State of Indiana

Content Management System
Open Text v.11.2

Training Manual

Version 1.0

Developed by

IIN.EOV

Table of Contents

I G u ] [0 ] -1 g (1o PO TSSOSO
I oo o 113 Vo 1 1 o USSP RO TP PR
1.2 OPENTEXE IMBNU. ...tttk b e sb et neen e
1.3 SEIECHING @ PIOJECL......eteeieee ettt et et reenaeereenreas
Y L - To [ PR PP PSPPI
1.5 Creating @ NEW PagB.......cc.oiiiiiieiieieie ittt bbbt bbb

P I Lc I I3 (A =0 ) (o SRS PSTRSR
2.1 Editing TeXE CONTENL......ccuiiiiieiie ettt e et e b e e raeabeeareas
2.2 LINKING TeXt 10 @ URL...ocoiiiiiiiii ettt
2.3 Linking Text to an INternal PAge ........ccoeiiiiiiiiiiee e
2.4 Linking to an EXIStINg DOCUMENL.........cccueiiiiiiiicciie et
2.5 LINKING t0 @ NEW DOCUMENT......cuviiitiiiieeitie ittt e e eaee e
2.6 INSerting EXISING IMAJES ......oviiiiiiiiiieicee e
2.7 INSEITING NEW IMAQES.....citieiiieiie ettt ettt sa e e e et eebeesneeanes
2.8 EAItING IMAge PrOPEITIES. ....ccvieiiiieiit ettt st neas




3. Managing Page SECLIONS. .......ccviiiiiie ettt s e e e e s ae e st e e nesraesreeneeas 15

3.1 EdItiNg PAgE SECLIONS .....oviiiiciiiieiteie ettt 15
3.2 Adding Additional Page SECHIONS..........cciiiiiiiiieeie e 15
3.3 Rearranging Page SECLIONS .......ccviiieiiiiie ettt te ettt steete e sre e e enes 15
3.4 DiSCONNECtING PAQGE SECHIONS. .....c.viivieiiieie ittt sttt et nte e sreeneenes 16
3.5 Adding a Link to an Outside URL in @ Page SECtiON..........cceiiiiiiiiniiiceieese e 16
3.6 Adding a Link to an Internal Page in a Page SECtion ...........ccccovvveveiieiieie e 17
3.7 Creating a New Page linked from a Page SECtion ..........ccocoviiiiiiiieiene e 18
3.8 Adding a Link to a File in @ Page SECLION ..........cccoiiiieiiiiiee e 18
3.9 Rearranging Links in @ Page SECHION.........cccviiiiieie e 19
3.10 Disconnecting Links in @ Page SECHION. .........cccueiieieiieieece et 19
4. Managing ONIINE SEIVICES.........ccuiiieieiieieeie sttt s e et s et e e e b e sreeste e e e sreenreeeesreennas 21
4.1 Adding an Online Services to an Outside URL.........cccooeiiiiiiniiiie e 21
4.2 Adding an Online Service to an Internal Page...........cccoviievieiieie e 21
4.3 Adding an Online Service t0 @ File.........covoieiiiiieece e 22
4.4 Rearranging ONlING SEIVICES .......ccviiieiiiiecee ettt ste e ste e nnes 23
4.5 DisCONNECtiNg ONIING SEIVICES.......ccuoiuiiiiiiiiieie e 23
5. Managing I Want T0%S .........oooiiiiiiiiie e 24
5.1 Adding an | Want To to an Internal Page..........cccoereriiiiiiiiiieceee s 24
5.2 Adding an | Want To t0 an OutSide URL............cooiiiiiieiiiinine e 24
5.3 Adding an I Want TOt0 @ Fle........cccoviiiiieiie e 25
5.4 Rearranging I Want TO’S ....cceoviiiiiiiniiiiieiiii s 26
5.5 Disconnecting I Want T S....ccc.eeouiiiiiiiiiie e 26
Y EoTaE=To T T TRYAYA Lo o T=] £SO S PS 27
7. Managing Left Navigation ITEMS...........cccviiiiiiic et 28
7.1 Adding Tier 1 Left Navigation [teMS.........ooviiiiiiiieie s 28
7.2 Adding Tier 1 Left Navigation Items with Dropdowns............cccccoeieeiiiieiie e 28
7.3 Rearranging Tier 1 Left Navigation IteMS..........cccoiiveiiiiie e 29
7.4 Adding Tier 2 Left Navigation IEMS........ccooiiiiiiiiiee e 30
7.5 Rearranging Tier 2 Left Navigation [€MS...........cceiiiiiiiicic e 30
8. Releasing/PUbBliSNING...........coiii e 31
8.1 Publishing @ SiNgle ChanQe.........c.voiuiiiiiiiic et re e 31
8.2 Publishing the ENtIre PrOJECT ......ccuoiiiiiiiiiieieeee e 31
T T- - o o SRS US PSS 32
0.1 SEAICN FOF PAQES. .. .cviieiieiie ettt et e et e e s e e be e s e e e reenree e 32




10. Smart Edit Panels

.................................................................................................................. 33
10.1 Content ClasSES PANEL..........ooiiiviiii ettt e e e e sbrae e 33
10.2 Page Search Panel ... s 34
10.3 CHPD0Ard Panel..........cooiiiiiieee e 34
OB NIy = a1 IS 35

IN.8VY.




1. Getting Started

1.1 Logging In

w N

4.

5.

