Ektron Procedures

Add Category to Site Navigation Bar

Recommendations

1. When building the navigation bar be sure to view the site in at least three different browsers as each may
render the page and the menu items differently and you may find the navigation runs off the page in one
browser while it does not in the others. The top five browsers at the time of this writing are:

a. Google Chrome

Mozilla Firefox

Internet Explorer

Opera

Safari (main browser installed on Mac computers)
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source: http.//internet-browser-review.toptenreviews.com/

2. Itis recommended that websites be organized so they have a maximum of 4 tiers and 3 tiers is preferred.

Notes
1. Onthe category drop-down menu you will only see the 2" tier menu items.
2. If you have too many items in a category drop-down they will not all appear in the drop-down area.
3. In order to have left navigation show on the left side of a page, the page must be included in the menu items.
4. If you have too many tiers the navigation will not appear on the left even though the items have been added to
the menu.
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http://internet-browser-review.toptenreviews.com/�

Procedure

To add a category to the site navigation bar, click the MENU tab at the bottom of the workarea.

[ staging.nv.gov/!

Desktop Content Library

View Content "How’
-

= ITnv.gov
= Content
Contact Us
Governance
Helpdesk Support
Home
Sections
= Application Developn
Business Analys
DBA
ELeaming
Home
Programming
=] Web
FAQs
Procedures
Test
IT-Investments
Security
Tech Ops
Senices
setup
9 jic.nv.gov =
? jobs.nv.gov
1 marriage nv.gov
7 massage.nv.gov
7 med.nv.gov
7 mhd.nv.gov
! motorpool.nv.gov
% nde dae nv gov
7 nde.nv.gov
! ndow org
! nevadarecycles.nv.gov
7 nhp.nv.gov
7 nitro.nv.gov
? npp.dps.nv.gov
9 nsbla nvgov
7 nutrition.nv.gov
7 NV_gov
* nvaged.nv.gov
? nvdbo.nv.gov
7 nvjobs.nv.gov
7 nvpac.nv.gov
« 1 r

0EE&

BHEEEEEEEEEREEES R EEE R

Taxonomies

Collections

A

Settings Rej

£||eom | @ H
Properties I
"How To"/

Template Mz
+ Template M

« Smart Form

Quick Refer
+ Quick Refer

Logging In/L
+ Login Quick
+ Logout Quic

How to find
+ Mavigating t

Adding/Dele

+ Advantages
+ Advantages
« Add Conten
+ Add a New
¢ Add a Mew
+ Add a Table
¢ Deletinga L
+ Owerwriting
« How to Add
+ When Shou

Browser Iss

* Can't See C
¢ Clearing Ca

Email Addre

+ Email Addre
+ Email Addre

Menus

Navigate to the menu you wish to add an item to and click on the ADD ITEMS

Click here

ADDITEMS

button. When the ADD

NEW ITEM window appears select one of the following (if in doubt choose SUB MENU):

1. Content Item = if the item you want to add is a content block and the category will not need a drop-down

menu.

2. Library Asset = if the item you want to add is a document or an image that has already been uploaded to the

system and the category will not need a drop-down menu.

3. External Hyperlink = if the item you want to add resides on a different website and the category will not need
a drop-down menu.
4. Sub Menu = if the category you want to add will need a drop-down menu
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Desktop Content Library

Folders Add New ltem

Taxonomies ¢ )
Collections -
' Content ltem
Fs —
7 audits_nv.gov - Main Menu ! External Hyperlink
7 id.dps.nv.gov - Main Menu @ 20k Menu
= 53 it.nvegov - Main Menu
=, Home Mext . Click here
B g7 Governance
— Infrrmatinn Tarhnnlame .
Then click NEXT.
IF YOU CHOOSE:
CONTENT
Click to choose CONTENT ITEM and then click the NEXT button.
‘ﬁl
Folders Add Mew ltem
Taxonomies ¢ ‘ @

Collections

@ Content ltem
.: _ () Library Asset

i hr.nv.gov - Main Menu * Oedemal Hyperlink
-r laudits nv.gov - Main Menu -
: : V' 5ub Menu
7 id_dps.nv.gov - Main Menu
= 53 it.nv.gov - Main Menu Mexdt.

0. Home Click here

When the ADD NEW ITEM window appears navigate to the content block you wish to add and check the item

to select it, then click the Add Button.
BI

Folders Add Mew ltem "Governance”

Taxonomies €| a0 | @ All Types [=]

Collections

Flease select content by navigating

}i

- jaudits.nv.gov - Main Menu Fath: UT.nv.goAContentiGovernance
oo id.dps_nv.gov - Main Menu g - q
S = itnv.gov - Main Menu B dis First check the Fontent .
B B 7375 covernance block to select it then click
B =t Governance the ADD button

o Information Technology .
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LIBRARY ASSET

Click to choose CONTENT ITEM and then click the NEXT button.

\EI
Folders Add Mew ltem
Taxonomies < @

Collections

_ ) Content ltem
@ Libra ry Azzet

i hr.nv.gov - Main Menu * O edemal Hyperlink
- laudits_nv.gov - Main Menu -
: : V' Sub Menu
7 id_dps._nv.gov - Main Menu
= g it.nvegov - Main Menu Next. - Click here

- Home

When the v;indov:l‘ below appears enter a Title for the document or image in the Title field then click the
BROWSE LIBRARY.

