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27. Using CMS Direct Edit 

Editing a Page 

1. Navigate to a live web page using your web browser 

 

FIGURE 1 - AN EXAMPLE PAGE OPENED IN A WEB BROWSER 

2. Scroll down to ŦƛƴŘ ǘƘŜ Ψ{ǘŀŦŦ [ƻƎƛƴΩ link on the bottom left  

 

FIGURE 2 - 'STAFF LOGIN'  LINK 

3. /ƭƛŎƪ ƻƴ Ψ{ǘŀŦŦ [ƻƎƛƴΩ 
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NoteΥ ƛŦ ǘƘŜ Ψ{ǘŀŦŦ [ƻƎƛƴΩ ƭƛƴƪ ƛǎ ƴƻǘ ǾƛǎƛōƭŜΣ ǘƘŜ ǇŀƎŜ ȅƻǳ ŀǊŜ ǾƛŜǿƛƴƎ ƛǎ ƴƻǘ ŜŘƛǘŀōƭŜ Ǿƛŀ ŘƛǊŜŎǘ ŜŘƛǘ ς please edit it 

in the usual way via T4 SiteManager. 

4. If you have not recently logged into the CMS you will see the log in screen: 

 

FIGURE 3 - CMS LOGIN SCREEN 

5. Once logged in you will see the direct edit view of your chosen page. This looks like the normal page but it 

has an extra red T4 bar across the top of the screen, and editable areas of the page will have a dotted line 

around them. If you have permission to edit the page you will get a number of buttons appearing across the 

top in the T4 red bar όƛŦ ƴƻǘ ȅƻǳΩƭƭ Ƨǳǎǘ ƎŜǘ ǘƘŜ Ψ{ƛǘŜ {ǘǊǳŎǘǳǊŜΩ ōǳǘǘƻƴύΦ 

 

FIGURE 4 - DIRECT EDIT VIEW 
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6. Put your mouse over one of the editable areas so that the menu appears 

 

FIGURE 5 - EDITING MENU 

7. Click Modify to make changes to the content 

8. The editor will appear 

 

FIGURE 6 - CONTENT EDITOR POP-UP 

9. Make your changes and click Update to save 
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10. You will now be able to see the changes immediately in a preview of the page 

 

FIGURE 7 - IMMEDIATE PREVIEW OF YOUR CHANGES 

11. If you need to check that links are working correctly, click on the orange 

ΨbookmarkΩ at the top right of the screen to temporarily hide the T4 bar. This will 

allow you to click on links to check they are working correctly. When you have 

finished, click on the tip of the orange bookmark in the top right corner to pull the 

T4 bar back down. 

Moderator Only:  

12. If you are happy with your changes, put your mouse into the editing area and click the Approve button. A 

window will appear for you to confirm: 

 

FIGURE 8 - APPROVAL (MODERATORS ONLY) 

13. Click Approve 


