
WEB CONTENT EDITOR TRAINING
WINTER QUARTER: FEBRUARY 27, 2025

MARKETING COMMUNICATIONS WEB TEAM



AGENDA

MARKETING COMMUNICATIONS WEB TEAM

• Siteimprove: Meta Descriptions / Report

• Conditional Elements

• T4 Workflows

• Archiving Sections

• PDFs: Evergreen File Names

• PDFs: The Afterlife of Changing a File Name

• Introduction: Web Team Knowledge Base

• Introduction: Web Accessibility Training

• Accessibility: Graphic Image Alt Text



META DESCRIPTIONS
A good meta description facilitates more clicks and 

better search rankings.

WHAT IS A META DESCRIPTION?
A meta description is an HTML attribute that provides 

a brief summary of a web page’s content. It typically 

appears in search engine results below the page title, 

helping users decide whether to click the link. A well-

crafted meta description can improve click-through 

rates by being informative and engaging.

• A meta description is generally around 150-160 

characters in length that is concise, descriptive, and 

utilizes keywords. 150-160 characters ensures that the 

full description displays in search results.

• Google doesn’t always use your provided meta 

description because it tries to display the most relevant 

snippet based on the user’s search query.

• To increase the chances that Google will use your meta 

description, ensure your description is unique for that 

page and aligns with the content on the page.

• For more information, see General Page Hero.

https://seattleuniversity.atlassian.net/wiki/spaces/MAR/pages/2318696449/General+Page+Hero


META DESCRIPTIONS

WHAT HAPPENS WITHOUT A META DESCRIPTION?
Student Care and Bias Reporting

In the example below, Google used a text snippet for the meta description 

using text it found half-way down the page.

We can be intentional and specific about how we present our pages by 

offering our own meta descriptions.

Providing meta descriptions, and other meta data, strengthens the 

credibility of our website to search engines — providing better rankings.

Meta descriptions benefit site visitors and search result 

rankings.

https://www.seattleu.edu/mosaic-center/student-care-and-bias-reporting/


META DESCRIPTIONS
HELP NEEDED: META DESCRIPTIONS

Content owners, please look through your 

sections and add meta descriptions.

Approximately 2/3 of our pages do not contain 

meta descriptions (close to 3,000 pages).

The following pages will guide you through 

generating an easy-to-use report in 

Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO

1. SELECT YOUR GROUP

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO

2. IN THE SEO SECTION, CLICK THE ‘VIEW SEO OVERVIEW’ BUTTON

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO

3. VIEW ALL ISSUES

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO

4. SELECT AN ISSUE

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO

5. SELECT EXPORT

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO

6. DOWNLOAD EXCEL FILE > ALL ROWS

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS

SITEIMPROVE DEMO
7. LEVERAGE YOUR REPORT
• The URL is provided, and CMS column has links to your edit page in the CMS

• I typed Meta Descriptions in column H of the report.

• You may want to approach this project by populating this column with meta 

descriptions and share the spreadsheet with your stakeholders for feedback and 

approval.

How to download a meta description report (and other reports) from Siteimprove.



META DESCRIPTIONS
How to download a meta description 

report (and other reports) from 

Siteimprove.

SITEIMPROVE DEMO

COMMENTS?



CONDITIONAL ELEMENTS

NEW IN TERMINALFOUR
 (VERSION 8.4)

• You may have noticed that the callout feature 
of content types such as the Body – Moveable 
WYSIWYG behave differently now than they 
did last month.

• With the latest release of Terminalfour, they 
have added Conditional Elements. These 
fields help content editors by hiding 
unnecessary fields until you interact with 
them. 



THE DARK AGES: BEFORE CONDITIONAL ELEMENTS (BCE)
Here you see an option for both an internal link and an external link. Using both would cause an 

error. Conditional elements solves this problem by guiding you to choose one or the other.

The screenshot below is from the Promo content type, which has not yet been updated to 

utilize conditional fields. Over the next few months, you will notice a transition to Conditional 

Elements in content types.



