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Overview 
The National Wildlife Refuge System (NWRS) Ektron Content Management System (CMS) was introduced to provide NWRS 
Web authors with a resource to maintain the refuge public Web sites. This system allows the editors to manage the site 
structure, navigation, content, access privileges and workflow through an easy to use Web interface.  
   
This manual has been developed for the formal training of the NWRS deployment team and as a standalone reference 
manual. 

Objectives 
This guide along with the supplemental training will enable the CMS Web author to: 

 

 Understand the terms and concepts of Ektron CMS400.NET  

 Be familiar with Ektron CMS400.NET's architecture and functionality  

 Be able to manage content workflow and access  

 Be able to manage site navigation 

 Be able to manage site folder structure 

 Be able to add, delete and edit pages and content, including text, photos, illustrations and graphs, video and more 
on fws.gov refuge sites, following specific content management styles and guidelines 

 

Threespot Page Level Specification 
The NWRS refuge web site has been built in strict accordance of the Page Level Specification created by Three Spot. All 
Refuge Deployment Team members and complex/refuge editors will use these specifications as reference to assist them in 
customizing and creating their refuge site. This specification is available on the NWRS CMS Sharepoint site 
(https://fishnet.fws.dot.net/projects/home/CMS/).  

 

The Page Level Specification is broken down into the following sections: 

 Template Definitions (Page 3- 8) - provides overview description, usage and sample snapshots of pages that are 
available with the new site. 

 Site Maps (Page 9 – 10) – Navigation structure for the refuge site 

 In depth coverage with usage and specifications of each page available on the site: 

o Home page (page 11 – 25) 

o Promo page (page 26 – 31) 

o Article page (page 32 – 34) 

o Profile page (page 35 – 38) 

o Results page (page 39 – 42) 

o Events page (page 43 – 45) 

o Map page (page 46 – 48) 

o Multimedia page (page 49 – 52) 

 Color Shift (page 53 – 54) – editors may select the color palette that best reflects their refuge and this is called color 
shift. This section provides examples of the available colors and also the areas that will shift colors when a color 
palette is selected. They are: 

o Main navigation 

o Secondary navigation 

o Browser Background color 

o Non “Visit” left navigation 

 

Editors will primarily be using the individual page specifications to assist with customizing or creation of pages. This manual 
incorporates most of these specifications into the units to make it simpler for the users as they follow the step by step 
procedures. 

https://fishnet.fws.dot.net/projects/home/CMS/
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NWRS Refuge site review 
The new Refuge site has been designed to be intuitive and informative to the site visitors and easy to maintain by the site 
editors. To provide this capability all refuge sites use similar site navigation, folder structure and templates. Variations 
between sites will primarily be related to content with options to adjust coloring and background images. 

 

Like most web sites the refuge site is structured in pyramid format. The home page is the pinnacle, the landing pages the 
middle and all internal pages the foundation. Navigation links are used to connect all the pages to create a site. This analogy 
can be used to understand how your visitors will view your site and also how site editors should create the pages that make 
up the site. 

 

 
 

Visitors will primarily navigate down from the home page to the subject matter they are interested in. From there additional 
navigation links are provided so they can navigate to the homepage or too different sections of the refuge site.  

 

Your visitors will navigate your web site primarily from the home page down to the internal pages, however, when creating a 
web site it is best to build the internal pages and work up to the home page.  Mostly this is because home pages and landing 
pages have links that point to internal pages and those pages should already be created so those links can be defined.  

 

Home page 
The home page is the first page that your visitors will see when they come to your site and has been designed to display the 
main navigation, promotional content and persistent content.  To provide flexibility the home page has been designed with 
three options to scale up (to add more content) or scale down to display only required content based on your site 
requirements. 
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The Homepage is broken down into sections with descriptions on layout, content type and required/optional and persistent elements. 
These sections are: 

 

 Header (Persistent) – The header contains the FWS and Refuge branding along with the search options and is persistent 

throughout all the site pages. The header contains: 
 FWS Title 
 FWS logo – links to www.fws.gov 
 Refuge Title 

 Refuge name 
 Refuge designation (refuge/wetland management district) 
 State(s) location – can be more than one 

 Site search – specific for the refuge with option to search all NWRS sites 

 NWRS logo – links to www.fws.gov/refuges/ 

 Main Navigation (Persistent) – The primary navigation which links to the refuge sectional landing pages (A Landing page is 

any page that acts as a directional or way-finding “home page” for multipage sections of a Web site). It is displayed horizontally 
overlaid over the billboard image and is persistent throughout all the site pages. The main navigation is broken down into 
required and optional navigational elements and they are: 

 Visit (only required if visitation is available) – Displays sub menu items and does not link to a Visit landing page. 

 Plan Your Visit (Required) 

 Visitor Activities (Required) 

 Permits (Required) 

 Law Enforcement (Required) 

 Upcoming Events (Optional) 

 Just for Kids (Optional) 

 For Educators (Optional) 

 Wildlife & Habitat (Required) – links to Wildlife & Habitat landing page 

 Seasons of Wildlife (Optional) – links to Seasons of Wildlife landing page 

 About the Refuge (Required) – links to About the Refuge landing page 

 Billboard (Required) – commonly referred to as “Home page banner” it is the main image on the home page with the optional 

“About the Refuge” call out box. 
 Billboard Image must be 950W x 348H pixels 
 About the Refuge call out box (Optional) – Introductory blurb and links to the “About the Refuge” landing page. 

 Dynamic Rotator Feature Story Content Block (Optional) – A slide show of featured stories, new or existing, located 
directly under the billboard image. It can display up to 5 featured stories that automatically rotate on 5 second intervals or can be 
manually rotated using the slide show navigation control.   

 One story is the minimum, five stories maximum.   
 Slides auto rotate in 5 second intervals or can be manually controlled by using the slide show navigation control. 
 A text link takes the user to the feature story page.  
 There is a 40 character limit for the title and a 140 character limit for the blurb. Title must not exceed eight words. 

