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Unit 10 
Customizing the 

Homepage 
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Overview 
Content Definition: Home Page content is used to promote content that exists throughout the site. The home page has 

been divided into multiple promotional spaces to attract a variety of users. It should be used to highlight the diversity of the site.  
Special Notes: The home page has been designed to scale up for more content or scale down when only required 

content is available. 
 
There are three home page templates to choose from. You will choose the type of home page from a drop down in the 
SmartForm. 

 
Extensive 
Moderate - From Extensive to Moderate you will lose the events menu and home page rotator. 
Minimal - From Moderate to Minimal you will lose the left and right hand column promo items. 

 

                      Extensive                                             Moderate                                               Minimal                      

 
 

 

 

 

 

 

 

* Only required when available, if there is no visitation or complex for a Refuge/WMD  

   then this is NOT required. 
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Exercises 
Creating Supporting Homepage Content 
The following supporting Homepage contents will have to be created before you can edit the Homepage. They must be 
created before the homepage in order for them to be attached while you are in the Homepage SmartForm. Following are list 
of contents you need to create: 

 Featured Events 

 Persistent Promo 

 Left & Right Promos 

 Rotator Items 

Exercise 10-1 Creating/Editing Featured Events 
In this exercise we will create a Featured Event for the Homepage. Featured Events are an Optional element. This content item is used to 
display specific featured events on the homepage. (See figure 10-1). To edit an existing Featured Events, edit (Unit 13 - Editing Content) the 
featured event and skip to Step 3. 

 

Figure 10-1 
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1. Navigate to Home > Featured Events 

 

 

 

 

 

 

 

 

 

 

2. Go to New > Homepage Featured Event 
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3. Fill in or edit the SmartForm following steps A through G below. 

 
A. Create a Title for the Featured Event 

B. Create a short description for the Featured Event 

C. Select a Image for the Featured Event, click (  ) to select a image 

D. Create a link for the Featured Event, the link can be either external or internal. Click the ( ) to open the Hyperlink 
Manager to specify details for the link. 

E. Create a Start Date, click the (  ) to specify a date 

F. Create a Start Date, click the (  ) to specify a date 

G. Publish your Featured Item 

 

4. To Add the Featured Event you just created to the Homepage: 
A. Edit your Refuge Homepage. Exercise 10-5 Editing the Homepage SmartForm 
B. Follow Exercise 10-9 Step L:  Events Calendar, Featured Events and Persistent Promo instructions to add the 

Featured Event. 
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Exercise 10-2 Creating/Editing Persistent Promo 
In this exercise we will create a Persistent Promo. The Persistent Promo is a required element which will be displayed on the home page 
and on other pages throughout the site. This content item is used to display specific featured events on the homepage. Figure 10-2 shows 
how the Persistent promo will display on the Homepage. Figure 10-2A shows how the Persistent Promo will appear on the other pages 
throughout the site. 
 
To edit an existing Persistent Promo, edit (Unit 13 - Editing Content) the Persistent Promo and skip to Step 3. 
 

 

Figure 10-2 
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1. Navigate to Home > Persistent Promos 

 

 

 

 

 

 

Figure 10-2A 
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2. Go to New > Persistent Promo 

 
3. Fill out or edit the Persistent Promo SmartForm. 

 

 
A. Create a Title for the Persistent Promo 

B. Create a Description for the Persistent Promo 

C. Select a Image for the Persistent Promo, click (  ) to select a image 
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D. Create a link for the Persistent Promo, click ( ) to add the link option. Click ( ) to open the Hyperlink Manager. 

Modify selections by clicking the ( ) button and bring up the related menu. 

 
4. Click Publish 

5. To Add the Featured Event you just created to the Homepage: 

A. Edit your Refuge Homepage. Exercise 10-5: Editing the Homepage SmartForm 

B. Follow Exercise 10-9 Step M:  Events Calendar, Featured Events and Persistent Promo instructions to add the Persistent 
Promo. 
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Exercise 10-3 Creating/Editing Left and Right Column Promos 
In this exercise we will learn how to create/edit the Left and Right Column Promos for the Homepage.   

 

To edit an existing Promo, edit (Unit 13 - Editing Content) the Promo and skip to Step 3. 

