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Contents

* What is Plone?

* A Guided Tour:
- Joining a Plone site and logging in
- Creating and editing documents

* WYSIWYG through-the-web
- Submitting content for publication

- Reviewing content before publication
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Requirements

* You should be able to

- Use a web browser

- Use a word processor (Word, OpenOffice,
WordPerfect, etc.)

* You should have access to a basic Plone site

somewhere
- Custom Plone sites may have different looks and
behaviors.
Side 3. enfold

* We will be using a web browser directly, though not a
word processor. This is a guide to expected skill level.
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What is Plone?

* System for managing content
- Documents, news, events, files, images

* Mostly done Though The Web (TTW)
- access through other technologies possible

* Organizes and controls content creation and
access

Side 4 enfold
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Your Plone site

* Might be different. It may:
- Look different
- Have different features
- Have different products and tasks

* This is for a standard Plone site, so where it
deviates we'll point this out.

Side s enfold

* If you are using a customized version, then that
customization is normally done by a site developer or
system administrator.
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Getting to your Plone site

* |t has an address, just like any web site.
* |t'll show the front page:

) [ [ [ )

Side s enfold

* |f Plone is installed on the machine you're sitting in front
of, you can use the special name localhost.
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Joining

e \WWe can add ourselves to a Plone site. Click
the “join” link at top right, or “New User?” in
the left-side box.

* Goes to a form asking for user information.

Side 7. enfold
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Screenshot: Join form

egistration Form

Side s enfold
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Description: Join form

Red dots indicate required fields

Put in a full name and a user name*.

You will use the user name and password to
log in later.

Password notes

- Make the password unguessable.

- But don't forget it!

- If you do forget it, you can get a confirmation email.

Side o enfold

* A username is something short like “andym” or “andy”. It
will be unique to you in the site.
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First login

* When you join, you get an automatic login.
You can push the button and you're ready to
go.

* But don't do that this time! We'll practice the
regular login method.

* Click on the “Home” tab to go back to the
front page.

Side 10. enfold
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Logging In

* Login can be done with

- the left-side login box
- the “log in” link at the upper right

B ~ enfold

e These locations should seem familiar from the Join
section.
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Logging In (2)

* Fill the form with the user name (not full
name) and password previously used.

* You'll go back to the front page, but notice
that certain parts have changed.
- Message says you're logged in.

- Instead of “you are not logged in” message, your
user name appears in the upper right.

- Login and join links are replaced by others.

Side 12. enfold
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Screenshot: Logged In

% search

home. news members

Balice tmyfolder = mypreferences Zundo 3 log out
you are here. hame

@) Welcome! You are now logged n.

navigation |
«  March 2005 »
@ Home Welcome to Plone E1S @  |SuMo Tu We Th Fr Sa
This welcome page is used to introduce you to the Plone Content Management System. R
recentitems 6 7 8 95101112
You can customize this frontpage by clicking the edit tab on this document if you have the correct permissions, Create 1314/ 15/16 17 18 19
Ne ltema pubiiatied or folders and put content in those folders, Folders will show up in th tion box F th blished, it I
b e p p in the navigation box if they are published. It's a very simple R o i

lastlog-in and powerful system. 27 28 29 30 31

For more information:
More

@Plone website

ope community

DCME

site

There are @maling lists and @ recipe websites avallable ta provide assistance to you and your new-found Content
Management System. @ nlir is also a nice way of getting advice and help.

Please contribute your experiences at the @Flor

Thanks for using our product

@The Plone Team

Slide 13.
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... and Logging Out

* One of the new changes is a “log out” link in
the upper right.

- (where login used to be)
* Click that and you will be anonymous again.

- Helpful for seeing how everybody else sees your
site.

- Keeps unauthorized people from acting as you, if
they use your computer.

* Don't do it just yet.

Side 14 enfold
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A Quick Tour

e \We'll take a look at the Plone interface and
use it in the usual manner.

* Generally self-guiding. Help text is often right
on screen.

Side 15. enfold
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Main Tabs

Access different areas of the site:

home news members

navigation B welcome! Youare ne

& Hame Welcome to Plor

home: front page
* news: show news items in a full page

members: search for members

Side 16. enfold

Other tabs can be added by the site administrator.

