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Background

On July 18th, 2003, Automation Technologies Inc. (ATI) was awarded contract to provide technical and management support to develop and maintain an integrated Department of the Navy (DoN) Acquisition website, to be located at the following URL: http://acquisition.navy.mil/.  

This contract has requirements for the DoN website to integrate previous functionality of the Acquisition Business Management Online website (http://www.abm.rda.hq.navy.mil/), and the Acquisition Reform Office website (http://www.ar.navy.mil/).  

The Director Acquisition Career Management (DACM) Office website located at http://dacm.secnav.navy.mil/ will be a standalone website with its own look and feel, but will be incorporated as a sub website accessible from the DoN Acquisition website and share common content management software.

In addition to the above sites, selected functions of the Acquisition Business Management Strategic Business Management website located at http://www.peoarbs.navy.mil/ will be incorporated.  

Purpose

The purpose of this User Manual is for content managers and content editors to have a resource to aid in a basic understanding of the most common content management tasks.  This manual also includes access to step-by-step guided instructions to perform these tasks.
What is a Content Management System?

Content Management Systems (CMS) are comprised of software that enables multiple people within an organization to add and/or manipulate content on a Web site. 
Typically, a CMS consists of two elements: the content management application (CMA) and the content delivery application (CDA). 
The CMA element allows the content manager or editors, who may not know HTML, to manage the creation, modification, and removal of content from a Web site without needing the expertise of a Webmaster. 
The CDA element uses and compiles that information to update the Web site. 
About Ez Publish
DoN Acquisition One Source web site is using an open source CMS product called EZ Publish.  The product EZ Publish is from EZ Systems (www.ez.no) which is a European based company.

The application software has two sides to the web site, Public and Admin.   
Public URL Access (DoN Acquisition One Source website)

The Public side acts as the content delivery application and uses and compiles information and changes from Admin to update the Web site.  The Public side, is what every user who comes to the website will see.
To view the public website, the following URL address will give you access:
http://www.acquisition.navy.mil or http://acquisition.navy.mil
Admin URL Access (Administration functions)
The Admin side acts as the content management application, and the given Admin URL is the location where the content managers and content editors will conduct all the maintenance and management of content.  Only designated DASN managers and leaders will have accounts and passwords to the Admin site.
To view the content management system administrative website, the following URL address will give you access:
http://www.acquisition.navy.mil/navyaos_admin 
This website is where you will create, modify, and maintain all the website information and content.
Website Roles

The DoN Acquisition One Source website supports 4 distinct user roles. These roles include the following:

· Chief Editor

· Content Editor

· Content Manager

· User

Chief Editor

Chief Editor is the highest level of access to the website.  The Chief Editor has access and privileges to all the taxonomy within the website.  The Chief Editor has the authority to make changes to any area within the website.  The DASN Acquisition One Source Chief Editor is Mr. Page Glennie.

Content Editor

Content Editors have the next highest level of access to the website.  The Content Editor is responsible for review and approving one topic or multiple topic areas within the site.  The Content Editors will have the authority to publish any content changes or new items as long as they are within areas designated to them.

Content Manager

Content Managers have access to all those administrative functions to allow easy creation and modification of website content.  Each Content Manager will be responsible for one or more topic areas on the website.  Content managers will be able to create new content, modify pre-existing content, delete, move, or archive information in which they are responsible for maintaining.  Each Content Manager has been individually selected and assigned to designated topics based on their expertise with individual acquisition topics areas.  Content Editors or the Chief Editor may have to approve any or all content manager changes. 

Users

Users are all individuals with acquisition interests who visit the public website.  Users have free access to all information on the public website.  The User does not need an account or password to visit the site.

Familiarization with the EZ Publish Administration Interface

This section is designed to enable you to become more familiar with the Ez Publish Administration Interface and its functionality.  After log in, you will see an administrator’s interface with different tabs.  Each tab has its own associated areas for performing tasks or for set functions that you at one time or another will need to perform. You will notice on the administration interface, that there are four different tabbed areas.  The tabbed areas are labeled the following:
· Content

· Users

· Set up 
· Personal 

Depending on your designated role, you may or may not need access to functionality in all of these areas.  
Content Tab

When the Content Tab is selected, you will notice that there are five areas that appear on the left hand side.  The five areas are: Frontpage, Sitemap, Trash, Bookmarks and History.  Each of these areas serves a purpose and will be briefly explained.  An illustration is shown below to highlight the Content tab and its associated five areas.  You may also note that the tab that is selected will be shown in a lighter hue of blue than tabs not selected.

[image: image2]
Frontpage – “Frontpage” is an area that shows all top level topics used for navigation within the website.  These are the same topics that appear on the left hand side of the front page (home page) of the DoN Acquisition One Source web site.  You can use the Front page area to locate your topics by simply selecting the topic text and drilling down to the appropriate level.
Sitemap – “Sitemap” is a screen that quickly shows you top navigation level and second sublevel topics of the entire website.  These areas are available for selection if you would like to use it as a means to access topics as well.
Trash – “Trash” shows objects that have been “removed” from the site and are awaiting permanent deletion.  The Trash repository contains items from all account holders and items they have recently selected to remove.  Any item placed in trash may be recovered and reused at a later time.  However, once an item is deleted from the Trash repository, it will be permanently deleted.
Bookmarks – “Bookmarks” is an area in which a collection of your individually selected “shortcuts” are shown.  You can use the down arrow to view all bookmarks, and select them to jump to that area.  Selecting the Bookmark label text will take you to the Personal Tab, to My Bookmarks.  Here it will list all the topics or objects that you have previously bookmarked for easier access.  You may also select items from here as shortcuts.
History – “History” allows you to view the last topic or object that was accessed.  
Users Tab

When the User Tab is selected, you will notice that there are three areas that appear on the left hand side.  The three areas are: Users, Roles, and Trash.  Each of these areas relate to setting up user accounts and assigning roles and privileges within the administration area.  
The Chief Editor will be the only individual responsible for using this area.  An illustration is shown below to highlight the Users tab and its associated three areas.

[image: image3]
Set up Tab

When the Setup Tab is selected, you will notice that there are sixteen areas that appear on the left hand side.  The sixteen areas are: Classes, Sections, Templates, URL translater, URL management, RAD, Extension setup, Workflows, Triggers, Translations, Cache, Packages, Notification, Search Stats, System Information, and Email list management.  Each of these areas relate to setting up specifications and how the administration area performs.  
The vendor’s network engineer and programmer will be the only individuals responsible for using this area.  An illustration is shown below to highlight the Set up tab and its associated sixteen areas.

[image: image4]
Personal Tab

When the Personal Tab is selected, you will notice that there are six areas that appear on the left hand side.  The five areas are: My drafts, My pending list, My notification settings, My bookmarks, Collaboration, and Change password.  Each of these areas serves a purpose and will be briefly explained.  An illustration is shown below to highlight the Personal tab and its associated six areas.

[image: image5]
My drafts – “My drafts” is an area that you can view all items in draft form.  From this area you can select an item held in draft version to finish editing it for publishing.  You may also select items and then select the trashcan icon to send this draft version to the trash.   

NOTE: You may have to clean out your drafts on a regular basis.  If you open an item and close it without hitting the “discard” button the item will be stored in draft until manually removed.  
My pending list – “My pending list” is an area to view items pending review or acceptance.  The Content Managers will use this function most and will be able to see each item still awaiting review from the Content Editor.
My notification settings – “My notification settings” is an area in which you can specify when you should be notified if content you own is modified or changed.  The notifications are automatic email responses delivered to your inbox.  The email address is your alias used within the website that has been denoted as the point of contact.
My bookmarks – “My bookmarks” is an area in which all bookmarked areas that have been selected will be listed.  You can add additional bookmarks or delete them from this list in this area.  You can also use this as a menu for shortcuts to those areas listed.
Collaboration – “Collaboration” is an area that allows for communication.  When your items have been reviewed, approved or denied; the status for each item will be shown in this area.  The Content Manager and Content Editors also have the ability to leave comments to one another concerning the items and may be read from this area.  
Change password – “Change password” is an area in which you can modify or change your password at any time. 