 Left Column Feature Boxes (Also referred to as the Left Column Promo space) – This space is used to display the 

required “About the Complex” (if applicable), “About the NWRS” and optional “Free Form topics”. 
 Free Form Promo space (Optional) – This space can be used to display any topics or promotional. 
 About the Complex (Required) – only enabled if the site is part of a complex 
 About the NWRS (Required) – displayed on all refuge sites. 

 Right Column (Optional) – The right column which resides between the left column and persistent column is used to display 
news, feature stories, or similar articles. A maximum of 4 stories may be used. 

 
 General Refuge Promo (Required) – Also called “Persistent Promo”, it is a box at bottom of page for animal or plant feature.  

It can also be used to quote a famous conservationist (highly suggested). Ideally this piece will be short and not link to another 
page – but it can. The idea of this is to brand the Web site with a specific plant or animal or conservation quote that identifies the 
field station, particularly for users who enter from a search engine link. This module will be displayed on all pages with the 
exception of the Events landing page or the Event detail page. 

 Photo credits  and page date stamp (Required) – Credit is pulled from description field of the image 
  

http://www.fws.gov/refuges/
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 Persistent Column – this column and elements within are displayed on all the pages.  

 Alert / Emergency News (Optional & Persistent) – If used, “Alert” is a required word. Anything after the dash is 
optional, i.e., – snow warning, area closures, flood warning, emergency, etc.  Link goes to an article template page that 
details the emergency. Entire module is a hot link. 

 Follow Us Online – This is a optional Social Media Bar and if enabled links to social sites like Facebook, Twitter, 
YouTube, etc… 

 Maps and Multimedia (Persistent) – Persistent through all pages of the site 
 Links to the landing page for maps and multimedia which is defined in the refuge homepage smart form. 

 What We Do menu (Persistent)  
 Persistent through all pages of the site 
 Required 

 Resource Mgmt 

 Conservation 

 Get Involved 

 Partnership 
 Optional 

 In the Community 

 Science 
 Featured Pages (Optional) – Displays Featured Pages in the right column 

 Directions 

 Refuge hunts 

 Wildlife viewing – elk 

 Hiking 
 Featured Events (Optional) – Displays events and calendar in the right column 

 Events display is optional and if enabled up to two can be  displayed at the same time 
 The calendar is optional   

 Footer (Persistent) – The footer is a navigational element that appears at the bottom of all pages. It contains: 
 Required 

 Refuge Short Name 
 Regional Office 
 Refuges nearby 
 Contact Us 
 FWS & NWRS logo and links 
 Department of Interior logo and links 

 Optional 
 News 
 Jobs 
 FAQs 
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Section Landing pages 
Landing page are any page that acts as a directional or way-finding “home page” for multipage sections of a Web site.  A refuge site landing 
page contains introduction, directional, free form content, structured content, multimedia and promotional modules to guide visitors or 
promote information. These modules can be mixed in various configurations to create different displays and layouts providing maximum 
flexibility to the site editors. 

 

Examples of landing pages are: 

 Wildlife & Habitat 

 Seasons of Wildlife 

 About the Refuge 

 Visit and What We Do sub menus are also considered landing pages. 

 Events 

 Multimedia 

 Map 

When viewing the various landing pages you will notice that there is a consistency in the layout and elements residing on the page. In 
majority of the landing pages there is an introduction for that section with promotional or descriptive content, For example: Introduction, 
promotional, free form, etc… Most of the landing pages follow this format for simplicity of management which allows the editor to focus on 
the content and not the design of the page.  

 

Further configurations are offered to define the left navigation and option of having background image. 
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Internal pages 
An Internal page typically displays a single topic or subject matter which is linked from the home page, landing page or other internal page. 
An example would be a page promoting a particular wildlife or habitat like “Elk”. Some examples on a refuge site would be: 

 Wildlife profile 

 Single event description 

 Single season description 
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Site navigation 
Navigation is the glue that connects all sections and pages together in a structured and logical format to assist site visitors in quickly finding 
information. All refuge sites have two types of navigation, site wide navigation and sectional navigation. Site wide navigation is navigation 
that appears on all pages throughout the site while sectional navigation is left column navigation that only appears on specific sectional 
pages. 

Site Wide navigation 
The site wide navigation can be broken down into the following categories: 

 Main Navigation – this is the horizontal menu that you see at the top of every page and contains menu links to section landing pages. 
The Visit main menu contains sub menu items that point to various different pages. The background color for the Visit menu is 
different from the rest and is determined by the color scheme that is selected for the site. 

 
 Persistent Navigation – this defines the navigational elements that you see in the Persistent Column (right column) that you see 

on every page. It contains links to Alert (optional), Refuge Social Media, Maps, Multimedia, and What We do. 

 
 Footer menu – Seen at the bottom of each page, it contains various refuge, regional and departmental links. 
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Section Navigation 
The section navigation (commonly referred as left hand navigation) is the navigation that is displayed on the left column of the sectional 
pages. This navigation only displays links for pages that reside within the specific section that you are viewing.  Displaying of the left hand 
menu is optional and can be replaced with a background image. Below is an example of WildLife & Habitat left navigation: 

 

 
 
 

 
The promo1 page template and article2 page template have the flexibility for the Web author to incorporate section navigation 
or an illustration on the left-hand side of the page, depending on the complexity of the content for that section of the Web site. 
For sections of a Web site that contain multiple pages of content, the section navigation module must be used on all pages in that section. 
A landing3 page is another example of when the section navigation module must be used. When a section of the Web site contains only 
one page of content, a terminal4 page, the Web author may choose to use a predesigned illustration in place of the section navigation 
module or leave that space blank. The column will not collapse. The pre-designed illustrations on the following page were chosen to 
represent a broad range of flora found throughout different regions of the country. 

