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Logging In and Navigating to Your Website Folders

Direct your browser to http://staging.nv.gov and log in using your State email login credentials.

nterprise Information Technology Services TNV xaces e soatie — -
Web Staging Environment “ Clicking on this....

) Official State Webteam Blog Work Area Login

Welcome to 8.5 and to our New Blog

Sync to Production Status
9am Syne: 1
12pm Sync
3pm sync:
8pm Sync:
and editors.
“Agency” Template Version

Executive Legislature

CM5400 Login 4 Enterprise Information Technology Services N ‘/ Anencies | Jobs | About Nevada |

g Web Staging Environment -

B Login -~ @ Cancel

| State Webteam Blog . .
...will cause the login
Welcome to

8.5 and to our New Blog

dialog to appear.

Welcome fo our new blog and to the latest version of Ektron 8.5. We pla
provide information here on our blog related to the system status, p—
enhancements and pointers of how to develop great locking pages. We also 12pm Syne:
will post on the right side the current sync status, system down maintenance pm Sync:
schedule and other related information.We hope you will like the new system &pm Sync:

and our new way of communication to content contributors and editors. The
Webteam "Agency” Template Version

Current Build: 2.1.005
Build Date: 12-20-11

Executive About Nevada
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http://staging.nv.gov/

Select the “Workarea” button...

Enterprise Information Technology Services

Web Staging Environment

Official State Webteam Blog

Welpome to 8.5 and to our New Blog

Welcome to our new blog and to the latest version of Ekiron 8.5 \We plan to
provide information here on our blog related to the system status,
enhancements and pointers of how to develop great looking pages. We also
will post on the nght side the current sync status, system down maintenance
schedule and other related information.We hope you will like the new system
and our new way of communication to content contributors and editors The
Webteam.

Legislature
¥ ,

.gov
Agencies | Jobs

(

Clicking on ‘Workarea’...

Work Areg

3 logout ) (A _ preview

Sync to Production Status

il @ 9:00:03 AM
12:09:52 PM

00:06 PM

@ 6:00:17 PM

9am Syne:
12pm Sync:
3pm Syne:
&pm Sync:

[=R=R=g=1
[SEERENEN]

"Agency" Template Version

Current Build: 2.1.005
Build Date: 12-20-11

About Nevada

Desktop Content Library Seltings

View Contents of Folder "Root”

~
S &) Folders WEW | VIEW | AcCTION | [ @
@23 admin.nv gov
¥ Agency nv.gov
# % alcohol nv.gov
Alerts
® 1} AMBERAlert.nv.gov
# 7 barber nv.gov
# 7 beltca.nv.gov
# 1 bop.nv.gov
@7 boxing.nv.gov
®F budget nv.gov
# 7 capitolpolice.nv.gov
@ (F chirobd.nv.gov
@} cosmetology. nv.gov
@[ cimecommission.nv.gov
B9 erptr.mv.gov
¥ dairy nv gov
® T dem.nv.gov
@} dps.nv.gov
9 energy.nv.gov
#F fire.nv.gov
® 2 funeral nv.gov
# 7 jaudits nv.gov
®F Mov.gov
® 9 marriage.nv.gov
# (¥ massagetherapy.nv.gov
B9 med.nv.gov
® ¥ motorpool v gov
@9 ndow.org
@ # nhp.nv.gov
# [ nitro.nv.gov
@[} npac.nv.gov

Will open a new window displaying the Ektron workarea.
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) CMS400 Workarea for glyon - Mozilla Firefox

Content Library

Optometry_nv-gov -

Settings

View Contents of Folder "User 17

moterpool.nv.gov
—J PublicWorks.nv.gov
| purchasing.nv.gov

~J SSBCI
| Taxicab.nv.gov
| Test
| training nv.gov
1 podiatry.nv.gov
“T post.nv.aov ]
Taxonomies
Collections
Menus

QT@DS 4

Smart Form:

Tahs = 1313 A

% ots.nv.gov NEW | | VIEW | | DELETE || acTion | [ @
1 p16.nv.gov
= fmplaeaugoy e B
< & |
=] content H
- Select the plus sign (+) next to your
Admin 2] carousel 4 Smart Fo 06:44 AM
- | audits nv.gov . (. )
e domain name (i.e. play.nv.gov) and |
Dairy nv.gov Q Documents 4 Smart Fol . 50°50 AM
~ Diana navigate to the folder where the
—| DPS.nv.gov &) Glossary 4 Smart Fo am. A 49:49 A
ST page you want to edit is located.
- Zre -gov lellau‘u‘e Box 4 Smart Fol S4:44 AN
B= Gary
~| Home
= Pages QLmks 4 Smart Form: Links = 1302 A 1/9/2012 8:49:00 AM
= | User 1
=1 User 10 leleehngs and Agendas 4 Smart Form: Meetings & Agendas = 1304 A 1/9i2012 8:50:18 AM
—1 User2
I User3 &) Page 4 Smart Form: Page =] 1308 A 11912012 8:51:26 AM
| User4 g 2 9 - N ' e Baen AU
“ Userb
~ Userb QFress Release 4 Smart Form: Press Release =] 1307 A 119/2012 8:
= User7
| User8 2] slides 4 Smart Form: Slides = 1309 A 1/9i2012 8:53:37 AM
“ User 9
B[= home
Features Q Social Media Links | Smart Form: Social Media Links = 1312 A 1/2i2012 8:
~J Judy
. Linda &) staff List | Smart Form: Staff List = 1308 A 1/9/2012 8:52:51 AN

GLyon,

GlLyon,

GLyon,

GLyon,

GLyon,

GlLyon,

GLyon,

GLyon,

GLyon,

Glyon,

GLyon,

GLyon,

GLyon

GlLyon

Glyon

GLyon

GLyon

GlLyon

Glyon

GLyon

GLyon

GLyon

Glyon

GLyon
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Metadata — What it is, How it Works

Purpose: Explain how “Metatdata” works in Ektron to bring in content from other pages (content blocks).

The content in this homepage (dhhs.nv.gov)

State of Nevada .gov
Department of Health and N Agencies Jobs About Nevada
Human Services e

Helping people. It's who we are and what we do. ® Tis Site Onty © State-wide

Trending Topics Quick Links
© EBOLA TOOLKIT

245

Suicide Prevention

Medical Assistance

Food Security

Food Assistance

Financial Assistance

DHHS Fact Book

O 0 0O0O0O0O0OO0

Behavioral Health and Weline Open Government (Budget)

o

Birth and Death Certificates

@ WELCOME TO THE DEPARTMENT OF HEALTH AND HUMAN SERVICES' WEBSITE

The Nevada Department of Health and Human Services (DHHS) promotes the health and well-being of its residents through the delivery or
facilitation of a multitude of essential services to ensure families are strengthened, public health is protected, and individuals achieve their
highest level of self-sufficiency. The Department is the largest in state government comprised of five Divisions along with additional programs
and offices overseen by the DHHS's Director's Office. The Department's Director. Richard Whitley. was appointed by Governor Brian Sandoval
and manages nearly one-third of the state’s budget.

FIND ASSISTANCE

REPORTS & PUBLICATIONS

© About DHHS

© DHHS Presentations

© Press Releases

STATE OF NEVADA
Home

Directory of State Agencies
Public Notices

HEALTH & HUMAN

SERVICES
Home

Divisions

© 2-1-1

© Nevada Health Link

© Meeting Calendar

© Nevada Public Notices

© Public Records Requests

© Forms

© Click here for more Resources

FEEDBACK
Customer Service
Feedback Form

Director's Office Programs

© Consumer Health Assistance
© Family Resource Centers

© Food Assistance

© Financial Assistance

© Medical Assistance

© Find Assistance

CONTACT
Phone, FAX, Hours &
Location

© Medicaid Chart Pack

© Behavioral Health Chart Pack
© Health Statistics

© More Reports/Publications

Select Language | ¥

The Official Department of Health & Human Services Website | Copyright ©2014 State of Nevada - All Rights Reserved | Privacy Policy
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...Looks like this in the Ektron workspace for the it.nv.gov homepage.

So, you ask (hopefully), “I don’t see anything other than the page heading and a single paragraph. Where is
the other content coming from if it isn’t here?”

* Cromac omenson o gov
3 crpte o gov

3 cte dow e gov

3 daey e gov

Owincrs
Fod Assatarce

béﬁé}tment of Health and vi:;.z;-.: b Aboua Neada
Human Services C

Helping people. It's who we are and what we do.

Festres

This test in the page’s workspace...

-..appears here on the web page

(O WELCOME TO THE DEPARTMENT OF HEALTH AND HUMAN SERVICES' WEBSITE

The Nevad

STATE OF NEVADA HEALTH& HUMAN  FEEDBACK
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In the Ektron Workarea, if you select the Metadata tab for the dhhs.nv.gov home page

(=]
- View Content "DHHS: Home"

£ eom | @ X @ ] v a .& o Language: | English {U.5.) v | Add: | -select language- ¥ @

Properties Content Metadata Aliases Comment Tasks
title:

description:

...and you will see bolded headings at the top of each section

Vfiew Content "DHHS: Home™

g eom [ O X & wn vikhkD # 4 4 Language: | Engiish (US) ¥ | Add: | -seiecilanguage- ¥ @
S— R ——— e —

description

keywords

Main Module:
Main List Sort By:
date-desc

Right List Sort By

date-desc

modules:

Banner Right Module:

Content_Footer_Message:

Left Content: (Content)
Mone Selected

Right Content. [Content)
Mone Selacted

Left Menu: [Menu)

Mone Selected

Main List: (ListSummary)
Mone Selacted

Main Content: {Content)

CarouselDiv-Lsrge {ID: 873:
Inttistives (ID: B95T)

Banner Left: (Content)

TrendingTopics (ID: §3353)
DHHS: Slides (ID: 9407)

Banner Right: (Content)
DHHS: HF Links (ID: 2408)
Right List: (ListSummary)
Mone Selacted

Folder_ID: [ListSummary)

None Selected

Tags

No Tags selected

Ektron Basic Training Guide - Revised 3/2023




You will find several sections that contain links to other content blocks (pages). Any section that contains links
to other pages is basically telling the system to display whatever is on the other pages in the home page.

View Content "DHHS: Home™

£ EDT | O X peg - o bk =20 & .% H Language: | Engiien (U.S) ¥ | Add: | -selectlanguags- ¥ @
i I —— I
title:

description:

keywords:

Main Module:

Main List Sort By:

date-desc

Right List Sort By:

date-desc

modules:

Banner Right Module:

Content_Footer_Message:

Left Content: (Content)
MNone Selected

Right Content: [Content)
Mone Selected

Left Menu: [Menu)

MNone Selected

Main List: (ListSummary})

MNone Selected

Main Content: (Content)

CarouselDiv-Large (ID: §7322)
Initiatives (I0: BBBET)

Banner Left: [Content)

TrendingTopics (ID: 63353)
DHHS: Slides (ID: 8407)

Banner Right: (Content)
DHHS: HP Links (ID: 9409)

Right List: [ListSummary)
MNone Selected
Folder_ID: [ListSummary)

MNone Selected

Tags

Mo Tags selected

These are the links to the other pages that contain the content that is being displayed on the homepage and
the titles of the sections in the Metadata tab correspond to the sections explained in the Ektron Template
Masters (Wireframes) found on http://it.nv.gov/web.

Note: the name and ID of each piece of content. The names and ID numbers cannot be duplicated anywhere in
Ektron. When you verify the ID# before editing you know you are editing the correct content block.

Ektron Basic Training Guide - Revised 3/2023 Page 7



http://it.nv.gov/web

Finally, to know here the content will appear you need to have a ‘map’ of the home page (or secondary
design/template you are using). Here’s the template for this site’s homepage found at
http://it.nv.qgov/uploadedFiles/IT.nv.gov/Content/Sections/Application _Development/Web/MasterTemplate

s.pd,

Master Template - Home Page - default.aspx

Header Left Header Right
( P px) NV.GOV Branding & Search
Agency Logo & Title

Main Navlgatlon = Flex Menu (width 940px)

Banner Left Bar.mer Right
(Small: 600 x 300px and Large: 910 x 300px) (width 200px)
Next Scheduled Meeting, Popular Links,
Slides Template eithaer small or large

Images, Contant, etc.

