
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

GET YOUR WEBSITE UP AND 
RUNNING WITH IMODULES® 

Editing Your Yale club, class and Shared Interest Group Website 
 

 
Just inherited responsibility to keep your website up and running? The help you need is here in 

this document to get up and running quickly and easily! 
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Getting your Website up and running  

We understand that you have responsibility for making sure that your members can obtain information about 
your organization via the internet. We have a solution for you that we think you will find easy to use and cost 
effective (Well actually, it’s free!). We will help you every step of the way.  If you need help, we are only a 
phone call, a few mouse clicks or an email away, ready to assist you with the task at hand. 

 
This document can be read from start to finish or it can be used as a reference document.  We have attempted 
to put it together in the order that you would want to implement things.  We understand that what you 
ultimately want to do is to communicate with your members, not spend a great amount of time placing photos 
on web pages and arranging text. 

 
You should know that there are many more features available than what we have described here. We want to 
get you started. This document is designed to whet your appetite for more, and still have you putting up 
valuable content. 

 
Signing up for site access 

 
You won’t be able to edit the content on your site until you get permission from the Association of Yale Alumni 
office.  To get permission, you must complete the registration form found at:  
https://www.surveymonkey.com/r/iModYaleChapterMgmt .  Additionally, you will need to complete the user 
agreement that has been provided with this manual in order for your community to be created.  Once we 
receive the 2 pieces of information, your community will be created and you will receive an email from us on 
access. 

https://urldefense.proofpoint.com/v2/url?u=https-3A__www.surveymonkey.com_r_iModYaleChapterMgmt&d=DwMFaQ&c=-dg2m7zWuuDZ0MUcV7Sdqw&r=BFPdY9XYHFWhgQN1gRTMgc8JCpzHjq7PMIKqYrrUP2k&m=yNLFUN03oR24lVntmWyVC0w8tLzxu5qUlfTE16Whmx8&s=m93VcoYV53x1-95MAtgzcMxrxd1JBAS_tro-KsF-Wms&e=
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Gaining access to your site 
 

Once you have gotten permission to edit the site, you will want to get started. The permissions that you will be 
granted will allow you to edit only your site, nobody else’s. You will need to go to your site and log in to edit the 
content.  We will provide you a link to your site.  You will need the login and Password you use for the alumni online 
directory to access the site. 

 
Yale University has already set up a basic template website for you to modify based on your survey responses!  
There is nothing to purchase. It is just waiting for you to find it and dive in! It has some Yale University links, 
an identifier of your organization, and a calendar to enter events. You just need to add some of your 
organization’s specific content to it and add additional pages for such things as a list of your leadership and 
much more. 

 
 

 

 

Browser 
A Browser is the program that you use to look at web pages on the internet.  (e.g. things like 
Google, the Yale home page, Home Depot, etc.) on the internet  A typical browser would be 

Safari, Firefox, Chrome or Internet Explorer (IE). 
 

 

Note: It is preferred that you use any browser except Internet Explorer. People experience more consistent and 
positive results with the other browsers. 

 
 

If this is not the first time that this site has been accessed, and someone has already taken the time to update 
the site, you will see that information. If not, you will see a basic template that was provided by Yale but it 
won’t have any of your organization’s information in it. 
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Logging in to your site 
 

To edit, create, and delete content from your site, you will need to log in. 

You will need your USERNAME and Password to log in to the site. 

Username 
Your username is a unique ID that you created when you registered for the online alumni 

community.  It is the same username that you use to access your online directory. 
 

 

 

If you need to register in order to get an Username , or need help with the process of logging in, please contact 
the aya@yale.edu.  Make sure to explain that this is in reference to a volunteer organization’s chapter 
management site. 
 
Once you have your username and password, click the word “Community” in the upper left corner of the home 
page of your site. 
 

 
 

Under the community tab, there will be several categories which require you to log into the system such as the 
“alumni  directory”.  Select one of these options so that you can get a login page.  You will then be asked to 
enter you online directory Username and Password to authenticate. Once you have logged in, the top portion 
of your page will include the iModules toolbar with all the tools to which you have been granted access, as 
shown below. 

