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Introduction to the Content Management Portal

What is The Content Management Portal?

The Content Management Portal (CMP) is a secure website that provides
authorized county personnel with access to a set of tools used to add, update,
and delete website content for an agency. The CMP is displayed on the
following screen.

ty - Content Management Portal You are logged in as: jsmith
ebsite Demo

Admin

Manage My Password

Manage Lsers
Manage Security

Content Toolkit

Mewsletter
Image Rotator
Event Calendar
Article Tool

Text Tool

Image Library
Document Library

Who will use the Content Management Portal?

The Harris County Information Technology Center (ITC) will set up one CMP
administrative user within each agency. Administrative users will have privileges
to update the content of their agency’s website and to add additional CMP users
within their agency if necessary.

How does the Content Management Portal work?
An agency’s web site will be created and published to the internet initially by ITC
using a standard website template.

The tools available through the CMP are configured to work with the template to
allow specific content to be added, updated and deleted as needed. Thus, after
initial publication, authorized users of the CMP will not have to depend on ITC to
maintain the entire content of their websites. Some web content will not be
updateable using the CMP.

Once a change is made and saved by an authorized user through the CMP, it is
immediately published on the agency’s website.

The standard pages that will be used to create an agency website are explained
in the next section titled Description of the agency website template.



Description of the agency website template

The Home page
An agency’s home page will include links to the various pages within the site. A

typical agency website will include a scheduled events calendar page, a news
articles page and a newsletter sign up page.

Agency administrators will use the CMP Event Calendar, Image Rotator, Article
Tool, and Text Tool to make changes to website content.

The number of pages, images, articles or calendars published will vary from
agency to agency and will be determined when the site is initially set up by ITC.

The standard Homepage Template is displayed on the following screen.

2} Harris County - Demo Website - Microsoft Internet Explorer,

File Edit ‘iew Favorites Tools Help :;'
e Back - d Iﬂ Iﬁ h /:\J Search ‘“g:( Favorites Q} [j'\: - :’\; lﬂ_l-l < _J ﬁ ﬁ
Address |@ http:/fwebtestzfcmpdema/index. aspx V| Go  Links € snagtt '

o
,& HC Home - HC (A-2) - Court Agenda - County Directory - Emplovees - County Holidays - Related Links

Harris County
Demo Page

Harris County Demo Website

This is the page for the wehsite demo.

Be sure to check out all of the features such as event scheduling, newsletter
service, and news articles,

Contact your ITC Business Process Analyst today to have your website right
away!

Harris County Courthouse

(
9/19/2005 City of Houston
Welcome to the Demo Website METRO
Sports Authority
Precinct 2
Constable Pct 7

Newsletter Sign-Up

Sign up today It's quick and easy.. ‘

Sign me up now >>

For sugaestions o cornments regarding this site please email us at webcomments@hd net,

The information contained in this site was walid at the tirme of posting, Hartizs County assurmes no liability for darmages incurred directly ar
indiractly as a result of errars, omissions or discrepancies, Moreaver, Harris County is not responsible far the content nor endorses any site which
has a link from this page. For additional inforrnation please review our Privacy Policy,

@ C’E ‘ﬂ Local intranet

— - . r
i4 start o T 7 | @5 Mioosoit office©.., | § 2 Microsoft Office ... = 75 2 Internet Explorer - A g s B & M g am




The Scheduled Events page
An agency’s website may include one or more Scheduled Events calendars.

Agency administrators will use the CMP Event Calendar Tool to add, update and
delete events from a calendar as needed.

Once an event change is made to a specified calendar and saved through the
CMP, it is immediately displayed on the agency’s Scheduled Events Page for
that calendar. If an agency has more than one calendar, the calendars will be
given unique names and will all be updateable through the CMP.

A sample Scheduled Events Template is displayed on the following screen.

2 Harris County - Demo Website - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help :f
eBack M > ) |ﬂ @ ;j /_\J Search “5_1:( Favorites e} <] - :\,‘_ ] - _J ﬂ ‘3
Address |ﬁj http: [fwehtest?fempdemaScheduledEvents, aspi v| Go Links @ Snaglt |27

™,
& HC Home - HC (A-Z) - Court Agenda - County Directory - Emplovees - County Holidavs - Related Links

Harris County
Demo Page

Scheduled Events

September October, 2005 November
Sun Mon Tue Wed Thu Fri Sat
1
H 3 4 5 & 7 £
[}3 CMP Review
E] 10 11 12 13 14 15
CMP Review
16 17 1z 19 20 21 22
CMP Review
bt

@ Done ‘j Local intranet

oy gr— . i = -
;; start z @ = ‘ ' el 72 18 Internet Ex...



The News Articles page

An agency can publish articles to the web via links on a specified template such
as a News Articles Page. An agency can have several different pages set up to
display articles or information.

The CMP Article Tool can be used to create an article or to insert an article from
an existing file. The Article Tool also allows agency administrators to update or
delete articles and change the featured article as needed.

A sample News Articles Page Template is displayed on the following screen.

eBack < \_) |ﬂ @ _;\J /l__\] Search “513 Favorites ﬁ‘} [j-\:" .::_; I!A_)‘-I - _J ﬁ '3

Address |E| http:ffwebtest2 /crmpdemojartices, aspx V| Go  Links @ Snaglt  [&f'

'
,& HZ HomeI— HC (A-2) - Court Agenda - County Directory - Ernploveess - County Holidays - Related Links

Harris County
Demo Page

MNavigation Featured Article

Home News Articles Weloorhe to the new Constable Precinct 7
10/6/2005 Website!
» good story ‘Welcome to the new Constable Precinct
| 7 website, November 2, 2004 May
» ME Article Walker is elected Constable of Precinct
7. Walker is the first woman and first
9/’19/2005 African-American woman elacted to this

» Welcome to the Demo Website Harris County Position,

Bead More...

