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Section I – Content Management

Your Content Folders

This is the area on the Admin Home page where web pages are added, edited and deleted.  

Web pages are organized into Folders and Categories.  A site can have multiple folders.  The system administrator can configure each folder to display content in a specific manner.  Folders are divided into Categories which hold the web pages.

Show Pages

This filters the web pages that you will see when you click on a Folder and Category to show the listing of pages.

· [image: image1.bmp]  Click this checkbox to show all pages.

· [image: image2.png]


  Click this radio button to show unpublished pages.

· [image: image3.bmp]   Click this radio button to show published pages.

· [image: image4.bmp]    Click this radio button to show pages that are under routing approval.

· [image: image5.bmp]    Click this radio button to show pages that have passed routing approval.

· [image: image6.bmp]    Click this radio button to show pages that have failed routing approval.

· [image: image7.bmp]    Click this checkbox to show pages that have been locked.

Click OK to filter the pages after setting your selections.

Content Status Icons 

Display status icons are to the left of the listed folders and categories. 

[image: image8.png]


 
Identifies closed folder or category.  Selecting this icon opens the folder or category.
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Indicates a new folder or category may be created.  
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Identifies an open folder or category.
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Identifies a new page may be created.
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Identifies an unpublished content page.
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Identifies a published content page.
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Identifies a saved but unpublished content page.

[image: image15.png]



Identifies a published content page that has been saved and not republished.

Content Control Icons [5]
Content Control Icons for each level are displayed to the right of the name for the folders, categories and content pages. 

Folder

[image: image16.png]



Selecting this icon previews the folder browse page layout.

[image: image17.png]



Selecting this icon creates a copy of the folder.  Folder inherits original folder settings.

[image: image18.png]



Selecting the generate hyperlink icon opens a window displaying the URLs for this folder.

Category 

[image: image19.png]



Selecting this icon previews the category browse page layout.

[image: image20.png]



Selecting this icon displays a window to change sort order for categories in this folder.

[image: image21.png]



Selecting this icon opens the category setting page.

[image: image22.png]



Selecting the generate hyperlink icon opens a window displaying the URLs for this category.

Content 

[image: image23.png]



Selecting this icon previews the content page.

[image: image24.png]



Selecting this icon moves the content page to another folder and category

[image: image25.png]



Selecting the generate hyperlink icon opens a window displaying the URLs for this content page.

[image: image26.png]



Selecting this icon, copies the content page to another folder or category.

Create a Category 

Categories are similar to subfolders of folders, holding the actual content page. 

To create a Category complete the following:

· Click on the folder the category should be under.

· Click “Create New Category”

· Enter Category Title

· Enter a Sort No. (Determines the order of display if multiple categories within the folder). 

· Click Save

Reference Exercise One - Create a New Category

Create Content Page 

To create a content page complete the following:
· Click on the folder where content should reside.

· Click an existing category or create a new one, see Create Category 

· Click Create New Page

· Enter a Page Title

· Enter a Teaser information (Description Tag for Meta data). 

· Click on HTML Editor button.

· Place your cursor inside the editor and start creating your web page. 

· Click on Save as Staged Version.

· Click on Send for Approval once content is ready to review for publishing.  

Note: For testing purposes, training sites have publishing turned on. 

Copy/Paste Content

The other option is to copy/paste content into the content page.  Simply select the area to be copied and pasted into the page (from whatever source, Word document, Excel Spreadsheet, etc.) and copy it to the clipboard.  Then, place the cursor in the Editor and paste it.  When copying/pasting, there are a few things to keep in mind:

· When copying text from a MS Word 2000 document into the HTML Editor, the look of the content page may change.  MS Word 2000 uses styles when creating documents which are carried over into the HTML Editor.  The styles make it very difficult to change or manipulate the content in the DSF editor. 

When copying a Word 2000 document into DSF, one way to remove the excessive formatting is to paste the content into Notepad first and then copy it from Notepad into DSF.  Notepad removes all Word 2000 formatting including tabs, tables, bold, italics, etc. If you have a complex or large document this may not be the best solution 

· Cascading Style Sheets (CSS) are utilized in the DSF software.  

Because Cascading Style Sheets are being used, the fonts and styles brought over when pasting need to be removed from the text.  This process can be performed in the DSF software by using the Remove All Styles function (see below).  Keep in mind, however, that this function will remove ALL the styles from the content page.  This includes, but is not limited to, all bold, italicize, and underline.  If formatting needs to be kept, the Content Administrator will need to go back through the page and add those styles back into the content as desired.

 Note:  If the user has access to Microsoft FrontPage, the font styles can be removed by using the default font, etc.  This may save time if the document is heavily formatted.

Remove All Styles

   To utilize the Remove All Styles feature, follow these steps:

· In the HTML Editor, select the portion of the content to have styles removed.

· Right-click on the mouse or select the Option/HTML button (
[image: image27.png]


) from the toolbar.

· Select the Text Styles option.

· Select the Remove All Styles option.

Reference Exercise Two - Create a Content Page

Display Settings for Content Pages 

When creating a web page the following display settings should be turned off.  This will affect the way the web page looks on the live site. 


To turn some of the display settings off, do the following:

· If you have completed entering text in the HTML Editor, prior to sending your page for approval or publishing it, click on the Display Settings button, located on the upper portion of the page. (See Appendix A)

Note:  Every site may use Display settings differently.  Contact your System Administrator to determine settings for your site.

Section II - HTML Editor Functions

Below are some common functions of the HTML Editor. 

Insert Hyperlink

· Highlight the text that will be the link.

· Click on the Option/HTML Menu icon or right click on the mouse.

· Select HTML Elements

· Select Insert Hyperlink

· Place your cursor in the URL text field and enter the link address

For External Links 

1. Type the URL address

2. If you are pasting an URL address remove the http:// that is already in the field.  The address you are pasting will already have http://.