 

Left Column Promo 
This portion of the home page may contain up to three feature promo boxes.  All elements of the first box are editable – see The second 
box may also be free form, however if the field station is a member of a complex than the second box must be “About the Complex,” The 
last box is required and is always for the “About the NWRS”. Thumb image widths and heights must always be 59 x 61 pixels (except 
graphic emblems) NOTE: It is important to balance the left and right columns on this page, see “Right Column Promos” on page 18 of the 
Threespot PLS. (See figure 10-3) 
 

Right Column Promo 
The Right Column is for optional news or a feature story, the title of the box is free form. The business rules of these identical modules 
allow for multiple stories using divider lines between them. A maximum of 4 stories may be used. It is important to balance the left and 
right columns on this page, see “Left Column Promos” on page 17 of the Threespot PLS. Image size has a  
fixed width of 59px, and height of 100px (maximum) (See figure 10-3) 
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1. Navigate to Home > Promos folder.  

 
2. Select New > Homepage Promo from the menu. 

 
3. Fill out or edit the SmartForm following steps A through G below. 

 



  

188 | P a g e  

 

A. Create a Title for the Promo 
B. Re-enter the  Title for the Promo 
C. Create a short description for the Promo 

D. Select a Image for the Promo, click (  ) to select a image 

E. Create a link for the Promo, the link can be either external or internal. Click the ( ) to open the Hyperlink 
Manager to specify details for the link. 

F. Create a Date, click the (  ) to specify a date from the popup 
G. Publish your Featured Item 

 

4. To Add the Promos you just created to the Homepage: 
A. Edit your Refuge Homepage. Exercise 10-5 Editing the Homepage SmartForm 
B. Follow Exercise 10-12:  Updating the Left and Right Column Feature Boxes instructions to add the Promos. 
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Exercise 10-4 Creating/Editing Rotator Items 
These can be new features or culled from existing stories. One story is the minimum, five stories maximum. They auto or manually rotate, 
by using the navigation. A text link takes the user to the appropriate feature story page. There is a 40 character limit for the title and a 140 
character limit for the blurb. Titles must not exceed eight words. In this exercise we will create the Rotator Items for the Homepage.(See 
figure 10-4) 

 

To edit an existing Rotator Item, edit (Unit 13 - Editing Content) the Rotator Item and skip to Step 3. 

 

 

Figure 10-4 
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1. Navigate to Home > Rotator Items  
 
 
 
 
 
 
 
 
 

2. Select New > Homepage Rotating Item 

 

 
 

 

 

 

 

 

 
3. Fill in or edit the Rotator Item SmartForm. 

 
A. Create a Title for the Rotator Item 

B. Re-enter the  Title for the Rotator Item 

C. Create a short description for the Rotator Item 

D. Select a Image for the Promo, click (  ) to select a image 

E. Create a link for the Rotator Item; the link can be either external or internal. Click the ( ) 
to open the Hyperlink Manager to specify details for the link. To remove the link click on 

the ( ) button and select remove from the options   
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F. Publish your Rotator Item 
 
4. To Add the Rotator Item you just created to the Homepage: 

A. Edit your Refuge Homepage. Exercise 10-5 Editing the Homepage SmartForm 

B. Follow Exercise 10-11:  Adding Rotator Module Items instructions to add the Rotator Item. 
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Editing the Homepage 

Exercise 10-5 Editing the Homepage SmartForm 
1. In the workarea click on the content tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2. Using the content created, navigate to your refuge in the folders.  

The path used here is… 
Region 5 > NWRS > Central Zone > Iroquois Complex > Erie > Home 

 

 

 

 

 

 

 

 

 

 

 
3. When you click on the Home folder you will see the “Home” smart  

form in the contents list. Double click the title. 

 

 
4. Click the Edit button to open the SmartForm for editing. 
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Homepage - Refuge Site Persistent Items 
In this section you will learn how to edit the “Refuge Site Persistent Items” section of the Homepage. Site persistent items are 
selections made on the home page which will display your page heading, color selection and various links that will be displayed 
on all pages across the entire site.  

Exercise 10-6:  Refuge Name, Type and State  
This exercise contains steps to select  the refuge/district name, designation (wildlife refuge/ wetland management district), and 
state location of the refuge/district. All of these are required. This is displayed in Figure 10-6 below. 