Administrative Interface Functions
Breadcrumb

Very common in many of today’s websites, is a string of topics located at the top center of the web page to show the path from which you have navigated from.  This area is referred to as a breadcrumb.  The overall purpose of a breadcrumb is to show exactly where you are located within the web site at any time.  
The breadcrumb is pertinent to take note of as it will list all the topics and subtopics in a taxonomy path.  It is good practice to carefully view the breadcrumb when creating or modifying content since it serves as a reference to ensure you are making changes where needed.
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Location Identifier

The location Identifier is part of the breadcrumb path. Its purpose is to identify the exact location of where you are in relationship to the public website.  In the illustration shown below, you can see that the location identifier is easily spotted since it is the last item shown to the right of the breadcrumb path.  This item will be in black instead of blue text.  You can also refer to the white text in the blue box as confirmation.
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Edit

The Edit button is available to open an item and enables you to make changes.  Selecting the Edit button opens the What You See Is What You Get (WYSIWYG) editor.  The WYSIWYG editor allows you to make changes without having knowledge of HTML tags and code.

[image: image8]
Preview

The preview button is available to allow another opportunity to view how your information will be presented on the web page.  You can use the Preview to check your layout and formatting without having to go to the Public website.  
If the web site used multiple templates, you would be able to select the template in preview to see how it would look.  For our web site, we are not using different templates but one that is standard throughout to ensure consistency.

[image: image9]
Remove

The Remove button allows you to delete the item.  The item is placed within the Trash.  The Trash is a repository that holds items that have been removed from areas within the web site, until they are permanently deleted.  An item in trash can be recovered and republished, however once deleted from trash it is no longer recoverable.

[image: image10]
Bookmark

The Bookmark button allows a quick way to bookmark an item for easier access at a later time.  The bookmark allows a way to quickly navigate to the item that has been bookmarked.  Upon selecting the bookmark, the item will become available in the left hand side of the Menu under “Bookmarks”.  The item will appear listed and will always be available until they are deleted.

[image: image11]
Keep me updated

The Keep me updated button allows an easy way to receive email notifications on the item.   Once the Keep me updated button has been selected for an item, you will receive automatic email notifications concerning any change to that item.  The item will be listed in the Personal Tab under “My notifications”.  If you no longer wish to receive update notifications for the item, you can delete it in “My notifications”.

[image: image12]
Create here (Creating new Objects)
“Create here” is a pull down option to allow you to create a new topic or any new data object.  Any time you wish to create new content, you must use the pull down menu and then select the Create here button.  A new screen will appear and based upon the data object selected for creation, there will be data fields that will need to be completed.  Complete information for necessary fields and then save the object by hitting the “Send for publishing” button.

[image: image13]
Types of Objects
There are sixteen different types of objects that can be created.  Depending on your role and access level, you will be limited to see and create certain data types over others.  
For purposes of this manual, all the possible objects are shown and briefly described.  A description is necessary to ensure the whole DASN team understands under what circumstances certain data objects should be created versus others.
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Folder
A Folder can also be referred to as a topic.  You would create the Folder object when you want to create a new topic or subtopic area.  The folder is basically a “holding bin” to hold topics, and subtopics as well as individual objects associated with that topic.  Individual objects are those data types such as links, files, and images which reside within a folder.  For any given folder, you can create any other data type and have as many as you need.  
Article
An article is a data object that may be used when you want to create a page within a folder that looks very similar to a newspaper article.  
User Group

The User Group object is one that is used when wanting to create a group of a certain type of user.  Currently, there are the Content Manager and the Content Editor groups.  For example, each individual with a Content Manager role will belong to the Content Manager group.  
Only the Chief Editor will have the need to create any additional user groups.

User
The User object is one that is used when the need arises to create a new user account within the system.  

Only the Chief Editor will have the need to create additional users within the system.
Image
The Image object is used to add images to a given folder.  You may have the need or want to add a photo, chart, or diagram as added information.  The image object will only accept those file types associated with graphics.  (For example, .bmp, .gif, .tiff)

Creating an image object is beneficial because it allows you to enter detail about the image.  This is pertinent if there is a chart or diagram that needs explanation.

The Image object will not accept file formats such as Microsoft Word, PowerPoint, Excel of Adobe Acrobat files.  The File object must be used for these file types.
Forum
The forum object is used to create a forum for threaded discussions.  

Currently, the decision has been made that forums will not be created.  The public user does not need an account name to login to the system and therefore could not be identified in discussion threads. 
Forum Message
The Forum Message object is used to create a discussion thread or enter a text response to a forum.

Currently, the decision has been made that forums will not be created.  The public user does not need an account name to login to the system and therefore could not be identified in discussion threads. 

Info Page

The Info Page object is used to create standalone html pages.  Often times, when a folder object is created, there is a need to have additional HTML pages that are hyperlinked to another page.  A perfect example of this is a policy memo with an attachment.  You would not want to create a new folder/topic for an attachment page, but you would still want the information to be available to your users.

The Info Page object is only used when there is a need for only one html page and is generally created by the vendor’s web developer since HTML coding is usually involved.

Link
A Link object is used when an external link is desired.  Creating a link as an object is advantageous since it allows you to enter information in a description field.  This allows the public user the opportunity to read the description and decide whether or not they want to visit the external link.
File
A File object is used when an attachment to a file is necessary.  The file object allows you to describe the file so users can understand what the file is before they launch it or even download it.   

The file object will accept any Microsoft Office file format (Word, PowerPoint, Excel, Etc) as well as Adobe Acrobat .PDF files.  The File format will not however, accept any graphic file formats.  The Image object must be used for any graphics or images.

Comment
The Comment object is used to leave a comment within a folder.  The comment object is typically used to comment on an Article.
The comment object will not be used at this time.
Event
An Event object is used for specific events and their announcements.  The event object could be used to announce a meeting, a briefing and offer information about conferences.  
Acquisition Topic
The Acquisition Topic object is only used to create a new acquisition topic.  The Acquisition Topic object has designated titles to house information that is consistent within each of the acquisition topic folders.

The object has automatic heading titles and information needs to be completed for the following areas:

· Name
· Overview

· Point of Contact

· Policy and Guidance

· FAQs
The Acquisition Topic object is used in conjunction with the Reference, Success Story and Tools data objects.
Reference
The Reference object is only used in conjunction with the Acquisition Topic object.  The Reference object when used with the Acquisition Topic adds individual references on the Acquisition Topic page.
Success Story
The Success Story object is only used in conjunction with the Acquisition Topic object.  The Success Story object when used with the Acquisition Topic adds individual success stories related to that Acquisition Topic page.
Tools

The Tools object is only used in conjunction with the Acquisition Topic object.  The Success Story object when used with the Acquisition Topic adds individual tools related to that Acquisition Topic page.
Search

The “Search” box located at the top of the page allows you to enter in a topic to locate within the application.  The search query will locate the item and display it for easy access.
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Name 

In the center of the page, there is a column titled “Name”.  The Name column shows you the topic or object type name.  In order to access the item or see its associated subtopics you must click on the actual text of the item.
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Type

There is a column named “Type”.  The Type column simply identifies what object type an item is.  To get more familiar with the types, please reference the section called Types of Objects.  
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Section

The column named “Section” is an identifier for the presentation and layout template.  The Section designator also helps divide the website into appropriate chunks for assigning responsibility to Content Editors.  The section designation is only set by the chief editor or the vendor’s web developer.
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Priority

The column with the title “Priority” is a numeric designator to tell the system how to order and sort information.  (For example priority shown as number 1 will be listed first on the web page).  
NOTE:  this will only appear as a column if the topic has had the sort order selected as priority.  You can read more about how to Sort in the area called, Sorting Content of this manual.

