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ATA Information and Technology Support

The Alberta Teachers’ Association (ATA) maintains an Information and
Technology Services (ITS) Help Desk. Its purpose is to provide ATA members
and staff with prompt technical assistance on any problems they encounter using
the ATA's information technology.

The Help Desk can be accessed in two ways:

Online: Go to http://support.uat.teachers.ab.ca and use the online Support
Request Form to describe your problem or ask a question. Your request will be
logged and one of the help desk technicians will respond promptly.

By phone: The Help Desk is open weekdays from 0800 to 1700, excluding
holidays.

e Edmonton and area: 447-9441
e Flsewhere in Alberta: 1-800-232-7208, ext 441

Copyright © 2005 by The Alberta Teachers’ Association (ATA) 11010 142 Street NW, Edmonton, Alberta
T5N 2R1. Reproduction in whole or in part of the contents of this publication without the prior written
content of the ATA is strictly prohibited.
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CHAPTER 1: What is the ATA Portal?

Overview

The ATA Portal is a collection of websites hosted by the Alberta Teachers’
Association (ATA). Each website in the portal represents one of the ATA’s
subgroups—ATA locals, teachers’ convention associations, or specialist councils.
The provincial ATA also maintains a website in the portal. Each website in the
portal follows a similar design and navigation, a feature that emphasizes that all
subgroups are part of a single professional association.

The subgroup websites have both public and members-only areas. In a typical
scenario, an Alberta teacher visits an ATA website and logs in as a member. The
portal responds to the profile of the teacher by displaying links for all of the
subgroups to which he or she belongs. For example, the portal may present the
person with access to the websites of the Calgary Public Local, the Calgary
Convention Association, the English Language Arts Council and the Early
Childhood Education Council. In addition to featuring public information, the
subgroup websites will eventually contain pages that are for members only.

The portal will integrate information for users across websites by employing the
following services, known as “common portal functions™:

¢ A news headlines feature that will draw headlines from all of the subgroups
to which a member belongs, including the provincial organization, and display
them in one place.

¢ A search function that will locate information contained in one subgroup
website or, at the user’s request, in some or all of the other subgroup websites.

e A calendar of events that will display events from all of the member’s
subgroups.

To make the portal possible, all subgroup websites will be consolidated into a
hosted technical environment located at Barnett House. Each subgroup will
continue to manage the content of its own website, but the ATA will handle the
more complex aspects, such as security and authentication. Subgroup web
managers will enter content into pre-defined templates using simple web-
authoring tools provided by the ATA. Instructions for using these tools are
presented in Chapters 3 and 4.

© 2005 The Alberta Teachers’ Association
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In the future, the portal will also provide collaboration websites in which
committees, special interest groups and ad hoc groups can share documents and
engage in online discussions. Such collaborative websites will support members
from across the province in working together for professional development, for
political action, and for other association purposes.

What Will My Website Look Like?

To ensure that the portal is coherent and easy to navigate, the ATA has developed
a website design that will be used for all websites in the portal, including that
ATA’s provincial website. The design defines the basic layout of web pages and
ensures that each website follows a similar system of navigation. Within this
overall framework, subgroups will be able to choose colours and fonts that will
give their website a unique appearance. A sample of how pages in subgroup
websites will look is shown in Figure 1.1.

The Alberta Teachers’ Association Local Events Calendar | Contact Local | Local Site Map | Search Local
JIl Calgary Public Teachers Local No 38
Local 38 == Home
B News
Print This Page
B Commitizes Features 2
B Links
B Senices Court Renders Decision on Sun Life Refund 3
B Salaries and Benefits On itiednesday June 28, hr Justice Brian Mahoney of the Alberta Gaurt of & Member Login
P Foliical Engagement QUET‘I’V‘S ?Eﬂclzh\ﬁiuéd anfrde;fﬁuveﬁmmﬁ({hf U\S‘Hbu(lsﬂ DLE‘XQ;ESSTUI’VUS
resulting from the termination of the Sun Life lang-term disability insurance r 1 —
§o plan in 1986, Find aut mare by clicking here. patlanss) | BOdy
B AboutLacal 38 -
Password | ]
Staff Development Fund 2005-06
The guidelines and application forms are now available for teachers to apphy
'\/ for professionaldevelapment funding. Teachers, substitute teachers, and Request 1D
Related Info roups of teachers may apply. Find out moreby clicking here
Notcr, Excess Pension?
Crescent Heights is having a
anth AI’MIVE?’SDBW REUNIDHD What's in 2 name? Quite a bit, it seems, when it comes to your pension, the
B unfunded liahility anda monthly deduction named "Excess Pension” Clear up
Centennial the confusion by clicking here.
= Find aut mare
Weve gota collective agreement Have you got questions?
Its lang. Its complicated. Its impartant to your waorking lifel We'e
answeredsome ofthe most frequently asked questions aboutit. Learn mare
i
Provincial Events Calendar | Contact ATA | ATA Website Footer

Figure 1.1: A Sample Page in the Portal

Header

The header section of each page contains three parts, as shown in Figure 1.2. The
top-most portion, the ATA header, consists of the gold ATA logo followed by
“The Alberta Teachers’ Association.” Having the ATA header on each page will
give the portal some continuity and ensure that viewers understand that subgroup
websites all belong to the same parent body. The next section of the header, the
subgroup header, will give each subgroup a space to identify itself. The subgroup
header will contain the subgroup’s logo, the subgroup’s name and (at the
subgroup’s discretion) a tagline associated with the subgroup. Subgroups will also

2.
© 2005 The Alberta Teachers’ Association



USER GUIDE FOR WEBSITE MANAGERS (DRAFT)

be able to choose (from within a given palette) the background color for the
subgroup header. Finally, the header will contain a breadcrumb trail, which will
provide readers with context by showing the path from the site’s home page to the

page that is currently in the browser.

The Alberta Teachers’ Association Local Events Calendar | Contact Local | Local Site Map | Search Local ATA Header

“j I‘ Calgary Public Teachers Local No 38 Subgroup Header

Local 38 = Home <4——— Breadcrumb Trail

Figure 1.2: The Header Section of a Subgroup Website

Body

The body section of each page, depicted in Figure 1.3, consists of three columns.
The left-most column (1) contains a menu featuring links to the major
sections/pages within the current subgroup website. The middle column (2) is
used to display content. The right-most column (3) contains a login function that
viewers can use to log in and out of the portal and to change their password and
profile. Once viewers have logged in, the right-hand column will also display (a)
a menu entitled “My ATA Sites,” featuring links to all the websites of ATA
subgroups with which the user is affiliated, (b) a menu providing links to various
portal tools and (c¢) headlines drawn from both the ATA subgroups with which the
user is affiliated and from the provincial site (see Figure 1.4).

B hews 5
B Committees Features %P"""t This Page
W Links
B Senices Court Renders Decision on Sun Lifs Refund 31
W Salaries and Benefits On'ednesday June 29, MrJustice Brian Mahaney of the Alberta Court of Member Login
B Poliical Engagerent Queen's Bench issued an order governing the distribution of excess funds
resulting from the termination of the Sun Life lang-term disability insurance |:|
L BRRiEiLs € R plan in 1996, Fing out more by clicking here. teer Hame

B About Local 38

s [
Staff Development Fund 2005-06
The guidelines and application forms are now available forteachers 10 apply
ﬁ 1 faor pmfessmna\devﬂ entfunding. Teachers, substitute teachers, and 3 quetin
eilitp:d Info groups ofteachers \ee Apply. Find out moreby clicking here

Hotices

Crescent Heights is having a
a0th Anniversary Reunion,
celebrating Alberta's
Centennial

== Find out more

Excess Pension?

What's in a name? Quite a bit, it seems, when it comes to your pension, the
unfunded liahility anda rmonthly deduction named "Excess Pension”. Clear up
the confugion by clicking here

We'e got a collective agreement. Have you got questions?
It's long. It's complicated. i's important to your warking lifel We've

Figure 1.3: The Body Section of the Webpage
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Welcome Fery Saohall

Frofile Update
Frofile Update Logout

Change Fasamord

My ATA Sites

B The Provincial ATA

B Rocky Wieww

B English Language Arts Cour
B Science Council

My Tools

B Online Member Listings
B Journal Adicles Cnline

Figure 1.4: The Right-
Hand Column When a
User Is Logged-in

Footer

Like the ATA header, the footer, shown in Figure 1.5, will serve as an additional
reminder that the page being viewed is part of the ATA portal. The footer will
contain links to the provincial ATA’s privacy policy, to a form for providing
feedback to the provincial ATA, to a copyright notice, to the provincial ATA’s
calendar of events, to the “Contact Us” section of the ATA ‘s website and to the

home page of the ATA’s website.

Provincial Events Calendar | Contact ATA | ATA Website

olicy | Feedback | @ 2005 Alberta Teachers' Alberta

Figure 1.5: The Footer Section of the Web Page

© 2005 The Alberta Teachers’ Association
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CHAPTER 2: Organizing Your Content

To ensure that users can navigate easily from one subgroup website to another,
the ATA has developed a model information architecture (or structure) for each
type of subgroup website: locals, specialist councils and convention associations.
The model architecture lists the major sections that subgroup websites of each
type should contain and suggests the names of pages that will likely be featured
within each section. Subgroups will be able to create subsections within each
major section and add, delete or rename pages to reflect the unique content that

they will be developing for their members.

Having a logical information architecture for your website is crucial because, as
we shall see in Chapter 3, the content management system that you will be using
to maintain your site uses the names of the various sections and subsections of
your information architecture to generate such aspects of site navigation as the
navigation menu that appears in the left-hand column of each page, the
breadcrumb-trail menu that appears at the top left of each page and various in-
page menus that you will create to summarize the contents of subsections of your

site.

As web manager, one of your most important jobs will be to re-evaluate the
information architecture of your website periodically to ensure that your content
is, in fact, organized in a way that enables viewers to find what they are looking
for quickly and easily. One indication that your information architecture may need
revising is if several viewers complain that they cannot find a particular item. The
item may be misplaced or you may need to create a new subsection to contain

information on the topic.

The model information architecture recommended for locals, specialist councils

and convention associations is presented in Tables 2.1, 2.2 and 2.3, respectively.

© 2005 The Alberta Teachers’ Association
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Table 2.1: Model Information Architecture for Local Websites

News
e News ltems and Announcements

About the Local
e Mission Statement
e Constitution
o Roles And Responsibilities of Executive Members
¢ Role of School Reps
e Local Budget
e Policy Handbook

Committees
Members of the Local Executive [to be uploaded from provincial database]
Terms of Reference for Local Committees
Current Committee Membership
Reports on Committee Activities
Salaries and Benefits
e Current Collective Agreement
e Healthcare Plan Issues
e Retirement Planning

Documents and Reports
e Minutes of Local Council and Executive Meetings
o DR Reports
e The Local’s Newsletter

Political Advocacy
e Educational Issues of Current Concern to the Local
e Contact Information for Local MLA(s)

e Contact Information for Alberta Education Personnel Responsible for Each Issue

e Q&A Forum for Candidates Running in Provincial, School Board and ATA
Elections
Services
e Advice on Termination, Suspension, Transfer, Evaluation
e School Development Fund
o Professional Relations
e Member Discipline
e Tips on Motivating Students, Planning Lessons
e Substitute Teachers’ Survival Tips
e Scholarships Available

o Education Partners (Provincial ATA, School Board, Alberta Education)
e PD-Related Sites (PD Consortium, 2learn.ca)
e Other sites of Interest

Calendar of Events [To be integrated with the common calendar feature.]

© 2005 The Alberta Teachers’ Association
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Table 2.2: Model Information Architecture for
Specialist Council Websites

News
¢ News Iltems and Announcements

About the Council
e Overview [Description of council activities and benefits of membership.]
¢ Mission Statement
e Frequently Asked Questions [?]
e History [?]

Joining the Council
e Types of Membership
o Fees
e Membership Application Form

Awards and Scholarships
¢ Name of Scholarship/Award
e Application Form [Separate form for each award/scholarship.]

Regional Councils
e Regional Boundaries [Clickable map?]
¢ Model Constitution for Regionals
o Regionals [Separate page/subchannel for each regional.]

Annual Conference
e Current Conference
e Conference Archives [Organized by year.]

Publications
o XXX [Where XXX is the title of the council’s newsletter.]
e About XXX
e Current Issue [Login required?]
o Newsletter Archive [Login required?]
e YYY [Where YYY is the title of the council’s journal.]
e About YYY
e Current Issue [Login required?]
e Journal Archive [Login required?]
e Position Papers

© 2005 The Alberta Teachers’ Association
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Connecting ZZZ Teachers [Where ZZZ is the name of the specialty.]
¢ Online Forums [Organized by topic.]