 

Figure 10-6 
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Name, Type and State SmartForm Image  

 
 

A. Select the name of your refuge from the Refuge Name dropdown. 

B. Select the type of  refuge from the Refuge Type dropdown. 

C. Select the state or state’s  your refuge is in from the Refuge State dropdown. (You can select up to four states)    
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Color Shift 
Part of the next exercise will be choosing a color scheme for your website. The available color scheme options are shown below.  
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This page was intentionally left blank. 
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Exercise 10-7:  Color Shift, Alert, Maps & Multimedia 
This exercise contains steps to select the Color Shift, Maps Link, Multimedia Link which are required, and the Alert Link which is optional. 
(See figure 10-7) 

 Color Shift allows you to choose from a selection of color schemes that have been pre-chosen. You can select colors similar to the 
refuge habitats and/ or season. The elements that change are the background to the main navigation, the color of the type on the 
secondary navigation, and the background color of the browser window. This element will be displayed on the homepage and 
across all pages on the entire site. 

 Maps Link is a required link to the Maps Page of the site. 

 Multimedia Link is a required link to the multimedia promo page of the site. 

 Alert Link is an optional link that goes to an article page that details your emergency. If used “Alert” is a required word. Anything 
after the dash is optional. The alert page has been created for you, but you will need to change the content if you link to it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Figure 10-7 
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Color Shift, Alert, Maps & Multimedia SmartForm Image 

 
D. Color Shift: Select the appropriate color scheme for your Home Page from the dropdown.. 

E. Maps Link:  
1. Click  Select File (        ). The link manager opens. 
2. Click the URL Button(          ) to open the library. 
3. Navigate to Sections > Maps and check that Quicklinks is selected in the dropdown. 
4. Double click on the appropriate map.  The map has been created for you. (Please see page 129) 

 
 

 

 

 

 

 

 

 

 

 

 

F. Multimedia Link: 
1.  Click Select File (         ). The link manager opens. 
2.  Click the URL Button(          ) to open the library. 
3.  Navigate to Sections > Multimedia and check that “Quicklinks” 

 is selected in the dropdown. 
4.  Double click on the appropriate multimedia item. 

 

 

 

 

G. Display Alert: 
1. To add an alert to your page select “On” from  

the dropdown. 
2. Click Select Content (           ) 
3. Navigate to the alert folder and click the  

appropriate alert from the results. 
4. Click OK 
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Homepage Section 
In this section we will cover adding elements of the homepage such as images, links and content that are specific only to the 
homepage. 
 

Exercise 10-8: Billboard Image and About the Refuge Call Out Box 

In this exercise we will add the Billboard Image, “About the Refuge” Call Out Box , Link Text, and Call out text within the call 
out box. (See Figure 14-8) 

H. Billboard Image is the main image displayed near the top of the Homepage; it is a required element on the 
homepage. 

I. Call Out Box “About the Refuge/District” is an optional box displayed over the billboard image with the title 
“About the refuge and containing the following two items. 

J. Billboard Call Out Text is text you choose to use as a short description of the refuge 

K. Billboard Link Text is text you choose to display and will link to the “About the Refuge” Page 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Figure 10-8 



  

200 | P a g e  

 

 

Note: The Billboard image size is very important. You must use the correct image size (950px X 384px) for the image 
to render correctly on the page. 

 

Billboard Image SmartForm Image 
 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

H. Billboard Image: 
1. Click Select Picture (           ) The link manager opens the image properties screen. 
2. Click the URL Button (         ) to the right of the image src field. 
3. Navigate to whatever folder your pictures are in and check that Images is selected in the dropdown. 
4. Double click on the appropriate image. 

 

 

About the Refuge Call Out Box SmartForm Image 

 
I. If you choose to have an “About the Refuge” billboard call out select “On” from the dropdown. 

J. Enter a description for the billboard callout box. 

K. Enter the text you want to display as the link to the about page. 
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Exercise 10-9:  Events Calendar, Featured Events and Persistent Promo  
In this exercise we will add the Events calendar and Featured Events which are optional elements as well as the Persistent Promo which is a 
required element. Both completed elements are shown in figure 10-9. 
L. Featured Events & Events Calendar Featured Events displays and links to special events you would like to feature on the home page. 
Event Calendar displays the dates of planned events and link to those events.  