[image: image19]
Edit 

The column named “Edit” allows easy access for modifying content.  There is a graphic pencil designated for the Edit function.  Selection of the pencil icon beside a specific item allows you access to the topic or object type WYSIWYG editor to allow for modifications.
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Copy

The column called “Copy” allows you to make an exact copy of the folder or object. There is a graphic of documents designating the Copy function.  Selection of the document icon beside a specific item allows exact duplication of the item.  

[image: image21]
Update 

The button called “Update” allows you to refresh the frame to ensure changes are reflected. 
For example, if you decide to change the priority arrangement.  You would then select update to see the new priority arrangement.
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Remove

The button, “Remove” allows you to send a topic or object to “Trash” by selecting the check box beside the item, then hitting the remove button.
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WYSIWYG Editor
The What You See Is What You Get (WYSIWYG) editor is a tool used for creating the content that will be displayed on the web page.  A WYSIWYG editor is designed to be used as a straight text editor, and HTML programming knowledge is not necessary.  It allows you to create content by allowing access to basic formatting and layout tools.  Just like in the interface of Microsoft Word, you will recognize common functions such as Undo, Bold, Italics, Numbering, Bulleting, Add Files, and Create hyperlinks.  There are some other icons that may not be familiar to you.  These icons are for the more experienced coders that may need to add elaborate code, third party functionality or even additional applications.  

If you happen to know how to code using HTML and prefer to use the HTML tags, simply select the button that says, “Disable editor”.  You will no longer have the icons and can code in straight HTML.
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How Do I? 
This section of the manual is meant to be a reference for doing specific tasks.  There are thirty-four separate tasks that have been identified and documented.  For each of the thirty-four tasks, there are Step-by-Step instructions as well as graphic illustrations to demonstrate each step of the process.  These tasks are listed alphabetically to make it easier to reference when needed.  
Keep in mind that there are tasks that are specific to the Content Manager and other tasks that only Content Editors will do.  A Content Editor has a role that allows them to do everything that a Content Manager has access to do in addition to other tasks.  There are some tasks that a Content Editor is only allowed to do.
The tasks in the list below are hyperlinked for your convenience.  You can click on one of the tasks to jump to that area within this manual.  

How Do I?:

1. Access Items for Review
2. Add a File
3. Add an Image
4. Add a Link
5. Add Content to Multiple Locations


6. Approve Content 
7. Approval Notifications
8. Archive Content
9. Bookmark from “My Bookmarks”
10. Bookmark from Folder
11. Change Password
12. Check Pending List for Approval Status
13. Create a new Folder (Topic)
14. Delete Bookmark
15. Delete Content
16. Delete Notifications
17. Deny Content
18. Disable WYSIWYG Editor
19. Edit Content
20. Edit Items Submitted for Approval
21. Embed a Link within a Page
22. Empty Items in Draft Mode

23. Enable WYSIWYG Editor
24. Hyperlink to another Folder or Object
25. Hyperlink directly to a File
26. Login
27. Logout
28. Move Content
29. Restore Item from Trash
30. Review Content
31. Save a Draft Version
32. Set Notifications
33. Sorting Content
34. Versioning of Content
Access Items for Review
Content Editors will need to access those items newly created or modified by Content Managers. Content Editors will access items in order to review the item prior to it becoming published to the One Source web site.
Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu.
2. Select “Collaboration” option in the left hand menu.
3. Items that need review and approval are shown in a Summary list with the most recent item at the top.
4. Access an item by selecting the Grey ribbon, the title text or the [more] text.
Graphic Illustration of Step Instructions
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Image 1 of 2
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Add a File
Content Managers have the ability to add files to the website.  File types that are supported include all Microsoft Office products and Adobe Acrobat files.
Step-by-Step Instructions

1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Select the topic text in the Name column where you want to add new information.
4. Take note of breadcrumb and path to ensure proper location.
5. Select File in the Type pull down list.
6. Press “Create here” button.
7. Enter in a name of the new File in “Name”.
8. In the “Description” field enter information describing the file.
9. In the “File” field, locate your file to be attached and select it.  (The file will be uploaded.)

10. If applicable enter “Publication Date”.
11. If applicable enter “Expiration Date”.
12. Press the “Send for publishing” button.
13. Await approval from designated content editor.
Graphic Illustration of Step Instructions
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Add an Image

Content managers and editors have the ability to create an image for the website.  The image object is useful when photos, charts, graphics are needed.  The graphic file types supported include: gif, bmp, tiff, and wmf.  
Step-by-Step Instructions
1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Select the topic text in the Name column where you want to add an image.
4. Take note of breadcrumb and path to ensure proper location.
5. Select “Image” in the Type pull down list.
6. Press “Create here” button.
7. Enter in a name of the new image in “Name”.
8. In the “Caption” field enter a short description to describe the image.
9. In the “Image file name” field, browse to locate image file to upload

10. Press the “Send for publishing” button.
11. After you have pressed the Send for Publishing button, open the image for editing again.
12. A new field called, “Alternative image text” will be available, enter a brief description in this area to describe the image.
13. Press the “Send for publishing” button.
14. Await approval from designated content editor.
The alternative image text field does not appear until after the image object has been saved.  Once the image object is sent to publishing, the system will recognize it as an added image file.  Once it is recognized, the system adds the “Alternative image text” field to the object.  This field is added to support Section 508 regulations, which states that each time a graphic is used within the website; a textual description has to be made available as an alternative for visually impaired individuals that use screen readers.  
If a textual description is not made available than the Section 508 regulation is being broken by the DASN Acquisition.
Graphic Illustration of Step Instructions
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Add a Link
Content managers and editors can create a new link as necessary.  A link object can be created to support the need to hyperlink to any external web site.  The link can be created as an individual object, by using the pull down data type selection menu, or as a link that is embedded within the content on a page.  Instructions for both ways are shown below.
Step-by-Step Instructions

1. After login, go to Content Tab. 
2. Select “Frontpage” on the left hand side.
3. Select the topic text in the Name column where you want to add a link.
4. Take note of breadcrumb and path to ensure proper location.
5. Select “Link” from the Type pull down menu.
6. Enter in a name for “Title” for the link.
7. Enter information about the link in “Description”.
8. Type or copy the URL link in “URL Link”.
9. Enter in actual text that will serve as the hyperlink in “Text”.
10. If applicable enter “Publication Date”.
11. If applicable enter “Expiration Date”.
12. Press the “Send for publishing” button.
13. Await approval from designated content editor.
Graphic Illustration of Step Instructions


[image: image39]
Image 1 of 5


[image: image40]
Image 2 of 5


[image: image41]
Image 3 of 5


[image: image42]
Image 4 of 5


[image: image43]
Image 5 of 5

Add Content to Multiple Locations
It is possible to add a topic (folder) or object of content to additional areas within the website.  This enables creation and management of the content from one main area, while the content is shared and viewable from additional areas within the website.

Step-by-Step Instructions

1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Locate the topic or object in the Name column you want to move to multiple areas.
4. Select the graphic pencil icon in the Edit column.
5. Once the screen refreshes, select the button “Add Locations”.
6. Once the screen refreshes, select the radio button(s) to the left of the item(s) where you wish to add additional locations for the item.
7. Press the “Select” button.
8. Once the screen refreshes, notice that there are multiple path locations shown for the item. For each area you added, there will be a path.
9. Press the “Send for publishing” button.
10. Await approval from designated content editor.
Graphic Illustration of Step Instructions
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Approve Content
Content Editors must review and approve/deny items that Content Managers have newly created, or modified.  The items that need review and approval are shown in a list with the most recently modified item placed at the top.  
Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu. 
2. Select “Collaboration” option in the left hand menu.
3. Select an item to review.
4. Carefully review item’s content.
5. Select the Back button on the browser to return to the Approval screen.
6. If you need to enter a comment, enter your text in the comment box.
7. If you are ready to accept the item, select the “Approve” button.
8. The item will become published to the website.
9. You will automatically be returned to the summary list of items.
Graphic Illustration of Step Instructions
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 Approval Notifications

In “My notifications settings” there is an area with the title called, “collaboration notification”.  There is a check box selection for Approvals.  

