give 
you as much information-at-a-glance as the first method 
we considered. 

 

 

Once I made it to the editing interface, it was easy to change the title of the article and to replace the text that had been 
automatically populated into the article from our original spreadsheet with eConcierge entry ideas.  But how could I link to another 
webpage? 

LINKING TO AN EXISTING WEB PAGE 

MAKING A QUICK HYPERLINK 
Making a text-based link to an existing web page is easy, but 
perhaps the final product is less polished than we would like. I 
suggest making a button (see the next page), but that process 
has been somewhat buggy, so it may be that it’s better for 
some people to just make a hyperlink that can be edited later to have a 
button if that seems to be needed. Making a hyperlink is simple. Just 
highlight the text, and click on the chain-looking hyperlink icon (see the 
red-circled icon to the right). From there, it is easy to finish – just paste 

your url into the URL box that pops up. Critical Step: You must click 
open link in a new window tab or your resource will not 
work in the portal. 

mailto:astancil@marymount.edu
http://commons.marymount.edu/muservice
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MAKING A BUTTON (OPTIONAL) 
A button linking to an outside webpage provides a polished and clear 
interface. My goal was to add a link to the CTL resource. To do this, 
click on the green + that is circled in (red in the graphic to the right. 
This takes you to a box that allows you to pick a shortcode. We want 
to select the White/Grey button – we will all pick this option 
because we want the resource to have a uniform look. After you 
select the White/Grey, a blue insert button will appear and you will 
click that. 

• What is supposed to happen is that you see new code on the page you are 
developing.  This is illustrated to the right, circled in purple. You should see 

[button size="large,small,mini" url="http://www" ] 
Write_visible_button_text[/button] 

• CRITICAL STEP: One of the requirements for the eConcierge to work in the 
portal is that all links must open in a new window to make this work here, you 

must add the text target="_blank" inside the first button brackets, so 

that the altered code looks like: 

 [button size="large,small,mini" target="_blank"  url="http://www"  ] 

Write_visible_button_text[/button] 

Where you see url=”http://www.” you need to replace the web address to match the address of your site. Where you see Button 
Text you should type what you’d like a visitor to see where the button appears.  

Here is how the button looks:  
 

 
 

SAVING AND VIEWING YOUR WORK 
If you’re reading this guide as you create or edit a resource for the first time, now would be a good time to save your work so that 
you do not lose the edits you’ve just made. 

Just click the Update button (or if your article is newly created, 
the button shows the word Publish) that is circled in blue to the 
left. If you want to see what your article looks like so far, you can 
either press the orange-circled Preview Changes (the way you’re 
“supposed to” look I think), or press the green-circled View 
Article (sometimes I could not get the orange-circled button to 
work and I needed to use the green-circled button instead). 
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When I viewed my work at this stage, this helped me realize that the buttons were not spaced nicely with the text, and that it’s 
easier to place a button ABOVE the corresponding text for clear viewing. Also, 
please note that words that you choose to show on the button can be very 
helpful for overall clarity and for information the knowledge base search 
engine.  When I was finished viewing/critiquing my work and ready to edit again, 
I clicked on edit article that is centered at the top of the screen (see red-circled 
text to the right). 

 

ADDING A LINK TO ANOTHER ECONCIERGE ENTRY 
After making my button in the previous example, I realized that a related area of concern for my example of Academic Probation is 
Academic Suspension. I made a new eConcierge page with this title, and I want to link to that resource from my article.  

INTERNAL LINK METHOD 1 (TEXT ONLY): It’s easy to 

make a link to another page by highlighting text and making a 
hyperlink. As with our linking to a webpage, the hyperlink is 
easier than making a button, but not preferred to making a 
button.  Simply highlight the text, and click on the chain-
looking hyperlink icon (see the red-circled icon to the right). 
From there, it is easy to finish… 

 

Just be sure to click on the Or link to any existing content that’s at the 
bottom of the initial dialog box (circled in purple to the left), select your 
page (you can use the Search bar if your article is hard to find), and click 
on the blue Add Link at the bottom of the page. 

 

 

 

INTERNAL LINK METHOD 2 (BUTTON): To add a button-link to your document, please see the instructions under “ADDING AN 

OUTSIDE LINK TO YOUR ARTICLE” on page 4. The only new trick you need here is how to find the link to your eConcierge resource.  
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Recall that in this example, I wanted to link to the page 
Academic Suspension. In order to make my button, I must first 
open the file to which I want to link in the editor (as explained 
on page 1 and pictured to the right).  From the edit interface, I 
can see the “permalink” address (circled in blue) which may be 
used as the url for creating a button to the resource. 

