Civica CMS: Basic Page Editing Course Outline
July 31, 2013
[bookmark: _Toc357078086]Basic Page Editing
Duration: 1 hour
Prerequisites: You must be assigned by your manager to maintain City Internet web pages.
Description: In this class, you will learn how to login to the Civica CMS Administration site for the purpose of editing existing web pages on the City’s Internet website. This course is designed as the foundation for all content Editors and Designers. This is the most basic course and prerequisite to most others. 
Learning Objectives:
1) Find and login to the Civica CMS Administration site
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp

2) Learn to navigate to the page you wish to edit
3) Use HTML Editor to make changes to text, links and images
4) Linking to a PDF in the File Bank
5) Saving changes
6) Approving pages
7) Review history of the page
A Note to Content Approvers
Staff with “Editor” permissions are required to take this class. Those with “Approver” level permission, who will not actually be editing pages, may refer to this 3-page document, Approving a Civica CMS Web Page, available on SharePoint.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Civica_CMS_Basic_Page_Editing_Course_Outline.docx
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