For Internal Links (link within your site)

1. Remove the http:// and paste the URL address for the page.

· Click OK

Note: Shortcut to insert a hyperlink is Ctrl+K

Reference Exercise Three – Insert Hyperlink (external)

Reference Review A – must be completed before Exercise Four

Reference Exercise Four – Insert a Internal Hyperlink (link within your site)

Insert Custom Link 

(This will insert a link to another content item in the site but the title of the page is the link)

· Place cursor inside the editor where you want the link text to appear. 

· Click on Custom Link Icon @ from the toolbar or right click on the mouse.

Note: If you right clicked on the mouse do the following:

· Select HTML Elements

· Select Insert Custom Link 

· Click on the drop down arrow and select the web page you are linking to.

Note: A link with the title of the web page you selected will be inserted into your web page.  

· Click OK 

Reference Exercise Five – Insert a Custom Link (link within your folder)

Insert File 

To insert a PDF, Word, Excel, etc. files into you web page do the following:

· Highlight the text that will be the link.

· Click on the Option/HTML Menu icon from toolbar or right click on the mouse.

· Select HTML Elements

· Select Insert File

· Click on the icon with three dots[…] to the right of file name to locate file in your local directories

· Find the file to be inserted and select it.

· Click Open

· Click Upload File.

Note: Uploading will import the file from your local directory into the Web FileManager. If you do not upload, the file will not be inserted into the HTML editor. 

· Click OK.

· Click Insert URL

Insert File from Web FileManager
· Highlight the text that will be the link.

· Click on the Option/HTML Menu icon from toolbar or right click on the mouse.

· Select HTML Elements

· Select Insert File

· Click on the Browse button to open the Web FileManager.

· Click on the file to be inserted.

· Click Open

· Click Relative Reference

· Click Insert URL

Reference Exercise Six – Insert a File from Local Drive

Insert Image from Local Drive

· Place cursor inside the HTML editor where the image will be inserted. 

· Click on the Option/HTML Menu icon from toolbar or right click on the mouse.

· Select HTML Elements

· Select Insert Image

· Click on the Browse dots […] icon to locate image in your local directories

· Click on the image that will be inserted.

· Click Open, this will insert the image path in image filename screen. 

· Enter Alternate Text. 

Note: For ADA compliance every image needs alternate text. DSF will not let you insert an image without providing alternate text.  Write a meaningful description of the image. 

· Click Upload Image. (Pop-up will confirm upload, select OK)  

Note: Uploading will import the image from your local directory into the Web FileManager. If you do not upload, the image will not be inserted into the HTML editor. 

· Click Insert Image

Note: Shortcut to insert an image is Ctrl+M

Reference Exercise Seven – Insert Image from Local Drive

Insert Image from Web FileManager

· Place cursor inside the HTML editor where the image will be inserted. 

· Click on the Option/HTML Menu icon from toolbar or right click on the mouse.

· Select HTML Elements

· Select Insert Image

· Click on the Browse button to open the Web FileManager.

· Click on the image to be inserted.

· Click Relative Reference

· Enter Alternate Text. 

Note: For ADA compliance every image needs an alternate text. DSF will not let you insert an image without alternate text.  Write a meaningful description of the image. 

· Click on Inset Image

Other Options when Inserting an Image

(When inserting images the following options may also be used)

Link Target – Place a url here if image should link to another page

Image Width & Height – Should enter for faster display time

Border Size – Can create a border around image with varying sizes

Alignment – None will keep image on its own line 

Right, Middle and Left will align image so text wraps around it 

Find/Replace

· Click on the Option/HTML Menu icon from toolbar or right click on the mouse. 

· Click Find/Replace

· Place your cursor in Find what and entered the text you are searching.

· Click Find Next to locate the text.

· If you are replacing Text, enter the new text in the Replace with field.

· Click Replace 

Create New Table 

· Place your cursor inside the HTML Editor.

· Right click on the mouse or select Option/HTML menu from the HTML editor toolbar and select Table Elements.

· Select Insert Table.

· Enter a table name in the Table Name field.

· If desired, type a Table Caption.  This displays at the top of the table.

· If desired, type a Table Summary.  The summary adds text to describe the table for ADA compliance. 

· Check Show Border to display table border.

· If desired, define the cell padding and spacing. 

· Click a radio button to justify the position of the table on your page.

· Place your cursor or tab over to Rows and specify the number of rows.

· Place your cursor or tab over to Columns and specify the number of columns.

· Place your cursor or tab to Col 1 and hit enter key.

· Enter your table column heading and hit enter key. Based on your number of columns, do the same for the other columns.

· Click Save.

Reference Exercise Eight – Insert a Table

Copy/Paste Table 

· Create the table in Word or FrontPage.

· Select the table and click copy to place it in clipboard.  

· Place your cursor where table will be inserted. 

· Click on Paste icon from toolbar or right click on mouse.

· Select Table

· Click on the Option/HTML Menu icon or right click on mouse and select Edit Properties

· Scroll down to Width

· Select width and click Edit

· Change the width size to a percent

Note: Use percent (%) in table. There will be times when you have to keep adjusting the table until you find the look you desire.  If necessary, start with 100% and work your way down. 

· Click OK or the green check mark

· Click OK again


Check Spelling


To perform spell checks on your web page do the following:

· Place your cursor inside the HTML Editor.

· Right click on the mouse and click HTML Functions.

· Click on Check Spelling.  This opens the check spelling application from Word. 

Create Bookmark

A bookmark is a link to a specific location on a page. Bookmarks are typically used in long pages that have several sections.  It provides a way to quickly jump to key sections of any page. 

To create a bookmark in the DSF editor do the following:

· Open the content page and highlight the text where the user will end up when clicking on the link from the page (destination).  

