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Overview

In this section we will learn to create a Search Results Page. A Search Results Page is used for creating a search avenue for either your
specific refuge site or all of the refuges. This is done using the NWRS_Search Widget.

Content Definition: Dynamically generated content pages based on users’ keyword search. All elements on this page are
dynamically generated; the web author will not need to produce these pages.

Search Results has a pre-set list of widgets that will be available to web authors which includes:
NWRS_Search Widget

SpEClaI Notes: amodified version of this template will be used for the aggregate News Page of the sites. The News Page will
include a drop-down that will allow users to sort news items by year.

Section Use: search Results, News Page
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Exercises

Exercise 12-1: Create/Edit Search Page

In this exercise we will create/edit the Search Results page.

1. To edit the Map page. Navigate to Your Refuge > Section > Search folder and edit the page. Refer to Unit 14:
Working with Content - Managing Content & Page - Edit PageBuilder Page for detailed instructions. Skip to Exercise

12-2: Add/Edit Search Widget section below.

2. Tocreate a new Search Results page navigate to Sections > Search.

= [ Fish Springs

3. Choose New > Page Layout

i New BB view = Delete
| Folder

ﬂ Blog

[ Discussion Board

Iﬂ Community Folder

7 calendar

55 catalog

2] HTML Content

(] HTML Farm/Surve

IIE Page Layout Ji

[1m] Master Layout

=] smart Form 4

[} DMS Document
m Multiple DS Documents
[T collection

@%:, Menu

= alert

@[5 Home

[Z5 Section Configurations

= [ Sections

[5 About

(= Cosa
E [ Events

(2 Forms

= Maps
@[] Multimedia
H [ Mews

[0 Seasons Of wildlife

B [ Visit

Fs

m
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4. Add New Page:
A. Choose three column layout
B. Click Next

wour layout on. The next step will be to select any taxonomy nodes you wish to associate this layout with.

@ This wizard will guide you through creating a new layout. The first step is to select a wireframe to hase
Finally, you will be asked to provide any relevant metadata for the layout, along with a summary.

Folder: Region SR EMountain ZonesFish SpringziSectionsMaps! Change
Pleaze select a layout for your page.
r «1\ -

nwirsithreecolumnPB.aspx

. / L

& Cancel

5. 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. Modify this alias so it follows the URL Aliasing

Standards defined in Unite 3: URL Aliasing Standards.
C. Click Next

Add MNew Page

Please enter a title for the new layout, and select the taxonamy nodes vou wish to associate it with. Any
applicable aliases will appear on the right.

Trooewe] [wseim
e A

Fage Title (eI
— - Lise Mannal Aliasing
[Taxonomy | B - i =)
There is no taxonomy associated with the Hizs Freview.  heml
destination folder. Folder
There are no Folder Aliasing rules associated with
this folder
Tawonomey

There are no Taxonomy Aliasing rules associated
weith this folder

4m Back @ Cancel
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6. Metadata — Refer to Unit 14: Managing Content/Page Properties - Adding Metadata to add the Metadata. Click Finish when
Metadata is completed

7. Click OK

Add New Page

Fage Creation Successful

Wiould you like to be redirected to the page sovou can begin editing it?

& Cancal @

Exercise 12-2: Add/Edit Search Widget

In this exercise we will add the NWRS search widget to your new PageBuilder page. To edit the NWRS_Search Widget, skip to Step 4.

1. Click the arrow in the top left corner of the page to open the PageBuilder fly out menu. This will allow you to access your widget
tray.

® U.S. Fish & Wildlife Service
A Fish Springs National Wildlife Refuge

National Wildlife Refuge |

m Visit Wildlife & Habitat Seasons of Wildlife About the Refuge

2. Click the arrows in the middle of the menu bar to drop down your widget tray

National Wildlife

Fish Springs National Wildlife Refuge
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3. Locate the NWRS_Search widget in the menu. Click and drag the widget to the center of the blue bo

Print Share

ALERT - CONTENT TO BE

&k PUBLISHED

m MAPS
MULTIMEDIA

WHAT WE DO
Resource Management
Conservation

Get Involved
Partnerships

In The Community

Science

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

= ]
Site Search

@© O searchall refuges and districts

[Results 0 - 0 of about 0 for .

No items were found.

@© O search all refuges and districts
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5. Click on the folder tab

Editing Widget

J Property
Folder Id:
Page Size:

Cancel Save

6. Navigate to Your Refuge Folder Double click Your Refuge Folder then click the Properties tab

Editing Widget

' Property ! Folder
T Benton Lake Complex ~

#) Bowdoin Complex
(= Browns Park
®CJ Charles M. Russell Complex

& alert

B Home

(£ section Configurations ust

7. Inthe Page size field enter in the number of results to be displayed per page.
Click Save

[ 2

Folder Id:

(Gance f(save)

8. Select File > Publish
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Here is an example of how your Search Page will look.

oy U.S. Fish & Wildlife Service

Fish Springs National Wildlife Refuge

National Wildlife Refuge |

Seasons of Wildlife ~ About the Refuge

Wildlife & Habitat

[ v

Site Search

o () Search all refuges and districts

Results 0 - 0 of about 0 for .

AUNIT OF THE
National Wildlife
Refuge System

Print Share

m MAPS
e MULTIMEDIA

U.S. Fish & Wildiife Service

Accessibility  Disclaimer

National Wildlife Refuge System
FOIA

=

[\
it Notices Privacy

.“-'(L_x.,

WHAT WE DO
Resource Management

No items were found. Conservation
Get Involved
Partnerships
In The Community
Science

o (0] Search all refuges and districts
Last Updated: Jul 18, 2011
Fish Springs National Wildlife Refuge Home | Regional Office | Refuges/Districts Nearby | Contact Us | News | Jobs | FAQs

Department of the Interior

USA.gov

246 |Page




Unit 13
Managing Site Navigation
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Overview

The refuge site has been designed to use combination of both the Ektron Smartform and Menu to provide the overall site
navigation. It was designed this way to simplify the management of the Refuge site navigation. The Refuge Navigation
consists of the Site Wide (Global) Navigation and Sectional Navigation.

e Global Navigation - comprised of the Main navigation, Footer navigation and Persistent navigation which are on
every page of your refuge site. The menu items of the Global Navigation is managed from the Homepage — Main
Navigation section of the Refuge Homepage Smartform content located in the Home folder of your refuge folder
structure.

e Sectional Navigation - also referred as the Left Navigation, displays only on the sectional pages (as left navigation).
The Refuge Section Configuration SmartForm content located in the Section Configuration folder is used to turn the
left navigation On or Off, define the background illustration and which section the left navigation is applicable to.
The Menu items for the Sectional Navigation are managed using the Refuge Menu.

Managing Site Wide Navigation
Main Navigation

The Main Navigation is the horizontal menu that displays on every page and consists of Visit, Wildlife & Habitat, Seasons of
Wildlife and About the Refuge. Visitors who click on any of these menus, with exception of Visit, will send them to the
sections landing page. The Visit menu displays a drop down menu with links to sub-sections of the Visit section.

The Main navigation is managed through the refuge site home page “Refuge Homepage” smart form. From there you will be
able to manage:

e  Visit — Turn On/Off Visit menu and add the required and optional Visit sub-menu links

o Wildlife & Habitat — specify the link of the Wildlife & Habitat landing page

e Seasons of Wildlife — specify the link of the Seasons of Wildlife landing page. This page is optional

e About the Refuge — specify the link of the About the Refuge landing page

Please refer to the Unit 10 “Homepage — Editing the Homepage” for instructions on how to modify the Main navigation
settings.
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Visit menu will be present only for those
refuges or districts which have visitation.
When the user hovers over the blue area,
the menu expands downward. (See
example below)

Seasons of Wildlife is optional content.

FTY visi  wiidife & Habitat About the Refuge

/\

‘About the Refuge’ (or “About the District’ or ‘About
the Preserve’) are required items and will link to their
respective content pages.

‘Wildlife & Habitat' is a required item
and will link to the respective content
page.refuge configuration smart form.

This menu should remain visible on all subpages
within the visit section. On all other pages, the
menu displays on hover.ge configuration smart
form.

ﬁ Visit Wildlife & Habitat Seasons of Wildlife About the Refuge

Plan Your Visit Rules and Regulations Just for Kids

Law Enforcement For Educators
Permits Events Calendar

On this side of the Red line are Required menu On this side of the Red line are Optional menu
items for a refuge with visitation. These will link items for a refuge with visitation.

to various content pages within the site guration
smart form.
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Footer Navigation

The Footer Navigation is the menu that displays at the bottom of every page and contain various refuge, regional and
departmental links. The Footer navigation is managed through the refuge site home page “Refuge Homepage” smart form.
From there you will be able to manage:

Regional Office — specify the link to the Regional Office

Contact Us — specify the link to the “Contact Us” page

News — specify the link to the News landing page. This page is optional
Jobs — specify the link to the Jobs landing page. This page is optional
FAQs — specify the link to the FAQs landing page. This page is optional

Please refer to the Unit 10 “Footer Navigation Settings” for instructions on how to modify the navigation settings for the

footer.

Regiured Links:
Refuge/District Short Name- homepage of site user

Photo Credits will be included as a short
blurb descriptive enough to 1D the photo to be
entered by content authors. A different full
description will be included as the image's
alt tag and displayed on mouse over.

Regional Office- regional office of the site user is
onRefuges,/Districts Nearby

www.fws gov/refuges/profilesbystate cfm

Contact Us- Links to an article page with contact information.
A contact form may be used at the discresion of the M3
auther.

Last Updated date will be pulled
from the main content block and
displayed here.

Optional Links

Last Updatsd: Sspt 17, 2010

Wichita Mountains Home | Regional Office | Refuges/Districts Nearby =~ Contact Us Jobs  FAQs
= B U.S. Fish & Wildlife Service National Wildlife Refuge System Depariment of the Interior
| TfJ" ; Notices Accassibility Disciaimer Privacy FOIA %" JSA gov

\

Global footer elements will be placed in the MasterPage, and
will not be editable by individual refuge editors. This portion
of the footer will include washed logos, and links to the US
FW5, NWRS ,and the Department of Interior.
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Persistent Navigation

The Persistent Navigation is the menus that displays on the Persistent column (right side) of every page and contains “What
We Do” and “Featured Pages” or “Related Pages”. What We Do is a required menu and will display on all pages. “Featured
Pages” is an optional menu and will only display in the homepage. “Related Pages” displays on any other pages and is an

optional menu.