Slides) are, displayed|inthisjlocation HPLinks;are displayed)here)

et SIS

Main Content
(width 480px or 700px full)
Content/text displayed on home page,
initiative boxes (images 215 x 150px), carousel (images 180 x 180px)

...and|the)Carouselland|Initiatives;ane,displayedinjthislocation

=

Site Setup in Setup Folder

Logo - Top header information Banner

Logo Image (upload image to features
folder)

Image Specifications:

-image files saved as PNG
-small size: 155px x 120 px
-large size: 625px x 120 px

Agency Title — Home page ID field

Main Navigation - Menu settings section
Main Navigation (Top)

Footer Menu - Menu setting section
Footer Menu (Bottom)

Copyright info — Menu Settings section
Footer Menu (Bottom)

Do not recommend removal
of NV.Gov Branding

Left Content Right Content
(width: 445px) (width: 445px)
Content Block Contont Block

‘ Footer Menu - Flex Menu (width $40px)

Areas Configurable
in the Metadata Tab

Banner Left - Slides
Banner Right - Content/lmages
Main Content — when right content is
empty the main content area will expand to
take up the width of the page
Main List Summary — Assign a folder and

everything in the folder populates the the
Main Content Area.

Left/Right Content — two column format

‘ Copyrlghl Info - Flex Menu (width 940px)

Content Area: 910px | Margins 15 px (940px)
Margins Between Seclions: 25 px

Ektron Basic Training Guide - Revised 3/2023
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http://it.nv.gov/uploadedFiles/IT.nv.gov/Content/Sections/Application_Development/Web/MasterTemplates.pdf
http://it.nv.gov/uploadedFiles/IT.nv.gov/Content/Sections/Application_Development/Web/MasterTemplates.pdf

1 - Displays the content from the Slides page content block

2 — Displays the content from the HPLinks page content block
3 — Displays the heading and paragraph from the home page content block ‘Content’ tab
4 - Displays the Carousel content block

5 — Displays the Initiative Box content block

State of Nevada

Department of Health and

Human Services

NV

gov

Agencies Jobs About Nevada

-

Helping people. It's who we are and what we do.

Trendina Topics

Behavioral Health and Weliness

®) This Site Only State-Wide

Quick Links

O 0000000

o

v L

© EBOLA TOOLKIT

Suicide Prevention

Medical Assistance

Food Security

Food Assistance

Financial Assistance
DHHS Fact Book

Open Government (Budget)
Birth and Death Certificates

(") WELCOME TO THE DEPARTMENT OF HEALTH AND HUMAN SERVICES' WEBSITE

L > 4

The Nevada Department of Health and Human Services (DHHS) promotes the health and well-being of its residents through the delive@
facilitation of a multitude of essential services to ensure families are strengthened. public health is protected, and individuals achieve the
highest level of self-sufficiency. The Department is the largest in state government comprised of five Divisions along with additional programs
and offices overseen by the DHHS's Director’s Office. The Department's Director, Richard Whitley. was appointed by Governor Brian Sandoval
and manaaes nearlv one-third of the state’s budaet

Health Care
Financing & Policy

Public &
ehavioral

RESOURCES

FIND ASSISTANCE

REPORTS & PUBLICATIONS

© About DHHS

© DHHS Presentations

© Press Releases

STATE OF NEVADA
Home

Directory of State Agencies
Public Notices

© 2-1-1

© Nevada Health Link

© Meeting Calendar

© Nevada Public Notices
© Public Records Requests
© Forms

© Click here for more Resources

HEALTH & HUMAN
SERVICES

Home

Divisions

Director's Office Programs

FEEDBACK
Customer Service
Feedback Form

© Consumer Health Assistance
© Family Resource Centers

© Food Assistance

© Financial Assistance

© Medical Assistance

© Find Assistance

CONTACT
Phone, FAX, Hours &
Location

© Medicaid Chart Pack

© Behavioral Health Chart Pack
© Health Statistics

© More Reports/Publications

8

elect Language | ¥

The Official Department of Health & Human Services Website | Copyright ©2014 State of Nevada - All Rights Reserved | Privacy Policy

Ektron Basic Training Guide - Revised 3/2023




Template Masters (Wireframes)

Master Template — Home Page — default.aspx

Header Left
(626px x 120px)
Agency Logo & Title

Header Right
NV.GOV Branding & Search

Main Navigation - Flex Menu (width 940px)

Banner Left Bafmer Right
(Small: 600 x 300px and Large: 910 x 300px) (width 200px)

Slides Template either small or large
Images, Content, etc

Next Scheduled Meeting, Popular Links,

Main Content
(width 480px or 700px full)

Content/text displayed on home page,
initiative boxes (images 215 x 150px), carousel (images 180 x 180px)

Site Setup in Setup Folder

Logo — Top header information Banner
Logo Image (upload image to features
folder)

Image Specifications:

-image files saved as PNG
-small size: 155px x 120 px
-large size: 625px x 120 px

Agency Title — Home page ID field

Main Navigation — Menu settings section
Main Navigation (Top)

Footer Menu — Menu setting section
Footer Menu (Bottom)

Copyright info — Menu Settings section
Footer Menu (Bottom)

Do not recommend removal
of NV.Gov Branding

Left Content Right Content
(width: 445px) (width: 445px)
Content Block Content Block

Footer Menu - Flex Menu (width 940px)

Areas Configurable
in the Metadata Tab

Banner Left — Slides
Banner Right — Content/Images
Main Content — when right content is
empty the main content area will expand to
take up the width of the page
Main List Summary — Assign a folder and
everything in the folder populates the the

Main Content Area.

Left/Right Content — two column format

COpyl’Ight InfO - Flex Menu (width 940px)

Content Area: 910px | Margins 15 px (940px)
Margins Between Sections: 25 px

Ektron Basic Training Guide - Revised 3/2023
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Master Secondary Template — PageStylel.aspx — Page Template

Header Left
(626px x 120px)
Agency Logo and Title

Header Right

NV.GOV Branding & Search

Do not recommend removal
of NV.Gov Branding

Main Navigation - Flex Menu (width 940px)

Left Content
(width 180px)
Content Block

Main Content
(width 480px or 700px full)
Content Block

Left Menu
(width 180px}

Flex Menu

Right Content
(width 200px)
Content Block

Configuration in /layouts/config.xml
Agency Title — Home page ID field

Main Navigation — Menu settings section
Main Navigation (Top)

Left Menu — mirrors Main Navigation (left)

Footer Menu — Menu setting section
Footer Menu (Bottom)

Copyright info — Menu Settings section
Footer Menu (Bottom)

Logo — Top header information Banner
Logo Image (upload image to features
folder)

Image Specifications:

-image files saved as PNG
-small size: 155px x 120 px
-large size: 625px x 120 px

Main List Summary
(width 90px)

List Summary

Right List
(width 120pXx)

List Summary

Footer Menu - Flex Menu (width 940px)

Areas Configurable
in the Metadata Tab

Main Content — when right content is
empty the main content area will expand to
take up the width of the page

Main List Summary — Assign a folder and
everything in the folder populates the list
summary

Copyright Info — Flex Menu (width 940px)

Ektron Basic Training Guide - Revised 3/2023
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Creating a New Content Block

In the Workarea click on the folder that you want to create a new content block in.

View Contents of Folder "Board

[F capitolpolice.nv.gov

@ [ CharterSchools.nv_gov NEW || VIEW || DELETE | | ACTION | [TJ 2]
# [} childadvocate.nv.gov
[ chirobd.nv.gov Title Content Type
= [ content
L Application Info {£) Board 4 Smart Form: Page - Program
[ Board
E CE
[ Contact QEnard Members and Staff q Smart Form: Staff List
[ Discipline
L) Forms =PiopLatics : S fa=tty -~ ThE
@ Home Click’en appropriate folder’in‘thisiarea
| InfoforDCs - -
® o Meetings QFundingHeader
| Renewals
[ setup

#[ 7 collegekickstart.nv.gov & fundingTxt

H [ collegesavings.nv.gov

# [} commedityfoods.nv.gov Q[ﬂembers
H [ cosmetology.nv.gov

@ [ courts.nv.gov

= [ cpe.nv.gov QM'SS'DH
[ crimecommission.ny.gov
i (58 erptr.nv.gov {2 Newsletters

®= [} cte doe.nv.gov

E [ dairy.nv.gov
m Y dofs nv aov {=| Regulations/Statutes

Click on the “NEW” button on the right side of your screen.

Smart Form: Page
Smart Form: Staff List
Smart Form: Page - Program

M_/
q HTML Cantent
4
4
4
4 Smart Form: Documents
4

Smart Form: Fage - Frogram

® [ capitolpelice.nv.gov

-

® [ CharterSchools.nv.gov NEW | | VIEW | | DELETE || ACTION | [ %]
= [ childadvocate.nv.gov
B[ chirobd.nv.gov i Content Type
B[ content
(= Application Info 2 B 4 SmartForm: Page - Program
= Board
= CE
[ Contact {2 BYard Members and Staff Smart Form: Staff List
./ Discipline Click the, NEW button
= Foms QElulletlns 4 Smart Form: Page - Program
@[ Home
= Info for DCs
@[] Meetings QFundingHeader 4 HTML Cantent
|| Renewals
[ setup . .
@[ collegekickstart.nv.gov 123 funding Tt 4 Smart Form: Page
® [} collegesavings.nv.gov
& [ commedityfoods.nv.gov 2| Members q Smart Farm: Staff List
@[} cosmetology.nv.gov
@ [ courts.nv.gov o
=¥ cpe.nv.gov Qr\mgsmn 4 Smart Form: Page - Program
[ crimecommission.nv.gov
B[ erptr.nv.gov {2 Newsletters 4 Smart Form: Documents
® [} cte.doe.nv.gov
® [ dairy.nv.gov
@AES defs.nv.aov 2| Regulations/Statutes 4 Smart Form: Page - Program
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Choose either HTM Content, HTML Form/Survey or choose SMART FORM from the drop-down menu and then
choose the appropriate smartform from the drop-down menu.

Desktop tent Library Settings Reports Help

Folders View Contents of Folder "Board

! capitolpolice.nv.gov

~ CharterSchools_nv.gov B m VIEW | | DELETE || ACTION | O] (7]
4 childadvocate nv_gov
= [~ chirobd.nv.gov Folder Content Type
= [~ content Blog
| Application Info T | Smart Form: Page - Program
o g;ﬂrd Community Folder
: Contact Calendar d Smart Form: Staff List
— Discipline Catalog
: Eznn:]: DxH Content b | Smart Form: Fage - Program
| Infofor DCs
~ | Meetings HTML Content d HTML Content
| Renewals HTML Farm/Survey
| setup

1 Cramrt Carma: Damn
7 collegekickstart.nv.gov

9 collegesavings.nv.gov
_“’ commodityfoods.nv.gov
g cosmetology nv.gov

Smart Form 3
Links

DMS Document Glossary

IMeetings & Agendas

SElget ‘Smart Eorm®™ [

cnmocommlssmn v g go\r Page
_-; crptr.nv.gov 18] Newsletters Press Beloase
7 cte.doe.nv.gov Staff List
7 dairy.nv.gov _ Slides
3 dcfs.nv.gov {2 Regulations/Statutes e
1 defcomp.nv.gov Initiative Box
1 dem.nv.gov {£] Scope Social Media Links
9 dental.nv.gov Tabs
: detr.nv.gov Service Catalog
1 dhecfp.nv.aov VouTub
ouTube
Select'smarform templ
-_..dgf _ng-:r(,; S rm e _‘a_r .J_e Page - Program
9 doc.nv.gov - Countdown Clock
-~ doi.nv.gov
— dpbh.nv_gov
7 dps.nv.gov
-4 drought.nv.gov

Note: To see examples of the smart forms in the drop-down menu, please go to:
http://agency.nv.gov/Pages/Pages - Smart Forms/
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Difference between Content Block title and Page Title

Edit Contentin Fao

€ emush | ) 4 [H 4 @
e G E—Content-Block title seen in Ektron w
sumary | wewsee | aiees £0) changeriteyourmust re-link all links

] »

i

-~ & Field:
Page Title (aptional): » = H H

Applications - Grant and Funding Request a— Page tltl ;can b chnan nd IS dl I ed on pa | Web brows
Page Copy (optional, general copy above the links area): *gfd =L EY 'gjl# R ‘“Jp)Ay R pAg’J T T

-

[ The FY15 Justice assistance Grant (JAG) Request for application (RFa) is available for download February 2, 2015, The due date for applications is March 31, 2015

4111\@

Files to download include: the Grant Application form, Budget Excel form, JAG Request for Application (RFA) and the Certification/Assurances form PDF or in Ward, and Waiver for non-profits if applicable.