· Choose the Option/HTML menu icon 
[image: image28.png]


 from the editor toolbar or right click on the mouse.

· Select “HTML Elements” and then select “Insert Hyperlink”. 

· From the Insert Hyperlink/Anchor window, select the checkbox “Anchor Only”.  The type field and text fields will be grayed out and on the URL field, the http:// has been removed.  
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Place cursor on the Name field, enter the name of the bookmark, [1] and choose OK.  See below. 
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· The highlighted text will change to a blue font color on the content page. This is only visible from the admin side; users will not see it on the published page.

· From the same page or from another content page, highlight the text that will be the actual link [2] that will send the users to the bookmark destination on the page. 

· Choose the Option/HTML menu icon 
[image: image29.png]


 from the editor toolbar or right click on the mouse.

· Select “HTML Elements” and then select “Insert Hyperlink”. This will open an Insert Hyperlink/Anchor window. (Shortcut: CTRL+K)

· Remove the http:// from the URL text field and paste the page link.  At the end of the page link enter a number sign (#) followed by the bookmark name.

· Choose “OK” to create the link to the text

· To save the page, choose “Save as Staged Version” or “Send for Approval”. 

· Choose “Send for Approval” to submit the page through routing. 


Reference Review B

Section III - WEB FILE MANAGER

(Content administrators may not have access to this section depending on permissions)

Upload a File

To upload a file, do the following:

· From the Admin Home, Click on Web FileManager

· Click Upload

· Click Browse and double click on the file you want to attach. 

Note: This will enter the name of the file in the Upload New File window.

· Click Send.  This will upload the file into the site database. 

· Click X to close the upload box

Reference Exercise Nine – Upload Image to Web FileManager
Reference Exercise Ten – Insert Image from Web FileManager

Create New Folder

To create a new folder, do the following;

· In the Admin Home, Select Web FileManager

· Click New Folder

· Place your cursor at the end of the URL and type New Folder name.  

Ex: e:\inetpub\wwwroot\portal\lib\trainsite\folder_name.

· Click OK.  This creates the new folder. 

Delete a File  

To delete a file, do the following;

· In the Admin Home, Click on Web FileManager

· Click on file you want to delete

· Click Delete

· Click OK on message screen, if you want to delete the file.  File is deleted.

Warning:  There is no recovery option for files deleted here.

Delete a Folder

To delete a folder, do the following;

· In the Admin Home, Click on Web FileManager

· Click on folder you want to delete

· Click Delete

· Click OK on message screen, if you want to delete the file.  

Note: Another screen message will appear, warning you that all files inside this folder will be deleted also.  

· Click OK, if you are sure. 

Warning: All files within folder are also deleted.  There is no recovery option for this action.

Copy a File

To copy a file, do the following;

· In the Admin Home, Click on Web FileManager

· Click on file you want to copy

· Click copy

· Enter a new file name (No path needed, just enter new file name and file extension)

· Click OK.  Copied file is created with new name.

Copy a Folder

To copy a folder, do the following;

· In the Admin Home, Click on Web FileManager

· Click on folder you want to copy

· Click copy

· Enter a new folder name 

· Click OK.  Copied folder appears with new name.

Rename a File

To rename a file, do the following;

· In the Admin Home, Click on Web FileManager

· Click on file you want to rename

· Click rename

· Enter a new name 

· Click OK.  File is renamed.

Warning:  This action will cause hyperlinks to this file to break.  It is not a recommended action.

Rename a Folder

To rename a folder, do the following;

· In the Admin Home, Click on Web FileManager

· Click on folder you want to rename

· Click rename

· Enter a new name 

· Click OK.  Folder is renamed.
Warning:  This action will cause hyperlinks to files in this folder to break.  It is not a recommended action.

 Section IV - Batch and Upload Options

Batch and Upload Options

The “Batch and Upload Options” feature allows content administrators to upload single or multiple images and files directly into a Web FileManager folder by dragging and dropping from Windows Explorer. 

To Upload Images or Files

· From the HTML Editor screen, place the cursor inside the editor.

· Select the Macro icon [image: image30.bmp] from the editor toolbar or right click on the mouse, and select “Macros”. A PPT HTML Editor Macro window, will pop-up.

· Select “Batch and Upload Options” and select “Run”.
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 Two screens will pop-up. “PPT HTML Editor Batch Upload” [1] and “PPT HTML Editor” [2]. (See below)
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· In the PPT HTML Editor [2] screen there are the following options:

· Overwrite Prompt – Displays a warning message prior to overwriting existing files.  If unchecked uploaded files automatically overwrite existing files with same file name. Default is checked.

· Make Links/Image in Doc – Inserts files/images directly into the HTML editor window.  If unchecked, files upload into the FileManager only. If checked, the file path link automatically gets created or the image displays in the editor. Default is checked.

· Make Thumbnails – Creates thumbnail (small) image.  Default is unchecked.

· Select Target Upload Folder for Images and Files – Select the FileManager target folder for the uploaded images/files.  Default is Default Library

Note: Do not upload files in template levels.

· Create within Selected – Create a new folder within the selected folder by entering the new folder name.

· In the PPT HTML Editor Batch Upload [1] screen there are the following options:

· Close on Drop – Closes the PPT HTML Editor Batch Upload screen after dragging the files and dropping them on the Batch Upload window. Default unchecked.

· Always On Top – Keeps the PPT HTML Editor Batch Upload screen open after the files are uploaded.  This screen will remain at the top until you close out from the X on the upper right hand corner or the content page is closed.  Default is checked.

To Upload the Files do the following:

· Locate the files where they reside on the your local or network drive using Windows Explorer.

· Highlight file or files that will be uploaded.

