ZENARIO

Editing
(7.0.5)

In this chapter, you will become familiar with the principal front-end
editing tools, including the admin toolbar and other tools that appear on
Zenario web pages when viewed in admin mode.

You will learn how to format text, insert images, hyperlinks and anchors,
edit text on a banner, how to change the information about a page, how
to publish your pages and the lifecycle of a content item.
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Login to administration mode

You must be an authorized administrator to make changes to content on
a Zenario site.

To log in to administration mode, you need to put /admin at the end of
the web address in your browser, for example:

http://myzenariosite.com/admin

or if you are running Zenario in a subdirectory:

http://myzenariosite.com/subdirectory/admin

You should see the admin login page:

o
ZENARIO

Please login

Administrator username:

F 3

Password:

[ o

@ Remember me

Forgotten? New user? m

Return to site front-end

You should enter your administrator username and password. Both are
case sensitive.
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If you have lost this information, you can ask for a reminder. Click the
“Forgotten? New user?” button to be taken to a screen on which you can
enter your email address. Zenario will generate a new random password
for you and send it to that email address.

For security, passwords are one-way encrypted and the encrypted form is

stored in the data; the original password (plain-text) is never stored in the
database.

Tip

To make it easier when logging in, you should check the “Remember me”
option on the admin login screen:

@'Tk Remember me

If checked, you will see a "Login" button on

< g
the top-right of the website front-end the A4
next time you come to the site. LOGIN

This will place a cookie on your browser. It will remember your username,
so you don't have to type it next time.

The admin toolbar

As soon as you are logged in as an administrator, Zenario will redirect you
back to your site's home page with the admin toolbar visible.

The admin toolbar has a number of viewing modes, these modes may be
shown or hidden depending on the administrators permissions.

The site has up to four different viewing modes:

Navigate
« Menu
Edit
Layout
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The admin toolbar looks like this:

Navigate Menu Edit Layout

Navigate shows you a page exactly as a website visitor would see it. You
can use this to check the appearance of a page that is being prepared in
draft form before it goes live.

Menu allows you to create new menu nodes in order to structure your
site.

Edit enables you to make changes to the page you are currently viewing.

Layout allows you to control the elements that are specific to a certain
layout design.

In Zenario, we call a page a Draft when it is a page, or a version of a page,
that visitors can't yet see. When it is live we say it is Published.

~
Key Terms

Content Item: the basic building block of Zenario content, an HTML page or
other type of content.

Draft: the first or subsequent version of a content item that is only visible
to Administrators.

Published version: the version of a content item that is presently available
to visitors.

Hidden version: a version that is temporarily hidden from visitor view.

Archived version: an earlier version of a content item, no longer available
to visitors. When all versions are archived, the Item is trashed.

N\ J
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Let's start editing

If you are working on a site you have just installed, you will already be on
the home page, and that page will already be a draft.

If not, as soon as you try to edit the page you will be asked to make a draft
version:

When you want to edit a content item, the CMS makes a draft version. This
won't be seen by site visitors until it is published.

Make a draft?

Cvake o crore [ Conce

A draft page will have a warning triangle on the edit tab as well as the
word “draft” next to the version number.

Navigate Menu

Properties v Publish... Actions vy Categories vy Layout vy View v

htmi_1 vi | v2 (draft) E

Publish
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Editing with a WYSIWYG editor

Editing the main text on your website will be done through a WYSIWYG
text editor. WYSIWYG stands for ‘What You See Is What You Get’ and it
enables you to edit text, images and insert links in a very straightforward,
visual way.

General text editing and styling

To begin editing you must be on the edit tab in the admin toolbar. Once in
this mode a red box will appear around any text area you can edit.

