Ektron Website Quick Reference

Procedure for adding a new Image to the CMS

There are two ways to upload an image.

1% option is to upload the image before you add it to the content block, smart form or html content area you

want it to appear on.

2 option is to upload the image from within the content block or smart form you want it to appear on.

Option 1 Procedures- Upload prior to Updating the Smart Form

Make sure you are logged in to the Content Management System, and then click the LIBRARY tab at the top of

the WORKAREA. Note: The WORKAREA by default opens to the CONTENT tab.

/= CMS400 Workarea for destey - Windows Internet Explorer
£ M. QoY

Desktop Content Library

Folders

& [5F Defca.nv.gov
= [ bop.nv.gov B
F [ boxing.nv.gov

[ 25 budget.nv.gov

[ [} capitolpolice.nv.gov

[ [ CharterSchoolz.nv.gov

[ 25 chirobd.nv.gov

@ [ cosmetology.nv.gov

1 [ crimecnmmissinn v ane

Title

Click this
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Next, navigate to and click on the folder you want to upload the new image to.

=2 [ M.nv.gov s ) ) )
= [ Content ADD | & | [images ||| | [Engishu.s) ¥ @
[2] ContactlUs : : :
[ Governance _ e
[ Helpdesk Support e Hate Modified
[-| Home -
5 i Seckions Click on the
= Application Development appropriate folder in
Businezs Analysts . .
f— the left pane - it will .
[ DBA P Next, change this drop-down
[ ELearning become selected as “ ”
. ] menu to read “Images” as
|5al _ shown with the Test ) .
-] Programming
= [ Web folder to the left
[ FAQs
55 Pro

Then click the ADD button in the right pane.

Library Folder: "Test\images"

ADD | 2 [Imsges W | | English {U.5.) v | @

A\

itle Click ADD D Date Modified

Then click the ADD button in the right pane. Then, click the BROWSE button in the “ADD LIBRARY ITEM TO
FOLDER dialog box and navigate to the image you wish to upload, then enter the image name.

Add Library Hem to Folder: "Test\images™

¢ save | | @
Click here and navigate to the image you wish to upload \
| | —l[ Browse.. |
Metadata
Enter image name
Description:
| 3 G |Paragraph Style = | |'& | | =
E-=5=f 4 &>+ EE ==
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Then click the SAVE button

Add Library ltem to Folder: "Test\images”

¢ savEe—o— Click here to Save and import the image
Title Filename
|He|pjpeg S:\Technical Operations\Web Developmem‘ucd[ Browse... |
Description:
| B G |Paragraph style = | | | | =
|E - =5 = nlfn il‘ln E i 3 )

Your image should now appear in the right pane as shown below.

Library Folder: "Testlimages™

ADD | oy | [image= v | [ErgshuE) | @

Title 10} Date Modified Filename

7833 Bi27/2012 7:43:21 AM http:/it.nv. gowuploadedimages/I Tnvgow'Content/Secticns'Application_DevelopmentWeb/Test'HELP. jpg
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Next, in the WORKAREA click the CONTENT tab, then navigate to the folder containing the smart form, html
content area or content block you wish to add the image to. Open it.

£ | M go

Content Library

I I Click here
View
Y

= = M.nv.goy
= [ Content ] NE!
[ Contact Us
@ [ | Governance
& | | Helpdesk Support
& [ | Home
= [= Sections
= [ Application Development
Businezs Anahystz
DBA

Tt You can add an image to most smart forms, content
blocks or using a straight HTML content block.

ELe=arning

Programming

E|‘-_; Web

Falds

Procedures
[Z5] | Test

m [ M-nvestments

[ [ | Security

= =5 Tech Ops

L=

L.

Enter Document description (optional)

8
8
S )
8
)

In the smart form click on the image icon to add an image to the page. The example below uses the PAGE
Template that contains an image icon which will determine the placement of the image on the smart form.

Edit Content in Folder "Test”

Image:

lpeust AR HEHME | @ &2 4| Clickimage icon

Title: |Test - PAGE Template [English (U1.5.]
Sunmary | Metadata | Ales | scedse | comment | Tempetes  REEArdless of which template you are using, the
appearance of the above icon will allow you to add an
image to the smart form.

[ a4 | 4l | I3

Page Title (optional):

Style {choose layout type):
Ostyle 1 Ostyle 2

g 8 Paragraph
Header (optional):

Header Style:
@ <h2> O <hzs>
Paragraph:

Image:
£ <4— | Clickimage icon

page_item
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When the CMS400 LIBRARY dialog box appears, in the left pane navigate and locate the folder that contains
the image you want to add to the page.