This option is for Content Editors responsible for approving items prior to publishing.  This option, if selected, allows the Editor to receive an email alert each time an item has been submitted for Editor review and approval.

Editors will receive the email notification as well as receive an active item in their “collaboration” space.  If an editor does not select this option, they will not receive an email alert, but the item will still appear in the “collaboration” space. 

If a Content Manager selects this option, nothing will happen.  Content Managers will not receive Approval notices because they are not responsible for review and approval of topics within the site.

NOTE:  The “Approval” notices are separate from the “Keep me Updated” notifications in which an email is sent when there is new information added to the site or changes occur to existing topic information.

Archive Content
Archiving content is important in order to keep information on the web site current.  When content gets outdated, it is usually a good idea to place the content in an archive folder.  Once archived, a user will always be able to locate the information if they need it for future reference.
Step-by-Step Instructions

1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Locate the topic or object in the Name column you want to archive.
4. Select the graphic pencil icon in the Edit column.
5. Once the screen refreshes, select the graphic icon of the folder located in the Move column.
6. Once the screen refreshes, select the Archives topic text in the Name Column.
7. Locate the subtopic area within archives that the content should be archived.
8. Select the radio button to the left of the item where you wish to archive the item. 

9. Press the “Select” button.
10. Once the screen refreshes, notice that the location for the item is changed to the subtopic in archives you selected. 
11. Press the “Send for publishing” button.
12. Await approval from designated content editor.
Graphic Illustration of Step Instructions
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Bookmark from “My Bookmarks” 

Bookmark allows you to create a shortcut and access to a particular topic.  It is good practice to bookmark those areas in which you manage or maintain to save time.  There are two different ways that you can bookmark an area.  Both ways are represented in this manual. One way is called Bookmark from “My Bookmarks”, the other is Bookmark from Folder.
Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu.
2. Select “My bookmarks” option in the left hand menu.
3. Select the button “Add bookmarks”.
4. Select the title text of the topic you want to bookmark.
5. Hit the “Select” button.
6. Item will appear in “My Bookmarks” in the “Personal” Tab.
Graphic Illustration of Step Instructions
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Bookmark from Folder

If you are in a folder, prior to opening it for editing, you will have the option to bookmark the item by way of a button titled, “Bookmark”.  This is an alternative way of bookmarking without having to go to the “My Bookmarks” area.
Step-by-Step Instructions

1. After login, go to “Content” Tab in upper menu.
2. Select “Frontpage” option in the left hand menu.
3. Select the title text of the topic you want to bookmark.
4. Take note of the breadcrumb and folder name.
5. When screen refreshes, select the “Bookmark” button.
6. Item will appear in “My Bookmarks” in the “Personal” Tab. 

Graphic Illustration of Step Instructions
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Change Password

All users have the ability to change their password at any time.  
Step-by-Step Instructions

1. After login, go to Personal Tab in upper menu.
2. Select “Change Password” on the left hand side.
3. Type in Current password.
4. Type in New password.
5. Confirm New password.
6. Select the OK button to finish.
Graphic Illustration of Step Instructions
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Check Pending List for Approval Status

When a Content Manager has created or modified items, each individual item will be stored in the Pending List until reviewed by the designated Content Editor for the item.  Once an item has either been approved or denied, the item will be removed from the Pending List.  The status of an item can always be viewed from Collaboration once approved or denied.

Step-by-Step Instructions

1. After login, go to Personal Tab in upper menu.
2. Select “My Pending List” on the left hand side.
3. Individual items that are awaiting review and approval by the content editor will show in the list.
If there are no items awaiting review and approval, the list will be empty and say, “Your pending list is empty”
Graphic Illustration of Step Instructions
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Create a new Folder (Topic)
A new folder can be created when a new topic is warranted within the One Source website.  The folder is a “holding container” that allows a web page with its related content to be created and various other objects to be stored, (files, images, links etc).

There is no limit to how many folders that can be created for the web site. When you want to create folders simply decide where you want to save the folder in the taxonomy hierarchy.  Any folder that is created by a content manager will need approval from the designated content editor.
Step-by-Step Instructions

1. After login, go to “Content” Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Select the topic text in the Name column where you want to add a new topic (may have to navigate down a few levels if required).
4. Take note of breadcrumb and path to ensure proper location.
5. Select “Folder” in the Type pull down list.
7. Press “Create here” button.
8. For the “Name” Field – enter in the name of the new topic.
9. In the “Description” field enter in your content as you would like it to appear on the web page.
10. For “POC” – type in the alias email address of responsible person (Content Manager).
11. Press the “Send for Publishing” button.
12. Await approval from designated content editor.
Graphic Illustration of Step Instructions
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Delete Bookmark
Content Managers and Editors have the ability to delete their own bookmarks at any time.  You may want to delete a bookmark you had created previously if you no longer need to have a short cut or easy access to the item.
Step-by-Step Instructions

1. After login, Go to Personal Tab in upper menu.
2. Select “My bookmarks” on the left hand side.
3. Locate the topic or object in the Name column you want to delete.
4. Select the check box located to the left side of the item.
5. Select the “Remove” button.
6. Select the “trashcan” graphic.
Graphic Illustration of Step Instructions
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Delete Content
Content can be deleted when it is no longer necessary or needed.  When an item is deleted initially, it will reside in the trash repository.  Items in the trash can be recovered and republished to the website.  Once an item has been deleted from the trash can, it is no longer recoverable.  

Delete only items you feel will never have value to any person, otherwise move the item to archives.
Be cautious when deleting items.  For instance, if you delete a folder, ALL of it associated objects (subtopics, files, links etc.) housed in the folder get deleted as well.  

Step-by-Step Instructions

1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Locate the topic or object in the Name column you want to delete.
4. Select the check box located to the left side of the item.
5. Select the “Remove” button.
6. Once the screen refreshes, the application will ask you to confirm your deletions.
7. Select the “Confirm” button.
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Delete Notifications
Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu.

2. Select “My notification settings” option in the left hand menu.

3. Under the column titled “Select”, check the radio button you wish to delete notifications on.

4. Select the “Remove” button.

5. The item will disappear from “Node Notification” area.
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NOTE: 

If you use the “REMOVE” function to delete content, the items are placed in the “TRASH”.  Items may still be retrieved and reused from the trash.  

Once an item is removed from the trash area it will be permanently deleted and will no longer be retrievable.
There will be a business process standard for periodically purging and deleting all items in the trash can.  The Chief editor will be responsible for deleting these items.
Delete Notifications

If you have previously set certain folders or topic areas in which to receive notifications, you can delete them at any time.  You must manually delete the notifications if you no longer wish to receive email updates. 

Step-by-Step Instructions
1. After login, Go to Personal Tab in upper menu.
2. Select “My notification settings” on the left hand side.
3. in the right column called “Select”, click the check box for the item you no longer wish to receive notifications. 

4. Press the “Remove” button to finish.
Graphic Illustration of Step Instructions
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Deny Content
A Content Editor is responsible for reviewing all content within his/her designated topic areas prior to it becoming published to the web site.  The Content Editor is responsible for approving or denying all content for the website.  The following offers instructions on what must be done when content needs to be denied.
Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu. 

2. Select “Collaboration” option in the left hand menu.
3. Select an item to review.
4. Carefully review item’s content.
5. Return to the Approval screen.
6. Since you want to Deny the item, it is good practice to enter an explanation in the comment box.
7. Select the “Deny” button.
8. The item will NOT be published to the website.  
9. You will automatically be returned to the summary list of items.
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Disable WYSIWYG Editor

When you have an item opened for creation or editing, you have the ability to disable the WYSIWYG editor, if you wish.  Disabling the WYSIWYG Editor allows you to code in straight HTML code.  You can toggle back and forth between the HTML and the WYSIWYG editors.

