
DotCMS User Training

Welcome and thank you for 
attending! 



DotCMS User Training

Day 2
Browser Tabs

o Search filters
o folder options
o re-ordering search results

Workflow
o Ordering workflow
o Workflow Status
o Managing Tasks

Introduction to Macros
o Photo Gallery Macro

Day 1
The Website Browser

o Directory tree
o Create new web items
o Add navigation items

Manage Content
o Types of content
o Add new content
o Search content
o Order search results
o Edit content

Creating a web page
o Edit, Preview, and Live Mode
o Adding content
o Page properties & templates



The Website Browser

The Website Browser functions much like 
ŀ ŎƻƳǇǳǘŜǊΩǎ ŘƛǊŜŎǘƻǊȅ ǘǊŜŜΦ  ¢ƘŜ ōǊƻǿǎŜǊ 
folder right-click options include:

o Editing the folder

o Deleting a folder

o *Publishing all items within a folder

o Copy and Paste entire folders or 
individual files to other directories

o Create a New Folder

o Close the folder options window

*Publish Permissions given at the folder 
level branch down to all items within, be 
careful with folder permissions



The Website Browser

Actions available for each file tree 
asset include:

o Editing items

o Publish/Republish

o Unpublish

o Copy , Cut, & Paste



The Website Browser

Actions available for each file tree 
asset include:

o Archiving items

o Show Archived



The Website Browser

Actions available for each file tree 
asset include:

o Unarchiveitems

o Deleting items

o Archive VS Delete

Status Color Scheme Review

DǊŜŜƴҐ ά[ƛǾŜ ƻǊ tǳōƭƛǎƘŜŘέ

¸ŜƭƭƻǿҐ ά²ƻǊƪƛƴƎ  ǾŜǊǎƛƻƴ 
ƻǊ ¦ƴǇǳōƭƛǎƘŜŘέ

wŜŘҐ ά!ǊŎƘƛǾŜŘέϝ

*Archived items can be retrieved or 
άunarchivedέΣ ōǳǘ deleted items are 
forever gone! 