C:\Modules\content_editing.sxi | # 16
Copyright Enfold Systems LLC, All rights reserved



Breadcrumbs

* Show where you've been, let you get back
there:

navigation [ contents | [ wiew || [ edit ||

& Home

* We are looking at a document in a folder in
alice's home folder, which is in the nenmber s
folder, which is under the main site.

Side 17. enfold

* This is, of course, a “Hansel and Gretel” reference.
* The breadcrumb components are links, and can be used
to get back to containers.
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Text size

* Click to change text size

smalltext normal text large text

* Three different settings. Takes place
immediately.

enfold

Slide 18.

* Browsers will often have a text size control as well.
* In Firefox, Ctrl - or Ctrl +

* Note that graphics (like logo) do not change size.
* But there aren't that many graphics!
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Searching

* Can find published content with a broad full-
text search:

small text  normal text  large text

e Enter terms to search. It'll find all content with
all the terms.

Side 15. enfold
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Personal Actions Bar
¢ Actions that this user can do.

Balice  myfolder 2 mypreferences undo  ¥log out

«  March 2005 »

* Different for different users
- Anonymous has “log in” and “join”
- Managers have “plone setup”

Side 20. enfold
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Content View

* Main content area (in the green box):

Home page for alice

* Changes depending on what content you're
looking at.

enfold

Slide 21.

Folders (which are content) will show a screen to manage
their contents.

Documents will show document contents and maybe let
you edit them.

Images will show images and maybe let you change
them.

...And so forth.
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Description: Content View

* |f the page is editable, there is a green box
around it and green tabs

* The green tabs are the content tabs, and
change depending on type of contents.

- They go to the different actions allowed on content.
- A “contents” tab will go to the contents of the nearest

folder.
e We'll look at this area in more detail a little
later.
Side 2. enfold
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Sidebars

* Contain “portlets”: boxes with a small set of
information.

- Can be site-wide, like news

- Can be location-specific, like navigation
* Many will not appear until they have

something to show.

* |f nothing is in a sidebar, it will collapse and
give the room to content.

Side 23 enfold
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Left Side Bar

navigation

(& Home
(3 Members . .
“aewm— * Navigation tree

(CJ A Folder

- Shows where you are, and some
navigation options. Clickable.

Login box

eeeee titems |

maore news item
2005-03-16

More

Recent Items
- For users. Items published since last login.
Related Items

- Content with the same keywords.

Side 24 enfold

We've already seen the function of the login box. Only
shows up when not logged in.
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Right Side Bar

= Mews item
published!
2005-03-16
* [tems to Review b
2005-03-16
- Reviewers see content needing review. =
L d Calendar upcoming events
[i§ Plone Training
- Shows current day and events. plel
2005-03-18
- Hover over an event.
«  March 2005 »
hd NeWS Su Mo Tu We Th Fr Sa
1 2 3 4 5
* Events e S
20 21 22 23 24 25 26
27 28 29 30 31
Side 25. enfold
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My Preferences

* |In Personal Actions bar, there's a “my
preferences” link.

* Can change a few things about your Plone
environment.

«««««««

Side 2. enfold

* Managers have more controls, to configure the Plone site
in general.
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Change Password

* Under the “Change Password” link:

Change password for alice
Up to My Preferences

* A standard password change.

Side 27. enfold
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Personal Preferences

e Under the “Personal Preferences” link:

Member Details

Full name
alice Liddell

ng items. If Short Names are not displayed. they will be

ourself. Recommended image size is

Side 26. enfold
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Description: Preferences

e Ful | nanme and E- nai | set from join form.
- Be sure to provide a valid email address!

e Content editor letsyoupickaTTW
content editor, if installed.

- Some browsers (older or unusual) may not support
these.

- We'll be using “Epoz”, so select that *

e Short nane is what shows up in the URL
when viewing an object.

Side 2. enfold

* We will be using Epoz later in this training, so please
ensure that it is selected.

If the email address doesn't work, you won't be able to
use the password reminder mechanism. Other site
functions may not work, either.

If you don't set short names (aka ids) yourself, Plone will
generate one. The generated ids are long and ugly.

The user picture is used in the member search.
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My Folder

* Also in the Personal Actions bar, a “my
folder” link.
* Goes to your personal workspace.

- The only place to create content, by default.

- A folder named with your user name in the top-level
folder Menber s

 Starts with a home page defined, which is
seen if others go to the directory.