M. Persistent Promo is a box at the bottom of the page for animal or plant feature. It could also be used to quote a famous conservationist 
(highly suggested). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Figure 10-9 
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Events Calendar, Featured Events, Persistent Promo SmartForm Image  

 

 
L. Step 1: Calendar 

If you choose to display the Events Calendar on your Home Page select “On” from the dropdown. 

Step 2: Featured Events 

If you choose to have Featured Events displayed on your  

home page follow these steps.  

1. Click Featured Events next to the blue square 
 with the plus sign inside 

2. Navigate to Home > Featured Events 

3. Select the desired event Click OK  

     To add another Featured Event, click on the blue icon 

 to the left of the field.  Select insert above or below.   

Then repeat steps 1 through 3 to add a second event. 

 

 

 

 

 

 

  

 

 

 

 

 

 

M. Persistent Promo: 

1.  Click Select Content (           ) 

2. Navigate to Home > Persistent Promos 

3. Select desired item 

4. Click OK 
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Exercise 10-10:  Homepage Type Selection 
In this exercise we will chose the desired Homepage Type for your refuge. Figure 14-6 shows the three types of homepages 
you may choose from. 

 

Homepage Type Selection SmartForm Image  

 
N. Homepage Type: Select Extensive from the dropdown. 

There are three homepage templates to choose from. You will choose the type of home page from a drop down in the 
SmartForm. 

 

1. Extensive 

2. Moderate - From Extensive to Moderate you don’t need the events menu and/or home page rotator (although you can use 
them if you wish to) 

3. Minimal - From Moderate to Minimal you will lose the left and right hand column promo items. 

 

 

               1:  Extensive                                       2:  Moderate                                     3:  Minimal                      

 

 

Figure 10-10 
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Exercise 10-11:  Adding Rotator Module Items  
In this exercise we will add Homepage Rotator Module Items to your Homepage. 
O. Homepage Rotator Module Items are an optional element. This element is displayed just under the billboard image. These can be new 
features or pulled from existing stories. If used one story is the minimum, five stories maximum. They auto or manually rotate, by using the 
navigation in the top right corner of the content block. A text link takes the user to the featured story page. There is an 8 character limit for 

the title and a 140 character limit for the description. Titles must not exceed eight words.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10-11 

O 
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Home Page Rotator Module Items SmartForm Image  

 

 

 

 

 

 

 

 

 

  

 

O. Homepage Rotator Module Items: 

1. Click to Select Content (           ) 

2. Navigate to Home > Rotator Items 

3. Select desired item from results 

4. Click OK 

 

 

To add a second rotator item, you cannot reselect by  

clicking the yellow highlighted story name. This will  

overwrite what was just created.  You must click the  

blue icon to the left of an item you’ve already selected  

from the dropdown menu to insert the next rotator  

item above or below the selected item. Then you get a 

new yellow folder.   

(Note: SmartForm says an item cannot be blank but it can). 
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Exercise 10-12:  Updating the Left and Right Column Feature Boxes 

In this exercise we will add Left and Right column feature boxes to the homepage. 
P. About The Complex is only a required element if your refuge is part of a complex. It will contain a couple of sentences of standardized 
text provided and a sentence that lists all of the refuges within your complex. If your refuge is not part of a complex you can customize it 
with a feature of your choice or decide to leave it out altogether.  
Q. My Left Column Promo is an optional element in which any topic or promo can be used to populate it. 
R. My Right Column Promo is an optional element which can be used for news or featured stories. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10-12 
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Left and Right Column Feature Boxes SmartForm Image  

 
P. Is this refuge part of a complex? 

1. If your refuge is part of a complex select Yes from the drop down. 
 If your refuge is not part of a complex select No and move on to Q. 

2. In the Complex Title field enter the Title of your complex. 
3. In the Complex Description field enter a description of your complex. 
4. Click Select Picture (          ) The link manager opens. 

 
5. Click the URL Button (          ) to open the library. 
6. Navigate to wherever you have your images and check that Images is selected in the dropdown.  
7. Double click on the appropriate image. 