OPENTEXT

. Open a browser window, Internet Explorer is optimal, but Chrome and Firefox

work as well.
Type webcms11.in.gov in the address bar

. The Open Text Web Site Management software opens with two fields for

username and password

Enter your log-in credentials. These will either be your IOT credentials
(computer, email) or credentials provided by IN.gov.

Select Start

Web Site Management

Msnagement Server 11.2 Build 11.2.1.111
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https://webcms11.in.gov/CMS/

1.2 OpenText Menu

The Open Text Menu is located on the top of the Homepage. Depending on
authorizations and modules assigned, the menu items that are available will differ.

OPENTEXT o = § = = =
Web Site Management | administrator 4 Settings | &) Help | O# Log Off Y J

Homepage lv(r':onﬁgur,e Homepage l Language Variant v_l Project v

Homepage
Allows the user to monitor the changes that have been made to the site.

SmartEdit / Content Manager
Takes the user to the Start Page, to begin making changes

SmartTree / Content Manager
With proper permission, this will take the user to a tree view of the project, to
begin making changes

Asset Manager
With proper permission, takes the user to the files and images repositories.

Tasks
Allows the user to review all recent changes to the site that need released
and/or approved

Search
Allows the user to search all pages created in the project

Settings \ User Settings
Allows user to adjust account settings (if available)

Help
Access the Open Text Help system.

Log Off
Allows the user to successfully log off of the project

IN.8VY.




Project
Drop down for accessing projects assigned to your account.

1.3 Selecting a Project

1. Once successfully logged in, select the Project drop down in the top right of
the screen
2. Scroll to or select your project

Please Note: Project links display a green check if the user is already logged into
the project.

4¢ Settings | & Help | 5# Log Off

IN.gov Core

IN.gov Global Content

« 1072

1.4 Start Page

1. Select Smart Edit from the Open Text menu to open the Start Page

The Start Page opens and contains links that include Home Page and Utility
Pages

Home Page: Select this link to begin editing the Agency’s Website ®
Utility Pages: This link is used exclusively by administrators.

IN.2VY.




OPENTEXT e e —
Web Site Management | administrator 4 Settings | & Help | 59 Log Off Q

SmartEdit SmartTree Asset Manager Tasks Search

Start Page

* Home Page

* Forms.IN.gov

* Mobile Home Page
« Utility Pages

User name: OpenTextUser | Project IOT 2 | Language Variant: English | @ =1 [elFIS]

Once you click on Home Page (or the top link if named differently) you will be taken
to the home page of your site where you can start navigating or editing.

IN.EOY.
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Q‘ @ https://;reb(ms1l.|n.gov7CMS/WebCIlent/gmartEglt,aspx N - £~ @& State of Indiana [US]M

| @ OpenTest Web Site Manageme...| @ OpenTest Web Site Manage... % | | -

()I'I:N']'l_:,\'l A = & | Q
Web Site Management | administrator 4 Settings | & Help | S# Log Off A

CeT= T [ SmartTree:

%) [ Open Foundation Page Controls ]

Expand/ Gollapse

I0T HOME IG’[OpenRiquox]
About Online Services
Contact - Self-Service Password Reset

- 10T Billing for Agencies
(PINNACLE)

- Citrix Remote Access

- PeopleSoft Financials

« PeopleSoft Human
Resources

- PeopleSoft Employee
Training

« Submit an 10T Customer
Service Ticket

D Customer Service

I & [ Open Sub Navigation ]

Customer Service Home

Customer Service Desk
10T Billing
Mobile Device Management

PC Hardware Refresh Schedule &
Status

Services Descriptions & Rates LA A A A « Webmail
= Yooy - webmasters.IN.gov

Policies, Procedures & ©) [ OPEN CONTENT SECTION ID: 2325 wel

Standards I L 3 - Forms.IN.gov
IN.gov Program Network / System Status MORE ONLINE SERVICES »

Internet Auctions SUBSCRIBER CENTER »

IT Training

Smart Printing Agencies (SPA] ==

Initiative 9A9 ¢ ) IU [Open "I Want To.."] 'D: 248
'Procurement

| Want To...

I &) [ Open Sub Navigation ]

Managed Service Provider

Independent Verification & Validation

Request for Proposal

PeopleSoft (GMIS) l &) [ OPEN CONTENT SECTION ] i=2as
Security
I & [ Open Sub Navigation ] IOT News
Information Resources Use + 2012 State of IT Presentation v
Agreement ¢
e OpenTexiUse — S|BS9
Only secure content is displayed. ~ What's the risk? Show all content =

https://webemsLLin.gov/! gequid= . 100% ~

1.5 Creating a New Page (Child Page)

Locate the page to add a new link from.
Select Open Foundation Page Controls
Select Advanced Options

Select Manage Child Pages

The Edit Link Element Menu opens
Select Create and Connect Page

The Edit Headline Menu Opens

NoOURWN R

STOP! Write down the 4-digit number that appears in the text box, this will
be used later to create the link to the new page.

8. Type the title of the new page

IN.EVY.,




9. Select OK

10.The page reappears

11.Select Edit Text Content

12.The Text Editor opens

13.Type the text of the new link in the text area

14.Highlight the word(s) to hyperlink

15.Select the Insert/Edit Link button (the globe icon with a chain link)
16.The Insert/Edit Link window opens

17.Select the Insert Link to Page button (the icon with a blank piece of paper)
18.The Page Search Menu opens

19.Select the green plus sign at the bottom to add more search criteria
20.Type the 4-digit number from Step 7

21.Select Start

22.The Search Results appear.