CMS400 Library For destey

[Z5] Home
= = Sedtions Library Folder: "Testiimages”
E = Aeplication Developmen
[55] Business Analysts € || ADD LIBRARY 4 |Engisnu.s) v
[Z5] DBA
ELearmnin, _ "
— G itle (|
EEl Home
|=5| Programming
. Help jpeg [uploaded|imeges/| Tnvgow' Content'Sections/Application_DevelopmentWeb/TestHELP. jpg] T
B & Web

55l FAQs
[Z5] Prooedures

[ Test i
@[5 IT-Infestments
B[] Secufty

[Z5 Tech Prs

[ S=vie= | Navigate to the folder that
# T jicnv.gov
[} msmisgenvgev | CONtains the image you want to
2 massage.nv.gov
Y med.nv.gov
¥ motorpocl.nv.gov
7] |j ndow.crg
@ [ nhp.nv.gov
EF nitro.nv.gov
E2] |_‘f npac.nv.gov
[E] ;_“r npp.dps.nv.gov
2 nsbla.nv.gov

EF Nv.gov
1 [

Then double-click on the image
to select it.

add to the page

b s e

The LIBRARY FOLDER will disappear and the image will appear on your page, similar to that shown below.

Image:

-

Go to the browser page in the staging environment you were trying to see changes on and click the refresh button.

3| — Click on the refresh button to verify the deleted document
is no longer there.

NOTE: If you were having trouble seeing your changes, you should see your changes now in the staging
environment for your site.

If not, please try viewing your changes in another browser, on another computer or on a mobile device if
that is an option. Clear your browser cache. If that still doesn’t help, please contact your Agency’s PC/LAN
Tech for assistance.
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Ektron Website Quick Reference
Procedure for adding a new document or an image to the CMS

There are two ways to upload your file, document or an image.
1% option is to upload the document before you add it to the content block (or smart form) you want it to appear on.
2 option is to upload the document from within the content block or smart form you want it to appear on.

Option 2 Procedures- Upload from within Content Area or the Smart Form

In the WORKAREA make sure you are in the CONTENT tab area, and then navigate to the folder containing the
smart form or content area you wish to add the document or file to. Open the smart form or content area.

£ | i gos

Desktop Content Library

Click here

= = M.nv.goy A
= [ Content ] NE!
[ Contact Us
@ [ | Governance
& | | Helpdesk Support
& [ | Home
= [= Sections
= [ Application Development
Businezs Anahystz
DBA

Tite You can add an image to most smart forms, content
blocks or using a straight HTML content block.

L.

ELe=arning
® [ Home
Programming Q
E|‘-_; Web
FAls
Procedures Q

L)
L)
[Z5] | Test

@[] M-Investments

[ [ | Security

= =5 Tech Ops
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In the smart form or content area, click the image icon. This example uses the PROGRAM PAGE Template.

Image:
a2 €| Clickimage icon

3 paragraph

| Links
Bottom Boxes

B Link / List
Group: | |

E‘. éd' Bottom Image

I:Jl_e; Locument' @ | ® “Liﬂk|f pestiem |
- . . Title:

Image: & 4— | Click where you URL / Document: [g,

B esLink / List see this symbol image: & <— | Click where you
Title: i l e see this symbol
URL / Document: [g, Elink Y

B link

ibottom

Click here to add the image to a plain HTML Content area.

When the CMS400 LIBRARY dialog box appears, in the left pane, navigate to the folder you want to upload the
image to and then click the ADD LIBRARY button.

CMS400 Library For destey

= [ED IT.nv.gov

B [ Content Library Folder: "Test\images™
|Z5] ContactUs
[ Governance € || ADD LIBRARY o} [Enghshus) (s
[ Helpdesk Support
@ [Z5 Heme — |
=l = Sedtions e 2

= [= Apeplication Developmen
[ Business Anslysts Help jpeg [uploadedimagds/| Tnvgow/Content'Sections/Application_DevelopmentWebiTest'HELP . jpg] 7
=)
[Z5] DBA
|55l ELearning
[Z5] Home

[=5] Programming

Navigate to the
appropriate
[ FAQs folder, then

55 Pro . —

=] IT-Investments .
@ Searity Click here
@[] TechTps
@ [Z5] Servioes
2 jicnv.gov
I_-T-_IIj mamiage. nv.gov
|B|_‘}I MasEge. nv.gov
@ 25 med.nv.gov
E_‘Ij motorpool.nv.gov
@ 2 ndow.org
@ 25 nhp.nv.gov

= [T nitrn nw oo
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Enter the image title and click the BROWSE button.

