
How to Update an Existing Web Page in Terminal Four (T4) 

Introduction:  
This guide will show you how to locate and edit existing content. Instructions on how to create a new section, work with 
hyperlinks and graphics are in separate guides.  

 

Related Guides: 

• Adding Content (new content as opposed to revising existing content) 
• Working with Hyperlinks (link that take you to other web pages) 
• Working with Graphics (photos, artwork, etc.) 

 

T4 Terminology: Sections and Content Types 

Before we begin, it’s important to know the following terminology. 

Sections / Web Pages  

In T4, the term “Section” is used for web pages.  So, “Add Section” is really “Add Page.” The website is composed of 
sections, both top-level and nested.  Sections are shown as folders. If a folder is yellow, then that web page appears in 
the navigation on the live website. If it is gray, then it does NOT appear in the navigation. You can control whether is 
appears or not by clicking the “Show in navigation” checkbox. More information on this can be found in Creating a new 
Section.  

Content Types: 

Content Types are the components that make up the body of a Section web page. It’s the actual content that make up 
the page. In T4, you have the ability to select different Content Types when building  a section. For example, you might 
have an introductory paragraph, video, then another paragraph. When building the section, you choose each Content 
Type one-by-one , then add content to each element.  More information on  

 

 

Step-by-Step Instructions: 

1. Navigate to the section (page) you want to edit. To locate the page in T4, refer to the breadcrumbs on the live 
web page as show in example A. 
 
Ex. A 



 
 

2. Notice the path to the section (page) in T4 is the same as the breadcrumbs (Ex.B): 
 
Ex. B 

 
 

3. The following graphic (Ex. C) shows how content on a web page is organized in T4. 
 



Ex. C

 
 

4. Once you’ve located the section/page, you can either click the file name or mouse over the yellow arrow to the 
right then select Modify (see Ex. D) 



Ex. D 

 
 

5. On the new page that loads, click the Content tab ( Ex. E) 
Ex. E 

 
 

6. Depending on how the section was built, there will be one (Ex F) or more content types (Ex. G) in the Content 
area. Some pages, like the one shown in Ex. F have all the contents of the middle section of the page in one type. 
So, to edit this content, you would mouse over the yellow arrow and click Modify. 
Ex. F 

ke 
any change to the middle part of the page, you would mouse over the yellow arrow and click “Modify :. 
 

7. If there are more than one Content item listed, you’ll need to find the correct one. An easy way to do this (other 
than just opening each one and looking) is to cross reference the live web page with these content items.  (See 
Ex. G) 



Ex. G 

 
 

8. After finding the correct content type, mouse over the yellow arrow and click Modify. 



 
9. A new window will open with content that can be edited. The majority of content types are called, “SOM – A 

HTML Content” which is basically, a blank canvas much like a MS Word document. See Ex. G to see how fields 
are matched to web content. 
 
NOTE: If you want to paste text, work with hyperlinks or graphics, please see those corresponding guides. 
 
Ex. G 

 
 
 

10. When done editing, mouse over the red button on the top right. Select Update & Approve. This will save your 
work and put it in the queue to be published live during the next publishing cycle. If you click Save as Draft, your 
work with be saved inside T4 but it will not be published live. 

 

Related Guides: 
• Adding Content (new content as opposed to revising existing content) 
• Working with Hyperlinks 
• Working with Graphics 

 