 

Q. My Left Column Promo 
1. In the label field enter the Text which appears  

as a heading for the Left column.  
2. Click Select Content (          ) 
3. Navigate to Home > Promos  
4. Select desired Promo from results 
5. Click OK 

 

R. My Right Column Promo 
1. In the label field enter the Text which appears 

 as a heading for the Right column. 
2. Click Select Content (          ) 
3. Navigate to Home > Promos  
4. Select desired Promo from results 
5. Click OK 
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Main Navigation Settings 
In this section we will cover both the Required elements and Optional Elements of the Main Navigation Settings. If an optional 
item is not used it will not be displayed. The Main Navigation Settings will be selected in the homepage, displayed on the 
homepage and across all pages on the entire site. All of the main Navigation Settings will be located across the bottom portion of 
the Billboard Image. Naming of these links is consistent across all Websites of the NWRS.  

Exercise 10-13:  Visit Section Navigation 
The Visit Section is required only if there is visitation for this refuge. This is not an active link. Hovering over the Visit button 
displays a fly-out menu showing the Visit Navigation options. (See figure 14-13 below) In this exercise we will be setting up those 
options. 

  

Figure 10-13 
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Visit Section Navigation SmartForm Image  

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

S. Visit Section: 
1. Select On from the dropdown. 
2. Click  Select File (        ). The link manager opens. 
3. Click the URL Button(          ) to open the library 
4. Navigate to Sections > Visit > Appropriate Folder 

                 (For Events Calendar you will navigate to Sections> Events) 
 and check that Quicklinks is selected in the dropdown 

5. Double click on the appropriate visit item 
6. Click OK 
7. Repeat steps 1-6 for each section within the visit section 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 



  

210 | P a g e  

 

Exercise 10-14:  Wildlife & Habitat, Seasons of Wildlife, and About the 
Refuge 
These are active links to primary content of the site. Instead of a fly-out menu like the visit portion of the main navigation when you click 
on one of the links it will take you directly to that page in the site. T. Wildlife & Habitat and V. About the Refuge are required elements 
while U. Seasons of Wildlife is an optional element. In this exercise we will set up all three links. Figure 10-14 shows where the links will 
appear on your page. 

 

 

Figure 10-14 
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Wildlife & Habitat, Seasons of Wildlife, and About the Refuge 

SmartForm Image  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

T. Wildlife & Habitat Link: 
1. Click  Select File (        ). The link manager opens. 
2. Click the URL Button(         ) to open the library. 
3. Navigate to Sections > Wildlife and Habitat 

and check that Quicklinks is selected in the dropdown. 
4. Double click on Wildlife & Habitat. 
5. Click OK 

 

U. Seasons of Wildlife link: 
1. Click  Select File (        ). The link manager opens. 
2. Click the URL Button(          ) to open the library. 
3. Navigate to Sections > Seasons of Wildlife 

and check that Quicklinks is selected in the dropdown. 
4. Double click on Seasons of Wildlife. 
5. Click OK 

 

V. About Link 
1. Click  Select File (        ). The link manager opens. 
2. Click the URL Button(         ) to open the library. 
3. Navigate to Sections > About 

and check that Quicklinks is selected in the dropdown. 
4. Double click on About the Refuge. 
5. Click OK 
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Persistent (Right Column) Navigation Settings 
In this section we will cover the homepage right column navigations. They are What We Do,  both the required elements and 
optional elements of the “What We Do” Navigation Settings. If an optional item is not used it will not be displayed. The “What 
We Do” Navigation Settings will be selected in the homepage, displayed on the homepage and across all pages on the entire site. 
All of the “What We Do” navigation Settings will be located on the right side of the page. Naming of these links is consistent 
across all websites of the NWRS.  

Exercise 10-15:  “What We Do” Required Navigation Settings 
In this exercise we will set up the required Links in the What We Do” Navigation. Figure 10-15 shows where these links will be 
displayed on the webpage. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Figure 10-15 
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“What We Do” Required SmartForm Image  

In this exercise we will set up the required Links in the What We Do” Navigation. Figure 10-17 shows where these links will be 
displayed on the webpage. 

 
 

W. Required “What We Do” navigation settings. 
Resource Management  Link 

1. Click  Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > What We Do > Resource Management   
and check that Quicklinks is selected in the dropdown.  