23.Select the title of the newly created page.

24.Select OK

25.Select OK (again)

26.The page reappears with the modifications

27.See Publishing a Single Change to publish the changes

IN.8VY.




2. The Text Editor

2.1 Editing Text Content

PN hWNE

Navigate to the page the needs modified

Select Open Foundation Page Controls

Select Edit Text Content

The Text Editor opens

Insert/Edit content into the Text Editor

Select OK

The page reappears with the modifications

See Publishing a Single Change to publish the changes

Please note: If the Text Editor does not contain any content, yet there is visible
content on the page, refer to Managing Page Sections to make changes to the
content.

2.2 Linking Text to a URL

CONOUT A WN

Navigate to the page the needs modified

Select Open Foundation Page Controls

Select Edit Text Content

The Text Editor opens

Highlight the word(s) to use for the link

Select the Insert/Edit Link button (the globe icon with a chain link)
The Insert/Edit Link window opens

Insert the Web Address into the top text box (Include the http://)
Select OK

10.Select OK (again)
11.The page reappears with the modifications
12.See Publishing a Single Change to publish the changes

2.3 Linking Text to an Internal Page

ounhwne

Navigate to the page the needs modified

Select Open Foundation Page Controls

Select Edit Text Content

The Text Editor opens

Highlight the word(s) to use for the link

Select the Insert/Edit Link button (the globe icon with a chain link)

IN.2OY.,




7. The Insert/Edit Link window opens

8. Select the Insert Link to Page button (the icon with a blank piece of paper)

9. The Page Search Menu opens

10.Search for the page to link to by typing the title in the Headline field, or add
more search criteria and search by Page ID.

11.Select Start

12.The Search Results appear.

13.After locating the correct page, click on the page title

14.Select OK

15.Select OK (again)

16.The page reappears with the modifications

17.See Publishing a Single Change to publish the changes

2.4 Linking to an Existing Document

1. Navigate to the page the needs modified

2. Select Open Foundation Page Controls

3. Select Edit Text Content

4. The Text Editor opens

5. Highlight the word(s) to use for the link

6. Select the Insert/Edit Link button (the globe icon with a chain link)

7. The Insert/Edit Link window opens

8. Select Insert File Link button (the icon with a valley and sunset)

9. The Insert File Link window opens

10.Select File from Server if the file is already being used on the Agency’s
website, if not see Linking to a New Document

11.Select OK

12.The Asset Manager Opens

13.Using the search function at the top of the window, begin typing the filename
while leaving the asterisk (*) at the end, or type the complete filename and
extension

14.Select the Search button

15.Preview the file by selecting the icon, or select the filename to view document
information

16.After locating the correct file, click on the filename, and select OK

17.Select OK (again)

18.The page reappears with the modifications

19.See Publishing a Single Change to publish the changes

IN.20OY.,




2.5 Linking to a New Document

Navigate to the page the needs modified

Select Open Foundation Page Controls

Select Edit Text Content

The Text Editor opens

Highlight the word(s) to use for the hyperlink

Select the Insert/Edit Link button (the globe icon with a chain link)
The Insert/Edit Link window opens

Select Insert File Link button (the icon with a valley and sunset)
The Insert File Link window opens

10.Choose Select File from Local File System

11.Select OK

12.Select the Browse button

13.The Choose File dialog opens

14.Navigate to the Folder in which the file is currently located
15.Select the File

16.Select OK, and wait for the file to upload

17.Select OK

18.Select the folder to place the new document in (Files or Images)
19.Select OK

20.Select OK (again)

21.The page reappears with the modifications

22.See Publishing a Single Change to publish the changes

VoOoNOT AWM=

2.6 Inserting Existing Images

Navigate to the page the needs modified

Select Open Foundation Page Controls

Select Edit Text Content

The Text Editor opens

Select the Insert/Edit Image button (the icon with a mountain and sunset)

The Insert/Edit Image window opens

Select File from Server if the file is already being used on the Agency’s

website, if not see Inserting New Images

8. Select OK

9. The Asset Manager Opens

10.Using the search function at the top of the window, begin typing the filename
while leaving the asterisk (*) at the end

11.Select the Search button

12.Preview the file by selecting the icon, or select the filename to view document

information
IN g Page 12
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13.After locating the correct file, click on the filename, and select OK
14.Select OK (again)

15.The Text Editor reappears

16.See Editing Image Properties to edit the image properties
17.Select OK

18.See Publishing a Single Change to publish the changes

2.7 Inserting New Images

Navigate to the page the needs modified

Select Open Foundation Page Controls

Select Edit Text Content

The Text Editor opens

Select the Insert/Edit Image button (the icon with a mountain and sunset)
The Insert/Edit Image window opens

Select File from Local File System

Select OK

. Select the Browse button

10.The Choose File dialog opens

11.Navigate to the Folder in which the file is currently located
12.Select the Image

13.Select OK, and wait for the image to upload.

14.Select OK

15.Select the Images folder to place the new image in
16.Select OK

17.Select OK (again)

18.The Text Editor reappears

19.See Editing Image Properties to edit the image properties
20.Select OK

21.See Publishing a Single Change to publish the changes

CONPUTAWN

2.8 Editing Image Properties

After the image is inserted into the Text Editor, click the image once.