What We Do

Please refer to the “What We Do Navigation Settings” section for instructions on managing the menu.

All the links in What We Do point to
internal landing pages. In The
Community and Science links are

optional. WHAT WE DO

Resource Management
Conservation

Get Involved
Partnerships

In The Community
Science

Featured & Related Pages

The Featured Pages (Homepage) and Related Pages (All Pages) menus display in the Right Column of all pages. The Featured
Pages section of the Homepage will be used to highlight articles while the Related Pages section of all pages is used to show
related articles to the primary article being displayed. Both Featured and Related Pages are managed exactly the same way
except Featured Pages is only applicable to the Homepage. Refer to the following sections for instructions on how to manage

the respective menu:

Featured Pages Related Pages
FOLLOAY US OMLINE Print Share
o0& -8

m MAPS
MULTIMEDIA

@
E MULTIMEINA

WHAT WE DO
WHAT WE DO Resource Management
Resource Managerent Conservation
Conservation Get Involved
Get Involved Partnerships
Partnerships In The Community
I'm The Cormmunity Science
Seience

RELATED PAGES

Baid Eagie Nest Camera
FEATURED PAGES
Visitor Info
Whaooping Crane

Wildlife Management

Birding Quivira
Huntng Permits

EVENTS
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e  Featured Pages: Unit 10, Adding Featured Pages Links section has instructions on how to add Featured Pages.

o Related Pages: Unit 4, Adding Related Pages Links section has instructions on how to add Related Pages.
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Managing the Refuge Section Configuration

The Section Navigation is the left hand navigation that you see in section pages and will be referred to as Left Navigation also.
The left navigation displays menu items for that section, providing further directional to relevant information residing within
section. The coloring for the left hand navigation is based on the site color palette you selected when editing the homepage.
All the sectional navigation follows the color palette selected with exception of “Visit” which will always remain light blue.

By design, all the Sectional Navigation (Left Navigation) has been created for you. The primary actions you will perform for
the Left Navigation will from the Section Configuration content and the Sectional Menu. They are:
e Section Configuration content
o  Turn Left Navigation on or off
o Change the Left Navigation background illustration
e Sectional Menu
o Add, Re-order or remove menu items from the Left Navigation

Section Navigation Options

The CMS Editor will have the ability to:
e Create a new section/left navigation menu
e Turn On or Off the left navigation
e Specify the left navigation background illustration
e  Pick menu items that will be display for that menu
e  Set which menu the section left navigation will display
e Specify the applicable section for the left navigation menu

Creating/Editing Section Navigation Configuration

The section navigation is specified in a configuration file using the “Refuge Section Configuration” smart form. Each section of
your web site should already have been created and configured so this step may not be necessary. If the section
configuration has already been created and configured for you, focus on adding Menu Items (individual menu links in the
section) to your existing Sectional (Left) Navigation. Use the following steps to create a new sectional navigation if a new
section is being added or if you deleted a sectional configuration by accident.

NOTE: The left navigational menu is the same on every page in a given section of the site. Every section in the Visit section can have its
own menu (or none). You can also add a list of links to the content area of a page if you need additional navigation.

1. Openthe Workarea and click on the Content tab.

Navigate to the Sections Configuration folder under your Refuge folder

3. Within the Sections Configuration folder you will see a configuration file for each section of your site. If you are
editing existing configuration file skip to step 5.

4. Go to New menu and select Refuge Section Configuration and that form will open. Perform this step ONLY if you are
creating a new section.

5. From the list of configurations, select the configuration to be edited and click on the gray arrow next to the
configuration title and select Edit from the fly out window.

6. Add or modify the necessary settings. See procedures below.

7. Click Publish located in the top left of the editor. The configuration changes will not take place until it has been
published

g
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Edit C-::-n-tent in Folder "Section Configurations™

Publish/Submit

wwwwww

| & Ea B G (@& &9 - r‘_..|"‘:,“f|Illl — N = "(1'|ﬂ/
|.AF'D|Y Style - MNormal ~-|B I U | :':I:;k tE open
|E . S e I'Ili EI'I =5 '-?-' B = =5 = 3 = = olaer browser

Instructions...
& Configuration

'lsde‘:t'o” For Educators «Folder: 1862» | Yes =menu ‘_"SPIaVEd
Folder ID:; ~— = "~ No = menu hidden

r"""""""_? Yes H

‘Show Menu: | % Menu Settings Enter menu id

: | Menu ID: 299 obtained from Menu

e = how --------------------- Background -\ window of workarea

" lustration: | Yes  |¥| illustration on or off ;
Select background
illustration

llustration: & Illustration Setting

Settings F'DFE
Manual@: Hlustration:

Section selector

Section: | & Visit Settings

5 ' Sub-section: | For Educators E|< Sub-section selector l

Use this snapshot and options as reference for all procedures below:

The following procedures have been broken down into individual procedures and each starts off with Edit and ends with
Publish of the Section Configuration for ease of use. These individual procedures can be combined into a single procedure as
desired by completing all procedures before publishing.

Select Section Folder ID

Use this instruction to specify which Sectional Folder (for example: Multimedia) this configuration applies to.
1. Select and Edit the Refuge Sectional Configuration content for the section you want to turn On or Off.

Section Folder ID — click on the browser folder icon = and a “Select Folder” window will appear
Navigate to the Section folder that this configuration will apply to, select it, and click Ok

The folder name and ID will now appear in the Section Folder ID field

Publish the Sectional Configuration Content.

ukhwnn
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Turn On or Off a Left Navigation

1. Select and Edit the Refuge Sectional Configuration content for the section you want to turn On or Off.

2. Inthe Show Menu section, select Yes (display menu) or No (hide menu) from the drop down menu.
3. Publish the Sectional Configuration Content.

Select Menu to be Used for Left Navigation
1. Select your Refuge Folder from the folder structure.
2. Go to View > Menu.
Title . Al Types
2] HTML Content
=] HTML Farm/Survey
# | Office Documents
2} Managed Files
H nutimedia
B | anguage v
7 Menu
| Collection
| Archived Content
| = Properties
Click your Refuge Menu name and your menu structure will display. There should only be one Refuge menu to
select.
View All Menus "UAT"

® « | viewn- EITINIENEY ©

Title D Language IDD Date Modified

L.IF.E 296 1033 101042011 11:51:15
AN
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4. From the list of sub-menu items, find Sectional Menu that you want to use as the Left Navigation.
For example: Visit — For Educators

Title Languaoﬁ ID  PRLLink
i About 1033 522
Z Multimedia 103 523
7 Seasons of Wiidilte 1033 524
e Visit - Activities 1033 525
T Visit- Educators 1033 526
2 Visit - Kids 1033 527
VISt - Law 1033 528
1T Visit- Permils 103 529
™ Visit- Plan Your Visit 1033 530
= \isit- Rules 1033 531
e Wildlife and Habitat 1033 532
ND - Community 1033 533
WD - Conservation 1033 534
= WWD - Getinvolved 1033 535
I WWD - Partnerships 1033 536
T WWD - Resource 1033 537
2 WWD - Science 1033 538

Copy or write down the Menu ID number for the Sectional Menu. For example 526.
Edit your Refuge Section Configuration for Visit — For Educators in this example.
Paste or type in the Menu ID in the Menu ID field.

Publish the Sectional Configuration Content.

N w;

Turn On or Off Background lllustration

1. Select and Edit the Refuge Sectional Configuration content for the section you want to turn On or Off.
2. Inthe Show lllustration section, select Yes (display background) or No (hide background) from the drop down menu.
3. Publish the Sectional Configuration Content.

Specify the Left Navigation background illustration

1. Select and Edit the Refuge Sectional Configuration content for the section you want to turn On or Off.

2. Go to the Show lllustration section.

3. Select the background lllustration you want displayed for the left navigation from the Illustration drop down list.
Illustration Options are found in Unit 1 — Illustration Options.

4. Publish the Sectional Configuration Content.

Select Section for the Left Navigation

This option will allow you to select which Section the Menu will be assigned to. If Visit is selected a Sub-section drop down
will appear so you can select the Visit Sub-section the menu will apply to.
1. Select and Edit the Refuge Sectional Configuration content for the section you want to turn On or Off.
2. Inthe Section area, select the applicable Section and Sub-section. For example: Visit (Section) and For Educators
(Sub-section).
3. Publish the Sectional Configuration Content.
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Editing the Left Navigation Menu

The Section Left Navigation Menu is part of the overall Refuge Menu. Refer to Managing Refuge Menu below for instructions
on creating/deleting menu, adding/removing menu items and re-ordering menu items.

Example of Refuge Section Left

Hand Navigation. Color scheme Example of Visit Left Hand
based on color pallete selected in Navigation. Visit menu color scheme

Refuge Homepage SmartForm cannot be changed

ElK

Bison Auctions

Deer Camping

Fishing

Texas Longhomns

Black-capped
Vireo

Trails

Other Wildlife
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Managing Refuge Menu

The Refuge Menu is the container that contains the Main and Left Navigation. Each Refuge site already comes pre-configured
with the standard Main and Left Navigation already built out for you and will only require you to edit existing menu items or
add new menu items.

This chapter will start off with description of the tools available to you to manage your Refuge menu then followed detailed
step by step instructions.

Accessing Refuge Menu

The Refuge Menu is the primary container that contains all menu items including your Section Navigation (left menu). By
default, this menu is hidden from normal view and you must enable the menu view to see your Refuge Menu. To view your
Refuge Menu, follow the below steps:

1. Login into your site and go to the Workarea.
Click the Content Tab.

2
3. Click on your Main Refuge Folder from the folder structure.
4. Go to View > Menu.