I@ http:f e, co,hatris, e, usfonky_depts_A-Z,asp ‘ﬂ Local intranet




The Newsletter Sign-Up page

Visitors to an agency’s website can register to receive the newsletter on the
Newsletter Sign-up Page. A user may sign up to receive both public and internal
emails.

Agency administrators can use the CMP to email the newsletter, or any other
information, articles or agency updates, to registered users in one or more
groups. Administrative users can also manage the email accounts of registered
users.

A sample Newsletter Sign-Up Page Template is displayed on the following
screen.

BEH

o
J

eBack - J |ﬂ @ _;j /:__\J Search “g:(Favorites @ [‘j'\:v :_\,; ] - _J ﬁ ﬁ

Address |@ httpe ) fwebtest2fcmpderno/MNewsletterSigrup, asp: V| Go ks ™ 6 Snaglt '

o
’,&' HC Home - HC (A-2) - Court Agenda - County Directory - Emplovees - County Holidays - Related Links

Harris County
Demo Page

Newsletter Sign-Up

Please select the newsletter group you wish to sign up for.

Select Mewsletter Group
OPublic
Cinternal [}3

Email address *
First Mame

Last Mame

*indicates a required field

@ ﬁ Local intranet

L B 7 | @2 Microsof... ~ | [@ 5 Microsof... ~| 2} Haris Coun... fEP... q " A E B T &L 1204PM




Login to the Content Management Portal

The CMP is a secure website. Only authorized users with a valid user name and
password can access the site.

ITC will issue a CMP user name and password to an administrative user in each
agency. Administrative users can then create additional user accounts within the same

agency.

All CMP users will be set up with the temporary password tempo (not case sensitive).

The first time a user logs in to the CMP, they will be prompted to change the temporary
password.

The procedures to login to the CMP are explained below.

Login to the Content Management Portal for the first time

Step

Action

1

Type the following address in the web browser: http://www.hctx.net/cmp!/.
The following screen will display.

L5
,.11"13\_. ent Management Portal
g & :

* ser Mame *» Password

orgot my Fasswor ﬁ

2 Type in the User Name.

NOTE: User names are created by ITC or an agency administrator. A user
name may vary in length from 1-20 characters and is not case-
sensitive.

3 Type in the temporary password, tempo.

NOTE: The temporary password is not case sensitive.



http://www.hctx.net/cmp/

Mogin |
Click or press Enter. The following screen will display.

wunty - Content Management Portal | You are logged in as: jsmith
, Website Demo

Administration Manage My Password

Retrieval Info

Manage My Password Edit Passward ]

content Toolkit You must change your temporary password in order to continue in the system.

Newsletter |
Image Fotator

Event Calendar New Password Confirm New Password
Article Tool | | |

Text Tool
Image Library Save

Docurment Library

Current Password %

Type the temporary password, tempo, in the Current Password field.

Type a new password in the New Password field.

NOTE: Passwords are not case sensitive and can be 1-20 characters in
length. A password can consist of letters or numbers or a
combination of both.

Retype the new password in the Confirm New Password field.

Click W The following message will display.

Microsoft Internet Explorer % |
! E Your password has been updated.

NOTE: To retrieve a forgotten password via email, a security question and
answer and an email address must be set up using the Administrative
Option Manage My Password. DO THIS NOW so you can retrieve your
password if necessary in the future. See the section titled Set up
password retrieval information for a more detailed explanation.

10

Click o]




Login when password and/or user name forgotten

Step

Action

1

Type the following address in the web browser: http://www.hctx.net/cmp/
The following screen will display.

& ':tyr — Content Management Portal
j \ tive Login

= ser Mame = Password

I Forgot my Password | Login

Type in your User Name.

NOTE: To retrieve a forgotten user name please contact your agency
administrator or the ITC help desk at 713-755-6624.

Click ISR RERIEIES The following screen will display.
JE, ':tyr - Content Management Portal
: \ Hive Login

= Question 2o ANSwWer

what is my mothet's maiden name | || |

St

NOTE: If password retrieval information was not set up during a
previous login session, the following message will display, and
you must contact the ITC help desk at 713-755-6624 to reset

your password.



http://www.hctx.net/cmp/

Microsoft Internet Explorer E|

' "_n., ¥ou have yvet ko specify your password retrieval info.,
P )

See the section titled Set up password retrieval information
for a more detailed explanation.

Type in an answer to the displayed security question.

Click W The following message will display.

Microsoft Internet Explorer

IE Your password has been sent to your emall address.

(o ]

Click o]

The following password retrieval message will be sent to the email account of
the user attempting to login.

B password Retrieval - Message (HTML)

i Fle Edt Wiew Insert Format Tools  Actions  Help

EQR_epIy |aRepIyt0F\I_I | aForﬂard = MEEHNEENN 4 |[§ | 4 X | & - | @ !i@SnagIt H" | windaow o -
From:  Julianne_Horst@hcts.net Sent:  Mon '9/26/2005 8:34 AM
To: Julianne_Horsk@hcky, net

o
Subject:  Password Retrieval

Your password 15 cats

NOTE: A password security question and answer and an email account
must be set up by the user. See the section titled Set up password
retrieval information for a more detailed explanation.




Log out of the Content Management Portal

Step | Action

1 To log out of the CMP click on the Log Out option in the top right corner of the CMP
window. The Log Out option is circled on the following screen.

ounty - Content Management Portal ¥ou are logged in as: TrainingAdmin
e, CMPTraining

Administration

Manage My Password

Manage Users
Manage Security

Content Toolkit

Newsletter
Image Rotator
Ewvent Calendar
Article Tool

Text Tool

Image Library
Document Library

NOTE: Closing out the browser will also log out a user from a CMP session.

