
ICM basic training 



Useful terminology 

• Article – this is GOSS ICM work for an individual website page 

• Inline – How we add web links, internal links, documents and images 
to a page

• Child article – a page which is linked to from a parent article

• Parent article – the main page from which all other child pages link 
from.

• Heading – title of the page which is displayed in URL



Logging in



Enter your username and 
password.

This will have been given to you 
from a member of the digital team 
or your manager. 

Your username is usually your first 
initial followed by your surname

The first time you log into your 
account you may be required to 
answer a security question



Editing an article



The main functionality we expect you to 
use is the article feature. Here you can 
create new and amend existing articles 
which you have been given access to. 

Use the search box to enter an 
existing article number. 

This ensures you are editing the 
correct article.



Once you have entered the 
article number the results 
will show here. Confirm by 
matching the ID number.



Finding an article to edit



One way to edit an article, is to find the 
article number via the live webpage. 
The website url will a series of numbers 
(highlighted within the coloured circle), 
when this is typed into the search bar in 
ICM it will allow you to open this 
webpage for editing.  



You can also find an article using 
the Explorer tool on the left 
hand side, this allows you to 
navigate through the webpages 
to find the article you are 
looking to edit. 

To navigate through the pages use 
the small black arrows on the left 
hand side, to show the child 
articles.



Editing an article



Once you have found the 
correct page you want to 
edit, double click on the title 
or ID for this page to open.  



Here is where you can 
amend the page title, and 
add intro and summary 
text. To save changes as 
you are working use the 
left hand navigation and 
click save this article in 
work in progress and 
continue. 

Please be aware changes 
may update straight away. 



The body area highlighted here is where most of 
the text on a webpage is contained. 

Click onto here to amend any of the text that is 
not within the summary text or page heading.



Editor tool bar explained



Cut Paste Undo 

Redo 

Find 

ReplacePaste as 
plain text

Copy 

Select all

Please avoiding using: 
• Bold
• Italic
• Subscript 
• Superscript
• Citations
• ICM quote feature – unless within a news article

Link (email 
address only)

Bullet point list

Numbered list

Anchor

Numbered list



Submitting any changes



To submit your changes click ‘submit this article’

To save what you have done for publishing later 
click ‘Save this article as a work in progress’

Or you can save ‘Save this article as a work in 
progress and continue’ 



Finding an in progress article



When you first log in, your in progress and recently modified pages will 
display here under ‘Your most recently modified articles’ 

Look out for the paper and pencil icon, which illustrated in progress but not 
yet published



Adding a web or external link



To add a link, firstly go to Content > Links to check if the web link already 
exists in the links library

Enter the URL of the webpage into 
this search bar



Any matching results will display, the link I entered already exists, so I do 
not need to create a new link



If the weblink does not already exist, and is showing no 
matching results, you will need to create a new link.

You can skip this step if your link already exists.

Right click on the folder you wish to add a link to in the link 
library.

Click create a link

Enter link url into link address 

Add link name into link text i.e Gov.uk Style guide

When you’re ready save this link



To add a link to an article, move your 
cursor to where you want the link to 
be. 

Go to the inline feature in the toolbar

Select external link from the drop 
down 



Click select to locate a link.

You can find the link by using the ‘>’ tool to navigate 
through the link files

Or you can enter the link URL, select ID only, and search, 
which will pull back only matching results. 



Double click on the link you wish to use and it will turn blue.

You can then click close. 

The link will appear within this box. 

Add a title, which is what will be seen by the user.

Choose _blank for external weblinks from the dropdown. 



An icon will appear to show a link has been added to the 
article. 

To preview how this will look once published click preview 
this article.

Remember to submit this article once you are finished 
making any modifications.



Adding a PDF, word document or image



To add a document, firstly go to Content > Media

Check the folders to see if the document already exists. 
Navigate through the folders using the >
Open the file which you want to place the document.



Right click, then select create a media item

Select which type of media item you wish to add, this can be 
any of the options listed here, but the majority of our 
attachments are PDF’s, word documents or image



Enter a name for your document in the 
media title, and a description, you need to 
do this before you can attach your file.

Move to the files tab

Click on choose file



Your files will open, select which file you 
wish to upload 

The file you selected will appear here

You can then select save this media



Each document you create will have a 
unique ID number. You note this down, to 
assist you with finding your file to add to 
an article. 

It is also helpful to note, for when you 
need to update out of date documents 
you have uploaded to the system. 



To add a document to an article, 
move your cursor to where you want 
the document to be. 

Go to the inline feature in the toolbar

Select document link from the drop 
down 



Use the > to navigate through the 
files to find your document, or you 
can enter the file ID number into the 
search bar, select ID only, and search. 



An icon will appear to show the document or image has 
been added to the article. 

To preview how this will look once published click preview 
this article.

Remember to submit this article once you are finished 
making any modifications.



Replacing/updating a document 



Find the page which contains the 
document which you want to edit or 
replace. 

Go into ICM and go to articles



Type in the article ID number, select 
ID only and search

Find the inline containing the article 
you wish to edit or replace and 
double click.



It will display the existing document, 
double click on the document name.

It will display the existing document, 
in the folder structure. Right click, 
and select edit this media item



It will display the existing document, 
you can edit the media name and 
description



Move to the file tab, then select 
choose file to replace this document 
with an update version. 

It will open your files for you to select 
the replacement, double click on the 
file. 



The document will have updated under current PDF. You can then save 
this media, this will update any pages which contain this document.
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