 
Logged In (Authenticated) 

 

 

mailto:aya@yale.edu
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Understanding Editing Basics  

Once you are logged in, you can add, remove and edit the content in you site. You are now using a 
Content Management System, what is generally known as a “CMS”. This CMS has many features that eliminate 
the complexity of editing a web page and site. 

 
 

 

Content Management System (CMS) 
Software that enables you to adjust the content in a website. 

 
 

 

You will learn that much of the editing is done in what are called “Content Blocks” and that the tools you use in 
the Content Blocks are much the same as in Microsoft Word. Things like Bold Facing, Enlarging a font, Centering 
text, will all seem very familiar to you if you have used Microsoft Word. 

 
 

Content Block 
A Content Module specifically designed to hold text, pictures, etc. 

 
 

 

Editing is also very consistent throughout iModules. If you edit something one way on one page, you do it the 
same way on another. Learn the basics on one page and you can edit the whole site! 

 
Seeing what can be moved and edited (Turning on Content Builder) 

 
In order to make it simple to see what can be moved and edited, you should turn on the “Content Builder”. This 
will show you areas into which content is placed. These areas are called “Wells” 

 
 

Well 
An area on a page into which you place “Content Modules” 

 
 

Content Module 
An object that can be placed on a page that has a specific purpose (i.e. to have a slide show of 

images, to display an event calendar, to display text, etc.) 
 

 

 

In addition to the Content Builder enabling you to move, edit, and delete Content Modules, a floating toolbar 
appears as you hover over each Content Module. The floating toolbar icons that display will depend on the 
Content Module and your administrative rights. 

 
1. Click Content Builder button to make it active (upper right-hand corner of screen).  
2. The light bulb will change to yellow. Click Content Builder again to make it inactive. 
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Manipulating Content Blocks  
Each piece of content (text, pictures, etc.) are contained in Content Blocks so it is important to know how to 
manipulate those blocks.  Since we already have Content Blocks in the original site, we start out by telling you 
how to move a block, then edit one, then add one, then delete one. 

 
 

Well 
An area on a page into which you place “Content Modules” 

 
 

 

Content Module 
An object that can be placed on a page that has a specific purpose 

(i.e. to have a slide show of images, to display an event calendar, to 
display text, etc.) 

 
 

Content Block 
A Content Module specifically designed to hold text, pictures, etc. 

 
 

 

 
After turning on the Content Builder See: Seeing what can be moved and edited (Turning on Content Builder), 
you will see the Content blocks on the page. 

 
 

Moving a Content Block 
1. Select the page you want to work with, from the menu choices near the top of your page. 
2. Hover your mouse over the Content Block you would like to move. 
3. Click and hold on  to move the Module to the desired location. 

 
 

Editing a Content block 
1. Select the page you want to work with, from the menu choices near the top of your page. 
2. Hover your mouse over the Content Block you would like to edit. 
3. Click to edit the properties of the Module. 
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Adding a Content Block 
Note: When adding new content it is recommended that you add Mobile Ready Content blocks rather than these basic 
content blocks. See: Mobile Ready Content in this document. 

 

1. Navigate to the page where you want to add a Content Block. 
2. Click the Content Modules dropdown menu and hover over Content Block. 
3. When you hover over Content Block, the Content Type options will be shown. 

4. Slide the mouse cursor over to Content Block, hover over it, and the cursor will change to . 
5. You can then click and hold on Content Block to drag and drop it onto the page.  The module will be 

placed above the area that is shaded in light blue. 
 

 

Remove a Content block 
1. Select the page you want to work with, from the menu choices near the top of your page. 
2. Hover your mouse over the Content Block you would like to edit. 
3. Click to delete a Module 
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Mobile Ready Content  

When adding new content, you will probably want to consider making your web content “responsive” or 
“mobile ready”. To do this you will add content blocks specifically designed for mobile ready content. 

 
 

Responsive/Mobile Ready 
Content that is “responsive” or “mobile ready” will automatically adjust to the device that is 

viewing it.  For example, if you are viewing content with a laptop, with a standard screen, 
content can be presented in a wide format. Alternatively if you a viewing the same content 

with on a phone or a tablet, it will be better viewed in a long and scrollable format. Setting up 
your content so that it will automatically adjust to the device viewing it is known as 

“Responsive” design or sometimes called “Mobile Ready” or “Adaptive”. 
 