Side 20. enfold
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Screenshot: My Workspace

home news members

vou are here: home » members » alice’s home.

smalltext normal text large text

U search

Balice =myfolder = mypreferences  *undo X log out

navigation [eontents | [ wview | [ edt | [ sharing |
[ addnewitem~ | state:wisble~
@ Home
i
5 Members 0 alice's Home me0

[ alice’s Home Up one levsl

recentitems | :
¢ add new item

Select  ¥|

One more news item

2005-03-16 (A title [ sz | rmadified state | order
i [ Home page for alice 1kB 2005-03-15 18:00:15 isible -
More.
Dremame || Taut|| T copy delate change stats

Home page area that contains the items created and collected by alice

Slide 31.

enfold
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The Content Tabs

* Allow you to perform tasks on the content
- content: contents of nearest folder
- view: see what the public sees
- edit: change this content
- properties: data about this content
- sharing: allow other users expanded access

* Some types of content may define other tabs.

Side 22 enfold

* Data about the content is typically called “metadata”. It
might be copyrights, effective and expiration dates,
language, and more.
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Other Content Actions

Balicez myfolde;

0 niew ftem~ | _state: visiol

==
J;@’

- Email: send a link to this content by email
- Print: print this page

- Add to Favorites: create a “Favorite” in your
personal folder

- External Editor: if installed, launch a program on
your machine to edit something*

Side 23 enfold
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Creating Content

* Now that we've seen the interface, let's use
it. We need to make some content.

* Two ways to create content:

- Standard way
¢ In folder contents, select type from drop-down, click button
- Quick way

* In any content, select type from right side of green bar. It
will be added in the nearest folder*.

Side 24 enfold

* * This only works with JavaScript enabled, which it should
be on most browsers.
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Screenshot: Creating Content

edit | [ sharing

J contents | [ wview ||

o alice's Home

Up one level

state

modified
2005-03-15 18:00:15

Document
Event

File
Folder

title size
page for alice 7 | 1kB

copy delete change state

Home page area that contains the items created and collected by alice

[ add newitem+ state: visible »
[§ document
[E] event Hod

k file
(" folder
[§ image

@ link

[E news item|

arder

Slide 35.

enfold

* You cannot actually do both at the same time. This is an

“artists rendering’.
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Content types

Document — web-viewable document
Event — an entry for the calendar
File — any file
* Could be a file with extension .doc, .zip, .exe etc.
Folder — contain other content

Image — web-viewable image
* Could be an image with extension .png, .gif, .jpg etc.
Link — URL to somewhere

News Item — entry for news portlet and news tab

Side 2. enfold

* Plone content types are much “richer” than files on your
computer. Try not to think of them too much as files.
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Exercise 1: Let's create some
content

Make a Document in your folder.

Use either method you like.
- Or both!

Fill in the edit fields if you like, especially the
names. Be sure to click the “Save” button.

Go back to the folder contents view and look
at it.

* Click on the Document to look at it again.

Side 7. enfold
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View screen

* The view tab show what content looks like
when “rendered”, like an anonymous user

might see.

- Different for different types.

| contents H wiew || edit || properties || sharing |

| add newitem = | state: visible +

Home page for alice

Alice's home page. This is the description.

This is the document that defines Alice's home page. This bit is the body text.

Ha @

Slide 38.
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Edit screen

* Lets you change the contents of the content.
- The contents, as shown in the view tab.
e Common fields:
- Short Name: what shows up in the URL
- Title: used everywhere else
- Description: a few sentences to summarize
* Different types will have different fields.
- Document has Body Text; Link has URL; etc.

Side 2. enfold

* Description shows up in bold in just under the title in the
content view.
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Screenshot: Edit tab

[ contents | [ view | [ edit | [ properties | [

sharing |

addnewitem ~ | state: visible =

Edit Document

Fill in the details of this document.

Document Details
Short Name

Short Name is part of the item's web address. For accessibility reasons. do not use space:
special characters

ces. upper case, underscores, or
index_html

Title n

Heme page for alice

Description

A brief description of the item

Alice's home page. This is the description.