Navigate Menu A 2 Edit A Layout

Properties ¥  Publish..  Actions v = Categories v Layout v View v Locking ¥ | Show empty slots | Show grid

Version 1, Draft created by Simon Chambers

Welcome to your new Zenario site!
%Congralulalions, you have just installed your new Zenario site.

iYou may add another page by clicking "Menu" on the Admin Toolbar, then clicking a yellow icon with the "star"
isymbol. When you do this, you can create an HTML web page content item and a menu node linking to it.

iConlen( items will be visible to administrators only until published. Click on the "Publish" button to make them
wisible to regular site visitors. '

You will also need to make your site visible to visitors by enabling it in Organizer, in the Configuration -> Site
isettings section.

iYou can get support and downloads at http://zenar.io.

Me hope you enjoy using Zenario.

Hover your mouse over the box and you will see a pen icon in the top-
right hand corner. Click this and choose “Edit contents”. You may also
double-click anywhere in the text area, to start editing straight away.

Zenario site!

our new Zenario site.

Width: 8 columns, 744px

lenu" on the Admin Toolbar, the
e an HTML web page content ite

es: slot small_slot Main
WYSIWYG Editor
tors only until published. Click o

€s: zenario_html_snippet
zenario_htal_snippet__default_style

le to visitors by enabling it in Orci = F= NS
Copy contents

tp://zenar.io. *  Cut contents

Framework & CSS
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You are now able to edit any text in the field using all of the tools provided
that will now appear at the top of the page. There are the usual functions
such as indenting, text alignment and bullet points.

Edit~v Insert~ Format~ Table~ Tools v

M & 2 B I U T, Formats~ | FontSizes ~  Paragraph ~  i= v

Simply enter your text and either save, save and continue or abandon

your changes using the brightly coloured buttons: ] Save

\
Note

Pressing <Enter> will make a new paragraph and pressing <Shift+Enter>
will enable you to put text directly on the line below.

- J

There are some styling options that you can choose for things like
headings and subheadings.

In order to do this highlight the text you want to change and click on the
drop down option named “Paragraph”. Here you will see a selection of

text styles to choose from.

Navigate Menu & 2 Edit A La

Table ¥ Tools ~
I U | T, Formats v  FontSizes ~  Paragraph  ~ = v
Paragraph
Address
Pre
Welcome to your new Zenario site! 1
Congratulations, you have just installed your Headlng 2
You may add another page by clicking "Men. ~Heading 3 h
symbol. When you do this, you can create an Heading 4 if
Content items will be visible to administrators Headina 5
visible to regular site visitors. eading
'You will also need to make your site visible tc Heading 6 0
settings section.
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Choosing “Heading 1” makes the highlighted text look like this:

Navigate Menu & 2 Edit A La
Table ¥+ Tools ~

/I VU | T, | Formats v | Font Sizes ~ | Paragraph v =~

Welcome to your new Zenario site!

Congratulations, you have just installed your new Zenario site.

'You may add another page by clicking "Menu" on the Admin Toolbar, th
symbol. When you do this, you can create an HTML web page content i

Content items will be visible to administrators only until published. Click
visible to regular site visitors.

'You will also need to make your site visible to visitors by enabling it in O

thinos (H

Additional text styles may be added using CSS.

Inserting images

You can add images inside your WYSIWYG editor by doing the following.
When you are in edit mode and editing a slot, place your cursor where

(]

you would like an image to appear and click the image icon™ % .

A box will appear asking you to input some information.

Insert/edit image X

General Advanced

Source | &
Image description

Dimensions X v Constrain proportions

CSS class name(s)

Alignment -- Not Set -- v

X o
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Click on the ™ icon and you will be able to select your image, either one
that exists in the image library or one that you can upload from your
computer.

Images used on the content item html_1/home, version 1

Q

Upload images Add image from image library

HEE

Once you have chosen your image you will then see a populated form,
showing you the details of the image you just chose:

Insert/edit image x

General = Advanced

Source zenario/file.php?c=YZVPIKhVgYWISVmV' X
Image description boat image
Dimensions 352 x 185 « Constrain proportions

CSS class name(s)

Alignment Right v

X o

From here you can resize and rename the image, set its alignment within
the page and add any CSS class names.
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f_np )

Setting the alignment of an image allows the text to wrap around
the image and by adding some padding as described below, you
can control how close the text is to the image when wrapping.