· Drag and Drop the highlighted file or files [3] inside the PPT HTML Editor Batch Upload [1] window.  (See below)

Note: If some files already exist and the Overwrite Prompt was selected, the message “File already exists do you wish to overwrite” will appear.  Select “Yes” if overwriting.
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Glossary of Terms
Below are a list of terms and their explanations:

« Acrobat - & product from Adobe Systems, Inc., for manipulating documents stored in Portable Document
Format (.pdf). Acrobat provides a platform-independent means of creating, viewing, and printing
documents.

« Gommon Elements - Comrmon Elements refers to particular aspects of your web site that are similar, or
even identical, to other sites within the Portal. Examples of Common Elements are: The Top Nav bar, the
agency head greeting, and the agency contact infarmation in the Left Nav.

« DSF - Dynariic Site Framework. This is the name of the product the Portal Management Group is using to
create the State of Connecticut Portal

« ealert - The salert application of DSF allows visitors to subscribe to content in a site and receive eMail
notifications when content is added or changed. elerts from other Portal sites can be added to this
site's ealerts subscription page. This allows users to subscribe to ealerts from multiple sites when they
register.

« Hyperlink - & reference (link) from some point in one hypertext (HTML) document to some point in
another document or another place in the same document. A browser usually displays a hyperlink in some
distinguishing way, e.. in  different colour, font, or style,

« Migration - The process by which the Portal Management Group moves your web content from your old
web site to your new Portal web site.

Nav - abbreviation of the word "Navigation®, Nav is the series of links by which a user moves through |
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· After files have been uploaded, close the PPT HTML Editor Batch Upload window [1]. 

· All files are now uploaded to the Web FileManager and can be used on the site. 

Reference Exercise Eleven – Batch and Upload Options

Reference Exercise Twelve – Batch Upload and Create link to file in Web FileManager

Reference Review C: Formatting and batch upload (optional)

Section V - CALENDAR

Create a Calendar

· From Admin Home Screen

· Click on Calendar of Events

· Click on Create/Delete Calendar

· Click Add New Calendar

· Enter a Title and a Description

Note: Description is optional. It is used only for the admin’s benefit. It does not show anywhere on the site.

· Click Save, Calendar is now created.

Reference Exercise Thirteen – Create a Calendar

Add an Event to a Calendar

· From Admin Home

· Click on Calendar of Events

· Click on Add New Event or Conference

· Select Single Event

· Select Calendar 

Note: This will be the Calendar where event will be posted.

· Enter Event Title

· Enter a Description for this event.

· Enter the remaining information accordingly to the event.  Location, Zip Code, Dates, Times and etc.

· If this event occurs on regular basis, select the recurrence.

· Enter a recurrence stop date when you want the event to stop. 

· If there is a contact for the event, enter the contact information. 

· Select Yes/No if this Event requires registration. 

· Click Add Event

Reference Exercise Fourteen – Create an Event on your Calendar

Add a Conference to a Calendar

· From Admin Home

· Click on Calendar of Events

· Click on Add New Event or Conference

· Click on Add New Conference

· Enter a conference Title

· Enter a Description for this conference.

· From the drop down, select the calendar where the conference will be posted.  

· Click Save.

Add Event to a Conference

· From Admin Home

· Click on Calendar of Events

· Click on Update/Delete Conference

· Click on Conference where you want to post the event.

· Click Add an Event

· Enter Event Title and Description

· Enter a Location, this is the location for this event.

· Enter Zip Code

· Enter event Dates and Times

· Enter Contact Information for this event

· Select Yes/No if this Event requires registration. 

· Click Add Event.  Event will be posted to the conference.

Add an Event with Registration

· From Admin Home

· Click on Calendar of Events

· Click on Add New Event or Conference

· Select Single Event

· Select Calendar 

Note: This will be the Calendar where event will be posted.

· Enter Event Title

· Enter a Description for this event.

· Enter the remaining information accordingly to the event.  Location, Zip Code, Dates, Times and etc.

· If this event occurs on regular basis, select the recurrence.

· Enter a recurrence stop date when you want the event to stop. 

· If there is a contact for the event, enter the contact information. 

· Select yes to require registration before the event.

· Click on Add Event button. This will open a registration window.

· Fill out the required fields in the form.

· If an evaluation form be sent after the event, click yes and select the Standard Evaluation Form from the drop-down or if you have created your own evaluation form, select it. 

· Select the date the evaluation form should be sent.

· If there is food being served at this event and the guest have menu option fill out the menu choices.

· If there is a form that you have created and would like it to associate it with this registration, select it from the drop-down. 

· Click on Save. 

Section VI – Miscellaneous

Routing

Content pages can be saved as staged until they are ready for review.  Content is then sent through its designated routing profile and once approved the content is published.   

Note: Only system administrators have the publish button available on production sites.  It is still recommended that all content go through at least one level of routing approval.

Send for Approval

To send a content page for approval do the following:

· After making changes to the page, click Save as Stage Version to save the content.

· Click Send for Approval, this open a routing profile window.

· Select the Routing Profile that is appropriate, enter any comments that you want the approvers to see.

· Click Save.

Note: After you clicked Save, you cannot make any changes to that page until the approver has responded.

Find Content 

The Find Content feature allows you to search your site and view a listing of content items according to specific search criteria.  

To perform a search on your site from the Find Content, do the following:

· On the Admin Home Page, scroll down to Tool Box and select Find Content.

· From the Search in Folder drop-down, select All Content to search all folders or select a specific folder and select OK. 

· From the Search in Category drop-down, select All Categories, if you have selected All Content from the Search in Folder, or select the specific category if you have selected a specific folder, and select OK. 

· Select the Search button, screen will refresh and display your results. 
Below are more search option under the Find Content. 
· Search for - Enter any specific word(s) that you want to search for.  Then check one of the appropriate boxes under Only search within to determine what to search.
· Search all content - Check this box to search all content on the site.
· Search - Click this button to begin your search.
· Reset - Click this button to clear the search box.