It is recommencled for applicants to downlaad the Detailed Guide for Application for specific details.

Off-Highway Vehicle Funding Reguest Applications will be available February 12, 2015,

Style (choose layout typs):

@style 1 Ostyle 2 Ostyle 3

Display Index 3t top: Ng ~

Bl 6 Document
Category Title:
Applications
Category Description:

B~ & pocument

‘Dacument Title: ‘Document Date:

| JAG Requestfor Application (RFA)

ol

Docurment Description:
The Excel budget form and the cerification farms listed below must also be dow
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Creating a New Content Block

In the Workarea click on the folder that you want to create a new content block in.

View Contents of Folder "Board"

[ capitolpolice. nv.gov

[ CharterScheols.nv.gov NEW | | VIEW | | DELETE || ACTION | O] =]
= [ childadvocate.nv.gov
= [ chirobd.nv.gov Title Content Type
B = content
[ Application Info {£) Board 4 Smart Form: Page - Program
[ | Board
= CE
[ Ceontact Q Board Members and Staff 4 Smart Form: Staff List
[ Discipline
L Forms =PopLatins - B TG 1 DAt e D=
@i Home Click’on appropriate folder’in‘this’area
[ Infofor DCs - -
@[ Meetings QFundingHeader 4 HTML Cantant
| Renewals
|| setu .
B collegekFi’ckstart.nv.gov qundmngt 4 Smart Form: Page
# [} collegesavings.nv.gov
# [} commodityfoods.nv.gov 42 Members q Smart Form: Staff List
H [F cosmetology.nv.gov
E [ courts.nv.gov
® 7 cpenv.gov QMission 4 Smart Form: Page - Program
® [ crimecommission.nyv.gov
# [ crptr.nv.gov 2] Newsletters q Smart Form: Documents
® [} cte.doe.nv.gov
® [ dairy.nv.gov
FEY defs nv gov 42| Regulations/Statutes 4 Smart Form: Page - Program

Click on the “NEW” button on the right side of your screen.

= capitolpolice nv_gov -

@ [} CharterSchools.nv.gov NEW | | VIEW | | DELETE || ACTION | [OJ] (2]
® [} childadvocate.nv.gov
2= chirobd.nv.gov f Content Type
= [ content
L) Application Info Q ard 4 Smart Form: Page - Program
=  Board
= CE
[ Contact Q BRard Menlbers and Staff 4 Smart Form: Staff List
=5 Discipine Click the NEVV button
= Foms QElulletins 4 Smart Form: Page - Program
@[ | Home
[~ Info for DCs
@[ Meetings QFundingHeader 4 HTML Content
|| Renewals
[Z1 setup

# [ collegekickstart.nv.gov &) unding Tt 4 Smart Form: Page

® [ collegesavings.nv.gov

® [ commodityfoods.nv.gov 2] Members 4 Smart Form: Staff List
® [ cosmetology.nv.gov

@ [ courts_nv.gov

® [ cpe.nv.gov

® [ crmecommission.ny.gov
& [ crptr.nv.gov 2] Newsletters 4 Smart Form: Documents
= [ cte doe.nv.gov

@ [ dairy.nv.gov
& [ defs.nv.aov 42| Regulations/Statutes 4 Smart Form: Page - Program

{2 Mission 4 Smart Form: Page - Program
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Choose either HTM Content, HTML Form/Survey or choose SMART FORM from the drop-down menu and then
choose the appropriate smartform from the drop-down menu.

Desktop Content Library Settings Reports Help

(2]

Folders View Contents of Folder "Board

1 capitolpolice.nv.gov

9 CharterSchools.nv.gov B m VIEW | | DELETE || ACTION | O] (7]
1 childadvocate nv.gov
= [~ chirobd.nv.gov Folder Content Type
== content. . Blog
— ’gzzlr';am” Info Discussion Board q Smart Form: Page - Program
- CE Community Folder
: Contact Calendar d Smart Form: Staff List
| Discipline Catalog
: Ecc))nr:: DxH Content b | Smart Form: Fage - Program
—| Infofor DCs
~ | Meetings HTML Content d HTML Content
~ | Renewals HTML Farm/Survey
—| setup

1 Cramrt Carma: Damn

1 collegekickstart.nv.gov

1 collegesavings.nv.gov

_“’ commodityfoods.nv.gov
7 cosmetology.nv.gov

Smart Form 3
Links

DMS Document Glossary

IMeetings & Agendas

l_S' rolls v .00 ISma rt Féc‘rm 1] e

L
cnmecommlssmn v g go\r Page
_-J crptr.nv.gov 18] Newsletters Press Belease
1 cte.doe.nv.gov Staff List
4 dairy.nv.gov Slides
9 defs.nv.gov {2 Regulations/Statutes e
1 defcomp.nv.gov Initiative Box
1 dem.nv.gov {£] Scope Social Media Links
1 dental.nv.gov Tabs
: detr.nv.gov Service Catalog
1 dhefp.nv.aov VouTube
§ngc t smarform template}-... -
“3 doc.nv.gov - Countdown Clock
1 doi.nv.gov
— dpbh.nv_gov
1 dps.nv.gov

% drought.nv.gov

Note: To see examples of the smart forms in the drop-down menu, please
go to: http://agency.nv.gov/Pages/Pages - Smart Forms/
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Create New Folder

In the Ektron Workarea navigate to and right-click on the folder you wish to add a folder to.

ElLearning
Home
[TRlanningManage
Frogramrming
= Web
FAQs
Frocedures
simplified
Features
Test
Tips
Clientsves

When the drop-down menu appears click the ADD folder option and name the folder in the window that
appears.

4 | ADD FOLDER @

Properties Taxonomy Templates Flagging Metadata Wieb Alerts Smart Forms Breadcrumb Aliasing

Name: :2015\
Description:

Style Shest: |
[leave blank to inherit)

Office Documents: Publish as PDF*
Please Hote: PDF generation must alzo be enabled in the configuration file of the Ektron Windows Service

* (existing documents are not converted until re-published)

Content Searchable: ¥/ |nherit parent configuration

Content Searchable
Please Hote: If you check the 'Content Searchahle’ check box, new content is searchable by default.
*exizting cortert is not affected.)

Display Settings: ¥/ Inherit parent configuration
¥ Display All Tabs

Display Sumrmary Tab
Display MetaData Tab
Display Aliasing Tab

Display Schedule Tab
Display Comment Tab
Display Templates Tab

Display Taxonomy Tab
Please Hote: If you check only Dizplay Al Tabs' check box, it will dizplay all Tabs when you create or edit cortert.
*(If nat, it wll only cisplay selected Tabs)
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Adding, Editing & Deleting Paragraph Headers

Some smartforms like Page, Page-Program and State: Page-Program V3 have a special Paragraph Header field.

PAGE SmartForm

The Page SmartForm allows you to pick either a <h2> heading or an <h3> heading. Just type the subtitle into
the Paragraph Header (optional) field and click the button for an <h2> or an <h3> heading. Heading samples

are shown below. To edit, just highlight the text you don’t want and type what you do. To delete, highlight
and press delete key.

PAGE - PARAGRAPH HEADERS <h1> heading

subtitle 1 <h22 heading
Subtitle 2 <-|.-|.3_-:3, he,ad.ing

¢| pupusn | @ 3 H @

Title: | | Engiish (U 5.)]

# Content Searchable

Summary  Metadata  Allases  Schedula  Comment  Templates
i
Page Title (optional):

Style (choose layout type):
Style 1 Style 2

=| — &rParagraph I
Header (optional):

Header Style:
® None O <h2> <h3»

Paragraph:

]

Image:

Page-Program & Page-Program V3 SmartForms

The Page-Program V3 SmartForm allows you to enter only an <h2> heading in the Paragraph Header field.

You can also create <h1>, <h2> & <h3> headings in any page description Rich Area Text field. Go to the next
page to find out how.
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Creating Paragraph Headers in any SmartForm in the Paragraph
Rich Area Text Field

To create a header in any smart form, open the Paragraph field by clicking on the edit icon.

[E] — & Paragraph

None O <h2> ® <h3>

Paragraph:
&

Clickshere

Image:
a

Type the text you want to make a heading out of. Highlight the text and click the drop-down menu as shown
below to select the heading type you want.

Edit Rich Area Field

€| SAVE
:':_:_:='Jéfad§.atam'nvP=-M%ﬂ'%@v@ = -
q[ '_'prpfyStyle -] I U A x X iz i= ":,EE,E =EE=EEE
B~ =5 == £ ¥ = [Normal =
Subtitle 1 =
Heading 1
Subtitle 2 .
i : Cho Headin u
Headlng 2 et b el S St e e’ _J-_f-_._)-__._._-_g}
Heading 3
N Heading 4 —
Hoading 5 e

To edit, just highlight the text you don’t want and type what you do. To delete, highlight and press delete
key.

NOTE: You can also use this procedure when adding, editing or deleting headers in HTML content blocks.
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Adding, Editing & Deleting Content

) CNS400 Workarea far slyon - Mazilla Firefox

Content

Desktep Library Settings Reporis Help

@

E I cplum_ry nv.g =

219 ctsnv.gov NEW || VIEW || DELETE || ACTION
=3 p16.nv.gor

S play waov

&7 coment

Bl Acmin &) canousel 4
® audits nv.gav

B Reltean ga
C
¥

View Contents of Folder ‘User 1* 2=

Dy EDacurents {

Diana
il DPSnvgor
. energy.nzgov
® . Firenvgov

[

Smert =arm: Carousel

Smert orm: DocLments

Smert orm: Sy

orm: Inifiaive Box

Smert =orm: Lirks

Smart orm: Meetngs &

Smert =arm: Page

Smert “orm: Press Release

Smert =arm: Slides

Click on the type of Smart
Form you want to edit, "
= 1311 A 1/9:2012 8:54:44 AW GLyon, GLyon
= 1302 A 11912012 8:49:00 AW Glyon, GLyon
= 1304 A 11912012 8:50:18 Al GLyon, GLyon
= 130€ A 1192012 8:51:26 Al Glyon, GLyon
-5} 1307 A GLyon, GLyon
B 130¢ A 11912012 8:53:37 AW Glyon, GLyon

) initiative Box q
2= Gary
@1 Home .
1= Pages Einks
Use 1
&) uzetirgs and 4 4
= q
Use 7
Use € ,
Use- €
= homz
| Featres
B Judy
®L. Linda

® [ motorpool.nv.gov
PublicWorks nv.gov
~ purchasing nv.gov
B SSBCI
T Taxicab nv.gev
mi Test
®L. frainng.rv.gov
=) podictry.nv.gev
= [ post.nv.aov ¥

Deskiop Coment

ol=.nv.gov
3 p16mgor
play-w.ecy

a

Taxoromias g conlent .
— Admin
Collections

hp:/jstagirg. v gov/Workarea|canten:, aspx/acion =/l

5
"
# — Diana
%
¥

Framgov
5= Gay
/. Home
Pages
Usa
. Us2
Usz
Us2
Us2
Usz
Usz
Us>
s>

Us2

B hune

Judy
_ Linde

- purchasing
SEBC

Test

@7 podatry.nv.gov
@2 pos:nv.aov
Taxonorves

audits nv.3ov
- Beltca.nv.gov
_ Dairy.nvgov

DS rv.gov
BUBIgY IV Yoy

Liorary Settings Reparts

_- UPIBITIENY. 1V LU 7

2

€ DN Do EW NS

Faauree

~ metorpool.nvgev
~ PublicWorks . gov

v.gov

28D nv.gov

@ trarng o

AN vihkE 1 4 &

Summary Maadatz ABlize Comma: Taske

..then select the ‘Edit’
button in the toolbar at
the top of the page.

Use this to add,
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To Add Content

Place your cursor in the Edit Rich Area Text Field and press the backspace key to remove the blank character
space the system automatically places inside the field and type the text.

Edit Rich Area Field

€ || sAVE

B D EARBBR - T RBLEE N ZO-B —
iﬂﬂT oF ApplyStye  Top B I U Ax x [iZ T i= E,'-Ei.
Br-== L 4> "E232556868d

|

If pasting text from Word, Excel, PowerPoint, or the web or any other program, click on the Paste as Plain Text
button on the toolbar.