4. Double click on Resource Management 

5. Click OK. 
 
Conservation  Link 

1. Click  Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > What We Do > Conservation 
and check that Quicklinks is selected in the dropdown. 

4. Double click on Coservation 

5. Click OK. 
 
Get Involved Link 

1. Click  Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > What We Do > Get Involved   
and check that Quicklinks is selected in the dropdown. 

4. Double click on Get Involved 

5. Click OK. 
 
Partnerships Link 

1. Click  Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > What We Do > Partnerships 
and check that Quicklinks is selected in the dropdown. 

4. Double click on Partneships 

5. Click OK. 
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Exercise 10-16: “What We Do” Optional Navigation Settings 
In this exercise we will set up the optional Links in the What We Do” Navigation. Figure 10-16 shows where these links will be 
displayed on the webpage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Figure 10-16 
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“What We Do” Optional SmartForm Image  

 

 
 

 

X. Optional “What We Do” navigation settings 
In the Community Link 

1. Click  Select File (       ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > What We Do > In the Community 
and check that Quicklinks is selected in the dropdown. 

4. Double click on In The Community 

5. Click OK. 
Science Link 

1. Click  Select File (       ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > What We Do > Science and check  
That  Quicklinks is selected in the dropdown. 

4. Double click on Science. 

5. Click OK. 
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Exercise 10-17: Social Media Optional Settings 
In this exercise we will set up the optional Links in the Social Media Settings. Figure 10-17 shows where these links will be 
displayed on the webpage.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Figure 10-17 
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Social Media Optional SmartForm Image  

  

 

 

 

 

 

 

 

 

 
Y. Optional Social Media settings  

    Facebook Link 

1. Click  Select File (       ). The link manager opens. 

2. Paste your Facebook URL into the text box provided. 

3. Or proceed to step 4. 

4. Click the URL Button(          ) to open the library. 

5. Navigate to Your Refuge > Home 
and check that Hyperlinks is selected in the dropdown. 

6. Double click on your created Facebook Hyperlink 

7. Click OK. 
    Twitter Link 

1. Click  Select File (       ). The link manager opens. 

2. Paste your Twitter URL into the text box provided. 

3. Or proceed to step 4. 

4. Click the URL Button(          ) to open the library. 

5. Navigate to Your Refuge > Home 
and check that Hyperlinks is selected in the dropdown. 

6. Double click on your created Twitter Hyperlink 

7. Click OK. 
    YouTube Link 

1. Click  Select File (       ). The link manager opens. 

2. Paste your YouTube URL into the text box provided. 

3. Or proceed to step 4. 

4. Click the URL Button(          ) to open the library. 

5. Navigate to Your Refuge > Home 
and check that Hyperlinks is selected in the dropdown. 

6. Double click on your created YouTube Hyperlink 

7. Click OK. 
    Flickr Link 

1. Click  Select File (       ). The link manager opens. 

2. Paste your Flickr URL into the text box provided. 

3. Or proceed to step 4. 

4. Click the URL Button(          ) to open the library. 

5. Navigate to Your Refuge > Home 
and check that Hyperlinks is selected in the dropdown. 

6. Double click on your created Flickr Hyperlink 

7. Click OK     

    RSS Link 

1. Click  Select File (  ). The link manager opens. 

2. Paste your RSS URL into the text box provided. 

3. Or proceed to step 4. 

4. Click the URL Button(  ) to open the library. 

5. Navigate to Your Refuge > Home 
and check that Hyperlinks is selected in the dropdown. 

6. Double click on your created RSS Hyperlink 

7. Click OK. 
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Footer Navigation Settings 
In this section we will cover both the required elements and Optional Elements of the Footer Navigation Settings. If an optional 
item is not used it will not be displayed. The Footer Navigation Settings will be selected in the homepage, displayed on the 
homepage and across all pages on the entire site. All of the Footer Navigation Settings will be located across the bottom portion 
of the page. Naming of these links is consistent across all Websites of the NWRS.  

