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Building an Ektron Website – How the Web Group does it
(Formerly called Practice website Overview)


EKTRON OVERVIEW
The goal of the practice website,  http://practice.staging.nv.gov, is to help  transfer knowledge to our users and give them a reference document  and test/practice site to learn about Ektron & develop their knowledge with the state’s new content management system (CMS), Ektron.  
· If you want to USE the practice website, you must contact stateweb@admin.nv.gov to set up an account for you. (PLEASE remember that there could be several other users working on this site also)

· Links to remember: 

· Where to log on: http://staging.nv.gov
· Documentation: http://it.nv.gov/web
· Templates (homepage & Secondary) : http://agency.nv.gov

· Two environments

· Staging – where EVERYONE works
· Behind the firewall  (intranet)

· You need VPN if working outside of Silvernet or from home
· Production – Nobody works in Production

· Internet

· Scheduled SYNCs are automatically setup periodically during the day. These SYNCS move information from the STAGING environment to PRODUCTION Environment. (Must be in a published (A) status or data will NOT be moved)
· Special SYNCs can be requested by contacting stateweb@admin.nv.gov

· Search Engine:

· Our Ektron websites are using a BING search engine

· Statistics
· Google Analytics are available

· External Media Sources (set up & maintained by user –Web group staff will NOT setup or 
 maintain)

· Photo galleries should be built in FLICKR  (ID can also   go in setup file)
· Videos should be built in YouTube  (ID of the YouTube account can be entered in Setup file)  - or the YouTube # can be added on the slide template 
· Twitter – user should set up account (ID can be added to  setup file)

· Facebook – user should set up account (ID can be added to setup file)

 (Users pay for BANDWIDTH, so by implementing these new procedures, users will save money)

WORKING WITH EKTRON:
· Website sitemap 

· This is the FIRST step to building out a new website in Ektron
· Reason? It make you ORGANIZE your website & create a LOGICAL flow to the data  (you want people to be able to locate what they need easily)

· EVERY LINK in your site should be available in the Top navigation (gold bar), as that is the one thing that WILL BE included on EVERY PAGE within the site automatically
· Show how the site map (see BELOW) is used to build out their new website  

· WORK AREA - How a FOLDER is built for EVERY main menu topic 

· Why? So they can find the content relating to that topic when they do maintenance on the site

· Logically puts data in the correct place

· Organizes & allows for expansion (i.e., put 2013 Press Releases in a separate folder so we keep them available for Archive purposes in 2014) 

· Show them the URL so they can see the path that tells them what folder the content lives in (Exception: If an alias is used for that content) 

· In Ektron workarea,

· All data resides within folders within the main CONTENT folder

· Setup Folder - Can be maintained by user. It controls the following:

· Home Page ID # (content ID)

· Department Name  (name to appear in banner)
· Division Name (name to appear in banner)
· Banner/Logo (if blank, will default to state seal)

· Top Menu Navigation ID 
· Footer Menu (if blank, will default to top menu id)

· Small Footer 

· Language Translation (contact Stateweb)

· Social Media Features(just add URL to available field)

· Facebook

· Twitter

· Google +

· RSS Feeds

· YouTube

· FLICKR

This information use to be maintained in our configuration file by Web staff, but is now available to the user s to maintenance

I f you want any additional information,   contact desantis@admin.nv.gov
· Ektron wireframes – How they work for Home & secondary pages http://it.nv.gov/uploadedFiles/IT.nv.gov/Content/Sections/Application_Development/Web/Templates.pdf
· Show them an example of what a homepage actually looks like.  To support how wireframes actually work, emphasize that when they review the page, there is nothing visibly there except maybe a title/comment.

·  Take them to the METADATA tag & show them how FEATURE are connected & actually compose the website

· Show them the METADATA document - http://it.staging.nv.gov/uploadedFiles/IT.nv.gov/Content/Sections/Application_Development/Web/How%20Metadata%20works.pdf


· Show them Templates – http://agency.nv.gov
· Show them Homepage styles 1-6 

· Show them Page templates & give a brief explanation of what they are & how they work (we are using some in our practice website, http://practice.staging.nv.gov
· http://it.nv.gov/web - talk about our on-line “How to” user documentation. 

· Provide them with a copy of the Quick Reference Guide http://it.nv.gov/uploadedFiles/IT.nv.gov/Content/Sections/Application_Development/Web/Basic%20Training%20Guide%20-%20New.pdf
· Discuss access levels

· Content  Contributors – updates content
· Content Editors  - update content, add/delete pages, add/delete folders
· Content Managers (restricted – only certain personnel are granted this)

· Staging -  http://staging.nv.gov
· This is where problems and/or ALERTS with the Ektron system are posted


· This is where they can also see SYNC times 

· What does the sync do?

· Moves data in status “A” from the Staging environment to Production environment 

· What Times are the SYNCs done? 