Sharing Lesson Plans

Speakers’ List

Links [Other sites of interest to members of the specialty.]

Taking Action on Issues
e Issues of Current Concern to the Specialty
e Advocacy Tips
e MLA Contact Information [Link to MLA website.]

Executive Corner [Some of this section may reside in a Sharepoint collaboration
site.]
e Council Constitution
e Executive Roles
e Executive Members Handbook
e Current Executive Officers [Names and contact information to come from
Alinity.]

Calendar of Events [To be integrated with the common calendar feature.]

© 2005 The Alberta Teachers’ Association
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News

Table 2.3: Model Information Architecture for
Convention Association Websites

Program Changes, Registration Deadlines, etc.

About the Convention Association

Purpose

Mission Statement

Participating ATA Locals [Map?]
Future Convention Dates

Eligibility and Attendance

Eligibility Guidelines

Student Teacher Application Form
Out-of-District Application Form
Convention Attendance Policy

Alternate Professional Development

Alternate Professional Development Application Form

Executive Corner

President’s Message

Duties of Board Members

Convention Board

Executive Committee [to be uploaded directly from the provincial
database]

Session Proposals

About Being a Presenter
Proposal Submission Form

Opportunities to Volunteer

Planning the Program

Hosting a Session

Coordinating Exhibits

Planning Social Activities
Coordinating Hotel Accommodations

© 2005 The Alberta Teachers’ Association




USER GUIDE FOR WEBSITE MANAGERS (DRAFT)

Exhibitors
e About Being an Exhibitor
e Floor Plan of the Exhibition Hall
e Exhibit Proposal Form for For-Profit Organizations
¢ Exhibits Proposal Form for Non-Profit Organizations
e Exhibits Proposal Form for Student Art Exhibitions
o Disclaimer of Liabilities Form

Program
e Keynote Addresses
e Sessions [searchable by
Title/Division/Subject/Presenter/Location/Day/Time]
e Session Preregistration Form
e Pension Interview
e Pension Interview Registration Form
e Social Events

Facilities
e About the Facility(ies)
e Location [Map?]
e Floor Plans
e Parking Information

Hotel Accommodations [may not be applicable to urban convention
associations]
e Links to Websites of Participating Hotels

Evaluations
e Session Evaluation Form
e General Evaluation Form

Convention Archives [?]

e Organized by Year [photos, transcriptions of keynotes address, workshop
materials, etc.]

Calendar of Events [To be integrated with the common calendar feature.]

-10 -
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CHAPTER 3: An Introduction to Managing Your
Website

Overview

Subgroup websites have been set up using a program called Microsoft Content
Management Server 2002 (CMS). The minimum software and hardware
requirements for using CMS are as follows:

e  Windows 98 or later

e Microsoft Internet Explorer 5.5 or later

Because CMS is browser-based, you will not need to download or install any

additional software. However, to take full advantage of the built-in editor, you
will need to disable the pop-up blocker in your browser. To do this, go to Tools >
Pop-up Blocker > Turn Off Pop-up Blocker.

CMS is an approach to web management that enables numerous people, anywhere
in the world, to contribute to the same website using their Internet connection and
a recent browser.

CMS websites differ from traditional websites (such as those produced using such
familiar tools as Adobe’s Dreamweaver or Microsoft FrontPage) in four ways.

1. Content and Design are Separate

Whereas traditional sites are based on HTML pages, which contain both content
and design elements, CMS-based websites handle page content separately from
page design. The separation of page content from page design is accomplished
through the use of templates that set the page structure and a database that holds
the page content. Templates are blueprint pages containing the permanent
elements that don’t change from page to page—elements such as logos, column
boundaries and navigation bars. In addition to taking care of the permanent
elements of page design, templates contain one or more placeholders that web
authors can use to type (or copy and paste) the text and add the images that they
want to publish on a page. Building the permanent elements of page design into
the template and creating placeholders for authors to enter content makes good

-11 -
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sense. Relieved of the more technical aspects of web publishing, web authors—
for whom these templates are designed—can then concentrate on what they do
best, which is to create meaningful content for their readers. In short, CMS makes
it possible for people who have little technical expertise about website design and
layout but who are knowledgeable about content to publish attractive, easy-to-
read pages. The ATA has developed a number of templates intended to create the
kinds of pages that subgroups will need. These templates are described in Chapter
4 in a section entitled “Choosing a Template.” The ATA will also create
additional templates for subgroups upon request.

2. Pages are Dynamic Rather than Static

Unlike a traditional website, in which pages are saved as static files in a directory,
a CMS website stores content in a database. When a user opens a browser and
requests a page, the server locates the appropriate content (both text and images)
in the database, determines which template is to be used to display that content,
“builds” the page by merging the content into the template, and then sends the
resulting page to the user’s browser.

3. Channels and Galleries Replace Directories

Because CMS websites are based on templates and a database rather than static
files, a different interface is used to display the site structure to someone editing
and managing the site. Unlike a traditional website in which HTML pages are
stored in a hierarchical set of folders and subfolders, a CMS website stores the
various elements that go into the creation of a web page in one of three virtual
“containers.” These containers, which

each hold a different kind of element, are = "ol {Channgls
. =gl aboutteachers.ab.ca
known as channels, resource galleries G Contacts
and template galleries. Let’s look at each Lgl Mews
type of container in turn.: (gl Froject Plan

Gl Standards and Guidelines
(gl Training Materials
Channels: These containers are used to (gl atalibrary.teachers.ab.ca
hold the text (or HTML) portion of pages Ll Events.teachers.ab.ca

@ jupiter teacherz. ab.ca

Gl Local3.teachers. ab.ca

(gl Local38 teachers.ab.ca

@ Support teacherz. ab.ca

+

and are similar to the directory folders
that most computer programs use to

VEE-EE

organize files. The only difference is that,
Figure 3.1: Channels

-12 -
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unlike traditional folders, channels contain HTML files only. Channels are
hierarchical and, as such, can contain subchannels. Figure 3.1 shows the channel
structure of a website that contains seven main channels (about.teachers.ab.ca,
ataLibrary.teachers.ab.ca and so on). The directory has been expanded to expose
the contents of the first main channel (about.teachers.ab.ca), which contains five
subchannels (Contacts, News, and so on). The presence of the plus sign (+) in
front of the other main channels indicates that they, too, contain subchannels.
Clicking on the plus sign exposes those subchannels.

Resource Galleries: These contains are used to

hold all files (other than HTML files, which, as - ‘. Resources
noted above, are contained in channels) that may =l abﬂg-teac*‘;fs-ab-ca
t

be either displayed on—or linked to from—a -Gl 'ﬁ 8 HEIEM TIESOUIEES
web page. Files that may be displayed on a web +-[sgl atalibrary.teachers.ab.ca
page include image files (JPEG, GIF, PNG and #1-(g Events.teachers.ab.ca

. . + Ea local3 teachers.ab.ca
BMP are common formats) and video files (such +1- (G local38 teachers. ah ca
as ASF/ASX, AVI, MPEG/MPG and MOV/QT). #-Lgl support teachers.ab.ca

Files that can be linked from a web page include  Figure 3.2: Resource Galleries
Microsoft Word documents, Microsoft

PowerPoint presentations, Portable Document Format (PDF) files and audio files.
Resource galleries can contain subgalleries. Figure 3.2 shows the resource gallery
of a website that contains seven main resource galleries (about.teaches.ab.ca,
ATA, atalibrary.teachers.ab.ca and so on). The first resource gallery
(about.teachers.ab.ca) has been expanded to reveal the existence of a subgallery
entitled System Resources. The presence of the plus sign (+) in front of the
remaining galleries indicates that they, too, contain subgalleries. Clicking the plus
sign reveals those subchannels.

Template Galleries: As the name suggests,

. . = Templatesi
these galleries contain all the templates that =] *Tﬁ-ﬁfﬁ
are available to web managers when they i SystemT emplates

need to create new pages. Figure 3.3 shows @ Figure 3.3: Template Galleries
sample site that contains two template
galleries: ATA and System Templates.

-13 -
© 2005 The Alberta Teachers’ Association



USER GUIDE FOR WEBSITE MANAGERS (DRAFT)

4. Menus are Generated Automatically

In a CMS-based website, menu bars and other navigational elements are
generated automatically rather than maintained manually, as they are in traditional
websites. CMS uses the names of channels and subchannels and their hierarchical
organization to generate the navigation features, such as menus and breadcrumb
trails, that visitors use to find their way around the site. For this reason, the
channels and subchannels in a website should be named to match the site’s
content architecture. In other words, a separate channel should be created for each
top-level item contained in the site’s main menu. Similarly, subchannels should
be created to correspond to secondary menu items and so on. CMS will also
incorporate into menus the names of all the individual HTML files contained in
the various channels and subchannels. Because CMS uses the names of channels,
subchannels and pages to generate site navigation, much thought should go into
naming these elements. Although the names of resource galleries are not used in
the site navigation, it is a good idea, from the standpoint of easy site maintenance,
to structure resource galleries in a way that mirrors the channel structure.

Traditional Websites CMS-Based Websites

Both page content and format are
saved as HTML files.

Page content is stored in a database, and design
and navigational elements are stored in
templates.

Pages are displayed as static HTML.
When a user requests a page, the
server finds the HTML file and sends it
to the user’s browser.

Pages are created dynamically. When a user
requests a page, the server merges the requested
content with the appropriate template and sends
an HTML page to the user’s browser.

Content is organized hierarchically into
a set of directories and subdirectories.
These directories can contain any kind
of file that may be displayed on—or
linked to from—a web page: graphics
files, audio files, Word documents, PDF
files.

Content is organized into three kinds of virtual
contains. (1) channels, which hold the text (or
HTML) content of a page, (2) resource galleries,
which hold all other files that may be displayed
on—or linked to—from a web page and (3)
template galleries, which hold all the templates
that are used to display content.

Navigational features are created
manually.

Navigational features are generated automatically
by CMS, which uses the names and hierarchical
relationship of channels, subchannels and pages.

Table 3.1: Differences Between Traditional and CMS-Based Websites: A Summary

© 2005 The Alberta Teachers’ Association
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Logging in to a CMS Website

To add new pages to your website or edit existing pages, you must first log in to
the Content Management System (CMS). (To do this, you will need an ATA User
Name and Password. Instructions for obtaining these credentials were sent to you

in an email.) To log in, follow these steps:

1. Open your browser and go to the following
page: http://support.uat.teachers.ab.ca. When
the page opens, you will see in the right-hand
column the login screen depicted in Figure 3.4.

2. In the User Name text box, type your ATA user
name.

3. In the Password textbox, enter your ATA
password. Remember that passwords are case-
sensitive.

4. Press the Login button. If your login was
successful, two new headings will appear in the
right-hand column, just below the login screen
(see Figure 3.5). Underneath the first heading,
“My ATA Sites,” is a list of links to the provincial
ATA site and to all the subgroup websites with
which you are affiliated (not all of these links will
work at this stage). Among these, will be a link to
the site for which you are serving as web manager.
Clicking this link will take you to a “live” or read-
only view of the site. (During the pilot project, this
link will point to a User Acceptance Testing
[UAT] version of the site. For that reason, the
URL reads “NameofSubgroup.uat.teachers.ab.ca”
rather than “NameofSubgroup.teachers.ab.ca,”

Login

User Name

F asznard

Bequest User Hame LDgiﬂ

Figure 3.4: Login Screen

Welcome Fery Brckall

Profile Update LDQCILIT

Change Pasanard

My ATA Sites

B The Provincial ATA
B Local 35
B ELAC

My Tools

B Cnline Memhber Listings
B Journal Aicles Online
W Edit Loral 73

Figure 3.5: Tools Menu

which is how the URL will ultimately appear when the site is published to the

Internet.)

Underneath the second heading, “My Tools,” is a list of the various tools to

which you have access. One of these tools is a link to the maintenance or

editing version of your site. This link has the word “Edit” in front of the

subgroup name.

-15 -
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5. Click on the Edit Subgroup link. Notice that the URL in your browser
changes to “http://NameofSubgroup.uat.teachers.ab.ca:85.” The :85 after the
ab.ca portion of the address indicates that you are now accessing the site
through a special maintenance port (port 85) rather than the port that general
visitors use to browse the contents. If you ever accidentally leave
maintenance mode when you are working on your site, you can always return
by typing in the URL of your site and entering :85 immediately after the
ab.ca. Once you are in maintenance mode, you will see the following link at

the bottom of the page: .

