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EDITING A PAGE IN PERCUSSION 

STEP 1 – OPEN AN ITEM IN QUICK EDIT MODE 
• Right click a page to edit and click on “Workflow” and then “Quick Edit” 
• The state of the page will change to “Quick Edit”. 
•  Right-click and select “Edit” 

o (Note: When editing an item, the item’s status is moved to checked out) 

 

STEP 2 – EDITING WEB CONTENT  
Click in the Body section to start editing content. 

1. Formatting  

 
o To change the formatting of the content, click the preset styles in the dropdown list, Bold, or Italic 

buttons. 

 
2. Hyperlinks 

o To insert an external link, click on the “Insert Hyperlink” button. 
o To insert a link to a page within Percussion, click on the “Insert inline link” button. 
o To remove either of these hyperlinks highlight the link text and click on the “Remove Hyperlink” button. 

3. Documents 
o To insert a link to a document, click on the “Insert template” button. 
o To remove the document, double click the hyperlink and choose “Delete Inline Template”. 

4. Images 
o To insert an image, click on the “Insert template” button and navigate to the image to be inserted. 
o To change the properties on an image, double click the image and change the options as necessary. 

 
 



 

NIH/OD/OHR/HR SAID/SSIMB/IMT — Last Modified: February 10, 2012 Page | 2 

STEP 3 – SAVING REVISIONS 
1. Click the “Update” button to save revisions. 
2. Now click the “Close” button to exit the edit window and move on to the next step. 

 

STEP 4 – PREVIEWING PAGE 
1. Highlight the content item to preview. 
2. Right click the item and select “OHR-Preview” then “P-Generic” which will open the webpage for preview. 

 

STEP 5 – MAKING THE REVISIONS 
• If the changes in preview are not acceptable, the content item may be edited.  

o Right click the content item and select “Edit”. 
o Repeat numbers two through four from Step 2 above. 

STEP 6 – SUBMIT CHANGES FOR REVIEW 
From the content menu, right click the file name to navigate to the Workflow and choose “Submit for Review”.   
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