Select the Insert/Edit Image button (the icon with a mountain and sunset)
The Image Properties Menu opens

Select Alignment to change how the image is aligned on the page.

Insert a Border value to add a border around the image. Typically a value of
0 or 1 is used.

Insert a VSpace value to add padding on the top and bottom of the image.

Typically a value of 10 is used.
IN.g Page 13

nhwn=

o




7. Insert an HSpace value to add padding on the left and right of the image.
Typically a value of 10 is used.

8. Adjust the Height and Width of the image, or automatically Resize the image
by inserting a percentage.

9. Insert an ALT tag, a brief description of the image, for every image used on
the site. This is required for 508 Compliance.

10.The other tags are not used, and can remain blank.

Please Note: Preview the image changes by selecting the Preview button and
reviewing the image in the Text Editor

IN.8VY..




3. Managing Page Sections

3.1 Editing Page Sections

Some agency sites utilize the Additional Content area. This area allows the user to
store multiple page sections on a webpage.

N hWNE

Navigate to the page the needs modified

Select the Open Page Section

Select Edit Page Text

The Text Editor opens

Insert/Edit content in the Text Editor

Select OK

The page reappears with the modifications

See Publishing a Single Change to publish the changes

3.2 Adding Additional Page Sections

ounkwne

Navigate to the page that needs modified

Select Additional Content Quick Actions

Select Add Multiple Basic Content Elements

Type a name for the new page section

Select Create Sections

See Editing Additional Content Areas to add content

3.3 Rearranging Page Sections

LoNOAWLNE

Navigate to the page that contains the page sections

Select Open Foundation Page Controls link

Select Advanced Options link

Select Manage Additional Content Area

The Edit Link Element Menu opens

Select Edit Page Order

The Edit Page Order Menu Opens

Select the Page Section to move

Select the Down (or Up) Arrow to move the page section to the desired

10.Select OK

IN.20Y..




11.The page reappears with the modifications
12.See Publishing a Single Change to publish the changes

3.4 Disconnecting Page Sections

Navigate to the page that contains the page sections
Select Open Foundation Page Controls link

Select Advanced Options link

Select Manage Additional Content Area link

The Edit Link Element Menu opens

Select Disconnect Page from List

The Disconnect Page from Link Menu opens

Select the Page Section to remove

Select OK

10 The page reappears with the modifications

11.See Publishing a Single Change to publish the changes

CONPUTAWN

3.5 Adding a Link to an Outside URL in a Page Section

Navigate to the page the needs modified

Select Open Page Section

Select Manage List of Pages/URLs/Files

The Edit Link Element Menu opens

Select Create and Connect Page

The Content Class Groups Menu opens

In the top section, select Content Components [GLOBAL]
In the bottom section, select Link to a Page or URL

. The Edit Headline Menu opens

10 Insert the text to use for the link into the text box
11.Select OK

12.The page reappears with the modifications

13.Locate the new link

14.Select Link to Page or URL, the red dot with an underscore (_)
15.The Edit Link Element Menu opens

16.Select the Assign URL link

17.The Assign URL Menu opens

18.Insert Web site Address into the text box (Include the http://)
19.Select OK

20.The page reappears with the modifications

21.Select the Tasks button on the left-side menu

22.The Select Tasks Menu opens

CONOUIAWN
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23.Select the 1 Edit Pages link

24.The Search Results Menu opens

25.Select the newly created link

26.Select the Submit Selected Pages to Workflow button.
27.See Publishing a Single Change to publish the changes

3.6 Adding a Link to an Internal Page in a Page Section

Navigate to the page the needs modified

Select Open Page Section

Select Manage List of Pages/URLs/Files

The Edit Link Element Menu opens

Select Create and Connect Page

The Content Class Groups Menu opens

In the top section, select Content Components [GLOBAL]

In the bottom section, select Link to a Page or URL

. The Edit Headline Menu opens

10 Insert text to use for the link into the text box

11.Select OK

12.The page reappears with the modifications

13.Locate the new link

14.Select Link to Page or URL, the red dot with an underscore (_)

15.The Edit Link Element Menu opens

16.Select the Reference Page link

17.The Page Search Menu appears

18.Search for the page to link to by typing the title in the Headline field, or add
more search criteria at the bottom and search by Page ID.

19.Select Start

20.The Search Results appear.

21.After locating the correct page, select the page title

22.The page reappears with the modifications

23.Select the Tasks button on the left-side menu

24.The Select Tasks Menu appears

25.Select the 1 Edit Pages link

26.The Search Results Menu opens

27.Select the newly created link

28.Select the Submit Selected Pages to Workflow button.

29.See Publishing a Single Change to publish the changes

LoOoNONRAWNE
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3.7 Creating a New Page linked from a Page Section

Navigate to the page the needs modified

Select Open Page Section

Select Manage List of Pages/URLs/Files

The Edit Link Element Menu opens

Select Create and Connect Page

The Content Class Groups Menu opens

In the top section, select New - Foundation [GLOBAL]
In the bottom section, select Foundation (Main foundation template for all
pages)

9. The Edit Headline Menu opens

10.Insert a title for the new page in the text box
11.Select OK

12.Select the Tasks button on the left-side menu

13.The Select Tasks Menu opens

14.Select the 1 Edit Pages link

15.The Search Results Menu opens

16.Select the newly created page

17.Select the Submit Selected Pages to Workflow button.
18.See Publishing a Single Change to publish the changes

N hWNE

Please Note: The new page will be published without any content. After following
all of the steps above, see Editing Text Content to add content to the new page.