Edit Rich Area Field

i=3.l.=-iij>4.-’|tgiﬂ-@-i?iﬁ%%ﬂ%ﬂi:%@'@’ .
Iﬂ'ﬂ ioF Apply Style -5 *B I U A|x % | E?.%%% =

B-2 4t A rYEDIBDEEY

|
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When the Paste Plain Text dialog box opens (use Control + V to) paste the text into the field and click OK, then
SAVE. This strips all code from word, excel, the web, etc. from the text so you shouldn’t have to fight weird
fonts later.

Paste Plain Text x
Please paste content into the textbox below.

when the Paste Plain Text dialog box opens (use Control + v to) paste the text into the field.
This strips all code from word, excel, the web, etc. from the text so you shouldn’t have to
fight weird fonts later.

AN

of Cancel

To Edit Content

Open the content block you want to edit and open the paragraph copy field if the information you want to edit
is in one. Highlight the text you want to edit and type over it. Or highlight the text and press delete, then type
the new text in.

To Delete Content

Open the content block you want to delete content in then choose one of the options below depending on what
you want to do:

Header Fields

If the text is in a paragraph header field, highlight the text and press the delete key if there is information in a
paragraph copy field attached to the header that needs to be kept.

Paragraph Copy Fields

If the text is in a paragraph copy field, highlight the text and press the delete key if there is a Paragraph Header
field attached that needs to be kept.

Link / List Fields

If the text is in a paragraph copy or paragraph header field that needs to be kept, but you want to delete a link
under it, click the Link icon and choose REMOVE from the drop-down menu.

7 List

Title: Link 1]
URL: [@

Bk
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Header, Paragraph Copy & Link/List Fields

If you want to delete a paragraph header, the paragraph copy field and any links in that particular paragraph
section, click the Paragraph Icon and choose REMOVE from the drop-down menu.

e =h

g Insert Above eader:

3E Insert Below “opy: ’

ne Paste Plain Text dialog box opens (use Control + V to) paste the text into the field. This strips all code from word, excel, the web,
n the text so you shouldn't have to fight weird fonts later.

Duplicate

g” Mowe Up

= Remove

# 2w

Adding Bullets or Numbering to a Smart Form

Smart Form Fields that Accept Bullets/Numbering
Templates:

Links Page Copy & Category Description
Meetings & Agendas | Page Copy only

Page Paragraph field only

Page - Program Paragraph Copy

Page — Program V3 Paragraph Copy

Service Catalog Page Paragraph & Description

Staff List Page Paragraph & Description

Tab DO NOT USE AT THIS TIME FOR ANYTHING

Open one of the smart forms listed above (for the example below the PAGE smart form template was used).

Click in a field that accepts bullets/numbering. Type your list of items, making sure to hit the enter key
between each one.

WS CIEER WS SIS >
Paragraph:
bagel <+— | Clickin a field that accepts
muffin
whole wheeat bread .
white bread)| el
Honey-wheat Berry

bullets/numbering and create

Image:

Highlight the list by selecting all of it.

Highlight to select entire list

Then, click on either the bullet or numbered list icon to add the bullets or
numbering to the list.
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Create Bulleted Lists & Lists without Bullets Using Link / List
Fields

Overview

Both the Page-Program and the State: Page-Program V3 smart forms include Link fields.

Create Bulleted List

Open a either smart form and click the +Link icon

|
Bl — & Paragraph

Paragraph Header:
Paragraph Copy:

[Ei

[+ [B

| . [—
This displays the Link / List Field. In the both smartforms this field is automatically bulleted. Enter the text
you want to be a bulleted statement in the Link / List Title Field.

LEJI—.;{Paragraph

Paragraph Header:
Paragraph Copy:

arLinkaist/
Title:
URL: @

[+ TR

£

Repeat these steps for each item you want in the bulleted list.
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SmartForm: Page-Program V3
This smartform allows you a second level or sub-link of bullets or another level of indented lines.

L |
B —&rLink / List
Title: |
URL: &

Image: ¢

Size:

Click the sub-link button to display the second level. Click the Display Bullet button.

Bl —grLink / List
Title:

URL: @

Image: g2

YouTube ID: Size:
Small (three col page) ¥

Display Bullet: &

B —&Sub Link / List
Title: |

URL:
Display Bullet:

Ektron Basic Training Guide - Revised 3/2023
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To create List without Bullets

Single Level List
Click the URL Button

C
B — & Paragraph
Paragraph Header: |
Paragraph Copy:

& |7HLink / List

Title:
URL:

[+ TR

Check the Remove Link Button and click OK. Repeat these steps for each item you want in the list without
bullets.

Link Manager

Hyperink E-mail

URL:

Inttpasi =

Existing Bookmark:

[ None v | or# |
Link Text:

I

N Type:

Target:

[ | [ Target v
Toolip:

A1 | &
Style:

_lI Rem Link:
m L b

Cancel -

< | [ »

=
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Dual Level List
Click the URL Button

L
B — & Paragraph
Paragraph Header: |
Paragraph Copy:

B —e&fLink / List

Title:
URL:

[+ TR

Check the Remove Link Button and click OK. Repeat these steps for each item you want in the list without
bullets.

Link Manager

URL:
htp:i IC]
Existing Bockmark:

—| [None v | or# |
Link Text:

M Type:

Target:

[ | [ Target v
Tooltip:

| | &
Style:

Remoye Link:
v b

For the Sub Link items, uncheck the Display Bullet button.

| |
Bl —&frLink / List

Title: |

URL: &

Image: 4

YouTube ID: | | Size:
| Small (three col page) v |

Display Bullet: #

B —&5Sub Link / List
Title: |
URL: [

Display Bullet:

O ublink
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Create, Edit or Delete a Hyperlink in a Rich Area Text Field

Hyperlinks in a Rich Area Text Field

Make sure you are logged in to the Content Management System, and the CONTENT tab is highlighted
in blue at the top of the screen. If the CONTENT tab isn’t highlighted in blue, click its tab at the top of
the Workarea.

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

Content Library gm m@ Help

L2

iew Contents of Folder "Licensees™ 55

B = IHEI.H‘J.QD‘J -

% IT.nv.gov NEW VIEW DELETE ACTION [a

+

# 2 jicnv.gov

® =¥ jobs.nv.gov Title Cont
+
+

4 judicial.nv.gov
4 lahar nv oov 2| USMLE d Sma

Next, navigate to and click on the folder and the smart form that contains the Rich Area Text Field you
want to add, modify or delete a hyperlink on and open it for editing.

e To ADD a new hyperlink highlight the text you want to become the hyperlink and click the
hyperlink button on the toolbar

coase - o7 alemeassGlicksherey -« =
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o When the dialog box below appears,
= a) navigate to content or files within the site using the button below, or

Link Manager x
Hyperiink E-mail -

URL:

hitpo/f

Existing Bookmark:

Mone ¥ | or#

Link Text:

Licensees: Click here to reinstate your licensy

Type:

hitp: A

Target: NOTE: Change the TARGET to

Tooltp: Tt NEW if linking to a document,
Licensees: Click here to reinstate your licens{ ch and then click OK.
Style:

Mo Class v
Remove Link:

-

= b) If creating a hyperlink to an external website you must open that website in
a separate browser and you can copy and paste the url into the hyperlink field.
Be sure to select everything in the field when you paste so you don’t end up
with two http:// headers in your link...as that will cause a broken link.

Lo

hitp:// —
mmg LRAURITRT .
Mone ¥ | or#

Link Text:
Licensees: Click here to reinstate your licensd
Th‘;tf - NOTE: Change the TARGET to
Target: NEW if linking to a document.
Target A
Tooltip: . f|| h
Licensees: Click here to reinstate your licensd "Lh' NOTE: Be sure to fill out the
Style: tooltip as this is what disabled
NO CLEES y - - - -
Remove Link individuals using an
accessibility reader will hear,
and then click OK.

‘ —
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o To EDIT an existing hyperlink highlight the hyperlink and click the hyperlink button
BB R -7 ﬁm@liékﬂhereta - h1

‘Licensees: Click here to reinstate vour license-

Follow procedures a) and b) above depending on whether you wish to edit the link to go to
content, files or an external website.

e To DELETE an existing hyperlink highlight the hyperlink and click the REMOVE hyperlink
button

BRB R -T R ﬂ&!ﬁlic_k?hféreﬁ

Hyperlinks in a Link / List Field

In the Ektron Workarea open any smart form that uses the Link / List system.

To create (add) a link in Smart Forms

lirke
Click the plus (+) symbol to the left of the “ADD LINK” icon ™

Program Page Smart Form

Click the plus (+) symbol

Style:|Style 1] Page Title: [Test- PASE PROGRAM Template

Content Area

B — & Paragraph
Paragraph Header:

Paragraph Copy:
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Enter the title in the Link / List field and then click the link icon to add the link path.

B —&Link / List .
4/——/_ Enter title here
Title:

URL:

When the Link Manager dialog box appears, enter the following:

ink title in the TOOLTIP field. The information in this field is used to assist blind and other
il Click here to add the link path [seyour site. Accessibility.

2. Determine where you want the link to open (target = same window, New window, etc.)

3. Enter link text. (Option — you can make this field show the same as the URL path so the file path can
be seen without opening the link itself when viewing the page).

4. Either copy the URL (if link is to an external website) or click the button to the right of the URL field to
navigate to select the page, then click OK to save the link information.

Link Manager Copy URL here, or

Hyperlink

URL:

httpds
Existing Bookmark:
MNone El or #

Link Text: Click here to navigate to select the page

Type:

http: []

Target:

11

Target [~]

Tooltip:

Style:

Mo Class El

il Remove Link:
O

Click here
L]

-

Ektron Basic Training Guide - Revised 3/2023 Page 31




To Edit (change) a link in Smart Forms

7
Program Page Smart Form

Style:| Style 1| Page Title: [Test- PAGE PROGRAM Template

Content Area

B — & Paragraph
Paragraph Header:

Paragraph Copy:

lirb:

Click the plus (+) symbol to the left of the “ADD LINK” icon

Click the plus (+) symbol

Click the link icon to change the link path.

Bl &Link / List
Title: |Central Fecords

Click here to change the link path

URL: http: i goy @4
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When the Link Manager dialog box appears, highlight the link in the URL field and then either copy or type in
the new address, or delete the information in the URL field (use the backspace or delete keys) and click the
button to the right of the URL field to navigate to the correct content block or document.

Link Manager
Hyperlink
URL:

http: A goy

Mone [=] or#
o Link Text:
I http#nyv.goy

Type:

hp: [7]
Target:
Target [~]
Taoltip
H
Central Records &,
Style:
Mo Class El
T Remove Link:
O
F

Highlight the information in this field

Enxisting Bookmark: B\
N —

To Delete (remove) a link in Smart Forms

Click the link icon to open the link manager dialog box.

11

Then, click here to navigate to the content
block or document

B & Link / List

Title: Central Records
URL: hitp:inv.gov [Ble

Click here to change the link path
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Check Remove Link.

Link Manager

Hyperlink E-mil -~
URL:

] http#nyv.goy :]

Existing Bookmark:

Nane [=] or#

A Link Text:
| http:#fnv.goy
Type:

hitp: [~]

Target:

11

Target =]
Tooltip
Central Records &
Style: Check this box
Mo Class E|

Remove Link:

O
A |

Ok Cancel i

B« I — .
Click here

Paragraph Sections in a Smart Form

Adding a New Paragraph

There are two ways to add a new paragraph to a smart form

1) Click on the paragraph link icon and choose Insert Above or Insert Below.

B s biink

AP e e by

EE Insert Above

Maowe Up
=% Mowe Down
Remove

2) Click on the plus (+) symbol next to the word paragraph at the bottom of the smartform

: B e s gy w ‘
'

'

'

| denn 4
'

'

'

'

'

|

| paragraph
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Duplicating a Paragraph

Click on the paragraph link icon and choose Duplicate. This will duplicate the paragraph header, any
information in the paragraph copy field (Rich Area Text Field) and any links in the section as well

5 Insert Above
=
IF Insert Below

Duplicate

deader:
Lopy
Mowve Up

Mowe Down

Remove

Removing a Paragraph

Click on the paragraph link icon and choose Remove. This will delete the paragraph header, any information

in the paragraph copy field (Rich Area Text Field) and any links in the section as well.

E - Siakaalaie =h
Insert Abowe teader:
Lopy

L

&l — & Paragraph 1

Changing the Order of Paragraphs
Click on the paragraph link icon and choose Move Up or Move Down.

