Editor — Review a Page December 2, 2013

In order to see the list of pages under Review status, users can add the Pages By Status widget on the
Dashboard under the CM1 web console.

1. Expand Add Dashboard Gadgets and click on Pages By Status widget.
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2. Dragthe Pages by Status widget to the white area either above or below the License Monitor widget.
Drop the widget when you see a green line.

Add Dashboard Gadgets Type: Percussion [+ Category: View all [~ Reset

—
l"“| What's Working

|\."AI!| Global variables || Iframe % | License Monitor || Pages By Status |E| SEO Audit |.’¢'| Traffic |1_x| Welcome

] [ 1 | »

|| Pages By Status

WELCOME + | LICENSE MONITOR v |
|

3. Click on Select Filters of the Pages by Status gadget.
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4. Change State to Review and click Search.

Filters

Site:
All [=]

Template:
All

Worlflow:
Default Workflow lz‘

State:

Pending lz‘

Pending
Live
Quick Edit
Archive

CANCEL

5. This will list all the pages that are in the review status.

m

ExE |

PAGES BY STATUS: Default \Workflow - Review (All Sites)

Title & Template Modified Fublished

FTP Access Landing-2Cal Mar 15, 2013

4:41 PM (webm
Office of the President

Landing-3Col-... Mar 21, 2013

2:48 PM (typoon)

Strategic Plan D | t Landi 3Col

Mar 21, 2013
3:17 PM {typoon)
Content-blan...

Strategic Planning Mar 21, 2013

2:46 PM (typoon)

Actions

-

6. Locate the file and click on the blue down-arrow at the end of the line. There are two options, open file

and preview file.

PAGES BY STATUS: Default Workflow - Review (All Sites)

Title Ternplate Modified Fublished

FTP Access Landing-2Col Mar 15, 2013

4:41 PM {webm...
Office of the President

Landing-3Col-... Mar 21, 2013

2:48 PM {typoaon)

Strategic Plan Devel t Landi

g-3Col

Mar 21, 2013
3:17 PM {typoon)
Content-blan...

Strategic Planning Mar 21, 2013

2:46 PM (typoon)

Cpen Page

Preview Page

Actions

il

7. Choose Open File to change the status. Once the file is opened, click the Edit button.

8. Under the Approve drop-down menu, Approve and Reject. Approve will change the page status to

Pending which is waiting to be published. Choose reject if the page has to be fixed by the contributor
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again.

Approve

Reject

9. |If there are documents and images associated with the approved pages, you will need to also approve
those files under Assets.
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