3.8 Adding a Link to a File in a Page Section

Navigate to the page the needs modified

Select Open Page Section

Select Manage List of Pages/URLs/Files

The Edit Link Element Menu opens

Select Create and Connect Page

The Content Class Groups Menu opens

In the top section, select Content Components [GLOBAL]
In the bottom section, select Link to a File

The Edit Headline Menu opens

10.Insert text to use for the link into the text box

11.Select OK

12.The page reappears with the modifications

13.Locate the new link

14.Select The File to Link To red dot next to the newly created
15.The Edit Media Element Menu opens

16.Select the Green Pencil

VoOoNOOAWLNE
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17.The Asset Manager Opens

18.Using the search function at the top of the window, begin typing the filename
while leaving the asterisk (*) at the end

19.Select the Search button

20.Preview the file by selecting the icon, or select the filename to view document
information

21.After locating the correct file, click on the filename, and select OK

22.The page reappears with the modifications

23.Select the Tasks button on the left-side menu

24.The Select Tasks Menu opens

25.Select the 1 Edit Pages link

26.The Search Results Menu opens

27.Select the newly created link

28.Select the Submit Selected Pages to Workflow button.

29.See Publishing a Single Change to publish the changes

Please Note: If linking to a file that is not listed in the Asset Manager, click Select
from Local File System and locate the file to link to.

3.9 Rearranging Links in a Page Section

Navigate to the page the needs modified

Select Open Page Section

Select Manage List of Pages/URLs/Files

The Edit Link Element Menu opens

Select Edit Page Order

The Edit Page Order Menu opens

Select the Page Section to move

Select the Down (or Up) Arrow to move the link to the desired location
. Select OK

10.The page reappears with the modifications

11.See Publishing a Single Change to publish the changes

CONPU AWM

3.10 Disconnecting Links in a Page Section

Navigate to the page the needs modified
Select Open Page Section

Select Manage List of Pages/URLs/Files

The Edit Link Element Menu opens

Select Disconnect Page from List

The Disconnect Page from Link Menu opens
Select the Page Section to remove

Nounhkwne
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8. Select OK
9. The page reappears with the modifications
10.See Publishing a Single Change to publish the changes

IN.8OY.,




4. Managing Online Services

4.1 Adding an Online Services to an Outside URL

Navigate to the Agency’s front page

Select Open Right Box

Select Manage List of Services

The Edit Link Element Menu opens

Select the Create and Connect Page link

The Content Class Groups Menu opens

In the top Section, select Content Components [GLOBAL]
In the bottom Section, select Link to a Page or URL

. The Edit Headline Menu opens

10 Insert the title of the Online Service into the text box
11.Select OK

12.The agency front page reappears

13.Locate the new link

14.Select Link to Page or URL, the red dot with an underscore (_)
15.The Edit Link Element Menu opens

16.Select the Assign URL link

17.The Assign URL Menu opens

18.Insert Web site Address into the text box (Include the http://)
19.Select OK

20.The agency front page reappears

21.See Publishing the Entire Site to publish the changes

WOoNOOAWNE

4.2 Adding an Online Service to an Internal Page

1. Navigate to the Agency’s front page

2. Select Open Right Box

3. Select Manage List of Services

4. The Edit Link Element Menu opens

5. Select the Create and Connect Page link

6. The Content Class Groups Menu opens

7. In the top Section, select Content Components [GLOBAL]
8. In the bottom Section, select Link to a Page or URL

9. The Edit Headline Menu opens

10.Insert the title of the Online Service into the text box

IN.20Y.,




11.Select OK

12.The agency front page reappears

13.Locate the new link

14.Select Link to Page or URL, the red dot with an underscore (_)

15.The Edit Link Element Menu opens

16.Select the Reference Page link

17.The Page Search Menu opens

18.Search for the page to link to by typing the title in the Headline field, or add
more search criteria at the bottom and search by Page ID.

19.Select Start

20.The Search Results appear.

21.Select the page to link to by selecting the page title.

22.The front page reappears

23.See Publishing the Entire Site to publish the changes

4.3 Adding an Online Service to a File

Navigate to the Agency’s front page

Select Open Right Box

Select Manage List of Services

The Edit Link Element Menu opens

Select the Create and Connect Page link

The Content Class Groups Menu opens

In the top Section, select Content Components [GLOBAL]

In the bottom Section, select Link to File

. The Edit Headline Menu opens

10 Insert the title of the Online Service into the text box

11.Select OK

12.The agency front page reappears

13.Locate the new link

14.Select The File to Link To red dot next to the newly created link

15.The Edit Media Element Menu opens

16.Select the Green Pencil

17.The Asset Manager Opens

18.Using the search function at the top of the window, begin typing the filename
while leaving the asterisk (*) at the end

19.Select the Search button

20.Preview the file by selecting the icon, or select the filename to view document
information

21.After locating the correct file, click on the filename, and select OK

22.The front page reappears

23.See Publishing the Entire Site to publish the changes

CONOUAWNE
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Please Note: If linking to a file that is not listed in the Asset Manager, click Select
from Local File System and locate the file to link to.

