Basic Guidelines
Controlling Page Content & Layout

Folio

Overview You created some content...but, do you know where it went when you saved it? Or, how to add it to a page?

In Version 2.0, all eFolio content is created or uploaded once using “New Content” or “To Do” items. When
saved, content resides, by data type, in the “My Content” panel at the left side of the screen interface.

Saved items are found in the “My Content” panel. The listing is categorized by data type. Within each data
type, items are alphabetically listed using the title field you provided when you completed the content item’s
form. Content items, also referred to as objects, are created once but may be used in several locations within
your account and configured with different display properties.
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Edits to a content item will automatically update
each instance of it as posted throughout your

s )" account/site. You may modify the display properties
/ uniquely for each instance of use.
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technolegy, I am also rounding out my education
with courses in business and in liberal arts. I want to
not only understand the technical elements of GIS,
but be prepared to help the industry fit into the
always changing landscape of society.
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Changing Objects once posted to a page: Use your mouse pointer to hover over the content item you wish to modify. You can edit
content, modify content properties, or delete the item from the page.

Although you might select the item from one
posted placeholder, please note that the Edit
option is a global modification. Editing content
where listed in “My Content” or from the page
posting will change content anywhere the item
has been used throughout your account (..in
any sidebar, on any page, and within any site).
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Working with Content Properties is unique to
the instance (posting) you have selected and
will not impact the other places where you
might have posted the same content item.
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If you Delete Page Content, your action is
permanent but only impacts the selected item.

I More information

9 If you delete an object from the “My Content” panel, the action is global in nature and any posting of the item throughout
your account (..in any sidebar, on any page, and within any site) is removed. In such a case, the item can be restored from
the “Trash” panel to the “My Content” panel but the restore action will not re-populate your site pages.

9 Additional reference guides cover Content Properties in greater detail. Look for the guides called “Fields & Formatting” and
“Feedback Setup” for further details.

9 Use the Utility tab and watch what actions are tracked in the Audit Log. Some can be reversed through “Undo” while others
are listed for documentation only. Some actions are not listed because they do not impact the object content or viability.
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