 
 

Promo page with section navigation                        Article page with illustration  

1 2 
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Illustration Options 
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Site Management Using Ektron 
The Ektron CMS has been customized to allow site editors to easily create/modify web pages and link them to their refuge site so it can be 
made available by the general public. This is accomplished through usage of Ektron technology called “Smart forms” and “Pagebuilder” 
which the CMS Editors will use in the management of their refuge site. Further 

 

Your refuge sites have been implemented so each site is “Pre-Built” requiring only for you to customize specifically to your refuge. As the 
site is already built out with Homepage, section pages, and sample internal pages you will focus primarily adding content, images and 
media specifically for your refuge and then updating existing pages with new content. Unit 3 will go into detail on how you will manage 
refuge site and Unit 4 – Unit 13 provide instructions on how to build and edit these pages. 
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Unit 2 

The Ektron CMS400.Net 
Workarea 
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Logging into the CMS Workarea  
 

Before you can start to manage the pages on your web site you must first log into Ektron CMS400 to access its workarea.  
Follow the below instructions to log in and open the workarea.  

1. Go to the login page supplied by your CMS administrator. (The default location is 

http://cmsstage.fws.doi.net/refuge/CMSlogin.aspx. ) You will see a Login button. 

2. Click the Login button. 

3. Enter your Active Directory User Name and Password in the pop-up box. 

 

     

         

 

 

 

 

 

 

 

4. If the login is successful, the login button is replaced by buttons for Logout, Workarea, Preview, and Help:   

 

5. Click the Workarea button to enter the CMS Workarea. 

  

http://cmsstage.fws.doi.net/refuge/CMSlogin.aspx
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Description of the Workarea 
The Ektron workarea is the main area where the administrators and content editors will be managing their contents. The look 
and feel of the workarea is similar to that of Microsoft Outlook and with similar concepts (one manages website content and 
the other emails). 

 

NOTE: Refuge CMS Editors will operate primarily from the “Content” and “Library” areas of the Ektron workarea. 

 

The Workarea is broken into six sections and each section can be accessed from the top right of the workarea. The six 
sections are: 

 Desktop – Commonly referred as the “Smart Desktop”, this area allows the users to create their own custom 
dashboard from which they can: 

 Monitor their website activity 

 Monitor items they have checked out 

 View items awaiting their approval 

 Monitor Analytics 

 Content – This area contains the “Folder Structure” and the pages, files and multimedia of the refuge site. This is the 
area from which the CMS Editors will be working from primarily. There are additional areas in “Content”  but these 
should be only available to Administrators. Namely: 

 Folder structure and the contents contained within 

 Taxonomy, commonly referred to as “Categorization” 

 Collection which are a collections of items that individual selects and orders 

 Menu structure 

 Library – This area contains: 

 All images that can be used to insert into html or SmartForm content 

 All Quicklinks (internal links that are automatically created by the system) 

 All HTML forms 

 Files can be managed through the library but it is recommended any files to be uploaded should be 
performed in the content area using the built in Document Management System (DMS) 

 Settings – This area contains all the settings and configurations for the site. CMS Administrators will have full 
privileges while editors will only see their user profile 

 Reports – This area allows administrators and editors to generate content reports, analytics reports and manage 
tasks 

 Help – Access to web based CMS400.NET Reference Manual 

 

 

Once the site has been deployed the main areas that administrators and content editors will operate from are the “Content” 
and “Library” sections of the workarea. The “Content” and “Library” areas can be accessed via the tabs located in the top 
right corner of the workarea. 

 

 

 

(Refer to “The Workarea and Smart Desktop” chapter in Ektron CMS400.NET Reference Manual) 
http://documentation.ektron.com/current/webhelp/index.html 

  

http://documentation.ektron.com/current/webhelp/index.html
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Unit 3  
Managing Pages, 

Content, & Images 
Overview 
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Overview 
The introduction section of this manual covered the refuge site design, site structure and the mechanism used to create the 
refuge site web pages.  The following sections will outline how the site design has been implemented in Ektron and how the 
CMS Editors will use Ektron to manage their refuge site. Specifically they will: 

 Understanding What a folder is 

 How the folder structure reflects the site structure 

 How the folders organize the site pages 

 Knowing all page types and how they can be created. 

 Use different smart forms to create different page types 

 How to upload multimedia files, images, pdf’s, etc.. and link it to pages 

 How to update the site navigation 

 

Using Folders 
Ektron folders are similar to Microsoft Windows explorer folders in that they are used for organizational and navigational 
purpose in a structured hierarchy. For Microsoft it’s used to organize files, for Ektron, folders are used to organize web pages.  

 

In the Content area of the Ektron workarea, all NWRS Refuge sites have been organized using folders. These folders have 
been structured in a hierarchy along the lines of the NWRS organizational structure starting with Regions and ending at the 
refuge site folder. See picture below: 

 

NWRS Folder structure 

 
 

The structure is outlined as: Region -> NWRS -> Zone -> Complex -> Refuge. If the region is not a member of a complex it will 
reside at the same level as the complex within the zone.  The folder structure from Region to Complex is purely for 
organization purpose and no web pages exist within them. Web pages only reside within their respective Refuge folder 
structure as show below.  
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Refuge folder structure 

 
 

 Within each Refuge site folder resides the folder structure for each individual refuge site which is duplicated for all the 
refuge sites. All refuges have exactly the same base folder structure and should not be changed. Folders may be added or 
removed from these base folders but the base folder will be unchanged.  