4.4 Rearranging Online Services

Navigate to the Agency’s front page

Select Open Right Box

Select Manage List of Services

The Edit Link Element Menu opens

Select Edit Page Order

The Edit Page Order Menu opens

Select the Online Service to move

Select the Down (or Up) Arrow to move the Widget to the desired location
Select OK

10 The front page reappears

11.See Publishing the Entire Site to publish the changes

LONONRWNE

4.5 Disconnecting Online Services

1. Navigate to the Agency’s front page

2. Select Open Right Box

3. Select Manage List of Services

4. The Edit Link Element Menu opens

5. Select Disconnect Page from List

6. The Disconnect Pages from List Menu opensd

7. Select the Online Service to remove

8. Select OK

9. The front page reappears

10.See Publishing the Entire Site to publish the changes

IN.20Y..




5. Managing | Want To’s

5.1 Adding a Link to an Internal Page

Navigate to the Agency’s front page

Select Open I Want To...

Select Manage “I Want” list

The Edit Link Element Menu opens

Select the Create and Connect Page link

The Content Class Groups Menu opens

In the top Section, select Content Components [GLOBAL]

In the bottom Section, select Link to a Page or URL

. The Edit Headline Menu opens

10 Insert text of the I Want To into the text box

11.Select OK

12.The agency front page reappears

13.Locate the new link

14.Select Link to Page or URL, the red dot with an underscore (_)

15.The Edit Link Element Menu opens

16.Select the Reference Page link

17.The Page Search Menu opens

18.Search for the page to link to by typing the title in the Headline field, or add
more search criteria at the bottom and search by Page ID.

19.Select Start

20.The Search Results appear.

21.After locating the correct page, click the page title.

22.The front page reappears

23.See Publishing the Entire Site to publish the changes

CONOUTAWN

5.2 Adding a Link to an Outside URL

Navigate to the Agency’s front page

Select Open I Want To...

Select Manage “I Want” list

The Edit Link Element Menu opens

Select the Create and Connect Page link

The Content Class Groups Menu opens

In the top Section, select Content Components [GLOBAL]

IN.20Y..
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8. In the bottom Section, select Link to a Page or URL

9. The Edit Headline Menu opens

10.Insert text of the I Want To into the text box

11.Select OK

12.The agency front page reappears

13.Locate the new link

14.Select Link to Page or URL, the red dot with an underscore (_)
15.The Edit Link Element Menu opens

16.Select the Assign URL link

17.The Assign URL Menu opens

18.Insert Web site Address into the text box (Include the http://)
19.Select OK

20.The agency front page reappears

21.See Publishing the Entire Site to publish the changes

5.3 Adding a Link to a File

Navigate to the Agency’s front page

Select Open I Want To...

Select Manage "I Want” list

The Edit Link Element Menu opens

Select the Create and Connect Page link

The Content Class Groups Menu opens

In the top Section, select Content Components [GLOBAL]

In the bottom Section, select Link to File

. The Edit Headline Menu opens

10 Insert text of the I Want To into the text box

11.Select OK

12.The agency front page reappears

13.Select The File to Link To red dot next to the newly created link

14.The Edit Media Element Menu opens

15.Select the Green Pencil

16.The Asset Manager Opens

17.Use the search function at the top of the window, begin typing the filename
while leaving the asterisk (*) at the end

18.Select the Search button

19.Preview the file by selecting the icon, or select the filename to view document
information

20.After locating the correct file, click on the filename, and select OK

21.The front page reappears

22.See Publishing the Entire Site to publish the changes

CONOUAWN
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Please Note: If linking to a file that is not listed in the Asset Manager, click Select
from Local File System in the Asset Manager and locate the file link to.

5.4 Rearranging I Want To’s

Navigate to the Agency’s front page

Select Open I Want To...

Select Manage "I Want” list

The Edit Link Element Menu opens

Select Edit Page Order

The Edit Page Order Menu opens

Select the I Want To to move

Select the Down (or Up) Arrow to move the Widget to the desired location
Select OK

10 The front page reappears

11.See Publishing the Entire Site to publish the changes

LONONRWNE

5.5 Disconnecting I Want To’s

1. Navigate to the Agency’s front page

2. Select Open I Want To...

3. Select Manage "I Want” list

4. The Edit Link Element Menu opens

5. Select Disconnect Page from List

6. The Disconnect Pages from List Menu opens

7. Select the I Want to to remove

8. Select OK

9. The front page reappears

10.See Publishing the Entire Site to publish the changes
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6. Managing Widgets

In order to maintain IN.gov’s Design Standards, submit a request for a new widget
to http://webmasters.in.gov. Please include a detailed description of the widget as

well as any artwork the widget will contain.
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/. Managing Left Navigation Items

7.1 Adding Tier 1 Left Navigation Items

A lot of thought and planning went into each agency’s left navigation. Please
contact your department head and get prior approval.

N hWNE

9.

Navigate to the Agency’s front page

Select Open Foundation Page Controls

Select Manage Main Navigation

The Edit Link Element Menu opens

Select Create and Connect page

The Content Class Groups Menu opens

In the top section, select Foundation [GLOBAL]

In the bottom section, select Foundation (Main foundation template for all
pages)

Type the left navigation link name

10.Select OK
11.The front page reappears
12.See Rearranging Tier 1 Left Navigation Items to move the item to the

appropriate position

13.See Publishing the Entire Site to publish the changes

7.2 Adding Tier 1 Left Navigation Items with Dropdowns

A lot of thought and planning went into each agency’s left navigation. Please
contact your department head and get prior approval.

PN R WL E

9.