Exercise 10-18:  Footer Navigation Required Settings 
In this exercise we will set up the “Regional Office” and “Contact Us” Links in the Footer Navigation. Figure 10-18 shows where 
these links will be displayed on the webpage. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10-18 
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Footer Navigation Required SmartForm Image  

 

 
 

 

Z. Required Footer Navigation Settings 
       Regional Office Link 
1. Click  Select File (       ). The link manager opens. 
2. Enter the URL for your Regional office in the first field on the link manager. 
3. Click OK 

 
Contact Us Link 

1. Click  Select File (        ). The link manager opens. 
2. Click the URL Button(          ) to open the library. 
3. Navigate to Sections > Forms (or whatever folder you have contact information in). It can be on a form or an 

Article page. Check that Quicklinks is selected in the dropdown. 
4. Double click on the filename you wish to select. 
5. Click OK 
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Exercise 10-19:  Footer Optional Navigation Settings 
In this exercise we will set up the News, Jobs, and FAQ’s links in the footer navigation. Figure 10-19 shows where these links will 
be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Figure 10-19 
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Footer Navigation Optional SmartForm Image  

 
 

AA. Optional Footer Navigation Settings 
News Link 

1. Click Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > News 
and check that Quicklinks is selected in the dropdown. 

4. Double click on News 

5. Click OK 

 
Jobs Link 

1. Click Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > the folder where you have this information.  It can be an external link. 
Check that Quicklinks is selected in the dropdown. 

4. Double click on the file name you wish to select. 

5. Click OK 
 
FAQ Link 

1. Click Select File (         ). The link manager opens. 

2. Click the URL Button(          ) to open the library. 

3. Navigate to Sections > the folder where you have this information. 
Check that Quicklinks is selected in the dropdown. 

4. Double click on the filename you wish to select. 

5. Click OK 
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Featured Pages & Photo Credit 
The Featured Pages and Photo Credit are managed using Metadata in the Homepage Metadata Tab. The following 
instructions will go through step by step on how you can manage them.  

Exercise 10-20: Adding Featured Pages Links 
In the right column of the Homepage there is a Featured Pages section that displays links to pages that are featured for the 
Refuge. This section is optional and will display only if you have assigned pages to be featured on the Homepae. 

 
 

 
 



 

223 | P a g e  

 

1. Edit the Refuge Homepage where Featured Pages will be added. 

2. Select the Metadata Tab. 

 

3. Click the Edit icon in the Related Pages section and the Library window will open in Quicklinks mode 

4. Navigate to the page link that that you want to insert as Related Page and select the link so it appears in the bottom 
right frame of the window. Multiple page links can be added so it appears in the bottom right frame. Click the save 
icon when done. 
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5. The Featured Pages links have been added. Click on the Publish icon to publish the page. 

 

Exercise 10-21: Adding Photo Credits to the Homepage 
Photo credits can be added to the homepage using the option located in the Homepage Metadata Tab. The description for 
the Photo Credit is added in the image description field and instructions are located in the Add an Image section of Unit 14. 
The Photo Credit standards or format can be found in Unit 3 – Photo Credits section. 

1. Edit the Homepage. 

2. Select the Metadata tab 

 

3. Click the Edit icon in the Photo Credit section and the Library window will open in images mode 
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4. Navigate to the image that is used on the page and select the image so it appears in the bottom right frame of the 
window. Multiple images can be added so it appears in the bottom right frame. Click the save icon when done 

 

5. The photo credits have been added.  Click on the “Publish” icon to publish the page. 
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Unit 11 
News Page - How to 

Create & Edit 
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Overview 
In this section we will learn how to create news articles, modify the News page and create a News Page. All Refuge sites are provided with a 
News page so one will not need to create a News page unless they have deleted it by accident. The focus of the chapter will primarily 
reside in creating news articles and updating the NWRS_News Widget with current years. 
 
A News Page displays a list of news articles for the refuge filtered by year. A drop down list with list of current years is provided to the site 
visitor from which they can select the year to view the news articles from.  The page is created using PageBuilder template and using the 
NWRS_News Widget to display the news article and year dropdown list. CMS Editors has ability to add the years that will populate the 
dropdown list box. 
 

Content Definition: Dynamically generated content pages based on the year specified in years dropdown list. All elements 

on this page are dynamically generated; the web author will not need to produce these pages. 

 

Widget used: NWRS_News Widget 

 

Special Notes: A News page will list all the News article for the selected year that resides in the News Items folder in the 

workarea. In order for the news article to appear you must first create the news article. Going forth, you should follow this sequence in 
maintaining the News page. 