Understanding the Authoring Console

As we have seen, clicking on the “Edit NameofSubgroup” link shown in Figure
3.5 above takes you into site-maintenance mode. However, when you first click
this link, you will still be operating in what is known as live (or presentation)
mode. In live mode, except for the presence of the “Switch to Edit Site” link
shown in the previous paragraph, you are still seeing the page exactly as viewers
see 1t.

As would be expected, clicking on the “Switch to Edit Site” link moves you out of
live mode into edit (or authoring) mode. It is in editing mode that you will
perform all the essential tasks associated with website maintenance, tasks such as
creating new pages, deleting old pages and updating existing pages.

As soon as you click on the Switch to Edit Site link and move into edit mode, the
authoring console shown in Figure 3.6 appears at the bottom of your screen.

The authoring console contains the main menu used to perform virtually every
function associated with website maintenance. For that reason, it is worth
spending a few moments acquainting yourself with all the functions that are
available from this menu. Notice the thin yellow lines that are used to group the
items in the menu into nine sections. Here is a brief description of the
functionality of each item in the authoring console menu:
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1 | Switch To Live Site

2 | Page Status: Saved
Lock Status: WinNT: //ATAsharian. james

3 | Production Manager
Approval Assistant
Eesource Manager

4 | Prewview

5 | Create Mew Page
Create Connected Page
Edit

G | Delete

Copy
Maove

7 | Submit
Approve
Decline

g | Page Properties
Revision History
Wiew Revisions by Date

9 Channel Properties
Kill Lock

... Weh Folders

... Create Channel
. Workspace

Figure 3.6: The Authoring Console

1. Switch to Live Site: The first section of the console contains just one item, a
switch that enables you to toggle between edit mode and live mode.

2. Status Options: The second section of the menu contains two items that
provide information about the status of the current page:

Page Status: This item indicates whether the page has been published or whether
it is still in production. When a page is first created, its status is “Saved,” meaning
that it is visible only to the web manager in editing mode. When the page is ready
for presentation on the live site and has been approved (see below for information
on approving a page), its status will change to “Published.”

Lock Status: This item indicates whether a page is available for editing or whether
it is currently being worked on by someone else. It someone else is working on
the page, the lock status indicator shows the name of the user (as is the case in
Figure 3.6). If no one is currently working on the page, the lock status indicator
will display “Not Locked.”
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3. Site Management Assistants: The third section of the menu contains three tools
designed to help web managers monitor publishing workflow and handle site
resources (such as graphic files and PDFs).

Production Manager: Clicking on this tool generates a list (see Figure 3.7) of all
the pages in the site that have been saved but have not yet been approved for
production. Clicking on the icon in the “Go To” column opens the page listed
next to the icon.

& |Production Manager

View Pages In Production

I Pages Owned By: WiInMT: fiaTatharlan james
Items 1 -3 of 3 Items per
Page Go To Channel Status Last Modified
& test % fChannels/pandora.teachers local/about the Saved  11/7/2005 2:46:14 PM

ATAfObjects and Mission Statement/

&), Contact Us B /channels/about.teachers.ab.cafContacts/ Saved 1171042005 9:58:31 AM

Annual Release of
Diploma Examination and
Achievement Test Results

= {Channels/pandora.teachers.local/Issues In

Education/Emerging 1ssues/ Saved 10/11/2005 8:51:30 &M

Figure 3.7: A View of the Production Manager

Approval Assistant: This tool is used only if the site has been set up to enable a
workflow procedure in which various people are assigned specific roles in
keeping the site up to date. In a typical scenario, contributors are assigned the role
of “editor,” which enables them to create and save pages but not to publish them.
Instead, they must submit these pages to someone who has been assigned the role
of “Moderator” or “Administrator.” Moderators and administrators then use the
“Approval Assistant” to get a list (similar to the one shown in Figure 3.7 for the
production manager) of all the pages awaiting their approval The ATA has
assumed that, for most subgroup websites, the same person who will be creating
pages will also approve them. Subgroups who would like a special workflow
process instituted should contact the ATA’s ITS Help Desk for further
information and assistance.

Resource Manager: This tool is used to add resources (that is, graphics, PDF and
other non-HTML files) to, and delete resources from, resource galleries. The
resource manager can also be used to replace an existing resource with a newer
version. The resource manager depicted in Figure 3.8, for example, shows the
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#1Resource Manager - IT Hit MCMS WAE -- Web Page Dialog, @
Freview ;50x50 pixelz v
EL’@ cts.uat.teachers.ab.ca i) = == == CE = A
@ local73.uat teachers.ab.ca — :ﬁ. ﬁ. ro.: l_ ﬁ. r ;ﬁ.
Iﬂ@ ea F ||2e2
B netca.uatteachers.ab.ca T L
@ elac.uat.teachers.ab.ca - L - -
i 19Jen.pdf 6Kevin.pdf irmpraving2... 8Bart.pdf 18Erika.pdf
E{gl local18.uat teachers.ab.ca
#-(z atalibrary teachers.ab.ca | & I = B =
El% ATA i £ @ El s
~{al Ico.ns .
[-"@ Quick Links 20ashley.pdf  Safe_Space... ATirmn.pdf 17Kris.pdf 16Clinton.pdf
&gl Albertas Education System - - — - -
B4l Issues In Education —y | E=T £ £ L]
{3 Ongaing Issues @ @
(gl Archival Issues
@ Emarging lssues L 15Jade.pdf 1Kenny .pdf STrace .pdf 12vUy.pdf Safe_Space...
=4 Diversity Equity and Human | —E & = = &
@ Anti RTCiS-m and. Religious = e “E =] m
E!% Sexua Orlentatlun. _
i “@m Safe_Space... Z2iDayna.pdf 3lohn.pdf 10Jordan.pdf  DEHR Quilt....
g ;ust \tn Time &= = — = &
rants — .
{5 Media Room @ F &
L@l Salary and Benefit =
['}-@ Advocacy and Action 23Navid.pdf  14Matthew.... improvingz... treel.jpg 9Ed.pdf »)
[]-@ Professional Development File Upload
; {4 Resources for . | T sl ey

Figure 3.8: The Resource Manager

contents of a subgallery entitled “Safe Spaces Initiative.” This gallery contains a
mixture of PDF files and graphic files (in JPG format). Users can adjust the
display size of items in

the resources gallery by @] MCMS - IT Hit MCMS WAE -- Web Page Dialog

clicking the preview Resource Manager

. . Resource Properties
drop-down list in the

upper-right corner of
the pane and selecting a
different display size. In
this example, the
display size has been
set at 50 X 50 pixels.
Notice the three icons
that appear on the right-
hand side of each
resource in the resource
gallery. Clicking the

Resource: fResources/ATAfIssues In Education/Diversity Equity and Human
Rights/Sexual Orientation/Safe Spaces Initiative/fimproving200.jpg

File Type image/ipeq

Name improving200 jpg

Display Name | nrovingzo0 jpo Same As Name

Description

0K ‘ Cancel

Figure 3.9: Resource Properties

top-most icon (& )opens a dialogue box (Figure 3.9) that reveals the properties

associated with the resource: the Name, the Display Name and the Description.
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The example shows the properties of the resource improving200.jpg. The
dialogue box can be used to change the file properties.

Clicking the middle icon (B) on the right-hand side of an item in the resource
manager opens a dialogue box (Figure 3.10) that can be used to replace the
resource with a newer version. To make a replacement, click on the Browse
button and locate the

resource in your local £]MCMS - IT Hit MCMS WAE -- Web Page Dialog
directory. When you {8 Resource Manager
click on the resource, a Replace Resource
“Ch()()se File” dlalogue Resource: JResources/ATA/ssues In Education/Diversity Equity and Human
RightsfSexual Orientation/Safe Spaces Initiative/improving200.jpg
box will open (not shown
hel‘e) Clle on “Openn File Type image,ipeg
’ Local Resource
to accept the resource e
. Ri P rti
and then on OK in the ) cronee Troperes
Display Name improving200.jpg
Resource Manager Description

dialogue to move the

resource into the gallery.

0K ‘ Cancel |

Clicking the bottom icon
(1) on the right-hand
side of an item in the resource manager will delete that item from the resource

Figure 3.10: Resource Manager Dialogue Box

gallery. Before deleting a resource from a gallery, make sure that you have
removed all links to that resource from pages throughout the site. Otherwise, users
clicking on these links will get an error message.

4. Preview Page: The fourth section of the authoring console contains only one
tool, preview page. This tool come in handy when an author is working on a page
in editing mode and, before saving it to the database, wishes to see how it will
render in a browser. The tool opens a temporary browser window that must be
closed before the page can be saved.

5. Creating and Modifying Pages: The fifth section of the authoring console
contains what are probably the three most important tools on the menu.

Create New Page: Clicking on this option opens the template resource gallery and
presents a list of the templates available for creating new pages. Because creating
a new page is one of the most important tasks that a web manger performs, it will
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be discussed in detail later in Chapter 4 in a section entitled “Creating a New
Page.”

The second tool in this section is used to create what, in CMS, is known as a
connected page. A connected page is a page that is used to display in one channel
content that physically exists in a different channel. The result is a page that
displays in both channels but needs to be updated only once. Apart from ease of
maintenance, the advantage to creating a connected page as opposed to linking to
the existing page is that users browsing the connected page remain in the same
channel and, as a result, are less likely to become disoriented than if all they have
is a link that takes them out of the subchannel that they were currently browsing
into the subchannel containing the original page. Instructions on using this
function will be discussed in Chapter 4 in a section entitled “Creating a
Connected Page.”

The thlrd and €] Celebrate 100 years of Education in Alberta!! - Microsoft Internet Explorer g@
. . . File Edit View Favorites Tools  Help o

final tool in this ol . . g

G Back * () Iﬂ IELI p) | ) search 5 7 Favorites {62) g | ‘i ‘i‘i
SeCthIl, Edlt, 1S Address @] bt [kalibrary keachers, ab. ca:B5{ R fexeres/D4GFERSC-4F54-40E1-AET1-2A0O4COR2DA, frameless. hemPhRMODE=Unpubl | [ 6o Liks

d h f

W Library Services . . Frint This F-
use to Open t e W Services en Francais Title: % A
S ecia] Web B Library Catalog

B Joumnal Articles T .

p B Hew Books and Yideos Blbllographles peian
1 B Bibliographies Fassbagd
edltor that Web gelghrate 100 years of
i Request User Name
Education in Alhartall SubTitle: 2

B Suggest a Title .
managers need e
to revise teXt’ "/ B The Provincial ATA

Related Info
WA hiy Local

create Related Info: Body: B 1y Teachers Canvention
. “,‘y @, A_l? '?\dﬁ s ﬁrl"'l &\&ﬁjv(@vi—ﬁ' B My Specialist Council{s)
hyperlinks, BLU S R R R E e e U, | My Tools
ChCCk Spelhl’lg : Faraa tch -t ol "iv 2‘ ?;" A l W Online MemberL\st.mgs
Tkach, Micholas. Alberta Catholic schools @ a social history. E el RS il
and perfOI'm Education, University of Alberta, [1983]
37097123 paa2
Other taSkS Paowell, A J H. The Alberta Teachers' Alliance - a shart memc =
involved in ] Bt
changing page Figure 3.11: A Page Opened with the In-Page Editor

content. Why, you might ask, do I need to engage still another editing function
when I am already in so-called editing mode? The existence of this two-step
process for accessing editing tools is, indeed, one of the most baffling aspects of
CMS and, hopefully, one that will be eliminated in future versions of the program.
However, the rationale for it is as follows. As we have seen, edit page mode is a
special view of the page that enables the web manager (as opposed to the ordinary
viewer) to perform such tasks as creating new pages, adding resources to galleries
and selecting templates, tasks that have to do with managing the page or the
resource as an entity in itself. Edit, by contrast, opens an even more specialized
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view of the page that enables the web manager to alter the actual content of the
page. To be even more specific, what edit does is to open the placeholders (or
editable areas) of the current page, thereby enabling the web manager to add text,
create links and import graphics. A sample of a page opened in edit mode is
shown in Figure 3.11. This page contains four placeholders or editable regions:
“Related Info,” “Title,” “Subtitle” and “Body.” Notice that the last of these
placeholders, the Body placeholder, contains its own tool bar, which is used to
operate an in-page editor, a tool that functions somewhat like a small word
processing program. For a complete description of the functionality of each of
these tools consult the section entitled “Using the In-Page Editor” later in this

chapter.
6. Page Management Functions: Microsoft Internet Explorer
The sixth section of the authoring -

\‘_./ Deleting this Page will remove it permanently from the system, Continue?

console contains three functions

[ OK |[ Cancel ]

that are used, respectively, to

delete a page, copy a page, and Figure 3.12: Page Deletion Confirmation
move a page to a different

directory. As the name suggests, the delete function is used to delete the page that
is currently open. Clicking delete will activate a dialogue (Figure 3.12) asking for
confirmation that the page is to be deleted. Answering OK will permanently

delete the page.