CONDITIONAL ELEMENTS

CHOOSE YOUR OWN ADVENTURE
• To use these, you determine how you will use the field, and 

the content type will show you the appropriate field options.

EXAMPLES
The following pages contain the Body – Moveable WYSIWYG 

content type that utilizes Conditional Elements in varying ways.

INTERNAL LINK
https://www.seattleu.edu/admissions-aid/undergraduate-admissions/first-year-admissions/

EXTERNAL LINK
https://www.seattleu.edu/apply/

PDF
https://www.seattleu.edu/life-at-seattle-u/our-campus/campus-gardens/vi-hilbert-ethnobotanical-
garden/

https://www.seattleu.edu/admissions-aid/undergraduate-admissions/first-year-admissions/
https://www.seattleu.edu/apply/
https://www.seattleu.edu/life-at-seattle-u/our-campus/campus-gardens/vi-hilbert-ethnobotanical-garden/
https://www.seattleu.edu/life-at-seattle-u/our-campus/campus-gardens/vi-hilbert-ethnobotanical-garden/


CONDITIONAL ELEMENTS
BODY – MOVEABLE WYSIWYG

• Radio buttons initiate the guide sequence, 

or "wizard," to add an optional callout that 

may include a Call to Action button.



CONDITIONAL ELEMENTS

• What kind of link to you need?



CONDITIONAL ELEMENTS

• Here I’ve selected an external link.



CONDITIONAL ELEMENTS

• Now you will see only the fields 

necessary for creating an external 

link.



CONDITIONAL ELEMENTS

LINK TEXT REQUIRED: CALLOUT BLOCK – CTA TITLE

Don’t forget that the CTA Title field 

creates the link text. If you don’t add this 

link text, your link will not appear.



CONDITIONAL ELEMENTS

SWITCHING OPTIONS

Once you have opened the wizard, you 

can switch options, if needed, such as 

using an internal link. Simply select a 

different CTA Link Type radio button.



CONDITIONAL ELEMENTS

• Now you are presented with internal 

link options



CONDITIONAL ELEMENTS

MEDIA LIBRARY
If you use the PDF option, you would be 

adding the PDF in the Callout Block – 

Description HTML Editor field.



CONDITIONAL ELEMENTS
PDF FILES: LINKING TO THE MEDIA LIBRARY
There is no need to publish the PDF and add as an external link. For PDF files, 

please use the Callout Block – Description field to link to PDFs in the media library. 

AN OLD APPROACH



CONDITIONAL ELEMENTS
PDF FILES: LINKING TO THE MEDIA LIBRARY
For PDF files, use the Callout Block – Description field to link to PDFs in the media library. 

CORRECT!



CONDITIONAL ELEMENTS
ADMIRE

External Link

PDF Link



CONDITIONAL 
ELEMENTS

COMMENTS?



T4 WORKFLOWS
OVERVIEW
• Terminalfour Workflows are a process 

designed to provide governance to 

specific areas of the website.

• There are two parties in a T4 Workflow

– Website editors can edit pages but 

can not publish the changes. There 

is no publish button for web content 

editors working in sections that have 

Workflows.

– Designated content owners review, 

approve and publish content work 

from other web editors.



T4 WORKFLOWS
DRAFT MODE 
Editors need to work in Draft mode. Once 

an editor saves a content item as Pending, 

they will no longer have access to it until 

the content owner reviews it.



T4 WORKFLOWS
Saving with a Pending>status 

triggers a notifi cation for the 

content owner to review and 

approve the changes.



Let’s look at an example of an edit, 

notification, and approval.

T4 WORKFLOW DEMO



Again, there are two parties involved in 

a Workflow.

• The editor

• The content owner / approver

Content owners need to approve 

their own work if the section is 

governed by a workfl ow. In other 

words, if you are a Moderator-level 

users and edit content that you own, 

you will still need to approve your own 

edits.

T4 WORKFLOW DEMO



IMPORTANT!
Please do not:

• Change the name of a section that 

you are working on in a workflow

• Move a section that is in a workflow

These changes affect the structure of 

the website and lead to broken links 

and a fall in SEO scores.