 

Note: At this time, Mobile Ready Content Blocks are available and will work as designed however, they are really 
designed to be placed inside Mobile Ready Pages, so that the entire page, not just the block, is responsive to the 
device. Eventually our sites will be transitioned to the recently released, Mobile Ready Pages. 

 

 
 

 
 
 
 
 
 
 

Adding a Mobile Ready Content Block 
 

The process for adding a Mobile Ready Content Block to a page is very similar to adding a regular content block. 
A new option has been added in the Content Modules menu: Mobile Ready Content. 

 
1. Navigate to the page where you want to add a Mobile Ready Content Block. 
2. Click the Content Modules dropdown menu and select Mobile Ready Content 
3. Hover your mouse over Mobile Content Block. 

4. Using the  Click and hold the mouse “Mobile Content Block” and then Drag and Drop it into the 
desired well on the selected page as shown. 

 

 
5. Repeat to add as many Mobile Ready Content Blocks as you need. 

 
Note: If you are trying to simulate the look of a table using the Mobile Ready Content Block, you will need to add multiple Mobile 
Ready Content Blocks, one after another, similarly configured. 

Figure 2: Desktop View of Content 

Figure 3: Phone View of Content 
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To Edit a Mobile Ready Content Block 
Once you have placed your Mobile Ready Content Block on your page, you will need to edit it. To edit your 
Mobile Ready Content Block: 

 
1. Click to edit the Mobile Ready Content Block. 
2. You will be presented with a step by step Wizard to describe your content. 
3. Here you set the Content Name, the Content Type, the Audience and the Publishing Options. For the 

moment, just give it a name and then click Next. 
4. Select the desired Layout. 
5. Selecting Click here to Add Content option within the content area will open the editor allowing you to 

enter content in each column. 
6. When you are done editing content, click Apply. 
7. Repeat steps 5 & 6 until you are satisfied with the content. 
8. To preview how this content would look on a small device, click Phone View. 
9. Click Save. 

 

Additional information on Adding and Editing Mobile Ready Content Blocks can be found on the iModules Site 
at: https://support.imodules.com/hc/en-us/articles/218797787-Mobile-Ready-Content-Blocks 

 

  

https://support.imodules.com/hc/en-us/articles/218797787-Mobile-Ready-Content-Blocks
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Displaying Scheduled Items  
 

 

 

Adding Items to Your Event Calendar/Listing 
 

You will need the capability to display date and time sensitive items that are specific to your organization. That 
is where a Event Calendar comes in. Each site comes equipped with an Event calendar that you can choose to 
display on the Homepage and an Event calendar and event listing on the Events page already part of the site.  
You can add more if you like. When you add an item to one calendar or event listing, the item shows in all three 
places unless you tell it otherwise. 

 
Note: Please understand that even though these items are referred to as “Events”, this is not the 
preferred method to manage (Create a registration form, track attendance, take payments, etc.) an 
Event. That is beyond the scope of this document. This is just where you enter content to display the 
date, time and description of an item. 

 
There are many options for a Calendar Event. The options described here are the basic ones, designed to get 
you up and running quickly and easily. You can explore the other options at your leisure. 

 
To add an item to your calendar: 

 
1. Locate your calendar. In the basic site, your calendar is on the Home page. Click the Add Event icon. 

 
2. In the "Event – Add Event" window 

a. Enter the Event Name -- this will display in the Calendar/Listing 
b. Leave the Event/Listing/Calendar at its default value: Event Homepage Listing and Event Listing 
c. Enter the start and end date – this will display in the Calendar/Listing 
d. Leave Event type at its default value: Event with Detail Page 
e. Scroll down to enter the Event Summary information. This will appear, along with the Event 

Name when you click on the Event date in the calendar. 
f. Scroll down to enter the Content body. This will appear, along with the Event Name when you 

click on the Event Name link. 
g. Click Create to save your changes. 