Body text
Normal

|
D RE R REE NP EEEEEEERHE E R

This is the document that defines Alice’s home page. This bit is the body text

Slide 40.

enfold

C:\Modules\content_editing.sxi | # 40
Copyright Enfold Systems LLC, All rights reserved



[ HTML

Upload contents (optional)
Uploaded files will

cancel

replace the body text entered above

...and the bottom

Browse...

- Always remember to use the “Save” button. Changes
won't be saved otherwise.

Slide 41.

enfold
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TTW WYSIWYG Editing

* Acronyms are fun!
- Through the Web What You See Is What You Get

* Some content fields, like Document body
text, can be “rich content”.

- colors, bold, italic, links, etc.

* You can write HTML or Structured Text, but
we can have a more friendly environment.

* Epoz, if installed and selected, can do this.

Side 42. enfold

* Epoz is Zope spelled backwards.
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Epoz

* We saw Epoz in the Document edit tab.

___Bo ytxt Subscnpt Numbered List TDleDX Undo
Apply style Normal ¢ Bulleted List
Inline styles— [z ][z ] 0 I\%H H H HA\IQH H [=IE=] ‘\FHOH%HDH HEIHDH H \

Commands [~ s ickne eco e g This bit ifgh& Table
H Rule
nghtAllgn Image
Center Link
Bold Left Align Anchor
Italic Outdent
Underline Indent
Strikethrough
Remove format
Content — Text Color

Background Color

/ View and Edit Source

L
[ HTML

enfold

Slide 43.

C:\Modules\content_editing.sxi | # 43
Copyright Enfold Systems LLC, All rights reserved



Using Epoz

* Type text in the Content box.
* Apply styles to paragraphs with the style box.
* Apply changes inside paragraphs with inline
styles
- bold, italics, underline, colors
* Use commands to create special structures
- lists, tables, images, links
* Like any word processor

Side 4. enfold

* Please note, you can hover over a button to get some
help text.
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Using Epoz (Adv)

* Toolbox: highlight text and open the Toolbox
to find content to link to.

* Link to off-site content with the Link button.
- Link to internal anchors with #anchorname

* We're actually creating HTML. To see the
source, check the HTML box.

- Editing source works too.
* Remember the Save button!

Side 45. enfold
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Exercise 2: Editing

* Use Epoz to create a document.

- Put some styles to it.
- View the HTML

e Save and view.

Side 46. enfold
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Properties screen

* Edit some common properties of content.
[contents | [vien | el ] ] wroperies | — 3dd new ite fate: =

e 1
This inform etadata is the collection of information that is used to
d expiration dates, language, and keywords.

ation, also referred to as me

categorize an object,

Slide 47.
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Description: Properties tab

e Allow discussion: if enabled, users can add
threaded comments. May use site policy.

* Keywords: select relevant keywords from a
site-wide list. Used for related content and
searches. Managers can create keywords
here.

» Effective and Expiration Dates: content is
only visible when published and between
these two dates. Leave blank to ignore.

Side 46. enfold
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Description: Properties tab (2)

* Format: set MIME type. Leave this alone in
most cases.

* Language: set the language that the content
IS written in.

* Copyrights: add rights info. Appears in
content footer.

e Contributors: names others involved in
making the content. Also appears in content
footer.

Side 49. enfold
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Sharing Content

* Allows other users expanded access.
- By default all users can see content, but not edit.

* Anything can be shared: Folders,
Documents, Links, etc

- Anything in a shared folder is also shared
* Can only share roles you have.

- For regular members, this is only Owner.
- Reviewers can share Reviewer.

Side 50. enfold
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Screenshot: Sharing

[ sddnewitem~ | state visiblew

Current sharing permissions for alice's Home
You can share the rights for both folders (including content) and single items. These users have privileges here:

Acquired roles

userlgroup name | type | rolels)

jecooper User | Owner

Assigned Roles alice's Home
[~ | userioroup name | type | rolets)
alce User | Omner

delete selact=d rols(z)

Add sharing permissions for alice's Home

Sharing is an easy way to allow others access to collaborate with you on your content. To share this item, search
for the person's name or email address in the form below, and assign them an appropriate role. The most

common use is to give people Manager permissions, which means they have full control of this item and its
contents (if any).

Search Terms

Search by [Userame

Search Term

perform search

Last rmoclfiel 2

1200

Side 51. enfold
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Sharing

* Top of the form shows existing roles, and
allows for removing them.

- Won't let you do anything dangerous, so don't worry.

