CMS Edit

e Assumes you are logged in (see CMS login)
e Assumes you are on the internal Webedit server (see CMS login)

Opening the editor
Browse to the page you want to edit. You should see a page that look something like the following...
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I this section Parent Information

About us The Paediatric Emergency Transport Service (PETS) transfers sick children to the Royal Children's Hospital or

Parent Information Mcn.ash Medical Centre. An Ir]tensiye Care dc?ctur a!'ldlor nurse will accompany your child and provide
specialized care. Your child will be either admitted directly to the Intensive Care Unit or taken to the Emergency

staff Department.

Contact us There is limited space available in all emergency transport vehicles, In mostinstances, there will be no room for

a parent to accompany the child. This decision is made by the crew of the emergency transport vehicle and is
dependant upon the child's condition, weight, seats available, fuel load, and weather conditions. PETS may not
know until the team arrives and assess the child whether the parent can accompany their child.
Destinations

Maost children transferred by PETS are taken to the Royal Children's Hospital in Melbourne or Monash Medical
Centre in Clayton.

Royal Children's Hospital

50 Flemington Road, Parkville Vic. 3052, Australia

Royal Children's Hospital Parent Information and Map - see Guide to the RCH

Note the “switch to edit” button in the top left corner.

To switch into edit mode, you need to click the “switch to edit” button.
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Once you are in edit mode, the “content” button should be highlighted. You will also notice a yellow
border around the content area of the page, like the one in the following picture...
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In this saction Parent Information

About us The Paediatric Emergency Transport Service (PETS) transfers sick children to the Royal Children's Hospital or
Monash Medical Centre. An Intensive Care doctor and/or nurse will accompany your child and provide
specialized care. Your child will be either admitted directly to the Intensive Care Unit or taken to the Emergency
staff Department.

Parent Information

Contact us There is limited space available in all emergency transport vehicles. In mostinstances, there will be no room for
a parent to accompany the child. This decision is made by the crew of the emergency transport vehicle and is
dependant upon the child's condition, weight. seats available, fuel load, and weather conditions. PETS may not
know until the team arrives and assess the child whether the parent can accompany their child.

Destinations

Most children transferred by PETS are taken to the Royal Children's Hospital in Melbourne or Monash Medical
Centre in Clayton.

Royal Children's Hospital

50 Flemington Road, Parkville Vie. 3052, Australia

Royal Children's Hospital Parent Information and Map - see Guide to the RCH o

If you hover your mouse over the content area, a button will appear in the top right corner of the
content area...
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Clicking on this button will give you the menu options...
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Once you click on the “Edit” button, the editor will open.

Using the editor
The editor window should look like this...
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The Paediatric Emergency Transport Service (PETS) transfers sick children to the Royal Children's Hospital
or Monash Medical Centre. An Intensive Care doctor and/or nurse will accompany your child and provide
specialized care. Your child will be either admitted directly to the Intensive Care Unit or taken to the
Emergency Department.

Most of the formatting controls should be quite familiar if you have ever used Word.

If you need help linking documents, see the linking library files tutorial.

If you need help linking to other pages, see the linking tutorial.
Finishing up

Once you are done editing, you need to save your work. The best way to do this is to use the
“Submit” button in the top left hand corner of the editor.

Edit Content in Folder "sandbox”
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If you are a publisher, the button will say “Publish” instead of “Submit”.

Once you click that button, your changes will be saved, the document checked in to the CMS, and
the publisher notified of a change they need to approve.

If you are a publisher and you press the “publish” button, your changes will be saved, the document
checked in to the CMS, and your changes automatically queued for the next hourly sync.

If you are not ready for your change to go live, as either an author or a publisher, you can use the

“check in” button instead. Q I

This will save your changes, and check the document back in, but will not cause your changes to be
published, nor will it notify your publisher.
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