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SavviCMS
Page Editing Summary

 

CMS Summary for Opening a page, editing the page, and approving the page:
1. Locate a page(s) to edit: 
· In the CMS left side folder menu-tree, under "Manage Web Site", Select a folder or subfolder to view the web site pages they contain
· the folder's web site page(s) will appear to the right of the folder menu-tree, under the CMS Editing Section "Pages Currently Online"

2. Check Out Page for Editing: See the section "Pages Currently Online"
· Select radio button (not preview icon) 
· Click the above “checkout” icon, in the above options menu, for that section

NOTE: This step assigns you to the page - no one else can edit this page while you have it checked out
NOTE: You may check out multiple pages for each folder

3. Editing a Page: See the section "Pages I am working on"
· Select the radio button of the page you want to edit
· Click the above "Open in Editor" icon, in the above options menu, for that section 

NOTE: This step momentarily leaves the CMS program, and opens the Editor Screen, where you see all the tools and options needed for editing your web page.
NOTE: You will return to this CMS section after you complete your edits of the page
NOTE: Only the content of the page body area, will appear in the editor screen

· Once in Editor Screen, you can edit everything from the page name, to pictures and text.

NOTE: If you have used MS Word, the page Editing Tool will be second nature
NOTE: To Insert/Replace a Picture, you picture you plan to insert/replace, must first be uploaded to the CMS picture Library, then you may select it.

4. Previewing your changes:  "preview in template" bottom above and below content editing window
· Once you are done with the edits needed for the page, click the "preview in template"

NOTE: This opens your edits to be viewed as they would appear in the live website template

· Decide whether to 1.) Exit and Save , 2.) Continue Editing or 3.) Exit and No Save
· To Save your edits, click the  "Exit and Save" icon in the top-left menu of the preview screen

NOTE - Either of the two Exit selections, will return you back to the main CMS Program Screen
NOTE - The "Continue Editing" selection will return you back to the Page Editing Screen

5. Approve your Page Edits to GO LIVE! - See the section "Pages I am working on"
· Select the radio button of the page you want to "Approve" your edits/changes for
· Click the above "Approve" icon, in the above options menu, for that section 

NOTE - Page is now live, please visit the website to view your page and see the changes live 