 

The Refuge base folder structure is based on the refuge web site structure to make it simpler for CMS Editors to manage their 
site as they will find the respective web page in its respective folder.  Below is the outline of the Refuge folder structure, web 
page(s) it contains 

 

 Alert 
 Contains all alert pages 
 Alert link appears in the persistent column of all pages 

 Home 

 Contains the refuge site home page created using “Refuge Homepage” smart form 

 Sub-folders – based on homepage type used (extensive, moderate, and minimal) you will have to build out 
contents that appear on the home page 

 Featured Events – contains featured event content that appears on the home page, created using 
the “Home page Featured Event” smart form 

 Persistent Promos folder - persistent promo content that appears on homepage and in persistent 
column of all pages, created using the “Persistent” smart form 

 Promos – Promotional(s) that appear on the home page, created using the “Home page Promo” 
smart form 

 Rotator Items – home page slide show, created using the “Home page Rotator Items” smart form 

 Section Configurations 

 Contains configuration file for each section, created using “Refuge Section Configuration” smart form 

 This configuration will: 

 Turn left side navigation ON or OFF 
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 Turn background illustration for left side navigation ON or OFF and specify what the background 
illustration will be 

 Specify section and the section folder ID 

 Sections 
 Section folder contains sub-folders for each section of refuge site with their respective web pages. 

 Sub-folders 
 About – contains web pages for “About the Refuge”.  About the Refuge landing page created using 

the “Promo Page” smart form 
 Cosa folder – contains the “Refuge Complex” pages and the “About the NWRS” Pagebuilder page. 

This folder is a “miscellaneous” folder that will contain any pages that do not fall under the base 
folder structure. You cannot use a left hand navigation menu for pages residing in this folder. 

 Events 

 Contains the Event Calendar and Event detail pages (created using Event smart form) and 
EventContent metadata is used to relate the Calendar event to its respective Event detail 
page 

 Sub-folders 
o Calendar Items – Event Calendar that displays in the persistent column of all 

pages 
o Event Details – detailed event pages created using “Event” smart form 

 Forms – contains Contact Us HTML form. HTML Form/Survey wizard can be used to create 
additional HTML forms, survey or polls 

 Maps  

 Contains the “Maps” landing page which is created using Pagebuilder twocolumnpg.aspx 
wireframe with “swfobject” widget to display the flash map and “ContentBlock” widget to 
display the “Additional Maps” 

 Additional Maps content is created using the “Three Column List” smart form 
 Multimedia  

 Contains the Multimedia Landing page, Media Listing page, and Browse Multimedia by 
Subject content 

 Galleries sub-folder – contains Multimedia Gallery pages created using “Gallery” smart 
form 

 News 

 Contains News landing page, created using “twocolumnpb.aspx” page layout with 
“NWRS_News” widget which displays list of news articles that can be sorted by year 

 News Item sub-folder – contains all news articles. News articles can be created using 
“Article Page” smart form or “HTML” content 

 Search – contains the search results page created using “twocolumnpb.aspx” page layout with 
“NWRS_Search” widget which displays search results. 

 Seasons of Wildlife – contains all Seasons of Wildlife pages. Landing page created using “Promo 
Page” smart form and other pages can be created using “Article Page”. 

 Visit – This folder is a container folder for all the optional and required sections of “Visit” section. 
The landing pages for each sub section can be created using either “Article Page” or “Promo Page” 
smart form. Any internal pages can be created using “Article Page”. 

 For Educators 

 Just for Kids 

 Law Enforcement 

 Permits 

 Plan Your Visit 

 Rules and Regulations 

 Visitor Activities 
 What We Do – This folder is a container folder for all the optional and required sections of “What 

We Do” section. The landing pages for each sub section can be created using either “Article Page” 
or “Promo Page” smart form. Any internal pages can be created using “Article Page”. 

 Conservation 

 Get Involved 
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 In The Community 

 Partnerships 

 Resource Management 

 Science 
 Wildlife and Habitat – contains “Wildlife & Habitat” landing page created using “Promo Page” 

smart form. Internal pages can be created using the “Profile Page” or “Article Page” smart form. 
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Page Types 
The NWRS Refuge site is broken down into three layers: a) home page b) landing page c) internal pages. Each layer has a 
corresponding page(s) type that makes up that layer. The home page is a standalone page and the “Refuge Homepage” smart 
form was used to create it. The landing page(s) is the next layer and is created using “Promo Page” or “Article” smart form 
and or Pagebuilder page. Internal page(s) is the last layer and have the most page type variations like Article page, Promo 
Page, and Profile page and are created using different smart forms and Pagebuilder.  
 
This unit provides explanation of the different page types, what they are and what is used to build them. 
Use the charts on the following two pages as guidance on which smart form or Pagebuilder to use to create a specific page 
type on the refuge site. 
 
When building out pages using SmartForms use the following steps in assisting you: 

1. Determine what type of page you are building out. Is it a page describing specific topic? Or an overview page that with links to 
other detail pages? An example of specific topic page would be a Fire Management page. 

2. Determine the content needed, including any images and referring pages and gather them. If referring pages do not exist, build 
them first. 

3. Determine if you will be using a SmartForm or Pagebuilder to create the page. Use the Page and Smart Form chart and Page and 
Pagebuilder chart below to assist you in selecting which to use. 

NOTE: The Article Page SmartForm (Unit 4) is the most widely used method to create your pages do to its simplicity and flexibility. You will 
find that 8 out 10 times you will be using this to create pages. 

4. The chart also specifies the Unit that has the step by step instructions on creating that page. 
5. After you have created and published the page, you need to determine where it will be linked. Will it be part of the main menu? 

Left navigation? Featured/Related Pages? Here are some likely options and links to the instructions unit. 
a. Main Menu – adding page link to your main menu: Unit 10 Main Navigation Settings 
b. Section Navigation – add page link to your section (left) navigation: Unit 13 Adding a Page Link as Menu Item 
c. Featured Pages – add page to the Featured Pages box: Unit 10 Adding Featured Pages Links 
d. Related Pages – add page to the Related Pages box: Unit 4 Adding Related Pages Links 

e. As link in content -  add as a quicklink in content body: Unit 4 Inserting Internal Links (Quicklinks) 
 
NOTE: The NWRS sites have been pre-built for ease of use to the Web authors. For most part, Web authors can modify the 
content on existing pages and create new pages using just the Article and Promo SmartForms. An author may never need to 
create a Profile page and unlikely to ever need to create a new PageBuilder page (Map, Multimedia, News) as they have been 
already created for you. However, this manual provides information on how to do so in the unlikely event a page is deleted or 
corrupted. 
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SmartForms 
SmartForms are browsers based forms that allow CMS Editors to add content, images, files, and multimedia and specify configurations 
which is then used to create the page. Fifteen smart forms are used to create the site, seven are used to create different types of pages and 
the rest are used to create support content or define configurations of the page.  The majority of the refuge pages are created using smart 
forms.  