Title . All Types
2] HTML Content
=] HTML FarmiSunvey
® | Office Documents
|__1 IManaged Files
H nutimedia
B= | anguage r
7 Menu
| Collection e
| Archived Content
= Properties
5. Click your Refuge Menu name and your menu structure will display. There should only be one Refuge menu to

select.
View All Menus "UAT"

& < iviewin: EXENTERIE ©

Title D Language IDD Date Modified
LA 296 1033 101002011 11:51:15
AM
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Title Language I URLLink
T About 1033 522
Tm Multimedia 1033 523
T Seasons of Wildlife 1033 524
o Visit - Activities 1033 525
T Visit - Educators 1033 526
o Visit - Kids 1033 527
T Visit - Law 1033 528
9 Visit - Permits 1033 529
T Visit - Plan Your Visit 1033 530

Menu Toolbar

Each menu is managed using the tools provided in the Menu Toolbar. The following illustrations detail the function of each
feature.

Ifiew Menu “Visit - Permits™

® T Ee|e
Title

=) Permits

ow Forms

Menu Tool Bar

. E - Add Items. Used to add Content Item, External Hyperlink or Sub Menu. Library Asset is a menu item option
you can add but will never use.

. - - Remove Items. Used to remove menu items from a menu or sub menu. This is not a delete option.
i

. . - Reorder Menu Items. Used to change menu item order.

. - Menu Properties. Used to view or edit the properties of the selected menu.

=
. = - Delete Menu. Used to delete the selected Menu.
CAUTION! Do NOT use this option unless you are absolutely sure that you want to delete the selected menu. If you
delete a menu, you will have to recreate the menu and update the Refuge Section Configuration with the new menu
ID number.

Note: When adding or editing menu use the right click menu BACK option and not the browsers back button.

Menu Icons

The following illustration will show you icons associated with the various menu items and sub menu. Use these illustrations
to assist you in quickly identifying the type of menu item you are working with.

. @ - Content Item. Content Item is a link to page which you will select from the Library. See Adding a Page Link as
Menu Item below.
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& _External Hyperlink. This menu is an internal or external link. See Adding External or Internal Link as a Menu

Item below.

"1 sub Menu. All the Refuge Sectional Navigations are Sub Menus. Sub Menu is the only menu option that can
have additional menu items residing underneath it. See Adding a Sub Menu below.

Editing Left Navigation Menu

1. Access your Refuge Menu.

2. Click on the Sectional Navigation you want to edit. For example: Visit — Educators.
Kiew Menu "UAT™

Englizh (U.5.)

= &

Title Language D URLLink
T About 1033 522
I Multimedia 1033 523
T Seasons of Wildlife 1033 524
i Visit - Activities 1033 525
i Visit - Educators 1033 526
i Visit - Kids 1033 527
i Visit - Law 1033 523
1 Visit - Permits 1033 529
T Visit - Plan Your Visit 1033 530

3. Sectional Menu items will display. Use the Add, Remove, and Re-order features to manage the menu items for the

section.

4. Follow the below instructions to add, remove and re-order menu items.

Adding a Page Link as Menu Item

This option will be the most common method to add menu items (links to pages) to your Left Navigation.

1.

6.

Click on Sectional menu to add menu item to. For example: Visit — For Educators.

Select the Add Items ( & ).
Choose Content Item and click the Next button.

Browse to the folder structure to the folder containing the page you want to add. For example, the folder path can
look like this: \Region 6\NWRS\Prairie Zone\Quivira\Sections\Visit\For Educators.

Select the page\content to be added. For example: Check the box next to the For Educators content.

Note: You can also add DMS documents (uploaded files) to the menu.

Click the Add button (a ) to add the content items to the menu.

Adding External or Internal Link as a Menu Item

Use this option to add an internal or external (hyperlink) links. You need to know the full URL as you will have to type that in.
This option allows you to edit the URL after it has been added.

1.

Click on Sectional menu to add menu item to. For example: Visit — For Educators.
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Select the Add Items ( Q ).

Choose External Hyperlink and click the Next button. Though the option is labeled External Hyperlink, this option

can be used for both internal and external links.

Enter in the Menu Title

Enter in the URL. Two Rules to follow when entering the URL:

a) External Links — enter in the fully qualified URL. For example: http://www.google.com

b) Internal Links — enter in the relative path (the domain is assumed) URL. For example:
refuge/Quivira/Visit/For_Educatiors.html.

Click the Save button (a ).

Adding a Sub Menu

Sub-menu is used when you want to add a menu that can have menu items underneath it. This menu option should be used
in your sectional left navigation in situations where you build out a sub-section with additional detailed pages which should
appear in the left navigation.

1.

ukwn

Click on Sectional menu to add Sub Menu item to. For example: Visit — For Educators.

Select the Add Items (& ).

Choose Sub Menu and Click Next.

Enter Sub Menu Title in the Title field.

Manually enter in the URL or select the page from the Library (click on the Link icon to access the Library) that will be
associated with this Sub Menu. If there will not be an associated page for this Sub Menu leave the URL Link field
blank.

LLL U Se— [Englizh (US4
Image Link: / a
stwad of & Tile
URL Link

' rafuge/Quiara/Visit-Permils F o |
Temiplate Link

themy Template Link that oomsessy under the cwremn meny el may

Description
Manually enter in the Sub
Menu URL or select link
from Library by clicking on
the Link lcon.

Click the Save button (a ). You will now be in the View Menu mode for the Sub Menu you just created.

To add menu items to the Sub Menu, Click Add ltems (ﬂ).
To add menu items to the sub menu use the Adding Content/Page as Menu Item or Adding External or Internal
Link as a Menu Item instructions above.

Editing a Menu Item

There may be instances where you would need to edit a menu item. Follow these rules for when to edit a menu item:

Open a menu item in a new window.
If menu item was added using the content item option, you cannot edit the URL link. You must remove the menu
item and add the correct link using the Add Item option.
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e If menu item was added using the External Hyperlink option, you can edit the menu item link.

1. Click on the Sectional Menu you want to edit.
2. Click on the menu item to be edited and you will automatically be entered into edit mode for that menu.
3. Change Target or URL link.

4. Click the Save button (B ).

Reordering Menu Items

1. Select the Reorder Icon (.) to shift the content items
2. Select a menu item.

3. Use the Up or Down arrow on the right to move that item up or down the order. Note that “Sub Menu” is
included in the list.

4. Click the Update button (B ) when done.

Reorder ltems "Base Fish_Springs A

=E o)

About the Refuge
Alert
Compose Email (Test Form)
Sample Form(2)

Elk

Fire Management

>

Removing a Menu Item from a Menu

This option will only remove menu items, to remove a sub menu from a menu you must delete it using the Deleting a Menu
instruction below.

1. Click the Sectional Menu to be modified.

2. Click the Remove Items button (-) on the Menu Toolbar.
3. List of all the menu items will appear.

4. Check the box next to the menu item to be removed.

5. Click the Remove Items button (-) on the Menu Toolbar and the selected menu items will be removed.

Note: Be careful not to choose the Delete Menu ( @ ) button that will remove the entire menu.

Deleting a Menu

This option should only be used to remove a sub menu that is no longer needed or was added by accident.
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2. Click Delete Menu (@ ) to remove the menu.

CAUTION! Do NOT use this option unless you are absolutely sure that you want to delete the selected menu. If you delete a
menu, you will have to recreate the menu and update the Refuge Section Configuration with the new menu ID number.

How to Create a Refuge Section Navigation

There may be a situation where you will need to create a Refuge Section Navigation because a new section will be added or
you accidentally deleted an existing one. All the instructions have been outlined on how to create a menu items, all it entails
is the sequence that it must be created in and creating or updating the correct configuration. Follow the below instructions to
create a Refuge Section Navigation.

N

Access your Main Refuge Menu. Instructions can be found at Accessing Refuge Menu section.
Click on Add Items button and an Add New Item window will appear.
Follow the instructions in Adding a Sub Menu section to create/recreate the Refuge Section Navigation. For
Example: Visit — For Educators.
Add the relevant links for pages in the Sectional Navigation that will appear as Left Menu using the following
options:

a. Adding a Page Link as Menu Item

b. Adding External or Internal Link as a Menu Item

c. Addinga Sub Menu
Add or Update your Section Menu ID using the instructions in the Select Menu to be Used for Left Navigation
section.
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Unit 14
Working With Content
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Managing Content & Pages

This Unit contains instructions on creating/editing various types of content that resides within your refuge site. These
contents that are created and shown in this unit are typically supporting content; they are part of a page but not the page
itself.

Adding HTML Content

Reference: “Adding HTML Content”
(http://documentation.ektron.com/cms400/v802/WebHelp/Managing%20Content/Adding%20Content/content _add.htm)
section in Ektron CMS400.NET Reference Manual.

1. Browse to the folder where you want to create the new content.
2. Choose New > HTML Content.

View Contents of Folder "News"

1+ New B view < Delete
= Folder

i:'- Blog

|+ Discussion Board I
iﬁ Community Folder

3 calendar

[5 Catalog

£2] HTML Content

=] HTML Form/Survey

Q OMS Document

[ Multiple DMS Documents

| Collection

T Menu

3. The Edit Content window opens.
4. Create content just like you would when using a word processor.
5. Publish.

Editing Content

Instructions for Editing Content apply to all content types: HTML Content, HTML Forms, Uploaded files via DMS, etc...

Reference: “Editing HTML Content”
(http://documentation.ektron.com/cms400/v802/WebHelp/Managing%20Content/Editing%20Content/content _edit.htm)
section in Ektron CMS400.NET Reference Manual.

Editing in a Web Browser
1. Click on the Access Point on a page in your site.

2.  From the menu, choose Edit. The Edit Content window will appear with the content ready to be edited.

3. Change the content by entering “Ektron training day.”

4. Click the Publish button (). The page now shows the changes.
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Tips

Do not use the Red @ in the upper right corner of the window to close the Workarea. It is best to go to your browser and

logout rather than exit using this window control. If you use this to close a content edit window, the content will remain in a
“checked out” status.

Editing in the Workarea
1. Open the Workarea.
2. Select the Content tab in the upper right portion of the page
3. Navigate to the your site.
Click on the arrow (4) to the right of the content you wish to edit.

Click the Edit choice to enter edit mode for this content.

o v s

Make changes to the content.

