
 
 

Commonspot 
Content Approval Guide 

 
Revised for Commonspot v5.0 

 
 
 
 
 
 

July 14, 2008



Seton Hall University 
CommonSpot Content Approver Guide 

Page 2 of 8 
 

Table of Contents 
 

Purpose ..............................................................................................................................3 
Approval Process ..............................................................................................................3 
Approval Steps ..................................................................................................................5 



Seton Hall University 
CommonSpot Content Approver Guide 

Page 3 of 8 
 

 
Purpose 
 
This guide is designed to give the content contributor and content approver(s) an 
understanding of how web content moves from being submitted to being approved and 
published on the Seton Hall University website.   
 
Approval Process 
 
After the content contributor submits the content for publishing, the following dialog will 
appear.  This dialog provides the content contributor valuable information regarding the 
submitted content change.  Since the content contributor is part of the “CommonSpot 
Approval Pocess” the dialog informs the user that “Approvals are required”.  The dialog 
lists the groups that are required to review and approve the content change.  In this case, 
“Arts & Sciences Approvers” approver group and “.Sitewide Publishers” publishers 
group will review the content prior to publishing “live”.  The Arts & Sciences Approver 
group will review first, then the Sitewide publishers group will review and approve next. 
 

 

 
Submit window with approval list 

 
 
 
 
The following page depicts the approval flow for content submitted into the content 
management system. Currently approvals are based on a two tier process.   
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Approval Steps 
 
After content is submitted by the content contributor, the approval flow takes the 
following steps prior to publishing on the web. 

 
 

1. E-mail notification is sent to the “Approver Group” notifying them of a pending 
approval.  A list is also provided to the approver group when logging in to 
Commonspot (see below).    By selecting the page listed in the approval section, 
you will navigate to the page requiring the approval.   The page may also be 
accessed via a link in the e-mail notification. 
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2. The Approver navigates to the page in question and enters “Approve” mode by 

clicking on the “Page View” icon and then clicking on  “Approve”.  The mode will 
be indicated by “Approve” in the upper left and the content element requiring 

approval will be indicated by the yellow icon  
 

 
 
 

To enter the approval for the content, click on the yellow arrow icon. .  
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3. By clicking on the yellow icon  , the Approval functions for the content change 
will be displayed.  At this point, the approver has several options.  “Approve 
Change”, “Approve Page”, “Refer Back”, “Compare”, “Status” and View 
Comments”.  They are thus explained; 

• Approve Change – this will “approve” only the change associated with 

the orange icon ( ).   
• Approve Page – this will approve ALL changes indicated on the page by 

the orange icons ( ).   
• Refer Back – refers the content change back to the author.  By referring 

back this change to the author, any approvals will be lost.  However the 
changes will be marked as 'Work-in-Progress' so the author can make 
further changes and resubmit for publication. No changes may be made 
by other users until the author resubmits for publication and the changes 
are approved.  A refer back comment will also be required.  Email 
notification can also be sent via a checkbox. 

• View Comments – opens a dialog that lists the content versions, action, 
time, comments and name of the person authoring the content change. 
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• Approval Status – shows the list of approvals required and the status of 

the current change.  

 
• Visual Difference – opens a dialog where the approver can view a “Red 

lined comparison” or a “side-by-side” comparison of the content changes. 
 

4. Depending upon where the approver is within the flow (as shown in the “Approval 
Status” dialog ), the content will either be approved for publishing OR be routed 
to the next approval level for review. 

   
 

 


