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Working with Pages

This page last changed on Oct 14, 2008 by mregnell
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- Managing Pages
Page Information
Page Restrictions

Creating Content

NOTE:

In order to edit pages in Confluence, you MUST be using Internet Explorer or FireFox as your
browser.

Pages store information in Confluence. They are the building blocks of spaces. They are:

» Easily created from anywhere within the site.

» Edited using a simple markup language or the Rich Text Editor
» Organized hierarchically in parent-child relationships

+ Easily linked within and between spaces

» Easily commented on by users

» Entirely searchable
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» Exportable to PDF, WORD, HTML or XML

Creating Pages

There are two methods of creating pages in Confluence:

» Using the "Add Page" link
« Clicking on an undefined link

The Add Page Link

1. Click the 'Add Page’ link. This will bring up a new page
2. Enter a name (title) for vour page.
The name of your page must be unigue within vour space
It does not need to be unigue within all of Confluence
3. Ifyvou wantto change the location of the page:
a. (lick "Edit” beside "Location”™
b. Selectthe Space where you want your page to be located from the drop-down
menu
¢. SelectaParentpagein the “Parent Page” input field
Ifyou want your page under the Home Page of the Space, leave this field blank
4. Ifvou clicked "Add page’ from another page, Confluence will by default create the
new page as a child of the first.
a. Tochoose a different parent
i. Click the Choose Page icon
ii. A pop-up screen allows you select a parent page from one of the tabs
displayed or to locate pages anywhere within the site using the search
facility
5. "Preview’ if desired.
6. Click "Save’

Clicking an Undefined Link

You can add links to pages that you intend to create at a later point. This type of a link is an undefined
link and is indicated with a plus sign. Clicking on the link brings up the 'Add Page' screen. Follow the
same steps outlined above to create the page. Here is an example of an undefined link:

[ InRich Text Markup... | In Wiki Markup...
| undefined link | [undefined link | Some New Pagel

>
(0]
=
D

>
(0]
=
D

Putting Content on Pages

Content can be put on the page in two ways:

« Using a simple markup language called "Wiki Markup"
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OR
» Using the built in Rich Text Editor which allows you to enter content as you would in a WORD
document and apply formatting by clicking icons on a toolbar

Wiki Markup

Wiki Markup is a typical "Tagging" language. It is made up of a series of "tags" that surround text and
tell Confluence how to display it. For example, to bold the words "This is my Name." you would enter

*This is nmy nane.*
in the Wiki Markup window. The page would then display:
This is my name.

A quick notation guide, Notation Help, appears beside the edit screen when you choose the Wiki
Markup edit tab. This quick guide displays common Wiki Markup tags. You can also click the full
notation guide link in the help window to view the full Notation Guide. This shows you the entire list of
formatting and other complex operations that Confluence's notation permits, along with the markup
detailing how to perform them.

Rich Text Editor

The Rich Text Editor the typical buttons and icons we are used to seeing in any WYSIWYG editor such
as Word:

LRl v b [ presien | Save | Cancel |

B I U | paragraph - __/. i= I= = | ‘ BEo—00|=
Tou can then click the full notation guide ink in the help window to view the full Notation Guide. This shows you :I

PO SR PR UL o . O U oo nLoaL

Editing an Existing Page

1. Go to the page and click the "Edit” tab.
This will open the page for editing
2. Make changes or add new content as you would when vou create a new page
Click the tabs to switch between "Rich Text" and "Wiki Markup' edit modes
You can also use a combination of the two editors
Confluence retains changes made in one mode when vou switch to the other
3. Qick "Preview’ to view vour changes. Click "Save’

Commenting on Pages

A comment is a remark, question, or any other additional information you wish to add to a page
pertaining to the topic the page covers. Comments are a means by which a community of users
can collaborate with each other on the site. You can leave a comment on any page or news item in
Confluence.
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Comments have the same editing options and use the same editor as pages. When you attach a file to
a comment, however, it attaches the file to the page, not the comment.