%
:g!serl Above

E leader:
Insert Below :GDY:
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Creating a Section 508-Compliant Table

You can add a table to the following Smart Form templates:

o LINKS - Both the Page Copy field and the Category Description fields will accept tables.

e MEETINGS AND AGENDAS - is already set up as a table for you with 5 columns. You can have as many
rows as you like, but are limited to five columns entitled Date, Location, Agenda, Minutes &
Attachments.

e PAGE — Only the Paragraph field will accept a table.

e STAFF LIST - Both the Page Copy field and the Description fields will accept tables.

e SERVICE CATALOG - This template already contains a table for rates. However, it will also allow you to
add a table in both the Page Copy field and the Description fields. PLEASE NOTE: When using this
template any tables you create will NOT be formatted the same as the table already contained in the
template.

e PAGE PROGRAM - Only the Paragraph Copy field will accept a table.

Narrative software uses the information from the Accessibility table fields (heading rows, columns, caption alignment and
summary) to produce a Tooltip message for each table cell. Users with impaired vision can see those Tooltips as they hover
over the cells.

To create a 508-compliant table:

1. Create a new table or edit an existing one.

2. Right click in the table and choose Set Table Properties. The Table Properties dialog appears.

Intentionally left blank
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javascript:void(0);

3. Click the Accessibility tab

o

o

Enter the number of heading rows (if applicable),
Enter the number of heading columns (if applicable).
Choose Table Caption Alignment

Enter Table Caption

Enter Table Summary

Check the box to Associate Cells with Headers

Edit Rich Area Field

If & am G e sl e - =

Table Dasign Table Proparties 5 Cell Propenies
\n 9 oF applystle TN
[EH~-=5=2 4 4 =% IHeading [OWS: 1 [M_ax.S: I

Table Wizard Accessibility Tab Field Descriptions

o Heading Rows—If you want your
table to have a horizontal header, enter
the number of rows that it should

‘ occupy. The number cannot exceed five.
Summan & - ‘ Beginning with the top, all cells in the
Compliant. Ue also want to be able to -

cdit existing tables and moke them specified number of rows are designated
Section-508 compliant. y
as table headers.

Heading columns: |0 (Max. 5)

Caption alignment:

—
Caplmn"‘*

Can We Create Section 508 Compliant Tables?

| Associate cells with headers

. . Heading Columns—If you want
your table to have a header, enter the
number of columns that it should
occupy. The number cannot exceed 3.
Beginning with the left column, all cells

PR e
v.ndthAhgnment X v Classname + Set Cell Properties in the SpeCiﬁed number of columns are
reighi15__| sackground & - towap designated as table headers.

. Caption Alignment—To choose the
caption’s alignment, click the down arrow next to this field. Click the box that represents the alignment style
you want.

Caption—Enter a table caption. The caption appears above the table. The caption’s alignment is set in

the Caption Alignment field. NOTE: Only use this field if you do not have a heading above the table. If used
along with a heading above the table it will return a redundant title accessibility error when checked with
accessibility tool.

Summary—Enter the table summary. Non-visual browsers use the summary to explain the table’s contents.
From HTML Techniques for Web Content Accessibility Guidelines 1.0:

“A summary of the relationships among cells is especially important for tables with nested headings, cells
that span multiple columns or rows, or other relationships that may not be obvious from analyzing the
structure of the table but that may be apparent in a visual rendering of the table. A summary may also
describe how the table fits into the context of the current document. If no caption is provided, it is even more
critical to provide a summary.”

Associate Cells with Headers—Check this box if you want to associate the table’s data cells with the
appropriate headers. See Also: H43: Using id and headers attributes to associate data cells with header cells
in data tables
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4. Click on the Cell Properties tab to set the Abbreviation and Categories fields (Optional).

Table Wizard

Table Design [F4 Table Froperties =7 Cell Properties

Contentﬂlignment: Background:

Dimensions Additional
Height: Id:
Width: [F] Mo Wrapping

Background Image

Cell Style ccessibility

Style: Clear Style Abbreviation

Cancel

Field Descriptions for Cell
Accessibility (Optional)

o Abbreviation—Sets or retrieves
abbreviated text for the content in the tag.
Can be used to render non-visual media, such
as speech or Braille. For more information,
see abbr attribute | abbr property

o Categories—Sets or retrieves a
comma-delimited list of conceptual
categories associated with that tag. Can be
used to render non-visual media, such as
speech or Braille. For more information,
see axis attribute | axis property

5. Click OK to make the
table Section 508-compliant.
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Metadata - How to set Page Title, Keywords & Page Description

We set the metadata with keywords that are related to the content of the page so it can be more easily found

by search engines.

In a content block, click on the METADATA tab

Edit Content in Folder "Procedures™

€| puBush | @) 4 H 4 ©

Title: HowTo [English (LL5.]]
Summary Metadata <—#dtases Sthedule Click here |Templates
£V

In the TITLE area, click in the Text field and enter a page name.

title:

Text: '@ G
How To Procedures

Enter page title here,
then click the plus (+)
symbol to add your

text as the page title

Edit Remaove Default

In the KEYWORDS area, click in the Text field and enter no more 5 words or phrases.

keywords:

Text: @ G
Procedures \

How To Documentation Enter keyword or

CMS Instructions phrase, then click the
plus (+) symbol to add
each

Edit Remove Default

In the DESCRIPTION area, add up to 5 phrases describing the page.
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description:

How To Documentation

Frocedures
Instructions

Enter each keyword or
phrase

Default current character count: 44 (2000 max.)

DO NOT enter any data in any of the fields in the first section of the METADATA tab except those mentioned
above.

Click the PUBLISH button.
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Creating a New Content Block Using Smart Forms

In the Workarea click on the folder that you want to create a new content block in.

’oL sy . " 1 a7V UL Kl B DA Il 1Y IS — LUDSDOPAYE — LUTILETILASPXCCUUNILET 1Ay — \CCEERY ISIU1E— UUTILEN G UUT - VIEW LU ILE DY L ateyu

Library Seffings. Reporis Help

View Cantents of Fokler "HCQC" ==
¥ dairy.nv.gov

B9 defsnvgov wew || wiew || oeere |[acon (3 | @
.3 defcomp.nv.gov
# % demnv.gov Title:

[ ® 9 dentalnv.gov

3 detrnv.gov ) senvceProviderResources q Smart Form: NDA: Page-Program B 94573
9 dhcfp.nv.gov
? dnhs.nv.gov ) Hoac-Phote 4 HTMLContent = 4580
¥ dirnv.gov
9 doc.nv.gov
BE doinv.gov {8 Heas Home(2) 4 SmartForm: NDA: Page-Program B 94572
= dpbhnvgov
51 content {8 Heac-Home: 4 SmartForm: NDA: Page-Program B 94530
About
Boards
Community
contact
Examples
@ home
@l Programs
Providers
5= Regulatory
&= Environmental
Cotiage Foods
General
GetHelp h—v
Get Permit )
Program Inform:
Temporary Fooc
(= HCaC
@ AssistedLiving
Immunization
@0 Resources
setup
@3 dpsv.gov

{2 CitizenResources. 4 Smart Form: NDA: Page-Program = 84571

Click on the “NEW” button on the right side of your screen.

£ VVULRAT Eaf WUI Rl Ed.adPA iLal 1Y 1 Y e — LUIDC Pyt — LULILETILASPACOCUTILET IUNGY — WO HTEEY

Library Seflings Reporis
© defs.nv.gov NEW || VIEW || DELETE | ACTION | [ @

defcomp nv.gov
dem.nv.gov

I = dental.nv.gov
® ¥ detr.nv.gov | Smart Form: NDA: Page-Pro
® “# dhcfp.nv.gov
® = dhhs.nv.gov 4 HTML Content
®# dirnv.gov
® # doc.nv.gov
® ¥ doinv.gov 4 Smart Form: NDA: Page-Prg
= /% dpbh.nv.gov
= content | Smart Form: NDA: Page-Pre
About
Boards . 4 Smart Form: NDA: Page-Prg
Community
contact
Examples
* home
® Programs
Providers
[= Regulatory
= Environmental
Cottage Foods
General
Get Help
Get Permit
Program Inform:
Temporary Fooc
= HCQC
# AssistedLiving
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Next, choose the SMART FORM option.

m VIEW DELETE ACTION | [T (%]

Folder Content
Blog
Diiscussion Board 4 Office Document
Community Folder
Calendar 4 ice Document
Catalog
4 Office Document
DxH Content b
HTML Content q ioe Document
HTML Form/Surve:
V 4 Office Document
Smart Form 3
Links t
DMS Document Glossary
Meetings & Agendas .
STEIET Documents -
Menu Page
Press Release t
Staff List
¥ | Presentation12_15_14 Slides t
Carousel
{2 Presentation Initiative Box ge
Social Media Links
{E) Photo180 Tabs
Service Catalog
. YouTube
Q MDA Test Page Program TermeETen I
Page - FAQs
Q Envircnmental Health Staff Agency Directory aff |
Site Setup
¥ | Agendal2_15_14 Countdown Clock t
Database Setup 2
CMS Data List
Purchasing: Sclicitation Smart
Class Specifications
Page - Links

Page - Directory
NDA: Page-Program
Page_v3
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Then choose the appropriate smart form from the list circled below. Note: To see examples of the smart

forms listed above, please go to: http://agency.nv.gov/Pages/Pages - Smart_Forms/

m VIEW DELETE ACTION

Folder

Bleg

Discussion Board

Community Folder

Calendar

Catalog

DxH Content b

HTML Content

HTML ForWSV
b

Smart Form
DMS Document

Collection
Menu

[# | Presentation12_15_14

Q Presentation

{2 Photo180

Q MDA Test Page Program
Q Envircnmental Health Staff

) Agendal12_15_14

@ | @

Links
Glossary

Content Type

ype

Office Document

e Document

Office Document

Office Document

Office Document

Meetings & Agendas

Diocuments

Page

Press Release
Staff List

Sides

Cargusel

Initiative Box
Sccial Media Links
Tabs

Service Catalog
YouTube

Page - Program
Page - FAQs
Agency Directory
Site Setup
Countdown Clock
Database Setup 2
CMS Data List

JA:

aff |

Purchasing: Solicitation Smart

Class Specifications

Page - Links
Page - Directory

NDA: Page-Program

Page_v3
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http://agency.nv.gov/Pages/Pages_-_Smart_Forms/

Using the Meetings & Agendas Smart Form

Overview

Whenever creating a meeting section, be sure to create

1. Create a folder for the Board, Council or Commission
MU
E Board ‘
= Meetings
2015

2. Create a Meetings Folder nested inside the Board/Council/Commission folder containing a single page
— program smartform with a link to the content in each meeting year folder.

AL

E Board

.‘ Meetings

2015

3. Meeting Year folder — example: 2015. It will contain one content Meetings & Agendas smartform.

= Meetings
2015 4

= Mawe

Creating a New Meetings & Agendas Smart Form

In the Workarea click on the folder you want to add the Meetings & Agendas smartform to.

Desktop Content Library Setlings Reports Help

@
e
o VIEW || DELETE || ACTION | [ @
# Practice.nv.gov
Content Fos
About o _er
Contact Blog .
DE Discussion Board
Analytics Community Folder
GoogleDocs Calendar 4
- NSBAT Catalog
Click oMo .
13/HIE11 DxH Content »
Folder in
U ST, .
this;section HTML Content
Gorpee, HTML Form/Survey
Then€lick new .
a_[ui t___‘.en Smart Form (3
o estinaMetaTa: .
Smart;Ferm DU Doument
Meetings
#(= NDOM Colkection {4
PDFs Menu
Resources q
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Choose Meetings & Agendas from the drop-down menu.