There is also an advanced tab that enables you define styling and
padding, which is especially useful if the image is going to be in a block of
text.

Insert/edit image X
General Advanced

Style border-width: 5px; margin: 5px;

Vertical space 5 Horizontal space 5

Border 5

o

Once you press OK your image will now appear within the editor.

This is a simple contentpage

?Lorem ipsum dolor sit amet, consectetuer adipiscing elit.
Aenean commodo ligula eget dolor. Aenean massa.Cum
sociis natoque penatibus et magnis dis parturient
émontes, nascetur ridiculus mus. Donec quam felis,
ultricies nec, pellentesque eu, pretium quis, sem. Nulla
‘consequat massa quis enim. Donec pede justo, fringilla
;\/el, aliquet nec, vulputate eget, arcu.

iln enim justo, rhoncus ut, imperdiet a, venenatis vitae,
justo. Nullam dictum felis eu pede mollis pretium. Integer
tincidunt. Cras dapibus. Vivamus elementum semper nisi.
fAenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliquam
lorem ante, dapibus in, viverra quis, feugiat a, tellus.

Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aenean imperdiet. Etiam ultricies nisi vel
:augue. Curabitur ullamcorper ultricies nisi. Nam eget dui. Etiam rhoncus. Maecenas tempus, tellus eget

10
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Tip

It's also possible to turn an image into a clickable link. Simply select
the image and click on the add hyperlink button in the admin
toolbar and follow the points mentioned in the ‘Adding hyperlinks’
section.

A hyperlink (or link) is a word, group of words, or image that you can click
on to jump to another document, page, or website.

To insert a link, go into edit mode on the desired page and then edit the
WYSIWYG editor box.

)

A £ 2

Click on the chain link icon and this box will appear:

Insert link x
Url | &
Text to display
Title
Target None ~

CSS class name(s)

o

Then either enter a website URL or if linking to an internal page click on

the icon next to the URL box ™ .

When clicking on the icon to link to an internal page, you will be presented
with a list of your website’s content items. Choose the one you would like
to link to and click “Choose”.

11
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The insert link box will then have you link information in it.

CSS class name(s)

o

Insert link x
Url http://example.com/Zenario-7.0.5 | &
Text to display Home

Title

Target None v

Click OK and you will now have a link on your page.

(.
Tip

30
then select <°

new window.

-

To remove a hyperlink, simply click on the link in edit mode and

To make the link open in a “new window”, click “Target” and then

J

Adding an anchor

An anchor is typically used when you want to have a link, that when

clicked, will take you to a specific, different group of text, usually a lot
further down the page. For example, there is a lot of text on this example

page:

SECOND PAGE NEW PAGE

Home » New Page

Heading One

Eodem modo typi, qui nunc nobis videntur parum clari, fiant solle

Heading Two
Lorem ipsum dolor sit amet, t , sed diam nonummy tincidunt ut laoreet
dolor volut er

sssss
ulputate ve
jusio odio

ip ex ea cor
sse molestie consequat, vel
uuuuu Jup!

dolore eu feugiat nulla facilsis a
il delonit guis dolore
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You can see that there are several headings showing, however we want
the option for the user to be taken straight to Heading Three (off the
initial area that the user sees) when some text is clicked.

To do this choose the place within the WYSIWYG you want the user to be
taken to, click to place the curser, then go to the WYSIWYG toolbar and
select Insert > Anchor.

Edit ~ Insert ~ Format ~ Table ~ Tools

& Insert link  f— -

[ad Insert/edit image

— Horizontal line

() Special character

You will then see a box where you can enter the name of your anchor.