Viewing Comments

Comments in Confluence are displayed in one of two views:

Threaded - this view shows the comments in a hierarchy of responses. Each subsequent reply to
a comment is indented to indicate the relationships between the comments.
Flat - this view displays all the comments in one single list and does not indicate the relationships
between comments.
Confluence also allows you to 'show' or 'hide' comments on a page.
« Show
° the page's comments are visible below its contents when you view the page.
° a comments box at the bottom of the page allows you to post a new comment.
« Hide
° the page's comments are hidden when you view the page. A link at the bottom of the
page tells you if the page has comments. Clicking this link will display the comments. See
screenshot 2.
° to post a new comment, click on 'Add a new comment'.

This is an example of a "threaded" comment listing.

Comments Hide Comments | Add Comment

Sarah Maddox Testing comments - | like this idea
Aug 22, 2007 12:00 0

Edit | Remove | Reply To This

Bosie Jameson As do |

Aug 22, 2007 12:02
Edit | Bemove | Reply To This

Sarah Maddox Excellent - let's make it happen &)

Aug 22, 2007 12:04

Edit | Remove | Reply To This

Add Comment

Adding Comments

Click the 'Add Comment’ link near the bottom of the page

The comments box opens up. Type in your text

Click the 'Preview' tab to see a preview of vour comment

Click the ‘Post’ button to save your comment and display it on the page

bl o] L

Responding to Comments
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1. Clickthe Reply to this'link located below the text of 2 comment
| 2. Thiswill open up a new comments box. Type in vour text and click 'Fost’

Deleting Comments

1. Gotothepagethat contains the comment

2. Cickon the 'Remove’ linklocated at the bottom of the comments box. Thisis only
displayed if you have permission to remove comments for this page.

3. Currently,itis not possible to delete all comments for a page simultaneously.

| 4. Deleted comments cannot be restored.

Editing Comments

| 1. You can edit any comments that vou have created
2. Anotewill indicate thata comment has been edited (unless the comment was edited
within 10 minutes of being created).
This ensures that comment threads retain their continuity — e.g. if vou reply to
another person’s comment, and theylater edit their comment, a note will indicate
that the other person's comment has been changed.
3. Toedita comment:
4, o to the comment and click the ‘Edit’ button.
B, You can use Confluence markup or the Rich Text editor to edita comment

Attaching Files

An attachment is any file that is included with your page. Images, Word documents, presentations,
PDFs, multimedia and sound files are some examples of attachments. Attachments are useful when
you want to share information that exists in another file format.

When you attach a file to a page, Confluence makes a copy of the file and stores it on the server. File
attachments in Confluence are listed in the 'Attachments' tab of a page.

Q)lby List Attachments

Fiter By Fiba Extension | 2]

I B rwse B

Atrached Te

S SAOTA0 & Shaderf Tulir

FRc 5 Shdats Tubor

Inserting Images

You can display an image from either a file attached to the Confluence page, or from another location.
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HTML Attribute Tags for Images

You can insert HTML image attribute tags into Wiki Markup using the syntax:

li magefil enane| t ag="val ue"!
! Di dYouKnow. gi f|title="Did You Know'!

Available codes are:

« align — available values are 'left','right', 'bottom’, 'center’, 'top'.

» border — specify the width of the border (in pixels).

« bordercolor — use this with the 'border' tag to specify the colour of the border.

» hspace — specify whitespace to be inserted to the left and right of the image (in pixels).
» vspace — specify whitespace to be inserted above and below the image (in pixels).

« width — specify the width of the image (in pixels).

» height — specify the height of the image (in pixels).

- title — specify alternative text, displayed when the pointer hovers over the image

 alt — specify alternative text, which is included in the HTML code.

Linking to Content

You can create links to and from any of the editable content on the site such as Pages in the same
space, in another space, or outside Confluence, News items, Comments, User profiles or personal
spaces, Mail messages and Attachments.