Navigate to the Agency’s front page

Select Open Foundation Page Controls

Select Manage Main Navigation

The Edit Link Element Menu opens

Select Create and Connect page

The Content Class Groups menu opens

In the top section, select Foundation [GLOBAL]

In the bottom section, select Foundation (Main foundation template for all
pages)

Type the left navigation link name

10.Select OK
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11.The front page reappears

12.Select the newly created Tier 1

13.Select Open Foundation Page Controls

14.Select Add Sub Navigation

15.The Edit Link Element menu opens

16.Select Create and Connect page

17.The Content Class Groups Menu opens

18.In the top section, select Structural Components [GLOBAL]

19.1n the bottom section, select Sub Navigation

20.Select OK

21.The page reappears

22.Select Manage Sub Navigation

23.The Edit Link Element Menu opens

24 .Select Create and Connect Page

25.The Edit Headline Menu opens

26.Type the text for the new Tier 2 link

27.Select OK

28.The front page reappears

29.Select the newly created Tier 1

30.Select the newly created Tier 2

31.See Editing Text Fields to add content

32.See Rearranging Tier 2 Left Navigation Items to move the item to the
appropriate position

33.See Publishing the Entire Site to publish the changes

7.3 Rearranging Tier 1 Left Navigation Items

A lot of thought and planning went into each agency’s left navigation. Please
contact your department head and get prior approval.

Navigate to the Agency’s front page

Select Open Foundation Page Controls

Select Manage Main Navigation

The Edit Link Element Menu opens

Select Edit Page Order

The Edit Page Order Menu opens

Select the Left Navigation Item to move

Select the Down (or Up) Arrow to move the Left Navigation Item to the
desired location

9. Select OK

10.The front page reappears

11.See Publishing the Entire Site to publish the changes

PN hWLNOE
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7.4 Adding Tier 2 Left Navigation Items

A lot of thought and planning went into each agency’s left navigation. Please
contact your department head and get prior approval.

CONPUTAWN

Navigate to the Agency’s front page

Locate the Tier 1 link that includes the dropdown to modify
Select Open Sub Navigation

Select Manage Sub Navigation

The Edit Link Element Menu opens

Select Create and Connect Page

The Edit Headline Menu opens

Type the text for the new Tier 2 link

Select OK

10.The front page reappears
11.See Rearranging Tier 2 Left Navigation Items to move the item to the

appropriate position

12.See Publishing the Entire Site to publish the changes

7.5 Rearranging Tier 2 Left Navigation Items

A lot of thought and planning went into each agency’s left navigation. Please
contact your department head and get prior approval.

LoONONRWNE

Navigate to the Agency’s front page

Locate the Tier 1 link that includes the dropdown to modify

Select Open Sub Navigation

Select Manage Sub Navigation

The Edit Link Element Menu opens

Select Edit Page Order

The Edit Page Order Menu opens

Select the Left Navigation Item to move

Select the Down (or Up) Arrow to move the Left Navigation Item to desired
location

10.Select OK
11.The front page reappears
12.See Publishing the Entire Site to publish the changes
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8. Releasing/Publishing

8.1 Publishing a Single Change

N~

ounkw

7.
8.

Finish making the change

With Open Foundation Page Controls open, right click in the content area to

access the Actions

The Page Actions Menu opens

Select Submit Page to Workflow

Right click in the content area to access the Actions
The Page Actions Menu opens

Select the Publish all following checkbox
Select HTML_APACHE_PROD or HTML_APACHE_TEST

9.Select OK

Please Note: If you do not see Publish Page on Step 7, your agency has a
workflow in use. At this point, select Submit Page to Workflow and you are finished.

It will be up to the approver to accept the change and publish.

8.2 Publishing the Entire Project

There are two reasons why you would need two publish the entire project.

If you have performed either of the above, follow these steps:

6.
7.
8.
. Select Release

You make a change to the left or right navigation areas, or

You make multiple changes across the entire site

1. Finish making the change(s)

2.

3. Select the Tasks button on the top menu
4.

Navigate to the Agency’s front page

The Select Tasks Menu opens

Open Relases

Open Pages Waiting for Release (#)
Select English

Right click the resulting page to the right
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OPENTEXT .
Web Site Management | administrator

Homepage 7 SmartEdit || SmartTree I Asset Manager |

[% My Pages Drag a column heading (*) into this area to group by.
[z Correction D Headline | Original author * | Creation date f
= [3 Releases 8] — Sk
- G O 2415 © Reiect Page EnTextl
[=] @ Pages Waiting for Release (1) —
© Release
Fe(Engish (1] _
T, Pages | Released g Create Shortcut in Clipboard for Page with ID: 2415
% Translated Pages Waiting for Rele: W Open in SmartEdit

«# Structural Changes
[@] My Task Lists

Preview In Redlining Mode

Select All Pages

Clear Page Selection

10.Select Smart Edit in the top menu

11.
12.
13.
12.
13.
14,
15.

Select Home page

Select Open Foundation Page Controls

Right click in the content section

Select the Publish Page link

Select Publish all following pages, and Publish related pages
Select HTML_APACHE_PROD and HTML_APACHE_TEST
Select OK
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9. Search

9.1 Search for Page

1. Select Search from top menu
2. Select Edit Search if not options show.

Homepage Il SmartEdit | SmartTree | Asset Manager Il Tasks Server Manager

& Recent Searches No search selected Edit your search by clicking "Edit Search”.

=i Saved Searches

Drag a column heading (*) into this area to group by.

[@ My Searches
[ system Searches

[Original author *

There are no items to show in this view.

