
OU Campus Quick Reference  
 
What is OU Campus? 
OU Campus is Cuesta College’s content management system 
(CMS). OU Campus is used to create/manage the information 
contained on the Cuesta website. 
 
Log On 
1. Go to the Cuesta website https://www.cuesta.edu. 
2. Navigate to a page over which you have jurisdiction.  
3. Click on the copyright date at the bottom left of the page.   
4. Enter your OU Campus username and password, and then 

click the Login button. 
 

 
 

      
 
 
 
 

Navigation 
1. Click Content  (Global Navigation bar). 

The current folder’s contents will display. 
2. Navigate to the desired directory/folder: 

• Click a folder name in the Breadcrumbs to view that 
folder’s contents. 

• Click a folder name (not icon) to open that directory.  
3. Click the name of the file (not the icon) to open that page. 
  
Edit a Page 
1. Display the page to edit by doing one of the following: 

• Log on (see “Log On”) 
• If already logged on to OU Campus: 

a) Navigate to desired folder (see “Navigation”) 
b) Click on the desired page/file name 

2. Click Edit  on the Page Actions bar. 
3. Click the green section button to select the section. 

       
(If section contains a table, see “Edit Table” below.) 

4. Edit and then click Save and Exit 
when done.  

 
Edit Table 
1. Edit the section containing a table. (See “Edit a Page”) 
2. Perform one or more of the following: 

Delete row a. Right-click in row 
b. Select Row > Delete Row 

Copy row a. Right-click in row 
b. Select Row > Copy Row 
c. Right-click where you wish to 

paste 
d. Select Row > Paste Row Before 

(or After) 
Move row a. Right-click in row 

b. Select Row > Cut Row 
c. Right-click where you wish to 

paste 
d. Select Row > Paste Row Before 

(or After) 
Insert blank 
row 

a. Right-click in row 
b. Select Row > Insert Row Before 

(or After) 
 
 

 
 

 

Icons 

 - Folder 

 - Web page file 

 - Other web file 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=imgres&cd=&cad=rja&uact=8&ved=0ahUKEwjzu4Ci56zUAhVD72MKHYycB0gQjRwIBw&url=http://omniupdate.com/products/oucampus/&psig=AFQjCNGt5cVoO22_J0zqEWQTpcxa5rqWrw&ust=1496961762159451
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Publish 
1. Navigate to and select the desired page. 

2. Click the Check Out button.  (Page Actions toolbar) 

3. Click the Publish button.  (Page Actions 
toolbar) 

 

 
 

4. Type a description in Version Description field. 

5. Click Publish.  
The changes will processed within 10 minutes. 

 
 

Edit Page Title 
1. Navigate to and select the desired page. 

2. Click the Check Out button.  (Page Actions toolbar) 

3. Click the Properties button.   

4. Click < > Parameters.  
5. Modify text in the Page Heading field (under “Custom 

Settings”). 

6. Click Save.  
 
 
Add New Page 
1. Click Content (Global Navigation bar). 
2. Navigate to the desired folder. 

3. Click the New button.  
4. Click Interior Page.  
5. Complete the on-screen form. 

Note: Page Title and Filename are required. 

6. Click the Create button.  
The new page will appear in the main content area. 

7. If desired, edit the new page. 
8. Click the Save and Exit button.   
9. When ready, Submit for approval. 
 
 

Upload Document 
Important: Before uploading, verify filenames contain only 
letters, numbers, and underscores. (No spaces or non-
alphanumeric characters!) 
Example: ou_campus_user_guide3.pdf 
 

 

1. Click Content  (Global Navigation bar). 
2. Navigate to your document folder. 

This is not where department webpages are stored! 

3. Click Upload.  

4. Click the +Add button.  
5. Locate and double-click on the file to upload. 
6. If “Status/Options” displays “Filename already in use”, 

click Overwrite Existing box.  

7. Click Start Upload.  
A “success” message will display, bottom of screen. 
IMPORTANT: You must publish the uploaded document! 

8. Locate and point at the uploaded filename. 
Options will appear to the right of the filename. 

 
 

9. Click Publish.  
10. Type a description in Version Description field. 

11. Click Publish.  
The changes will processed within 10 minutes. 

 

Hyperlink 
 
1. Edit the desired document. 
2. Select (highlight) text to hyperlink. 

3. Click the Insert/edit Hyperlink button.  
4. Perform one of the following: 

To link to internal pages 
and uploaded documents 

To link to external (non-
Cuesta) pages 

a. Click Browse. 
b. Locate and click on the 

page/document name. 
c. Click the Insert button. 

a. Type (or paste) the 
URL of the external 
page. 

 
 
5. If link is to a document or an external webpage, change 

Target to “New Window”. (If linking to internal webpage, 
leave Target on “None”.) 

6. Click the OK button. 
 
Image 
 
1. Edit the desired document and position the insertion point. 

2. Click the Insert/edit Image button.  
3. Click Browse. 
4. Locate and click on the desired image. 
5. Click Insert.  
6. Type a description in the Description field. 
7. Click the OK button. 
 
 

 
  


