Approving a Civica CMS Web Page
July 31, 2013
If you are a designated Approver on the Civica CMS system, you will occasionally receive an automated email notifying you that a web page has been submitted for approval. If there are several Approvers designated for the folder in which the page is submitted, all Approvers will receive a notification email. You do not need to know how to edit pages in order to approve a page. A submitted page will not be available on the Internet website until it has been approved.
The purpose of this document is to provide a quick tutorial on approving page submissions. The second section of this document discusses declining a page.
Approving a Web Page
Approving a page is a quick three steps.
1) When you receive a notification email, open it, and click on the Click Here to view the page link.
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2) The Administration login page will open in Internet Explorer. The URL is http://www.santabarbaraca.gov/civica/admin/login.asp
3) You will be prompted for your username and password. Your username is the same as your PC Network username. Your initial password is newuser1. Enter your username and password. For security reasons, you must click on the Login button (pressing the Enter key will not work). 
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4) Review the page. If you feel it is ready to be published on the Internet web site, click on the Approve link at the top-right of the content area. You are done. The page will instantly go live on the site. You may close Internet Explorer and delete the notification email.
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Declining a Page
The first 2 steps of declining a page are identical to approving a page, so we will start at step 3.
3) If you do not like the page as submitted, click the Decline link at the top-right of the content area of the page.

[image: ]

4) You will be prompted to enter a Decline Reason. Please be specific as this message will be sent back to your Editor to help them with revisions. Click on the Submit button.

[image: ]

5) You are done. The page will not go live on the site. You may close Internet Explorer and delete the notification email. When your Editor has completed the changes requested, they will again submit the page for your approval.
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