10




Using the Administrative Options

All CMP users will have the Administrative Option, Manage My Password, to change a
password or set up a password retrieval email address and security question and
answer. Administrative users will also have the Administrative Options, Manage Users
and Manage Security, to add CMP users and assign security to those users.

Once an administrative user is logged in, the following Administrative Options are
available:

e Manage My Password
e Manage Users
e Manage Security

The procedures for each administrative option are explained below.

Manage My Password

Select the Manage My Password link from the Administrative Options to access the
following tabs:

o Edit Password — Select this tab to perform the following procedure:
e Edit a Current Password

e Retrieval Info — Select this tab to perform the following procedure:
e Set up password retrieval information

11



Edit a current password

Step

Action

1

Select the Manage My Password link from the Administrative Options.
The following screen will display.

ounty - Content Management Portal | You are logged in as: jsmith
2, Website Demo

Administration Manage My Password

Retrieval Infa

Manage My Password Edit Password ]
Manage Users
IManage Securit:g Current Password

New Password Confirm New Password

GContent Toolkit

Newsletter | | |

Image Rotator
Event Calendar Save

Article Tool

Text Tool

Image Library
Document Library

Type in the Current Password.

Type a New Password.

NOTE: Passwords are not case sensitive and can be 1-20 characters in
length. A password can consist of letters or numbers or a
combination of both.

Type the new password again in the Confirm New Password field.

Click W The following message will display.

Microsoft Internet Explorer

" E Your password has been updated.,
o=

Click o]

12




Set up password retrieval information

Step

Action

1

Select Manage My Password from the Administrative Options. Select the
Retrieval Info tab. The following screen will display.

sunty - Content Management Portal ‘ You are logged in as: jsmith
, Website Demo

I

Administration Manage My Password

Manage My Password Edit Password || Retrieval Info ]

Manage Users

Manage Securit Your Email Address
|j0hn_smith@hctx.net |

Content Toolkit Password Retrieval Question
|What is my mother's maiden name |

Newsletter

Image Raotator Password Retrieval Answer
Event Calendar |br0Wn |
Article Tool

Fsave |

Text Tool

Image Library
Document Library

Enter a valid email address where a forgotten password can be sent.

Enter a Password Retrieval Question that will be asked when requesting that a
forgotten password be emailed.

Enter the Password Retrieval Answer that will be required in order to receive a
forgotten password via email.

Click W The following message will display.

. Microsoft Internet Explorer [EJ

" ': Retrieval info has been saved.
)

Click o]

13




Manage Users

Select the Manage Users link from the Administrative Options to access the following

tabs:

Add User - Select this tab to perform the following procedure:

e Add anew user

Edit User — Select this tab to perform the following procedures:

e Reset a user’s password
e Edit a user’s name
e Change a user’s security group

Delete User — Select this tab to perform the following procedure:

e Delete an existing user

Add a new user

Step Action
1 Select Manage Users from the Administrative Options. The following
screen will display.
[}5 ty - Content Management Portal | ¥ou are logged in as: jsmith
Website Demo

Administration Manage Users

Manage My Password Add User " Edit User " Delete User

Manage Users

Manage Securit Usar Name Temporary Password is: Security Group

| | tempo |ND Graup v

Content Toolkit Firet Name Last Mame

Mewsletter | | | |

Image Rotator

Event Calendar E

Article Tool

Text Tool

Image Library

Document Libirary

2 Type in the User Name of the new user.

NOTE: Use the first initial of the user’s first name combined with the
user’s last name to create the User Name. This is
recommended because a user name is required to edit or
delete a user profile, and this format is easily remembered.

3 Type in the First Name and Last Name of the new user.

14




Select a Security Group from the drop-down menu to assign a user’'s
security resources.

NOTE: A user’s security clearance is determined by the resources
of the Security Group to which they are assigned. To
create a new Security Group with different resources, see
the section titled Add a new security group.

Click W The following message will display.

—

Microsoft Internet Explorer [E]

! "_n., IJser added.

Click o]

Reset a user’s password

Step

Action

1

Select Manage Users from the Administrative Options. Select the Edit
User tab. The following screen will display.

ounty - Content Management Portal ‘ You are logged in as: jsmith
2, Website Demo

Administration Manage Users

Manage My Password Add User Edit Uzer " Delete User
Manage Users

Manage Securit Select User Name

GContent Toolkit Reset Password (tempo) Security Group

Mo Grou hd
Mewsletter Oves ©Ono | P |
Image Rotator First Name Last Name
Event Calendar | | | |
Article Tool
Text Tool Save
Image Library

Document Library

15




Select a user from the Select User Name drop-down menu.

Click the button next to Yes under Reset Password.

Click W The following message will display.

Microsoft Internet Explorer E|
! "-q,, IJser updated,

NOTE: The user password is updated to the temporary password,
tempo (not case-sensitive).

Click o]

Change a user’s security group

Step

Action

1

Select Manage Users from the Administrative Options. Select the Edit

User tab. The following screen will display.

l:ll.lrlt‘iI - Content Management Portal ‘ You are logged in as: jhorst
e, Website Demo
Admin Manage Users
Manage My Password Add User Edit User " Delete User

Manage Users

Manage Securit Select User Name

Content Toolkit Reset Password (tempo) Security Group

A
Newsletter Ao e WD Group |
Image Rotator First Name Last Name

Event Calendar
Article Creator

5

Text Creator Save
Image Tool

Docurnent Tool

16




2 Select a user from the Select User Name drop-down menu.

3 Select a security group from the Security Group drop-down menu.

Click W The following message will display.

