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A BIT OF “HOUSEKEEPING”

This webinar is 
being recorded 

and will be 
available on our 

support site

Use the Q&A for 
questions. Feel 

free to ask during 
the presentation.

I am working in a 
sandbox, but you 
can follow along 

in your own 
instance 

Please complete 
our survey after 

the webinar



Agenda

• Planning

• Why documentation matters for editors

• Identifying key tasks and needs

• Developing

• Best practices for step-by-step guides

• Using visuals, screenshots, and videos

• Implementing

• Making documentation easy to find in the CMS

• Quick steps to get started and keep resources current

• Demo
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Planning



Why Editors Need Documentation

Editors forget steps post-training

Repetitive questions burden admins

Inconsistencies and accessibility issues

Documentation enables autonomy and reinforces training
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Plan with Your Audience in Mind

Identify your roles

Tailor Documentation By Role

Content Editors* Approvers Accessibility Checkers Admins
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Identifying Key Tasks and Needs
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Collect feedback from editors after training 
sessions

Collect

Track the most frequent support tickets or email 
questions

Track

Observe editors working in the CMSObserve

Start a running FAQ list based on real requestsStart



Common Editor Tasks
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Logging in & accessing 
content

Creating and editing 
pages

Formatting text, 
applying headings

Creating links (internal, 
external, documents)

Uploading images, 
videos, and documents

Submitting or 
publishing content



Common Pain Points

Forgetting steps for 

infrequent tasks

Unclear formatting 

expectations

Accessibility 

uncertainty (alt text, 

headings)

Difficulty navigating 

folders

Fear of 'breaking' the 

site

Over-reliance on 

admins for help
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Decide What Should Be Documented First
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Questions 
to Ask

Is this something 
every editor must do 
in order to function 

in the CMS?

Does this task cause 
the most questions 
or errors in training 

and support?

Does this task have 
the biggest impact 
on site quality and 

consistency?



• Logging in 

• Formatting content 

• Adding Links

• Uploading images and documents

• Submitting for approval or publishing

Start with these (High Priority)

• Reusable content 

• Editing Section Navigation

• Accessibility checks (beyond basics)

• Troubleshooting common issues

Save for Later (“Nice to Have” Topics)

Possible Topics to Document
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Developing



Clarity

•step-by-step, simple language

Accessibility

•easy to find, ideally in the CMS

Relevance

•focused on common tasks, organized by role

Consistency

•reinforces standards and style

Supportive

•helps editors work independently

What Makes Good Editor Documentation?
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• One-page visuals with screenshots or numbered steps

• Best for frequent, simple tasks

Quick Guides

• Sequential task lists to ensure consistency

• Best for multi-step processes

Checklists

• Q&A list of common questions

• Best for recurring 'How do I…?' issues

FAQs

• Short screen recordings with narration/captions

• Best for visually complex tasks

Videos

Consider Format Options for Documentation
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Use plain, simple language

Break tasks into single, clear steps

Include visuals (screenshots, 
highlights)

Emphasize key actions or buttons

Provide examples of correct vs. 
incorrect

Keep guides short and focused

Best Practices for Step-by-Step Guides
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Build Sustainability into Development

16

Templates

• reuse structures for guides, checklists, 
FAQs, and leverage snippets and 
components

Style Consistency

• maintain tone, terminology, visuals

Ownership

• assign responsibility for updates and 
accuracy



Key Points

Start 
Small

Use 
Feedback

Iterate
Keep it 
Living
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Implementing



Add documentation links directly 
into the CMS

Keep documentation organized 
and easy to navigate

Use your snippets and 
components 

Utilize FAQs for common tasks

Use CMS announcements/login 
messages for reminders

Make Documentation Easy to Find and Use
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Track which 
documents get used 
most (and which don’t)

Create a simple 
feedback loop (form or 
email)

Assign someone as 
documentation 'owner'

Align updates with 
CMS releases

Building Sustainable Documentation
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Quick steps to get started

Pick 2–3 high-impact tasks to document first

Build one clear, visual guide for each - start small

Share drafts with a few editors for feedback

Keep resources living inside the CMS so they’re easy to update

Review and refresh quarterly to ensure accuracy
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LET’S SEE IT!



Q&A



Other Questions?

• Email us at training@moderncampus.com

• Visit our support site (https://support.moderncampus.com/cms/)

• View all past Training Tuesdays 
(https://support.moderncampus.com/cms/webcasts/training-tuesday.html)
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mailto:training@moderncampus.com
https://support.moderncampus.com/cms/
https://support.moderncampus.com/cms/webcasts/training-tuesday.html
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The next Training Tuesday will be on

 November 25th

XSLing in the MC Code

Registration is now open!
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Survey Time!
Just 2 minutes!



Thank you!
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