Anchor X

Name Heading Three|

Tip

For ease of reference, it's good practice to use the same anchor
text as the text it is linking to.

Once you click ok, you will see a small anchor symbol next to the text you
chose:

13
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Now that the anchor is in place, it is important to place a hyperlink on the
page in order to link to it.

To do this highlight the text that you want to link and click on the ¢ icon.

A pop-up box will appear with an anchor option. Choose the anchor you
just made e.g. Heading Three.

Insert link X
Url #Heading Three | &
Text to display (Go to heading three)

Title
Anchors l Heading Three -
Target None

Heading Three
655 et name(
m Cancel

You can change the Text to display’ to anything you wish. Now when you
hover over the link it should be underlined and when clicked on, will jump
you to the place where your anchor is:

Home » New Page

Heading One

(Go to heading three)

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper
suscipit lobortis nisl| ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et
iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Nam
liber tempor cum soluta nobis eleifend option congue nihil imperdiet doming id quod mazim placerat facer
possim assum. Typi non habent claritatem insitam; est usus legentis in iis qui facit eorum claritatem.
Investigationes demonstraverunt lectores legere me lius quod ii legunt saepius. Claritas est etiam processus
dynamicus, qui sequitur mutationem consuetudium lectorum. Mirum est notare quam littera gothica, quam nunc
putamus parum claram, anteposuerit litterarum formas humanitatis per seacula quarta decima et quinta decima.
Eodem modo typi, qui nunc nobis videntur parum clari, fiant sollemnes in futurum.

14



Zenario User Manual (7.0.5)

( )
Note

You can view/edit the HTML code of a WYSIWYG by clicking on “Tools”
and then “<> Source code”.

Edit ~ Insert ~ Format + Table v Tools ~

6O &N L 2 B I U Find and replace

Editing banners

Another way of presenting images, text and links on your website is
through what we call “banners”. An example of a banner is shown in the
image below (this banner can be seen on a new install of 7.0.5).

Welcome to your new Zenario site!

Congratulations, you have just installed your new Zenario site.

You may add another page by clicking "Menu" on the Admin Toolbar, then clicking a |
symbol. When you do this, you can create an HTML web page content item and a mei|

Content items will be visible to administrators only until published. Click on the "Publisl
visible to regular site visitors.

You will also need to make your site visible to visitors by enabling it in Organizer, in th
settings section.

You can get support and downloads at http://zenar.io.

We hope you enjoy using Zenario.

Second page

Read the full story @

15
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This guide will show how to edit the content in a version-controlled
banner. This means there is an unpopulated banner in a slot on this
layout (refer to Chapter 4 - Modules and plugins for more information).

Setting a banner image

To add an image to a banner click on the pencil icon and select “Edit
contents (admin box)".

1. 4 columns, 348px

slot small_slot Box 4

zenario_banner
banner__default_style

Edit contents (admin box)
Edit title & HTML (inline)
Framework & CSS

You will then see a screen with some more options on it. Initially under
“Image source” “Don’t show an image” will be selected. By clicking on
“Show an image” you will see some further options.

Image/link Title & HTML

Image source
@ Don't show an image

© Show an image
@ Auto-show image from destination content item

If you choose auto-show, then an Image marked as "sticky" on the destination
content item will be used.

Image
Upload... Select image...

AR [ O

zenario-logo-600w-x-241h.jpg [600 x 241px]

Image canvas
Unlimited size

@ Use a rollover image

Overwrite image alt-tag

@ zenario logo 2x

Overwrite image title attribute
a
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Here you can use the yellow “Upload...” or “Select image...” options to
upload an image.

You can also choose to resize the image canvas, use a rollover image (the
image changes when the mouse goes over it) and overwrite the image alt-

tag and title attribute.

Click save when done and your image will show on the web page.

E to .
ke them

h -> Site

Setting title and additional HTML on a banner

There are two ways to add a title and any HTML to your banner. The first
way is to use the admin box as shown above by clicking on the pencil icon
and selecting “Edit contents (admin box)".

