Portal Migration Steps

Content Only

Step 1 – Clean existing content in FrontPage  

(We recommend making a copy of site before you delete content in case you need it back.  If you would like a cd of your site to keep as a backup please contact Internet Services. ) 

Check all content in current site for:

· Orphans (no longer linked pages that can be deleted)

Go to View, Reports, Unlinked Files. Click on each file to see what it is and determine whether it is linked or not.

· Titles (DSF uses titles for page names. Eight character file names are no longer needed. Also check for duplicate titles within folders)

To view the titles you can go to View, Folders.  To change the title of a page, go to the page and right click, click on Page Properties, then the General tab. After changing the title in the page view, press Save.

· Relevance/validity (is it outdated, no longer valid information that can be deleted)

· Does it need updating/review

· Who is the owner (Needed when assigning permissions to content)

· Fix broken hyperlinks

To find broken hyperlinks go to View, Reports, Broken Hyperlinks.  Click on the pages to view and fix the broken hyperlink.

· Alt tags on images

· Check all heading tags for consistency (size, color, font)

· Add table heading tags where necessary (accessibility)

· Check if form fields have a label associated with the field? (accessibility)

· All hyperlinks linking to content within your website should be relative not absolute.  (Ex. Should be ../folder/filename.htm not http://www.doit.state.ct.us/folder/filename.htm)

Reminder – before deleting content, confirm it is not needed for record retention.

Step 2 - Removing Formatting in FrontPage (SHOULD BE COORDINATED WITH DOIT)
- Changes should be made on a separate test site only that DOIT will assign – not on existing test or production servers

- Once copy of the site is published to separate test site, change control procedures need to be in place for production site. 

Open each page and check for the following:

· Check for unusual formatting that may need to be retained

· If OK,  Select All (Edit, Select All or Ctrl A)

· Change Font Face to “Default Font”

· Change font size to “Normal”

· Change font color to “Automatic”

· Background color to “Automatic”

· Check table/cell background colors (view in html)

· Background images removed

· Change graphic header to text unless keeping

· Check Header tag in HTML view for:
H tag size 
Additional formatting tags
Select heading and remove additional formatting and change Heading size if needed

· Check picture properties (meaningful alt text)

· Check table sizes and cell sizes (Should be %, not fixed)

· Check bulleted/numbered lists (may not take on default font)  Select list and remove list properties and recreate in FP.  That should change it to default font

· Remove FP Include Components (select component and hit “Delete”)

· Remove any graphic headers or images that will not be needed on new site

· Check revision dates (decide if they should stay or go and formatting)

· Check <HR> tags for absolute widths, change to percentage

· Check for extensive use of blockquotes (indenting).  May not be needed when moved

· Check for meta description tags

· Confirm all internal hyperlinks are relative not absolute

Step 3 Post Migration Content Checking

Front End

· Check for consistent fonts

· Check table sizes

· Check template appearance

· Check all links: 

Confirm they are not going to old site

Links to library work

Relative

· Check that batched changes were made

Hide title

Hide category

Hide top nav

Hide bottom nav

Suppress right nav

· Check consistency of last modified date, headings, bullets, numbering, etc.

· Delete extra spaces (check bottom and top of pages)

· Delete unnecessary blockquotes and dir tags (indenting)

Backend

· Page titles
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