Microsoft Internet Explorer E|
! "-q,, IJser updated,

5 Click o]

Change a user’s name

Step Action
1 Select Manage Users from the Administrative Options. Select the Edit
User tab. The following screen will display.
% opunty - Content Management Portal ‘ You are logged in as: jsmith
e, Website Demo
Administration Manage Users
Manage ME Password Add User ” Edit User || Delete User
Manage Users
Manage Securit User Name | Ieenn:s:rary Password is: ﬁ;u;::uzmw
Content Toolkit First Name Last Mame
Newsletter | | | |
Image Rotator Pam—
Event Calendar s
Article Tool
Text Tool
Image Library
Document Library
2 Select a user name from the Select User Name drop-down menu.

17




3 Type changes in the First Name and Last Name fields as needed.

Click W The following message will display.

Microsoft Internet Explorer E|
! "-q,, IJser updated,

5 Click L]

Delete a user

Step Action

1 Select Manage Users from the Administrative Options. Select the Delete
User tab. The following screen will display.

ounty - Content Management Portal ‘ You are logged in as: jsmith
e, Website Demo

Administration Manage Users
Manage My Password Add User ” Edit User ” Delete User 1
Manage Users
Manage Security Userliane
W
Content Toolkit Delete
MNewsletter

Image Rotator
Event Calendar

Article Tool

Text Tool

Irmage Library
Document Library

2 Select the user to be deleted from the User Name drop-down menu.

18




Click MESEM. The following message will display.

Microsoft Internet Explorer, [z|
L] E IJser deleted,
L

Click Lo ]

19




Manage Security

Select the Manage Security link from the Administrative Options to access the following

tabs:
e Add Group - Select this tab to perform the following procedure:
e Add a new security group
e Edit Group - Select this tab to perform the following procedure:
e Edit the name, resources and/or description of a
security group
e Delete Group - Select this tab to perform the following procedure:
e Delete a security group
e Resource Info - Select this tab to perform the following procedure:

e View a description of each security resource

Add a new security group

Step | Action
1 Select Manage Security from the Administrative Options. The following
screen will display.
nty - Content Management Portal ‘ You are logged in as: jsmith
Website Demo
Administration Manage Security
Manage My Password Add Sroup " Edit Group " Delete Group || Resource Info
Manage Lsers
Manage Security Grouplhiamie |
Content Toolkit Resources Group Resources
. [t Security_Managellsers ~
tewsleller Security_ManageGroups
Image Rotator ImageRotator_Update
Ewvent Calendar ImageRotator_Delete
ArfiEls Toe Newsletter_AddGroup B
e ArticleCreator_Update
== D_D EventCalendar_Add
Image Library EventCalendar_Update
Docurment Library EventCalendar_Delete
ImageTool_Image_Add b
Group Description
2 Type the new group name in the Group Name Field.

20



Select one or more resources for the new group by clicking on each listing in the
Resources box that needs to be added to the new group. The selected resources
will display in the box on the right labeled Group Resources. The following screen
shows resources that have been selected for a new group:

junty - Content Management Portal | You are logged in as: TrainingAdmin
, CMPTraining

Administration Manage Security
Manage My Password Add Group ” Edit Group ” Delete Group | Resource Info
Manage Users
Manage Security Groupihiame
|new group |
Content Toolkit Resources Group Resources
N lott Security_Managel)sers -~ ImageTool_Image_Delete
fewsletler Security_ManageGroups Newsletter DeleteGroup
Image Rotatar AtticleCreatar_Update EventCalendar_Add
Event Calendar Mewsletter_ RemoveSubscriber DocumentTool_Categoary
article Tool Tex{Taol
Taxt Tool DocurmentTool_Docurnent_Add
M DocumentToal_Document_Delete B
Image Library Mewsletter_AddGroup
Document Library EventCalendar_Update
MNewsletter SendEmail A

Group Descrption

=

NOTE: To remove a resource listed in the Group Resources box, select
the resource by clicking, and it will be removed from Group
Resources box and added back to the Resources box.

Type a Group Description.

Click W The following message will display.
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Edit the name, resources and/or description of a security group

Step

Action

1

Select Manage Security from the Administrative Options. Select the Edit

Group tab. The following screen will display.

ounty - Content Management Portal
e, Website Demo

Administration

Manage My Password

Manage Users
IManage Security

Content Toolkit

Mewsletter
Image Rotator
Event Calendar
Article Tool

Text Tool

Image Library
Document Library

Manage Security

| ¥ou are logged in as: jsmith

Add Group Edit Group " Delete Group ” [ p—

Select Group Mame

|

Resources

Group Name

Group Resources

Group Descripton

=3
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Select the security group that needs to be updated from the Select Group
Name drop-down menu. The following screen will display.

nty - Content Management Portal ‘ You are logged in as: TrainingAdmin
CMPTraining

Administration Manage Security

Manage My Password Add Group Edit Group “ Celete Group

Manage Users

Resource Infa

w Select Group Name Group Name
Content Toolkit Resources Group Resources
Security_Managelsers A ImageRotator_Update
LSl Security_ManageGroups 1 ImageRotator_Delete
Image Raotator EventCalendar_Update Mewsletter_AddGroup
Event Calendar EventCalendar_Delete ArticleCreator_Update %
Ariizls Taal ImageTool_Image_Add EventCalendar_Add
- ImageTool_Categary
w ImageTool_Image_Delete —
Image Library Mewsletter DeleteGroup
Document Library Mewsletter_SendEmail
Mewsletter RemaoveSubscriber v

Group Description

neyw group

Sove

If the name of the selected security group needs to be changed, type the
desired changes in the Group Name field.

If the name of the selected security group does not need to be changed,
continue to step 4.

If the resources of the selected security group need to be changed:

Add resources to the selected group by clicking resources listed in the
Resource box. This will add the resource to the Group Resources box.

OR

Delete resources from the group by clicking resources listed in the Group
Resources box. This will remove the resource and return it to the main
Resources box.

If the resources of the selected security group do not need to be changed,
continue to step 5.
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If the description of the security group needs to be changed, type the desired

changes in the Group Description text box.