· See times & status here (times can be changed/adjusted by web staff ) if warranted 


· What to do if they need a special sync

· Contact stateweb@admin.nv.gov or call 775 684-7323

· This is where they can view other sites in our Ektron environment. It can give them ideas on what other department/agencies are doing (Site Status Tab)
· http://staging.nv.gov/tools/sites.aspx


· HOW to Logon on to Ektron

· Talk about how to log on  

· Ektron users use SINGLE sign on
· Whatever their user id/password is for outlook is the same is they would use when logging on to Ektron  
· NOTE: if your user id doesn’t work, unlock  your email password
· Detailed document in Quick Reference guide 


· Site layout (work area)

· Working with the homepage – get them use to building features & how metadata works

· Remove all of the FEATURES (causing the page to be blank – except for text in between (TITLE – Anything you want to say (OPTIONAL)

· Add the features back

· Change them, etc., just so they can see & understand

· Upload a file 

· Overwrite an existing file http://it.nv.gov/uploadedFiles/ITnvgov/Content/Sections/Application_Development/Web/Procedures/OverwriteDoc_Procedures.pdf
· Delete a file
· Upload a photo

· Overwrite an existing photo
· Delete a photo
· Build a page
· Show them how they can review that page in the work area WITHOUT linking it using the alias

· Show them how to link that new page to an existing page
· Copy a page

· How to restore content


Menu/Navigation (need Manager Access level to build/modify menu)

· Menu ID must be in setup file  
· Main Menu (Top navigation/Side Navigation
· When user hovers over TOPIC, it will give a ‘drop down’ menu (2 levels)
· It populates the side navigation (3 levels) on secondary pages
· It populates the footer (to create a sitemap view)
· Footer
· Can be exactly the same as top menu, except it is displayed like a sitemap of site @ bottom of site

· Can be ‘customized’ to be whatever you want it to be
· Setup file

NOW IT’s THEIR TURN:
    All instructions are located: http://it.nv.gov/web


· Getting Started:

Going back & using the Quick Reference Guide
· Logging  on with their user id/password

· Logging out

· Working with Smart Forms:
· What smart forms are available for my site?

· Build/create  a page using a smart form

· Add content to an existing smart form

· Deleting Content in a smart form

· Create, Edit and Delete Hyperlinks

· How to create a manual Alias

· Viewing results of a page before it is linked or published

· Preview content that has not been published, just Saved

· Restoring content

· Adding, Overwriting, deleting documents, files, photos to a smart form:
· Adding a new document/file

· IMPORTANT to remind them that spaces & special characters should NOT be within the file name

· Overwriting  an existing document/file
· Image/graphic size requirements
· Add a image/photo 
· Deleting a document or image previous posted
· Metadata:
· Metadata: What it is, How it works
· How to set page title, keywords & page descriptions
· Tables:

· Adding a Table to a smart form

Other information is available on http://it.nv.gov/web
THINGS TO REMEMBER:
· Reiterate User Documentation @ http://it.nv.gov/web/ & how the Enterprise Web Group updates the “How To” page on a regular basis

· If something is missing, or anyone has a suggestion on changing, enhancing, adding something, please send an email to stateweb@admin.nv.gov
· Who do you call if you have questions and encounter any problem working with Ektron?
Stateweb - (775) 684-7323

· Email: stateweb@admin.nv.gov
· If they don’t know the answer, they know who to contact & will get back to you.


· Who do you call when you want a special SYNC

Stateweb - (775) 684-7323

· Email: stateweb@admin.nv.gov

SPECIAL CONSIDERS:
The following can be added to Ektron websites – contact stateweb for information
· Google Calendars  

· Google Drives, files, forms, etc.

· Ektron Forms 
· Audio (.avi & .mp3) formats ONLY – If different format, user must convert

· Twitter & Facebook feeds can be embedded into website 

Web site “Sitemap” for http://practice.staging.nv.gov
· Home
· (EITS) Enterprise Web Group  http://it.nv.gov/web Enterprise Information Technology Services (EITS) http://it.nv.gov
· State of Nevada http://nv.gov
NOTE: if you click on the logo (top, left of page on banner) it should always link back to that web’s homepage

· About (Page Program smart form-added optional photos @ bottom & contact info (right side-these can be TURNED OFF!)
· Suggestions:

· Who we are

· Mission Statement
· Goals

· NAC/NRS
· Examples of other agencies using this Page_Pgm template

· Dairy Commission – http://staging.nv.gov
· Agriculture - http://agri.staging.nv.gov/Noxious_Weed-African_Mustard/
(they have converted a 57 page brochure to be on-line) 

· Meetings  
· Meeting page (Meeting Smart form)

· Media  (Pages smart form)
· Press Releases
· 2013 Press Releases
· Archives (2012 and older)
· Social Media
· Facebook

· Twitter

· Programs -or- Resources (etc.)(Links smart form)
· Helpful Links


· Contact 
· North (staff listing smart form)
· Contacts
· Address, Phone #’s

· Map(s) 
· Work Hours

· Working Days of the week (4x10 should be noted)

· South (staff listing smart form)
· Contacts

· Address, Phone #’s

· Map(s) 

· Work Hours

· Working Days of the week (4x10 should be noted)

· Added manual link (menu)Link to State Phone Directory – http://ned.nv.gov
· Added manual link (menu) to State Holidays - http://hr.nv.gov/About/State_Holidays/
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Homepage is built using multiple content blocks:
· Home Page -located in HOME folder
· Features-located in Features folder (under Home)
· Banner left - Slides (photo(s)  

· Main content - Initiative boxes  - (4 boxes)

· Main content - Carousel – (6 boxes – scroll or static)
· Banner left – Social Media; Meeting Notifications; important links
· Metadata – How it works

Linda M DeSantis, Manager, Web Enterprise Group 
last updated: May 8, 2014