· Check Content Links - Check this box to verify links to documents attached to content pages.  This link verification will appear in the Att. Column next to the name of the web page.
· PL/RL/FL Action Mode - Check this box to have the link to the page copied directly to your clipboard when you click PL, RL, or FL.  It this box is unchecked, a pop-up box will appear when the link is copied.
· Show Taglines - Check this box to show the web page teasers.

· Use Published Database - Check this box to show only published content on this report.

· Folder Name - The name of each folder in the filtered report will be listed.  Clicking on the folder name will limit the report to only the content in this folder.

· Category Name - The name of each category in the filtered report will be listed.  Clicking on the category name will limit the report to only the content in this category.

· Category Display -The category display lists the current status for all web pages in the category.  When you roll your mouse over each column heading, alt text will appear with a description of the column.
· Page - The web page title and DSF generated item number.

· Act - This gives the status of the web page – Active or Inactive.

· P – Pub indicates that the web page is published.
· FP - This gives the Front Page display status of the web page.  FP indicates the item is marked to display on the front page.  FP-X indicates the item was marked to display on the front page but has expired.
· I/A - This gives the display status of the web page for Internet/Intranet site visitors and roles if roles are used in this folder.  I=Internet.  Any additional display roles that have been assigned to the page will be shown here.
· T/S/V/R – Indicates the following options of web pages as: T=marked as template, S=has stylesheet, V=has versions, L=is locked, and R=route status.

· URL -These links provide automatic or manual copying of the links to the web page.  These links may be copied and pasted as links to this item in another place, such as an eAlert, web page, HTML box, etc.  

PL – this link provides the page link to this web page.
RL – this link provides the relative link to this web page.

FL – this link provides the full link to this web page.
· View – this link opens a new window that will allow you to View the web page.

· Admin – this link opens a new window that will open the Admin (edit) for the web page.

· Delete – this link provides a warning to verify that you want to delete the web page.  If you click OK, the web page will be permanently deleted.

· Effective - This column lists the effective dates for the web page.  This feature must be enabled for the folder to have dates display.

· Att. - This column lists the status of any attachments, if present in a web page.  The Check Content Links must be checked in the Find Content page heading for this to display attachment status.

· Links -There is currently no information that will be displayed in this column.
eAlerts

The eAlerts application allows visitors to subscribe to topics on a site and receive email notification when content is added or modified. eAlerts generated by content administrators are queued in the eAlerts admin area until an eAlert or System Administrator goes into the queue and either deletes or sends the alert. 

Before using eAlerts on the site, they must be enabled by the System Administrator in the content folder settings. After the eAlerts application has been activated, content administrators can generate an eAlert.  

When the eAlert has been generated it goes into an eAlert queue.  The eAlert is not sent out until an eAlert Administrator or System Administrator selects the eAlert subscription group and sends the eAlert.   Subscribed users will receive an email about the updated content. 

To Setup a Content page to generate an eAlert do the following:

· From Admin Home screen locate the content page that will generate the eAlert or create a new page.

· Open the content page and select the HTML Editor tab.

· Make changes or updates as needed.

· Scroll to the bottom of the screen and locate Generate e-Alert.

· Select the checkbox, Generate e-alert. (see below) 
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This sets the content page to trigger an eAlert to subscribing users after the eAlert administrator or the System Administrator releases the eAlert from the queue. 

Selecting the Generate e-Alert checkbox will send an email to the Administrator even if the content page is saved with Save as Stage Version.  

Also note that if the Routing Administrator is someone other than the eAlert Administrator, inform the eAlert Administrator that the content needs to be approved prior to releasing the eAlert.  PMG recommends adding the Administrator who will release the eAlert added to the routing profile as the same level as the routing approver for this content page. Any questions please email the Portal Management Group at pmg@po.state.ct.us.
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Edit Properties

On occasion, changes will need to be made to the HTML on a content page.  In these cases, the Edit Properties screen will be helpful.  To use the Edit Properties function, follow these instructions:

· From the Content Editor, highlight the area of the page to be edited.

· Then, either right click on the mouse or select the Option/HTML menu icon 
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 from the editor toolbar (Shortcut=CTRL+E).
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From the menu that appears, select Edit Properties.

· At this point, the Edit Properties screen appears.
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There are some key areas of this screen to be aware of when editing the HTML properties.  Reference the key below for more detailed explanations:

1. The heading on the Edit Properties window indicates which HTML tag is being edited.  Any tags that are WITHIN the tag listed are also included and eligible to be edited.

2. The Name column.  This is the list of possible HTML tags that could be associated with the highlighted portion of the content page.

3. The Value column.  This is the HTML value assigned to each of these HTML tags.  If there is nothing listed, this tag is not currently being used for this portion of the content.

4. Contained HTML.  This text box shows the actual HTML used to create the highlighted area.

5. Get Parent Tag button.  Selecting this button expands the HTML by one “level” of tags.  The parent tags are the opening and closing tags that encompass the previously selected area.  This button is useful if several different tags have been used on a single area.  Note that there is no “Get Child Tags” button, so going to a smaller block of HTML is not possible.

6. Edit button.  Selecting this button allows the value of the selected tag to be modified.  This can also be accomplished by double clicking the appropriate tag with a mouse.  When a tag is in edit mode, it will appear as shown above.

· When in Edit mode, simply type the appropriate value in the text box next to the tag.  The text field will scroll horizontally if more room is needed, although no scroll bar will appear.

· After making changes to the tag, select the green check box to accept the changes.

· Select the red X box to cancel the changes and revert back to the last previously accepted changes.

7. OK button.  Once all changes to the tags have been made, select the OK button to apply them.

8. Cancel button.  At any time prior to selecting the OK button, selecting the Cancel button will close the Edit Properties screen without saving the changes.