This time however you go to the “Title & HTML" tab.

17
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Image/link Title & HTML
Title
Zenario

Title heading tags
Heading2

Font Sizes v | Paragraph

This is sample text

Here you can enter a title and choose its heading tag (H1, H2 etc) and
enter some body text or HTML in the WYSIWYG area.

The sample text entered above looks like this:

Zenario
This is sample text

You can get the same result editing the banner inline. Here you will be
able to see what the text looks like in the banner as you type.

18
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To do this choose the “Edit title & HTML (inline)” option.

n Box_4
4 columns, 348px

S: slot small_slot Box_4

Banner

S SSes: zenario_banner
zenario_banner__default_style

Edit contents (admin box)
Edit title & HTML (inline)
Framework & CSS

Here you can click in an area to edit the title:

This is sample text

And edit the HTML area:

Zenario
This is sample texd

19
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Setting the banner destination

You can set a destination or link from the banner in order to take the user
to an internal or external web page.

Click on the pencil icon and click “Edit contents (admin box)".

30x_4
4 columns, 348px

35ses: slot small_slot Box 4

e: Banner

CSS classes: zenario_banner
zenario_banner__default_style

Edit contents (admin box)
Edit title & HTML (inline)
Framework & CSS

At the bottom of the image/link tab there is a section named
“Destination”. Here you can choose to link to an internal content item or
link to an external site as shown below.

Destination
@ No link

@ Link to a Content Item
© Link to an external URL
@ Enlarge image in fancy box

External URL
http://zenar.io

 Open in a new window

a )
Tip

It is good practice to tick the “Open in a new window” option
when linking to external sites, as it keeps the user on your page.

(¥ J

20
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If you want to save these banner settings for use on a different web page,
you can save a banner as a plugin that is stored in the library (refer to
Chapter 4 - Modules and plugins for more information).

Editing metadata

Metadata is used for describing the contents of a web page. This data is
useful as this is what search engines use to rank their search results in
order to show the most relevant options.

In order to edit this data, stay in the edit tab and click on properties and
then edit metadata.

Navigate Menu

Properties ¥y Actions v Categories v Layout v

Edit metadata e

Edit alias

HTML in head of page

HTML at foot of page

You can then go about describing your page in the fields provided by
putting text in the ‘Description meta tag’ box.

Editing version-controlled settings for the published content item "html_1/home" E

NECEPEIEN  Main content  Layout  Background & CSS

Browser title:
Home

Language:
English (en-us) #% Release Date: B x

Description meta tag:

Search engine results preview:

Home
http://dev-sc.tribiq.com/HEAD/

Summary:
<

{1]]
4
il
]

# 2| B I T, FontSizes ~ | Paragraph ~ | i= ~ @

21
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You will notice a preview of what is displayed on a search engine results
page below the description box.

\
Note

Entering text in the Summary box is useful if the Content Item will be
referred to in a Content Summary List or blog.

The coloured icons next to the browser title and description fields refer
to the number of characters being used. You'll notice that the box
changes colour, when it is green then that is the optimum number of
characters when displaying on a search engine.

- J

The alias of the page is a unique string of text that relates to specific
content items. For example in the URL example.com/home “home” is the
alias. It also helps tell the site visitor what page they are on, so it is best to
keep the alias as relevant to the content of the page as possible.

In order to change the content item’s alias you must be on the edit tab in
the admin toolbar and then go to “Properties” and “Edit alias”

Navigate Menu

Properties ¥ Acticns v Categories v Layout v View v

Edit metadata

Edit alias {73

HTML in head of page

HTML at foot of page

22
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On the next screen you can change the current alias and its language.

