
 

How to Edit a Page on BBIS 
 

***Please hit save consistently because BBIS does have a time out timer.  

1.  Once you have logged in.  You will scroll to the top of the page.  In the blue ribbon, at the top 
you will click on Edit this Page. 

 

 

 

2.  In Edit mode, you can scroll down the template to view the parts on the page.  Each section is 
called parts. 

 

3.  On your template, you have the ability to edit each part on the page. To edit your parts, you will 
hit the page part design button in the top corner of your part you are trying to edit. 

 



4. When you click on the design wheel, a menu will appear. Where you will click on the Edit 
button.  

 

 

5. When you hit the edit button, the design text box for the part will appear.  Where you are now, 
able to add your content and begin editing your page.  When you have completed editing you 
part you will hit SAVE button at the bottom of the page. 

***Please Note: BBIS HAS THE ABILITY TO TIMEOUT REGULARLY. So please, hit Save consistently. 

 



 

Linking a Document: Adding a Document 

 

To link a Document.  You must first have the document uploaded in the Document Library first. 

 

1. You will begin by navigating to the File Repository Page.  
2. Click on the File Repository by Team. 

 

 
 

3. Click on Add a Document. 

 

 
 
 
 
 
 
 
 

https://forever.clemson.edu/di/cadence/file-repository


4.  State the name of your document with a brief description, Click on Choose File to locate the 
location of the file.  When file explorer opens you click on your file to upload. Click Open.  Then 
File Explorer will close. The file will appear you your BBIS Page and proceed to Upload on the 
bottom of the page. 
 

 

 

5. When file explorer opens, Click on your file to upload.  Click Open.  Then File Explorer will close.  

 

 

 

 



 

 

 

6.  The file will appear on your BBIS Page and proceed to Upload on the bottom of the page. 

 

Linking to the page 

 

1. Once you have completed adding your documents to the file repository.  You will navigate 
to the webpage you are needing to update. 
 

2. Follow Steps 1-4.  On editing your page. 
 

 
3. When you have are in editing mode to hyperlink a page.  You will click on Insert.  Scroll 

down to Link. 

 

 

 

 

 

 



4. A.  A box will appear where you will link the document path in the box and click insert. 

 

5. B.  If it is a hyperlink to a html, Choose Create other type of link. Where you can attach a 
HTML link or email for example. 

 

6. Once completed, hit Save.  



Adding Images:  To add an image to your part. You will click on the Insert dropdown. 

 

 

2. Once you hit insert, a new box will appear. You will scroll down, and hit the Images. 

 

 

 

 

 

 



3.  You will hit the Add Images button. 

 

 

3.  You will click on add images button on your right.  Select images you would like to upload.  

 

 

 

 

 

 

 

 



4.  You will name the image you are trying to upload.  Once you have named your image. In the search 
tab, you will search for image by that name.  Click Next,  on the image and insert at the bottom on the 
page. 

 

 

 

5. Insert your image, hit next at the bottom of the page to continue.  You will name your image.  
Once image has been saved you will go to the search tab and enter the name of you image you 
would like to insert and hit the insert button. 
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