If the description of the selected security group does not need to be changed,

continue to step 6.

click IERE The following

L] "-q,, Group update complete,
L

m rosoft Internet Explorer EJ

message will display.

L

Click Lo,
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Delete a security group

Step

Action

1

Select Manage Security from the Administrative Options. Select the

Delete Group tab. The following screen will display.

punty - Content Management Portal | ¥You are logged in as: jsmith
2, Website Demo

Administration Manage Security
Manage My Password Add Group || Edit Group ” Delete Group }

IManage Users
Manage Security |'3"°“P Harme

Resaurce Info

¥

Content Toolkit Delete
Mewsletter

Irmage Rotator
Event Calendar

Article Tool

Text Tool

Image Library
Document Library

Select the group to be deleted from the Group Name drop-down menu.

25



Click MM The following message will display with the specific name of
the security group deleted.

! E aroup admin helpers has been deleted,

NOTE: If you attempt to delete a security group that has assigned
users, the following message will display:

X

3 http:Fwww.hctx.net - List - Microsoft Internet Explorer =)0

Re-assign user(s) hefore deleting the group: Business Process Analyst Print User List

User Narme, First Name Last Name

heatbballich, Brian Ballich

Click Print User List. A printer dialog box will display. Select
a printer and click print.

Change the security group for each user on the printed list or
delete the user if appropriate. See the sections titled Change
a user’s security group and Delete a user for more details.

Once all users have been removed from the security group it
can be deleted.

Click o]
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View a description of each security resource

Step

Action

1

Select Manage Security from the Administrative Options. Select the Resource
Info tab. The following screen will display. Each security resource and a brief
description of that resource will display.

nty - Content Management Portal | You are logged in as: jsmith

Website Demo

administration Manage Security

Manage My Password Add Group H Edit Group H Delete Group ‘ Rasource Info
Manage Users

Manage Security Security_ManageUsers

Admin. resource to manage users,

Content Toolkit Security_ManageGroups
Mewslettar Admin, resource to manage security groups.

Image RBotator
Event Calendar

ImageRotator_Update
Allow update access on image rotator,

article Toal
Text Tool ImageRotator_Delete
Image Library Allow delete access on image rotatar,

Document Library
MNewsletter_AddGroup

Allow insert access to the Mewsletter,

ArticleCreator_Update
Allow update access to news articles

EventCalendar_aAdd
Allow add access to the event calendar.

EventCalendar_Update
Allnwe ndate arcess to the rvent calendar.
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Using the Content Toolkit

The tools in the Content Toolkit are used to add, update and delete content on an
agency’s website. Only those areas of an agency’s website that are set up by ITC to
work in conjunction with the CMP tools can be updated. Some website content may not
be updateable using the CMP tools. Once a user logs in to the CMP, the following
Content Toolkit options are available:

Newsletter

Image Rotator

Event Calendar

Article Tool

Text Tool

Image Library

Document Tool -

This Content Toolkit option allows authorized CMP users to
add and delete the newsletter group choices that display when
a user signs up on the agency website to receive emails.
Authorized CMP users can also use this option to remove
subscribers who have signed up for a particular group and
send emails to one or more newsletter groups.

This Content Toolkit option allows authorized CMP users to
add and delete images that display on the image rotators on
an agency’s website. The number of image rotators on an
agency’s site is set up when the site is initially published by
ITC.

This Content Toolkit option allows authorized CMP users to
make changes to the events and event descriptions that
display on an agency’s scheduled events calendar. An
agency website may be set up with none, one or many
scheduled events calendars when the site is initially published
by ITC.

This Content Toolkit option allows authorized CMP users to
maintain a news articles page on an agency website. The
location of the news article page is set up when the agency
website is initially published by ITC. An agency website may
page for articles. Authorized CMP users can add, update and
delete articles from the specified pages as needed.

This Content Toolkit option allows authorized CMP users to
update various text areas on an agency’s website. The text
areas that can be updated are defined by ITC when the
agency website is initially published.

This Content Toolkit option allows authorized CMP users to
organize and store image files to be used on an agency’s
website. The Image Library is saved to the ITC server, and all
images published on an agency’s website must be saved to
the Image Library.

This Content Toolkit option allows authorized CMP users to
organize and store document files to be used on an agency’s
website. The Document Library is saved to the ITC server,
and all documents published on an agency’s website must be
saved to the Document Library.

The detailed procedures for using each Content Toolkit option begin on the next
page.
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Newsletter

Select the Newsletter link from the Content Toolkit to access the following tabs:

Add Group

Delete Group

Send Email

Subscribers

Select this tab to perform the following procedure:

Select this tab to perform the following procedure:

Select this tab to perform the following procedures:
Compose and send an email to a newsletter group
Send a link to an article in the Document Library to a

Select this tab to perform the following procedure:
Remove a subscriber from a newsletter group

Add a Newsletter Group

Delete a Newsletter Group

newsletter group

Send an email with an attached newsletter to a

newsletter group

Add a newsletter group

Step

Action

1

Select Newsletter from the Content Toolkit.

display.

nty - Content Management Portal
Website Demo

Administration

Manage My Password
Manage Users
IManage Security

Content Toolkit

Newsletter
Image Rotator
Event Calendar
Article Tool

Text Tool

Image Library
Document Library

Newsletter

‘ You are logged in as: jhorst

Add Group ‘ Delete Group

Send Email || Subscribers

The following screen will

Name of Newsletter Group

e

Type the new group name in the Name of Newsletter Group field.
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3 Click W The following message will display.
! E Mewsletker group added,
NOTE: The newsletter group will now display as one of the choices on
the Newsletter Sign Up page on the agency website.
ALWAYS access the agency website to verify changes made
through the CMP.
4 Click L],

Delete a newsletter group

Step

Action

1

Select Newsletter from the Content Toolkit. Select the Delete Group tab.
The following screen will display.

wunty - Content Manadement Portal ‘ You are logged in as: jsmith
, Website Demo

Administration Newsletter
IManage My Password Add Group Delete Group " send Email || Subscribers

IManage Users

Manage Securit Select Newsletter Group

1.

