
 

 

 Checking Page Status 

As an editor/approver, pages are constantly changing or needing revision in order to maintain 

accuracy and be up to date. There are many times in a day when you get distracted or even 

have taken some time off and need to check on the status of pages in your web site. You may 

need to know the status of pages, images or documents that you are working on or are 

responsible for approving. The following instructions give you a quick way of checking status by 

using built in SharePoint reporting. 

1. Open up a web browser, either Internet Explorer if you are using a computer with the 

Windows operating system or Firefox if you are using an Apple computer with the Mac 

operating system. 

2. Navigate to your site and go to the tab that you wish to check content status. This will allow 

you to check all the pages in this section.

 
3. Log into your site using the Editor Login link at bottom of page. You will now be in edit 

mode with the top navigation and status bar appearing as shown below. 
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4. Click on Site Actions to expand menu and then click on Manage Content and Structure. 

 

5. The page opens up with Default View highlighted in orange. This is a drop down that can 

be used to check the status of various pages, documents and images. 
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6. Select the type of report you wish to view from the “Default View” drop down menu. 

Recommended types of reports include: “Checked Out to Me”, “Last Modified by Me”, 

“Pending Approval” and “All Draft Documents”. See descriptions in screen shot below for 

a brief description of what each report returns. The reports will list pages, documents and 

images. 

 

 

7. Use the report to complete the editing or approval processes: 

a. Use your cursor to highlight the item; it will expose a drop down arrow to the far 

right of the item as shown below. 

b. Use the drop down arrow to show the various actions. 

c. Select your intended workflow action. (See next section for explanations). 
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8. If you choose Checked Out to Me, you have the options as shown below. It is 

recommended that you Check In; review the page and complete the approval workflow. 

 

9. If you choose, Pending Approval, you have the options shown below. If you are an 

approver, this is an easy way to keep track of your tasks. You can approve a page or a 

document directly from here. 

 

10. All images should be approved using View All Site Content. Please see the Approving 

Images documentation for that procedure. 