You can use a page URL (inside the same space, in another space, or outside Confluence), a page

below).
Title: Working with Yiew
Pages Source
Oct 02
Author: Melnda R Il ’
uthor elinda Regne 2008
Qe 03,
Last Ch d by: mMelinda R Il
as anged by elinda Regne i
Tiny Link: (useful for email) 0: fiwiki.colby edu/x/sOmp
Export As: PDF | Word
Operations: Copy

name (inside Confluence only) or a tiny link (found on the Info Page) to link to a Confluence page (see
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InRich TextEditing...

1. Click the 'Insert Link icon " in the tool bar *
The 'Link Properties’ screen will appear

2. Inthe 'Link'textbox, enter the URL (location) of the link
a. Search—Search the spacesin your Confluence site for a particular term or
phrase, then selectyourlink location from the search results
b. History—Selectvourlinklocation from recently-visited pages
Recently Modified — Select vour linklocation from pages recently modified
by yourself or other Confluence users
. External Link— Enter the URL of an external location
Attachments — Selectone of the attachments to the current page. You can
also browse for a file and attachit to the page, then selectit to create the link

n

o A

3. .If vouwant vourlink to display specific words on the page, rather than the actual
TEL, enter the desired text in the "Alias’ textbox
4. Clickthe "OK' button to add the link

In Wiki Markup...

1. Clickon Wiki Markup
2. Enter vour link surrounded by square brackets
3. [Linkte Colby|http://www.colby.edu]

View linking to a page in the same space here.
View linking to a page in a difference space here.
View linking to a page by its name here.

Now let's see if they worked.

Why didn't that work? Because the page was in a different space. Confluence looked for the page in
THIS space and did not find it...so it thought we wanted to create the page - as we discussed above.

Let's look at that for a page in the same space this time.

Watching Pages

At the top right of every Confluence page is an envelope icon.

| If you click on this icon,

= Confluence will email
you every time a change is made to the page.

Working with Pages

Renaming, Copying, Moving and Deleting Pages

Renaming Pages
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1. Gotothe page and click the 'Edit’ tab
2. Thiswill bring up the ‘Edit’ screen, as shown below
The page title is at the top of the edit panel, just under the 'Edit’ tab
3. Changethe page name
4. Click 'Save'

To renams the page,
change the pags ttis here

G mrowon Soacy % hadPeon N b Bean | Add Daarem
Lty T

o RS fade

As with naming pages, the name of page must be unique within its own space. Once you rename a
page, Confluence automatically updates all the links to and from the page.

Copying Pages

7. Click on the Info tab for the page

8. Inthefirst box displayed, click 'Copy’ beside ‘Operations’.
This will open up a copy of the page in editmode.

9. Rename the page and make any other changes required

10.1fyou need to move the new page to a different space or a different parent,
click the 'EDIT link (to the right of ‘Location’, just below the page's name),
then select the new space and for parent

11. Click "Save”

Yiew @ Edit § Attachments (0) §§ GG

Title: Admin Guide Site Map Yiew Source
Author: Vidya Madabushi Nov 10, 2005
Last Changed by: Vidys Madabushi Nov 15, 2005
Tiny Link: (useful for amail) httpfoonflyence atlassian comfinas s

Export As: PDF | word

Dperations: Copy

Moving Pages
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Go to the page and click on the 'Edit’ tab

Qlick 'Edit’ beside 'Location’

The spacein which the page is located will appear by default in the Space’ drop down
menu. Ifyou wish to select a parent in another space, you will need to move the page
tothatspace. A child cannot have a parent in a different space

Use the Choose a Page option to locate the parent page. Or else simply type in the
name of the parent page

Click “Save”

Deleting Pages

1.

o to the page and click on the "Edit' tab

2.

Click on the "Remove’ link located at the top of the page.

Restoring Deleted Pages
A space administrator can restore deleted pages from the trash. To restore a deleted page:

1.

Click on the 'Browse Space’ link for the space

L

Go to the tab "Space Admin”

i

Click on "Trash" from the left panel
A list of deleted pages and emails for the space is displayved

4.

Click on the 'Restore’ link beside the page you want to restore

Purging Deleted Pages

Purging deleted pages permanently clears them from Trash'.

