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ACCESSIBILITY

Accessibility link on web sites

· Website Accessibility Policy as a new website URL (www.access.state.ct.us).  
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Hazards for Children
Consumer Pratection Commissioner Edwin R, Rodriguez
today alerted consumers to 18 different toy products
that pose serious choking, suffocation or lead poison
hazards for children under age 8. The Commissioner
stated that all 3,300 unsafe toys found by the agency
are being recalled effective immediately, but emphasized
the need for parents and other toy buyers to be very
selective when choosing items for children

Wednesday, November 9, 2005
Heating Oil Dealer Charged with Larceny For Failing
to Deliver on Prepaid Contracts

Cormmissioner Edwin R. Rodriguez and Chief State's
Attorney Christopher L. Morano announced today the
arrest of a Rocky Hill heating oil dealer accused of failing
to deliver on prepaid contracts for heating oil. Lisa T
Murphy was arrested on Tuesday, November 8 by
inspectors from the Office of the Chief State's Attorey
on a warrant charging her with one count of larceny in
the first degree and ten counts of larceny in the second
degree of a victim over the age of 60
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Remove Web Site Accessibility Policy Link from footer. Portal sites have not officially gone through the certification.

Links opening a new window

If you have hyperlinks on your site that open in a new window, remember to add text that will inform your users that the content they are about to view will be launched in a new window.  Screen readers don’t pick up the opening of a new window. 

PMG is currently working on creating a new graphic that you can display next to the text.  The graphic will not be a hyperlink but in the Alt tag it will provide the text information for your users that it’s opening in a new window.  Once we have the graphic created we will distribute it to the System Administrators.

File size and type for downloadable files
· Add file size and type to hyperlinks for downloadable files (pdf, doc, xls, zip). 
The Universal Web Site Accessibility Policy for State Web Sites states that "Hyperlinks to downloadable files should include a text description that includes the file size and file type". 
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State Elections
Enforcement
Commission

20 Trinity St. Suite 101

Hartford CT, Del4d

Driving irections A Guide for Candidates for the State Office, General Assernbly and Judge of
(sss;’;?giwo Probate - July 2004 (pdf 557 kb)

Fax:
(s60) Ste.4402 « 4 Guide for Municipal Candidates - July 2008 (pdf 749 kb)

SEECEpo.state.ctus
« & Guide for Party Committees - July 2005 (pdf 423 kb)

UPDATE PROFILE o & Guide for political Committees Established by a Business Entit:
Organization, or Two or More Individuals - July 2004 (pdf 414 kb)

« 4 Guide to Financing a Referendum Question - July 2004 (pdf 492 kb)

o Notice to 2005 Municipal Candidates Regarding Compliance with Campaign
Einance Laws (pdf 76 kb)

« Campaign Finance Registration and Disclosure Requirements for Candidates
invalved in Town Committee Primaries - 2004 (pdf 133 kb)

« Prohibition on Expenditure of Public Funds Relating to Referenda (pdf 40
kb)

« Review of Advertising Book Receipts (pdf 111 kb)

« Prohibited Recipients List of Palitical Committees - 2005 (pdf 124 kb)
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REMINDERS


File Manager

Do not use spaces or special characters. Possible Issues:

· Only uploads to one server – Load balance setup inhibits this process.

· Possible Broken Links

· Search engine will not index file. (File will not be searchable)

Suggestion

· Use the Underscore ( _ ).  It is an approved special character

· Rename file prior to upload

EAlerts 

Due to the high volume of mail server traffic, it is a strain to the system to process eAlerts during regular business hours.  All eAlerts should be sent after 5pm unless time sensitive.  We recommend using the “Specific Date” message type so eAlert will be sent at 12:01am. (Specific date cannot be current date)
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Training Sites

All testing of features you are unfamiliar with should be on done on your training site.  Do not use your production website.  During your Content Admin training you should have received a Training Site (seedeater.ct.gov/yourname##).  If you don’t have a training site, contact PMG. 

Note: This is not a development server. Content created on the training sites cannot be moved to production.

Creating new folders

PMG has setup a folder with all the most common settings enabled  called “Custom WebPages (3) Template”.  When creating new folders you should select that folder to inherit those settings. 

Some of the common settings include:

· Right navigation suppressed

· Content can display on home page (Latest News)
· Print version displays on bottom left

· Routing is turned on
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Hyperlinks Recommendation

Two common issues:

· Using absolute (full) url in hyperlink

· Linking to staged content (&PM=1)

Use caution when linking to internal documents and content within your site.   We recommend using the page URL whenever linking to other pages within the same site. See appendix A. 

How can you tell if you're linked to a Staged document?

Staged links have &PM=1 attached to the end of the link.  This gets added when previewing a current version document.  When previewing the Current Version document do not use the URL address displayed on the screen as your link. This will be a full URL link and have &PM=1 attached.  Instead use the page URL to link pages within your site. See appendix A. 

Note: If you have internal links within your site to a Staged document, the Search engine will not search the page.
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COMMON ISSUES


FTP Server - File size issues

Files over 50mb should not be uploaded to the portal.   We recommend they be put on the FTP server.  There is a new process being put in place to request the use of the Anonymous FTP server.  Until you are notified of the new process, please contact PMG if you have a request. 