Appendix A:  Display Settings

Display Settings for Content Pages 
Content Administrators can alter their content pages on the site by changing the viewing options.  After creating a page select the Display Settings tab, see below. 

Display Settings can be turned on or off by selecting the box next to the display option. 

Below are the options available under Display Settings:

Display limits for this page: (Activated at folder level by System Administrators)
Limit the time this page appears on the site – Acts as effective dates for content pages. Default displays according to folder setting.  Start and end dates are entered for display time.  Refer to Section 2.7.6, Effective Dates, for more information. 

Show this content on the homepage also – Displays the page title and teaser on the site home page. Refer to Section 2.7.5, Displaying Items on the Front Page for more information. 

More Display Options

Hide from Browse - Suppresses the content title from the browse page display. Contact PMG for more info on browse pages.  Below is an example created by PMG. 

The Hide from browse is not activated. All content pages are displayed with a link. 


The Hide from Browse is activated. Note that Portal Status Report is not viewable.

Hide Bottom Nav Bar [1] - Suppresses the bottom navigation bar on the content page.

Suppress Left Nav Bar [2] - Suppresses the left navigation bar on the content page. (Not recommended)

Hide from NavBar [3] - Suppresses the display of this content page name when using the standard navigation bar. Not shown

Hide Top Nav Bar [4] – Suppresses the top navigation bar on the content page.. 

Suppress Right Nav Bar [5] – Suppresses the right navigation bar on the content page. (Most Popular.  Suppressing the right nav can also be set at the folder level to effect all content pages within the folder.  Contact your System Administrator to activate this feature is set at the folder level. 

Hide Category Name [6] – Suppresses the category name of the content page.

Below are the most common used display settings.


 

Show Full-Screen – Displays content page in full-screen browser. Not recommended.  The site’s template is removed from display.  Keep header whenever possible.  See below.  


Who can view this page?

The default will allow all users to view page content (General Public).  There is the ability to restrict viewing by specified roles. Contact the system administrator before using this feature.

 Appendix B:  DSF Keyboard Shortcuts

When working with content pages inside the HTML editor, there are some helpful shortcuts that can be used to call in a feature. 

Below is a list of keyboard shortcuts that can be used inside the HTML editor..

HTML Option Menu Shortcuts

	CTRL+Z
	Undo
	Reverses the last action

	CTRL+Y
	Redo
	Repeats the last action.

	CTRL+X
	Cut
	Cuts a highlighted selection.

	CTRL+C
	Copy
	Copies highlighted selection to the clipboard.

	CTRL+V
	Paste
	Pastes a selection saved to the clipboard.

	CTRL+A
	Select All
	Highlights all text on the content page.

	CTRL+F
	Find/Replace
	Open a Replace window.

	CTRL+E
	Edit Properties
	Opens properties window for selected content.

	CTRL+W
	View in Browser
	Opens a new browser window.


Text Styles Menu Shortcuts

	CTRL+B
	Bold
	

	CTRL+I
	Italic
	

	CTRL+U
	Underline
	


HTML Elements Menu Shortcuts

	CTRL+L
	Insert Custom Link
	Link to a folder or category on the site.

	CTRL+M
	Insert Image
	Opens Insert Image window.

	CTRL+K
	Insert Hyperlink
	Opens Insert Hyperlink window.


Table Elements Menu Shortcuts

	CTRL+T
	Insert Table
	Opens Insert Table window.

	CTRL+R
	Insert Row
	Insert new row above row where cursor is positioned.

	CTRL+P
	Split Row
	Split existing row into two rows.

	CTRL+D
	Insert Cell
	Adds a cell to the table.

	CTRL+S
	Split Cell
	Split existing cell into two cells.


HTML Functions Menu Shortcuts

	CTRL+P
	Print
	Launches print dialog box.

	CTRL+Alt+B
	Batch Upload
	Opens PPT HTML editor file/image upload window.

	CTRL+J
	Show Table Borders
	Show or hide table borders.

	CTRL+Alt+C
	HTML Codes
	Insert the selected symbol.

	
	
	


Appendix C:  Glossary

Active/InActive

The Active/Inactive box must be checked for a page to be published and to become visible on the live web site.

Admin Home 

The Admin Home page is the main administrative page.  The Admin Home link at the top of the administrative screens will return you to the Admin Home page.

Allow Inherited Roles from Auto Logged In Visitors

When enabled, the site will honor global roles for each auto logged in user. Set to No to manually grant permissions to either local or global accounts.  Auto-login must be turned on for this feature to be enabled.  This setting is turned on in Site Settings.

Approval Routing

This feature allows content to be routed to one or more levels of approval.  This routing approval can be optional or mandatory.  This setting must be turned on in Folder Settings for each folder requiring routing approval

Batch Settings

This feature provides a method of modifying settings across multiple categories or multiple pages.

Browse Page

This page allows users to “browse” a page that shows any or all of the following items depending upon the set up of the folder: listing of categories, listing of web pages within categories, tag lines, items’ full content, and much more.

Categories 

 Folders are divided into categories.  Categories are like file folders, holding web pages.

Clear Content Cache

Clicking Clear Content Cache will delete all cached copies of pages that are being retained in the DSF server memory.

Content Item

This term is sometimes used instead of “web page”.

Conference

A conference is a calendar entry that may have multiple events.

CWP Folders
CWP stands for Custom Web Pages.  CWP folders are the basic content management folders.  On the DSF Folder Configuration page are various CWP folders that have names such as, Press Releases, Policies and Standards, Projects and Initiatives. These folders have been set up as examples of how the CWP folder might be used.

DHTML Scratchpad

This opens a pop-up window with the PPT DHTML editor in it.

Domain

A DSF site is also called a Domain.