Step-by-Step Instructions

1. If at the WYSIWYG editor view, simply select the button that says, “Disable Editor”.
The screen will refresh, and the HTML editor will be displayed.

Graphic Illustration of Step Instructions
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Edit Content
Content Managers and Content Editors can edit or modify content at any time within the web site, given the proper access rights to their designated areas.  
Step-by-Step Instructions

1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Locate the topic or object in the Name column you want to edit or modify.
4. Select the graphic pencil icon in the Edit column.
5. Make your modifications.
6. Press the “Send for publishing” button.
7. Await approval from designated content editor.
Graphic Illustration of Step Instructions
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Edit Items Submitted for Approval 

Often times an Editor will notice a minor error in an item sent for review and approval.  These errors are things such as a misspelled word, improper or missing punctuation, inconsistent capitalization or other minor issues.  

The Content Editor has two options:

1. Deny the item, in which the Content Manager will need to make the minor change, and resubmit the item for approval again, or

2. Go ahead and edit the item and publish it.  An Editor can make changes to an item being reviewed by following the Step-by-Step Instructions below.
Step-by-Step Instructions

1. After Login, the Editor selects the Personal tab.
2. Selects Collaboration on the left hand menu

3. Click on item that has been submitted for approval

4. Click on the item to open the object (Hyperlinked text to the item found in the upper left in the boxed area titled “Approval”

5. Select the “Versions” button

6. When the screen refreshes, select the button, “Copy and Edit”

7. The Item will then be opened for editing (WYSIWYG is shown)

8. Make changes and edits as necessary

9. Select the “Send for Publishing” button

10. The Editor’s modified version will be immediately published to the site

The draft version that the Content Manager submitted for Editor Approval will need to be Denied. 
11. You will then have to return to Personal tab select Collaboration on the left hand menu

12. Open the Item in question

13. In the comment box, enter in a comment telling the Content Manager that you created a new version of the item, made a minor modifications and have already published the item 

14. Select the Deny button

NOTE:  If the Editor does not select Deny but Approves item instead, then the Content Manager’s version will be published to the web site and will over-ride the Editor’s version.

The Content Manager will get the deny notification in his/her Personal/Collaboration inbox with the Editor’s comment entered.  

The Content Manager can review the Editor’s version and be able to see that the version is different than the one they submitted.  
NOTE: The Editor’s actual changes will not be highlighted.

The Content Manager has the opportunity at this time to edit the Editor’s version and resubmit it for approval if they choose.

Graphic Illustration of Step Instructions
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Embed a Link within a Page
You can create hyperlinks to other web pages by embedding them within text on your web page by using the WYSIWYG editor.  A hyperlink created this way allows an immediate jump to an external website.  You may opt to create links this way as opposed to creating an individual object by using the task called, “Add a Link”.  Using the “Add a Link” task allows you to enter text as a description which may be necessary in some cases.

Step-by-Step Instructions

1. After login, go to Content Tab. 
2. Select “Frontpage” on the left hand side.
3. Select the topic text in the Name column where you want to add a link and select the “Pencil” icon to Edit it.
4. Type text, and then highlight with your mouse (this is the text that will act as the hyperlink).
5. Press the “chain link” button on the WYSIWYG editor.
6. A new window will appear, and the “highlighted” text automatically appears in the Text field.
7. Select the Type by using the pull down menu (http:, https:, ftp:, etc).
8. Type in the entire URL of the external link.

9. Leave the Class field as [none].
10. Click the check box if you want the external website to open a new window.
11. Press the “Insert” button to finish.
12. Press the “Send for publishing” button.
13. Await approval from designated content editor. 
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Empty Items in Draft Mode

This application is equipped with automatic configuration management controls.  Whenever anyone opens an item, a draft of the item is held in “My drafts”.  The item will remain in this area until the “Send to publishing” button has been pressed.  If an item has been opened, and no change was made, the user must select the “discard” button.  
When an item is in Draft mode, it can not be modified unless a new copy is made.  If an item is in Draft mode, and you try to reopen it, you will receive a message such as the following: 
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To get around this issue, you can choose to edit another version of the item, create a new draft to continue editing, or clean out your “My drafts” area.

NOTE:  If another content manager or editor has opened the item, the item will not be able to be modified unless that editor clears their “My drafts” area.

It is good practice, that you make an effort to clean out your “My drafts” area on a regular basis.  The items that are in draft will be listed in your “My drafts” area.  If there are no items currently held in draft, it will display the message: “You have no drafts”.

Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu.
2. Select “My drafts” option in the left hand menu.
3. Check the check box besides the item(s) you want to discard drafts.
4. Select the Trash Can graphic icon.
Graphic Illustration of Step Instructions
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Enable WYSIWYG Editor

If the item that you want to edit has been opened in the HTML editor, you may have to enable the WYSIWYG Editor in order to do straight text.  You can toggle back and forth between the HTML and the WYSIWYG editors.

Step-by-Step Instructions

1. If at the HTML editor view, simply select the button that says, “Enable Editor”.
The screen will refresh and the WYSIWYG editor will be displayed.
Graphic Illustration of Step Instructions
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Login

Each account holder has a unique account name and password to enable them access to the administration functions for the website.  

Step-by-Step Instructions:

1. Open a browser window.
2. Enter the URL address as follows: http://www.acquisition.navy.mil/navyaos_admin
3. At Login prompt: enter account name.
4. At Password prompt: enter appropriate password.
5. Press the Login button.
If you were given a password by the administrator, you may reference the task called, “Change Password” within this manual to get instructions on how to change your password.  You are allowed to change your password as often as you wish.
Graphic Illustration of Step Instructions
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Logout

You must manually log out when finished with the administration functions.  You do this by simply selecting the logout text located in the upper right hand corner of the page.  If you do not manually select login, you will remain logged in to the administration page.

Step by Step Instructions:

1. Select Logout in the upper right hand corner to log off
Graphic Illustration of Step Instructions
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Hyperlink to another Folder or Object
Content Managers and Editors have the ability to link text to another folder or object (such as a file or link) within the web site.  For instance, you may want to link to another folder in your content area to make it easier for your users to access.  You may also find that it is easier to offer a hyperlink to a file to offer availability of the item. 

Step-by-Step Instructions
1. After login, select the “Content” tab in the upper menu.
2. Select “Frontpage” on the left side menu.
3. Locate the Topic or object in the Name column you want to add a hyperlink to another item.
4. Then, select the actual text for that item to open it.
5. Scroll over the text of the item you want to link and right mouse click.
6. When the menu appears select “Copy Shortcut”.  You are copying a shortcut URL.

7. Open Notepad and paste the shortcut in the window.  The shortcut will be shown as a URL.
8. Return back to the admin area.
9. Select the Edit button, to open the item where you want the link to go.
10.  Highlight the word that needs to become a hyperlink.
11.  Select the chain link graphic icon in the WYSIWYG menu.
12.  Return to notepad.
13.  Highlight the shortcut and copy it for the item you need.  Copy only the URL text beginning with the word “content” and everything to the right of the word, ending with a numeric number.   (Example: content/view/full/67).
14. Return to Admin, in the popup window at the URL field, paste the copied shortcut .
15. Select the button, Insert.  The text is now a hyperlink.
16. To finish, select the button “Send for publishing”.
An example is shown in the graphic illustration of step instructions in which there are two different hyperlinks created.  The hyperlinks in the example are links to allow users to go to two different folders within the web site.
Graphic Illustration of Step Instructions
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Hyperlink directly to a File 
If you used the previous task to “Hyperlink to another Object” the link will open the file object.  This will allow users to view the title, a brief description of the item and the file name itself.  The user will then have to use an additional click of the mouse to select the attached file to view it.  
As a content manager or editor, you may find that the extra step to get to a file is unneccessary.  By using the process steps for the task, “Hyperlinking directing to a File” you can create a hyperlink that will link directly to the file bypassing the description page.
Ensure the file you want to hyperlink already exists as a File object.  If it is not, then follow the step-by-step instructions in this manual for the task called, “Add a File”.  If that has already been accomplished you can proceed.