7. After you finish editing, click the Publish button (@). The edited content will appear as soon as you refresh the
page in your browser.

f=] Welcome To Our Site [=+] HTML Content
View

Edit
View F'rs
Synchronize

Delete

0 & 0 [F
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Creating a PageBuilder Page

The following instruction explains step by step on how to create a PageBuilder page. Your refuge is provided with the
following PageBuilder pages by default:

e Refuge Map page

e News page

e Search Results page

e  Multimedia Listing page

For more information about PageBuilder page and widgets go to: Unit 3: Page Types - Pagebuilder and Widgets

1. To create a new PageBuilder page navigate to Your Refuge > Folder X where Folder X denotes the folder or sub-folder where
the page will be created.

= Folders
= [~ Fish Springs
= Alert
E (=] Home
[Z3 Section Configurations
[ About
[&] Cosa
@[ Events
Forms
@ [ Multimedia
E [ News
[ Search
[ Seasons Of Wildlife
@[ Visit

¥ New B8 view = Delete
I Falder

= Blog

[ Discussion Board

Iﬂ Community Folder

3 calendar

Catalog

2| HTML Content

E-l HTWL FormiSurvey

FPage Layout _.) |
Master Layout

= Smart Form 4

2. Choose New > Page Layout

@ DM3 Document
U_D Multiple DMS Documents

[T Collection

@% Menu
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4. Add New Page:
A. Choose two or three column layout
B. Click Next

wour layout on. The next step will be to select any taxonomy nodes you wish to associate this layout with.
Finally, you will be asked to provide any relevant metadata for the layout, along with a summary.

@ This wizard will guide you through creating a new layout. The first step is to select a wireframe to base

Folder: Region BMWRSMountain ZoneFizh SpringsSectionsMaps! Change

Please select a layout for your page.
e ) -

\ nwrsithreecolumnP B aspx

/ .

@ Cancel

6. Title, Aliasing, and Taxonomy:
A. Enter a page title into the Page Title Field
B. The alias field is automatically populated but can be updated. Update the alias following the URL Aliasing standard
defined in Unit 3: URL Aliasing Standards.
C. Click Next

Add New Fage

Flease enter a title for the new lavout, and select the taxonomy nodes you wish to associate it with. Any
applicable aliases will appear on the right.

r| Page Title r| Aliasi
- —
Fage Title [T A
— ! Llee tannal Aliasing

[ronams B————p"- e
There is no taxonomy associated with the Hias Preview: £ fiml

destination falder. Folder
There are no Folder Aliasing rules associated with

this folder

Taxonomy
There are no Taxonomy Aliasing rules associated
weith this Tolder

4m Back

& Cancel
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Metadata: Fill out the Metadata fields using Unit 14: Managing Content/Page Properties - Adding Metadata as a reference.

8.

9. Click OK

Page Creation Successful
Wauld yau like 10 be redirected ta the page soyou can begin editing it?

@ Cancel

10. The newly created PageBuilder page will open in Edit Page Layout mode.

Widget Tray
Dropdown

Dropzone
Drag & Drop widget in here

Drag & Drop
widget from
Widget Tray to

m -
. WL TIMEDCEA

WHAT WE DO

Resource Maonagerment
Conservation

Get Invalved
Partmerships

In The Commmumirty

Scdenoe

Lmni Updsied- Fab 04, 2041

Quivira Home | Regional Qffice | Refuges,/Districts Nearhy | Contoct [ | News | Jobs  FAQs

Malional Widife Refuge System

- U5 Fish & Wikdie Service
w W
. =R LHPES Ateaiiily Do imarrer Pevacy =

..... i

11. Add widget(s) to the Dropzone and edit the widget to display content, list, map, etc...

12. To Preview the page before you publish it, go to the PageBuilder fly out menu bar and select View > Preview Layout.
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View

: ,‘ a Properies

ge | Alaban

Workarea
'

i’ Analytics

Py visit Wildlife & Habitat

13. Toreturn to Edit Page Layout Mode, select View > Return to Editing from the PageBuilder Menu bar.

Workarea Return to Editin

i Analytics

al Wildlife

Save
B Checkn
wﬁ.&ﬁldlife &
® Cancel
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Edit PageBuilder Page

There are two methods to edit a PageBuilder page 1) From the page 2) From Workarea.

Edit from Page

1.
2.

5.

Navigate your refuge site to the page that will be edited.
Click on the blue nub located in the upper left corner of the PageBuilder page to open the PageBuilder fly out
toolbar.

U.S. Fish & Wildlife Service

[T as |

PageBuilder Toolbar will appear.

o Logout By

UAT A LUWIT O THE
e s . it Maticsal Wildlite
National Wildlife Refige | Alabama Refuge Systom

Select File > Edit.

File
P New Page

= Copy!/Save As...

B Publish

When complete with editing of the page. Select File > Publish from the PageBuilder Toolbar.

Edit PageBuilder Page from Workarea

1.
2.

Navigate your refuge site to the folder that contains your PageBuilder page.

Click on the Title of the page and the page will be opened in View mode.

NOTE: You can verify that the page you selected is a PageBuilder page because the Content Type is set to Page
Layout.
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View Contents of Folder "News™ ==

T MNew B8 View <= Delete Action " @

Language o] Status  Date Modified Last Editor
= 4419 A 1072072011 4:11:05 AM McGarry, Daniel

3. Click the Edit Page Layout icon on the toolbar.

Edit Page Layout

T
r Edit Page Layout

P OIS T L=y

Click here to view the page

Page Data:
« DropZonel
+ Column: O[Width=100percent]

4. Page will open in Edit Page Layout mode.
5. When complete with editing of the page. Select File > Publish from the PageBuilder Toolbar.
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Previewing Content

1. This tool bar appears while editing content. You can Publish, Check-in, Save, Preview content or cancel your
changes.

2. Select Preview(D) to see your content as it will look when you publish it.

3. The content appears in the default template - in this case, threecolumn.aspx.

Nationsl Widie efuge - US. Fsh and Wi - Windons Inermet Bpiorer R ———
=357 csMode=Previen i 4| x rders »

x @Comvert v [DSdect I x Bsnagt @

¥ Favorites - 53 [ Suggested Saes v 8 Web Siice Gallery »

B~ B -2 @ v Pager Setyv Toos~ @~

55 - @ Facebonk 1] Gmail - nbox-sesnwilil— | @ login

ife Refuge pre—
National Wildlife
Refuge System

Print Share

History ofthe Fish Springs area
Fish Spiings has served as a il resource fo man for thousands ofyears. The diferent ALERT - CONTENT TO BE
cultures inaf ocoupied fhe area were A 5
Paleo about 11,500 10 8,000 years Before Present (8P
Archaic zbout 8000 to 2000 years BP. m A
Fremont about 2000 1o 800 years BP
Goshiute 800 years BP uniil he middie of e 20% century

. . MULTIMEDIA
The first exploration by non-nive Americans of e region ocourred in 1827 when famed
explorer Jededizh Smith viited the springs en route from Califomia to ceniral Utah
s early pioneers crossed the desefts e routes were det juston the
shortest and easiest o i water el
sources. One of hese routes went souh around the Great Salt Lake desertand through Fish Resource Management
Springs. It became the most used central route across c .
emigrants. R was used by a wide aray of ranspariation incuding

Get Involved

Jackass Mail 185410 1850 Partnerships
George Chorpenning was the first merchan 1 use he Overiand Route forcany .
passengers and mail between Salt Lake Cy and Sacramento Calfornia. His senvice was In The Community
nicknamed the "Jackass Mail bacause he used teams of mules to pull ie wagons overa Science

route pioneered by famed Utzh explores Howard Egan

Just ste was 2 major endeaoe atching out of a rough rail
andthe consiucion of staBons every twenty miles over a distance of nearty 700 mies. The Fish
Springs staion was only a hiaiched shed but Gd offer weary drivers and passengers aver night

accommodations
Pony Express 1860 t0 1861

Aunigue ioon of American history maich of the slement
The saloriders came and wer Fish Springs Pony Express day,one

heading east and one heading west The pony Express ran for about 18 monins defore ifs
demise came wih the completion ofthe Transcoatinental Telegraph.
During s brief exstence, the Pony Express pravide:

oetween east

e Cua War. dthe shors
ceniral route across the United States cousd be traveled allwinter. andthe
imagination of people all over e workd. The romansiclure ofthe Pony Express fives on and
£30h year hundreds. ‘Springs while refracin ony Expre:
route.

Overland Stage 1859 1o 1869

Many ravelers passed though Fish Springs on e Cenlral Overiand Stage Route. The stage
ine began its westem route in St Joseph Missour, the westem terminus ofthe railroads atthe
me. Among those who passed ihreugh Fish Springs werefamous authors Mark Twain and
Horace Greeley.In i westem trip Roughing It Tws stag
through the Utan desertas "an .

one's religious comictions.”
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Create/Edit a List using Three Column List
SmartForm

The Three Column List SmartForm is used to create a list box of up to three columns and added as supporting list box to
pages. Your refuge site has been provided with two examples on the usage of the list box: 1) Multimedia Pages — Browse
Multimedia by Subject and 2) Map Page — Additional Maps. These Three Column List SmartForm content can only be used
in PageBuilder pages.

The following instruction set shows you how to create a columned list box using the Three Column List SmartForm. For
this example we will be creating an Additional Maps list box.

1. Navigate to Sections > Maps.

B [= Fish Springs
= Alert
® [ Home
[ZJ Section Configurations
= About
(&= Cosa
®[E] Events
Forms
® =) Multimedia
@[] Mews
= Search
[Z Seasons Of Wildlife
@[z Visit

2. Select New > Three Column List

¥ New B8 View <= Delete
|~ Folder

= Blog

|/ Discussion Beard

= Community Folder

|7 calendar

IS Catalog

[um] Page Layout

iE Master Layout

Q Three Column List )
| social Media

=) Multimedia Landing Page

ED Collection

ﬁ%} Menu
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3. Create a columned list using the Three Column List SmartForm.

Three Column List SmartForm

@w He—A

Column Items

Column Item

ink: [EL0 ‘1_0

> +—]D

ile Size: Wample 1.2 MB PDF
Column: | Column One |5 I F E

A. List Title: Enter in a title for your list.

B. Editor (Elv ) Button: Located in the upper left hand corner will allow you to move around or remove content blocks.

@A e AL DD s
v

Insert Above |,
35 Insert Below
¢ Duplicate
| g.p
| Move Up
Move Down

Remove
C. Links: add a link to your section content block.

i. Toadd a link click on the Link (@ ) button this will open up your link manager.

ii. Next click on the URL (E]) Button.

iii. That will lead into the library; make sure you are in Quicklinks.

iv. Navigate to Library > NWRS > Your Refuge > Sections > X

V. Make sure your Quicklinks are activated.
Vi. Double click on your link and then hit OK on the Link Manager Screen.

D. Additional Text: Room for some additional information.
E. File Size: Optional and will allow you to enter in the size of your file that you might display.
F. Column: This allows you to choose the number of columns to display.