1

Click on the “Browse Space” link

5

Go to “Space Admin™

Click on “Trash™
A list of deleted pages and emails will be displayved

Click on “Purge” link beside a page

or
Click on “Purge All” to permanently clear deleted pages and emails

Exporting Pages

Confluence allows

you to export all or portions of a site into HTMI, PDF or XML format.
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Page Families

Pages in Confluence are organized into a hierarchy of parent and child pages. Pages in such a hierarchy
are called a 'page family'. Page families are a simple but effective way of categorizing content and
making navigation of your site easier by providing links forward and backwards through the page

hierarchy.

Viewing a Page's Family

Go to the page

Click on the “Info” tab

The page's parent and children, if any exist, are listed under the heading "Hierarchy”
Ifthere are more than 10 children, only the first 10 will be shown by default.

To view all the children, click “Show All"

Qlick "Hide All" to hide them again

Ll Ll o] L

Managing pages

Page Information

The 'Info' tab of a page displays:

+ Page Details:

Title, author, date of creation, date of last modification and the tiny link of the page.
 Page Hierarchy:

Parent-child relationships of the page.
 Page Permissions:
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Whether there are any page-level security restrictions that apply to the page.

« Recent Changes:
Links to the five most recent versions of the page along with the name of the editor and the date
of modification.

* View History:
All the versions of the page in reverse chronological order, with an option to compare versions or
to restore a previous version.

LOID H
Home
Tikle: sigrr
Buthor: Hadngds Bsons
Last Changed by: Hslndy 8 9gnol vt chitdd
Wirvy LML (arafill For memal)  [atin ol ol by changy
hacges
T

Enpart Asi BLF | e

QpFratiang

Vs rar by

Outgsing Links | |

Labels [ Easaite by Sods or Masily

Glabal Labels {4}
Ry Apslvucl piive P

Wt Eeferrers =

Page Restrictions

Page restrictions allow you to control who can view or edit individual pages. You can set the page
restrictions when editing a page, using menus below the text-entry box. Users can only view page or
space content for which they (or a group they are in) have 'View' permission. Pages that a user does
not have 'View' access to are referred to as 'inaccessible' pages.

* Viewing Restrictions
° Setting viewing restrictions makes pages "invisible" to users who do not have permission to
view the page
+ Editing Restrictions
° Setting editing restrictions allows anyone with access to the space to "see" that the page
exists, but prevents them from seeing or editing the content of the page

Setting Viewing Restrictions

1. Click the "Edit’ link at the top of the page.

2, The word "Restrictions’ will now appear at the bottom of the page (above "Labels").
Click the vellow "EDIT" link next to the word "Restrictions’

3. A form will appear below the word "Restrictions’
4. Choose the appropriate user(s) and/or group(s) who vou want to allow to view the page:
* To choose just yourself, click 'Choose me'.
* To choose a particular user(s), youn can either:
- Click the "Choose users’ link to display the "User Search’ popup.
- Type the wser’s name (or a list of names, separated by commas) into the "Enter
user/group name(s)” box, then click the 'Add’ button.
* To choose a particular group(s), you can either:
- Click the "Choose groups’ link to display the 'Group Search’ popup.
- Type the group name (or a list of groups, separated by commas) into the "Enter
nser/group name(s)’ box, then click the 'Add" button.
| 5. Click the "Save’ link at the bottom of the page. |
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You can search for a user by Colby username, first and last name, and email address.

Restrictions: poue

& e strict wiewing of this page CRestrict editing of this page

L choose ee | £ Chooss ysers | B Choose grougs | Enter user/group nama{s):
B Ne viawing restoadssng 1ek on thid page
i Mo editing restrichions set on this page

Labetsc o
Save

Setting Editing Restrictions

1. Click the “Edit™ link at the top of the page

2. Theword "Restrictions’ will now appear at the bottom of the page (above "Labels").
Click the vellow "EDIT" link next to the word 'Restrictions’.

3. Aform will appear below the word ‘Restrictions’, as shown in the screenshot below,
Select "Restrict editing of this page’

4. Choose the appropriate user(s) and/or group(s
page, as described above.

5. Click the "Save' link at the bottom of the page

allow to edit the
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