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After logging in, you can edit a Basic Page by visiting it and clicking the Edit 
link above the content: 

 

This opens the page editor with a WYSIWYG editor. You can edit basic information about 
the page here including page title, content, navigation text link, page URL, and publishing 
status. 

 

Additional tutorials will go over how to format text, add/edit images and documents, and 
other content editing options. 

 

 

 



Once you have made the changes you wish to make, you can save the page as a draft 
version of the current page by going to the bottom and selecting Draft in the “Change to” 
dropdown and clicking the Save button. 

 

Doing this keeps the current version of the page live while creating a draft of the page with 
your edits for review. You can view this edited version of the page by clicking the “Latest 
Version” link above the content. Clicking View shows you the currently published version 
of the page. 

 

 

 

 

 

 

 



Once you find your updates acceptable, you can click Edit again to go back to the edit page 
and change the “Change to:” dropdown to “Published” and clicking Save. This will make 
the changes live on the site: 

 

If you wish to unpublish a page without deleting it, you can also select “Archived” from the 
“Change to” menu when the page is in the Published state. However, be aware of any 
pages this content may be linked from when you do so as those links will no longer work. 

 