Column One

[EEE—— Column One
imnltem Column Two
| Column Three

Column:

1. Will give you option to assign this Column Item to Column 1-3.
2. Use the drop down menu to choose how many columns you want to display.
G. To add a new Column Item use Click the Column Item (B Cotumnltem ) putton.

4. To publish your new list content Click the Publish (.) button.
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5. Add the list box content to PageBuilder page using Content Block widget. Below is an example of the Map Page in published
mode and page layout edit mode.
NOTE: Multimedia pages have the list box content (Browse Multimedia Section) added automatically and require no action on
your part besides editing the list box content.

Here are some examples how your page appears on the website:

g U.S. Fish & Wildlife Service
5 Fish Springs National Wildlife Refuge

1 Tt National Wildlif
National Wildlife Refuge | n:nl.;r;asys:gn: >

Visit Wildife & Habitat  Seasons of Wildife ~ About the Refuge
Print Share
m MAPS
MULTIMEDIA
WHAT WE DO
Resource Management
=% Conservation
Get Involved
Partnerships
tary p:
{etlad In The Community
Science
[ National Wildlife Refuges Boat Ramp
Waterfowl Production Areas r i
Wetland Management Distrcts = Fe® Station
e Trails 1 Headquarters
& Admin Bldg [ visitor center
All lands and boundaries depicted are not survey quality and should not be used for survey or legal purposes. For more information
go to http:/iwww.fws.gov/GIS/data/CadastralDB/index.htm.
P
l@] Fish Springs National Wildlife Refuge R
age National Wildlife Refuge | e rtiie
Additional Maps Sategs System
Link 1 My Text (1.2 M8 PDF) Link 2 (1 MB DOC) m Visit Wildlife & Habitat Seasons of Wildlife About the Refuge

Fawn Creek Youth Campground
Map my new link

T Print Share

@ -
MULTIMEDIA

Page Photo Credits - Swamp at sunset at Wichita Mountains NWR: © Phil Gosier WHAT WE DO
Resource Management
Fish Springs National Wildlife Refuge Home | Regional Office | K Cutmmiadtion
Get Involved
J o il Partnerships
( a . o X . - 1 o A In The Community
57 ‘ ' U.S. Fish & Wildiife Service National Wildlife Re =] B K science
:;,‘5/ B Notices  Accessibiity ~ Disclaimer  Privacy ~ FOIA £

———— 4]
& Admin Bldg 3 visitor center
All lands and boundaries depicted are not survey quality and should not be used for survey or legal purposes. For more information |  Black-Capped Vireo

9010 htm, Their songs are derived from a

large syllable ref , an
order of magnitude greater
than that of other vireos.

Additional Maps

Link 1 My Text (1.2 M8 PDF) Link 2 (1 MB DOC) Link 3

Fawn Creek Youth Campground Link & More text.
Map my new link

Page Photo Credes — Swamo st sunset at Wichits Mountains NWR: © Phi Gosie Last Updated: Jul 26, 2041

Fish Springs National Wildlife Refuge Home = Regional Office | Refuges/Districts Nearby | Contact Us | News | Jobs | FAQs

U.S. Fish & Wildlife Service National Wildlife Refuge System Department of the Interior

FoA 8] usnoo

Notices  Accessibiity  Disclaimer
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Creating HTML Forms

Reference: the “Working with HTML Forms” in the Ektron CMS400.NET Reference Manual.
Forms, Polls and Surveys allow you to collect specific information from the visitors to your site. They can be very useful for
creating mailing lists and obtaining feedback on various topics.

Note: Employess must follow the DOI rules prior to creating a form and collecting information. See the www.fws.gov homepage (top
left corner, Email the USFWS Customer Service Center) as an example.

Creating a Form

1. Click on Workarea > Content tab, select the “Forms” folder.
2. Goto New > HTML Form/Survey. Note the 5 step indicator in the tool bar.
a. Select Blank Form, then click the Next button.
b. Enter title “Contact Me form”, then click the Next button.
c. Leave the Assign Task as unassigned and click the Next button.
d. Leave the default post back message; we’ll make changes to it later. Click the Next button.

e. The setup is complete. Click the Done button. You will have an empty form like the following
figure:

Edit Content in Folder "Forms™

EPEE xT®

Title: Contact Me Form [English (L.8.)]

Post back message Metadata Alias Schedule Comment Templates

[tile DB @B BI-0- T2 @ =0
| o0ty Stvie > Normad ~B 7 U A|x %|[IZ S iEEE =
Qe===t =¥t Fda00G39J«EFTR 7 78 &

Place form elements hera...

« [ Submit Form
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6. Highlight Place form elements here... and remove it.

- 3— m— = Sp — —  — ==
dEmlz@m=R9 7w
1d one entﬁ will contact

7. Inthe first line of the design area, enter “Please enter your contact information below and one of our agents
will contact you.”

Notice the form fields are located on the bottom tool bar to the right starting with the Text Field.

8. Press <Enter>to go to the next line.
9. Enter “Your Name: “.

10. Add a Text Field by clicking the Text Field icon ( I11-'-‘|).

11. Inthe popup window, enter the fields of information as follows:
Descriptive Name: “Name”,
Field Name: “name”
Tool Tip Text: “Please enter your name”

Text Field

General Validation Data Style

Descriptive Mame: |Narne

Field Name: |Name
Tool Tip Text: | Please enter your name
Default value: |
— Dimensions
Size: characters
— Options

L1 Alow multiple lines
1 cannctbe changed
L1 invisible

] Password field

[ OK ] [ Cancel ]
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12.

13.
14.
15.
16.

17.
18.
19.
20.
21.
22.

23.

24.
25.
26.

Select the Validation Tab and set it to Cannot be blank.

Walidation:

Hl:l validation -

Mo validation i‘
Cannot be blank :I
Mon-negative whole number or blank

Click OK.
Press <Enter>to go to the next line.
Enter the text “Your Phone:”

Add another Text Field to the right of the text.PI
Descriptive Name: “Phone”

Field Name: “phone”

Tool Tip Text: “Enter your phone number”

Choose the Validation tab. Set the Validation to Telephone Number (US & Canada) (required).

Click OK .

Press <Enter> to go to the next line
Enter “Your e-mail: “.

Add a Text Field.

Add another text field to the right of the text.
Descriptive Name: “Email”

Field Name: “email”

Tool Tip Text: “Enter your email address”

Choose the Validation Tab. Set the Validation to E-mail address (required).

General Validation Data Style

Walidation:
Email addres= (required} -

Message:

Email address (required)

Jalidation

Custom

Click OK .
Press <Enter> to go to the next line.

Enter “Date you prefer to be contacted: ”
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27. Add a Calendar Field (.@).
Descriptive Name: “Date”
Field Name: ContactDate
Tool Tip Text: “What date do you wish us to call?”
Default Value: (Leave blank)

28. Choose the Validation Tab. Set the Validation to Cannot be blank.
29. Click OK and go to the next line.

30. Enter “Select time frame:”
31. Add a Choices Field ( = ).
Descriptive Name: “Timeframe”,
Field Name: “timeframe”
Tool Tip Text: “Please select a time frame”

Choices Field

General Data Style
Descriptive Name: |'I'|rnefrarne |
Field Mame: |timeﬁame |
Tool Tip Text: |P|E.'-EEE.'- select a time frame |
List: (Custom) -

Allow Selection Appearance

& Only one * Vertical List

(O More than one (O Horizontal List

[] Aselection is required () List Box

First iterm is not a valid selection O Drop List

& ltem List

E ] |Mnrning | |Murning | F
E ] |Aﬂernuun | |Aﬂernoun | ]
E ] |Evening | Evening | ]
E ] |hnytime iAnytime i ]

Cancel

32. Additems to the Item list: “Morning”, “Afternoon”, “Evening”. (Use the +Option button (B Option ) to add
fields to the list.)
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33. Choose Appearance - DROP LIST.
34. Click OK and go to the next line.
35. Enter “Comments:”

36. Add a Text Field.
Descriptive Name: “Comments”,
Field Name: “comments”
Tool Tip Text: “Please enter your comments”
Options: Enable Allow Multiple Lines
Dimensions: Set Width = 60 and Height =4
Leave the Validation as No validation.

37. Click OK.

38. The form will look something like this.

Edit Content in Folder "Forms™

PREE x1®

Title: éontact Me Form |[English (U.S.)]
BCM  Postbackmessage | Metadata | Alias  Schedule | Comment . Templates |

R ~ooiy Style > Normal B I UA|IX X[ EEEEEEE
Qe A =T 52008 J+EFaR9CI2B M

Please enter your contact information below and one of our agents will contact you.

Your Name: | |

Your Phone: i

Your Email; [

Date you prefer to be contacted: | =
7 ' =y

Select Time of Day: ¥ |Moming |

Comments:

+{_Submit Form |

39. Click on the Alias tab.

40. Enterin the Alias for the form.
Edit Content im Folder “Forms™

PECES 1D

Titke: |Contact Me Form [English (L.5.)]

_Form | Postbackmessage  Metadata |, Wl Schedule  Comment Templa

Manisal

Primary Alias Name: /\refuge/refuge_name/ farms/ contactus | .html.E|

41. Click Publish.
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Creating a Post Back Message
1. With the form open for edit, click on the Post back message tab.
2. Choose Display a message.
3. Delete “Place post back message here...” in the design area.
4

Enter the post back message as shown below.
NOTE: Click the Merge field button (IE ) to choose fields from the form to enter.