Content Toolkit Delete

Newsletter

Image Rotator
Event Calendar

Article Tool

Text Tool

Image Library
Docurent Library
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Select the group to be deleted from the Select Newsletter Group drop-down
menu.

NOTE: Once a newsletter group is deleted it will no longer be listed as
one of the choices on the agency website, Newsletter Sign Up

page.
3 Click |I-'ﬂﬁﬂ| The following message will display:
! E Mewsletter group deleted,
4 Click L],

Compose and send an email to a newsletter group

Step

Action

1

Select Newsletter from the Content Toolkit. Select the Send Email tab. The
following screen will display.
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, Website Demo

Administration Newsletter
Manage My Password Add Group || Delete Group

[ Send Email “ Subscribers

punty - Content Management Portal ‘ ¥ou are logged in as: jsmith

Manage Users

Manage Securit Select Newsletter Group(s)

Cpublic
Content Toolkit internal
Hewsletter Subject
Image Rotator | |
Event Calendar Body

Article Tool

Text Tool (owmne 2 l{n | £ J o))~ ]~]

Image Library
Docurnent Library

(=)= ]

Attach Newsletter

|[ Browrse. .

Send

Select the group or groups to receive the email by clicking the box next to the

Select Newsletter Group(s) name.

Type in the subject of the email.

NOTE: When the email is received by the group members, this will

display as the email subject.

Type the email text in the text box provided.

NOTE: When the email is received by the group members, the email text

will display in the body of the email.
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Click I8 The following message will display:
Microsoft lknternet Explorer [g|
! E Mewsletter successfully sent to group members,
! Click L—¢__].

Email an article saved in the document library to a newsletter group

Step | Action
1 Select Newsletter from the Content Toolkit. Select the Send Email tab. The
following screen will display.
unty - Content Management Portal ‘ You are logged in as: jhorst
, Website Demo
Admin Newsletter
Manage My Password Add Group | Delete Group [ Send Ernail ]| Subscribers
MEIHEIQE Users
Manage Sacurit Select Newsletter Group (5)
CPublic
Content Toolkit Ointernal
Mewsletter Subject
Image Rotator | |
Event Calendar Body
Article Creator :
i | (s = ]~
Image Tool ;i
2 Select the group or groups to receive the email by clicking the box next to the

Select Newsletter Group(s) name.
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Click the insert document icon, , on the format toolbar. The following

screen will display.

) hitp:{faww. hctx. net - SelectDocument - Microsoft Internet Expl. ..

Cocurments
Select Document "

Select Category: | news aticles  M% w |

H Browse. . ] [ Save ] [ Delete ]

File Name Preview

Select Content Manager Portal.doc

Select Questions.doc

NOTE: The Select Category drop-down menu defaults to the most

recently added document

category. Change the Select

Category drop-down menu to display the File Names for

another category.

If there is no category listed in the Select Category Drop down
menu, access the Document Library from the Content Toolkit to

create a document category and add files. All files added to an
agency website must be saved to the Document Library which

is stored on the ITC server.

See the section titled Document Library for more information.

Click the Select link next to the file name to be emailed. The selected file will

be highlighted.
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E3

2 http:/hwww. hctx. net - SelectDocument - Microsoft Internet Expl...

5

|

elect Document

Select Category: | news articles W |

| |[ Bru:uwse...] [ Save | [ Delste |

File Name Preview
Select Content Manager Portal.doc
Select Questions.doc

Feeloct Document |
Click . The following screen will display.

A http:/hwww. hctx. net - SelectDocument - Microsoft Internet Expl... |E

Main Docurnents

Docurnent URL: | hittp: A A, bt net/CrpD ocumentz/1 4/news artiu:les| (]

Hyperlink Text: | | Cancel

Openint | New'wWindow v

Type the name of the article in the Hyperlink Text field. In the sample screen
below the Hyperlink Text typed is news article.

2 http:/hwww. hctx. net - SelectDocument - Microsoft Internet Expl... |:| |X|

Main Ciocurnents

Docurnent URL: | kittp: 4 A ot netACmpDocuments /1 4 news articlesl 0

Hyperlink Text: |r‘|EWS article | Cancel

Gpenini | New'Window

NOTE: The Hyperlink Text name will display in the email that is sent to
the newsletter group members as a link to the selected article.
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! Click . The following screen will display.
ounty - Content Management Portal ‘ ¥ou are logged in as: TrainingAdmin
2, CMPTraining
Administration Newsletter
IManage My Password Add Sroup || Delete Sroup " Send Ernail " Subscribers
IManage Users
Manage Securit Select Newsletter Group(s)
O public
Content Toolkit O private
Newsletter Subject
Image Rotator | |
Event Calendar Body k
Article Tool
(oo M2[n]s]ul[s]~]~]
Image Library : = /
e =)
|news article
8 Type in a Subject for the email.
NOTE: This will display in the subject of the email received by
subscribers in the newsletter group receiving the email.
9 . . I
Click IS The following message will display:
Microsoft Internet Explorer
10| gk 2]
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Send an email with an attached newsletter to a newsletter group

Step | Action

1 Select Newsletter from the Content Toolkit. Select the Send Email tab. The
following screen will display.

unty - Content Management Portal ‘ You are logged in as: TrainingAdmin
, CMPTraining

Administration Newsletter
Manage My Password Add Group | Delete Group [ Send Email " Subscribers
Manage Users
Manage Securit Select Newsletter Group(s)
[ public
Content Toolkit private
Mewsletter Subject
Image Rotator | |
Event Calendar Body

Article Toal

Text Tool |\ferc|ana v||2 v| E]E
Image Library = |[ & B

Docurment Library

This is the text hoy|

Attach Newsletter

| |[ Browse...
send |
2 Select the group or groups to receive the email by clicking the box next to the

Select Newsletter Group(s) name.