* Search for users in the bottom section. May
use email address or user name.

- Enter nothing to see all users.

* Select a user and a role. Regular members
have only one role to chose. (Owner.)

Side 52. enfold
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How Sharing Works

* Gives other users a role in a certain place.

* |f a user is given the Owner role, she can act
just like the “natural” owner.

- Edit, view, share, etc.

* Shared roles from a folder apply to all its
contents, and the contents of all subfolders.

- This is where “Acquired roles” comes in.

Side 55. enfold
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Back at the Contents page...

* Having worked with content, let's go back
and see where it's stored.

* Hit “contents” tab to go to nearest folder.

[ eontents | [ view | [ edn | [ shaning |

[ addnewitem~ | state: visible =

= alice's Home He @
Up one level

Home page area that contains the items created and collected by alice

Select || ¥ add newitem

title size medified state order
[~ | [@ Home page for alice ;# | 1k 2005-03-16 13:43:48 isible
[T | B TestDocumer nt 1kB | 2005-03-16 12:21:46 isible
rename cut copy delete change state

enfold

Slide 54.
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Folder actions

* Folders are content that holds other content.
You can see contents listed in the table.

* Folders have some special actions:

- Select all/none: button in top left corner.
Checks/unchecks all content. A time-saver.

- Cut, copy, paste, delete: move around or remove.
Note that cut content doesn't disappear until paste.

- Rename: change short names and titles of content.
- Ordering: use the arrows to move content up/down.

Side 55. enfold

* There's also a “change state” button for doing workflow
actions on a batch basis. We'll look at this in a few slides.

* Note, of course, that actions only apply to checked
content.
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Submitting content

* Content is created in the “visible” state.
- Viewable to other users, but not published
* When done, we submit content for review.
- Must be reviewed to be published.
- Special users (Reviewers) will then be notified.
- Reviewer may publish or reject submitted content.

* We can see the state in the green bar and in
folder contents.

Side 56. enfold

* This workflow is the standard issue one. Many sites will
customize workflow to a lesser or greater extent.
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Other workflow actions

* Some other actions besides “submit”:

- Make Private/Visible

* Content can be hidden from other users in the “private”
state. Chose “make private” to do this.

¢ Reverse is available as “make visible”.
- Retract

e Content that is “pending” (awaiting review) or “published”
may be brought back to the simple “visible” state by
retracting.

* Reviewers have more options.

Side 57. enfold

Managers can do anything.

C:\Modules\content_editing.sxi | # 57
Copyright Enfold Systems LLC, All rights reserved



make private

But how? il

add new item ~ state: visible vw

* Much like content creation, there's two ways:

- In content

* In green bar, use the drop down to pick an action.

* Only for a specific piece of content.

* The “advanced” page allows comments and effective date.
- In folder contents

* Select content and push the “change state” button.

¢ Pick action, provide comments and/or effective dates if
desired. Same page as “advanced.”

e Can do multiple pieces of content.

Side s6. enfold
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Published Content

* Published content participates in the public
site. When published,
- Events appear in calendar and events portlet.

- News items appear in the news portlet and news tab
when published.

- Folders appear in the nav tree.
- Content is no longer editable.
- Content appears in Recent Items portlet.

Side 59. enfold
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Exercise 3: Submitting

* Submit your Document from Exercise 1
* Create a News Item and submit it.

* View them from the folder contents of your
folder. Notice the state.
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If you're a reviewer

* Don't bother with this unless you're set up as
a Reviewer. (This is done by the site admin.)

* Content awaiting review (the pending state)
shows up in Review portlet.

review list

¢ Click on content to view/edit.

[® Home page for
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* Reviewers who create content have the option of
publishing straight away. Managers as well.
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Exercise 4: Publishing

* Become a Reviewer, and go to the front
page. See the review portlet.

- Right slots are hidden in home folders.

- Manager can also publish, but will not see the portlet
unless explicitly given a Reviewer role.

* Click on content in the portlet. Publish it.

- When publishing a News Item, notice what happens
to the news portlet.

¢ Notice the state of the content.
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The End

e That's it!

* We've seen pretty much everything in a stock
Plone site.

* For more, there are Plone books, plone.org,
mailing lists, and chat rooms.

* But mostly the Ul should be pretty straight-
forward and self-explanatory.
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