Add New ltem

|| sAvE @

Title:

overnance H H —_— rowse Library...
€ “— | Enter title here Then click here b

Navigate to the folder that contains the image or document you want to upload. To see documents
previously uploaded change the drop-down box from IMAGES to FILES.

AT \IVIUU LIDIGI Y EUL U Y~ U 01 s e e

L staging.nv.gov/WorkArea/browselly Navigate and click on the appropriate folder |/=\[T.v.gov&do=1
T TJUOTEE. TV OO

& LIDrdry Foaer. eOvermdanceunes
7 id.dps.nv.gov ¥

== T.nv.gov = ; .
- cg ot msertT [0 Fies  [v4— | To see documents previously
= = Conten

Contast Us Title uploaded change the drop-

Budget Presentation - 2.26.13 down box from IMAGES to FILES
[ttp:dfit.nv.goviuploadedFilesiIT nvg okr=orererrroo—e oo oo g e

== Governance
B[ dils

_| ChiefInfermationOfficer ¢ | = | N
Infarmation Technolagy Inve
ITAB

_ | Leadership

Elainr Drainete | |

IMAGE - When the navigation window appears navigate to the folder that contains the image or document
you want to upload.

DOCUMENT - To upload a document change the drop-down box from IMAGES to FILES then navigate to the
document you want to upload.
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Click on the file you want to upload and then click the INSERT button.
Library Folder: "ITABMiles™

INSERT @jE—Eies > | :
Then click here Click on the
Title appropriate file
2012-06-11 Mevada ITAB Security Subcommittee Report in this section
[ttp:tit.nv.goviuploadedFilesITrvgowContent'Governance/dtlsNTABZ2012-06-11_Nevar

[TABfinalAdvisaryOpinionMaod

[ttp:dfit nv.goviuploadedFiles/ITnvgowContent/Governance/dilsTABATABfinalAdvisoryO| |
MASCIO CIO Priorities 2011

[ttp:fit.nv.goviuploadedFiles/TnvgowContentGovernance/dl s TABMNASCIO-CIC_Priar 1

11

< | 1]

SAVE
Then when you’ve returned to the ADD NEW ITEM window, click the SAVE button

EXTERNAL HYPERLINK

-

Folders Add New Item
Taxonomies ~
£ (7]
Collections =
! Content ltem
) Library Asset
-7 doi_nv.gov - Bottom Menu @ ! )
77 doi_nv.gov - Main Menu & Bxternal Hyperlink

T, doi.nv.gov - Quick Menu - Sub Menu
7 dps.nv.gov - footer

77 dps.nv.gov - Main Menu blexlo Click here

71 dps.nv.gov - top links

Click to choose EXTERNAL HYPERLINK and then click the NEXT button. When the ADD NEW ITEM window

appears enter a Title for the hyperlink in the Title field and enter the url to the website page in the Link field,
then click the SAVE button.

Add New ltem

€| SAVE L2
Title: Governance Reports < Enter title here
Link: http//ny.gov <

Enter URL here

| e
Then click here
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SUB MENU

Once you’ve chosen SUB MENU, click NEXT.

\‘_),I
Taxonomies < @
Collections -
! Content ltem
- - - (©) Library Asset
7 iaudits.nv.gov - Main Menu - | = N )
7, id.dps.nv.gov - Main Menu -/ Bxtemal Hyperlink
= % it.nv.gov - Main Menu 9/ Sub Menu
- Home Next
B 5 Governance ... Click here

7 Information Technology
— Senires

When the Add Menu window appears enter the title you want to appear on the Navigation bar, and click the

browse button to the right of URL Link field.

&| save ]
Tile: |Governance S—ahins) j
_ Enter title here
Image Link: /
[Juse image instesd of a Titie
URL Link: /| Governanca/ M A

Hymai i e 1o s ok ¥ i o el i, Segi ot i o < 37 Then click here
!

Template Link:
{Menu Template Link that contents under the current menu level may use.}

Description:

Folder Associations:

Change

Nene selected
Template Associations:
- la
v

=

Whn the CMS400 Select Content window appears, navigate to the appropriate content block and click on it.
Then click the SAVE button.

r'@ CMS400 Select Content - Google Chm

Text:

Select Content

FPlease select content by navigating the folders be

Path |UT.nv.gowiContentiGovernance

B - pa
Ea dtis A
£ @ s covernance —

Select an item in this area and then click SAVE

Repeat these steps for each new category.
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Add Category drop-down item to site navigation

Repeat the steps above as if you were adding a new category, but choose the appropriate sub-category before clicking
on the ADD ITEMS button.

L2 L]
Folders Folders I
Taxonomies Taxonomies
Collections Collections

}i

[ == - 1 .
t .hr.m.#.gw Main I"u’lgnu o hronv.gov - Main Menu N
57 1audits_.nv.gov - Main Menu ) ) ]
. . =, 1audits_nv.gov - Main Menu
57 1d.dps.nv.gov - Main Menu id d Main I
. . + — -
= g3 itnvegov - Main Menu O ' : ps.nu_gnu. ain fviend
. Home = 5 itnvegov - Main Menu
= 5= Governance T Home
=7 Information Technology . = o Governance
— Senices 77, Information Technology .
=7 Sections T Senices
o7 Helpdesk Support == Sections

Click on any menu category or
subcategory to add an item to its
drop-down menu using the steps
outlined above.
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