Terminology

Lockingand Unlocking

Sincemanyeditorscanwork in dotCMSat the sametime, safeguardsrein placeto preventtwo editors
from workingon the samecontentat the sametime. Otherwise,  pieceof content. No
oneelsecanedit until the contentis unlockedwhenthey are done. Assuch,this shouldbe an editor’s
first stepwhenstartingto work on contentin dotCMS.

[Releasinghe Lock]allowsothersto work on that item. If an editor releaseghe lockwithout having
madeanychangesthey canclosethe item andmoveon to other areas. If editorsmakechangesand
releasethe lock—without Saving-they will seeawarningmessage:

“Are you sureyouwantto closethe editor? Youwill loseanyunsavedchanges/ou havemadeto this
content.”

Proceedingvill abandonpendingchangesOtherwise editorsshouldCanceto return to editinganduse
one of the Saveoptions.

Savingvs. Save/Publish

The[Save]putton allowseditorsto saveanychangesnadein the contentup to that point. Oncesaved,
editorscancontinueworkingor [Releasd_ockand] closethe item.



Statusof Pages

dotCMSusesiconsto indicatethe statusof the pagesfilesandcontentin edit mode.
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Published

A publisheditem is visibleon the
live websitewithout beinglogged
in.
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Revision

Areviseditem meansthat the
Savedversionin dotCMSis
different from the live website.
Publishinga reviseditem will
“sync”the editingandlive
versions.

Draft (unpublished)
Draftitemswill not showon the
live website.
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Archived
Editorscanarchiveanunpublished
item in dotCMSo removeit from
the list of visiblefiles—thisisone
stepawayfrom a permanent
deletion.
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Unlocked
Unlockeditemscanbe edited as
needed.

Locked
Alockeditemisreservedby an
editor while it is beingupdated.

Wheneditinga pagein dotCMSthe iconsfor locked/unlockedare:

Unlockedpage. Readyfor editing.

Lockedpage— usuallyaccompaniedy a note
aboutthe currenteditor for the page.




