ATLORIA

Organizing and Reviewing Document Content

Opening a document and understanding its review modes

In Atloria, start from your project’s documentation area and open the page you want to
review from the docs list. When the document opens, use the top area of the page to
orient yourself before making any changes. This header is where you typically confirm
the document title first, then check any visible status information and the most recent
update details. If you are reviewing a page that has already been worked on by
others, this top section helps you confirm that you are looking at the right document
before you begin.

As you move through the page, Atloria presents the same content in two different
working styles: an editable writing view and a read-only reader view. In the editable
view, you work directly in the document and use writing controls to update headings,
paragraphs, lists, and other content blocks. In the read-only view, those editing
controls are replaced by a cleaner reading layout so you can judge the page the way
a reader will experience it. This is especially useful after you have already learned the
writing basics in Creating and Editing Documentation Pages.

Use the document actions at the top of the page to switch between Edit and View or
Preview, depending on the labels shown in your workspace. When you switch modes,
the content itself stays recognizable. You should still see the page title, section
headings, body text, and other visible document details, but the editing tools no longer
appear in the read-only layout.

[SCREENSHOT: Document page showing the top header with title, status, last
updated details, and Edit/View actions]

A good habit is to open a page in read-only mode first, scan the structure, then return
to Edit only after you know what needs attention. That keeps your review focused on
the reader experience instead of only the writing canvas.

Reviewing document details before making changes

Before you change the main body of a page, review the document details that control
how the page is identified and found in Atloria. Open the document settings area,
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details panel, or sidebar attached to the page and inspect the visible fields. The most
important items to confirm are usually the Title, Slug, and Description or summary
text if those fields are available on the page. These details affect how the document
appears in lists, navigation, and published views, so they should match the page
content before you start revising the body.

If Atloria shows ownership details, also check the visible author or owner information.
This helps when you need to confirm who last worked on the page or who is
responsible for its accuracy. For teams managing many pages across one project, this
step prevents updates from being made to the wrong document or to a page that
belongs to another content owner.

You should also review any organization fields used to place the page correctly for
readers. Depending on what your workspace shows, this can include items such as

collection, category, tags, or audience-related settings. These fields are not just labels.

They influence how readers discover the page and how the content fits into the rest of
the documentation set.

A quick review checklist for the details area:

Field or detail What to confirm

Title Matches the page topic and reader intent

Slug Clearly reflects the page name

Description Summarizes the page accurately

Author or owner Shows the correct content owner

Collection, category, tags, or audience Places the page in the right location for discovery

Also look for visible state indicators such as Draft, Published, or signs that the page
has changed since it was last published. If the page includes linked assets,
references, screenshots, or embedded content blocks, confirm they are still current
before editing the main text.

[SCREENSHOT: Document details panel showing title, slug, description, and
organizational fields]

Comparing changes and checking what was updated

When you need to understand what changed, open the document history, revision list,
or compare view from the document’s review actions. This view is useful when a page
has been updated over time and you want to inspect the current draft against an
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earlier saved version. Instead of reading the entire page line by line, you can focus on
the exact sections that were added, removed, or rewritten.

In Atloria’s compare view, look for visual highlights that separate different kinds of
edits. Added content is usually shown as new text, removed content appears as
deleted text, and modified content appears where wording has changed between
versions. Review these highlights carefully in both the main body and the document
details. A page can look similar at first glance while still having important changes in
the title, description, or organizational settings.

Use comparison for more than paragraph edits. It is especially helpful when someone
has:

¢ renamed the page

e updated the summary
e changed section order
¢ revised headings

» adjusted tags, category placement, or audience-related details

Choose your comparison point based on the review goal. Compare against the last
published version when you want to answer, “What will readers see as different if we
publish this now?” Compare against the most recent draft revision when you want to
answer, “What changed since the last round of internal editing?” Those are two
different review questions, and using the wrong baseline can make the changes look
larger or smaller than they really are.

[SCREENSHOT: Compare view showing highlighted additions, removals, and
modified text]

If a page is under active team review, it helps to compare before making your own
edits. That way, you avoid undoing someone else’s work or reorganizing a section that
was already intentionally updated.

Organizing content so readers can scan and navigate it

A well-organized page is easier to review and much easier to use after publishing. In
Atloria, start by checking the heading structure across the document. Long pages
should be broken into clear sections with consistent heading levels so the outline or
table of contents can present the page in a useful way. If a page jumps between
heading styles or uses headings only for visual emphasis, readers may struggle to
scan it and navigation links may become unclear.
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As you review the body, group related information into sections that reflect how
someone actually uses the page. Instead of leaving large blocks of uninterrupted text,
separate content into short paragraphs, bulleted lists, numbered steps where needed,
callouts, or other content blocks available in the editor. This makes the page easier to
scan in both the editing view and the published-style reader view.

Place the most important information first. For task-based pages, move the action a
reader needs most toward the top. Supporting explanations, exceptions, and
background details can come later. For reference-style pages, keep labels and section
names specific so readers can jump directly to what they need.

Check these items while reorganizing:

¢ section headings clearly describe the content below them

« link text tells readers where the link goes

e anchor headings are meaningful when shown in a table of contents

¢ related instructions stay together instead of being split across the page

e repeated information is consolidated into one clear section

[SCREENSHOT: Document editor showing a long page reorganized into headings,
lists, and clearly separated sections]

If you are cleaning up a page after writing, avoid changing everything at once. First
improve the structure, then review wording. That makes it easier to compare revisions
later and easier for teammates to understand what kind of update was made.