 

Below is a snapshot of the “Article Page” smart form that is used to create the “Fire management” page. 

 

 

 

 

 

 

 

 

 

     Article Page SmartForm                                                 Published Article Page 
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Smart Form / Page Type chart 
Use this chart to assist you to determine which SmartForm to use to create your page. 

Page Type / 
Primary Smart 
Form 

Supporting 
Smart Form Where Used Description 

Article Page   

Primarily internal 
pages, can be used 
for landing pages. 

 

NOTE: 80% of your 
refuge site is created 
using the Article 
Page. 

Primarily used to create internal pages and may be used to 
create a landing page. Designed to create generic pages with 
introduction (with optional image), free form text or promotional. 
Approximately 80% of the pages on the site will have been 
created using this smart form. If Article Page is used to create a 
"Visit" section page the left side navigation color will match that 
of the main navigation "Visit". 

 

Instruction: Unit 4 Article Page - How to Create & Edit 

Promo Page   

Section Landing page 
– For example: 
Seasons of Wildlife, 
About the Refuge 

 A designed page that contains an introduction and directional, 
promotional modules to guide users. These modules are 
optional and can be mixed and matched to obtain desired 
result. 

 

Instruction: Unit 5 Promo Page - How to Create & Edit 

Profile Page   Wildlife & Habitat 

This page is designed primarily, but not exclusively, for 
individual wildlife (plants and animals) and habitats. Feel free to 
be creative with the content topics. Use of profile page is 
optional and may be swapped with an Article Page. 

 

Instruction: Unit 6 Profile Page - How to Create & Edit 

Refuge 
Homepage   Home page only 

The Refuge homepage is a compilation of content and pages 
that have been previously created and compiled together to 
create the page using the Refuge Homepage smart form. 
Through this smart form you will specify the Refuge Site 
Persistent Items, Homepage Section, Main Navigation, What 
We Do Navigation and Footer navigation for the whole site. 
Supporting smart forms Homepage Featured Event, Persistent 
Promo, Homepage Promo and Homepage Rotating Items must 
be created first before it can be used on the home page. 

 

Instruction: Unit 10 Customizing the Homepage 

  
Homepage 
Featured Event Home page only Creates individual Events 

  Persistent Promo Home page + 

Promo's that will display on bottom left on any type of 
homepage and in the Persistent column (right column) of every 
page. 

  
Homepage 
Promo Home page only 

Promo's that will be display as link on Right/Middle Column on 
the home page. 

  
Homepage 
Rotating Items Home page only Items that display on the home page slideshow 

Event   Event detail page 

Events detail page that allows you to add dates, locations, fees, 
and other incidental information. IMPORTANT: When adding 
an event, follow these steps: 
1. Create the event detail using the event smart form. 
2. Create Calendar event using "Add Calendar Event" option in 
your calendar 
3. Relate the event detail page created previously to the 
Calendar Event you are creating using the "EventContent" 
Metadata definition. 

 

Instruction:  Unit 7 Events - How to Create & Edit 

Gallery   Multimedia page 

Create a multimedia page for wildlife, habitat, etc… that 
incorporates Photos, Audio, Video and Webcam media options. 
At a minimum a couple of photos should be provided. 



  

42 | P a g e  

 

 

Instruction: Unit 8 Creating a Multimedia Gallery 

Multimedia 
Landing Page   

Multimedia Landing 
page 

Used to create the Multimedia landing page which can contain 
an introduction (with image and promo link) and promotionals 
like Photos, Audio, Video, etc… 

 

Instruction: Unit 8 Creating a Multimedia Landing Page 

Three Column 
List   

Browse Multimedia by 
Subject, Additional 
Maps 

This smart form is used to create a 1 - 3 column list that is used 
as part of a page and is not a standalone page. 

 

Instruction: 

Refuge Section 
Configuration   

 All section landing 
pages 

Used for each Section landing page to turn menu on/off, 
specify which menu to display, turn background image on/off 
and specify the section that this configuration is applied to. 

 

Instruction: Unit 13 Creating/Editing Section Navigation 
Configuration 
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Pagebuilder and Widgets 

Overview 

Pagebuilder is a browser based technology that allows CMS Editors to build web pages using a combination of PageBuilder Wireframe 
Template and Widgets. 

PageBuilder provides unique Web-page creation capabilities: 

 It lets non-technical users build rich, fully-featured Web pages simply 

 Ektron developers can use PageBuilder to reuse and share common functionality from one Ektron-powered site to another 

PageBuilder streamlines the building of new pages on your refuge site using the Ektron. CMS Editors can efficiently change pages and 
content without relying on developers. PageBuilder redefines roles within an organization, and maximizes efficiency and productivity. 

When creating Web pages, the initial layout (PageBuilder Wireframe Templates) is managed by developers, while final content, design, and 
placement of functionality are managed by non-technical users through the use of widgets. 

There are only few pages on the refuge site that are Pagebuilder pages and once created will require minimal management. Following are 
PageBuilder Pages provided with each refuge site: 

NOTE: All the PageBuilder pages for your refuge site have been already built for you and only require you to update the widget properties 
so it is specific for your site. Go to the NWRS Custom Widgets Chart below for instructions on what you need to update initially for your 
site.  The exception is the Multimedia Listing Page, only one sample page has been created, you need to build out pages for the other 
media types you will be supporting. Unit 8, Creating the Multimedia Listing Page section has the instructions for building out Multimedia 
Listing Page. 