Domain Set

When DSF is installed a Template site is created with a specific URL address.  All sites created under this Installation Template are related and can use the same URL as their base.

Each site created directly from the Installation Template site is the Portal Site of a Domain Set.  All sub-sites of a Portal Site are children sites of the Domain Set.

An infinite number of Domain Sets can be created from an Installation Template site of DSF.  The only limiting factor is the ability of the hardware, or servers, to handle the files and visitor traffic.

DSF Auto-Login

If GLOBAL LOGIN is enabled, enabling this option will allow visitors who have logged into a site in your domain set to transparently be logged into any other site in the domain set that has auto-login turned on.  This setting is turned on in Site Settings.

DSF Global Login

When enabled, visitors may log into a DSF site using accounts entered in the global account list (at the Domain Set Portal). This allows users to register on one site in the domain set and then be able to log in to other sites in the domain set without having to register again on that specific site.  This setting is turned on in Site Settings.

DSF Universal Login

Universal login is a global, enterprise-wide user management web service that allows centralization of usernames and passwords. Enabling Universal Login will allow users who have a Universal Login account to log into your site without first registering on your site.  Users with a Universal Login account will be able to log in to any participating Commonwealth site with their Universal Login user name and password.  Users will only have the role of Registered Guest, unless they are given additional roles by the system administrator.

EAlerts

This allows visitors to subscribe to content in the site and receive eMail notifications when content is added or changes.  This setting is turned on in Site Settings and must also be turned on in Folder Settings for a folder to use this feature. 

Errors and URL Mapping

Errors and URL Mapping provides a report on 404 and 500 errors that have occurred in the domain set and allows remapping of any web page to another URL.

Event

An Event is a single calendar entry.  An event may be set to recur on a regular basis.

Find Content

The Find Content report lists the content on the site and displays specific status information regarding this content.

Folder

Web pages are created and organized within folders.  Display settings may be customized for each individual content folder.

Inheritance

Inheritance affects each DSF site that is created.  DSF inheritance refers to the default settings for the software.  Template Inheritance refers to any changes made to the default settings at the template level and the settings available to a new site from parent levels.

Installation Template

During the installation of DSF, a Template site is created.  This Template contains all default settings for DSF and may include other options, such as customized graphic template layouts.

The DSF default settings will be present in both the site wizard and all folder wizards.

If the Site Administrator of the Installation Template wants ALL Domain Sets to have default site and folder settings that differ from the installed DSF settings, they may be changed on the Template Site.  This must be done before any Portal or child sites are created.  After sites are created, changes to the Installation Template defaults will not appear on existing sites.  See Inheritance for more information about the inheritance of default settings. 

Keywords

Enter keywords that would best describe this content page to a search engine. Be as specific as possible and include multiple items to ensure a better match by the search engine. Example:- If your content is for the Information Technology Department, include such items as "IT", "Information Technology", "IT Dept.", etc., instead of simply "Department".

List All Sites

Clicking this link on the Admin Home page will list the current site and all of its children.

Macros

A macro is a function of the PPT DHTML Editor that allows a programmer to create a script that will simplify complicated functions.  This allows a content administrator to make use of “wizards” to perform these functions.

Lock Content

This feature allows a web page to be locked by a specific content administrator. Only the site administrator and the owner can unlock it for editing.

Node

A node is the taxonomy that will appear on a navigation bar.  A Top Level node is similar to a top directory folder. A node may or may not have a link to content.  Each node may have children, just as a directory folder may contain sub-folders.  The taxonomy information entered in the form determines the appearance and functionality of the node.  

Node Levels

Top Level Node

A Top Level node is similar to a top directory folder.  Each node may have children, just as a directory folder may contain sub-folders.

Peer Node

A Peer node is located on the same level as another node.

Child Node

A Peer node is located on the level under another node.  Each node may have children, just as a directory folder may contain sub-folders.

Preview

The Preview function allows you to see what the category or web page will look like on your live web site.

Publication

A publication consists of content on a DSF site that is released for syndication.  You can create a publication for web pages, site settings, web forms, web form results, site navigation and folder/application settings.

Publish

Publishing content causes the content to become visible on the live site. Content is not visible on the live site until it is published.

Rebuild Site/Debugging

Rebuild Site/Debugging will rebuild the site you are logged into and display debugging information.  This allows developers to view how application information is being rebuilt and check for errors.

Rebuild Site

Rebuild Site will save any site configuration changes that have been made to Fonts, Layout, DSF Configurations, and left or right navigation bars and will apply them to the site.

Received Pages Queue

The Received Pages Queue lists web pages that have been received from other DSF sites.  These pages are available to be imported and published on the receiving site.

Recent Additions

The Recent Additions feature allows display of a listing of web pages that have recently been added to or modified on the site.  Note: Recent Additions is turned on and the settings are accessed on the Applications admin page.

Republish 

Republishing content updates the web page on the live site with the latest version.  Pages must be republished for changes that have been made to the web page to be seen on the live site.

Route Approved

This web page has been routed and has been approved.

Route Failed

This web page has been routed and denied approval.

Route in Progress

This web page is currently under routing approval and has not yet been approved or denied.

Routing Approver

A user must have this user role in order to be included on a Routing Profile for approval of routed content.

Routing Profile

A Routing Profile defines the levels of routing approval that are required and defines the users that are on each level.

Search and Replace

This feature provides a global Search and Replace function for text or HTML strings on the site.

Security Roles

In the taxonomy, or site navigation administration, the box labeled “Security Roles” determines what user roles are allowed to see this node and to access the associated linked content.  The number associated with the specific user roles allowed to see this node should be entered here.

Site and Folder Settings

Site and Folder Settings affect the way a DSF site and Folders appear, including the questions and answers for all of the wizards that set up much of DSF.