To upload and insert a local file:

£ ADDLIBRARY L %

Title: | 4—" Enter image title
Filename: | | [ Browse. .
Description: Paragraph Style -
| | hStyie | |
| = Then, click here
a- =

Metadata:

When the CHOOSE FILE TO UPLOAD window appears, locate and double-click on the image you want to add to

the CMS library and your page.

Choose File to Upload

Look in: | () My Documents j QO T -
) | CEUpagez. pdf T MaxComp201
L\g' . DailySituationR eport. pdf T Milk. pdf
by Recent i34 Department-Agencies. csv 5 Ml s
Documents @Department-.ﬁ.gencies_cnp';.-'.u:sx-' IE_IJN.Ehlzi\\-'ne.':'.meriu:
I r_’“|_ T EITS_Phonelist. pdf T Mativedmeric
|::| FeaturedClasses June-July,qif -|ME_Mewada_|
Desktop

E:] glassesledgera0n. jpg

IEII GamblingCounselorRenswaldpp,doc
E GamblingCounselorRenewaldpp, pdf

| MevadaC TEC
2| Y _Cormmuni
T Mevads

\$

E:] glassesledger.jpg

by Documents

Double-click to choose image file in this window

E Legume. pdf

|5 Cimensions: ol X 397 [
- bS] Legume. xls:x Type: JPEG Image Ut Butte
jl)-g IEIJLin:enseCIinicaI_RenewaI.ﬁ.pp.d-:u: Sizet 175 KB ostiian
by Computer -i LicenseClinical_Renewaldpp, pdf T rating. pdf
LV _UrbandreaSoutherniy TICPY3-0b-BCCAPPROVED  pdf IE_ﬂFlEnEl.ﬁ.l-EulNu:uI:iu:
— {_ I ?
My Mebwork  File name: | ﬂ Open ‘l Then, click here
Flaces
Files af type: |,-i'-.|| Files [%.7] j Cancel
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Click the ADD LIBRARY button to import and add your image to CMS and to the page.

CMS400 Library For destey
#5) Library

@ [ sdmin.nv.gov
H [} Agency.nv.gov

To upload and insert a local file: click here

[+ |j beltca.nv.gov
[+ |j bop.nv.gov
@ [} boxing.nv.gov
|j budget.nv.gov
[E2] :j capitolpolice.nv.gov &
e |j CharterSchools.nv.gov

[+ |j chirobd.nv.gov

[Z% cosmetclogy.nv.gov

[+ |_ﬁ oimescommission.nv.gov
B [} optr.nv.gov

@ [ dsiry.nv.gov

|j dem.nv.gov

= :j dps.nv.gov

[+ |j ENErgy.nv.gov

[E2) |j exchange.nv.gov

[Z2F fire.nv.gov

[+ |_‘$ funeral.nv.gov

[+ |j HomelleansHavadsa.nv.gov
[ |j iaudits.nv.gov

|j id.dps.nv.gov

[ :j IT.nw.gov

Description:

B

Metadata:

I3

PLEASE NOTE: You must size the image before you upload it to CMS.

The finished product will look similar to the print screen showing below.

-

Bottom Boxes

B fLink / List

[ sgrinvgov € || AbDLIBRARY 4, %
I_-T;Hj glochol.nv.gov
(5 Alexts Title:
@ [H AMBERAlet nv.gov - : |Featured Classes |
[ eeroernv.gov Filename: |C:\Dcn:uments and Settings\dmestey\My Doc“. Browse..._|

B |Péragra|:|h Etyle v| B 7 |?| 7

EE‘ Group: |

& éBottom Image
Title: |
URL / Document: [g,

lirik.

lirk.
FEATURED CLASSES

SCAFFOLD REGULATORY
REVIEW

Reno Territory
1:00P-4:00P

JuL WORKPLACE EMERGENCIES
- AND EVACUATION

Laz Vegas Territory
1:30P-3:30P

POWERED INDUSTRIAL TRUCKS
Reno Territory
1:00P-4:00P

Image:

B

lirik.
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Go to the browser page in the staging environment and verify your image has been added to the page.