)
[roomn
®CH postnvgov - m VIEW || DELETE || AcTION | [ )
B Practice.nv.gov
Content
o Folder co
Biog
Conact < -
S OE Discussion Board 4 SmartForm: Documents
e Community Folder
GoogleDocs Calendar 4 HTML Content
NSBAT Catalog
® . soework 4 Smart Form: Page
TestE11 DxH Content »
@ DHHS -
e TLETTT 4 SmantForm: Page - Prograr
Google HTML Form/Survey
GovPubs 4 HTML Content
B Smart Form »
JoeTestingMetaTag Links 4ge - Prograr
Media DMS Document
Meetings Meetings & Agendas
4 NDOM Colestion
PDFs Menu Page
& Resources Press Release. pA: Page-Pri
SearchTest Staff st
@ Training &) New Resources. Siides ate: Page Pr
S‘E‘HUBU Carousel
® ¥ practiceBU.nv.gov
. &) Page - Paragraph Headers Inkiative Box ige
9 preferredpurchase nv.gov cocial s Linke
® 9 psyexam.nv.gov
Tab:
&% pthoard.nv.gov ) PageProgramDE e 308 - Prograr
Service Catalog
9 publicworks.nv.gov o
ouTube
®J puc.nv.gov {2 Protos-fioat age
® ¥ purchasing.nv.gov R
¥ rates.dol.nv.gov Pege - FA0s
&3 Recovery.nv.gov ) Photos floatText Agency Directory
®® recyclenv.gov Site Setup
® ¥ red.nv.gov &) Table Countdown Clock age - Prograr
® ¥ risknv.gov Database Setup 2
® ¥ sagebrusheco.nv.gov ) Temp mestings CMS Data List boiings & A
® ¥ sagegrouse.nv.gov Purchasing: Solciation Smart
9 sercnvgov Class Specifcations
4 silverstatesolutions.nv.gov Brest Page - Links
® % smallbiz.nv.gov Page - Directory
® sugwurk nv.gov {2 Webteam Rest State: Page Program V3 ate: Page Pr
@ ¥ ssbeinvgov B

Enter the content block Title. Remember this will also become part of the url that will be displayed in the
browser. If you change this name you will break every link to the page within the site.

Enter the Page Title. This is the title that will be displayed on the page. You can change this without breaking
links on the site.

€| pusuisn | @ 3 @

Title: *—

¥ Content Searchable

Summary Metadata Aliases Schedule Comment Templates

A
Page Title (aptional):

Page Copy (opticnal, general copy above the meeting and agendas area):

Page Style: Home Style: Display Title (Home): Document Home URL:
Style 1 ¥ Style1 v
[E — &/ Meeting
Meeting Status: Active v
Date: Time (HH:MM AM/PM): Meeting Title or Brief Description (shown at top): Notes (shown at footer):

73 1 {08:00 AM

] —&sLocation
Type: Address: Room: City: Link
Physical Location v >3

Diccstion itam

E] —&'Document
Document Type: Document Title: File File Type:

7% FODF v

Agenda © Minutes © Attachments
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Adding Meeting Blocks

To add a meeting block click the meeting item icon and choose Insert Above or Insert Below.

5 Insert Above

Insert Below

Time (HH:MM AM/PM):

eeting Title or Brief Description |

Dl pleats

=t }
el MovelUp fF———————""rltr——————————————l e

=% Move Down

Agenda ' Minutes ' Attachments

B document ilem

-ru.w.'llng dhem

Click the calendar button to enter the meeting date.

Bl — & Meeting
Meeting Status: Active

Scroll through the months/years and click on the appropriate date then click OK.

o

B4 4 August2015 b bb

SMTWTF 5
= =1 1 =

32 2 3 4 5 8 T B
sHl 33 2 10 11 12 13 14 15 N
B EERCRERE] 10 EETE I
)| 35 23 24 25 28 27 28 20 =

35 30 31
= Remove date —
¥

[[oK | | cancel
3

T —————— ]
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Enter a new meeting time if the default of 08:00 AM is not correct.

[El — &sMeeting
Meeting Status: Active
Date:

8192015

Time (HH:MM AM/PM @Meeting Title or Brief Description (shown at top): Notes (shown at footer):

Enter the meeting title.

[El — & Meeting
Meeting Status: Active v

Date: Time (HH:MM aM/PM): Beeting Title or Brief Description (shown at top): otes (shown at footer):
8M1%2015 e 09:30 AM

Enter any notes about the meeting. Typically this is used to note “agenda to follow” when posting meeting

notice and is removed when agenda is posted.

[El — g¢Meeting
Meeting Status: Active A
Date: Time (HH:MM AM/PM): Meeting Title or Brief Description (shown at top): Motes (shown at footer):
8182015 T2 | |09:30 AM

Enter location information.

Click the drop-down next to physical location and choose the type of meeting. Options include:
physical location, videoconference site, teleconference site, view conference online, do not show icon.

Physical Location

[ — é&fLocation /
’7Type: ‘dress: Room: City: Link
v

Bliccaticn izm

Click in the address field and type the address to the meeting location. Note: When used the Room
field displays in front of the address.

[E] — éfLocation

Type: Address: Room: ity Link
Physical Location @

Bincation item

Click in the City field and enter the City, State & Zipcode or any portion thereof.

B — é&fLocation

Type: Address: Room: City: k
Physical Location v

Bincatizn it=m

To add a location, click on the location_item icon.

Bl — &fLocation

Address: Room: City: Link
al Location v @
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To add a document, select the document type. Note: If you do not click one of the type buttons you
will not be able to see the document on the staging website.

Document Type: bcument Title: File File Type:

Agenda O Minutes O Attachments

-

@ PDF

Enter the document title. Keep this short as it will appear on the page when you hover over the
document icon

B — & Document
Document Type: Document Title: File File Type:

Agenda © Minutes O Attachments

-

& PDF

Upload the document or link to the document using the URL button. See separate procedures for
Uploading Directly to the Smart Form on the Fly and Uploading to the Library Prior to Updating the
Smart Form .

E] — &/ Document
Document Type: Document Title: File ile Type:

Agenda © Minutes O Attachments

& PDF v

Choose the file type by clicking the drop-down menu and choosing from the options available which
include: PDF, Word, Excel, Link, Audio File, Video File.

E] — & Document

Document Type: Document Title: File
Agenda © Minutes O Attachments
@
[+ B
To add a document block, click on the document_item icon.
Bl — &/ Location
Address: Room: City: Link
v 23
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Editing Meeting Blocks

To edit the Meeting date, click on the Meeting Calendar Icon and choose a new date.
To edit meeting information click in a field and highlight the information and type over it.

To edit the file type, click the drop-down arrow and choose another option.

Deleting Meeting Blocks

To delete a meeting block, click the meeting_item icon and choose Remove from the drop-down menu.
To delete a Location block, click the location_item icon and choose Remove from the drop-down menu.

To delete a document block, click the document_item icon and choose Remove from the drop-down menu.

Changing Meeting Status

To change a meeting status click the drop-down menu and choose another option. Options include: Active,
Cancelled & Rescheduled.
74

= ———

Meeting Status:| Active ~ v4
Date: Time (HH:MM AM/PM): Meeting Title or Brief Description (shown

BMe2015 Ten o (0930 AM

B — & Location
Twpe: Address: Room:
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Publishing Content

Publishing pushes the changes made to the production site after they next scheduled sync.

Select the “Publish” button in the top toolbar.

£) CMS400 Workarea for glyon - Mozilla Firefox
21 [®J[C

=ViewContentByCategory8id =0

Deskiop Content Library Sattings Reports Help

Edit Content in Folder "User 1"
< rusush @R EH Q @
A
Titte: |Pal @ Engiish us 1 =
Content Summary Metadata Alias Schedule Comment Templates
Main Modie:
Text: | management team g @
a
v
Edit Remove Default
description:
Department of Administration leadership ,
management team biographies
leadership team
Default current character count: 84 (2000 max
keywords:
Text: g @
a
v
Edit Remove Default
title:
Text: @ @ v
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How to Verify Content Appearance

Select the “Alias” tab, and then click on the hot link under “Alias Name” to display the page and verify the
content appears as you want it to.

©) CMS400 Workarea for glyon - Mozilla Firefox

2LangType= \aiTreeVisible=Content8action ContentByCategory

Library Settings
@
® [ OpLometry.nv.goyv &

T Elan @ & @ CRRE S A | Ve menus) v e v | @ Clicking on the hot link...

#14 pi6nv.gov

= play.nvgoy Properties Content Summary Metadata Ahas Comment Tasks
=l content

B[ Admin Manual
audits nv gov
Beltca v gov Primary Alias Name:  hitp-/iplay staging nv govieam/
[ Dairy.nv.gov
I Diana
[ DPS.mv.gov
£ energy.nvgov Type Alias Name
[ Fire.nv.gov = Gary/Pages/User Mzges
I Gary
@[ Home
Sl Pages

2 User1
User 10
User 2
User 3
User 4
User 5

Automatic

0668

User 6
o ...will cause a window to open in your browser displaying the page you have edited.
1) User 9
== home
[ Features (= Page - Windows Internet Explorer
i Judy
®[ Linda
1 metorpool.nv.gov fg Fovorites g TN MoodleDocs - Recent... » T nveleam usersbronse ] NEATS user search [ Course hours-rade requre... TN WELEARN courses 8] DOPWie 1 Moode development site 8] State of Nevads Telephane ...
[) PublicWaorks nv gov
[ purchasing nv.gov
| SSBCI
Taxicab nv.gov
@ Test
E[ training.nv.gov
&1 podiatry nv gov
®[F post.nvaov

PEDODEDE

50 vl XS

E3 |~ TiNevacs Onine Professonal ... | @Page x

te of New ’ S NV“:ELL& Jobs About Nevada
Play Website .

Taxonomies

Collections

http:/fplay.staging.nv.gov/Gar y/Pages User_iPage]

{2 Management Team
Director Smith

Director Smith was appointed in September of 2011. His background includes

i~ Hios% -

start e/ BC ©) 2 Frefox + | B QuikReference fo... ] Windows In. %R L 10:05aM
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Overwriting (Replacing) a Document Previously Posted

Direct your browser to http://staging.nv.gov and log in using your State email login credentials. In the
WORKAREA click the LIBRARY tab.

Content Settings Reports Help

Desktop

Library

Library Folder: "Test\images"

| Helpdesk Support r
- | Home ADD | Images | W English (U 5} v @
= [ Sections
= Application Development -~
o | Business Analysts itle v} Date Modified Filename
5| DBA
| ELearning
| Home
| Programming
= [ Web
| FAQs
| Procedures
Test
[ M-Investments
[ Security
[ Tech Ops
~| Services

- jic.nv.gov

Navigate to the folder the document was previously uploaded to and click the Images drop-down button and

choose FILES.

Library Folder: "Test\images™

ADD | 4 images  Wle [Engisn (US) | )
' Click here and select FILES
Title D Date Modified

Click on the name of the document you want to replace from the list that will appear in the right pane.

Content Settings Reports Help

i | Helpdesk Support ~
[ Home
= [ Sections
= [ Application Development
| Business Analysis
= | DBA
| ELearning
| Home
| Programming
= [ Web
| FAQs
Procedures

Library

Library Folder: "Test\files™

ADD | oy | [Fies ~ English (U.5) ~ @

Date Modified Filename

Title

Daily Situation Report 7574 6/20/2012 1:28:37 PM Trvgow/G: Application_Dx Test/D p

[Cal | Test

| M-investments

| Security

Click on the name of the document you want to replace
from the list that appears here
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http://staging.nv.gov/

When the VIEW LIBRARY dialog box appears, click on the OVERWRITE icon.

View Library Itern in Folder: "Testifiles”

€ oo e E X @

Ttk Daily Situation Report
Fllanams: httg:/fit.nv.gow'uploadedFiles/| Tnvgow/'Content/Sections/Application_DevelopmentWeb/Test/DailySituationReport. pdf
Liberary ID: TET4
Parsnt Foddar: Test
Last Usar To Edit: OEstey, DEstay
Last Bt Data: 82002012 1:28:37 PM
Data Creatad: 82002012 1:28:37 PM
Description:
Category

Mo categories selected

Tags
Mo Tags selected

Preview Daily Situation Report
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When the dialog box below appears, click the BROWSE button and then navigate and select the file you are
using to overwrite the existing file, then click the UPDATE button.

Orverwrite Library Item in Folder: "Test\files"

& || UPDATE @

Title Filename

Daily Situation Report httpeiit.nv. gow'uplcadedFiles/| Tnvgow Content'Secticns/Application_DevelopmentWeb/Test/DailySituationReport. pdf
Flease select a replacement file. | [ Browse._

Current library item:

Click here

Freview Daily Situation Report

Description:

”
il

| |Paragraph Style = | | ‘:" | |
|[B-252Cfi dh > ¥ = E

When the Message from webpage warning appears, click OK. When it has completed processing the original
file has been overwritten with the updated file.

Message from webpage [g|
P WARNING: You are about ko overwrite a library File!
\..‘3/
The filename of the local file will be changed
ko makch the exisking filename, This will ensure that web
links ta this library item do not break.

Conkinue?

(0] 4 l [ Cancel
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Go to the browser page you were trying to see changes on and click the refresh button.

4 | 4— Click on this icon to refresh the page.

NOTE: If you were having trouble seeing your changes, you should see your changes
now. 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.