 

 

ADDING GRAPHICS TO AN ARTICLE 
For this example, let’s say I want to edit the DISCOVER Research entry. I want to take 
advantage of the nice logo for DISCOVER. I have a couple of options. In all options, I’ll 
use the Add Media button in the eConcierge editing menu (see the button that is 
circled in purple to the right). 

INSERTING A GRAPHIC FROM WEBPAGE 
One option for inserting a graphic is for me to go to the DISCOVER 
image that I like online, to right-click, and choose Copy image 
URL. Now I can go to the eConcierge editor, and select Add Media 
as described above, and then choose Insert from URL.  You simply 
fill in the dialog as is illustrated below: 

 

Of course, there is a disadvantage of linking to an external website for your graphic – as soon as the web site disappears or simply 
changes its URL, your graphic is lost. 
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INSERTING A GRAPHIC FROM A FILE 
When we copied the URL for our picture in the previous example, 
we could have simply saved the graphic (use the Save as…) option 
when right-clicking on the graphic.  Then, using the Add Media 
button in the editing menu, we can choose Insert Media, and from 
there we see two tabs: Upload Files and Media Library.  For a new-
to-the-eConcierge image, just go to Upload files and then Select 
Files (or you can drag your file into the window). Previously 
uploaded images will appear in the Media Library. The remaining 
steps, after uploading the image, should be self-explanatory. It may 
be worth noting that you can add a caption or description of the 
graphic if you like. 

ATTACHING A FILE 
For this example, let’s consider the Registrar’s office for a moment. Many of their processes involve collecting forms. One of those 
processes in particular involves the Change of Personal Information Form. There are two ways we could handle this form. The least 
exciting but very robust way is to attach a pdf that should be printed and mailed in. From the edit menu we would choose insert 
media exactly as we did in the previous example for attaching a graphic, and we would ask to upload our file.  For this process, note 

that we have an extra step in the screen that we see after uploading 
our file.  

In the Attachment Display Settings please change the default setting 
for Link To to now be Attachment Page. (See the red circle to the left.) 

What I do not like about this process is that there is no easy way to 
make the file a button such as the one that we added at the bottom of 
page 2 in these instructions. If you are satisfied with the appearance of 
your article without a button, you could stop with this link, but if 
you’re willing to take the 
time to add a button, I think 
that your resource will be 
easier to view. 

To add the button, first view the article that you have just created. Please right-click on the 
name of the file that you attached. Depending on your browser, you should see something 
like the picture to the right. You want to select Copy link address. Now the URL for this file 
is saved in your browser.  Now follow the instructions for adding a button using the 
instructions on page 4. 
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SELECTING DEPARTMENT, CATEGORIES, AND ARTICLE TAGS  

While you are editing the contents of the articles, it is helpful to go ahead and double-check all of 
the information to the right that gives a “home” for the article. This is critical to your resource 
being found in a search. 

First, please make sure the correct department or departments are selected. If multiple 
departments have a role in how a process is completed, it is fine to check all of those 
departments to make it easier for resource users to find this article, but it is also okay to put only 
the unit in charge to lessen confusion about who should be contacted for any problems. With 
luck, however, your article will be written in a way that makes this latter concern clear. 

You also want to select one or more broad categories to which this article belongs. You’ll see that 
if you need to add a department or category there is a mechanism for doing this, but we may 
veto some additions of categories because these also control how content is displayed for 
browsing. Too many categories can get confusing. It is possible, but difficult, to change the 
categories and departments that are currently listed if we find that they are not working well for 
us. 

The Article Tags at the bottom of the right-hand column are an important tool for helping he 
search process to work. What might someone not familiar with a process think it would be 
named? If someone needed to see information about Academic Probation, what other words 
might they think to search? We should enter whatever words we (and our colleagues) can think 
of so that our article will always pop up in a relevant search. 

CREATING A NEW PAGE FOR THE ECONCIERGE 
When I was creating the example on Academic Probation, I realized that we needed a page on Academic Dismissal. If you want to 
create a page for the knowledge base that does not yet exist, look at the top of the screen and click + New and then Knowledge Base 
(see the circled areas below): 

  

This takes you into a new article template that can be filled in using exactly the skills we used in editing the entries described 
previously. 

CAUTION!! If you simply press the +New at the top of the page, that will open a form for a new POST. This is not what you want. You 
want a new Knowledge Base Article. 
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ADDING GOOGLE FORMS (THIS IS ONLY FOR ADVANCED USERS!!) 
First, go to the editing interface for your form on Google Drive: 
 

 

and under the file menu, choose embed: 

 

You will copy the code given in the box: 

 
 

BUT HERE IS THE TRICKY PART. Paste that code into a temporary screen and only copy and use the part of that code 
that is in quotes.  Place the part of the code that is in quotes into the code below: 
[iframe src="PLACE HERE" width="100%" height="480"] 
You can adjust the width and height later if you like. Here is how my page looked after I did that: 
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