Switching between editing and read-only views to validate
the reader experience

After reorganizing a page, switch out of the editor and open the read-only or preview
view to confirm that the page works well for readers. This step matters because a
page that feels clear inside the editing canvas can still look uneven once Atloria
displays it in its reader layout. Use the top document actions to move from Edit to
View or Preview, then read the page from top to bottom as if you were seeing it for
the first time.

Focus first on structure. Confirm that headings break the page into sensible sections
and that lists appear as expected. If the page includes tables, images, screenshots, or
embedded content, check that each item displays cleanly and sits in the right place
relative to the surrounding text. A section that looked fine while editing may feel too
long, too crowded, or out of order in the read-only view.
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Navigation is the next thing to test. If the page includes a table of contents, in-page
anchors, or linked references, click through them and make sure they lead to the
correct section. Headings should be distinct enough that navigation labels are
meaningful on their own. If multiple sections have vague names, the reader view will
expose that problem quickly.

Use this review cycle:

1. Open the page in Edit and reorganize the content.

2. Switch to View or Preview.

3. Scan headings, lists, tables, images, and links.

4. Test navigation elements such as anchors or section links.

5. Return to Edit and correct anything that feels unclear.

[SCREENSHOT: Same document shown in read-only view with headings, content
blocks, and reader navigation]

Move back and forth between the two modes as needed. Short review loops are
usually more effective than making a long series of edits and checking the reader view
only at the end.

Fixing common review and organization issues

If the compare view is confusing, the most common cause is the wrong comparison
point. Open the revision list again and confirm which saved version or published
version you selected. If you compare the current draft to an unrelated earlier revision,
the page may appear to have far more changes than it actually does. When your goal
is release review, compare against the last published version. When your goal is
internal editing review, compare against the latest draft revision instead.

Another common issue appears when the page looks organized in the editor but not in
the read-only view. This usually happens when heading levels are inconsistent or
when text that should be separate sections is still grouped into one block. Return to
Edit and check whether headings are being used consistently from one section to the
next. Also review lists, callouts, and other content blocks to make sure they are
formatted as distinct elements rather than pasted in as plain text.

If document details such as Title, Description, or tags seem to be missing, reopen
the document settings panel or details sidebar and verify that the information was
actually saved. Sometimes the issue is not that the field is unavailable, but that the
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latest edits were not stored before switching views. Re-enter the values if needed,
save your changes, and then reopen the page to confirm they remain in place.

You may also run into problems switching between modes. Typical causes include:

e unsaved changes prompting you to confirm before leaving the editor
¢ read-only access that prevents editing
« limited permissions that hide certain actions

e restricted access to published-style viewing in a shared review workflow

If mode switching is blocked, save first and try again. If the Edit action or review
actions are unavailable, compare your access with a teammate who can edit the same
page, or review your role in the project workspace.

[SCREENSHOT: Unsaved changes prompt or disabled mode-switching action on a
document page]

Overview

This guide focuses on the review side of document work in Atloria rather than the
writing basics. You use these steps after a page already exists and you need to check
its details, inspect changes, improve structure, and confirm how it appears to readers.
The main workflow is simple: open the document, review its visible details, compare
revisions when needed, reorganize the content for clarity, and switch into a read-only
view to validate the final reading experience.

The most important idea is that a strong document is not only well written in the editor.
It also needs clear metadata, a sensible structure, and a reader-friendly layout outside
the editing screen. That is why this guide combines document details, revision review,
and content organization into one process. In practice, these tasks support each
other. A title change may require a new section heading. A structural rewrite may need
a compare check. A clean editor layout still needs to be tested in preview.

Use this guide when you need to:

review a page before making updates

understand what changed between revisions

reorganize long content into clearer sections

confirm that the reader view matches your intent

fix issues with metadata, formatting, or mode switching
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If you still need help with writing directly in the page, return to Creating and Editing
Documentation Pages. The next step after this guide is Managing Project Content
from Drafts to Published Pages, which covers how reviewed content moves forward
toward publication.

Prerequisites

Before you work through this review process in Atloria, make sure a few basics are
already in place. This guide assumes you are not starting from a blank page. You
should already have access to a project workspace and at least one existing
documentation page that you can open from the docs list. If you need help creating or
editing page content first, use Creating and Editing Documentation Pages before
continuing here.

You will get the most value from this guide if the document already contains enough
content to review in context. A page with headings, body text, and some document
details is easier to organize than a nearly empty draft. If your team uses review
rounds, it also helps to have at least one earlier saved revision or a published version
available so you can use the compare view meaningfully.

Before you begin, confirm the following:

e you can open the correct project and reach its documentation list
e YyOU can open an existing document page
e you can access Edit and View or Preview actions for that page

 the page has visible details such as title and description if your workspace uses
them

 there is enough existing content to review for structure and readability

« if revision comparison is part of your task, the page has earlier saved work or a
published version to compare against

If some actions are missing, your access level may limit what you can do on that
page. In that case, continue with the parts of the guide that are available to you, such
as read-only review, and coordinate with a teammate for editing or revision
comparison access.
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