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1. PREFACE 
 

 

What is a CMS? 
 
The site is created and can be managed by a particular management software known as 
CMS. 
 
A CMS is a Content Management System, a tool that enables a variety of (centralized) 
technical and (decentralized) nontechnical staff to create, edit, manage and finally publish 
a variety of content (such as text, graphics, video, and so on) whilst being constrained by a 
centralized set of rules, process, and workflows that ensure a coherent, validated Web site 
appearance. 
 
Although not the only advantage of a CMS, the most obvious benefit of a CMS is 
coordinating a Web site easily.   
Take a situation where one person, a Webmaster, coordinates a Web site, either an intranet 
or an external site. Content comes from users in a variety of formats, and the Webmaster 
turns these into usable Web pages by converting them to Hypertext MarkupLanguage 
(HTML). If a user has to change those pages, then the user sends the changes to the 
Webmaster, who changes the pages, and so on. 
This presents many problems for the organization, the biggest being that all content is 
flowing through one person - an obvious bottleneck. That one person can do only so much 
work, and if that person is sick or leaves the company, a great deal of productivity is lost 
in finding a replacement.  
The publishing process can be quite frustrating as e-mails fly between the Webmaster and 
the user trying to get content published. 
 
A CMS provides to separate the programming language, the graphic design and the 
content in a way that each of this elements can be worked out by different and specific 
competences. 
 

� The graphic designer elaborates the graphical interface. 
� The computer programmer sets up the system structure and carries out the 

templates. 
� The buyer provides for contents. 
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What Plone and Zope are? 
 
Plone is open source, licensed under the General Public License (GPL), which is a common 
open-source license that allows anyone to use the source for free. Plone is built on top of 
Zope and the Content Management Framework (CMF). 
Zope is a powerful and flexible open-source Web application server developed by Zope 
Corporation and the CMF is a framework for a system; in other words, it provides the 
tools for developers to build a product, rather than just providing an out-of-the-box 
system that users can use immediately. 
Plone takes this and many other features and improves upon them to provide the user 
with a high-quality product. Plone is a layer on top of the CMF, which is an application 
running on top of Zope. 
 
 

Main features 
 
Zope and Plone confers to a site this  features: 
 
Separates the content of a page from the presentation: If the actual content is separate 
from the presentation method, then the content author doesn’t need to know any HTML 
or how the page is delivered. In fact, one piece of content could have many different 
templates applied to it, including formats other than HTML, such as Portable Document 
Format (PDF), or Scalable Vector Graphics (SVG). When you want to change the look and 
feel of the site, you have to change only that one template rather than all the content. 
 
Allows certain users to add and edit content: If specified users can add and edit content 
easily, then there’s no need to send content to the Webmaster or Web team. Instead, the 
user who wants to create a page can do so and edit it as much as necessary. 
 
Applies rules to whom can publish what and when: Your business rules might not want 
just anybody publishing content on your Web site; for example, people in marketing 
would be able to publish to the press release part of the site and not to the engineering 
section. 
 
Can apply business rules to content: If a person from marketing creates a press release, 
somebody in legal might need to review that document. In this case, the document will be 
passed through a review process that ensures it won’t go live until these reviews are done. 
 
Can search and index information intelligently: Since the CMS can keep track of 
structured information about the content (such as author’s name, publication date, 
modification dates, categories, and so on), it can produce listings of content by author, 
recent content, and so on. It can also provide searching capabilities that are much smarter 
and more useful than just a simple textual search.  
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2. A QUICK TOUR INTO THE SITE 
 

Just like any web site, in order to get to Viaggiadr site  you have to key in the address bar 
of your web browser the exact site address. Then press enter.  
It’ll show the site cover image and the possibility to choose your language navigation, 
Italian or English. 
You can select ENGLISH by clicking on it one time with your left mouse button. 
 
You enter on the home page of the site composed by: 
 
 
 

 
 
 
 

MAIN TABS 

RIGHT 
SIDE BAR 

LEFT 
SIDE BAR 
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Main Tabs 
 
It is the section at the top of the home page which accesses to different areas of the site, 
mainly to services such as forum, mailing-list, site map. links. Each button is clickable.  
 
 

 
 
 
 

Home 
It is the front page. 

 
Forum 
It is a facility for holding discussions.  It is reserved to registered users. The topics 
are listed by three categories – Scientific Forum – Creative Writing – Travel 
Experiences.  
First page sintetically shows topics – replies - views and last updated for each 
section. 