A recent change in architecture, 

causing multiple broken links, lowered 

our Quality Assurance score from 96.8 

on 2/23 to 64.9 on 2/25.

A small change can have a big impact.

T4 WORKFLOW DEMO



T4 WORKFLOWS

COMMENTS?



T4 ARCHIVE SECTIONS
We never want to permanently store content within the CMS or its 

media library. However, there may be times where it is appropriate 

to archive information such as a page for seasonal campaigns or a 

seasonal Differentiator statistic.

WHY CREATING ARCHIVE FOLDERS MATTERS
• Content in archive sections is removed from the hourly auto-

publish cycles, speeding the publish cycle up for everyone.

• Content that is offline, indicated by the archive section icon, 

informs other content editors that the content is not active.



T4 ARCHIVE SECTIONS

SECTION FOLDERS > GENERAL SECTION DETAILS 
• Change Section options to: Archive section

• Change Status: Pending

– Status: Inactive indicates that the content is ready for deletion. Expect 

any content that is in an inactive state to be deleted by MarCom scripts 

at any time.

– Status: Approved indicates that the content should be live.



T4 ARCHIVE SECTIONS

CONTENT ITEMS
The content items in a Pending archive folder can be left in any status. 

To be extra cautious, place content items in a Pending status as a 
safeguard that your items don’t get accidently deleted or activated if 
someone were to change the status of the section folder.

REMEMBER
• Inactive items can be removed at any time during a sweep

• Published content items can be active if the folder Status is Approved, 
even if the folder is marked as an archive.



ARCHIVE SECTIONS

COMMENTS?



EVERGREEN LINKS
An evergreen link refers to a hyperlink that remains 
relevant and functional over time, directing users to 
content that is consistently valuable and up-to-date. This 
concept is particularly useful for authors and content 
creators who want to ensure their audiences can always 
access the most current information without the need to 
update multiple individual links.

By using an evergreen link, you can update the 
destination content as needed, while keeping the file 
name the same (the URL remains the same) so the 
original link always points to the most relevant content.



EVERGREEN FILE NAMES
File Names

• Keep short and descriptive

• Naming convention that is centered on the audience

– Imagine the end user’s document on their desktop. 

What file name would be helpful to them?

Avoid including the following information in your file 

names:

• Years

• Dates

• _final

• _final_final-08

• Version

• Any internal notes

• Acronyms

Examples (of what not to do)

• RequestForInformation-7-13-21 (1).pdf

• 2021 - 2022 Program Description - 2.2.22.pdf



EVERGREEN FILE NAMES
DEMO: LET’S IMPROVE THIS FILE NAME

• 2021 - 2022 Program Description - 2.2.22.pdf

• Add the date to the Title field in PDF as you 

perform your accessibility check.

• Change the file name to something that is 

evergreen, such as program-description.pdf



EVERGREEN FILE NAMES
HOW TO FIND WHERE YOUR DOCUMENT IS LOCATED 
IN THE MEDIA LIBRARY
Example Page

1. Go to your document on the published 

website. This won’t work in preview views.

2. Right-click on link and open in a new tab 

and view the file path. 

https://www.seattleu.edu/life-at-seattle-u/our-campus/campus-gardens/vi-hilbert-ethnobotanical-garden/


EVERGREEN FILE NAMES
AN EASY WAY TO ENSURE THE LINKS TO YOUR PDF STAY EVERGREEN
REPLACE YOUR MEDIA LIBRARY CONTENT ITEM
Links to PDFs on the Seattle University website “point at” content items in the media library. So instead of 

updating a document by adding a new media item to the media library, and then going to the page and 

“pointing to” [relinking to] the new document, [instead] find the old item in the media library and replace 

it.

However, it is essential that you keep the exact same fi le name.

