
	
	
	
Basic	Content	Edits	
The	instructions	below	show	how	to	make	content	edits	in	Cascade	8.	You	can	
also	search	the	Cascade	8	Knowledge	base	which	can	be	accessed	from	the	
hamburger	menu	in	the	upper	right	corner	of	your	Cascade	dashboard.	
	
Use	your	NetID	to	log	in	to	Cascade	
http://www.northwestern.edu/cms/	
	
Make	sure	the	server	you	wish	to	work	in	is	selected.		
	

	
	
	
	
	



	
	
	

	
	
	
	
	
	
	
	
	
	

Use	the	folders	on	the	left	side	to	find	
the	page	you	want	to	edit.	
	
The	URL	of	the	page	you	wish	to	edit	
will	show	you	where	it’s	located,	e.g.:	
sps.northwestern.edu/masters/health-
informatics/index	
	
Clicking	on	your	folder	of	choice	will	
expand	its	contents.	
	
You	can	easily	back	out	of	the	folder	
you’re	in	by	clicking	on	the	
breadcrumb	path	on	the	upper	left	
part	of	the	window.	
	
	
	
	



	 	
	

	

	
	

Once	you	have	found	the	page	you	want	to	
edit,	click	on	the	page	name	(in	this	
example	“admission.”)		The	page	will	open	
in	view	mode,	allowing	you	to	verify	you’re	
on	the	right	page	and	locate	the	content	
you	wish	to	edit.	
	
Once	you’re	ready	to	edit,	click	the	“edit”	
icon	in	the	white	top	menu	bar.	



Basic	Editing	Functions	
	

	
	

1. The	“Content”	button	will	be	selected	by	default.	Most	users	will	be	editing	content	only.	
2. “Title”	this	is	the	heading	of	your	section.	Content	should	be	used	here.	
3. Subheads	are	optional.	Most	sections	do	not	use	them,	but	if	it	makes	sense,	go	ahead!	
4. Content	is	optional	in	this	section.	If	you	have	simple	text	that	requires	no	formatting,	you	can	

use	this.	Otherwise,	leave	it	blank.	
5. “Type”	Default	is	WYSIWYG	and	most	users	will	use	this	setting.	If	you	feel	something	else	is	

needed	and	you	want	help,	ask	spswebtechsupport@northwestern.edu	
6. This	is	where	your	content	goes	in	most	cases.	WYSIWYG	controls	can	be	used	to	format	and	

add	links	and	tables.	
7. In	Cascade	8	once	a	link	is	created	it	is	automatically	formatted!!	
8. Use	the	up/down	arrows	to	rearrange	sections.	The	plus	and	X	buttons	will	add	or	delete	

sections.	
9. Once	you’ve	completed	your	edits,	click	“Save	&	Preview”	



	
	
	
	
You	will	then	see	a	preview	version	on	the	page	that	includes	your	edits.	Once	
you’ve	proofed	and	are	satisfied	with	the	content,	hit	“Submit.”	You	can	also	click	
“Edit”	to	perform	additional	edits,	or	“Discard”	if	you	want	to	delete	your	edits	
(this	will	not	delete	the	entire	page,	just	your	non-submitted	edits).	
	

	
	
	
	
	
Submitting	the	page	creates	a	workflow.	Workflows	will	either	go	to	the	approver	in	
your	department	or	directly	to	marketing	for	review,	depending	on	your	department	
approval	chain	set	up.	Upon	submission	to	marketing,	the	workflow	will	be	reviewed	
and,	if	no	changes	are	needed,	approved	and	published	to	the	live	site,	typically	within	
24	hours.	In	an	emergency	change	needs	to	be	published	sooner,	send	an	email	to	
spswebtechsupport@northwestern.edu	that	specifies	which	page	needs	immediate	
publishing.	



Additional	Resources:	
	

• Northwestern	University	Cascade	Help	site:	
	 http://www.northwestern.edu/cascade-help/	
	

• The	Cascade	8	Knowledge	base	can	be	accessed	from	the	hamburger	
menu	in	the	upper	right	corner	of	your	Cascade	dashboard.	

	
• For	assistance,	contact	spswebtechsupport@northwestern.edu	

	
	
	
	
	
	
	
	
	
	