 

1. Create the News article in your refuge News Item folder using either the Article Page or Promo Page SmartForm. 
2. Every year, update the NWRS_News Widget with the current year. 

 

Section Use: News Page 

 

References:  

 Unit 4 How to Create an Article Page 

 Unit 5 How to Create an Promo Page 
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Exercises 
Exercise 11-1: Creating a News Article 
This exercise will show you how to create a News article using either the Article Page SmartForm or Promo SmartForm. 
Deciding which one to use is based on how you want the News article displayed, you will pull in existing content, or you will 
reference multiple articles. 

 Article Page – most commonly used as it was designed to display simple content with associated image. 

 Promo Page – Provides most flexibility as it can be used to display simple content, list of content, or combination of 
both. 

1. To create a News article. Navigate to your refuge News Items folder: Your Refuge > Sections > News > News Items. 

2. Choose New > Article Page or Promo Page depending on the article your creating. Depending on which SmartForm 
you have selected, use the below reference to complete the article. 

a. Unit 4 How to Create an Article Page 
b. Unit 5 How to Create an Promo Page 

3. Publish your News Article. 

Exercise 11-2: How to Edit News Page Year Dropdown List 
This instruction will show you how to edit the NWRS_News widget so you can add or remove years from the Year Dropdown 
list. 

1. Navigate to Your Refuge > Sections > News  folder. 

2. Click on your News page and open it up in View mode. 

3. Click on the Edit Page Layout ( ) icon, second icon from the left in the Content View menu bar. 

4. The News Page will open in Edit Page Layout mode. 
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5. Click on the first white square (edit widget) to place the NWRS_News widget in the Edit mode. 

 
6. What you can edit in the NWRS_News widget. 

 Years - Add year into the Years field and separate the years by a comma. 

 Folder – this is the folder ID number of the folder that contains your News articles. Update this only if  If 
you want to change to a different folder: 

i. Click on Folder Tab 
ii. Navigate to folder that the NWRS_News widget will now monitor and select it. 

iii. Click Property Tab. Folder ID of folder you selected in step two will be displayed. 

 Page Size – the maximum number of News articles you want displayed on the News Page 

7. When complete, click Save. 

8. Publish News Page by going to the PageBuilder Toolbar and File > Publish. 

 

Exercise 11-3: Creating your News Page 
The following instruction walks you through to create a new News Page using PageBuilder template and the NWRS_News 
widget. 
 

1. To create a new News page navigate to Sections > News folder. 

2. Choose New > Page Layout from the Menu. 
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3. Add New Page: 

B. Choose two column layout this will generate a two column PageBuilder page. 

C. Click Next  

 
 

 

4. Title, Aliasing, and Taxonomy 

A. Enter a page title into the Page Title Field. This is the name of your content block. 

B. The alias field is automatically populated when you enter in a page title. You are able to change the alias to a different 
name if you would like a different alias. 

C. Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Metadata 

 

A. Enter Keywords in the Keywords field and click the Add button (           ). Keywords are used for search engine 
optimization. 

B. Enter a description in the description field. Used to create a description of your page to allow search engines to locate 
your content. 

C. Click Finish   
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5. Click OK in the Add New Page window. 
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6. The News page in edit page layout mode will appear. 

 
 

7. Click the arrows in the middle of the menu bar to drop down your widget tray. 
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8. Locate the NWRS_News widget in the widget tray. Click and drag the widget to the center of the drop zone. 

 
9. Hover over the first white square and a pencil icon will appear click on it 

 
10. Click on the folder tab 
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11. Navigate to Your Refuge > Sections > News > News Items  folder and select that folder until it is highlighted. 

 
12. Click on the Properties Tab and you will notice that the Folder Id field has been populated with the Folder ID of the News 

Item folder you selected in Step 11.  

 
13. Add the years (separated by a comma) in the Years field that you want to display in the Year dropdown selection box. 

14. Add the number maximum number of articles that can displayed in the Page Size field. 

15. Publish the News page by selecting File > Publish from the PageBuilder Toolbar. 
 
 
Here is an example of how your Search Page will look. 



  

236 | P a g e  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

237 | P a g e  

 

 

 
  