Deleting a Document or an Image Previously Posted

Do NOT delete documents or images that were previously posted.

Unfortunately, we are no longer able to delete files (documents or images) or folders from the servers due to
sync vulnerabilities. If you have any questions or concerns, please contact Linda
DeSantis at stateweb@admin.nv.gov. We are currently working on getting a new CMS.

What you can do is overwrite the document or image in question in the workarea with a document that simply
says "This document has been removed from the website. Please go to our website for current information".

If the document no longer exists in the workarea, email stateweb requesting the file on the server be
overwritten with the document mentioned above. In the request, please provide the file path to the document
you want overwritten.

In the workarea, please ignore unnecessary folders that we are unable to delete.
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Adding Content to a Smart Form

(CMS400 Workarea for glyon - Mazilla Firefox

Desktop Content Library

=19 ctsnv.gov
Fi6.0v.g0v
= play wgov
&7 coment
~ Acmin
audits nv.gov

®
B Aeltean g
@ Dairy.nv.gov
L. Diana
UL DPSinvgor
energy.nv.gov
L Filengov
B Gay
W0 Home
3 Pages
User 1

motorgool.nv.gov

= PublicWorks nv.gov
purcaasing.nv.gov
]

~ Tasicab nvgev
BL Test
L frainng.rv.gov
) podiztry. v gev
= postnv.aov ¥
Taxoromias

Collections

Settings Repor's Help

View Contents of Folder ‘User 1

NEW || VIEW || DELETE || AcTION | [ | @

Elcarusel 4 Smart=om: Carousel

{EID3curents q Smart =orm: DocLments

Blcos

4 Smrt Zorm: ¢

) nitiative Box 4 Initiaive Bos

{E)Links Smert Zom: Lirks

4 Smert =orm: Meetngs &

= SmertZom: Page
fElPress Reltase 4 SmertZom: Press Release
Esides 4 Smert=om: Slides

., Bktron

Click on the type of Smart

Form you want to edit,

s 1311
= 1302
B 1304
= 130
= 1307
= 1308

1192012 8:54:44 Al

1/9:2012 8:49:00 Al

1912012 8:50:18 Al

1192012 8:51:26 AW

11912012 8:63:37 Al

Glyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

GLyon, GLyon

£) CMs400 Workarea for glyon - Mozilla Firefox

Deskiop Coment Liorary Seitngs Reparts

S opron
#F otenvcov &|jeor | @ X

p16.n1.927
S play oy .
a8 confent
~ Admin
= audtsmigov

Beltca gy

¥
T Dairy.nvgov
] Diana

B DESrvgov
@ enegy gy
5 Framgor
55 Gay

a8 hun e
Faauree

@ Judy
i . Lindz
@ = rrctarpool nv.gev
~ Publiclorks.ry.gov

purchasing.nv.gov
~ SSBOI

“arizab v gor
Test
trarig ngov

@ podaty.nvgoy

#17 post.nv.qov .y
Taxonories

s

Collections

Menus

# o= vihE R

Ma:adate

KR

Alize Comman:

Taske

..then select the ‘Edit’
button in the toolbar at
the top of the page.

Ektron Basic Training Guide - Revised 3/2023

Page 56




Procedure for Adding a New Document to the CMS

There are two ways to upload a file.

e 1%t option is to upload the document before you add it to the content block (or smart form) you want it
to appear on.

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

Direct Upload to Smart Form on the Fly

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.

£ | s, g

Desktop Content Library

Click here

= = T.nv.gov -~
= [ Content [ HE!
[ Contact Us
@ [ | Governance
& | | Helpdesk Support
& [ | Home
= [= Sections
=l [~ Application Development content block.
Businezs Analystz
DBA
[~ ElLearning
[+ [ | Home
Programming

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

L.

|

L |
= F= Web

FAls
Procedures

L
L
[Z5] | Test

@[] M-Investments

[ [ | Security

&= 55| Tech Ops

B B B @
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In the smart form or content area, click the image icon. This example uses the PROGRAM PAGE Template.

Image:
& €| Clickimage icon

E paragraph

! Links
Bottom Boxes

B &Link / List

E‘, éd Bottom Image eroup: ‘ |
I'F:J'_e{ |Document_ 8 | B éfLink / List Trem
- . . Title: | |
Imzge: & <4— | Click where you URL / Document: [&,
B aLink / List see this symbol Image: & <4— | Click where you
Tide:| | l ik see this symbol
URL / Document: [g, Blink. Y
Elink.
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

= [ES ITnv.gov

= [ Content Library Folder: "Testlimages”
|=2| Centact Us
@[5 Govemance €| AbpuBRARY | [@ 4
@[] Helpdesk Support
(e=1| Home .
Blzl Sections itle o
= [=r Application Developmen
[-5] Business Analysts Help jpeg [uplocadedimages/| TnvgowContent'Sections/Application_DevelopmentWebiTest'HELP jpg] T
[=5| DBA
|Z5] ElLeaming . N
@[ Home Navigate to the
lisl Programming appropriate
= = Web
[ FAQs folder, then
[ Pro —
|| Test

@[5 1T-Investments
[ [ Security Click here
[# [ | TechOps
& [E Services
[ jicv.gew
[ mamiage.nv.gov
|j MAassage. nv.gov
|j med.nv.gov
|j motorpocl. nv.gov
|J ndow.org
[} nhp.nv.gov

® 9 nitrn nw now
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Enter the image title and click the BROWSE button.

To upload and insert a local file:

€ || ADDLIBRARY | 2\ %
Title: | 4—1’ Enter image title
Filename: | [ Browse...
Description: | |F‘aragraph Style o | ?l o -
en, click here
| | =
@- =

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

t GamblingCounselorRenewalapp. pdf

Lok, ir: | (£} My Documents j Q T = -

\_‘5 . CElpagez. pdf T MaxCompz01

L -i DrailySikuationReport, pdf -i Mill. pdf

My Recent b5 Department-Agencies.csv B3 Ml s
Documents @Department-.ﬂ.gencies_cu:upv.csv IEﬂNaI:i\-'e.l!'.n'ueric
I T T EITS_Phonelist. pdf T MativeAmeric
|:] FeaturedClassesIune-July . qif -"L ME_Mewvada_|
Desktop lﬂ_]GamblingCDunselorRenewaI.ﬁ.pp.u:h:u: -"L MewadalTEC

-

- WY _Carmnuni

E‘]glassesledgerﬁﬂﬂ-jpg —
E‘] glassesledger.jpg

\$

by Documents

Double-click to choose image file in this window

=
o Legume. pdf Dimensions: 600 x 397 Ut Butte
— 65 Legume. xlsx Type: JPEG Image Lt Butke
._‘JJ‘E lﬂ_1LicenseCIinicaI_RenewaI.ﬁ.pp.duc dizer 173 KB oskitan
My Computer t LicenseClinical_Renswaldpp, pdf -j rating.pdf
T LY _UrbandreaSouthernhy TICPY3-0b-BCCAPPROVED. pdf B renewaliotic
" ‘_ I z
My Metwork  File name: | ﬂ Open :l Then, click
Places Be e
Files of type: |f1'«|| 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

|j admin.nv.gov
|j Agency.nv.gov

To upload and insert a local file:

|j agri.nv.gov ( ADD LIBRARY _& ‘}
|j aloehol.nv.gov
5] Alerts Titl
- itle:
B9 AMBERAler nv.gov 3 |Featured Classes |

IJ barbarnv.gov Filename: |C:\Dacument5 and Settings\dmestey\Why Dnc“ Browse... J
|j beltca.nv.gov
W . |Paragraph Style vl B 7 | g‘;l ) -

Description: |

e

@ oop.ovgov £ Sa @& W lE )

Ij boxing.nv.gow | = iz &= sm | — = = = | =

Ij budget.nv.gov : : : J

H 9 capitolpalics.nv.gov = |E - =5 =¢ .|*J| |*j.| 2 tTEDEEGE E

|j CharterSchocls. nv.gow

|j chirchbd.nv.gov

|j cosmetclogy.nv.gov

|j oimecommission.nv.goy
|j orptr.nv.gov

|j dairy.nv.gov

|j dem.nv.gov

|j dps.nv.gov

|j ENErgy. nv.gow

|j exchange.nv.gov

|j fire.nv.gow

|j funeral.nv.gov

|j HomelMeansMevada.nv.gov
|j iaudits.nv.gov

|j id.dps.nv.gowv

|j IT.nw.gov i

Metadata:

PLEASE NOTE: Size the image before you upload it to CMS.

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

Bottom Boxes

E éd'Link / List
Group: |

B & Bottom Image
Title: |
URL / Document: [

B lirk.
Q@ SCAFFOLD REGULATORY
REVIEW
Reno Territory
1:00P-4:00P

UL VIORKPLACE EMERGENCIES
- AND EVACUATION
5 Las Vegas Territory

lirk.

1:30P-3:30P
JUN POWERED INDUSTRIAL TRUCKS
Reno Territory
2 1:00P-4:00P
Image: h
lirik.
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Go to the browser page in the staging environment and verify your image has been added to the
page.

4:} —

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.
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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.

w—

My
B E energy.nv.gov 1 VIEW | | DELETE | ACTION

@ [ exchange.nv.gov
@ [ fire.nv.gov

= [F funeral.nv.gov Folder ]
[} HomeMeansMevada.nv.gov Blog Click here THIS OPENS A
@ [} iauditz.nv.gov NEW HTML
E [ id.dps.nv.gov LRI ST CONTENT
[} M.nv.gov Community Folder AREA
= = Caontent Calendar

[ ContactUs / Then click here
L=l Governance HTML Content

Helpdezk Support
| P RR HTML FormiSurvey

& [ | Home
= [ Sections
=l [~ Application Development Smart Form 2
[--| Business Analysts
[5] DBA OMS Document
[ Elearning Multiple DMS Documents
[+ [ | Home
[~ Programming
Collection
= [= Web
= FAQ= Menu
[=5] Procedures

[5] | Test
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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"

¢ pusush @ G [H | @

Title: | HEmi 1) Enter page title

Content Searchable

Summary Metadata Aliaz Schedule Comment Templatezs

|Z51 4 G2 B @@ M| ¥ e & B&AIE©-BIET Ff aoys
s sEs=s===sH=- = =4
“*—— | 2)Clickin this area 3) Click LIBRARY icon
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Add Image Directly to a Smart Form

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

@[5 Gowernance
[H [C5 Helpdesk Support
@ [£5| Home

[=) [= Secticns & || ADD LIBRARY 4
= [=r Application Developmen

To upload and insert a local file:

2) Enter image title here

|2 Business Analysts

Title: | |
|5 DBA
[Z5] ELearning Filename: | |[ Browse_ ]
&= Home o = -
[55 Programming Descripfion | — 2 lgr 5 N N |Paragraph Style B 7 |?| T
BE W 1) Navigate to folder E=EEE E|E
FAQs . .
- - b s+t EEEE 3) Then, click here

|-°| Procedures

[Z5] Test

& =) IT-Investments
@[5 Security
H 5 Tech Ops
&= Services

[ jicnv.gov

[} marisge.nv.gev

|j massage. nv.gov

2 med.nv.gov

2 motorpool.nv.gov

¥ ndow.org

E2 nhp.nv.gov

2 nitro.nv.gov

|j npacnv.gov

[ZF npp.dps.nv.gov

9 nstla.nv.gov

Metadata:

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

Choose File to Upload
Laak in: I () My Documents j Q&
Lé ) Governarsandoval [C)Mew Falder @ glassesledgert0o.;
s CGUESTEOOK [ 0utlook @ glassesledger.jpg
My Recent  [C3HP Deskject 6840 Manual Cpng-psd
Documents [C)Labels [ Purchase Request Forms
@ CLexar ) Readiris
- (CLightScribe [CSTATUS_REPORTS
Diesktop CMHD [C5upply Orders
— [ Miscellanenus [ Timesheet
I..) [CSIMovE =) Training
- @My Music [ Updater
My Doctmsrts LMy Musicvarious Artisks [ visual Studio 2008
: My Pictres [ WEBSITES-EKTRON
; @My Wideos C%enu
i Emtien @My web Sites [ 2z012-0 341, png
CIMEATO Labels @ FeaturedClassesJune-July . gif
-
@ = ' > | | click here
My Network  File name: |2012-06-22_0841.png | Open j

Flaces

Files of type: I Pictures [*.gif* jpg;” ipea;” 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 a local file:

€| ADDLIBRARY | -4 9

Title: |Featured Classes |

Filename: |C:1Dncuments and Settings\dmestey\Wly Dcuc:“ Browse... |

|F‘aragra|:uh Style v| | ? |

| | |
& - = =4

”
illi

Metadata:

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

Summary Metadata Aliaz Schedule Comment Templates

|42+ B2 @ G G &9 - |V e & EEEa=E©-
|n 1 g.-'-\pplystyle * Mormal B I U A|x X |i= = EE '
=K = =4

FEATURED CLASSES

&

¥
U]l

SCAFFOLD REGULATORY
REVIEWY

Reno Territory
1:00P-4.00P

UL VWORKPLACE EMERGENCIES
= AND EVACUATION
5 Las Vegas Territory
1:30P-3:30P
&

POWERED INDUSTRIAL TRUCKS
Reno Territory
1:00P-4:00P
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Adding Bullets or Numbering to a Smart Form

Smart Form ) .
Templates: Fields that Accept Bullets/Numbering
Links Page Copy & Category Description
Meetings &

Agendas Page Copy only

Page Paragraph field only

Page - Program

Paragraph Copy

Service Catalog

Page Paragraph & Description

Staff List

Page Paragraph & Description

Tab

DO NOT USE AT THIS TIME FOR ANYTHING

Open one of the smart forms listed above (for the example below the PAGE smart form template was used).
Click in a field that accepts bullets/numbering. Type your list of items, making sure to hit the enter key

between each one.

e e L = =

Paragraph:

bagel
muffin

whole wheeat bread
white bread|
Honey-wheat Berry

Click in a field that accepts
bullets/numbering and create
your list.