Fdit Content in Folder “Forms™

BETE

Tige: |Contact Me IEnglish {UL5.1

rorm LT | metadta. | Schosule. | Comment . | Tempates. |

& Display a messaga

O Redirect to a flle or page

> Redirect form data to an action page

¥ Report on the farm ama Window | |- Thinar

A DAFB R0 [PInLsEiED-

| " B 7 U A x[ZE FEES=S==

O-=-Lt 4>+ 22320 Ide® =

Daar |=Names

Thank you for Alling owt the orm Title]= . One of our agents will contact youw on I : in the @ Timelrame
at your phona number |sPhones . o

Regards,
Custamer Sann':al

5. Thefields in blue boxes can be added by selecting the field in the Merge Field dropdown shown:

Select a field to insert:
~[abl name (Name)

--[ab] phone (Phone)

--[abl email (Email)

----- & ContactDate (Date)
- timeframe (Timeframe)
--[ab] Comments

--[&b] [Form Tite]

ETC I | ey o PR Y CE—-

6. Publish your new form.
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Changing Mail Properties of a HTML Form

1. Once the formis created, reopen the form by clicking on the name of the form. Do not use the dropdown Edit
option.

2. From the View Forms Toolbar, click the Edit Properties button ( [ ) which is located three icons from the
left.

View Forms “Contact Information™

ERe of B <L 7 |View ®

Edit
Pro pe rties message
Note: This button is different from the Edit button.
3. Select the Mail Properties Tab.
Edil Form “Cionbact information™
= =
Farm Properties  BCERLEET
% ryRefugei@rafuge com OR 1o ackdresses in ek [ g Geld salected) Z
Fraam: e Erefuge com DR Tradn sddress in field (s field :elecled:-E
LG mag@refuge com G 1o adaresses N8N | (n field selected) =]
Aibpct Request form OR usa bk in bt [ 1ry; igug selected) E
Preamibie: OR use teel in Seid (Mo field s=lscted) Z

Send data in XML formeat

4. InTo field; add the Refuge’s email address.

v

In CC field, add your email address. This is to ensure that the email went through properly. Test this once and
then you can remove your email address from the CC field.

In the From: field, enter in refuge email address
In the Subject: field; enter in the subject for the email.

Click on the Form Properties tab.

w N @

Disable the Autofill form values option in the Form Data section.

10. Click the Save button E ).
11. To view the new form:
a. Navigate to your Refuge Forms folder and click on the form to view.
b. Go to View Properties for the form.
c. Inabrowser, enter the URL:
http://cmsstage.fws.doi.net/refuge/RefugeName /forms/contactUs.aspx

number of the form you created.

a. The “Contact Me” form page will appear.

9. Enter the information and click the Submit Form button. Your post back message will be displayed. Your
SMTP1 (mail transfer) protocol has already been configured for you.”
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Exporting HTML Form data
1. Navigate to your Refuge Forms folder.

2. Click on the name of the form. Do not use the dropdown menu Edit.

3. Click on the Report () button to see the Forms Report.

4. Click on Report Display drop down and select the display option that you want the report displayed as, and
then click the Get Report button.

5. Click the Export Report button.

(This is an example form)

View Forms Report "Contact Me Form™

Start Date: ([NOHE] E @
End Date: i[None] =3
Report Display: [Table with Totals A
il GetRepont
Contact Me Form
(Delete) s y : Field3 _
I Submitted 8y Date Submitted Your Name Your Phone amail Fielg 2 Field 4
[} Moming
[0 239 Admimstrator. 117242009 alfred 123-213-  alfred@ektron com  Tuesday v
Application 10:20.02 AN 3232 MNovember sgf
24 2009
Total-
Average (1rows) 100%
[ Ewort Repen

Save the new spreadsheet on your desktop.

A 5] C Il o[ E F g | H | 1 | '] | K L [}
1 Contact Form
30| Danc d Full Rame |&ddress| Chy Sran: Elp |Business Fhone ‘dayrocall Lmall address Gendor COMMETR
L] Herar Bannpshive Muls Twinuln
[ Tokal: 1 il 1
& A0irs M | 180
T [ Enlmarel ¥ 03 B S jares chieiEiebinn zan ¥ Linews U rececbos o ey Lone
Ll
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Managing Content/Page Properties

Each and every content or page that you create has its own associated properties which serve specific functions. They are
Summary, Metadata, Alias, Scheduling, Comment and Templates. For most part NWRS CMS Editors will primarily focus on
Alias, Metadata, Schedule, Comment and Summary in the order of priority. Templates have been pre-configured and
should be ignored.

Alias — This is where you create your manual alias for your page/content.

Metadata — Enter keywords and description for SEO purpose and to define association used for Featured/Related
Pages and Calendar Item / Event Details relationship.

Schedule — Gives ability to schedule Go Live date & time and Expire date & time.

Comment — Add comment on what you changed every time you edit content/page. Easy to track what was
changed in the content/page version history.

Summary — Provide brief overview of content/page. Commonly used in list boxes that display page title and
summary.

Following is an example of Content Properties.

[ithe:

Summary Metadata Alias Schedule Comment Templates

Woelcome Ta Our Site [English {U.5.)]

Creating a URL Alias

Follow the standards defined in Unit 3 URL Aliasing Standards when creating your URL Aliases for your pages.

1.
2.
3.

4.
5.

Create a new page or edit an existing page.

Select the Alias tab.
Type in the manual alias using the above standards and rules as a reference.

Title: | Rules and Regulations [English (U.S.)]
Content  Summary Imlm Schedule  Comment  Templates
Manual
Primary Alias Name: / refuge/Fish_Springs/VisitRules_and_Regulations .html E|

Publish the page.

To check the Alias, click the Alias Tab and click on the URL Alias. This will open up the page with the alias in the

URL Address field.
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Adding Metadata

Metadata is primarily used in two ways in your refuge site 1) Descriptive metadata is used for Search Engine Optimization
(SEO) and 2) Relational metadata is use to define one to one relationship between contents/pages. Specifically, this
option is used for Featured/Related Pages and associating Event Detail content with a Calendar Item content.

There are five metadata definitions used in your refuge sites that you should be aware of, they are listed below with
explanations of how you will use them. All these metadata are optional.

e Keyword — Used for SEO

e Description — Used for SEO

o Related Pages — Used for Featured Pages for Homepage and Related Pages for Sectional Pages.

e  Photo Credit - Used to display the Photo Credits residing on that page.

e EventContent — Used to define relationship between Event Details content and Calendar Item content.
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Please provide any relevant Metadata or Summary information for this page.

| Metadata | Summary |

keywords:

Text | o

4p

&” Edit ¥ Remove ¢ Default

¥ Default current character count: 0 (2000 mas. )

Related Pages: (Content)
Mone Selected

& Edit | &) Clear
Phato Credit:  (Image)
Hone Selected

&7 Edit @ Clear

Search Data
Display Persistant Promo: [

Document Author:

‘l Default current characer count: 0 (2000 max. )

Document Creation Date: '[N“]

|§I|E v

4 Back

&) Cancel

" Finish |

Keyword
1. Click the Metadata tab.
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Content Summary Metadata Alias Click to Add ment

keywords:

Text: Endangered Type keyworkd here | @

Black-capped Vireo
Bird
Endangered

4P

(" Highlight to Edit or
Remove

& Edit ¥ Remove @ Default

2. To Add Keywords:

A. Inthe keywords metadata field enter in keywords for the content/page you are creating. For example, if
you are creating a page describing the Black-capped Vireo that resides Wichita Mountain Refuge. You
could add the following keywords: Black-capped Vireo, Bird, Endangered, Wichita Mountain Refuge, etc.

B. Single keyword or keyword phrase can be added. Click on the green + have each entry.

3. To Edit Keywords

A. Highlight the keyword or phrase.

B. Update the keyword or phrase in the Text field.

C. Click on Edit and it will update the existing keyword or phrase.

4. To Remove Keywords
A. Highlight the keyword or phrase.
B. Click on Remove and it will be removed.
5. Torestore the Default, click the Default button and the default keywords will be restored. For your refuge sites
no default keywords were specified so it will remove all keywords and leave it blank.
6. Click Publish when complete.
Description
1. Click the Metadata tab.

description:

The black-capped vireo is a Federally endangered, migratory bird
whose largest breeding population in Oklahoma is found within the
Wichita Mountains. These birds visit the Refuge from March to

wintering habitat in Mexico.|

September each year to find a mate, rear young, and travel south to

Type one to two sentence description about
the content here.

.:ﬂ Default current character count: 289 (2000 max.)

To Add Description simple type in one or two sentence summary of the topic of the page.

To restore the default, click the Default button. The default is empty so it will remove what you have in the
Description field.

Click Publish.
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Related Pages

In the right column of most pages there is a Related Pages section that displays links to pages that are related to the
primary content. The Homepage uses the Related Pages metadata but is displayed as Featured Pages. This section is

optional and will display only if you have assigned related pages.

1. Edit your refuge Homepage SmartForm to update your Featured Pages or the page where Related Pages will be

updated.
2. Select the Metadata Tab.

@ Defaul current character counk: 117 (2000 max,

Related Pages: (Content)

Elk (ID: 2784)
wildlife B Habitat {ID: 2727)

& Edit €3 Clea
oto Credit:  (Image)

3. Click the Edit icon in 'Eh?,.@‘:’,'%t,?d Pages section and the Library window will open in Quicklinks mode

UAT & Library Folder: "Wildiite and Habitat\quickinks™
- Title Language Date modifiad
Emx =
3 nwrsihreecolumn.aspxPid=2784
AD Fire Management o=
Cosa nwrsAhreecolumn.aspx?id=2785
E {e
Wi Evems wildlife & Habat =
Forms nwrsMhreecolumn,aspx?id=2787
Maps
+ Multtmedia
o Neows
Page
Search
Seasans Of Wild
¥ isit | Reorder and Finalize Selections
25 whatweDo  |= =R
Conservatior| | W™ Title Link
Get Involved [V} EK Irefuge/UAT/WIldIIfe _and_habitablelk himi?id=2784
n The Comn .
Thebom 7] Widife & Habitat  Jrefuge/UATMIdIif2_and_habitatindex htmi7id=2787
Parnerships
Resouce Ma
snce
Wiidlife and Hat|
‘ m L] -

4. Navigate to the page link that that you want to insert as Featured/Related Pages 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.