 

Page Widget Used Example 

Multimedia 
Listing Page 

NWRS_MediaListing http://www.fws.gov/refuge/Wichita_Mountains/multimedia/media_listing

.html  

Events 
Calendar 

NWRS_Events http://www.fws.gov/refuge/Wichita_Mountains/Events.html  

News Page  NWRS_News http://www.fws.gov/refuge/Wichita_Mountains/news.html  

Maps Page Swfobject http://www.fws.gov/refuge/Wichita_Mountains/maps.html  

Search NWRS_Search http://www.fws.gov/refuge/Wichita_Mountainsl  run search to see search 

result page. 

About the 
NWRS 

Content Block http://www.fws.gov/refuge/Wichita_Mountains/aboutNWRS.html  

 

Below is an example of the Maps page created using a TwoColumnPB.aspx Pagebuilder template with a “swfobject” widget. 

 

 

  

http://www.fws.gov/refuge/Wichita_Mountains/multimedia/media_listing.html
http://www.fws.gov/refuge/Wichita_Mountains/multimedia/media_listing.html
http://www.fws.gov/refuge/Wichita_Mountains/Events.html
http://www.fws.gov/refuge/Wichita_Mountains/news.html
http://www.fws.gov/refuge/Wichita_Mountains/maps.html
http://www.fws.gov/refuge/Wichita_Mountainsl
http://www.fws.gov/refuge/Wichita_Mountains/aboutNWRS.html
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TwoColumnPB.aspx + Map widgets         = Refuge Map page 

  
 

Elements of a PageBuilder Page 

PageBuilder page consist of two elements, the PageBuilder Wireframe Template and Widget. Think about templates as 
picture frames and widgets as pictures that go into the frame. All you need to know is; do I want a two column or three 
column page (which template to use) and what do I want to display (which widget to use)? Once you have this information, it 
is simple steps to create a page. 

 PageBuilder Wireframe Template – wireframe template created by developer which contains the look and feel of the website, 
layout of page, and reserved areas called dropzones from which CMS Editors can add widgets to display content. 

 Widgets – A widget is a mini-application that can provide either specific functionality (search, maps, and so on) or areas into 
which you can add your refuge content (content blocks, Media Listing, collections, and so on). You can drag and drop widgets 
onto a page using a wireframe, dropzones, and widgets. To open the widget bar from the PageBuilder menu, click the up/down (

) or down ( ) controls.  

PageBuilder Wireframe Template (Page Layout) 

Here are two wireframe templates available for you to use, henceforth referred to as page layout. The look and feel and the 
layout of the page have been determined for you and the only area that you have control of what will be displayed is the 
dropzone. The yellow highlighted area shown in both templates is the dropzone. Within the dropzone you select which 
widget will be used to display your content. 
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Two Column Three Column 

  

 

  



  

46 | P a g e  

 

NWRS Custom Widgets 

The widgets are mini applications that either perform a function or display content or content listing. Your refuge site have 
been provided with five custom widgets that have been created to serve a specific function (for example: refuge map, search, 
news list) and for most part will only have to be configured initially and not touched again. The only exception is the 
NWRS_News widget which needs to be updated yearly to add the new year. Besides the NWRS specific custom widgets there 
are additional general widgets which you can use to create pages. Some that you may use are Flickr, Youtube, Content Block. 
Below you will find two tables describing widgets. 

 

Widget Description Properties 

NWRS_Events 

 
 

Displays the upcoming events from the refuge 
event calendar. 
 

Instruction: Creating Events Page using Events 
Widget 

Events Calendar ID - insert your refuge 
Event Calendar ID.  
No. of Upcoming Events – select 
maximum # of events to be displayed. 

NWRS_MediaListing 

 

Displays list of available galleries by media 
types of Photo, Audio, Video and Web Cam. 
 

Instruction: Creating Multimedia Listing Page 

Gallery Items Folder Id – insert the 
folder Id of your Galleries folder. 

Default Gallery Type – Select media 
type (Photo, Audio, Video, Web Cam) to 
list. 

NWRS_News 

 

Displays News articles by year. 
 

Instruction: How to Edit News Page Year 
Dropdown List 

Folder Id – insert folder Id of your News 
folder. 

Years – Add years separated by comma. 
For example: 2010,2011,2012,2013. 

Page Size – number of articles to display 
per page. 

NWRS_Search 

 
 

Displays search results for your refuge only. 
 

Instruction: Editing NWRS Search Widget 

Folder Id – insert the folder Id of your 
Refuge. 

Page Size – number of articles to display 
per page. 

Swfobject 

 

Displays the refuge map. 
 

Instruction: Setting Your Refuge/WMD Map 

SWF URL – Provided for you. For 
example: 
http://gis.fws.gov/FWSLands_Mapper_L
ite/index.swf 

Flashvars field – Enter in your LIT or 
ORG code here. Code can be found in 
your workarea > content tab > CMS 
Instructions folder. 

   

   

   

 

  

http://gis.fws.gov/FWSLands_Mapper_Lite/index.swf
http://gis.fws.gov/FWSLands_Mapper_Lite/index.swf
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Ektron Standard Widgets 

Listed below are some of the Ektron out of the box widgets that are commonly used in PageBuilder pages. Description for all 
the widgets can be found online at: 
http://documentation.ektron.com/cms400/v802/WebHelp/Widget%20Chapter/Widget%20Reference%20Section.htm.  

Widget Description Properties 

Content Block 

 
 

Let’s user enter a content ID and display that 
content in the widget. Alternatively, user can 
create new HTML content from the widget. 
 

Folder Tab – Select folder that contains 
the content you want displayed. 

Filter By: – select content type that 
should be displayed in View Results. 

View Results – Displays the contents of 
the selected folder. 

Flickr 

 

Display Flickr’s Most Recent or Most Interesting 
photos. The user also can select the number of 
rows and columns for the image display. 