Clicking the copy function, which will

copy the current page into another €]Copy Page - IT Hit MCMS WAE ...
channel or subchannel, opens the 55l Home e
channel directory dialogue shown in =-Lgl About the ATA Portal

@ atalibrary.teachers.ab.ca
@ BaseConventionSubGroup.iom
Q BaselocalSubGroup.iomer.com

Figure 3.13. Copying the page is
accomplished by clicking on the

destination gallery or subgallery and (gl cts uatteachers.ab.ca

pressing OK. In this example, clicking E‘% slac.uat.teachers.ab .ca

on OK will copy the page currently | g CDUHC”

open to a subchannel entitled “About - [ awards and Scholarships
ELAC.” Finally, the move option < e s -
functions much like copy in that it . o ] | Car;ce-l |

places a copy of the selected page in the
http://atal |48 Internet

destination channel. The difference is
that the page is automatically deleted Figure 3.13: Copy File Dialogue Box
from its original location. Clicking
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move opens a dialogue box virtually identical to the one used for copying a page.

Once a destination channel or subchannel has been selected, clicking OK will

move the currently open page to

the specified file.

7. Workflow Options: The seventh section of the authoring console contains three

functions—Submit, Approve and Decline—that control the approval process for a

page. As explained earlier, the ATA has set up subgroup websites on the

assumption that the same person (that is, the web manager) who will be adding

content will also be approving it.

In such a scenario, the web manager would

create a page, save it and then, when satisfied with it, click Approve to publish it

to the live site. The other two options, Submit and Decline, would be used only if

a workflow process had been enabled in which one or more persons had been

granted the right to contribute copy but not to publish it. In such a case, these

people would save their page and then submit it for approval to the web manager

using the Submit function. The web manager, in turn, would review the page and

then use either the Approve function to accept it for publication or the Decline

function to reject it and send it back to the contributor for revision. Subgroups that

wish to set up a workflow procedure should contact the ATA for assistance.

8. Page Properties
Options: The eighth

£]MCMS - IT Hit MCMS WAE -- Web Page Dialog

. : Page Properties

section of the authoring
console contains three

MName :
Display Name :

URL :
Template Path :

index
Home Bame As Name |

Jindex htm
JTemplates/aTasubgroups/Specialized Templates/HomePagel

functions that relate to

Standard

)l

Custom |

the publishing history of
a page. Clicking on the
first function, Page
Properties, opens the
dialogue box shown in
Figure 3.14, which
contains a number of

important fields that

<

Start Publishing :

Stop Publishing :

Owner :
Last Modified :

[JImportant Page
[JHide When Published

Description :

Publishing Options
O Immediately
(3 10/27/2005 & 904 AM
&) Never

O =

Everybody
11/22/2005 9:36:47 &M

[¥Iweb Robots Can Crawl Links
[“]web Robots Can Index This Page

http:j/elac uat. teachers, ab,ca:B5/CMS|WAE{PostbackDlgHelper aspxrDlgTite=MCMS - IT Hit MC & Internat

affect how the page
displays. The first field,

Figure 3.14: The Page Properties Dialogue Box

Name, is the actual name of the file to be stored in the CMS database. CMS uses
the name field (in this case, “index”) to form the page’s URL as it will appear in

the address line of the user’s browser. Specifically, the URL consists of the name

of the subgroup followed by the name of the subchannel in which the page is

located followed by the text in the name field. For example, if the Social Studies

© 2005 The Alberta Teachers’ Association

-23 -




USER GUIDE FOR WEBSITE MANAGERS (DRAFT)

Council created a page called “Books” in a subchannel called “Resources,” CMS
would automatically generate the following URL: Social Studies Council —
Resources — Books. The name field will accept alphanumeric characters only;
punctuation marks and other special characters are not permitted. The second
field, the Display Name, is the name that CMS will use to display the page in
bread-crumb trails and other automatically generated menus. Unlike the name
field, the display name field (in this case, “Home”) will accept special characters.
If you decide that the display name should be the same as the name of the file,
click on the “Same as Name” button, which will automatically copy the name
field into the display name field. In addition to determining how the page is
named, the page properties dialogue box also controls the publishing schedule for
the page. By default, CMS will begin displaying a page on the date and at the time
that it is approved for publication. If, for some reason, you do not want a page to
display as soon as it is approved, you can specify the desired publication date by
deselecting “Immediately” and entering in the relevant fields of the “Start
Publishing” menu option the exact date and time that you would like the page to
appear. Also by default when a page is saved, CMS will assume that the page is to
be displayed indefinitely. If you would like the page to stop displaying at a
particular time, deselect the “Never” option in the “Stop Publishing” menu option
and enter the exact date and time at which you would like the page to stop
displaying. When a page is created, CMS will automatically fill out the other
options in this dialogue (Important Page, Hide When Published, Web Robots Can
Crawl Links and Web Robots Can Index This Page). These options control how
the page is accessed by search engines and, for that reason, should not be altered.

Cllelng on the @ MCMS - IT Hit MCMS WAE -- Web Page Dialog
second option in 8l Revision History

View Revision History

this section,

TV / Page: Membarship T A Fi
ReVlSZOFZ HlStO?y, age embarship Types & Fees I
Opens a dlal()gue Revision Types to List Revisions to Compare “&
List revisions caused by changes to: Select two revisions from lists below:
bOX (Flgure 3 . 15) Page content or page properties Compare: |Select revision from lists below
. . [ shared Resource in page To: |select revision fram lists below
that lists, in :

chronological order,

Items 1 -3 of 3 Items per page: 5 _"_

the dates on which

Approved Revisions:

the Current page has 4 Revision Approval Date Properties  Revision Type Approved By

[ &8 11732005 3:42:12 PM Page WInNT: ffaTa/Mark Zacharias
been reViSCd. CMS [0 8 11/22/2005 9:36:47 &M Page WinNT: //&TA/Mark Zacharias
also enable you to O & 11/25/2005 5:17:48 PM Page WInNT: /faTa/ieff mah =

http:j/elac.ust.beachers. ab.caiB5/CMS/WAE/FosthackDlgHelper aspx?DlaTHe=MCMS - IT Hit MCMS W, & Internst

compare any two
. Figure 3.15: Revision History Dialogue Box
versions of an
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existing page. To do

Ilelac. uat.teachers.ab.ca: 85 - Microsoft Content Management Server - Microsoft Inter net Explorer

evision History

so, enter a check

View Revision History>Compare Revisions

Page: Membership Types & Fees

mark ln the boxes tO Comparing Newer Revision: 11/25/2005 5:17:48 PM (Page)
To Older Revision: 11/3/2005 3:42:12 PM (Page)
Select the display colors to use when comparing appearance or source:
the left Of the tWO Insertions: |Green || Deletions: |Red [ Apply.

‘:le The Alberta Teachers’ Association Contact Council | Council Site Map | Search Councl

versions that you
want to compare

English Language Arts Council

and click Compare.

Membership Fees (5 print his Page \
. Regular (ATA MemMber)......cceeseeseeersensersersnanes $35 Wt |
Comparing the Fut ime unvers e
. Affiliate (non-ATA o B Request User tame [ | ogin |
November 3 version s My ATA hes
SUDSCHPEION SEIVICE . c..cueivecrreverssesraeere e seeersenias $40
of the page with the st g o oo g0 o st ot e sty orcn - ([SRESE
one updated on a N
November 25, for Figure 3.16: Comparing Two Versions of a Page

example, yields the

result shown in Figure 3.16. Insertions are shown in green and deletions in red.
The fields at the top of the page enable you to change the colours used to display
insertions and deletions.

The final option in this section

. .. @MCMS - IT Hit MCMS WAE -- Web P. Dial T
of the menu, View Revisions ' — X

View Revisions by Date

By Date, enables you to view :
Select Date and Time

the currently selected page as

Page : Membership Types & Fees

it looked on a certain date.
Start Publishing :  10/19/2005 10:32:00 AM

Although you can enter any

date Since the page was first Select the date and time for viewing the revisions : 3
created in the date field of the Date: (1178005 =
dialogue box (see Figure 3.17) Time: 112423 am

to see how the page looked on

that date, it probably makes

View | Cancel | P
more sense tO VICW the http:fielac.uat teachers,ab.ca:85/CMS MAE Postha | 48 Internet
revision history (Figure 3.15) Fiaure 3.17

first to find out when the page was actually changed and then enter the date of the
revision that you would like to see. Unfortunately, CMS offers no automatic
means of restoring a previous version of a page.
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9. Channel E1MCMS - IT Hit MCMS WAE - Weh Page Dialog
Management Name : elac.uatteachers.ab.ca
. Display Name : ELAC Same As Name

Options: The

URL : 7

. . emplate Path : o
final section of e -
. standard Custom Ttern Order
the authOI'll’lg Description : ‘
console menu
. Publishing Options
contains a Start Publishing : O Immediately
(+)|10/18/2005 T (703 AM

number Of Stop Publishing : @) Mever
functions all of o) )
Whlch I‘elate to Owner : Ewerybody

Last Modified : 11/29/2005 12:01:20 PM
the management Climportant Channel

[THide When Published

of channels (or

subchannels) [ one | ey
rather than pages. ’

http:felac.uat.teachers. b, ca:B5/CMS{WAE fPostbackDlgHelper, aspx7DIgTitle=MCMS - IT Hit MCMS WAESL | Internet

Figure 3.18: Channel Properties Dialogue Box
Clicking on the

first option, Channel Properties, causes the channel properties dialogue box
(Figure 3.18) to open.

. . . £]MCMS - IT Hit MCMS WAE -- Web Page Dialog
The options in this :
dialogue With respect Name : elac uatteachers ab.ca
Display Name : ELAC Same As Name
to naming the channel, R /
Template Path : [N

selecting a display Surdord Gustor_ Ttem arder
name and specifying

Contact Us ~
the start and stop dates Fivacy Poey

Search

. . . About ELAC

of publication function oy .

Regional Councils
exactly the same as ol G
those shown in Figure Comecing Tashers

Taking Action on Issues

. Executive Corner

3.14 for controlling Tt v
page properties. The
only difference, of ] e -

It felac st beathers. ab, ca: 85/ CMS{WAE [PosthackDlgHelper. aspx?DIgTitle=MCMS - IT Hit MCMS WAERLIH=/CT15, /@) Internet

course, is that these
Options affect the Figure 3.19: Item Order Control

name, display name and publishing timetable of the channel or subchannel rather
than a page.

This dialogue also contains one option that wasn’t available in the page dialogue
box, namely, Item Order. Clicking the Item Order option opens a dialogue box
(Figure 3.19) that lists all the subchannels (if any) and pages in the channel or
subchannel that you are currently browsing (check the address line in your

-26 -
© 2005 The Alberta Teachers’ Association



USER GUIDE FOR WEBSITE MANAGERS (DRAFT)

browser if you are unsure

I http:/lelac.uat.teachers.ab.ca: 85/MCMS/Resources/ - Mic... g@
Iy
4

which channel you are File Edit Wew Favorites Tools Help
viewing). The sort order Qs - @ [F Pseach [ rokes [F]-

T T 1 Xtrem Address |IC0 httpeffelac.uat.teachers.ab.ca:85/MCMS/Resources! V Go
pOpetysete cly 5
. . Marne: |
lmpOI'taIlt because 1t = = [ about. beachers.ab.ca

. . EFE & C,] ATA Provincial
determ1neS the Order m g web Foldars C]atalibrary.teachers.ab.ca
. = [(JBaseConventionSubGroup.iomer .,
which subchannels and ‘_3‘. :V z°:“mek“;|5 Etbanpa |
. . % Nelwor aCes s
pages are listed in the left- = |
. . "M rral 2
hand navigation bar that — 5]
:g‘] 14 objects

appears on every page in
the site. If you use any of Figure 3.20: Web Folders Menu
the specialized templates

that automatically generate additional menus (described later in the section
entitled “Choosing a Template™) the sort order property will also affect the order
of items in those menus. The Item Order dialogue lists all the pages at the top
level of the channel or subchannel that you are viewing as well as the names of all
subchannels in that parent subchannel. Unfortunately, the dialogue does not
specify whether the various items listed are pages or channels, something that you
will have to determine by consulting the site’s left-hand menu bar. To move a
particular item (whether a page or a subchannel) up or down in the sort order,
simply place your cursor on that item and use the Up and Down tabs to maneuver
it to a different position. When the items are ordered as you want them, click the
Save tab.

