
How to Create a Course:
1.) After logging into the Modx dashboard, click the arrow next to Training (Green Box) to

display its children, and click on Course Catalog. (Red Box)

2.) Click the Create Training Course button (Red Box) you see in the top left corner of the
Children tab’s content.



3.) Before you add any content, give the title of the training course in the Title field (Red
Box) and then click the green Save button (Green Box) in the top right corner.

This ensures that a course is created, and can still be worked on without being live to the
public.

4.) Click on the Template Variables tab (Green Box), which will bring you to the main
content fields to fill out for this page.

5.) The first set of tab content is in regards to the top header section of the individual course
page, called the Hero, an example of which is shown in a screenshot below:

Before we jump into adding the Hero Image for the course, you need to make sure the
image you have on hand has the right dimensions and is optimized for websites.



If you need help in creating an image of the correct dimensions and optimization, please
refer to the Created Optimized Image guide (Green Box) that is linked on the
dashboard, as shown below:

To navigate back to the dashboard to view the guide, click on the green and orange icon
(Green Box) in the top left corner of the site.

Some additional aspects to keep in mind regarding the image:
● Images cannot share file names with existing images, because the first image will

always take precedence over them, even if you delete it.
● Remove all special characters in the file name and replace all spaces with

hyphens (-), so ensure that the image does not break.
● Small images should, in general, be no larger than 300 kb and the large hero

images should not be more than 600 kb. Make sure you are saving these images
for the best web compressed versions, since they do impact loading speed for a
page. Make sure the pixel density is 72 pixels per square inch.



Anyway, once you have the image click the icon in the Hero Image field (Red Box) in the
Hero side tab (Green Box).

This will open a pop-up window that displays the media library of images for the field.
There are two ways to upload an image here:

1.) Drag and Drop the desired image into the middle of the pop-up, as shown below

2.) Or click the Up Arrow icon (Red Box) in the top left corner of the pop-up to select
from a folder on your computer.

Once the image is uploaded, select the uploaded image and then click the green OK button
(Green Box). This will apply the selected image to the field. Make sure to save the page.



6.) In order to demonstrate the preferred usage of the richtext fields on this page, we will
go over the Description field in the Introduction Section side tab. Here is what the
Introduction section looks like on the page:

The fields controlling the two images and general text of this section are under the
Introduction Section side tab (Green Box).

Due to the high range of control this field gives in regards to the text, any text that is
copied and pasted from outside programs (i.e. Google Docs, Microsoft Word, emails, etc.) will
often come with hidden stylings (For example: color, font family used, font size, and line height)
that, if not dealt with, will override the site’s styling on the text. Not addressing this issue will
result in the text displaying stylings that do not match the brand approved stylings established in
the site, which in turn makes it look messy and unprofessional.

Thus, you need to make sure that any text you add to the Description field is either
pasted in without the hidden stylings or has them removed after being pasted in. There are two
ways to achieve this:



1.) Use the key binds method to paste text inside, press the button under A, which
selects all of the text, and then the button under C, which removes the extra
stylings present on the text.

2.) Or press the button under B for a quick paste of your copied text as Plain Text
into the field.

From there, you can make any text adjustments you need in order to get it how you want it to
look. Additionally, it is generally recommended to not use the Header 1 and Header 2 fields,
since they are already in use with the page and it can mess with accessibility for the site. Lastly,
make sure to save the page after making any changes.

7.) The last unique field that we will go over is the table, a version of which controls the
set-up of classes (to be reviewed in depth in a separate guide), by looking at the Prerequisites
field in the Info side tab. Here is what the Info section would look like on the page:



To get to the fields controlling this section’s content, click on the Info side tab (Green Box). At
the Prerequisites field, to add a prerequisite item, click on the Add Prerequisite button (Red
Box).

This will open a pop-up window, where you can enter in the individual prerequisite, but it will
only temporarily save it to the table if you click the Save or Save and Close buttons (Red Box).
The only way for it to permanently apply to the site is to click the green Save button as seen in
step 3.



While the above example has only one field inside, most of the table fields on this site will have
multiple fields you will need to fill out, though for some tables, some of the fields will be marked
as optional. Just make sure to follow any directions written inside the tables.

Once you make an entry, you can edit the table row at any time by either right clicking on the
row to open up the side menu and click Edit, or by clicking the gear icon (Green Box) near the
end of the row.

If you come into a course page after being elsewhere on the site, the gear icon will more often
than not, not be there, in which case you will have to rely on the right clicking to open the side
menu method to edit it. Additionally, the right triangle that is seen in the above screenshot
indicates that this specifically shown field in item row has been edited and is not permanently
saved for the page. In order for this and other content changes to apply you need to click the
green Save button, as shown in step 3.

8.) To view this page at any time to check how it looks, go to the buttons at the top right
of the page, and click the View button (Red Box).

The Published toggle field (Green Box) controls whether or not the page is live to the general
public. If it is not toggled on, then only people who are logged into the Modx Manager can view
the page. To make it live on this side, you need to toggle it on and click the green Save button.
Make sure all needed fields are filled in and it looks how you want it to, before you make it live
to the public.



You can also control the Published status of a course from the Course Catalog page, where the
gold Publish button (Red Box) will make a page live, and the Unpublish button (Green Box) to
make it no longer live on the site, without having the click the green Save button.


