Civica Workflow for Page Approval
May 8, 2014
The purpose of this document is to outline the page approval workflow process in the Civica CMS. This document only applies to Departments where workflow is configured.
Roles
Workflow is configured on folders. All pages within the folder are subject to the workflow assigned to the folder.
Editor
The Editor has permission to edit existing pages. Editors can edit a page over any number of sessions. When the page is ready for approval, the Editor submits the page for approval. 
Approver Final
The Approver Final has permissions to edit, create and approve their own pages and to approve or decline pages submitted by Editors on the folder to which the Approver Final has permission.
Workflow Process
1) An Editor begins the process by editing a page. The Editor may edit and save as many times as they need to get the page right. Once an Editor has initiated editing a page, other Editors cannot edit that page. The changes to the page made by the Editor are not seen on the live site until the Approver Final has approved the page.
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2) When the Editor feels the page is ready for review, the Editor clicks on the Submit for Approval from the editing menu.
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a) An email is generated to all Approver Finals that have permissions on the folder.

3) Any Approver Final may open the email and click on the link to approve or decline the page.
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4) Approve - to approve the page, the Approver Final clicks on the Approve link at the top-right of the content region of the page.
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a) Email notifications are not sent out on approval.

5) Decline - to decline the page, the Approver Final clicks on the Decline link at the top-right of the content region of the page.
a) Declining a page generates an email to all Editors and Approver Finals on the folder. The reason for this is that the page is released from the original Editor’s lock. The page remains in the edited version and is open for editing by all Editors.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Workflow for Page Approval.docx
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