The second option in this section of the menu, Web Folders, is a link to your
computer’s Explorer function. Clicking on it will reveal, in the parlance of

Microsoft, important

E1MCMS - IT Hit MCMS WAE -- Web Page Dialog

“Places” on your

computer such as web

fOldeI'S, dOCumentS Parent Channel URL: Aoining+the+Councilf I
folders and network

Mame
drives to which you have . Same A Name
access. A sample Description: |

Explorer menu is shown
in Figure 3.20. Although

[Jimportant Channel

this function is not [IHide When Published
directly related to the
operation of CMS, it is Save Cancel_|

http:ffelac, uat.teachers, ab.ca: 85/ CMS]WAE PostbackDlgHelper aspxCl | 4 Internet

handy if you are
Figure 3.21: Create a Channel Dialogue Box
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searching for graphics or other resources on your local hard drive that you want to
import into a CMS resource gallery.

The third option available in the Channel Management Options section of the
authoring console is Create Channel. Clicking on the create channel option opens
a dialogue box (shown in Figure 3.21) that, not surprisingly, enables you to create
a new channel. The new channel will be created as a subchannel of the parent
channel in which you were located when you activated the menu. In the example,
the browser was located in a channel entitled “Joining the Council” when the
create channel option was selected. As in the case of creating a page, the name
entered into the Name field will appear as part of the URL of any page created
within this subchannel. One again, only alphanumeric characters are allowed in
this field. Similarly, the contents of the Display Name field will be used in any
automatically generated menu in the site. This field accepts punctuation and other
special characters. Because a channel obviously contains no pages when it is first
created, the “Hide When Published” option is automatically checked when the
channel is created. To actually create the new channel, click on Save. Remember
that when pages have been added to the channel and it is ready to be published,
you will need to return to this menu and deselect the “Hide When Published”
option. Otherwise the subchannel will not be listed in any menu.

The final option in the channel management section of the authoring console is
Workspace. Clicking this option opens a directory on the left-hand size of the
page that lists all the channels, subchannels and pages in the site (Figure 3.22).
The page that is currently open is highlighted. As in most directories, channels
can be opened and closed by manipulating the plus (+) and minus (-) signs in
front of a channel name. The workspace directory is an extremely valuabe tool
because it enables you to move quickly from a page in one channel to a page in
another channel without using the automatic site navigation. Another valuable
aspect of the workspace directory is that it provides alternative access to most of
the functions contained in the authoring console. For example, if you click on a
page in your website, you can use the “Mode” drop-down list located at the top of
the menu to preview the page, edit it with the site editor, view it in edit mode or
view it in the live site.
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Figure 3.22: The Workspace Directory
Similarly, right-clicking on a page in the .
. . . & Preview
directory opens up the menu shown in Figure it
3.23 that consolidates all of the page-related Edit Site
Live Site

options available in the authoring console.

These functions behave exactly as they do &

when accessed through the authoring console.

“

Clicking on a channel or subchannel opens up a e
menu (shown in Figure 3.24) comparable to the

one at the page level that consolidates all of the Properties

EE| Create Connected Page

channel-management tasks available in the
authoring control, tasks such as creating new

28] Revision History
E| Revisians by Date

X Delete

channels, deleting channels and manipulating Figure 3.23: Page

channel properties. Again, these functions Functions Menu

behave exactly as they do when accessed
through the authoring console.

Mew * Page

@ Channel

Properties

Refresh

X Delete

In addition to providing direct access to
channels and pages, the workspace directory
enables you to view the contents of the various

Figure 3.24: Channel Menu
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resource galleries associated with the site. As in the case of
pages and channels, right-clicking on a resource opens a

menu (shown in Figure 3.25) that duplicates the resource &, view

management functions available through the Resource Froperties

Manager in the authoring console. Replace
x Delete

T =T T TET

Despite its usefulness, the workspace directory has a couple
of annoying behaviors. First, once it is opened during a Figure 3.25: Resources
session, it cannot be closed. As a result, it continues to take Menu

up value screen real estate, even when it is no longer needed. To get around this
problem, place your cursor on the right-hand edge of the directory and drag it to
the left of the screen as far as possible. If you need to use the directory later,
simply drag the same edge back to the right. The second annoying feature of the
workspace directory is that it lists every channel and every resource gallery for
every site on the server, not just those belonging to the particular subgroup
website to which you logged in. Although you will be able to view the pages and
resources in other sites, you will not be able to alter or delete them. However,
having to constantly navigate through them to find your channels and galleries is
annoying.

Using the In-Page Editor

As explained earlier, clicking

G |
-
T
T G
i [
Z
s
k)
&
L
@
@ (4

“Edit” in the authoring console
opens the current page so that the
contents of the various
placeholders can be edited. Some Figure 3.26: The In-Page Editor Toolbar
of the placeholders (including the Body placeholder) contain an in-page editor
that can be used to edit the content of that placeholder. The functions available in
the in-page editor are accessed by clicking the icons in the editing toolbar (see
figure 3.26). Beginning with the top row and moving from left to right, the icons
perform the following functions:

Spellchecker . : Detects spelling errors in the text within the placeholder and
suggests possible replacements. The spellchecker also has a dictionary to which
you can add proper names and other words that the spellchecker treats as errors.
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Cut . Deletes text that has been selected with the cursor and moves it to the
clipboard.

Copy =2 Places text that has been selected with the cursor into the clipboard and
leaves the original text intact.

Paste = Inserts the contents of the clipboard into the placeholder at the point
that the cursor is located.

Paste from Word 3k Functions identically to Paste except that all proprietary
Word codes are automatically removed. This function is seldom used because
content that is being pasted needs to be swept for codes other than just Word. This
task is performed using the Code Sweeper, which is described below.

Undo “).: Undoes the most recent editing or formatting change.

Redo : Redoes whatever change was reversed using Undo.

Insert Image Al Used to insert a graphic from one of the resource galleries into
the text at the point where the cursor is placed. The functionality of this tool will
be explained in detail in the section entitled “Inserting Graphics into a Page.”

Set Absolute Position E:"]—: This tool does not work.

Insert Table | .x.: Opens a wizard that enables you to specify the number of rows
and columns that you want in a table and then creates the table.

Insert Special Characters ©.x: Allows you to insert some of the most commonly
used special characters (including ©, e, Y4, 12, , ®, ™),

Insert a Paragraph =7 Inserts an opening and closing pair of HTML paragraph
tags (<P></P>) around selected text. If no text is selected, clicking on this option
will insert an empty pair of opening and closing HTML paragraph tags into the
text.

Bold ‘B : Bolds the selected text.
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Italics £ Ttalicizes the selected text.

Underline 2. Underlines the selected text.

Numbered List °=\: Turns selected paragraphs into a numbered list using Arabic
(1, 2, 3) numbers and hanging indents.

Bulleted List = : Turns selected paragraphs into a bulleted list using solid bullets
(*) and hanging indents.

Outdent = : Removes the left-hand indent from selected text.

Indent = : Indents the left-hand margin of selected text.

)

Insert Rule |

: Inserts a full-width horizontal line (or rule) underneath the line of
text in which the cursor is located.

2

Superscript = Changes the selected text into superscript, which displays slightly
above and in a slightly smaller font than regular text. Superscripts are often used
to indicate footnote numbers.

Subscript *:: Changes the selected text into subscript, which displays slightly
lower and in a slightly smaller font than regular text. Subscripts are often used in
chemical formulas such as H,0.

Toggle Table Borders 2 Automatically removes from or adds borders to the
table in which the cursor is located.

Insert Document 4 : Transforms the selected text into a hypertext link that
points to a specified file (typically a PDF or Word file) that exists in one of the
resource galleries. Detailed instructions on using this tool are given below in
Chapter 4 in the section entitled “Linking to Documents and Other Non-Graphic
Resources.”
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Help @ Opens a pop-up window that explains how to use the various tools in
the in-page editor.

Paragraph 52X Opens a drop-down list that enables you to

Paragraph Style

perform the following functions on the selected text:

e C(Clear Formatting: Removes all preexisting formatting commands such as
bold or italic.

e Create a heading: Provides a choice of five predefined heading styles ranging
from Heading 1 (the largest) to Heading 5 (the smallest).

e C(reate a directory list: Transforms the text into a bulleted list. This option is
seldom used because the resulting list is identical to the one created using the
Bulleted List option described above.

e Create a menu list: Transforms the text into a bulleted list. This option is
seldom used because the resulting list is identical to the one created using the
Bulleted List option described above.

e Format text: Renders the text in a fixed-width font, meaning that all
characters and spaces are the same width. One common use for this font is in
on-line computer manuals to identify text that is to be typed into a field.

e Indicate an address: Sometimes used to set off text that contains an address or
contact information.

Code Sweeper 7 Removes proprietary coding from text that was created in a text
editing or word processing program and pasted into a CMS template. The sweeper
enables the removal of five types of coding: HTML tags, Microsoft Word,
cascading style sheets, font tags and span tags. In most cases, text that has been
pasted from another program should be swept four times, each time with a
different option selected. The only option that should not be selected is HTML
tags. Selecting HTML tags will remove all formatting, including paragraph
breaks. Allowing the other types of coding to remain will interfere with the
formatting built in to the template, thereby causing pages to display incorrectly.

Insert a Link 2 : Used to transform the selected text into a hyperlink that points
to another page in the website, to a page in an external website or to an email
address. Detailed instructions on using the link tool are given in Chapter 4 in the
section entitled “Linking to Other Web Pages.”

2

Remove Link ==: Used to delete the link in which the cursor is positioned.
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Left Justify =" Used to format text so that the left margin is aligned and the right
margin is ragged. This option is seldom used because CMS will left-justify text by
default.

Centre Justify =
commonly used to centre headings in a page.

: Used to centre a line or paragraph of text. This option is most

Right Justify
right margin is aligned. Because right-justified text is difficult to read, this option

: Used to format text so that the left margin is ragged and the

is generally reserved for special effects.

Full Justify
left. Although used frequently in publishing hardcopy documents, full

: Used to format text so that is aligned on both the right and the

justification renders web documents difficult to read. For that reason, this option
is usually reserved for special effects on the web.

In addition to the icons displayed in the main tool bar, the in-page editor has one
other icon located at the bottom of the placeholder. Clicking on this icon

(= ) reveals the HTML coding used in the text in the placeholder. Unless
you understand HTML and would like to fine-tune the coding on your pages, you
will not need this function. To return to the normal edit view, click on the icon
again.
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CHAPTER 4: Performing Specific Tasks on Your
Website

Choosing a Template

CMS comes

£ MCMS - IT Hit MCMS WAE -- Web Page Dialog
with a lat§iCreate New Page
number Of Select Template Gallery:Select Template

templates that

Destination Channel: /Channels/Local38 uat.teachers.ab.caf
Template Gallery:  /Templates/aTASubgroups/General Templates/

have been
SpClelCaHy Ttems 1 -2 0of 2 Items per page: |All|v
dCSIgl’led fOI' Template Select Last Modified
Creatln ages #\standard Content Page & 12/6/2005 10:24:35 AM

g p g #hcontent Page with Menu Inset E‘ﬂ‘ 12/6/2005 10:24:35 AM

in subgroup

websites. Figure 4.1: Selecting a Template Dialogue
These templates are located in two template galleries. The first template gallery,
“General Templates,” contains frequently used templates. To access this template
gallery, browse to a subchannel in which you would like to create a new page,

enter edit mode (if you aren’t in it already) and click on “Create New Page” in the

authoring console. The dialogue box
. . . Select Template Gallery
shown in Figure 4.1 will appear. As

you can see, Ol'lly two general IDestinatiun Channel:/Channels/Lacal 38/

templates are currently available:

Wiew Ag Tree | v

“Standard Content Page” and

“Content Page with Menu Inset.” .
Templates
£ ATASUbgroups
EI@ General Templates

explained in Table 4.1.) To select a

""" & standard Content Page

(The use of these templates is

template, click on the icon in the B Content Page with Menu Inset

“Select” column next to the template
that you would like to use. The
template will open and you can
begin entering content.

To access the second template
gallery, “Specialized Templates,”
click the “Select Template Gallery”

EI(jI Specialized Templates
EI MNews Release Menu
{=1 Online Member Listing
=1 Forms

= Calendar

&= siteMap

""" = Mewsletter Menu -

e

Figure 4.2: Menu of Templates Available

hyperlink located near the top of the dialogue box shown in Figure 4.1. Doing so

generates a directory (shown in Figure 4.2) of all templates available to
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subgroups, both those in the general gallery and in the specialized gallery. For the
most part, templates in the specialized gallery create pages (such as the site map)
that have a very specific and limited function. Many of these templates were
deployed when the site was created. As a result, you will not need to work with
them directly. To select one of these templates, click on it. Doing so will cause the
“Next” button to change to “OK.” Clicking on OK will cause the template to
open. A complete list of all the templates and an explanation of what they do is
presented in Table 4.1.