It is highly recommended that you tick the “Create a spare alias under
the old name” option. This is because if there are any web pages that link
to this page then they will be redirected to the new alias. If this option is
not ticked then the links to the page will become broken.

| Editing the alias for content item "html_1/home"

Alias:

home

Language:
English (en-gb) %
@ Create a spare alias under the old name e
request the page's old alias, the
server will perform a Redirect to its

new alias (recommended).

You can view your pages new alias by clicking on the chain-link icon.

Sp— 0B

Publish Al

Your browser will then load your page with the new alias in the URL:

%~ C [ example.com/home

23
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Menu nodes are linked to content items and are what is displayed in the
menus of your website. There is more information on menu nodes and
structures in the Navigation chapter.

Should you want to change the node text follow these steps.

(Note that this requires certain admin permissions to edit.)

In this is example we are going to change the menu node text for
“Animals”.

ritle: Animals

Begin by starting on the page that you want to change the node text on.

Go to the menu tab and click on “Menu node properties”

Navigate Edit Layout

Menu node properties Organize menu... Advanced v Help

Edit the text of this menu node in the
navigation

Primary Menu Node
Section: Main
Path: Animals (Level 1)

A box will appear allowing you to enter new text in the “Menu text” field.

24
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Editing the menu node "Animals"

[UELIVILGGEE Advanced Feature image

The navigation hierarchy of this site is comprised of menu nodes. Use this screen to set this menu node's text.

Menu section:
Main

Menu text:

INSECts e

Path: Insects

Click Save and your changes will be seen on your site.

Navigate

Versions ¥ Visitor preview vy Help

INSECTS

4 )
Note

This does not change the title of your page, just the text of the menu
node. Therefore be careful of any discrepancies between the two.

- J

Publishing a page

When you are happy with your pages and website as a whole you can
'publish’ it, meaning that it becomes available to be seen by the public.

To publish an individual page click the big orange publish button in the
admin toolbar.

25
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Titl - <
Organize layout... View v Hide empty slots Show grid Help

Used on 3 Content Item(s)

To publish multiple pages at once go to Organizer > Content items >All
content items, then select all of the pages you wish to activate and then
click the publish button.

Properties v Publish... Actions v Categories v Layout v
e Tag v | Description v
O E [ htmi_1/home
0 E] html_2/not-found
0 ] html_3/no-access
4 i ] html_4/second_page
) i ] html_5/new-page
) G html_6/new-page-2

Life cycle of a content item

Every Content Item has a "life cycle", starting with its creation as a Draft,
going live as a Published Content Item, and then being Hidden and/or
Archived.

The following table illustrates this life cycle.

Icon Status Meaning

First draft A content item that has been created
as a draft but never published.

First draft of home [The home page (of the site, or of a
page language on the site) before being
first published.

26
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Published

A content item that is visible to site
visitors.

Published home

The home page of the site or of a

page language that is visible to site
visitors.
Draft A content item that is published but

that has unpublished changes.

Draft of home page

The home page of the site or of a
language that is published but has
unpublished changes.

Hidden

A content item that is hidden from
site visitors.

Hidden with draft

A hidden content item that has
unpublished changes. When
published, becomes visible again.

Trashed with draft

A content item that has been trashed
but in the process of being
recovered.

Trashed

A content item that has been
removed from the site. It can only be
seen by Administrators.

The icon tells you information about a specific version of a content item.
Usually you will see the icon for the most recent version's status.

27
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In this chapter you have learned about the zenario editing environment
and how to do basic editing of a content item using the WYSIWYG Editor.

You've learned how the admin toolbar works - the main device for
performing changes to pages while viewing the front-end of a site.

This chapter has shown you how to start editing an existing content item,
and it has described various functions of the WYSIWYG Editor's toolbar,
including how to format text, create hyperlinks and insert images. It has
shown you how to preview the changes you've made and how to publish
the changes, thereby making the new version of the page live.

It has given you an overview of the life cycle of a content item, from draft

through to published, introducing you to the other possible states of
hidden or trashed.

28