N = i i

Use the Search criteria drop down to select your search method
Input your search criteria in the field

Select Run Search

Your page information should appear below

Hover over the page information then right click

PN AW

Select Create Shortcut in Clipboard to store the page in your clipboard, or

select Open in SmartEdit to begin editing the page

Search e

Hide Panels | Language Variant .| Project v,

Search from: 06/11/2014 17:59:45 (Page ID is '2379")
Search criteria

Page ID: is [2379 | %

| Hice |

| RunSearch | | Save | [ Undo Changes

Drag a column heading (*) into this area to group by.

B eadline Onginal autho Creation date ast edito odification date onte ass

[:\ [:l 2379  Internet Auctions anh.mcclure 30/06/2008 10:33:48 msteele 17067013 020808 L ion [ALORAL

"% Create Shortcut in Clipboard for Page with ID: 2379
W Open in SmartEdit

bl i ki ki

Select All Pages

Clear Page Selection

10T Workflow/

Page 1 of 1 (1 item)
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10. Panels

Panels are located in the right side of your SmartEdit Screen, You may
need to select Display Panels.

10.1 Content Classes panel

Using the Content Classes panel, you can
create a new page by dragging a content class

| New - Content [GLOBAL]

or a page definition to the RedDot symbol of a

I

structural element. A new page is then

created based on the selected content class
and connected to the structural element. If
you have selected a page definition, multiple
pages are created accordingly.

When displaying the content classes and page
definitions in the panel, you have the following
options:

e Switch content class folder - The panel
displays only those content classes and page
definitions that are in one content class folder.

[ Banner Image or Flash File

[ Calendar Syndication

[ Content section with headline, open text, list of lin
™ Home Quick Links Sections (4)

™ Home Welcome Content Section

® Press/Events i-Frame

@ Rule

< >

Using the drop-down list at the top of the
panel, you can switch the content class folder.

e Filter content classes - Enter a term in the box and click the symbol.
The panel now displays only those content classes or page definitions
whose name contains the term entered. All other content classes and
page definitions are hidden.

e Delete filter - Deletes the term entered in the box. All the content
classes and page definitions of the selected content class folder are
displayed again.

e Content class information - If a description or a preview symbol has
been defined for a content class, this information is displayed when you
place the pointer over the content class nhame.
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10.2 Page Search panel

= ‘(;< My Searches
= L‘_‘ System Searches

The Page Search panel lets you run saved
searches that were defined in the Search
module. The search result is then displayed in
the panel. You can move the listed pages to
the RedDot of a structural element using the
drag-and-drop function. The page is then
connected to the structural element. You can
also jump directly to the pages in the search
result.

You have the following options in the Page
Search panel:

¢ Select Saved Search - In the drop-down
list, select the folder where the search was
saved and then select the desired search. The
search is executed and the result is shown in
the panel.

e Open Page - This symbol lets you open the

respective page directly in SmartEdit.

10.3 Clipboard panel

| Qg
5184 (] B |

@ [] [7) Paths to QUALITY Home

& D \:l Balancing Incentive Program

Clipboard in SmartEdit lets you connect
pages with structural elements using the
drag-and-drop function. You can also jump
directly to the pages in Clipboard. In
contrast to SmartTree and Server Manager,
Clipboard in SmartEdit only displays pages
and does not display other objects such as
elements.

You have the following options for
displaying pages in Clipboard:

e Filter - Enter a term in the box and click
the symbol. Only pages that contain the
term that you entered here are displayed in
Clipboard. All other pages are then hidden
but are not permanently deleted from
Clipboard.
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e Remove Filter - Clears the term entered in the box. All pages in
Clipboard are displayed again.

e Refresh Clipboard - Refreshes the Clipboard display. If, for example,
you have changed the headlines of pages in Clipboard, the new headlines
are displayed after you refresh Clipboard.

e Select All - Selects all pages in Clipboard.

e Clear Selection - Removes the page selection.

e Remove Selected Entries - Removes all of the selected pages from
Clipboard.

e Open Page - Opens the respective page directly in SmartEdit.

Notes Creating shortcuts in Clipboard

You can create shortcuts in Clipboard for pages in other modules to be
able to edit these pages in SmartEdit or SmartTree. Only pages are
displayed in

Clipboard in SmartEdit. If, for example, you move a structural element to
Clipboard in SmartTree, it is not available for selection in SmartEdit.

To create a shortcut for a page in Clipboard, use the Create Shortcut in
Clipboard action. This action is only available in the following modules:

e SmartEdit - In a page's shortcut menu or when you right-click the page
in the structural area. If you have defined drop areas, you can also
double-click the drag header. For more information about the drag header
and drop areas.

e SmartTree - In a page's Action Menu (or double-click the page in the
project structure)

e Homepage - In a page's shortcut menu in a tasks widget.

e Search module - In a page's shortcut menu in the list view.

e Tasks module - In a page's shortcut menu in the list view.

10.4 Asset panel

Asset Panel enables you to do the following:
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Files
.

. Images

Images [Global]
Internal Images

- |

_PTQ_MASTER_FIN.  001_-_TITLE_PAG...

e || &

v
002_- FOREWORD.. 003_-_TABLE_OF_..

8] ) 17|

[FE

e Search for images that are stored in Asset
Manager folders.

e Drag images from Asset Panel to Image or
Media elements in SmartEdit.

e Edit selected images in Asset Editor.
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