5. Click the Save icon when done in the Reorder and Finalize Selections section.

6. The Featured/Related Pages links have been added. Click on the Publish icon to publish the page.

Photo Credits Metadata — Add Photo Credits to a Page

Photo credits can be added to any pages that contain images. The following instructions should be used to add Photo
Credits to any pages you may create. Use the Add an Image section of Unit 14 for instructions on how to add Photo Credit
description and Unit 3 — Photo Credits section for Photo Credit standard and formatting.
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6. Edit the page to add the photo credit to.

7. Select the Metadata tab

s

Metadata ][ Summary
Fhoto Credit: (Image)
)

American Bison (ID: /uploadedimages/Region_2/NWRS/Zone_1/Wichita_Mountains/Images/amerbison520.jpg)

~

Bison_Awction_150x119
{uploadedimages/ Region_2/HNWRS/ Zone_1/Wichita_Mountains/ Images/ Auction_Bison_150x119.jpg)

4 Bacl a Cance " Finizh

8. Click the Edit icon in the Photo Credit section and the Library window will open in images mode

9. 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 in the
Reorder and Finalize Selection section when done.

= Zone 1 Library Foider: “imagesimages”
B Aransas-Matagords "o * - * L
. Aftaater Prame Chicke
- Balcongs Canyonkands - "Al‘
& Buftsio Lake Amencan Sison [upladedmages/Region_UNWRSZone_1/Wichea_MounlansimagesamertisonS20 pal . [
. Caddo Lake Comglex . |
- Duep Fors ‘
= Hagenman
. Lit%a Rwer
- Mukenoe Comphex
. Sat A American 8ison large [uploadedmagesRogion_2INWRSZone_ 1AVIchRa_Mountanatmages/amerbeon jpgl
- Seguoyah Complex
- Soun Texas Rafuges ( q
. Texas Chenler Flan Ry
& Taxas Mdcoast Refugs
* Tehomngo
S Tty Rver Arehery_2 18115 [uploadedimagesfiagion_2NURSZene_1/Mktita_Mounsnsmages0t 45401) JPO)
- Washis Complex
= Vichda Mourntans
Alent v
+ Homne
mages £ D
Saction Configuraty
+ Sechons
. Zone 2 v Tie Unk
+ Region 3 ¥ Ameccan Bson Al oamedinagesRegon_2NWRSZone_ 1/WKCHIA_MOoumiainsieagesamenison 520 g
- :”'r ‘4 NV Bson_Aucton_150x118  luplosdedimages/Regon_2NWRSZone_1/Wicnia_MourtsinafmagesiAucion_Bison_150x118 jpg
+ egion 5
+ egion 6 < >J
» Region 7
Al Reoloo 8 e -
g/ nerihanold edtronorive sty com W ikAres) medinirnart sign ! ag

10. The photo credits have been added. Click on the Publish icon to publish the page.
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EventContent Metadata

The EventContent Metadata is used to define a relationship between an Event Details content and Calendar Item content.
Exercise: 7-5 Associate an Event Detail with a Calendar Event provides step by step instructions.
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Content Scheduling

1. Click the Schedule tab.

Content  Summery  Metadata  Alies |4 Comment  Templates

Start Date: | [None] ERE
End Date: | [none] ENE

Action on End Date: @ Archive and remove from site (expire)

) archive and remain on site
0 Add to the CMS Refresh Report

Click the Select a Date and Time button (@) next to the End Date.
In the pop up window, select a date and hour you want this content to be archived.
Click Done.

Select the radio button Archive and remove from site (expire).

o v kM w N

If you publish the content at this point, the schedule will apply.

Note: Before proceeding with other exercises in class, REMOVE the schedule date by clicking the Delete the Date and Time button (@
). This will allow you to see this content in the next lessons.
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Adding Comments to Content

Comments are used for internal communication about content and are not visible to visitors to the site. Comments make
it easier and faster to determine the changes made between versions of the content.

1. Click the Comment tab.

Content  Summary  Metadata  Allss  Schedule sl il

Comment:

2. Enter your comments in the Comment box.

3. Click the Publish button (E) in the tool bar.
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Adding Summary Information

Summary information is text that sometimes appears in Search Results and when “Teaser Text” is shown on ListSummary
or Collections. Adjust this text in any way you choose. If the summary is blank, it is filled in automatically with
approximately the first 40 words of the text in the main content.

content [ M| Metadata  Aias | Schedule  Comment | Templates

(Gls - B @B@E B9 P 20 0 aE O B fieevsve  ~Nomal |

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nam auctor enim nec eros feugiat vitae adipiscing li
ornare in, lobortis elementum orci. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur
odio, a aliqguam purus velit at lectus. Nulla sed arcu et neque mattis tristiqgue. Vestibulum wvel dolor nisl. Don
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Uploading Files

Ektron provides you with two ways you can upload files, the Document Management System (DMS) and the Library.
Which mechanism to use to upload and manage files depends on whether you want more capabilities to manage the files
when uploaded into Ektron. Follow these simple rules to assist you in making a decision:

e Use the Library for simplicity as it involves uploading and linking to page you will use the file at.

e Use the DMS if you want more functionality like version control, move file to another location, play audio/video
files on web page without need for visitor to have audio/video player on their computer.

Most of the refuge sites will be uploading files like pdf or Multimedia files. For all Multimedia use the Library to upload
and manage the Audio and Video files. Due to bandwidth and server resource usage by Audio and Video running on your
web servers, it is recommended that you consider using video hosting service like YouTube.

Uploadmg File Using DMS

In your Test Folder select New > DMS
Document.

2. For the title type in Sample Document.

3. Click the Browse option to browse to a
document or image on your desktop.

4. Add information into the other tabs such as
summary and metadata.

5. Then Publish this document.

6. You will see Sample Document as a piece of
content in your Test folder.

View Contents of Folder "Test Folder™ ==

¥ New B8 View = Delete

L Folder

I:.'- Blog

L Discussion Board
ﬂ Community Folder
U3 calendar

[E Catalog

2] HTML Content
E-] HTML FormiSurvey

==l Smart Form

Q- DME Document
() Multiple DMS Documents

7| Collection

T Menu

© Action
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Edit Content in Folder "Test Folder™
PEE x1®

Title: |Sample Dacument |[En;|||5r| (LS

Content Searchable

Ml summary  Metadata  Alas | Schedule  Comment

Plaase select a file to upluadl |[ Browse... ]

Note: Multiple DMS Document option from the NEW menu is only supported if Microsoft Office 2003 or greater is
installed and Internet Explorer is used. If you are using Firefox you must install a Firefox drag and drop plugin to have
multiple file upload capability.
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Uploadmg File to the Library

In the Workarea select the Library tab.
2. Navigate to the folder that the file will be uploaded to.

3. From the drop down list, select files.

4. Click the Add button (E).The Add Library ltem window appears.

Tilla Filemanme
| | | Browse...
R | etadata | cotegory.
Description:
oo AR 9 v crragansve | B I (W RIS S EEIEEEE|E
Qe fd>vyaa o8

5. Click the Browse button to browse your local or network drives for the file to be uploaded.

6. Enter a title for the file.

7. Add description of the file in the description field.

8. Click the Save button (B). The file is added to the Library.

Uploadlng an Image to the Library

In the Workarea select the Library tab.
2. Navigate to the folder that the image will be uploaded to.

3. From the drop down list, select Images.

4. Click the Add button (E).The Add Library Item window appears.
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Titlia Filenanme
| | | Browse
D vetaea | cotegory
Description
.f‘ AR 9 M cjayanstie | B I (PR CEEEE=EE S
O-==fd4>vyE3  GE

5. Click the Browse button to browse your local or network drives to locate an image.

6. Enter a title for the image

7. The Description field is used for Photo credits. Add the Photo credits. The following are recommended

examples.
o USFWS (The word “Credit:” will automatically be appended), or
o photog name/ USFWS (The word “Credit:” will automatically be appended), or

o © Dan McGarry (Use copyright symbol and photographer’s name).

8. Click the Save button (B). The image is added to the Library.
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Restoring Content from its History

Reference: “Content” chapter in Ektron CMS400.NET Reference Manual.

A complete history is maintained for content in the CMS. You can view older versions, compare the current published version with older
versions and restore versions of content as desired.

Restoring in the Workarea

History

PEl- R 5 E e

1. Inthe Workarea, navigate to the Fish Springs > Section Configurations folder.

2. Click on the content entitled Visit — Plan Your Visit (content ID 705).

3. Click the History button (E). The Content History window opens.

View Content History
e ®
Last Edit Date
Compare Version (B = Published Date) Title Last User To Edit Comment
Eu 20 s 7118/2011 1:37 PM Visit- Plan Your Visit admin2
1.1 THEI2011 1:37 P Wisit - Plan Your Visit admin2
na 1.0 g 711812011 1:32 PM Visit- Plan Your Visit Administrator Internal

01 71812011 1:32 PM Visit- Plan Your Visit Administrator Internal

4. Select a version to view the differences between the most recent version and an earlier version. The whole number
indicates a published version while a decimal number indicate any content that has been checked in.

Note: The compare radio buttons are for comparing the analytics between versions.

5. Click the View Diff (m) button to view the differences between the live version and that historical version. When
finished, close this window.

6. Restore the selected historical version by clicking on the Restore button (). The Content History window will close and
you will return to the Workarea window.

Note: The content is in a “Staged” state — that is, it is “Checked In” but not published.

7. Click the View Stage button (D) to see the historical version you’ve restored.

8. To make the restored version appear on your web page, click the Edit button ( @ ), make any changes you like, then
publish the changes.
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Restoring in a Web Browser

1. Inabrowser, navigate to the folder containing the content you wish to restore..

In: o7 it

Ct'% preview

j{‘-fiew Content Difference
B sdd Task

Properies

ills view Page Activity

u"@’ Workarea

aLﬂgout

(L= ]

2. Scroll over the silver access point and select View History from the menu

3. Follow steps from the previous exercise: Restoring in the Workarea.
4.  Purging the History

Note to instructor: Fresh installs of CMS400 Developer sites do not have content history as they are purged before shipping the
product.

