Ektron Basic Training Checklist

☐ Prior to the training, go to http://it.nv.gov/web and review documentation on the right side under Initial Training Package.
· Please print the Basic Training Guide so it can be used for note taking during the training session
· Review:
· Logging in & Navigating to your website folders
· Logging out of Ektron
· Ektron Template Masters (Wireframes) & Metadata – What is it, How it Works  
· Smart Form usage Guide
· Visit Agency.nv.gov to view examples of the different smart forms available
☐ Logging in & out of Ektron
☐ Metadata: What it is, How it Works
☐ Page smart form - Editing a description field in a smart form using the (also applies to all other smart forms)
☐ 	Difference between content block (smart form title) and Page Title.  Explain how changing the content block title will break every link to the page, but they can change the title displayed on the page without breaking any links
☐ 	Adding, editing & deleting content in paragraph headers and options for <h1>, <h2> & <h3> headings
☐ 	Explain toolbars mentioning, bold, italics, paragraph alignment, etc.  ending on Paste as Plain text.
☐ 	Adding, editing & deleting content in Rich Area Text field (Paragraph Copy) 
☐ 	Show/Hide button
☐ 	After first clicking in a new Rich Area Text field be sure to back space to remove the space the system adds otherwise they will fight removal of that blank line space.
☐ 	When adding content to new content block be sure to use Paste as Plain Text button
☐ 	Place only one paragraph in each Rich Area Text field (Paragraph Copy) to avoid spacing issues
☐ 	Creating a bulleted or numbered list
☐ 	Explain font issues with bulleted / numbered lists and recommend use of Page – Program or Page – Program V3 (if available to them and the use of the link / list field instead of placing bullets/numbered lists in a Rich Area Text Field) and their site is not built around the page template.
☐ 	Explain a soft-return (use of shift/enter) to aid them when they have to place more than one line of text or paragraphs in a rich area text field).
☐ 	Adding, editing & deleting hyperlinks in Rich Area text field
☐ 	Adding, duplicating, removing & changing the order of paragraphs 
☐ 	Adding, editing & deleting tables in Rich Area text fields – Section 508 Compliant Tables
☐ 	Explain the difference between saving a content block and publishing a content block.  Saving doesn’t allow you to see any changes you’ve made nor does it allow changes to be pushed to production.  Publishing pushes changes to production.
Metadata: How to add a page title that displays on the browser tab – this also helps search engines find the page
☐ V-3 smart form - Editing Link / Lists - Explain difference between page-program & v3 and not to use v3 if they don't   
     already see it has been used previously in the site because if the xml files have not been copied into the site in both 
     the staging and production environment this template will generate an error.
☐ 	How to create an <h1>, <h2> & <h3> heading in a Rich Area Text field (Paragraph Copy Field)
☐ 	Adding, Editing & Deleting Hyperlinks in a Link / List Field
☐ 	How to create a list using a link / list field (no bullets).  Advantages:  no font or font-size issues
☐ 	How to create a bulleted list using a sublink / list field.  Advantages:  no font or font-size issues
☐    Adding and deleting the RIGHT COLUMN and BOTTOM BOXES paragraphs
☐  Use of Meetings & Agendas smart form 
☐  Adding, editing & deleting meeting blocks, location information and document links and changing Meeting Status
☐  Review file naming conventions – no spaces or special characters in file names except a dash (-) or underscore (_)
☐  Adding documents to the library area
	  ☐  Uploading Directly to the Smart Form on the Fly
      ☐  Uploading to the Library Prior to Updating the Smart Form
☐  Deleting documents & Images from the library areas
☐  Overwriting a document
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