
The Squiz CMS interface – what buttons/areas do what 
Once you have logged in you will see the Squiz CMS Toolbar across the top of the website 

 
 
From left to right: 
 
New – add new asset button 

 
 
This button allows web editors to add new assets (pages, images, documents, users, etc.) to the website. 
See Creating Pages Helpsheet or Creating Files Helpsheet 
 
Mode switcher 
This button allows web editors to switch between: 

1. Preview – look at what your page/image/document looks like 
2. Edit – make changes to your page/image/document. See Editing Helpsheet 

 
Asset State  
This tells you the current state of your page/image/document. 
 
There are 4 possible states that concern a web editor: 

1. Under construction. This is represented by a blue light . A page asset that has just been created will 
always be under construction. An asset under construction cannot be seen on the live website until it has been made live. 
 

2. Live. This is represented by a light green light . An asset that is live can be seen on the live website. Images and 
documents, when created, are automatically live, but can only be seen on the live website if they are inserted or linked to from a live 
page.  
 



3. Safe edit. This is represented by a pink light . Safe mode is initiated to a live asset when a web editor 
wants to make changes to that asset. Once they have made all of their changes they approve the changes and then make the approved 
changes live. 
 

4. Approved or apply for approval. This is represented by an orange light . Once a web editor is happy 
with her changes she changes the status of her asset approve or apply for approval. The federation web editor then needs to change the 
status of the asset to live if she is happy with the changes or she can reject the changes and the asset will go back to safe edit mode. 

 
The asset state is also where a web editor clicks to find the ‘move to trash’ option so that the asset can be deleted.  

 
 
Compare to live 

 
 
The compare to live button is only visible in ‘preview’ mode when changes have been made to an asset while in safe edit.  



This button allows a web editor to see the changes that have been made to the asset since safe edit was initiated. Any additions to content are 
highlighted in green and any deletions in green. Clicking the button off will show what the page will look like once it is approved and made live. 
Clicking the button on will show the marked-up changes in green and red highlights. 
 
Accessibility 

 
 
Like the ‘compare to live’ button, the accessibility button is also only viewable when in ‘preview’ mode. Clicking this button shows you how 
accessible your page content is to people with limited vision and other impairments. This information helps a web editor adjust the content on 
their pages to make it more accessible. 
 
Log out button  

 
 
Allows web editors to log out of the CMS or exit edit mode, i.e. swap between the live site and the CMS. If you exit edit mode just type _edit at 
the end of the website address aka URL to get back in to the CMS without having to retype your login details. 
 
Save button 

 
 
The save button is used to commit changes made to an asset. When making changes in safe edit mode, once the save button is pressed, the only 
way to undo changes is to cancel safe edit and start your changes again. 
 
Asset finder 

 
 
The asset finder, represented by a magnifying glass, is the tool that is used to navigate around the assets on the CMS. Clicking the asset finder 
brings up a separate window that is divided in to columns. When you click the asset finder you are shown where you currently are in the CMS. 



You can therefore click the asset finder at any time if you are unsure where you are, what asset you are working on, or want to find or navigate 
to another asset. Note: you must save or discard your changes before navigating away from the asset you are working on. 
 

 