 

Gallery Items Folder Id – insert the 
folder Id of your Galleries folder. 

Default Gallery Type – Select media 
type (Photo, Audio, Video, Web Cam) to 
list. 

Flash 

 

Displays a selected flash file which resides in 
Ektron CMS400.NET. You can also set the 
display’s height and width.  

See Also:  

http://documentation.ektron.com/cms400/v80
2/WebHelp/Widget%20Chapter/Working_with
_the_Flash_W.htm  

Folder Id – insert folder Id of your News 
folder. 

Years – Add years separated by comma. 
For example: 2010,2011,2012,2013. 

Page Size – number of articles to display 
per page. 

YouTube 

 
 

Let’s you embed code for any YouTube video. Folder Id – insert the folder Id of your 
Refuge. 

Page Size – number of articles to display 
per page. 

 

  

http://documentation.ektron.com/cms400/v802/WebHelp/Widget%20Chapter/Widget%20Reference%20Section.htm
http://documentation.ektron.com/cms400/v802/WebHelp/Widget%20Chapter/Working_with_the_Flash_W.htm
http://documentation.ektron.com/cms400/v802/WebHelp/Widget%20Chapter/Working_with_the_Flash_W.htm
http://documentation.ektron.com/cms400/v802/WebHelp/Widget%20Chapter/Working_with_the_Flash_W.htm
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Pagebuilder / Page Type chart 

Page Type Page Layout Widget Where Used Description 

Upcoming Events 
page 

ThreeColumnPB.aspx NWRS Events Events 
Calendar 

Displays the upcoming events which 
are summary of event details page. 

 

Instruction: Exercise: 7-6 Creating 
Events PageBuilder Page 

Multimedia 
Listing Page 

ThreeColumnPB.aspx NWRS 
MediaLising 

Multimedia Four types of Multimedia Listing 
page: Audio, Photo, Video and Web 
Cam. Each displays a list of 
available galleries for each media 
type. 

 

Instruction: Exercise: 8-8 Creating 
the Multimedia Listing Page 

Map page TwoColumnPB.aspx swfobject, 
ContentBlock 

Map Displays a flash map of the refuge 
using the "swfobject" widget and 
Additional Maps using "content 
block" widget. 

 

Instruction: Unit 9 Maps Page - How 
to Create & Edit 

News page TwoColumnPB.aspx NWRS_News News landing 
page 

Diplays all news in the News folder 
in descending order and can be 
filtered by year. 

 

Instruction: Unit 11 News Page - 
How to Create & Edit 

About the NWRS ThreeColumnPB.aspx ContentBlock About the 
NWRS page 

Displays the "About the NWRS" 
content. This is maintained by the 
Washington Office. 

Search results TwoColumnPB.aspx NWRS_Search Search result 
page 

Displays the search results. 

 

Instructions: Unit 12 Search - How to 
Create & Edit 
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Content Types 
Web content is the textual, visual or aural content that is encountered on a websites. It may include, among other things: 
text, images, sounds, videos and animations”. In context to a page, content is what makes up a page. A page can contain a 
single content element or multiple content elements of various content types. The types of content managed with NWRS site 
are: 

 SmartForm (XML) content – structured content  

 Images (Photos) 

 HTML content 

 HTML form, survey or poll 

 DMS assets – any uploadable files like pdf, Office documents, audio & video files, etc.. 

NOTE: Specific instructions for creating various types of content can be found in Unit 14 Working With Content. 

 

Within Ektron, all contents reside within the folder structure located in the Content Tab of the Workarea.  Web authors will 
manage their specific Refuge through the respective Refuge folder. The folders have been specifically structured to contain 
specific SmartForm contents and pages to ensure ease of use. To ensure simplicity in creation and management of content, 
highly customized SmartForms have been used to created so content can be created by filling out forms within the folders. 
Due to the nature of SmartForm content it is highly customizable and majority of the NWRS pages are created using 
SmartForm content. As such, a separate module has been created for creating content/pages using NWRS SmartForms. The 
charts in the Page Type section above provide guidance on which SmartForms to use to create certain contents and pages. 

 

 

Image Standards 
Images/Photos are heavily utilized throughout the NWRS site and are managed within the Library section of the Workarea. 
To ensure consistency follow the image standards specified within the Threespot’s Page Level Specification document. Refer 
to the Threespot section above. Further standards and recommendations are defined below. 

  



  

50 | P a g e  

 

Image/Photo Size Guide 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The refuge Web site templates 
contain a number of opportunities 
to incorporate compelling imagery. 
In order to maintain a uniform look 
and feel throughout the site, as well 
as throughout the Refuge System, 
photo dimensions are limited to a 
pre-determined collection of sizes, 
each to be deployed in specific 
instances on the site. 
 
This guide will illustrate the various 
photo instances, their size, and 
where they are to be used. Also, 
because most photos will require 
some re-sizing, this guide will discuss 
common editing terms like aspect 
ratio1, cropping2 and resampling3. 
 

The following table is a quick 
reference to the various photo 
instances, including their pixel 
dimensions and reference page in 
the Page Level Specs (PLS): 

 

 All photos should use a 
resolution of 72dpi (dots per 
inch) 

Definitions 

1. Aspect Ratio - How wide an image is 

compared to how high it is. For the 

purpose of this guidance, it’s a general 

concept to understand if a photo is more 

square or rectangular. For instance, in 

order to crop an image for the Billboard, 

it’s helpful to know that the Billboard is 

roughly 3 times as wide as it is high. 

2. Cropping - The process of retaining 

only a particular area of a photo and 

eliminating the unwanted areas of a 

photo. 

 

3. Resampling - Changing the resolution 
(dots per inch) of a photo and/or the 
number of pixels that comprise the width 
and height of a photo. 

*Denotes a maximum pixel dimension. A smaller dimension may 
be used. For example, 520 pixels is the maximum image width 
but 512 pixels is the suggested width. System will automatically 
add 2 pixel border around the image and is more in keeping 
with the design layout.  