 
Mailing-list 
It allows the members of the site to receive news letters. In this page it is possible to 
look at the news in chronological orders (last news is the first ). 

 

Links 
It contains a certain number of external links related to other center studies that are 
concerned with travel literature. 

 
Contact us  
It contains phone numbers, mailing addresses and main office locations for the 
VIAGGIADR project staff. 

 
Site map 
It contains an overview of the available content on the site. Keep the pointer still 
over an item for a few seconds to get its description. 
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FAQ 
It is an abbreviation for "Frequently Asked Question(s)". It is an online document 
that poses a series of common questions and answers, all supposed to be frequently 
asked. They are listed by three categories each of them on a  specific topic. 
 

� Technical FAQ:   it contains the most frequently questions and answers on 
technical informations about the site. 

� Scientific FAQ: it contains the most frequently questions and answers on 
scientific curiosities about the subjects the site deals with. 

� Touristic FAQ : it contains the most frequently questions and answers on 
touristy  curiosities about the subjects  the site deals with. 

 
 

 

Right Side Bar  
It is the section at the right side of the home page  and it contains the search box and recent 
news.  
 
 

 
 

 

Search box  
You can find published content with a broad full 
text search. Enter terms to search. It'll find all 
content with all the terms. 
 

Scientific news  
It contains the preview of the recent item 
published and related to scientific field. To read 
recent item click  on it, click “more news”  to read 
archived news.     

 
Tourist news  
It contains the preview of the recent item 
published and related to tourist field. To read 
recent item click  on it, click “more news”  to read 
archived news.    
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Left Side Bar 
It is the section at the left side of the home page and it contains the navigation tree that 
shows the contents of the site and the box login.  
 
 

 

 

 

NAVIGATION 

C.I.S.V.A. 

It is a section  devoted to  the Centro Interuniversitario 
Internazionale di Studi sul Viaggio Adriatico. It 
contains its mission, its center staff, its statute and the 
documentation about its activities. 
 

Digital Library 
It is a section that contains texts and studies on Adriatic 
travel narrative available on line. 
 

Literary touristic itineraries 
It is a section that suggests cultural itineraries on the 
track of Adriatic travellers. 

Rete Interadriatica 

It is a section about cities and resources of the Adriatic 
network made up of local governments and 
enterprises.  

VIAGGIADR project 

It is a section explaining Adriatic Cross Border 
INTERREG IIIA project “Adriatic travellers. Writing and 
travel paths”. It contains its mission and its partners.  

LOG IN 

It is the box to log in. It also allows to join the site. The 
same actions can be done from the two label on the 
right top, just under the main tabs.  
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Utilities 
 

Breadcrumbs 
 

 
 

It show where you've been, let you get back there.  
This is, of course, a “Hansel and Gretel” reference. The breadcrumb components are 
links, and can be used to get back to containers. 
 
 

Print – Send E-mail  
 

 
 

 

This options allows you to make simple actions : 
 
Send E-Mail: it opens a window to fill in with the email address of 
the person to whom you want to  send an email. 
 
Print:  it allows you to print the page in which you are. 
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Language: Italian/English 
 

 
 
 

 

Selecting a flag you can choose the language you prefer to 
visit the site  : Italian or English  

 

 

 

Site statistics 
 
It is an utility that  allows you to see the number of accesses to the site since its installation.  
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3. JOINING THE SITE 
 
 
Clicking the JOIN link at top right, or NEW USER? in the right-side box you can add 
yourself to the site.  
 
 

 

 
 

 

It goes to a registration form asking for user information. 
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Some fields are required; a little red box next to the text indicates the required fields. 
 
Once you’ve completed this form, click “Register” to submit your information.  
If you’ve made any errors on this form, then you’ll see a message at the top and the key 
fields that have an error highlighted. 
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Log in 
 

If you already have a username and password or you are returning to a site you’ve 
previously joined, then you can enter your name and password in the right-side login box 
or click on the LOG IN link at the upper right. 
 

 

 
 

 
If you forget your password at some point, you can get it sent to the e-mail address 
provided when you registered. To have your password mailed to you, click the FORGOT 

YOUR PASSWORD? link located in the left column of the Web site. This will bring up the 
forgotten password form, enter your login name, and a password will be e-mailed to you.  
 