3 Type in a subject of the email.

display as the email subject.

NOTE: When the email is received by the group members, this will
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Type the email text in the text box provided or use the Format Tool Bar* to
insert text and/or images into the text box.

NOTE: When the email is received by the group members, the email
text will display in the body of the email along with a link to the
attached newsletter.

*See the section titled Using the Format Tool Bar for an explanation of the
options available on the Format Toolbar.

Click LBr2wse.. ] The Choose File window will open.

Choose file

Laok in: |29 NEWSLT =] ¢ EB-

- 2 [C5) spring 2000
! @Distributiun Instructions

My Recent @Fallgﬁarts
Documents @]Iabels

@ @]Iabelsz
' W PROFILE

Desktop L@JSnapsth
. H@JSnapsthZ
’) @thank you address
. @tmtter

by Computer
| P—g
by M etwork, File name: IDistributiDn Instructions ;I Open
Flaces
=l

Files of type: I.-'l'«ll Files [*.%]

_ Open |
Cancel |
A

Navigate to the Newsletter file you wish to insert.

NOTE: Only .doc and .pdf files can be inserted.
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HighILigjht the file to be inserted and double click, or highlight the file and click
0

The selected newsletter file will display in the Attach Newsletter field on the
following screen.

punty - Content Management Portal | ¥ou are logged in as: jhorst
; Website Demo

Administration Newsletter

Manage My Password add Group " Daleta Group |[ send Email " Subscribers

Manage Users
Manage Security

select Newsletter Group(s)

CPublic
Content Toolkit [dinternal
Mewsletter Subject
Image Rotator | |
Event Calendar Body

sl [Verdans vz M= [« J o J[s = )~
Text Tool
—— : (= (=)

|

it

Cocument Librar:

Attach MNewsletber
|\\Jimsdata\data\UserFoIdersUHorst\NEWSLT\q [ Browse...

Send

Click LN The following message will display.
‘Microsoft Internet Explorer
L] ": Mewsletter successfully sent to group members,
. )
10| gk e
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Remove a subscriber from a newsletter group

Step | Action
1 Select Newsletter from the Content Toolkit.
2 Select the Subscribers tab. The following screen will display.

ounty - Content Management Portal | You are logged in as: jhorst

e, Wehsite Demo

Admin Newsletter
Manage My Passwaord Add Group || Celete Group | Send Ermail " Subscribers
Manage Usaers
Manage Securit Select Newsletter Group
W
Content Toolkit Mewsletter Subscriber List
Newsletter

Image Rotator
Event Calendar

Article Creator
Text Creator

Image Tool
Docurment Tool

Remove
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Select a Newsletter Group from the newsletter group drop-down menu. The
following screen will display.

ounty - Content Management Portal | ¥ou are logged in as: jsmith
e, Website Demo

Admin Mewsletter

Manage My Password Add Group ” Delete Group ” Send Ermail ” Subscribers

Select Newsletter Group
b

Content Toolkit

Mewsletter

Image Rotator Fublic
Ewent Calendar

ubscrber List

Article Creator
Text Creator

Image Tool
Document Tool

Remove

Click on the subscriber email address to be removed.

NOTE: To select multiple email addresses, hold down the control key
while clicking additional listings.

I ounty - Content Management Portal ‘ ¥ou are logged in as: jsmith
e, Website Demo

Admin Newsletter
Manage My Password Add Group || Delete Group || Send Email || Subscribers

Select Newsletter Group

Content Toolkit

Hewsletter
MNewsletter Subscriber List
Image Rotator B ot
oh i) E
Event Calendar Julianne_Horstighcts net
Article Creator bsmith@hctx.net
Text Creator dsmith@hetx. net
Image Tool

Docurment Tool

Remove
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The following message will display.

Microsoft Internet Explorer [g|

L] 'f Mewsletker suscriber removed,
L

Click . The deleted subscriber is removed and will no longer
receive emails sent to the selected group.
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Image Rotator

Select this link from the Content Toolkit to access the following options:

Rotator — Select this tab to perform the following procedure:
e Change the transition time between the images for a
selected Image Rotator
Add Image — Select this tab to perform the following procedures:

Update Image

Preview

e Add animage to an image rotator from the Image
Library
e Add animage to an image rotator by browsing to afile

Select this tab to perform the following procedure:

e Update the alternate text and/or the description of an
image

e Delete an image from an image rotator

Select this tab to perform the following procedure:
e Preview updates to an image rotator

Select the Image Rotator and set the image transition time

Step

Action

1

Select Image Rotator from the Content Toolkit. The following screen will

display.

nty - Content Management Portal ‘ ¥You are logged in as: jsmith
Website Demo

Admin Image Rotator
Manage My Passwaord Rotator “ Add Image || Update Irmmage Freview

Manage Users

Manage Securit Select Image Rotator
Wanage Security
Horme Page v

Content Toolkit .

Maxi Number of Images: I:I images Image Width: I:I pinels
Mewsletter
Image Rotator Image transition time: zeconds Image Height: I:I pixels

Event Calendar Rotate on page
Article Creator

Text Creator ﬁ

Irmage Toaol
Document Tool
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Select a specific image rotator location from the Select Image Rotator drop-
down menu.

NOTE: The image rotators available from the drop-down menu are set
up when the website is initially published by ITC.

The Maximum Number of Images field is typically set to 10.

The image width and height are set for the rotator when the
website is initially published by ITC.

See the Handout titled Advanced tips and tricks for the
Content Management Portal for more information about
resizing images.

Enter the desired time lapse between images in the Image Transition Time
field.