Step-by-Step Instructions
1. After login, select the “Content” tab in the upper menu.
2. Select “Frontpage” on the left side menu.
3. Locate the file object in the Name column you need to hyperlink. 

4. Select the actual text for the file object to open it.
5. The file name for the file object is located at the bottom of the description text, Scroll over the text of the filename and right mouse click.
6. When the menu appears, select “Copy Shortcut”.  You are copying a shortcut URL.

7. Open Notepad and paste the shortcut in the window.  The shortcut will be shown as a URL.
8. Return back to the admin area, and locate the folder or item you need to the hyperlink to a file.
9. Select the Edit button to open the item where you want the link to the file to go.
10. Highlight the word or words that need to become a hyperlink. 

11. Select the chain link graphic icon in the WYSIWYG menu.
12. Return to notepad.
13. Highlight the shortcut and copy it.  Copy only the URL text beginning with the word “content” and everything to the right of the word ending with the actual file name. (Example: content/download/2770/13197/file/NMCARS-20-Nov-03.doc)
14. Return to Admin. With the Insert Link popup window open, find the URL field.  Paste the copied shortcut into the field.
15. Select the button, Insert.  The text is now a hyperlink to directly open a file.
16. To finish, select the button “Send for publishing”
Graphic Illustration of Step Instructions
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Move Content 

Content can easily be moved from one area of the website to another.  Content Managers and Editors have the ability to move an entire topic area or individual objects.  If you select a topic area to be moved, it is important to understand that all the topic’s associated objects (children) will also be moved.
Step-by-Step Instructions

1. After login, Select the Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Locate the topic or object in the Name column you want to move.
4. Select the graphic pencil icon in the Edit column.
5. Take note of the breadcrumb and path of content.
6. Select the graphic icon of the folder located in the Move column.
7. Once the screen refreshes, select the radio button to the left of the item where you wish to move the item.
8. Press the “Select” button.
9. Once the screen refreshes, notice that the breadcrumb location for the item is changed to the path where you selected it to be moved.
10. Press the “Send for publishing” button.
11. Await approval from designated content editor.
Graphic Illustration of Step Instructions
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Restore Item from Trash
The Trash is a repository where items get stored when they are removed from the web site. There may be times you may want to recover an item or need to restore an item that has previously been removed from the web site.  As long as the item can be located in the trash, it can be restored and published to the web site.  If the Trash has been cleaned and the item has been deleted from it, it is no longer recoverable.
Step-by-Step Instructions
1. After login, select the “Content” tab in the upper menu.
2. Select “Trash” on the left side menu.
3. In the Trash area, locate the item you wish to restore to the web site.
4. In the column named “Restore” select the pencil icon graphic.
5. Notice that the item does not have a location shown in which it resides.  You must place the item where it should go.

6. Select the button, “Add Locations”.
7. Select the check box next to the name of the area where your item should be restored within the web site (You may have to navigate a few levels down as necessary).
8. Select the button, “Select”.
9. When the screen refreshes, you will notices that there is now a Breadcrumb showing the location of the item.  It is where you selected to place the item within the web site.

10. Select the radio button under the column titled “Main”.
Note: Selecting the main radio button, tells the system that this is the “home” of this item and where it will be maintained and managed.

11. Complete the action by selecting the button, “Send for publishing”
Graphic Illustration of Step Instructions
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Review Content
Content Editors have designated topic areas in which they are responsible for review of content and information that will become published to the web site.  The following instructions will guide Editors on the necessary steps to review content.
Step-by-Step Instructions

1. After login, select the “Personal” Tab.
2. Select the “Collaboration” on the left hand side.
3. Click on an individual item from Summary list to get to approval screen.
4. On the Approval screen, select the hyperlink to get the entire item.
5. Carefully review the item’s content.
6. After you finish review, you must select the Back button on your browser to return to Approval screen to either Approve or Deny the item.
Graphic Illustration of Step Instructions


[image: image117]
Image 1 of 4


[image: image118]
Image 2 of 4


[image: image119]
Image 3 of 4


[image: image120]
Image 4 of 4

Save a Draft Version

With the draft function, you can start writing content and save it as a draft. You can then bring up this draft at another time and continue working on it. You are not restricted on the number of items you may store as drafts. 

Step-by-Step Instructions
1. Select the “Edit” button to make changes to an item.
2. If you are not finished making changes, select the button “Store Draft” located at the bottom of the page. 
3. You will get a new page with the message “input was stored successfully” which means your draft has been saved.  (or you will get an error message explaining what to do if something went wrong).
4. Select the Personal tab.
5. The screen will refresh to “My drafts”, verify your draft has been stored. 
Graphic Illustration of Step Instructions


[image: image121]
Image 1 of 5


[image: image122]
Image 2 of 5


[image: image123]
Image 3 of 5


[image: image124]
Image 4 of 5


[image: image125]
Image 5 of 5

Set Notifications
In order to receive email notifications as an alert, you must either select an item to “Keep me updated” or create a new node notification from the “My notification settings” page and select the topic(s) you wish to receive notifications.

When you select a topic to receive notifications, you will receive an automatic email message generated from the content management system anytime there is a change to the selected topic or when any new items are added to it. 

The notifications do work in a hierarchical manner.  This means if you select a topic folder, and it contains 8 subtopic folders, you will also get notified on all 8 subtopic areas’ changes as well.

You can choose to keep updated and receive notifications in any area of the website, whether or not you are assigned to the area.  You do not have to be the designated content manger or content editor to receive alerts.  

NOTE: The “Keep me updated” alerts do not include “Approval” alerts for items that need review and/or approval by Content Editors.

Step-by-Step Instructions

1. After login, go to “Personal” Tab in upper menu.
2. Select “My notification settings” option in the left hand menu.
3. Under “Node Notification” select the button “New”.
4. Select the radio button beside the topic you wish to get notifications on.
5. After selection, hit the “Select” button.
6. Item will appear listed in “Node Notification” in the “Personal” Tab.
7. Under “Notification Settings” either enable “receive all messages in one digest” option or not.
8. Select “day” of the week to receive notifications.
9. Select “time” of day to receive notifications.
10. Under “Collaboration Settings”, either enable Approval notifications or not.  (Only Content Editors will receive notices on Approvals.)
11. Hit the “Store” button.

Graphic Illustration of Step Instructions
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Sorting Content

Sorting is a function that determines what way your content will be presented or displayed when published. The application allows sorting of content in several different ways. If you want to sort the contents of a folder, click the "Edit" button on the folder itself. Then you will get the "Edit folder - Folder name" page. Use the "Sort by" drop down menu and decide in what manner you want to sort your content. 
As an example, if you would like to sort items in a folder by a given priority established by DASN you can manually do so.  Use the "Sort by" drop down menu and select "Priority" and then click "Send for publishing".   Back in the Folder page you will now find a new box on the right hand side beside each item with a "0" inside. Now you decide the different objects' priority by typing 1,2,3,4 etc in the items’ boxes. When you have prioritized the items you click the "Update" button to finalize the sort order. 
The sorting function includes the following options:
· Path: sort by path 

· Published: sort by publishing date/time 

· Modified: sort by modification date/time 

· Section: sort by sections 

· Depth: sort by item depth (in sitemap) 

· Class identifier: sort by class identifier 

· Class name: sort by class name 

· Priority: sort by user-defined priorities 
DASN ACQ managers will more than likely use only one or two of the sort options.  You can also decide if you want to sort in an ascending (A-Z) or descending (Z-A) order by the arrows to the right of the sorting drop down menu. 
Step-by-Step Instructions

1. After login, Go to Content Tab in upper menu.
2. Select “Frontpage” on the left hand side.
3. Locate the folder (topic) in the Name column you want to sort.
4. Click the "Edit" button on the folder.
5. Use the "Sort by" drop down menu and decide in what manner you want to sort your content.
6. Select “Send for Publishing”.
If you used the Priority sort option, you must then return back to the folder and enter sequence numbers in the priority boxes.
Graphic Illustration of Step Instructions

[image: image171.wmf]3.  Select the title of topic you would like 

to have bookmark for a shortcut.