Default Site and Folder Settings may be changed in the Template BEFORE any sites are created and the new defaults will be reflected in all sites created under the installation.

Any changes to the Site and Folder Setting wizards in the Installation Template are not reflected in existing sites until the wizards are re-run for the site.

Whenever changes are made to the Installation Template Site and Folder wizards, an eMail should be sent to all site administrators.  The eMail should contain the location of the changes and the site administrators should be instructed to run the affected site or folder wizards, so the changes are available to their site.

Site Messages

Site Messages is a listing of various site messages that can be configured by the administrator.

Site Navigation

Site Navigation, or Taxonomy of links, allows you to create a fully customizable left navigation system for your site.

Site Polls

This feature allows you to create and add polls to your site.  This is turned on in Site Settings.

Site Variables

Site Variables provide a customized experience for your site visitors.  By adding site variables to your greeting, you may greet site visitors by name.  You can provide valuable information dynamically, such as site contacts, or any other site variable.  Using site variables for contact information, such as administrators, phone numbers, and eMail addresses, causes this information to be automatically updated in each place the site variables have been entered when the variables are updated in DSF.

Site variables can be used in many text fields in DSF for both site and folder specific customization.

Static Page Importer

This feature allows you to import content from non-DSF web sites into DSF.

Subscription

Creating a Subscription allows you to receive and publish content that has been syndicated by other DSF sites.

Syndication and Syndication Manager

Syndication allows a DSF site to “publish” content that other DSF sites can “subscribe” to and show on their site.  These publications and subscriptions are administered through the syndication manager.

Switch to Published Dataset

Allows you to see only pages that have been published on the Admin Home page.

System Widgets

System Widgets are elements used in the right navigation and are created within a “widget collection”. A widget collection is a group of widgets that will appear in the right navigation as a group.  You can add, edit, delete, and change the order of the widgets in a widget collection.  You can create multiple widget collections.  One collection might be used as the main site right navigation.  Another collection might be used as a right navigation for a specific content area on the site.  System widgets will show up at the top of the right navigation, above the user widgets.  System widgets are not configurable by the site users.

Task Scheduler

Task Scheduler allows you to schedule recurring tasks for your domain.

Taxonomy

Site Navigation, or Taxonomy of links, is an advanced links and Navigation System.  Using Site Navigation, users can create a fully customized indexing system for the left navigation bar. 

Teaser Automation

Allows you to clear existing teasers or auto-generate new teasers across multiple categories or multiple pages.

Teasers

A teaser is a short phrase describing the content of the item. Teasers appear in eAlerts and on the front page of the site if teasers are enabled.

Template

A template is a web page that has been marked as a template on the DHTML Editor page.  A template can be pasted into the editor by a content administrator and used as a starter page for similar content.

Template Default Setting Inheritance

The default site and folder settings may be changed at the Installation Template site.  These settings are available to any sub-site created under that installation.

When a Top Parent site is created, any changes to site and folder settings made in the parent site are also available to direct child sites.

As Top Parent and child sites are created, the new sites may select to inherit the default settings of the Installation Template.  They may also choose to inherit defaults from the two sites that are directly above them in their domain set.

A new site may select to inherit defaults from its:

Parent

Parent's parent

Domain Set Top Parent, also called the Master Domain

Installation Template, also called the DSF Master Domain

New sites may only select inheritance from a site directly above them in the site hierarchy.  A site created as a peer (from the same parent site as another) cannot inherit defaults from a peer or children of a peer.

Unpublish 

Unpublishing a web page will remove the page from the live site.  This means that the web page is no longer available to be seen by site visitors.

User Categories

User Categories are used to define registered groupings, such as, vendors, guests, etc.  User Categories are also used to select users that will be sent eAlerts and Bulk eMail

User Roles

User Roles are used by DSF to determine which site and folder features are available to the user.  By using the User Roles to filter the display, folders may be added to a single site, but only the folders pertinent to a specific user role will be displayed for the user when they are logged in.  User Roles are also used to grant site, folder, and content editing access rights.

User Widgets

User Widgets are elements used in the right navigation. They are not created within a widget collection as the system widgets are.  User widgets are created individually.  They appear in the right navigation below any available system widget collection.  The system administrator determines whether or not a user widget can be viewed by a user who is not logged into the site.  Users can personalize the user widgets in the right navigation by turning them on or off to make them viewable or not viewable and by changing the display order.

Validate URLs

This feature will check all of the links in your taxonomy and give a report showing which links are “good” and which links are broken.

Versions

The Versions link will show previous versions of the web page and allows the option to revert to any prior saved version of the page.

Visitor Stats

Visitor Stats allows you to run reports about visitor usage.

Widget Manager

The Widget Manager allows the administrator to modify system widgets.  System widgets are elements that are most often used in the right navigation.  They show up at the top of the right nav and can not be turned on and off by logged in users.

Registration Manager

The site administrator uses the Registration Manager to:

1. View a list of registered users.

2. Edit and delete users.

3. Define new user roles

4. Define new user categories

Web FileManager

The Web FileManager stores all files and graphics used in your DSF site.  Each time DSF uploads a file, it is saved in the Web FileManager.  Files may also be uploaded into sub directories.

Web Forms

Web Forms allow you to create surveys, profiles, or create forms for visitors to fill out.  Web forms can be used to gather information about visitors who visit your web site or register for a scheduled event.  After the event, you can create a web form to get participants to evaluate the event.

A form can consist of a single page, or screen, of questions, or it may have multiple pages.  There is a variety of question formats available, including yes/no, select one or multiple from lists, fill in the blank.

After the form is built, data may be accessed using Microsoft Access.

Widgets

Widgets allow for customization of the right nav bar.  The items placed in the right nav bar are called “widgets”.  Widgets also allow for further customization of Custom Web Pages by using them to “call” other pages, or programs into the DSF framework.
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