(An alternate way of accessing the templates is to click on “Work Space” in the
authoring console and then open the template gallery in the site directory that
appears on the left side of your screen. You will see a list similar to that depicted
in Figure 4.2. Although clicking on the name of a template will allow you to view
the template, you will not actually be able to create a new page using it. To create
a new page, you must select a template, as described above, through the “Create
New Page” option in the authoring console.)

General Templates

Standard This template creates a standard content page, which can hold
Content Page [text, graphics and links.

Content Page |This template creates a standard content page with one

with Menu Inset | addition: a small menu at the top left of the body placeholder
containing an automatically generated list of links to all other
pages in the subchannel. This template is used to create a table
of contents for a newsletter. Simply create a separate page,
using this template, for each item in the newsletter and save the
pages in the same subchannel. Each page in the newsletter will
then include the same small menu containing links to all other
pages in that issue of the newsletter.

Specialized Templates

News Release |This template creates a list of the titles of all pages in the

Menu current channel along with the date on which each page was set
to be published. This functionality makes it ideal for creating
index pages for subchannels containing news releases or other
documents for which the date of publication is significant.

Forms This template is used to display the various online forms that
your subgroup will want to create to collect information from
your members on various topics. If you need a special form
created, please contact the ITS help desk for assistance.
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Calendar

This template is used to create the events calendar that will
appear on each subgroup website. Subgroups will be able to
add events to the calendar using a simple online form. You will
never need to work with the template (which is still under
development) directly, just the online form. Instructions for filling
out the add-event form will be sent to you once the template has
been finalized.

SiteMap

This template automatically generates a site map for your site.
The site map lists all the top level and second-level
subchannels in your site and the pages in each. The template
was installed when your site was added. You will not need to do
anything additional to generate the site map.

Newsletter
Menu

This template creates a menu for displaying the current and
archival issues of a serial newsletter or journal. The menu
consisting of these elements: (1) a horizontal list at the top of
the page containing links to each issue of the publication in the
current year, (2) a vertical list of hyperlinks to each page in the
current issue and (3) a vertical list entitled ”Archives” containing
links to each yearly subchannel. Detailed instructions for using
this template are given in the section “Creating an Index Page
for a Newsletter or Journal” later in this chapter.

DisplayTininfo

This template is used to upload and display from the ATA’s

[to be added central database the names and contact information for the

later] executive members of each subgroup. This template (which is
still under development) will be installed in the appropriate
subchannel of each subgroup website. As web manager, you
will not need to work with this template directly.

News This template will create a menu containing links to all of the

Summary stories in the most recent yearly subchannel within the News

[to be added  |channel. In addition to listing the stories, the template will (1)

later] display the first 250 characters of each story and (2) create a

vertical list entitled “Archives” at the bottom of the page, which
contains links to each yearly subchannel in the News channel
except for the most recent.

Table 4.1: Available Subgroup Templates

Creating a New Page

To create a completely new page, follow these steps.

1. Login to your site. Refer to the section entitled “Logging in to a CMS

Website” for details on how to log in.
2. Click on the “Switch to Edit Site” link at the bottom of the page.
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3. Using your browser, navigate to the subchannel in which you want to create a
new page. The quickest way to navigate to the subchannel is to click on the
name of the subchannel as it appears in the left-hand menu bar of each page.

4. Scroll to the

&1 MCMS - IT Hit MCMS WAE -- Web Page Dialog
bottom of
Create New Page
the page Select Template Gallery>Select Template
and, in the
’ Destination Channel: fChannels/ELAC uat teachers.ab.caf/Publications/alberta Woicesf2005/1ssue 1
. Template Gallery: /Templates/ATASubgroups/General Templates/
authoring
console
’ Items 1 -2 of 2 Items per page: 5 (I
click on the
Template Select Last Modified
“C
reate New .
&hstandard Content Page Bl 12/6/2005 10;24:35 AM
)
Page menu ®Content Page with Menu Inset & 12/6/2005 10:24:35 &M
htto: /felac.uat teacher s, ab.cai85/CMSIWAEIPostbackDloHelDer , asox?DIaTitle=MCMS - IT Hit MCMS WAES! rl= & Internet

item. Figure 4.3: New Page Dialogue

5. In the create
new page dialogue that opens (see Figure 4.3), select the template that you
wish to use by clicking the icon in the “Select” column next to the template’s
name. In most cases, you will choose the Standard Content Page template. See
the section “Choosing a Template” above for a complete list of available
templates and a description of what each one does.

6. When the template opens (see Figure 4.4), enter the title of the page in the
“Title” placeholder. This is the heading that will appear in bold print above
the content in the middle column of your page.

7. If you wish to add a subtitle that will display underneath the main heading,
enter it into the

Subtitle place [E7 ThreeColumn - Micrasoft Internet Explorer EE

Ele Edt Yew Favortes Ioos tep i

holder. This O= 0 BE6|pmfimm @SB W U3

address (@] hitp:fJelac.uat.teachers.ab. 943586369, htm?NRMODE=Unpublshe dEMRCHANNEL GUID=%,7bB03STEED-FD48-4088-9c v | [ G0 Liks >
=

fleld 1s not English Language Arts Council

mandatory ELAC =+ ThreeCalurin
B AboUELAC . =
] Jn;‘jngthe Gouncll Title: e
8. Enter the i Awarca ans
B Regional Councils ‘ i
B Annual Conference
= i
content that you s
I Connecting Teachers SubTitle:
I Taking Action on Issues =
want the page to B i
B Test
. . ‘ B The Provincial ATA
B My Local
display in the S o e —
= B My Specialist Council(s)
113 ’ Related nfo: A NEENEN AN AT R R ER R W
BOdy Y ETD il i e e oy tts

B Online Member Listings

placeholder. ' ot
You can add this
content in either

a © et

Figure 4.4: The Standard Page Content Template

of two ways.
First, you can
simply type the content directly into the placeholder using your keyboard.

-38 -
© 2005 The Alberta Teachers’ Association




USER GUIDE FOR WEBSITE MANAGERS (DRAFT)

. £ ¥ All HTML Tags I
Note that you can perform some minor 1

formatting operations using the tools in the S UE Reu

tool box above the “Body” placeholder. ¥y Cascading Style Sheets

See the section entitled “Using the In-Page T Font Tags

Editor” above for a detailed explanation of B> spar oot
the tools available. o
Second, if you have already written the Figure 4.5 Sweep Options
content that you want to post using a word processing program (such as
Word), simply copy the text from the original page into your clipboard,
position your cursor in the body placeholder and perform a paste. Because the
pasted text will almost certainly contain formatting tags from the original
program—tags that will interfere with the style sheets built into the
template—it is important to “sweep” the text by clicking on the brush icon
(.&£). When you click the brush, you will be presented with the five options
shown in Figure 4.5. Click on the “Microsoft Word Formatting” option to
remove Word formatting codes. Repeat this sweep function three more times,
choosing a different option each time: “Cascading Style Sheets,” then “Font
Tags” and finally “Span Tags.” Do not sweep for “<>All HTML Tags” or you
will lose all formatting, including paragraphs breaks.

9. Once you have entered all your content, click on Preview to see how the page
will look when displayed in a browser.

10. Close the Preview window by clicking on the X in the upper right-hand corner
and proceed to make any necessary changes in the relevant placeholder.

11. Repeat steps 9 and 10 until you are satisfied with the contents of the page.

12. Click “Save New Page” in the authoring console menu. The menu shown in
Figure 4.6 will appear.

13. Enter into the Name field the name | EMe e me e

Create New Page

that you want to appear in the URL

Save New Page

for this page. Remember that this
field will accept no special Name
characters such as punctuation Nome” ===
marks.

14. If you want to use the same name R |
as you selected in Step 13 for the e P )
“Display Name,” click the “Same Figure 4.6: The Create New Page

as Name” button. Otherwise, Dialogue Box

choose a different name and enter it into the field. Remember that the display
name is used to reference the page in bread-crumb trail and other
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automatically generated menus. The Display Name can include special
characters.

15. Click OK to save the page, which will now be displayed in edit mode. Note
that the Page Status marker in the authoring console reads “Saved,” an
indication that the page has been committed to the database but has not yet
been published on the live site.

16. If you are satisfied with the page as it is and wish to publish it to the live site,
click “Approve” in the authoring console. Otherwise, click “Edit” in the
console to return to edit mode, make the desired changes and then click “Save
and Exit” to save the changes. You can repeat this cycle as many times as
necessary until you are ready to publish the page. When it is ready, click
“Approve.”

Editing an Existing Page
To edit an existing page, follow these steps.

1. Login to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

2. Using the global site navigation (the menu bar in the left-hand column of
each page) browse to the page that you would like to update.

3. Click on the “Switch to Edit Site” link at the bottom of the page.

4. Click the “Edit” selection in the authoring console menu that appears at the
bottom of the page (see Figure 3.6 for an illustration). The page will now be
displayed using the in-page editor. The various placeholders (or editable
regions) of the page such as “Title,” “Subtitle” and “Body” will be visible.

5. Find the placeholder that contains the text that you want to update and
position your cursor at the point where you want to make changes.

6. Begin editing the text, something that you can accomplish in two ways:

a. If the changes are minor, simply use your keyboard to delete parts of the
old text and type in new content.

b. If the changes are major, you will probably want to delete the existing
content entirely and paste in fresh content that you have produced using
your word processor. To delete the entire contents of the placeholder,
press Ctrl + A on your computer (which will select all contents in the
placeholder) and then press delete on your keyboard (or click the cut
icon in the toolbox at the top of the placeholder). Open in your word
processor the file containing the content that you want to import, select
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the relevant text and copy it into your clipboard. Returning to CMS,
position your cursor in the relevant placeholder and click the paste icon
in the toolbar. Use the sweeper tool in the toolbox to remove all extra
codes that you may have imported from your word processor. Removing
superfluous codes is extremely important, for they will interfere with
the styles imbedded in the template and cause the page to display
improperly. For instructions on removing codes, consult the section on
the Sweeper located in “Using the In-Page Editor” in Chapter 3.
Once you have entered all your content, click on the Preview option in the
authoring console to see how the page will look when displayed in a browser.
Close the Preview window by clicking on the X in the upper right-hand
corner and proceed to make any additional changes in the relevant
placeholder.
Repeat steps 7 and 8 until you are satisfied with the contents of the page.
Click on the “Save and Exit” option in the authoring console menu.
If you are satisfied with the page as it is and wish to publish it to the live site,
click “Approve” in the authoring console. Otherwise, click “Edit” in the
console to return to edit mode, make the desired changes and then click
“Save and Exit” to save the changes. You can repeat this cycle as many times
as necessary until you are ready to publish the page. When it is ready, click
“Approve.”

Creating a New Subchannel

Your site has been built so that it contains top-level channels corresponding to the

major sections suggested in the information architecture for your type of

subgroup. (A model architecture for locals, specialist councils and convention

associations can be found in Chapter 2.) However, to better organize your content,

you will likely want to create additional subchannels within some of these top-

level channels. To create a new subchannel within an existing channel, follow

these steps.

1.

Log in to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

Using the global site navigation (the menu bar in the left-hand column of
each page), browse to the channel in which you would like to create a new
subchannel.

Click on the “Switch to Edit Site” link at the bottom of the page.
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4. In the authoring console menu that appears at the bottom of the page, click on
the last option, “Workspace.” A directory of the site will appear on the left
side of your screen.

5. Position your cursor on the channel in ™ hew v [Epage
which you would like to create a Properties | ol Channsl
subchannel and right click it. The Refresh
menu in Figure 4.7 will appear. (X Delete

6. Click on New > Channel and press Figure 4.7: Channel Creation Menu
enter. The dialogue box shown in
Figure 4.8 will appear.

7. Enter into the Name €1 MCMS - IT Hit MCMS WAE -- Web Page Dialog &

field the name of the fi Create Channel

subchannel as you

Want 1t tO appear m the | Parent Channel URL: /Committees/ I
URL for pages created

Name

Display Name Same As Name

Description:

within this subchannel.
Only alphanumeric
characters are allowed
in this field. Any

i [JImportant Channel
spec1a1 characters such mportant Channe

Hide When Published

as punctuation marks

will not be accepted. [ ome | S
8. Enter in the Display : >

http:fflocal3s.uat. beachers, ab.ca: 85/ CMSWAE /PostbackDlgH | 4 Internet

Name field the name

that you want this Figure 4.8: Create New Channel Dialogue Box
subchannel to be referenced by in bread-crumb trail and other automatically
generated menus throughout the site. This field accepts punctuation and other
special characters. (If you want the “Display Name” to be the same as the
“Name,” simply click the “Same as Name” button.)