+5

—

Click on the refresh button to verify the image is there

NOTE: If you were having trouble seeing your changes, you should see your changes
now in the staging environment for your site.

If not, please try viewing your changes in another browser, on another computer or on
a mobile device if that is an option. Clear your browser cache. If that still doesn’t
help, please contact your Agency’s PC/LAN Tech for assistance.

To add an image to an HTML content area:

Open the WORKAREA to the CONTENT TAB, click NEW then HTML CONTENT from the drop-down menu or
open the HTML Content area you want to add the image to.

L

HEEEEE
[ L5 1515 5

- |

Ly

=

=N

energy.nv.gov
exchange.nv.gov
fire.nv.gov
funeral.nv.gov
HomeleansNevada.nv.gov
iauditz.nv.gow
id.dp=.nv.gov
T.nv.gov
Content
[ Contact U=
Governance
Helpdesk Support
Home
Sections
[=r Application Development
Buzinezz Analvztz
[-o] DBA
[=5| ELearning
&[5 Home
~| Programming
= = Web
FAQs

L]

Procedures

L]

Test

L]

L

L

W E e
[

o [

[ )

— -

=

View Contents of Folder "Test" 2=

A~

VIEW DELETE ACTION

Fold .
slas Click here

Blag
Discussion Board
Community Folder

Calendar

HTML Content /

HTML FormiSurvey
Smart Form [ 2

OMS Document

Multiple OMS Documents

Collection

Menu

THIS OPENS A NEW
HTML CONTENT AREA

Then click here
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When the HTML Content area appears, enter a page title, place your cursor in the window, and then click on
the LIBRARY icon button.

Edit Content in Folder "Test"

¢ peush | @4 H | @

Title: ‘

< "|‘fE" 1) Enter page title

Content Searchable

Summary Metadata Aliaz Schedule

Comment Templatez
| ZE1 4 B2 BB ® s ¥ e & B&aAIE©-BIENT F aoys
sses=s===Ho- = = B
—

2) Click in this area

3) Click LIBRARY icon

See Option 1 Procedures (import image before adding to page) or
Option 2 Procedures (add image at the same time as adding to page)
on the next page.
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OPTION 1 PROCEDURE - In the CMS400 LIBRARY navigate in the left pane to the folder you uploaded the
image to and then scroll down and locate and double-click on the image you want to add to the HTML content
area. If following OPTION 2 PROCEDURE see below (image has not been imported yet).

CMS400 Library For destey

|j id.dps.nv.gov
(=] I_J' IT.nv.gov
= [= Content
|2 ContactUs
[E [ Govemance

Library Folder: "Test\images"

|€|| ADDLIBRARY | [@ 4 [Imsges  3#[Engishus) v

[ [ Helpdesk Suppart 2
[5) Home Title |
= [ Sedtions
H= Application Developmean Featured Classes [uploaded images/ITnvgow/Content/Secticns/Application_DevelopmentWeb/ Test2012-0
[ Business Analysts |
I—‘ eriioiy . . . . .
Bl ELesnig e .. © | Double-click appropriate image in this pane
[ Heme E Veehaoer
EE ]IF:D:iamming = o @
= E We |
[5 FAGs L
£ Procsdures B g
5 Test J 1B
@[ T-Investments
H 5 Security

Glasses Image [uploadedimages/| Tnvgov/Content/Sections/Application_Development Web/Test/glasseslec
M5 Tech Ops

[-] Services
3] Ij jicnv.gov
E3 |j mamisge. nv.gov
|j MEsEage. Nv.gov
Ij mad.nv.gov
3] |j maotorpool.nv.gov s
[+ |j ndow.org ]
] Ij nhp.nv.gov l

4

<
|

OPTION 2 PROCEDURE - In the CMS400 LIBRARY navigate in the left pane to the folder you uploaded the
image to and then click the ADD LIBRARY button.