Image:

Highlight the list by selecting all of it.

Highlight to select entire list

to add the bullets or numbering to the list.

Then, click on either the bullet or numbered list icon
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How to add a Table to a Smart Form

You can add a table to the following Smart Form templates:

e LINKS - Both the Page Copy field and the Category Description fields will accept tables.

o MEETINGS AND AGENDAS - is already set up as a table for you with 5 columns. You can have as many
rows as you like, but are limited to five columns entitled Date, Location, Agenda, Minutes &
Attachments.

e PAGE - Only the Paragraph field will accept a table.

e  STAFF LIST - Both the Page Copy field and the Description fields will accept tables.

e SERVICE CATALOG — This template already contains a table for rates. However, it will also allow you to
add a table in both the Page Copy field and the Description fields. PLEASE NOTE: When using this
template any tables you create will NOT be formatted the same as the table already contained in the
template.

e PAGE PROGRAM - Only the Paragraph Copy field will accept a table.

You can choose from one of two Table styles by selecting the appropriate style in the Smart Form as shown
below.

E3 4 |

FPage Title:

Page Paragraph:

L3

Desc EQtﬁCust
Laptop:1 5600

Style:|Style 1 ¥ je— Click this drop-down menu to change the style of the table. You have two options
one in orange and one in blue.
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Click in a field and then choose the table icon and select the number of rows/columns you want the

table to display.

C rusush @REH | @

Title: |

Content Seerchable

sumary S

P oD -

5314 Ba @

Page Title (optional):

[English (L1.5.]

Comment Templates

= ©- \i'f{/',\n 9 apply Style
|- =5 == 4 ¥

Page Copy (optional):

N

srumberedlst <[ B 7 U A |x x (5= &= =
=

\

Next, click the Table Icon and choose

Style {Choose layout type):
@ style 1 O Style 2

B &4 Glossary Item
Term:

Definition:

how many rows and columns should

display in your table

NOTE: DO NOT SET ANY CELL OR TABLE SIZES,
IT WILL AUTOMATICALLY TAKE CARE OF THAT

IN THE NEXT STEP.

Right-click in a cell in the table just created,
and choose SET TABLE PROPERTIES. The
following dialog box will appear. Click on

the Accesibility Tab.

[ oo mroperties

c Column Span

Click in the Accessibility tab _
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When the following dialog box will appears. Enter the number of rows or columns you want to
appear as table headings in the Heading Rows and Heading Columns fields, then click OK.

[ etk Design

Acoessiilfy
A

Heading rows: | 1 <~|7M

Heading eolumns: |[]

Caption align ment:
C—Epﬁ{}l‘l:(-t"'

Enter number of heading rows

Enter number of heading columns

Next, make sure to enter a Table Caption in the Caption Field

—

Caption field

Next, click on the Table Properties tab. When the dialog box below appears, under Table Style,

choose .table_general, then click OK.

Table Wizard

Tabie g™ Table Properties
E e

Cimensions

Width: |:| px, %
Height: I:l px, %

Layout

Baduground:
Alignment:

Cell Padding: I:I

Id: | |

[T

o=

Badiground Image

Border

Table Style

Style: | table_general e— Select .table_general, then click OK |

4 111
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Your table will be formatted similar to the tables below when viewed in a browser.

STYLE1  Ei From To Rate Amount

STYLE 2

Laptop 1 F600
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Smart Form Page Layouts

Can be found online at http://agency.nv.gov/Pages/Pages - Smart Forms/.

5122113 Pages - Smart Forms

Department of Agency NV'gov R—
Division of Agency (,

D!/\!Q!OU O.L VanCA @ This Site Only O State-ride

Page Layouts @ PAGE LAYOUTS - SMART FORMS

Page We have built out the most common smart form pages for agencies to use. A smart form is a form which
guides content contributors to simply fill out a form to add content to a website while not having to know any

Links HTML or programming languages By using a smart farm all content is added in a uniform and organize manner.

W will continually add new smart forms to the system and will post them here along with a sample of the
features they provide. In the mean time choose a smart form type from the |eft menu to see a sample of the
layout and the different style options to choase fram

Meetings & Agendas

Press Releases

Glossary Page
The page smart form provides content contributors a form to populate a

Staff List Redorim N —— general infarmation page. The form provides for basic paragraph and
images. It also provides for the selection of two header options.

Social Media

Documents
Service Catalog

Program Page E
2 g Links
Carousel The links smart farm can be utilized to display a list of related links. The
City Websites options include building links by category along with 5 layout options
Countdown Clock

List of City Related Websites

FAQs
Videos >
Photos
Sotast Meetings & Agendas
Meetings and Agendas smart form provides for three unigue styles to
Search display minutes, agendas and attachments along with the date and time of

each meeting. Content contributors can populate the full year and come
back at any time hefore or after the meetings to post agendas, minutes
and any attachments related to the meeting

Press Releases

The press releases section is a combination of using the template and the
smart forms. The listing of press items has only one style with the press

© 1 AL R release itself comes in two style options. The press release allows for
d content contributors to attach images, documents and links to the press
O/ gzi0if - release.
© 1merzom
Glossary

Glossary provides a way to list definitions and terms related to the topic or agency. There are two styles to
choose from

agencynvgovPagesiPages_-_Smart_Forms/
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http://agency.nv.gov/Pages/Pages_-_Smart_Forms/

822113 Pages - Srrart Forrms

Data Networkiag (8

EXECUTIVE LEGISLATURE ALERTS

STATE EMPLOYEES

agencynv.govPagesiPages_-_Smart_Forms!
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Add Menu Categories, Items to Drop-Down Menus, Left
Content Navigation.

Email stateweb@admin.nv.gov to request links to be added to the top and left-navigation when you add links
to the pages within your site.

Logging Out

Close the WORKAREA by clicking on the 'X’ in the top right corner, then direct your browser to
http://staging.nv.gov and log out by clicking on the LOGOUT button.

e
[ HIV-OPHIE GIECE £ = vibhkE & 4 4% Language: [ Engish (US) v Add %7 2
@0 HIV-Ryan
@k HT i i s L vl
o Properties Summary Metadata  Aliases Commenl t  Tasks C|ICkII1g on the X to
@ HPSA Oral Health Program
" ImmResources It ’
close the ‘Workarea’...

Enterprise Information Technology Services 3| Clicking on this will log

) Web Staging Environment you out of the Content

Management System.

Official State Webteam Blog

(_‘55. Iogour] [_}'workureu] [*preview]

No System Issues
3/19/2012 03:04:27 PM Sync to Production Status

Mo systemn issues at this time. Please contact State Web at 9am Syne:  6/15/2012 @ 3:01:50 AM
12pm Sync:  G/15/2012 @ 12:00:23 PM

stateweb@admin.mv.gov if You experience any issues. 3pm Syne: 616/2012 @ 3.00:27 PM
Paosted by Anthany Marcin 6pm Sync: 6/15/2012 @ 4:58:29 PM

"Agency" Template Version

Current Build: 2.1.026
Build Date: 05/09/2012
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Responsive Upgraded Site Options

Why were sites upgraded?

The original State of Nevada website design has a professional look, and works well with desktops, but since the
initial design the use of small display smart phones and large display desktop monitor use has dramatically
increased. Since most displays have both greatly increased and decreased it's time to upgrade how we display
our information to the public.

The responsive display is designed to fill the user's different sized displays minimizing wasted space. With the
responsive redesign the additional features also add some graphical features to make a more modern
appearance for your website. The new features focus primarily on just the home page. Your pages other than
the home page can continue to be the Page Program Smart Forms (ADA Page Program V4 and others). You can
choose to rebuild your home page with the new full screen features, but your website will be just fine if you
don't want to rebuild.

If your site is new to Ektron, it is recommended you build all your pages using responsive smart forms.

You can view a Home Page Comparison by clicking here.

You can compare the State: Page Program V4 smart forms by clicking here.

Examples of what a responsive homepage can look like

Multiple elements can be used to create a homepage. This homepage combines the responsive navigation with

an alert box, a slider, a carousel of icons, different colored buttons, three image buttons, and a splash page
along with a Responsive Body smart form.

For more information on responsive smart forms please visit https://agency.nv.gov/responsive/responsive/.

Responsive Smart forms include:

e Responsive Slider: This smart form provides a slide show when used with multiple images. With the full

slide display, you can decide on the height you want, and how the title displays. You can also decide the
order for your slide, you can make it the first item, or somewhere else on your page.
e Responsive Buttons: This smart form provides different sized and colored button options, from simple

square buttons to image buttons rolling over a background photo.
e Responsive Splash Screen: This smart form is setup with a title, secondary statement, links and an image

that scrolls over a beautiful background image. Please note, the image must be dark enough that when
the white text is displayed, the contrast ratio is a minimum of 4.5:1. Below that a responsive body smart
form is displayed with 4 columns.

e Responsive Three Image Banner: This smart form provides three images with text over the image that

meets ADA success criteria.
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e Responsive Body: It can be used as a Home Page feature or a stand alone page. The purpose of the

Responsive Body is to be a flexible use page to display text, images, twitter feeds, columns, etc.
e Responsive Border / Separator: creates a black border between elements.

Approval Chains - Approving Content

An approval chain applied to a website creates a series of user groups who must approve content before it can
be published to the website. If your agency’s website has an approval chain applied, someone must approve
changes before they are published on the site regardless of when you actually made the update.

How to know if an approval chain has been applied to site?

After editing content, you see a Submit” button instead of a “Publish” button, the site has an approval chain
applied. You can also tell the status of content by noting the letter shown in the Status column.

NEW VIEW DELETE ACTION g (L]}

Title Content Type Language D Status Date Modified Last Editor

Q Access Nevada 4 Smart Form: ADA State: Page Program V4 = 146524 12/17/2019 02:35:57 PM DEstey, DEstey

If it displays an

“A” Content has been approved

HIII

content has been checked in, but not published

“p” Content is pending (typically you see this when something has been scheduled and the scheduled
date and time have not been reached).

“s” submitted for approval

“0” Content has been left checked out
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If you are an approver - locate content submitted for Approval

To approve content, click the Reports button in the Ektron workarea and click on Contents and then Approvals.

Desktop Content Library Settings Reports
#; Reports 2
Commer| 5

= ce
= [ Contents ’ —
Approvals N 1
Checked In Content Repol 3 -

Checked Qut Content Repart —
New Content Report

Submitted Content Report

Content Pending Start Date Rep

Refresh Reminder

To Approve Content

Check the box next to the content you want to approve and click the Approve All button.

" Iting Approval
apProveALL | Il B B = Language: English (U5 + | [All Types | @
E\l Title Request Type Start Date Modified Date Submitted by D Language Path
O @ AlAGlance Publish 8/18/2021 03:23:44 PM 3/2/2023 04:12:36 PM Teresa Pence 337339 1033 dwss_nv.gov/content/Home/Features/
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