After you’ve logged in, 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 
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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. This is helpful for seeing how everybody else 
sees your site. It keeps unauthorized people from acting as you, if they use your computer. 
 

 
 
 

Personal Actions Bar 
After you’ve logged in, the member bar in the top-right corner will change to represent the 
options available to you as a member of the site.  

 
My folder 
One of these options is that each member has a folder created for them when they join a 
site. This folder is set up with particular security so only that member (and administrators) 
can add and edit the content in that folder. To access your personal folder, click the MY 

FOLDER link in the personal bar in the upper-right corner of the site.  
 

 
 

Preferences 
In the upper-right corner you’ll also see a PREFERENCES link; clicking this will open a 
list of personalization options.  
 

 
 

You’ll see two choices at the moment; you can change your password, or you can go to the 
personal preferences and change key preferences in your site. 
The CHANGE PASSWORD form allows you to change your password.  
The personal preferences form allows you to set a number of preferences that change how 
you see the site.  
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4. DIGITAL LIBRARY 

 
 
Sections  
 
The Digital Library is arranged in different sections.  

 
1. General catalogue : from this section you can  search  information on documents the 

digital library hold. 
 
2. Digital Books Catalogue : it is the catalogue that contains text and studies in digital 

format.  
 
3. Author catalogue : it contains a list of all the authors hold in the digital library. 

Accessing by this section, you can click on the letter of the alphabet corresponding to 
the initial of the authors you wish to search for. 

 
4. Books catalogue : it contains an alphabetical list of all the books that are  hold in the 

digital library.  
 
5. Studies Catalogue : it contains research books such as book reviews and research 

papers.   
 
6. Periodicals catalogue: it accesses to an alphabetical list of all the serials and 

periodicals hold in the digital library. 
 
7. Chronological Catalogue: from this section you can search information on 

documents and text  by choosing the century of the book first publication.  
 
8. Territorial libraries: from here you can display a list of all the libraries that own the 

books hold in the digital library. You can choose to access in alphabetical order or by 
selecting a city.  

 
9. Travel Narrative: it contains travel narrative books also available in digital format.  

 
10. Women’s travel writing: it contains books and studies written by women.  

 
11. Travel poems : it contains poetry documents about travel topics.  
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12. Chorographical descriptions : it contains chorographical topic documents.   
 
13. Image gallery: it contains a variety of images arranged in different sections: pictures, 

paintings, art engravings, photography,  drawings, title pages, book covers. 
 
14. Tourist library:  it contains all kind of tourist books, such as guide–books , trade 

journals, cartographic maps.  
 
 
 
 

Searching in the digital library 
     

To search for texts, authors or  libraries in the digital library you have two different ways: 
 

1. Directly from the opening page of the digital library, selecting a catalogue.  
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2. By the section “General Catalogue” from which you can access to two different 
type of searching: 

 
 

� Basic  search  
 
Basic search offers a large variety of direct search options in all the digital library’s 
catalogues.  

 

 
 

 
 
 

Reflecting the type of search you wish to perform you can select:  
 

� All field: enter one or more search words in the box. This field searches for words 
or phrases anywhere in the catalogues record. 

� Author :enter the author/creator's last name followed by the first name. 
� Title: enter all or initial part of title. 
� Catalogues: from the list you can select the catalogue in which you want to search. 

By default it in set up on “all catalogues”.  
 

You can fill in as many fields you like. 
Then select the Search button to perform the search.  
 
The result will match all of the words you entered in all of the fields. 
 
This kind of search is not often well refined, even if it is helpful when you want to 
develop a quick sample search or when you want to do a search in which recall 
(quantity of retrieved records) is more important than precision (relevance of retrieved 
records). In other words, you want to conduct an exhaustive search, rather than a 
highly specific one. 
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� Advanced search 

An Advanced Search is especially helpful when you wish to create a precise search 
strategy, combining or excluding search words or phrases. You can use it when you want 
to do a search in which precision (relevance retrieved records) is more important than 
recall (quantity of retrieved records). 

The Advanced Search consists of two sets of Search/Attribute sets, and the ability to tie 
them together with Boolean operators (and, or, or not) and  

 
 

 

And you can use: 

� A drop-down menu from which select a search type (title, author…) 
� A search text in which enter  a standard subject heading, name, or genre term  
� A drop-down menu from which select the structure of the subject heading entered. 