3.  Select the title of topic you would like 

to have bookmark for a shortcut.


Image 1 of 4


[image: image126]
Image 2 of 4


[image: image127]
Image 3 of 4


[image: image128]
Image 4 of 4

Versioning of Content

Typically, an object will be created or edited, and it will then get reviewed by the designated content editor and finally published to the website.  

Often times, after an item has become published, you may want to change it by adding some more text or perhaps even a picture. You can work on this new version of the object without worrying about the current published version.  Each and every time you have opened the item or changed the content an additional version is saved.  

These versions can be viewed on an item’s edit page in a box that says "Version info" which is located on the right hand side. In this box you will find a "Manage" button. Selecting this button will open a new window where all the different versions of the item you are working on are shown. 
The list will include information concerning; version numbers, who authored the item, when it was created and when it was edited or modified. 

There will also be a (*) that designates which of the items is the present version of the item that is published. If you would like to change a version to be the "Current", select the radio button next to the version that you want to set. 
If you want to work on the published and current version, you need to make a copy of it. You may do this by clicking the "Copy" button. Now you can edit the copy of the current version and publish it with modifications. You also may save it as a draft before it is ready to be published.

When you have published the copy, it will then be reset to be the current version and the former current version becomes a numbered version. 
Any time you have an item opened in its "Edit view" you will find information about the item’s version in which you are now working on and how many other versions exist. 

Approval Workflows

The administration has a complex workflow system that has been defined in part by the Chief Editor.  The following information is to help explain the process from within the system for approval workflows.  The first workflow process gives the perspective of what occurs after a change has been made by a Content Manager to his assigned topic area(s).  The second workflow process offers the standpoint from the Content Editor with the review and approval responsibilities.
Content Manager Approval Workflow

As a Content Manager, you have been selected to be responsible for all the creation and updates within your topic area.  You will need to understand the approval process that occurs whenever you make a change to your content.  After item has been “Sent to Publishing”, a notification is sent to your designated content editor.  The item is placed into your “My pending list” while awaiting approval.

To check to see status on outstanding items at any time:

1. After Login, select Personal Tab

2. Select “My pending list”

3. There will be an item for each action that needs review and approval from your designated content editor.
Once the Content Editor has either approved or denied the item, it will be removed from your “My pending List” area.

You will be able to see the status of each item in your Collaboration area.  

1. Select Personal Tab.
2. Select Collaboration.
3. You will see the list of items being reviewed.
4. If item was Denied by Content Editor, the item will say “was not approved for publishing”.
If item was Approved by Content Editor, the item will say “was approved for publishing”.
5. You can access each item and read comments in the comment box if the Content Editor leaves an explanation about the approval/denial of your item.
6. You will have an opportunity to modify the item and resubmit it again for further review and approval as necessary.
NOTE: The item will stay in the inbox in its inactive state.  Unfortunately at this time, the application does not allow deletion.

Content Editor Approval Workflow
As a Content Editor you have been designated one or more topic areas in which you must review and approve information prior to content that gets published to the web site.  

When a Content Manager makes a change or adds new information to your designated topic area, they will hit “Send to Publishing”.  When this happens, a notification will be sent to your “Collaboration” area and will await your review.  If you have selected the check box in which to receive “Approvals”, you will also receive an automated canned email message to your email account about the content item as well.  If you don’t select the Approval check box, you will only receive the item notification within your Collaboration area.

If you get an email notification, login to the Ez Publish administration site and follow the steps below to access items for approval.  If you do not receive an email notification, try to check the collaboration area at least once a day to ensure content gets reviewed and published in a timely manner.  Follow the steps below:

To access items for approval 

1. After login, select the Personal Tab.
2. Select “Collaboration”.
3. You will see a listing of items, one for each item to be reviewed.
4. Select an item.
5. Review the item.
6. Determine whether item should be approved for publishing, or denied and not published.
7. Enter comments in comment box for explanation for the Content Manager.
8. Select either the Approve or Deny button.
9. If an item was Denied, the item will NOT be published and will become grayed out to show an Inactive status.

If an item was Approved, the item will be published and will become grayed out to show an Inactive status.

The item will be removed from the collaboration area after approval or denial of item and will be placed in the inactive inbox.  The Content Manager may resubmit the item again for further review.

NOTE: The item will stay in the inbox in its inactive state.  Unfortunately at this time, the application does not allow deletion.
Training Sessions
There are training sessions available for Content Managers and Content Editors.  
The Content Manager training is a four hour session consisting of two parts.  Part one of the training deals with familiarization of EZ Publish and its administrative functions and a brief introduction to Section 508 regulations.
Part two is an introduction to the tasks that Content Managers must commonly do and allows practice by hands on exercises.
The Content Editor training is a three hour session and focuses on EZ Publish and its administrative functions.  The Content Editor training also includes an introduction to the tasks that editors must commonly do and allows practice by hands on exercises.

Contact for Support

If you would like to schedule either a training session or if you are having difficulties use the contact information provided below.
Tina Minor

Email:  tminor@ati4it.com
Phone: 703-856-8072 or 301-855-3935
2. Select “Change Password” from options on the left hand menu.











1. Select the “Personal” tab.





NOTE:  Depending on the type of item, the title name of the hyperlink will differ.  





For example, the text may be “New Link”, or “New File”.





6.  Click the Back button on your browser to return to Approval screen after you have carefully reviewed the content.





Select the “Content” tab in the upper menu.


Select “Frontpage” on the left side menu.





3.  Select the title of topic where you would like to add a new folder.





4.  Take note of the breadcrumb path to ensure folder will be created in proper area.





5.  Select Folder in the pull down list.


6.  Press “Create here” button.





7.  Enter title of folder. ..(topic)





8.  Type in a description you want to appear on the web page.





9.  Enter the alias email address of the point of contact (Content Manager) for this page.  





10.  Once the information is entered as you wish select the button, “Send for Publishing”.





2. Select “Collaboration” from options on the left hand menu.





1. Select the “Personal” tab.





3. Items that are awaiting your review will appear under the title summary. 





4. You can open an individual item three different ways:





1. Click the Grey ribbon on the left


2. Click on the item’s text


3. Click on [more].





Select the “Content” tab in the upper menu.


Select “Frontpage” on the left side menu.








3.  Select the title of topic where you would like to add a file.





4.  Take note of the breadcrumb and path to verify placement of file.





5.  Select “File” in the pull down menu


6.  Press the “Create here” button.





9. Select “Browse” to locate file to be uploaded from your computer.  Once file is selected it will be uploaded automatically.





8. Enter a description about the file that will be uploaded.





7. Enter a name for the file that will appear on the web page.





11. Select the button, “Send for Publishing”.





10 Enter publication and expiration 


dates, If applicable.





Select the “Content” tab in the upper menu.


Select “Frontpage” on the left side menu.








3.  Select the title of topic where you would like to add an image.





5.  Select Image in the pull down list.


6.  Press “Create here” button.





4.  Take note of the breadcrumb path to ensure image will be created in proper area.





9.  Select “Browse” button to locate the image file that needs to be uploaded.





10.  Once the information is entered as you wish select the button, “Send for Publishing”.








8.  Enter a brief caption to be displayed beside the image on the


web page.





7.  Enter a name identifier for the image to be uploaded. 





Select the “Content” tab in the upper menu.


Select “Frontpage” on the left side menu.








3.  Select the title of topic where you would like to add a link.





5.  Select Link in the pull down list


6.  Press “Create here” button.





4.  Take note of the breadcrumb path to ensure Link will be created in proper area.





9.  Type or enter the complete URL address.





8.  Enter information about the link.





7.  Enter title you want to appear at top of the page.





12.  Once the information is entered as you wish, select the button “Send for Publishing”.





11.  Enter publication and expiration 


dates, If applicable.





