Quick Guide! Content Versioning

Why would you need to "version" a piece of content?
e You are editing an important piece of content.
e You are not sure that it exists elsewhere besides the web site.
e You are not aware of any backup copies.
o If you wreck it, you will not be able to reproduce what it looked like.

How to version content:
Go to the edit content page for your content.

Before you do anything to this important piece of content, scroll down the page and locate the "Save
Version" button. It is located below the Body field.
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Click the button to save the content version as it looks now before you update it. You will get a
confirmation pop up. OK out of the window to continue.
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View the version history of content by opening the Version History tab. Now you can see the version
records under the Version History button:
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Working with Versions
To PREVIEW a version, click the preview version link from the list.
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Why would you need to "version' a piece of content?

You are editing an important piece of content.

You are not sure that it exists elsewhere besides the web site.

You are not aware of any backup copies.

If vou wreck it, vou will not be able to reproduce what it looked like.

How to version content:
Content Body

Go to the edit content page for your content.

Before vou do anvthing to this important piece of content, scroll down the page and locate the "Save Version" button. It is
located below the Body field.
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To RESTORE a version, click the
Restore link. A confirmation
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cssage from webpage message appears. Clicking OK will

place the version in the content

h Yersion Restored. Click OK to reload. body field and when you UPDATE
== your content, the restored version

will be saved.

Send feedback for this Quick Guide to emichigan@michigan.gov
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