Windows XP Service Pack 2 Upgrades - You need to do the following:

· Install Java Virtual Machine 
For legal reasons Microsoft no longer ships its operating systems with Java Virtual Machine.  It is needed by DSF to help the Web FileManager user interface run correctly.   

To download the MS Java Virtual Machine email the PMG group 

· Disable Pop-up Blocker or set to allow www.ct.gov websites
The latest IE Browser has a Pop-up blocker built in and activated by default.  The Pop-up blocker prevents the download of the HTML Editor.   It also prevents the  routing approval screen from opening. 

To Disable Pop-up Blocker
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Go to tools and select Turn off Pop-up blocker.  

To Set an Exception for just CT.gov sites
Select Tools, Pop-Up Blocker Settings

[image: image7.png]W Microsolt Word - portal user group_121305doc EEIE

|®) e Edt vew Insert Format Toos Table Window Help Acrobat =181 x|
o= u\é@vm%av\nvm\geumas B|E 1 o - @)
[[oma < vesnewrenan <1 <@ 2 U | O-2-A-

e =] |z o] ——— = mJ\u & - [ | = = 25 [ 0 2 g =

|m®

BN 234 S
Training Sites
Alltesting should be on our testing environment. During training every System Admin was given
atraining site. Please use this site to test instead of your production site.

Folder Creation
When creating new folders on your site remember to inherit the settings from the CWP folder (3)
Template

3 0 Add a new Folder

=101 ]

rosoft Internet EXpIo

0 Add 2 new Folder

Folder Titls
[New Falder

Folder Settings
Custorm Webpages (3)/ Template <
Press Releases (11)/ Portal 2
SMS Subscription (713)/ Portal
NewFolder (637) / Portal
Cortact Information (628) / Portal
Custor Webpages (3)/ Portal
Documentation (631)/ Portal
Press Releases (11)/ Template

Policies & Standards (12) / Template
Frequenty Asked Quest.. (15)/ Template

\NOCE4 >-£-A-===84d
[Page 2 sec 1 22 [t7& nss Col1 |[Rec iR |ExT [ovR foen [ O [

Sstort| | Dlinboe-tic.| E1ste adin.. | gricosste .| E1crr:Respo. | Gypipotal | Sgmerosote. [E] D adda~ || @ @ & *[BEUBS 1zem





Other Possible Pop-up blocker installed

· Google Toolbar

· Yahoo toolbar

· Pop-up blocker software

· Virus Protection Software

Enabling Categories
Possible issues from not having the Category enabled are:

· Content not displaying under latest news

· Published page is not displaying

· Message to initialize module starter category 

· Browse Page not displaying
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To enable the categories go to the Category settings and check “Enable Category”. 
Folder Recommendations
Possible issues from too many folders:  

· Double folders

It is recommended that sites do not exceed 30 folders 

· When double folders appear on your Admin home screen, DO NOT DELETE any content or folder. Perform a “Rebuild Site”. If that does not work contact PMG.

· Use more categories within folders.
Rebuilding Site

Use this function with caution. When a “Rebuild Site” is executed it rebuilds domain tables, application lists, navigation bar and reapplies site setting which can put a strain on the system.

You should only use the Rebuild Site to:
· Fix double folders – Rebuild site once, if that does not resolve issue contact PMG

· Get Latest news to appear on the homepage – From time of publish wait at least five minutes before using the rebuild.   If it still does not appear, contact PMG.
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&PM=1 �Specifies a link to a Staged Document








	Portal Management Group
	pmg@ct.gov


1
1
	Portal Management Group
	pmg@ct.gov


3

[image: image10.png]3| x|

Qack + 2 G Pseach Seravores @ (- B &

ddress | ] http: fowws.ct.govipmgtest/cwp_adminjedit_page. asp?a=15608MODE=EDITRCATEGORIES_ID=181078QUESTION_ID=3075868POST=1 v e
A pmgtest: DSF Features - Microsoft Internet Explorer
Fie Edt Vew Favortes Took Hep »
- S A Z) ) search - Favorites €2 2 B- &
Address | ] http:/fwww.ct.govipmgtest/cwpjview. asp?a=15608Q=3075868PM=1 v e

O nowmmome  ustau siTes

Toov f

OF CoNNECTICUT

[ content Page
HOME

= Dynamic Site Framework (DSF) Features
L
[0 Creste s eww page.

What do you t

K of this picture?

Current Version 1.6
Updated 12/12/2005

The list below outlines some of the
mast useful features of DSF.

®| Last Published Version 1.1
Roles - DSF allows multiple people to

Listorsvious versions - work on the website without
adversely affecting one ancther. It
~Safe on Pastas il orovides the abillty to control who
HTL st on P Oe does what to a site by restricting
157458~} \ § capabilities based on individual roles

It alsa allows restrictions on who can
browse certain content.

edlerts - The edlerts system lets

visitars subscribe to content in the
site and receive eMail notifications
when content is added or changed,
The content administrator has the

i ability to choose the content they
feel is relevant enough to send an
alert. 2
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