9. Note that the “Hide When Published” option is automatically checked when
the subchannel channel is created. That is because the channel should not
normally be exposed to viewers until it actually contains some content.
Therefore, until you have created some pages in the new subchannel, leave
the “Hide When Published ” checked. When you have added pages to the
subchannel, remember to return to this menu and deselect the “Hide When
Published” option. Otherwise the subchannel will not be listed in any menu.

10. To actually create the new subchannel, click on the Save button.
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Changing the Order of Subchannels and Pages in a

Channel

As you add new subchannels and pages to a channel, you may want to change the

order in which these elements are displayed in the various automatically

generated menus (including the left-hand navigation bar) that access the contents

of the channel. To change the sort order of items in a channel, follow these steps.

1. Loginto

#TMCMS - IT Hit MCMS WAE -- Web Page Dialog

your site.

Channel Properties

Refer to the
SeCtiOH Name : Salaries and Bengfits
Display Name : Salaries and Benefits Same As Name
entltled URL : JSalaries+and+Benefits/
Template Path : MNiE
113 : .
Logging in Stamiard ™ Eastam ™ T BTt
Description :
to a CMS

Website” for
details on
how to log
in.

2. Using the
global site

<

Publishing Options

Start Publishing : O Immediately

(%) 741842005 E 227 PM
Stop Publishing : & Never

O i |
Owmer : Everyhody

Last Modified : 12/9/2005 12:19:26 PM

[Jimportant Channel
[IHide when Published

hittp:/flocal3s uat.teachers. ab, ca:85/CMS/WAE {PostbackDIgHelper aspx?DIgTitle=MCHS - IT Hit MCMS WAE @@ Internet

navigation
(the menu

Figure 4.9: Channel Properties Dialogue Box

bar in the left-hand column of each page), browse to the channel whose

contents you with to reorder.

3. Click on the
“Switch to Edit
Site” link at the
bottom of the
page.

4. In the authoring
console menu
that appears at
the bottom of the
page, click on
the “Channels
Property” option.
A channel
properties

£]MCMS - IT Hit MCMS WAE -- Web Page Dialog

3%

Name : elac.uatteachers.ah.ca

Display Name : ELAC

URL : /
Template Path : N/A

Same As Name

Standard Custorn Item Order

Contact Us ~
Feedback

Privacy Policy

Search

About ELAC

Jaining the Council

Awards and Scholarships

Regional Councils

Annual Conference

Publications

Calendar of Events

Connecting Teachers

Taking Action on lssues

Executive Corner

Test hd

Save

Cancel =

Ihttn:felac.uat teachers. ab. ca: 85/ CMS{\WAE fPostbackDlgHelper. aspx7DIgTitle=MCMS - IT Hit MCMS WAERLIr=/MS, | Internet

Figure 4.10: Item Order Control
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dialogue box (Figure 4.9) will open.

5. Click on the “Item Order” option, which will open the dialogue box shown in
Figure 4.10. The dialogue box lists all the subchannels (if any) and pages in
the channel that you are currently browsing. Unfortunately, the dialogue does
not specify whether the various items listed are pages or channels, something
that you will have to determine by consulting the site’s left-hand menu bar.

6. To move a particular item (whether a page or a subchannel) up or down in the
sort order, simply place your cursor on that item and use the Up and Down
tabs to maneuver it to a different position.

7.  When the items are ordered as you want them, click the Save tab.

Adding Images and Documents to a Resource Gallery

Before you can display an image on a page or insert a link to document, you must
first import the file containing the image or document into the relevant resource
gallery. To add an image or document to a resource gallery, follow these steps:

1. Login to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

2. Click on the “Switch to Edit Site” link at the bottom of the page.

3. In the authoring console menu that appears at the bottom of the page, click on
the last option, “Workspace.” A directory of the site will appear on the left
side of your screen.

4. Locate the top-level folder in the directory entitled ‘“Resources.”

5. Within the “Resources”
gallery find the

Z1MCMS - IT Hit MCMS WAE - Web Page Dialog

esource Manager

subgallery for your

Add Resource

subgroup website.
6. Within this subgallery,
locate the specific gallery

Resource Gallery: /Resources/ acal38 .uat.teachers.ab.ca/System Resourcas, I

Local Resource: &

File Type : If the file does not have a file extension, select the file type if
itis in the list below. Otherwise, continue to the next step.

to which you would like Select Fils Type v

to import resources. Fesouree Properties

Display Name:

7. Right click on the name Dzt
of the resource subgallery
and select New > ;

Resource. = oK Cancel | |3

http:jflocalia uat. teachers ab, ca 85 CMSIWAE/PostbackDigHelper , aspx?DIgTitle=MCHS - 1 & Internet
EER)

Figure 4.11: Resource Manager Dialogue Box
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Press enter. The dialogue box shown in Figure 4.11 will appear.

Click on the Browse button. Doing so will open a “Choose File” dialogue
box (not shown here) that displays the directory structure on your local
computer.

Locate the resource that you would like to add and click on it.

Still in the “Choose File” dialogue box, click on “Open” to accept the
resource and then on OK. You will be returned to the Resource Manager
Dialogue Box shown in Figure 4.11.

Use the drop down list of file types to select the type of resource that you are
importing. Most graphics will be contained in GIF, JPEG. PNG or BMP files.
Most documents will be Word files or PDF files.

Click on OK to complete the import. Remember that, at this point, the file has
been added to the gallery but has not been inserted into any page on the site.

Inserting Images into a Page

The following instructions assume that you have already created and saved the

page to which you want to add images. However, the process of adding images to

a page that you are just creating is essentially the same.

Log in to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

Using the global site navigation (the menu bar in the left-hand column of
each page) browse to the page that you would like to update.

Click on the “Switch to Edit Site” link at the bottom of the page.

Click the “Edit” selection in the authoring console menu that appears at the
bottom of the page. The page will now be displayed using the in-page editor.
The various placeholders (or editable regions) of the page such as “Title,”
“Subtitle” and “Body” will be visible.

Find the placeholder that controls the part of the page into which you would
like to insert an image and position your cursor at the point that you would
like the image to appear.
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6. In the toolbar for the

€] Image Manager -- Web Page Dialog
il’l—page edltOI‘ (located | w Brovwse Fi\es| & Uplogd Image | wik| Local Image
at the top Of the Image URL: {Resources/Local38. uat teachers. ab.ca/System Resources/ |
@ H B H & P F
placeholder) find the =y —Tv— : e

D Base Council SubGroup
(=)l Local3s.uat beachers.ab.o

“Insert Image” icon

& . . G Services
(=) and click on it. -0
. 20 Salaries and Benefits
The lmage manager -3 Committees
. []---G MNews

web dialogue box @ ocuments

shown in Figure 4.12 3 ATaG erinshan ot
|™ | mediaplayer, gil
[ I .

will appear. y »
http:iilocal3s.uat. teachers, ab.ca:85/CMS R.adControls/EditarDial | Internet
7. Cursor through the

resource gallery until

Figure 4.12: The Image Manager Web Dialogue Box

you find the resource gallery for your website.

8. Within the resource gallery for your website, locate the specific subgallery
into which you have imported the image. (See the section entitled “Adding
Graphics Files to the Resource Gallery” if you have not yet imported the
image.)

9. Click on the small plus sign (+) to the left of the subgallery. All of the image
files in the subgallery will be listed beneath the name of the subgallery.

10. Click on the file that you would like to import. A copy of the image will

appear in the centre panel of the imager manager web dialogue box.

11. Once you are certain that you

have located the desired file, €] Image Properties -- Web Page Dialog

| s, IMECE F‘roperties| 1 Image Informstion

click the “Insert” button in

T
[z

. Barder Wicth: Mo Border L
the top right-hand corner of —
. Barder Colar:
the web dialogue box. You
Image At Text:
will be returned to the web Lerg Deseritin: &
page into which you were image Aligriment:

inserting the image. The Hotizortsl Spacing: |0

image should be visible in Vertical Spacing: |0

Wildith: 3/E | =
g Constrain

the placeholder.
12.

Height: 115
hktp: fflocal33. uat keachers. ab.ca | # Intermet

Right-click on the image,

which will open the Image

Properties Web Dialogue Figure 4.13: Images Properties Web Page Dialogue
Box shown in Figure 4.13.
(To see this dialogue box, you must first disable the pop-up blocker on your
browser.)

13. In the “Image Alt Text” field, type a short description of the graphic. Filling

out the Alt tag is important for two reasons. First, users who have opted not
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to display graphics on their browser will see this description in place of the
graphic. Second, visually impaired users who access the site using a text
reader will hear this description read aloud.

Use the “Image Alignment” drop-down list to specify whether you want the
graphic to appear on the left side of the page (in which case, text will wrap on
the right), in the middle (in which case, text will wrap on both sides) or on
the right (in which case, text will wrap on the left side of the image).

Use the horizontal and vertical spacing options to specify (in pixels) the
distance that you want the image to be separated from the text on all side.
Generally you should add at least 4 pixels of space around an image.

Use the width and height options to reduce or expand the image to fit the
available space. Although you can set the width and height separately,
thereby elongating or flattening the image, you will generally want the width
and height of the image to remain proportional. To maintain the same

proportions, click on the constrain option. The two parts of the link E will
fuse, indicating that the option has been selected .

One you have finished adjusting the image properties, click on OK to close
the dialogue box.

If you would like to add other images to the page, repeat steps 6 through 17
for each image to be added.

Once you have finished adding images to the page, click on “Save and Exit”
in the authoring console menu.

If you are satisfied with the page, click on “Approve” in the authoring
console menu to publish the page.

Linking to Documents and Other Non-Graphics Resources

The following instructions assume that you have already created and saved the

page to which you want to add links. However, the process of adding links to a

page that you are just creating is essentially the same. Furthermore, the process is

the same whether you are linking to a document (such as a Word or PDF file), a

PowerPoint presentation, an audio files or some other resource requiring a special

reader or plug-in.

1.

Log in to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.
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Using the global site navigation (the menu bar in the left-hand column of
each page) browse to the page to which you would like to add a link to a
document or other resource.

Click on the “Switch to Edit Site” link at the bottom of the page.

Click the “Edit” selection in the authoring console menu that appears at the
bottom of the page. The page will now be displayed using the in-page editor.
The various placeholders (or editable regions) of the page such as “Title,”
“Subtitle” and “Body” will be visible.

Find the placeholder that controls the part of the page to which you would
like to add a link.

Using your cursor, select the text that you would like to serve as the link to
the resource.

In the toolbar for the in- £]Document Manager -- Web Page Dialog
page editor (located at the |EBrDWseFHes‘ £ Upload Documert | 54 Local Attachment

. Documert File: |{Resources) ] [
top of the placeholder) find s UL _ I
the “Insert Document” icon .gﬁ:ﬂ“ﬁs IZLR:IZI Tagets ]

& @0 bocuments

(=) and click onit. The | Sz
document manager web | (o e
dialogue box shown in Bt
Figure 4.14 will appear. | B
CUI'SOI' thI'Ollgh the resource ht‘tp:H\D(alﬁﬁ.uat.tea(hers.ah‘(a:B;tCME;’RadCDntm\siEd\tnrﬁ’Dla\ £ Internet

gallery until you find the Figure 4.14: Document Manager Web Page Dialog
resource gallery for your

website.

Within the resource gallery for your website, locate the specific subgallery
into which you have added the resource (see the section above entitled
“Adding Images and Documents to the Resource Gallery” for instructions on
how to import a document into a resource gallery).

Click on the small plus sign (+) to the left of the subgallery. All of the
document files in the subgallery will be listed beneath the name of the
subgallery.

Click on the file that you would like to import.

If you would like to add a tool tip (a message that will appear when a user
moves his cursor over the hyperlink), enter the text in the “Tool Tip” field.
Click on the “Target” dropdown box. You will be presented with a list of
options that control whether the hyperlink opens a new window or displays in
the same window. Generally, when you link to a document that requires a
special reader (such as a PDF reader or a Word document reader) you should
choose the option “blank™ which will cause a new window to open when the
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link is clicked. If, for some reason, you want the link to open in the same
window, choose the option “parent.”

14. Click the “Insert” button in the top right-hand corner of the web dialogue
box. You will be returned to the web page to which you were adding a
document link. The text that you highlighted initially should now be
underlined, indicating that the hyperlink has been created.