Benefits:

• You will not have to touch the page, or pages, for which a link to this content appears

• You will not have to change the link text in the section for which the link appears

• You can change the link text for all pages in one location, the Name field of the media item in the 

media library

Example:
• Location 1: Housing & Dining > Housing Policies (Resident Handbook.pdf)
• Location 2: Housing & Dining > Graduate and Law Student Application Process (Resident 

Handbook.pdf)

https://www.seattleu.edu/life-at-seattle-u/housing-dining/housing-policies/
https://www.seattleu.edu/life-at-seattle-u/housing-dining/graduate-and-law-student--application-process/




EVERGREEN FILE NAMES
THE AFTERLIFE OF CHANGING A FILE NAME
• Indexing, by way of a web crawl, takes awhile, 

about three weeks for a natural web crawl.

• Third party back links are largely out of our 

control and can take longer.

– MarCom can place a request with Google to 

hide a URL be hidden, but not a sustainable 

approach for the amount of content that we 

publish daily. 

– Third party websites, including Wikipedia,  

will link to whatever PDF is available at the 

time. We have no control over these links, 

other than to contact them. Any volunteers to 

contact owners of third-party websites to 

update broken links?



EVERGREEN FILE NAMES 
THE AFTERLIFE OF A FILE NAME CHANGE
On 2/6/2025, the website received 195 broken link notifications (404 errors) in a 24-hour period. This is typical of 

everyday.

Original file name (November 2023): Faculty-and-Staff-Guidance-re-ICE.pdf

New file name (January 24, 2025): Guidance for Faculty and Staff regarding U.S. ICE.pdf



EVERGREEN FILE NAMES
Comments?



WEB SUPPORT 
KNOWLEDGE HUB
DID YOU KNOW?
The Marketing Communications Web 

Team has a new and growing Confluence 

wiki space.

Here you will find articles and guidance 

about Terminalfour, Accessibility, Training, 

and more.

Web Support Knowledge Hub

Please email web@seattleu.edu if you have any access issues.

https://seattleuniversity.atlassian.net/wiki/spaces/MAR/overview?homepageId=699171101
mailto:web@seattleu.edu


WEB ACCESSIBILITY 
TRAINING
The Marketing Communications Web Team has 

a new Web Accessibility Training.

In this training, we will cover copy/paste 

techniques while presenting information about 

how to create accessible tables, lists, link text, 

image alt text, heading structures, and more.

We will require all content editors complete the 

training this spring. However, we welcome all 

web editors to complete the training early.

https://forms.office.com/r/SfxSZrKDTv


GRAPHIC IMAGE ALT TEXT
NON-GRAPHIC IMAGE

Image alt text: Quad Fountain with bright spring foliage

Info for Prospective Sites

https://www.seattleu.edu/nmhwac/info-for-prospective-sites/


GRAPHIC IMAGE ALT TEXT
WHAT TO DO?



GRAPHIC IMAGE ALT TEXT
PROVIDE INFORMATION IN TEXT

Image alt text: Graphic image for 

Project Positive 2025 events. Refer 

to the table below for details about 

Project Positive 2025 events.

Project Positive 2025

https://www.seattleu.edu/life-at-seattle-u/university-recreation/


GRAPHIC IMAGE ALT TEXT
EXAMPLE 2

Image alt text: Graphic image with 

chart: See 'FTIC Retention for 

Aspirational Peer Institutions' table 

below for details.

Benchmarked Graduation and 

Retentions Rates by Student 

Populations

Learn more:

Web Support Knowledge Hub

https://www.seattleu.edu/policies-regulations/student-consumer-information/benchmarked-graduation-and-retention-rates-by-student-populations/
https://www.seattleu.edu/policies-regulations/student-consumer-information/benchmarked-graduation-and-retention-rates-by-student-populations/
https://www.seattleu.edu/policies-regulations/student-consumer-information/benchmarked-graduation-and-retention-rates-by-student-populations/
https://seattleuniversity.atlassian.net/wiki/spaces/MAR/pages/2447835139/Event+Promo


THANK YOU

MARKETING COMMUNICATIONS WEB TEAM



COMMENTS, QUESTIONS, AND DISCUSSION

MARKETING COMMUNICATIONS WEB TEAM



WEB CONTENT EDITOR TRAINING
WINTER QUARTER: FEBRUARY 27, 2025

MARKETING COMMUNICATIONS WEB TEAM
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