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Getting Started  
Contact the web team to request access to Contribute in the virtual 

workspace (free) and permission to your web files at web@towson.edu.  

If your department is interested in purchasing a local copy of Contribute 

for one or more users for a fee, contact the web team at 

web@towson.edu. This would only be necessary for heavy users .  

In most cases the virtual workspace is all that is required.  

Connection Instructions  
Once you have been given access to Contribute, the web team will email 

you instructions for setting up your connection to your web files. All web 

files live on a server in OTS. These instructions will allow you to set up a 

connection between your computer and the web files that live on the 

server.  

For more information on connection instructions, please see the Connection Instructions  

Quicksheets at http://www.towson.edu/adminfinance/ots/trainingdoc/shr05 -ct -dw.asp . 

After establishing the connection to your web files, you will be taken to your default home page 

within the Contribute browser.  

Connection Screen  

After the initial set -up of your connection instructions, every time you start Contribute  

you will be taken to the Connection screen.  This screen allows you to:  

¶ Take a quick tour of Contribute  

¶ Take the Contribute tutorial  

¶ Create a connection to a Web site  

 

Accessing Your Web Site  

To access your site, click on the link under the section titled Begin Editing .  Your  

default home page will open.   

If you are using the virtual workspace, 

after you click the link under Begin  

Editing, click the Connect  button in the 

upper left corner of the toolbar  

(Figure 1, 1).  
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Customizing the Content Area  
The content area of the template page is where you will be adding  

your department -specific  

information (Figure 1, 1).  To add 

content to your page you need 

to click the Edit Page button 

on the top left toolbar  

(Figure 2, 1).   

 

 

 

 

 

 

 

 

Possible Content Types  

Within the guidelines of the university brand standard, your content area can accept information 

from a variety of sources.  Your existing content in Word, Excel, HTML, or other ñstandardò formats 

will be easily incorporated into the content area.  Most formatting of the original content will remain 

intact.  Images and media objects can also be placed within the content area, when appropriate.  

 

ñDrag and Dropò and ñCut and Pasteò 

By highlighting content from within Word or an open browser you can copy and paste (or in some 

cases, drag) that content into the content area of the template, your information will be quickly 

added to the page, retaining nearly all compatible formatting (bold, italics, underlining, bullets, etc.).  

Undo  

The easiest way to ñundoò an action is to use the CTRL+Z keyboard combination.  This will allow you 

to correct your last edit, but only works if you have not  clicked Save for Later or Publish.  If you have 

clicked Save for Later or Publish, refer to Using the Roll Back Tool at the end of this document.  

Inserting Images  

Images can be added from local or network drives, or by dragging an image from an existing Web 

page from within an open browser.  In both cases, Contribute will make a copy of the image file and 

place it within your Web structure.  Please observe recommended guidelines for image use and  

copyright compliance  To add an image using the Insert menu:  

1.  Place the insertion point in your draft where you want the image to appear.  

2.  Select  Insert >Image .  

3.  Select one of the following options from the pop -up menu:  

¶ From My  Computer  

¶ From Website  

¶ From Internet  
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