10.  Enter actual text that will serve as the hyperlink on your web page.

















4.  Select the hyperlink of the item to take you to a new screen to view the entire item.





1. Select the “Personal” tab





3.  Select text to open an individual item to review.





5.  Review the item.





3. Type in current password. 


4. Type in New Password.


5. Retype new password to confirm change.


6. Press the OK button to finish.





1. Select the text “logout” to log out of the administration page.





At Login prompt, type account name


At Password prompt, type password


Then select the Login button





1. Select the “Personal” tab





2. Select “My drafts” from options on the left hand menu.





3. View the items that are held in draft form.





4. Select  the check box by the item(s) to be deleted in draft format.





5.  Select the Trash can graphic icon to remove drafts.





1.  Select the Disable Editor button.





1.  Select the Enable Editor button.





12. Locate the “Alternative image text” field, and enter a brief description of the image.


13.  Press the “Send for publishing” button.





11. Open the image object to edit the item.





12. Press the “Send for publishing” button.





Leave the Class field as [none].


Click the check box if you want the external website to open a new window.  


Press the “insert” button to finish.





6. The “highlighted” text automatically appears in the Text field.


7.  Select the Type by using the pull down menu (http:, https:,  ftp:, etc).


8.  Type in the entire URL of the external link.  





4. Type and then highlight the text that will be the hyperlink.


5.  Press the “chain link” button on the WYSIWYG editor.





3.  Locate the item where you need to add a hyperlink and select the pencil icon to edit item.





1.  Select the “Content” tab in the upper menu.


2.  Select “Frontpage” on the left side menu.








2. Select “My pending list” from options on the left hand menu.





6.  Select “Send for publishing” to finish.





5.  Use the “Sort by” pull down menu and select how you would like your items sorted.





3.  Locate the folder that you would like to sort.





4.  Select the “Edit” button.





5.  Verify the draft is stored in “My drafts”.





4.  Select the “Personal” tab





3.  The screen will refresh and you will receive a message at the top of the page verifying that the item was saved as a draft.





2.  If you need to finish your changes at a later time, select the “Store draft” to save the draft.





1.  Select the “Edit” button to make changes to the item.





3. Select the check boxes on items you no longer wish to receive notifications or updates.





4.  Press the “Remove” button to delete the items from the list.





2. Select “My notification settings” from options on the left hand menu.





1. Select the “Personal” tab.





10.  Notice the location of the item has been changed to Archives/Tools and Assistance, which is where we selected to archive the information.





11.  Press the “Send for publishing” button.





8. Locate the topic within the Archives folder that you would like move content to.





9.  Press the “Select” button.





7.  Select the Archives topic text in the Name column





5. Take note of the path the item is currently located.





6. Select the graphic icon of the Folder located in the Move column.





Locate the Topic or object in the Name column that you would like to archive.


Then, Select the pencil graphic to the right of that item located in the Edit column.





Select the “Content tab in the upper menu.


Select “Frontpage” on the left side menu.





1. Select the “Personal” tab.





3. The items you have created that are awaiting Content Editor approval will appear under the title “My pending list”.





2.  Select Collaboration on the left hand menu.








Select the “Content tab in the upper menu.


Select “Trash” on the left side menu.





3.  Locate the item you wish to restore to the web site.


4.  In the column named “Restore” select the pencil icon graphic.





5.  Notice that the item does not have a location shown in which it resides.  You must place the item where it should go.


6.  Select the button, “Add Locations”





7.  Select the check box next to the name of the area where your item should be restored within the web site.


8.  Select the button, “Select”





9.  When the screen refreshes, you will notices that there is now a Breadcrumb showing the location of the item.  It is where you selected to place the item within the web site.





10. Select the radio button under the column titled Main.





	Note: Selecting the main radio button, tells the system that this is the “home” of this item and where it will be maintained and managed.





11. Complete the action by selecting the button, Send for publishing.





1. Select the “Content” tab in the upper menu.





2. Select “Frontpage” on the left side menu.





3.  Locate the Topic or object in the Name column you want to add a hyperlink to another item.





4.  Then, select the actual text for that item to open it.








6.  The item, Acquisition is the folder we want to link first.








5.  In this instance, we want to link the highlighted text to the Acquisition and Procurement policy folders.





	This would allow users a quick way to access the folders without having to use the left hand navigation.





7.  Scroll over the text and Right mouse click.


8.   When the menu appears select “Copy Shortcut”.





You are copying a shortcut URL that we will use.





9. Open Notepad and paste the shortcut in the window.  





The shortcut will be a URL.








10.  Return back to the admin area, the item Procurement is the folder we want to link next.








11. Scroll over the Procurement text and Right mouse click.


12. When the menu appears select “Copy Shortcut”.





13. Open up the Notepad a second time and paste the Procurement shortcut in the window.  





14. Select the Edit button, to open the item.





 15. Highlight the word that needs to become a hyperlink.  





We are highlighting acquisition here.





16. Select the chain link graphic icon in the WYSIWIG menu.





17. Return to notepad.





18. Highlight the shortcut and copy for the Acquisition folder.  Copy only the text beginning with content.  





We are actually copying,  content/view/full/67





19.  Return to Admin.





20. At the URL field, paste the copied shortcut for acquisition.


21. Select the button, Insert.





The acquisition text is now hyperlinked to the proper folder.





22. Highlight the procurement text.


23. Select the chain link graphic icon in the WYSIWIG menu.





 24. Return to notepad.





25.  Highlight the shortcut and copy for the procurement folder.  Copy only the text beginning with content.  





We are actually copying,  content/view/full/78





26. Return to Admin.








27. At the URL field, paste the copied shortcut for procurement.


28. Select the button, Insert.








The procurement text is now hyperlinked to the proper folder.





30. To finish, select the button “Send for publishing”.








1. Select the “Content” tab in the upper menu.


2. Select “Frontpage” on the left side menu.








3.  Locate the file object in the Name column you want to add a hyperlink for.





4.  Then, select the actual text for that item.








The file object will have a file name that is hyperlinked to the file.





5. Scroll over the text of the file name and Right mouse click.





6. When the menu appears select “Copy Shortcut”.





You are copying a shortcut URL that we will use.








 7.  Open Notepad and paste the shortcut in the window.  





The shortcut will be a URL.








 8.  Locate the folder or object where you want to add the hyperlink then select the Edit button.








9.  Highlight the text you want to be a hyperlink, here we are highlighting NMCARS.


10. Select the chain link graphic in the WYSIWIG menu.


11. Return to Notepad where you pasted the shortcut.





12. Highlight the shortcut and copy it.  Copy only the text beginning with “content” and everything to the right.  





For this example we are actually copying,  content/download/2770/13197/file/NMCARS-20-Nov-03.doc





13. Return to Admin











In the Insert Link window,


14. At the URL field, paste the copied shortcut.


15. Select the button, Insert.








16. The hyperlink is now active to open a file directly.  To finish, select the button, “Send for publishing”.














2. Select “Collaboration” from options on the left hand menu.





1. Select the “Personal” tab





3. Click on the item that is awaiting approval.





4. Click on the item to open the object, it is shown as a hyperlink in the box titled, Approval.





As you review the item you notice a typo.  The word provide is misspelled.  It is a minor error and you want to just change it.





5. Select the button called, Versions.





The screen refreshed and now you see all the different versions of the item. 





6. Select the button, Copy and edit.





7. The item is opened in the WYSIWYG Editor 





8. Make your edits. (we corrected provide)





9. Select the Send for publishing button.





Your modified version will be published to the web site.





Next you will have to Deny the content manager’s version.





11. Select “Collaboration” from options on the left hand menu.





10. Select the “Personal” tab





12. Click on the item that is awaiting approval.





13. Enter a comment in the comment box letting the Content Manager know what you did.





14. Select the Deny button.
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