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E D I T I N G  I N F O R M A T I O N

Contributor

• Only own information (drafts and published)

Content Manager and Site Manager

• Own draft and published information and all additions by contributors



E D I T I N G  O W N  I N F O R M A T I O N



E D I T I N G  O W N  I N F O R M A T I O N
To Edit ones own content : 
Click on Content and this overview page for contributors will open

1. Unpublished item by me

2. Published item by other contributor

3. Published item by site or content manager

1. Click to edit your own 
content

2. It says you can edit this 
item from another 
contributor but if you click 
you will see that you can’t

3. You can only translate 
items added by  
managers



2: Click on “own moderated” content to see all 
your added items that haven’t been published yet

3: Click on Edit to open 
your item and change the 
content. Don’t forget to 
save it after editing!

1: To Edit ones own content click first on Content



E D I T I N G  A N D  P U B L I S H I N G  
I N F O R M A T I O N  A D D E D  B Y  O T H E R S

Site (SM) and Content (CM) Managers are the only roles that can publish information. 
Unpublished information isn’t visible on the site !  See Manual XX on roles for more information on the different roles.

We advise you that a CM/SM should never publish her/his own information but that it is checked and published 
by another CM/SM in order to avoid mistakes. 

Before being able to publish information a SM/CM first needs to edit information. 

There are two ways to find unpublished information

1. Using the filter function after clicking on Content
2. Using the different tabs for moderated content



1. Choose “Unpublished”

3. Click on Filter to use the filter that you 
have defined

2. Optional : 
Choose the language that you want to check



Choose “Moderated content”
to see all unpublished items from 
contributors and other CM/SM

Choose “all moderated content” to see 
all unpublished items



E D I T I N G  A N D  P U B L I S H I N G  
I N F O R M A T I O N  A D D E D  B Y  O T H E R S

Once you start editing you will have to check for :

• Grammar : if the text in the title and body field are grammatically correct. 
• Use of Caps in the Title
• AICHI targets, subjects and keywords: 

• If added, check if they are correctly chosen
• If not added check the subject and add them

• All other fields if used. If not used see if you can add some information based 
on the information in the body field or the links provided

Additional tasks

• Provide Menu links (See manual XX on structuring a site)
• Change the automatically generated URL alias
• Promote to front page



E D I T I N G  A N D  P U B L I S H I N G  A N  I T E M

Click on edit to open the item

Choose “Moderated content”
to see all unpublished items from 
contributors and other CM/SM

We will use this unpublished item for the explications



Click on URL redirect if 
you want to redirect this 
item to an other item (not 
explained in a manual yet)

Click here if you want to adjust the image 
of the news item when adding it to the 
entity queue (see manual XX on structuring 
a Bioland site)

Click Menu setting if you want to 
add an item to the Bioland main 
menu (see manual XX on 
structuring a Bioland site)

URLs are automatically generated 
when adding an item. However they 
are often quite long (See next slide)

Promoting options to add an item to 
the homepage (mainly for news and 
events items)



C H A N G I N G  T H E  A U T O M A T I C A L L Y  
G E N E R A T E D  U R L  A L I A S

Why should you change it?

From the example URL alias = /news/launch-ipbes-workshop-report-biodiversity-and-pandemics-escaping-era-pandemics

This alias is based on the information in the “Title field” = 
Launch of IPBES Workshop Report on Biodiversity and Pandemics: Escaping the 'Era of Pandemics’

If you want to copy the URL of the news item in a mail or a message the URL is far too long. 

Better change into: /news/ipbes-report-biodiversity-pandemics which gives enough information 

• Uncheck the button “generate automatic URL alias”

• Change the URL alias



Title of the news item Uncheck to change the URL

Automatically generated URL  based 
on the title of the new item ! Often 
very long and should be shortened. 



C H A N G E  T H E  U R L  A L I A S
A N D  P R O M O T I O N  O P T I O N S

Change the URL to 
make it shorter

Automatically when adding  
items like news and events 
this is set to “Promoted to 
front page”

Uncheck the button if the item shouldn’t 
appear on the front page



P U B L I S H  T H E  I T E M  A F T E R  C H E C K I N G  
A L L  T H E  I N F O R M A T I O N  I N  T H E  F I E L D S

Click on the field

Choose 
“Published”

Click on “Save” to publish the item



T H E  I T E M  H A S  D I S A P P E A R E D  F R O M  
“ M O D E R A T E D  C O N T E N T ”

After saving you come back to 
“moderated content”

Only Draft items 
show

The news item “Launch of IPBES Workshop Report” 
doesn’t show anymore 



T H E  I T E M  H A S  D I S A P P E A R E D  F R O M  
“ M O D E R A T E D  C O N T E N T ”

Click on “Overview”

Its status is now 
Published

The news item “Launch of IPBES Workshop Report” 
shows on top of the list
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