15. If you would like to add other links to the page, repeat steps 6 to 14.

16. Once you have finished adding document links to the page, click on “Save
and Exit” in the authoring console menu.

17. If you are satisfied with the page, click on “Approve” in the authoring
console menu to publish the page.

Linking to Other Web Pages

Your website may contain some pages in which you want to link either to another
page on your website or to an external website. To link to another web page,
follow these steps:

1. Login to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

2. Using the global site navigation (the menu bar in the left-hand column of
each page) browse to the page to which you would like to add a web-page
link.

3. Click on the “Switch to Edit Site” link at the bottom of the page.

4. Click the “Edit” selection in

-

the authoring console menu &1Hyperlink Manager -- Web Page Dialog
that appears at the bottom of [ Foyperink| (& anchor | s E-ml

the page. The page will now WRL kgl o e
be dlsplayed using the in_ Link Text! when t comes to your pension, the :]

page editor. The various
placeholders (or editable
regions) of the page such as
“Title,” “Subtitle” and
“Body” will be visible.

5. Find the placeholder that

Type: hittp: bl

Target: Target ||

Toottig: iy

CS3 Class: |No Class
bkt lacal3s . uat keachers.ab, |4 Internet

Figure 4.15: The Hyperlink Manager Dialogue

controls the part of the page to which you would like to add a link.

6. Using your cursor, select the text that you would like to serve as the link to

the other web page.

© 2005 The Alberta Teachers’ Association
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7. In the toolbar for the in-page editor (located at the top of the placeholder)

find the “Insert a Link™ icon ( 2 ) and click on it. The hyperlink web page
manager web dialogue box shown in Figure 4.15 will appear.

8. If the link that you are inserting is to an external website, enter the complete
URL into the URL field following the two forward slashes. (If you do not
want to type the URL, open another window, go to the destination site, copy
the URL from the address line of your browser into your clipboard and paste
the URL into the URL field).

If the link that that you are inserting is to another page on your own website,

click on the blue select link icon (5?“) to the right of the URL field. The Select
Internal Link dialogue box shown in Figure 4.16 will appear. Use your cursor
to locate the subchannel in which the page that you want to link to is located.
When you have located the

page, click on it and click on &]Select Internal Link - IT Hit MCMS WAE --...
the Save button at the bottom -
] ] 5 Channels —
of the dialogue. You will be w-(gl ATA Provincial
. B-Lgl CTS
returned to .the Hyperlink G ELAC
Manager Dialogue Box shown E-Cal Local 18
. . £l Local 38
in Figure 4.15.. "2 ndex
9. If you would like to add a tool B2 Privacy Policy
tip (a message that will appear B3 search
) +E5] Contact Us
when a user move his cursor -G News
over the hyperlink), enter the #Lgl Committees ™
text in the “Tool Tip” field.
10. Click on the “Tal’get” http:fflocal3s, uat.t |4 Internet

dropdown box. You will be . o
Figure 4.16: Select Internal Link Dialogue Box
presented with a list of options
that control whether the
hyperlink opens a new window or displays in the same window. Generally,
when you link to another HTML document, whether on your own site or
someone else’s, you should choose the option “parent,” which will cause the
destination page to open in the same window. That scenario is less confusing
to the user than opening a new window; if the user does not find the new
page useful, she merely needs to click on the back button to return to the
original page. If, for some reason, you want the link to open a new window,

select the option “blank.”
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Click the “OK” button to save the link. You will be returned to the web page
to which you were adding the hyperlink. The text that you highlighted
initially should now be underlined, indicating that the hyperlink has been
created.

If you would like to add other links to the page, repeat steps 6 to 11.

Once you have finished adding document links to the page, click on “Save
and Exit” in the authoring console menu.

If you are satisfied with the page, click on “Approve” in the authoring
console menu to publish the page.

Creating a Link for an Email Address

Many of your web pages will contain email addresses. A good practice is to turn

those email addresses into hyperlinks rather than leaving them as static text. If

they are hyperlinks, they will automatically open the user’s email program and

insert the email address into the send field. To turn an email address into a

hyperlink, follow these steps:

Log in to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

Using the global site navigation (the menu bar in the left-hand column of
each page) browse to the page to which you would like to create a
hyperlinked email address.

Click on the “Switch to Edit Site” link at the bottom of the page.

Click the “Edit” selection in the authoring console menu that appears at the
bottom of the page. The page will now be displayed using the in-page editor.
The various placeholders (or editable regions) of the page such as “Title,”
“Subtitle” and “Body” will be visible.

Find the placeholder that controls the part of the page in which you would
like to create a hyperlinked email address.

Position your cursor at the point that you would like the hyperlinked email
address to appear and type the full email address.

Press the space bar following the last letter of the email address. The email
should automatically be underlined, indicating that a link has been created.

(If the email address does not transform into a hyperlink, use your cursor to
select the email address that you have just typed. In the toolbar for the in-
page editor (located at the top of the placeholder) find the “Insert a Link”
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2
icon (“**) and click on it. The hyperlink web page manager web dialogue

box shown in Figure 4.15 will appear. Click on the email icon (~*5"™)), enter
the full email address into the “Address” field and click on OK.)

Click on “Save and Exit” in the authoring console menu.

If you are satisfied with the page, click on “Approve” in the authoring
console menu to publish the page.

Creating an Index Page for a Newsletter or Journal

If you are posting a serial publication (such as a newsletter or journal) on your

site, you will likely want to create a menu for that publication that displays links

not only to the current issue but to archival issues as well. A special template has

been developed that will create this menu automatically. This template, called the

Newsletter Menu, is located in the specialized template gallery. Instructions on

accessing a template can be found in the section “Choosing a Template” earlier in

this chapter.

In order for this template to create a menu, you must first carry out these steps:

1.

Create a new subchannel (refer to the section “Creating a New Subchannel”
earlier in this chapter if you need assistance) and give it the name of the
publication that you wish to publish on your website.

Within this subchannel, create separate subchannels for each year of the
publication for which you have issues.

Within each yearly subchannel, create a new subchannel for each issue of the
publication.

Within each issue subchannel, create, using either the Standard Content Page
template or the Standard Content Page with Menu Insert template, a separate
page for each story or item in the issue.

Once you have the channel structure in place, you will need to create a menu page

in each “Issue” channel. To do so, follow these steps:

Browse to one of the “Issues” channels and select the “Create New Page”
option in the authoring console menu.

Select the “Newsletter Menu” from the specialized template gallery (see the
section “Choosing a Template” earlier in this chapter for instructions on how
to access the specialized template gallery).
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3. In the Title placeholder of the template, enter the issue number (or month, if
depending on how you want the publication referenced in the menu) of the
publication.

4. Save the page, entering the name “Index” into both the Name field and the
Display Name field.

5. Click on “Save and Exit” in the authoring console menu.

6. If the channel structures were properly created, you should now have a menu
page consisting of the following elements: (a) a horizontal list at the top of
the page containing links to each issue of the publication in the current year,
(b) a vertical list of hyperlinks to each page in the current issue and (c¢) a
vertical list entitled ”Archives” containing links to each yearly subchannel.

7. Click on “Approve” in the authoring console menu to publish the page.

8. Repeat steps 1 to 7 for each “Issue” channel.

Creating a Connecting Page

Occasionally, you may create a page that you want to display in two different
sections of your website. Rather than creating the page twice and having to
remember to update both instances every time you make changes, you can create
what, in CMS, is know as a connected page.

A connected page is one that is used to display in one channel content that
physically exists in a different channel. The result is a page that displays in both
channels but needs to be updated only once. Apart from ease of maintenance, the
advantage to creating a connected page as opposed to linking to the existing page
is that users browsing the connected page remain in the same channel and, as a
result, are less likely to become disoriented than if all they have is a link that takes
them out of the subchannel that they were currently browsing into the subchannel
containing the original page.

If your site is well organized, you will likely not need to create many connected
pages. Connected pages should be reserved for content that is equally pertinent in
two sections of the site. To create a connected page follow these steps:

1. Login to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.
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2. Using the global site navigation (the menu bar in the left-hand column of

each page) browse to the page that you would like to appear as a connected

page elsewhere in the site.
3. Click on the “Switch to
Edit Site” link at the
bottom of the page.
4. In the authoring
console, click on the
option “Create

£]MCMS - IT Hit MCMS WAE -- Web Page Dialog

Create Connected Page

Select Destination Channel

Current Page: Contact Us
Current Channel:/Channels/Local 38/Contact Us

& Channels

Connected Page.” The s
. . {3 ELaC
dialogue box shown in 28 Local 18
=3l Local 38
Figure 4.17 will o e
{3 Links
a— earo Q ervices
pp @ ga\anes and Benefits »
5. Use your cursor to
|

locate the subchannel

hitp:/flocal38 uat.teachers, ab.ca: 85/ CMS/WAE PostbackDIgHelper, aspx7DIg Title=MCMS - IT Hit MCHS |4 Internet

in which you want to

create the connected Figure 4.17: The Create Connected Page Dialogue Box
page and click on it.

6. Click on the “Next” button at the bottom of the page. The dialogue box
shown in Figure 4.18 will appear, prompting you to select the template that
you want to use to create the connected page.

7. Select the template that

you want to use (only

&7 MCMS - IT Hit MCMS WAE -- Web Page Dialog

Create Connected Page

Select Destination Channel>Select Template

one is currently

Current Page: Contact Us
Current Channel: JfChannels/Local38.uat.teachers.ab caf
Destination Channel:/Channels/METCA.uat.teachers.ab.ca/

available for this

purpose) by
positioning your cursor

Items 1-1of 1 Ttems per page: |5 %

on the iCOl’l in the Template Location Select Last Modified

Bstandard fTemplates/ATASUbgraups/General =1

Content o
T lates/Standard Content P
Page emplates/Standard Content Page

“Select” column and

12/6/2005 10:24:35 AM

clicking. The selected

http:/local38.uat keachers. ab.ca:85/CMS W AE PostbackDlgHelper aspxDlaTite=MCM: @ Internet

template will open and

the content from each Figure 4.17: Select Template Dialogue Box
of the placeholders in the original page will automatically be inserted into the
corresponding placeholders in the new page.

8. Click on the “Save New Page” menu option in the authoring console at the
bottom of the page. The dialogue box shown in Figure 4.18 will appear.
Notice that the “Name” field and “Display Name” fields are grayed out,
indicating that the page must bear the same name as it did in the original

subchannel.
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E7MCMS - IT Hit MCMS WAE -- Web Page Dialog

9. Click on OK to save the new

{5, Create Connected Page

page. Save New Connected Page

10. Click on Approve in the

Name

gisplav Contact Us Same As Name
the page. e

authoring console to publish

oK | Cancel
< >
Inttp: flocal 5. uat. beachers ab. ca:B5/CMS/WAE/T @ Internet

Figure 4.18: Create Connected Page Dialogue

Adding a “Related Info” Link

Occasionally when creating a page you may want to point users to some related
content that is already available in another section of your website. For that
reason, two of the templates, the “Standard Content Page” and the “Content Page
with Menu Inset” templates, have been created with a special placeholder called
“Related Info.” This placeholder is shown in Figure 4.19. To create a “Related
Info” link, follow these steps:

1. Login to your site. Refer to the section entitled “Logging in to a CMS
Website” for details on how to log in.

2. Using the global site navigation (the menu bar in the left-hand column of
each page) browse to the page on which you

would like to create a “Related Info” link. 2 Related Info
3. Click on the “Switch to Edit Site” link at the Related Info:
bottom of the page. -

4. Click the “Edit” selection in the authoring
console menu that appears at the bottom of the
page. The page will now be displayed using the
in-page editor. The various placeholders (or
editable regions) of the page will be visible,
including the “Related Info” placeholder shown

in Figure 4.19.

O
5. Place your cursor in the “Related Info”

placeholder and type the text that you would like Figure 4.19: The Related
to appear in this part of the page. Info Placeholder
6. Select the text in the placeholder that you would like to transform into a

hyperlink.
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7. 1f you wish to create a link to another web page (either on your site or on an

external site), click on the “Insert a Link” icon ( 2 ) at the top of the
placeholder. The hyperlink manager shown in Figure 4.15 will appear. To
configure the link, follow steps 8 to 11 in the section entitled “Linking to
Other Web Pages” above.

Alternatively, if you wish to link to a PDF or other document, click on the

“Insert Document” icon ( 4 ). The document manager web dialogue shown
in Figure 4.14 will appear. To configure the link follow the directions given
in Steps 8 to 14 in the “Inserting Links to Documents and Other Non-
Graphics Resources” above.

8. Click on the “Save and Exit” menu option in the authoring console.

9. If you are satisfied with the page, click on “Approve” in the authoring
console menu to publish the page.
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