If you entered more than one word you can select if the search has to be performed  
to all of these or only to one of these or to the word as a phrase.   

� A drop-down nemu from which select a Boolean operators to search for 
combinations of words or phrases. Use of these operators can make your search 
more focused, thus yielding more precise search results. The connector AND  

retrieves only records containing both terms. The connector NOT excludes records 
containing the second term. The connector OR retrieves records containing 
either one or more terms. Keep in mind that the connectors AND and NOT 
generally limit your search (decreases the number of hits) and the connector OR 
expands it (increases the number of hits).  

The following search limits can also be used: 

� Date of publication or creation of the material  
� Type of material (e.g., book, serial, music)  
� Subject of the search 
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Search Results 
 
You will see a list of results arranged in a title list.  
Selecting the title, it will display a table containing information about the text: 
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Some of these are are buttons allowing you to retain selections from the screen of hits, as 
you move to subsequent pages in the search results:  
 

� File: it allows you to open or download the digital book. 
� Primary author  : it opens the author window 
� Secondary author: it opens the secondary author window 
� Publisher: it opens the publisher window 
� Library: it opens the library window  
� It is part of: it allows you to go back to the principal monography. 
 
 
Various formats can be arranged on the records displayed.  
In order to guarantee the best connection with other  Italian or foreign digital libraries, 
the system allows you to convert and export the  bibliographical information hold by 
the site in the different bibliographic standard codified by the international organisms. 
 

 
 

 
 
 

� Default : it is the format available by default  
� ISBD : International Standard Bibliographic Description) 
� Dublin Core:  Dublin Core Metadata Element Set 
� Unimarc:  UNIversal MAchine Readable Cataloging 
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5. LITERARY TOURIST ITINERARIES 
 
 
Section “Tourist and literary Itineraries” shows, on the paths and the works of old 
voyagers of adriatic sea, some recommended paths, describing some hypothetical cultural 
itineraries, giving the possibility to find them on the ancient map and customize them as 
you please. 
 
In the introducing page you will find a text on ethics of proposed itineraries, some pictures 
of  ancient cartographic maps and, on the top, three links :  
 

� Get into the map: it opens an ancient map on which you can view itineraries 
� Itineraries: it opens a page with itineraries’ description 
� Customize your path: by which you can search for a customized itinerary. 
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The map 
 
This page will open on an ancient map marked by some orange dots which indicate cities 
involved in suggested itineraries. 
 
 
 

 
 
 
 
 
 

 
 

On the lower part of the map you will find tools by which you can 
have a better display of any part of the map. 
 

� Lens with + symbol enlarge the picture (zoom in) 
� Lens with – symbol reduce the picture (zoom out) 
� Four arrows to move up, down, right and left. 
 

 
To the right of the map, in a box, you will find all the suggested itineraries (by default) 
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To have any ITINERARY DISPLAYED just click on a city of the map. 
It will be automatically displayed coloured lines indicating the path and crossing each 
other whether a city is involved in different paths.  
 
 

 
 
 
In the box on the right of the map it will be selected and filtered only itineraries going 
through the selected town. 
 
By a double click on the selected itineraries, or a single click on the one in the box, you will 
enter directly the page with the itinerary’s description. 
 
By clicking the orange spot you will enter to the city’s description page.  
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Itinerary page 
 
Itinerary page, also available directly from the introducing page by clicking on the 
“Itinerary”,  is made up of: 
 

� An ancient map: by clicking on it will open a modern map 
� A text: it describes  the itinerary and cities and resources visited by old travellers 
� A miniature: by clicking on it will open on a map of the itinerary  

 
 
 

 
 
 
In the text you will find some links to cities, authors and cultural resources involved in the 
specific itinerary. 
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On the right side there is a picture, a miniature, that opens, by clicking on it, a map of the 
itinerary with geo-references, with a red dot indicating cities involved in it: 
   
 
 

 
 

 

 

 
 

 

 
 

Tools to display the map 

 
Symbols – and + reduce (zoom 
out) and enlarge (zoom in) the 
picture. 
 
Four arrows to move up, 
down, right and left. 
 

By clicking on the red dot you enter 
directly the page with some 
information on cities and on their 
cultural and tourist resources. 
From there you can reach also the 
resources’ description page. 
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Customize your itinerary 
 
Through the search box provided you can customize your itinerary following the cities 
and the resources  you wish to discover. 
 
