Requesting updates to go live
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Introduction

Content updates are made on the stage website

(https://stage.aberdeenshire.gov.uk/) before being published on the live
website (https://www.aberdeenshire.gov.uk/). Each site has a different

purpose and level of access.

Find out more about how stage and live differ.

Requesting updates to be published

As a content editor, once you've made and saved changes to a page on
the stage website, you must submit it for approval before it can be
published on the live website.

After the page is submitted for approval, you shouldn’t make further
changes to it. Also, other editors will not be able to edit the page until
changes are approved.


https://stage.aberdeenshire.gov.uk/
https://www.aberdeenshire.gov.uk/
https://stage.aberdeenshire.gov.uk/publishing-on-the-website/stage-vs-live/

Here is how to request updates to be published (you will have to do this
for each page that you have edited):

1. If you replaced or deleted any documents or images, make sure
you updated links to them on the relevant pages.

2. Make sure all page changes are saved, view our page template

guides for detailed instructions.

3. On the page you edited and saved, select the Request publish
button in the bottom right corner.

Affordable housing for sale

Content Header

Directory Item List

Please create a directly list
you wish to display on the
page. Rember to add tags if
you want to utilise page

filters.

Affordable housing for s...

D

Content

Breadcrumbs Page Info SEO URL Management

1. Whitehills

2. Daviot

3. Marywell

4. Ladysbridge

5. Peterhead

6. Inverurie

7. Netherley

Save and preview

)

Workflow

Visibility

Save

i

Info

Actions ~



https://stage.aberdeenshire.gov.uk/publishing-on-the-website/user-guides/#updatingpages
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4. Aside panelwill open with a request form:

Workflow approval request - Affordable housing for sale
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Add file button. If you added or updated more files, list the
other ones in the description field.

4.3. Once done, select Request publish button in the bottom v
right corner, this will close the side panel. Close
The page will show a message stating it is in workflow,
which is confirmation that changes have been submitted. Affordable housing for sale D % & actons-

. . . . \ Content Header Breadcrumbs Page Info SEO URL Management Visibility ves
5. You will then see Workflow detail button in the bottom right

corner of the page. Select this button to view your request and its A\ Document s currently in a workfiow
Stat us. Introduction Text
<>L“.w‘}6r|:|Normal + B I U & = =

Please use this property to
display any text prior to the
directory list filters

= vz = S L AH BN - &

v

We are committed to work with developers to provide quality affordable
homes across Aberdeenshire that meet a wide range of needs.

Low cost homes are available through Low Cost Shared Equity scheme. Find
out how it works including who can apply and how we prioritise applicants.
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Making further changes after
submitting a request

If you need to make additional edits after submitting for approval, you
have two options:

e Wait until the current request has been approved, then make
further changes
e Cancelthe current request, edit the page, and submit again

If you choose to cancel, view the ‘Cancelling your changes’ section for
instructions on how to do that.

If your changes are no longer required

There may be rare occasions where changes you submitted for approval
are no longer needed or work can’t go ahead. If this happens, cancel the
approval request as soon as possible. The UX team will revert the page to
its previous version, so you should not remove or undo the changes
yourself.

To cancel your request, view the ‘Cancelling your changes’ section for
instructions on how to do that.



Cancelling your changes
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If your changes are approved

Once your changes have been approved and published on the website,
you will get an email confirmation.

If your changes are rejected

You will get an email saying the changes have been rejected. To see why
the edit has been rejected you will need to review the feedback in the
workflow and make further edits based on this.

1. Toreview the rejection details in the workflow:

1.1. Go to the page you edited inside Umbraco. You will see a
message stating the previous changes were rejected.

1.2. Select Workflow detail button from the bottom right, this
will take you to the Workflow tab.

1.3. Under the Workflow activity field, the status will show as
Rejected and you will see a comment advising why.
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Welcome to our property portfolio. We are the largest single provider of
business land and premises in Aberdeenshire. We own and manage over 500
sites and units in 41 business locations throughout the North-East of

Scotland. In addition there are over 200 office suites available for lease in 9
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2. To edit the page and resubmit changes:

2.1.

2.2,

2.3.

24.

2.5.

2.6.

Go to the Content tab on the page you edited.
Make the relevant changes based on feedback.

To save your changes select Save or Save and preview
button at the bottom of the page.

Select Workflow detail button in the bottom right to go to
the Workflow tab, where you can resubmit changes.

In the Action section, Add a comment in the text field
describing the changes you made.
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Select Resubmit.

Your changes will be reviewed by the UX team and you will
get another email to confirm if they are approved or
rejected.
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