HTML Editor - History and Correcting Mistakes
April 4, 2014
Okay, so you made a mistake and somehow “messed-up” a page on the Civica CMS. No worries.
1) Open Internet Explorer or Chrome.
2) Login to the Civica Administration System, hover-over the Civica menu at the top-left of the page and then click on Go to Website link in the pull-down menu.
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3) Browse to the “broken” page and the click on the editing pencil at the top-right of the content section.
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4) [image: ]Find and click on the Load History button. It is the very last button in the HTML Editor Toolbar. If you do not see the toolbar, change the zoom to 100%.
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5) Click on the Revert to current saved version selector handle.
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6) You will be presented with the 20 most recent page changes. Click on one you would like to preview.
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7) Click on the Load button to preview the previous version of the page.
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8) Repeat step 4 through 7 until you find the previous version you wish to restore. When you find it, click on the Save button in the HTML Editor Toolbar to save the restored page.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/HTML_Editor_-_History_and_Correcting_Mistakes.docx
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Select a previous version of this page that you wish to use. Click
"Load" to replace the contents of your editor with that version.

[Revert to current saved versi { %
v

‘
\
v
|

£
|





image6.png
History x

Select a previous version of this page that you wish to use. Click
"Load" to replace the contents of your editor with that version.
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Select a previous version of this page that you wish to use. Click
"Load" to replace the contents of your editor with that version.