Select from the drop-down menu itineraries, cities and type of goods and start the search 
clicking “search” button. 
It will be displayed all the item corresponding to your query. 
If no items are found the system will indicate that the searched data is not available. 
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6. RETE INTERADRIATICA 
 
 
 
Section “Rete Interadritica” is applied to a network of local municipalities and enterprises 
who signed a protocol of agreement and supporting a  program of sustainable 
development aimed to the proposition of tourist-cultural itineraries. 
 
Section is made up of six parts: 
 

1. cities: displaying all cities making part of the Rete 
2. Other partners: displaying other partners making part of the Rete 
3. Staff: the managerial staff of the Rete 
4. Documentation: relating to the Rete’s activities 
5. Tourist links: a list of tourist links indicated from the Rete 
6. Area’s Resources: it opens a search box to find all cultural and tourist resources of 

the cities  making part of the Rete Interadriatica  
 
 
In particular through sections CITIES  and AREA’S RESOURCES you can have access to 
the map and description of cities  and resources located by the Rete Interadriatica. 
 

Cities 
 
The “cities” link open to a page who shortly lists the towns who agreed the network Rete 
Interadriatica, representative’s telephone number, their e-mail and municipality web site. 
 

 
 

Fig. 26 – Cities 
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Choosing a city you enter a page containing information on the town, its resources and a 
map to their localization. 
 

 
 
 
 

On the right of the page you can find and old picture of the city  and clicking on it appears 
how it is nowadays. 
 
Below the picture you will find a list of links divided in three main groups and in three 
smaller groups who give access to cultural and tourist resources of the town: 
 

1. material assets: environmental – historical artistic – productions 
2. non material assets : popular traditions – cultural associations – happenings 
3. welcome : how to get there – where to sleep – where to eat 
 

Choosing an item you get to the related page that gives you all the assets of the same rank 
On the top you find the link to the  general view  who enlist all of them with no 
distinction. 
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On the left of the page a picture takes you with a click to a map with geo-references who 
makes you find assets on the area and select them upon their rank. 
A red dot gives you the exact position of the asset and a picture on its side gives you short 
information on the asset. 
Clicking on the suspension dots or on red dot you enter directly the resource page. 
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Area’s Resources 
 

 
 

The search box is the same as for the customization of  itineraries. 
 

Through it  you can search for the cities and the resources  you wish to visit following a 
suggested itinerary.  
 
Select from the drop-down menu itineraries, cities and type of goods and start the search 
clicking “search” button. 
 
It will be displayed all the item corresponding to your query. 
If no items are found the system will indicate that the searched data is not available. 
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7. USER’S ROLES 

 
 
Each person visiting the site is referred to as a user. The user may or may not be 
authenticated.  
Every user has a series of roles; a role is a logical categorization of users. Instead of 
setting every user’s permissions individually, each role is assigned permissions 
individually. Every user can be assigned zero to many roles; for example, a user can be 
a member and a manager.  
 
Users who are not authenticated are called ANONYMOUS USERS. This could be a user 
who has no account or one who has merely not logged in yet. 
 
Users who are authenticated are MEMBERS.  
 
OWNER is the role given to  the person who created the content originally. An owner 
is one particular member, because although many members exist Because the owner 
role is calculated when an object is created, the owner role is special. 
  
 
The following are the assignable roles: 
 

� LIBRARY: role with permissions to manage the  digital library sections 
 
� RETE: role with permissions to manage “Rete Interadriatica” and “Literary 

touristy itineraries”  
 

� REDATTORI: role with permissions to manage “News”, “Viaggiadr project”, 
“C.I.S.V.A”, “FAQ” 

 
� REVIEWERS: role with permissions to review content.  

 
� MANAGERS: role given only to trusted developers and administrators. A 

manager can delete or edit content, remove users, alter a site’s configuration, 
and even delete your Plone site. 
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8. PUBLISHING A NEW CONTENT  
 
 
 

Adding a new content 
 
First, ensure you’re logged in, because only logged-in users can add content. 
Enter the section where you want to a add a content; it appears the CONTENT BAR 
containing the actions you can perform in the current location:  
 
 

 
 
 
 
If you don’t see the tab “CONTENTS” it means you don’t have the right to edit 
documents in this particular section. 
Other tabs appear such as view, sharing, and properties for more advanced options. In 
the top-right corner of the green border, you’ll see an Add New Item drop-down menu 
and a State drop-down menu. 
 
