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Updating website content using TerminalFOUR SiteManager 
 
This short guide was written as a supplementary guide to the main training guide for someone in Human 
Resources to help them understand where to go in SiteManager to update pieces of content.  Others have 
found this short guide useful so we’re making it available for general circulation.  
 
Gareth J M Saunders, 
Assistant Information Architect/Web Manager 
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Updating website content using TerminalFOUR SiteManager 
 
Task #1. Understanding where to go to update information on the website. 

“Content” “Related 
Content” 

Content 
 
The middle section of the page 
is contained in an area which we 
call “Content”. 
 
The main text on the page 
(which can include links, 
images, etc.) is always contained 
within “Content”. 
 
You can edit this by: 
 
1. Content > Modify 
2. Click on the name of the 

page you wish to edit 
3. Click on the name of the 

Existing Content item you 
wish to edit. 

 
or click the Edit button on the 
footer of the page. 
 

Related Content 
 
The right-hand section of the 
page is contained in an area 
which we call “Related 
Content”. 
 
“Related Content” usually 
contains contact information, 
and links to documents, forms, 
and both internal and external 
web pages. 
 
Each section (e.g. Contact, 
Forms, Documents, etc.) is 
contained within its own sub-
section of the section/page that 
it belongs to. 
 
These sections have special 
names, e.g. rel_global_contacts, 
rel_documents, rel_forms, etc.  
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Content items are added to the 
“Content” or “Related Content” 
sections using Templates. 
 
A template is simply a form that 
allows you to enter a particular 
type of information e.g. contact 
details (“Contact” and “Contact 
microformats” template), 
general content (“General” and 
“General no title” templates), a 
link to an item in the media 
library (File Upload template). 
 
A webpage can be made up of 
more than one content item 

1 x content item, 
using the “General” 
template 

9 x content items using the 
“File Upload” template 

Content > Site Structure in SiteManager shows you how many content items each section has. 
 
There are three columns (from left to right): 
 
1. GREEN:  Approved content — approved content items that will go live at the next publish. 
2. AMBER:  Pending content — content items that have not yet been approved; this will not go live. 
3. RED:  Deleted content — content marked as “inactive” and will not go live. 

Content items 
 
Task #2. Understanding the relationship between sections/pages and templates.  
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Editing or adding content items 
 
Task #3. How to edit or add new content items to a section. 

1. Select SECTION MODIFY 
Hover over the arrow to the right of the section name that you wish to edit and select MODIFY. 

Notice that there is a title called SECTION on 
the fly-out menu.  This shows that you are 
dealing with sections here, rather than 
content items. 

2. Click on the CONTENT tab 
Modifying a section takes you, by default, to the first tab on the MODIFY SECTION screen. This is the 
GENERAL tab. Click on the CONTENT tab to manage the content items within this section. 
 
In this example we’re looking at the rel_documents section, which you will remember contains 9 content 
items. 
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3. Select CONTENT MODIFY 
Here you can now see the list of content items.  If you hover over the arrows to the right of each content item 
you get a fly-out context-menu that gives you options for managing the CONTENT (rather than the section). 

3 1 
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The most common tasks are: 
 
1.  MODIFY CONTENT ITEM 
 Make edits to existing content. 
 
2. ADD CONTENT 
 Add new content items to the section. Click on the “Add Content” button and then select a  
 template to use.  Use this if you want to, for example, link to a new document from the Media Library. 
 
3. REORDER CONTENT ITEMS 
 Use the arrows, or Automatic Ordering.  Remembering to scroll down to the bottom to click the  
 “Save changes” button once you’re done. 
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Uploading a revised document to the Media Library 
 
Task #4. How to update an existing downloadable document. 

Here we have a list of the downloadable documents on the “New pay and grading structure” page. The image on the 
left is from the list of content items in SiteManager (rel_documents section), the image on the right is taken from 
the resulting page. 
 
You can see that the order in SiteManager determines the order of the documents on the resulting page. 

one-to-one relationship 

Now, imagine that you make a revision to the Framework Agreement document, for example.  To upload the latest 
version you don’t need to worry about this list in rel_documents, because that’s simply a pointer to the actual 
document which is being managed in the Media Library. 

The Media Library helpfully allows you to categorise media items 
(documents, etc.) so locate your document in the Media Library, under 
Human Resources > HERA. 
 
There you can see the Framework Agreement document. 
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1. Right-click the Framework Agreement document and select Modify from the fly-out content-menu. 

2. Now simply click “Browse” to upload the latest version of the document; making sure that the “Type”  
drop-down menu shows the right file-type. 

3. Now click “UPDATE” to finish. 
 
And that’s all there is to it.  Now, wherever that document has been linked to (either using the File Upload 
template or as a link to the Media Library within a “General” or “General no title” template) it will be updated the 
next time the site is published. 