CIMS400 Library For destey

|j id.dps.nv.gov
2 ¥ 1T.nv.gov

Library Folder: "Test\images"

= [ Content
|| ContactUs
[E [ Govemance
|55 Helpdesk Support
H [ Home e
= = Sedtions C“Ck here

BE Agpplication Developmen Featured Classes [uploadedimages/|T| bolication_DevelopmentWeb/Test/2012-00

{€|| ADDLIBRARYy [@ 4 [Imsees S [Emishius) &

>

[ 2] Business Analysts
[E DBA

 rearumes cuasses |
[Z3] Elearning

ScarroL e Ao
i

+ | Home m b Terrtory

&=l e

. =l z:::ammmg = ﬂ AL e @

[ FAGs
o PORTEED MO TAUE NS
[Z5 Procedures A

B Test
@[ T-Investments
HE Security
HE Tech Ops

B [ Services

# |j jicnv.gov

[ |j manmisge. nv.gov

|j Mmessage. nv.gov

¥ med.nv.gov

Eij motorpoc|. nv.gov v et

[+ |j ndow.crg e

3] Ij nhp.nv.gov

Glasses Image [uploadedimages/| Tnvgow'Content/Sections/Application_DevelopmentWeb/ Test/glassaslec

<
|
o
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OPTION 2 PROCEDURES CONTINUED

In the CMS400 LIBRARY navigate in the left pane to the folder you want to upload the image to, enter the
image title and then click the BROWSE button.

CMS400 Library For destey

@ [Z5] Govemnance
@ [Z5 Helpdesk Support
@ [ Heme

[F= Sections || ADDLIBRARY -4 %

To upload and insert & local file:

= [= Aeplication Developmen

|| Business Analysts Tt | (/ 2) Enter image title here

[ DBa
[5| ELesming Filename: | |[ Browse |
E [ Home
|Z5i Programming

Description: | ]

. _|Paragraph5ty1e vl Bl |-§|, B

|
5 Facs R T B T TR o : 3) Then, click here
[ Procedur 1) Navigatetofolder | =~ 3 : ’
5] Test
[ IT-Investments
= Security
[ [Z5 Tech Ops
HE Senvices
£ ij jicnv.gov
@ [ mamisge.nv.gov
[ massage.nv.gov
£ Ij med.nv.gov
& [ motorpool.nv.gov
7] |j ndow.org
|J nhp.nv.gov
&[] nitro.nv.gov
7] iJ npac.nv.gov
@ [2F npp.dps.nv.gov
2 nsbls.nv.gov

B Web |i= i= = &=

,,,
ili

Metadata:

Navigate to and double-click on the image you want to upload, and then click OPEN.

Choose File to Upload L

Lok, in: I My Documents j \_) ? ¥ '
L;b ) GovernorSandowval [T Mew Folder @ glassesledgerann,
4 |5 GUESTEOOK, [T outlook, @ glassesledger. jpg

My Recent |5 HP Deskject 6540 Manual Cpng-psd
Documents D) Labels ICD)Purchase Request Forms

@ ) Lesar [ Readiis

. [ LightScribe [CSTATUS_REFORTS
Deskiop 5 MHD ) 50ppky Crders

() Miscellaneous () Timeshest

,) [C3IMOVE [C3) Training
- @ My Music |9 Updater
My Documents |~ b wsicvarious Artists [ visual Studio 2008
i (2 My Pictures ) WEBSITES-EKTRON
g:' 1] My Widens [Cxenu
) (@ 1y web sites [¢

tp Computer

[CSJMEATD Labels E FeaturedClassesJune-July.gif
- < | b .
Q — — L~ | Click here
by Metwork, Fil E 2012-06-22_0841. A Open
et ile name I png J I
Files of type: IF'ictures [ gif:* jpa;” jpeg;” prg) LI Cancel |
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When the dialog box below appears, click the ADD LIBRARY button to import the image to CMS and your
page.

To upload and insert & local file:

4 | ADDLIBRARY 4—=—=%— | Click here

Title: |Featured Classes |

Filename: |C:‘LDD|:umems and Settings\dmesteyly Dcuc:“ Browse... |

| prwmh s 5 1 [9]

| | |
& - = =4

”
illi

Metadata:

The finished product will look similar to the html content area below.

Summary Metadata Aliaz Schedule Comment Templatez

Y Y IR S B R -
|n M &F apply Style * Mormal B I U A|x X |i= = iE i=|
|E' g

FEATURED CLASSES
1N SCAFFOLD REGULATORY
: REVIEWW
2 Reno Territory
1:00P-4:00P

UL VWORKPLACE EMERGENCIES
- AND EVACUATION
5 Las Vegaz Territory

i
.
|
1

1:30P-3:30P

JUN POWERED INDUSTRIAL TRUCKS
Reno Territory
2 1:00P-4:00P

Procedure for adding a new image to CMS Page 14
Posted 6/27/2012