 
When you go to your Event Calendar or Listing, your event will now appear. Learn more about the Event 
Calendar/Listing: https://support.imodules.com/hc/en-us/articles/218261378-Event-Calendar 

 

Learn more about creating a simple event RSPV: https://support.imodules.com/hc/en-us/articles/218798557-
Event-with-Simple-RSVP 

 
 

  

https://support.imodules.com/hc/en-us/articles/218261378-Event-Calendar
https://support.imodules.com/hc/en-us/articles/218798557-Event-with-Simple-RSVP
https://support.imodules.com/hc/en-us/articles/218798557-Event-with-Simple-RSVP
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Working with a News Listing  

A News Listing is something of interest that you want to announce to your organization. There is a News Listing 
Content Block already placed on your Home Page.  You just need to add and edit the content. Here’s how you 
do that. 

 
 

Add News to an existing News Listing Content Module 

 
 

 

1. Locate the News section. 

2. Click the Add News icon  
3. Give the news item a Title 
4. Scroll down and add Summary information to the Content Summary section 
5. Scroll down and add Summary information to the Content Body section 
6. Click Create 

 
 

Edit a News Listing 
 

1. Click  for the News Listing you want to edit. 
2. The current information for the News Listing Type will be shown. Make your changes and click Update. 

 
 

Delete a News Listing 
 

1. Click  for the News Listing you want to delete. 
2. A confirmation box will be displayed. “Do you want to remove this content?” To delete, click OK. 

 
 

Add a News Listing Module 
 

1. Navigate to the page where you want to add a 
Listing. 

2. Click the Content Modules dropdown list. 
3. Select News Listing and hover over the arrow; the 

News Listing options will be shown. 
4. When you hover over News Listing, the mouse 

cursor will change to . Click and hold on the 
News Listing and drag and drop it onto the page 
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Creating a News HomePage Rotator 

One of the first things that you will notice when you log into your new site is that the templates that we have 
for you include a News HomePage rotator.  It can sometimes be confusing because the tool also has an image 
rotator so it is easy to assume that the first image on the template is a regular image rotator.  Yet, if you hover 

over the the Add News icon , you will see that it is a news rotator. 

 

When considering the number of images to add to this rotator, remember that you do not want to lose the 
attention of your audience.  We suggest no more than 10 but a standard would be 5 or 6.  Images added to the 
news rotator should be resized to start at about 600 by x (usually around 300).  Once you have all of your 
images, you can resize them for summitry.   

Learn more about creating News listings: https://support.imodules.com/hc/en-us/articles/218261388-News-
Listing 

Learn more about creating an image rotator: https://support.imodules.com/hc/en-us/articles/218261468-
Image-Rotator-Slide-Show 

 
 

Add News Homepage Rotator to Content Module 
1. Navigate to the location on the page where you want to add a News Homepage Rotator. 
2. Click the Content Modules dropdown menu and select HomePage Rotator 
3. Hover your mouse over HomePage Rotator. 

4. Using the  Click and hold the mouse “HomePage Rotator” and then Drag and Drop it into the 
desired well on the selected page as shown. 

 

 
 

5. Repeat to add as many Mobile Ready Content Blocks as you need. 
 

 
 

 
 

https://support.imodules.com/hc/en-us/articles/218261388-News-Listing
https://support.imodules.com/hc/en-us/articles/218261388-News-Listing
https://support.imodules.com/hc/en-us/articles/218261468-Image-Rotator-Slide-Show
https://support.imodules.com/hc/en-us/articles/218261468-Image-Rotator-Slide-Show
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Getting Help  

There are several resources available to you for help: 
 

Self-Serve iModules assistance 
 

Help Website: 
http://www.yalealumni.yale.edu/s/1667/GID2/index.aspx?sid=1667&gid=2&pgid=1315 
Here you will find additional training materials and documentation on advanced functionalities. 

 
 

Basic Technical iModules assistance 
 

iModules Support Center 
https://support.imodules.com/hc/en-us 

 

Advanced technical iModules assistance 
 

Please email either aya@yale.edu or the iModules application support at 
applicationsupport@imodules.com . 

 

Other Resources 
 

Class, Club, and Group Webmaster Resources 
http://Alumni.Yale.edu/Volunteer/ 

 
 

The Yale Alumni Website 
http://Alumni.Yale.edu/ 

http://www.yalealumni.yale.edu/s/1667/GID2/index.aspx?sid=1667&gid=2&pgid=1315
https://support.imodules.com/hc/en-us
mailto:aya@yale.edu
mailto:applicationsupport@imodules.com
http://alumni.dartmouth.edu/
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