**Denotes a recommended, but not required, dimension. Larger 

or smaller dimensions may be used. 

All other dimensions listed above are fixed and photos must be 
formatted to that specific pixel dimension. 

 

The main Multimedia gallery image also fits the design well at 
712x410 pixels. The thumbnails should be 70x53 pixels. The 
height is not as important as the width. 
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Image/Photo Sizes Template 
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Photo Credits 
Whatever you put into the Image description field is used as the photo credit and will appear at the bottom of the page 
above the footer. Note that all this DOES NOT apply to the homepage. The homepage is an exception. See the last sentence 
of the Photo Credit section below. 

 

Give some forethought if you plan to have multiple photos on a page. You may decide not to credit some, and have the lead 
photo say “All photos USFWS” or you might want to provide each photo a brief description so that the viewer knows which 
photo you mean for each credit. For example: “Bear – C. Glough, Eagle –USFWS, Salmon – USFWS”. 

 

Another consideration is if a photo appears on two separate pages and you want to credit it differently on each page. One 
page might contain a whole bunch of photos that all fall under the “All photos USFWS” option (so you would not want a 
credit on each individual photos except the one attached to “All photos USFWS” credit) but the photo might also appear 
alone on another page for which you want a credit. At the moment, it appears that the only way to do this is to put the photo 
into the library twice, once with and once without the credit, and then pull in the one you want on the individual page. 

 

There is a credit that says “Page Photo Credits – All photos courtesy of USFWS unless otherwise noted”. This is controlled in 
the homepage metadata tab. (The credit is associated with the FWS emblem image).   

 

Refer to Adding a Photo Credit section on instructions on how to add Photo Credits to a page. 

Free Image Editors 
There are many image editor tools available for free online, just run a search for them. Here are couple popular ones that 
require no installation and are fairly robust image editors. 

 http://www.pixlr.com 
o Free and no registration required 
o No installation required 
o Robust image editor and simple to use 
o Requires internet connection 

 http://www.photoshop.com/tools/overview 
o Free but registration required 
o Provides 2Gb of free online storage 
o No installation required 
o Slightly more robust than Pixlr and more difficult to use 
o Requires internet connection 

 
  

http://www.pixlr.com/
http://www.photoshop.com/tools/overview


 

53 | P a g e  

 

URL Aliasing Standards 
URL Aliasing is the process of converting a complex URL address into a short URL Address.  To minimize confusion and to 
ensure your refuge aliases can scale across your site as it grows the following URL Aliasing Standards will be implemented.  
 
Example of Complex URL converted into URL Alias: 

 Complex URL: http//www.fws.gov/nwrs/content.aspx?id=30 

 Aliasing URL: http://www.fws.gov/refuge/refuge_name//news.html 
 
The Web author must append the first level folder “refuge/” after http://www.fws.gov/, as described in the screenshot 
shown below. Therefore the URL the public sees will read: 
http://www.fws.gov/refuge/refuge_name/filename.html. 
 

 
 

The “complex” URL would be the result if the system automatically created the URL address. This functionality is not enabled. 
 
The second example is a manual URL Alias that must be created for the page by the CMS author. This URL Alias is readable 
and immediately tells the person the site, section, and page purpose. Every page that is created for a refuge should have a 
manual alias created for it by the page creator.  
 

URL Address Pattern Standard 
When creating the URL Alias the following standard should be followed: 
 
NOTE: Do not enter the domain name www.fws.gov as it is assumed; only add the path after the domain. 

 refuge/refuge_name/ - for the Web site’s homepage. Do not add index.html. Use the forward slash (/) in the 
dropdown menu instead. 

 refuge /refuge name/title_of_page.html – any page that does not reside in a section.  
o http://www.fws.gov/refuge/refuge_name/index.html 

 refuge /refuge name/section_name/title_of_page.html – any page residing under the section folder. For example: 
o http://www.fws.gove/refuge/refuge_name/What_We_Do/science.html 

 refuge /refuge name/section_name/sub_section_name/title_of_page.html – any page residing in a sub section. For 
example: 

o http://www.fws.gov/refuge/refuge_name/Visit/Plan_Your_Visit/Opening_Ours.html 
 

Simple Aliasing Rules 
 Always start with refuge/. Add this to the HTML code on the Homepage SmartForm and Section Configuration 

Multimedia SmartForm as described on page 57. 

 Then add “refuge_name” 

 Always separate using a forward slash “/” 

 Never leave space between words. Use Underscore “_” in replacement of space. 
Note: NWRS has standardized on using “_” in replacement of space, not a hyphen (-). 

 Always select “.html” as the extension - except for the homepage, which utilizes /refuge_name/, not 
refuge_name/index.html. This is the NWRS standard. 

 

http://www.fws.gov/refuge/refuge_name/news.html
http://www.fws.gov/
http://www.fws.gov/refuge/refuge_name/filename.html
http://www.fws.gov/
http://www.fws.gov/refuge/refuge_name/Visit/Plan_Your_Visit/Opening_Ours.html
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Required URL Aliasing Updates 
Due to the last minute change in how NWRS deployed the CMS, the site author must manually add the “refuge/” string to a 
number of places in the site. It will take you about 5 minutes. Here are the instructions. 
 

1. Navigate to the home page and open it for editing. 
2. Click on the html symbol at the bottom of the page (looks like <> in the screenshot below). 

 

 
 

3. Update each of the link addresses to include the /refuge/ string as noted on the screen shot below. Press <crtl> F to 
open a search box and enter “link>”. This will highlight all the lines you need to add /refuge/ to. The first line in the 
screen shot is highlighted. 
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4. Publish the content once you have updated all the links. 
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5. Navigate to the Multimedia page located in the Section Configuration folder that you see below, and make the same 
change to the one link on the page. 
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The page in HTML edit mode. 

 
6. Update all the manual links you have added to the content pages to include the /refuge/ prefix.  