To add a content:  

 
1. Click  “CONTENTS” tab: the page shows the contents of the folder. In 

particular:  
 

� Title 
� Size 
� Modified ( data di inserimento o dell’ultima modifica) 
� State (bozza pubblica, in revisione, pubblicato) 
� Order 

 
2. Select the section in which you wish to add the content. 
 
3. Click the ADD NEW ITEM menu to open a drop-down list of items that can be 

added and then select the item you’d like to add. 
 

4. Once you’ve clicked to add a document, you’ll be taken directly to the edit page. 
Fill in the form provided and then click the Save button to confirm. 
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In particolar:   
 

� In Digital Library : 
 
From the first page of the section, where are the different catalogues click 
“CONTENTS” from the content tab and select where you wish to add an item:  
“Titles” or “Libraries” or “Authors” or Publishers” or “Image gallery”.  
 
Selecting titles, for example, it will open a list of all the books hold in the digital 
library. 
From this page, click the Add new item drop-down menu to open the list of 
available items to add in this section: for example, in “titles” you can add a 
monograph or a bibliographic reference. 
 

 
Make your choice and it will be opened  a form to fill in.  
 
Press Save button to confirm and  you’ll be returned to the view tab where you can 
see how the document will be shown to users. 
To edit it again, click the edit tab. 

 
The bibliographic reference form is in more than one page, than to complete it in 
every part it is necessary to “turn page” by the button provided.  

 
 
 

� In Itineraries : 
 

From the first  page of the section click CONTENTS.  
The page shows all the itineraries hold in the section.  
Then click the ADD NEW ITEM drop-down menu and add an itinerary by filling in  
the form provided. 
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� In Rete Interadriatica:  
 
From the first  page of the section click CONTENTS.  
Then you can choose if add a city or if add a resource.  Select the section where you 
wish to add a content and then click the ADD NEW ITEM drop-down menu and 
fill in the form provided. 
 
 

 
 

 
For example “city” 

 
 

 
 
 

The city form is in more than one page, than to complete it in every part it is 
necessary to “turn page” by the button provided.  

 
 
 
 



  
 

36 

� In FAQ  
 
From the first  page of the section click CONTENTS then click the ADD NEW 

ITEM drop-down menu to open a drop-down list of items you can add in this 
section:  a “faq entry” or “faq folder”.  
 
 

 
 
 

Once you’ve chosen the type of content you wish to add, fill in the form provided 
and the confirm. 
 
 

 
� In NEWS  
 
From the main tab click NEWS.  Select where you wish to add an item:  “Scientific 
news” or “Touristi news”,  then click the ADD NEW ITEM drop-down menu to 
add a news by filling in the form provided. 
 
Then click the Save button to confirm. 
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� In Forum 
 

From the first  page of the section select CONTENTS then click the ADD NEW 

ITEM drop-down menu to open a drop-down list of items you can add in this 
section:  a “forum folder” or “forumnb”.  

 
 

 
 
To send a new topic to the forum, enter a section and select the drop-down 
menu “post new item” choose the type of message you wish to send: a  topic –  a 
poll – an announcement.  
Then fill in the form provided and confirm. To see how the posting will look 
before submitting it, click 'Preview'. 
 

 
 
You can also contact the Forum Moderator with any questions or comments you 
may have.  
Choose the option CONTACT MODERATOR , fill in the form and finally click 
SEND button .  
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Content states 
 
Workflow is the ability to apply different states to the content. 
A state is information about an item of content at a particular moment in time. All 
workflows have at least one starting state in which all the content starts.  
The workflow will then move the content through a series of states.   
 
The following are the states of a content in this site:  
 

� Public draft  
By default contents are created in this state. They are items not visible to all 
site visitor but only to whom has created them (the owner) , to the site 
reviewers and to the manager. They are editable only by the owners and the 
managers. 

 
 

� Pending 
Pending contents are items that have been submitted for publishing by site 
members. They are not visible to all site visitor. They are flagged for 
reviewers who can publish or reject them. Pending items are editable only by 
managers and reviewers. 

