
Use your email and password to access Open Cities.  Who has access and who the Web Lead is for the 
department: https://www.fortworthtexas.gov/oc-training-materials/oc-roles  

 

Page Access Examples: 

 

When you see a pencil on an icon this means the page is a Work In Progress (WIP). 

 

 

 

If you want to edit a page and it has no pencil.  Use the Update button in yellow.  Make changes, save 
and when completed with edits use the Submit button to start the publication process. 

 

 

 

https://www.fortworthtexas.gov/oc-training-materials/oc-roles


If you see a pencil on the icon of the page and no Update or Check Out button on the page you want to 
edit.  This means the page is checked out (see below) and not available to edit till the person who has it 
checked out checks it back in.  Email them to ask them to check the page in so you can edit. 

 

 

 

  



If you see a pencil on the icon of the page and you want to edit, use the Checkout button.  Edit the page, 
use the Save button and use the Submit button to start the publication process. 

 

 

  

If you see a blue arrow on the icon on the page you want to edit then it is in a workflow and will need to 
be approved and published before you can access the page to edit.  Notify your CPE representative to 
approve or reject the page to free it for editing. 

 

 