1. Click on the Test Folder.

2. Choose menu View > Folder Properties.

Click on the Purge History button on the tool bar. (g)

4. Setthe today’s date to purge. Uncheck the options for Recursive Purge or Purge versions marked as published, as shown
below:

Purge content history for folder

Feo

Purge content history for folder: Test Folder

Folder Path: '‘Region 6\NWRSWMountain Zone\Fish Springs\Test Folder

=

Only purge historical versions before: | [yone]

[ Recursive Purge
Purge versions marked as "Published”

5. Click on the Purge History button to start the purge process (g).

When the purge is complete, only the published versions of the content will be left in the history. If you want to remove all older
versions of content, check the Purge versions marked as published box before purging.
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Copying / Moving Content

Reference: “Content” chapter in Ektron CMS400.NET Reference Manual.

Users can copy or move content from one folder to another folder, but they cannot copy or move an entire folder.

Note: To achieve something like moving a folder, a user must create a new folder with the same settings as the original one, then

move all the content from the original folder to the new folder.

If the original folder uses a SmartForm, make sure the destination folder uses the same Smart.

Copying Content

1. Navigate to the Fish Springs NWRS > Your refuge > Alert folder
2. Click on HTML Content next to the Alert content

3. Right Click and select Copy.

= Delete

B View

T Mew Action v ®

Title Caontent Type

) Alert 4 HTML Content

Smart Form: Articlé [ Copy

B = Fish Springs
= Alert

4. Browse to where you want to paste the copied content ® [ Home
[ Section Configurations
5. Rightclick and select Paste Content. B[ Sections

Add Folder
=! AddBlog

Folder
| Add Calendar

Cut Test Folder
Copy Test
Folder

4 Delete Test
Folder
Delete Content

from Test Folder

|

Click ALL to accept the change.

305|Page



Multiple Language?
Some items existin several languages. Do you want to paste them in
all languages or anly the selected languages?

o Al [ Selected € Cancel

Pastes Content in Available Languages the Content is in. .

Moving Content

1. Create a new folder under Test Folder and call it Test 2.

2. Browse to the Test Folder.

3. Click on HTML Content that needs to be moved in order to highlight it.
4. Right Click and select Cut.

o

Browse to Test 2

6. Right click and select Paste Content.

7. Click Continue to finish moving the content.

=

Maove Content Confirmation

All language versions of this content will be moved. OK o continue?

o Continue 3 Cancel

Continue
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The Library

Adding a Hyperlink

1.

N

o v W

In the Library tab, choose your asset folder.

From the drop down list, select Hyperlinks.

Click the Add button ( ®) ).

Enter a title for the hyperlink, which will become the link text. (Example: “Click here to visit Ektron”).

Enter the URL for the link. (Example: http://www.ektron.com)
Add a Description.

Click the Save button (ld). The hyperlink is added to the Library.

Adding a File

1.

N

o v & w

In the Library tab, choose your asset folder.

From the drop down list, select File.

Click the Add button (® ).
Enter a title of the file
Click Browse to select the file

Enter a Description.

Click the Save button (L:ﬂ). The file is added to the Library.

Images
Inserting an Image

Click inside the left cell of the table.

Click the Library button ( ﬁ).

From the dropdown list, select Images.

Library Folder: "Abouwt Uslimages™

S T

Browse to the folder that contains the image you want to add.

lynn200% [uploadedimages/Region_G6MWRSMountain_Zone/Fish_Springs/Sections/Aboutil
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5. Click on an image.

6. Click the Insert button (E) to insert into the content. The picture will be inserted.

7. You can modify the image size, position, border and spacing by right clicking and choosing Set Image Properties.

Image Properties

Border Width: =
Border Color:
Image Alt Text: lynn2005 &

Image Alignment:

Image Src: luploadedimages/Region_6/NVWRS/Mountain_ E]
Horizontal Spacing: o
=
Vertical Spacing: o
ertical Spacing: =
Width: 142 A
f§ Constrain
Height: 132 . |
] m 3

8. Once you are satisfied with the settings, click OK and the picture properties will be changed.
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Adding Images to the Library

Reference: “Library Folder” chapter in Ektron CMS400.NET Reference Manual.

s

-
. Click "Add" icon to
add image or

hyperink.

* Folders

Hyperlinks- displays
hyperlinks added to library.
Only add hyperlinks here if it

is commonly used.
@[ Region3 .
# () Region 4 le':ar! folders
® (| Region 5 15 lENact
. Reg duplicate of
o e content folders
=y NWRS

(| Dakota Zone
=2 Mountain Zone
[ Bear River
() Benton Lake Complex
[/ Bowdoin Complex
[ Browns Park

@[ Charles M. Russell Comples

[ £ Fish Springs
[2 Alert
[#[2) Home

|- Section Configurations

®[ Sections
[ Test Folder
[ Lee Metcalf

[ Medicine Lake Complex
[ National Bison Range Com]

[ National Elk Refuge
® [ Ouray Complex
[ Red Rack Lakes
[ Seedskadee Complex
@[/ Prairie Zone
@[ Region 7
® (| Region B

i |

or quicklinks

g Imiges (W] English (U.S) 47 gy

»

Quicklinks- internal
links automatically

QuickLink

3

Search - allows you to search
the library for assets, images

created by Ektron. display images in selected
This allows content folder.
authors to reference
or reuse contents.
To Add Image

1) Select Folder to add image too

2) From first drop down selectimage

3) Click add icon and an Add image window will appear

4) Browse and select the image you want to upload and click save
5 Now image is uploaded to the folder

User: JCampo | You have

Language drop down list- only
English is available

Deskiop Content RELIEWH Seitings Repors Help

Files- Option not used in
library, use DMS to upload

D Ds

R TI2S2M1 21806 PN luploadedimages/Region_&INWRSMountain_ZonelFish_Springs/home_feature_wichita jpg

Displays "HTML Forms" links.

Images. Select this option to

0 Internet

R

Adding Images and Hyperlinks to the CMS Library makes them readily available for use when creating or editing
content.
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Adding an Image
1. Inthe Workarea select the Library tab.
2. Navigate to the folder Home.

3. From the drop down list, select Images.

)
4. Click the Add button ().The Add Library Item window appears.

Titla Filenarme
| | |[(Browse. |

D wensstn | category.

[rescription:

H o B BB 9 - crraepnshe~ | B F | B = = E
Q=244 >vyEa @

a.
5. Click the Browse button to browse your local or network drives to locate an image.

6. Enter a title for the image and add a Description if needed.

7. Click the Save button (E). The image is added to the Library.

Editing Image Properties
1. In the Library, click the image you want to edit.
2. Click the Edit button (See figure.)
3. Edit the title or description of the image.

4. Click Update (B).

Edit Link Search Overwrite Delete Back
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Overwriting an Image

1.

Click the image you want to overwrite.

Click the Overwrite button ().

Click Browse to select the replacement image.

Click Update (L':ﬂ).

Click OK in the popup box to overwrite the old image with the new one.

Deleting an Image

1.

Click the image you want to delete

@ View Library ltem in Folder: "Homelimages™
LI JORSNG)

Title:  witchita homepage banner

Filename: X _ZonefFish_Spring: _feature_wichita jog
LibraryID: 343
Parent Folder: Home
Last User To Edit:  admin2, admin2
LastEdit Date:  7/25/2011 33237 FM
Date Created:  7/25(2011 3:32:37 P
Description:
Search Data
Display Persistant Promo: Yes

Document Author:

Document Creation Date: | yone)

Category
No categories selected

Tags
No Tags selected

Click the Delete button (@ ).

If you want to remove the file from the CMS server, check the Remove from the server box, then click the
Delete button again. If you only want to remove the image from the folder, leave the box unchecked and

click the Delete button again.

Click OK in the popup message box to delete the image.
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Uploading and Inserting an Image

1. Position the cursor where you would like to insert an image and click the Library button ().

2. Navigate to the folder you would like to add the image to.

3. Click the Add Library button () to add a new image to the library.

Library Folder: "About Uslimages™

4. Click the Browse button. This opens a standard browser window for browsing local or network drives for
an image. Select an image and click Open.

CMS400 Library For scanty

& Library Pl To upload and insert a local file:
@[3 Content .
@[ Region 1
@[3 Region 2
® [ Region3 Filename: Browse...
@ [E Region4 Description: | . . [ (3 @& o - - [Paragraph Style ~ (g 7 |45 @) -
@ [z Regions L
= = Region &
B = NWRS
@[5 Dakota Zone
= [ Mountain Zone
[Z2 Bear River
@[ Benton Lake Complex
@ [E2 Bowdoin Complex
[ Browns Park
@[ Charles M. Russell Ct Metadata:
= [= Fish Springs Search Data
[ Alert Display Persistant Promo:
@ Home Document Author:
= Section Configurati
= = Sections
[ About
[Z= Cosa
@[5 Events

[51 Enrmec

£l
p
I's‘
I,f i
s Ml
@ i
Ll
|
&
El

5. Enter a title for the image.

6. Click the Add Library button () again to add the new image to the Library.
7. Click OK. The image you selected is added to the content.
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m Summary Metadata Alias Schedule Comment Templates

[ 5= B G @ a9 - - |9 e E,ai@A:E@v@'lﬁcontenﬂ_lsabilityvNorm
Just establishing the route was a major endeavor INvolving the scratching out of a rough trail and t
thatched shed but did offer weary drivers and passengers owver night accommodations

= Pony Express 1860 to 1861

A unique icon of American history, the Pony Express was a match of man against the elements. The
west. The pony Express ran for about 18 months before it's demise came with the completion of th
During it's brief existence, the Pony Express provided the fastest communication between east and
States could be traveled all winter. It captured the hearts and the imagination of people all over th
retracing the Pony Express route.

= Owerland Stage 1859 to 1869

Many travelers passed though Fish Springs on the Central Overland Stage Route. The stage line be
through Fish Springs werefamous authors Mark Twain and Horace Greeley. In his account of that w
calculated to undermine one's religious convictions."”

The demise of this service cccurred when the rail roads joined east and west with the driving of th
coasts. Remnants of the foundation of the building that served the passengers on this route can be

Fish Springs stage station - taken 1870

=Transcontinental telegraph 1861 to 1869
Constructed by the Western Union Company, the single wire telegraph ran between St. Joseph, Mis
The telegraph line was replaced by a multi-wire system constructed along the route of the Union P
Mne ran nften tell remnants of the arininal telearanh nnle in this nart nf the decert as the heams w
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8. Click the Save button (E) again to temporarily save your work.
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