 

� Published 
Published items are visible to all site visitors. They appear in search results 
and they may also appear in other areas specific to that type. Published items 
are editable only by managers, but owners can retract them for editing 
(retracting reverts an item to the public draft state). 
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Change content state 
 
At any point in time, each item of content in your site is in a particular state.  
This state describes its permissions and roles within site. By having items in different 
states, it’s possible to apply different security to each item of content.  
For example, sometimes an item may take a week or two to prepare and involve 
multiple revisions. Eventually you’ll want to publish the content so that it’s visible for 
all users or you need to edit it ect.. 
 
To edit content state, click on “Contents” tab, select the document to edit and then 
press the CHANGE STATE button.  
 

 
 
 
 
The button opens the state form for changing the status:   
 
It has the following fields: 
 

� Affected content: this includes information on document: title, size, last 
modified, state. 

 
� Effective Date: The date when the item will be available (of course it needs to be 

published too). If no date is selected the item will be effective immediately.  
 

� Expiration Date: The date when the item expires. This will automatically make 
the item invisible for others at the given date. If no date is chosen, it will never 
expire. 

� Comments: this includes any comments you want to make for this change in 
state that will be recorded in history.  

 
� Change State: these mirror the choices available in the drop-down menu. For 

example, the options are Publish, Submit, No Change. Obviously the options 
depend on the permission you have. 
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Select the change of state you’d like to occur, and click Save to commit the changes. 
 
 
 

 
 
 
You can change content state also using the STATE DROP-DOWN MENU located at 
the top right of the content tab:   
 
 

 
 
 
There’s also an option for Advanced, which opens the state form. 
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Reviewing a document 
 
If you’re a reviewer, then in the right column of the home page you’ll see a new review 
list when you first log in. This is a list of the items that have been submitted for review 
and need reviewing by you or another reviewer.  
 
Click the document to open the item. 
At this point you essentially have the following choices for this item: 
 

� Reject it:  reject it by selecting Reject from the drop-down choices  
� Approve it: approve it by selecting Publish; this will change the content into 

the published state.  
� Do nothing: leave it by doing nothing. This leaves the content in limbo. 
� Edit it: as reviewer, you can make any change you’d like to do, so feel free to 

change the content by using the edit tab. 
 

 
 

 

Editing a document 
 
You can edit a document using the EDIT tab in the content bar.  

 
 

 
 
Now you can edit the document in your Web browser, using the form provided. 
 
Once you’ve finished editing your document, click the Save button to commit your 
changes. 
You’ll be returned to the view tab where you can see how the document will be shown 
to users.  
If you don’t provide the correct input on the edit form, when you save the document 
you’ll be returned to the edit page, and your errors will be highlighted. At this point 
your changes haven’t been applied—you must correct the mistakes and click Save 
again before the changes will be committed. 
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Editing a published document  
 
Once a document has been published, it must be retracted to be edited.  
To do this, select  retract from the workflow drop-down menu.   
 
Then you can reedit it and placed it back into the review queue. 
This step, although a little annoying, is necessary to ensure that all content goes 
through a review step. 
 

 
 

Setting Document Properties  
 
Any piece of content can have any number of properties assigned to it. These 
properties are  known as metadata and provide information such as keywords, 
copyrights, and contributors of an item. 
This entire set of properties is optional.  
You can access properties on an object by selecting the properties tab.  
 

 
 
 
This properties form has the following fields, which are common to all content types: 
 

� Allow Discussion: this lets this document be discussed by users who have the 
right to do so. 

 
� Keywords: each item can have keywords assigned to it to enable grouping 

andsorting of the items. By default there are no keywords in the Plone system; 
site managersmay add new keywords so that other users can select them. 

 
� Contributors: this includes the names of the people who contributed to the 

object. Each person’s name should be on its own line. 
 

� Effective Date and Expiration Date: the effective date is the first day a piece of 
content should be available. the expiration date is the last day a piece of content 
should be available. Usually the Effective Date and Expiration Date fields are left 
blank. 

 
� Language: this is the language in which the document is written; 

 
� Copyright: this is the copyright information for the content, which is usually 

blank. 
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Sharing tab  
This allows you to assign more rights to other users or groups of users of the system to 
your document. If you’ve got a piece of content you’ve added to the  site and you want 
another person to be able to edit it, then you need to give them more permissions for 
that one object. 
 
 To do this, you go to the SHARING tab. 
 

 
 
It has three main components; you can assign a user to have a local role on this object, 
you can assign a group to have a local role on this object, and you can see who has 
certain roles already. And remove them if you want.  
 
 
 
 
 