NOTE: A typical transition time between images is 15 seconds.

Click |ﬁ| The following message will display.
*. x|
3 Saved

Click Lo
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Add an image to an Image Rotator from the Image Library

Step

Action

1

Select Image Rotator from the Content Toolkit. Select the Add Image Tab.
The following screen will display.

Administration

punty - Content Management Portal ‘ ¥ou are logged in as: jsmith
2, Website Demo

Image Rotator

Manage My Password Rotatar Add Image ” Update Irmage Preview
IManage Users
Manage Securit Select Image Rotator
|H0me Page V|
Content Toolkit Alternate Text
Mewslatter
Image Eotator Descripbon
Event Calendar
Article Tool
Text Toal
Inage lerar? Radimage
Document Library
Select Category: | Home F'age v|
| H Browse... ] Save Delete
-~
Newsletter Sign-Up —
Flease seiect the newsketter groun you wih to sgn up for
Salact Mewsiatter Group
Cleubke
-
W Emal sodress *
First Nams
Last Name
*indicates a requred fisld
O MewsletterSignup jpg
Newsletter Sign-Up
Sign up today It's quick and easy..
Sign me up now >>
O signup.jpg
Ologo.gf v
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Select a specific image rotator location from the Select Image Rotator drop-
down menu.

NOTE:

The image rotators available from the drop-down are set up
when the website is initially published by ITC.

Select an image category from the Select Category drop-down menu. The
images for that Image Library category will display.

NOTE:

If there is no category listed in the Select Category Drop down
menu, access the Image Library from the Content Toolkit to
create an image category and add files. All image files added to
an agency website must be saved to the Image Library which is
stored on the ITC server.

See the section titled Image Library for more information.

Select a displayed image by clicking the selection button next to the image

name.

Type an alternate text title for the image in the Alternate Text field.

NOTE:

Alternate text is the text that displays when a cursor is moved
over an image. An example of alternate text is circled on the
following screen.

3 Harris County - Demo Website - Microsoft Internet Explorer

Fle Edt View Favorites Toos  Help *
L@ - Al @ e < of s 3

@Eatk Q Iﬂ \EL‘ ) ) search ¢ Favarites [ 5] g # _I ﬁ { “‘

Ackiress | ] Pttp:fiwebkestzcmademalindex. asox v Ba s ? Gsnegtt 1

Pw! HC Home - HC (A-2) - Court Agenda - County Directory - I - Countw Holidaus - Relsted Links

Harris County
Demo Page

xxxxHarris Gounty Website Demo

This is the page for the website demo.

Be sure to check out all of the features such as event scheduling,
newsletter service, and news articles,

Contact your ITC Business Process Analyst today to have your wehsite
right away!

Create and send newsletters,

Quick Links :

10/11/2005 Newsletter Sign-Up
City of Houston Sign up today It's quick and easy..

Test Article

10/6/2005 METRO .

d st Sports Authorit Sign me up now >>
00d STory.

Precinct 2

9/19/2005

Constable pct 7

Welcome to the Demo Wehsite

mes no liability for damages
not respensible for the content nor end

& link from thi . For additional in Ut Privags Policy.
& % Local intranet
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Type a caption for the image in the Description field.

NOTE: The caption will display below the image on the agency website.

Click W The following message will display.

b
L] E Image added
L

NOTE: The image will now be added to the rotator location selected in
step 2.

ALWAYS check the agency website to ensure that updates
display correctly.

Click o]
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Add an image to an Image Rotator by browsing to a file

Step | Action
1 Select Image Rotator from the Content Toolkit. Select the Add Image Tab.

The following screen will display.
ty — Content Management Portal | You are logged in as: jsmith
ebsite Demo

Aadmin Image Rotator

Manage by Password Rotator Add Image " Update Imag&" Preview

Manage Users

Manage Security SelecEiinagelRotatos

Horme Page V|

Content Toolkit Alternate Text

MNewsletter

Image Rotator Drescripbon

Event Calendar

Article Creator

Text Creatar

et ios el [

ESIS SR e o8 SVE |H0me Page V|
| |[ Erowse ] [ Save ] [ Delete ]
O MewsletterSignup. jpg
2 Select an Image Rotator.

NOTE: The image rotator locations available from the drop-down menu
are set up when the website is initially published by ITC.

3 Select the category under which the image should be stored from the Select

Category drop-down menu.

NOTE: If there is no category listed in the Select Category Drop down
menu, access the Image Library from the Content Toolkit to
create an image category and add files. All image files added to
an agency website must be saved to the Image Library which is
stored on the ITC server.

See the section titled Image Library for more information.
4 Click . The Choose file screen will display.
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Choose file

My Recent
Drocuments

fy Computer

2
kel M etworlk
Flaces

Look. in: | ) Content manager tools zcreen hots

I Article Toal
ICybutkons

L Document Tool
[JEvent Calendar Screens
I Irage Rokator Tool
[CImage Tool Screens
ICymanage login
[CIManage Securiky
[CIManage Users

L) Mewvs Folder

I Mewsletter Tool
L) Text Toal Screens
[*] browse

[=] cal

[*] calendar
<

x| & B cF E-

[*] document selected

[%]) error emailing newsletter

.:] Fonk color

.:] home page

.ﬂ inserk2

.ﬂinsert screen 1

.:] jsmith intikal page

[*]logo

.:] message login incorreck

.::] nEws

[*] rews articles

.:] newsarticles

[*] newslestter sent

.ﬂ newsletter demo page sign up one group
.:] newsletter demo page sign up bwao groups

File name: ||

>
j Open |

Filez of type:

| &1 Files 1=.7]

ﬂ Cancel

Browse to and highlight the image file to be added.

NOTE:

inserted

Image files that can be include files with the

extensions GIF and JPEG.

Do not insert an image file that is bigger that the space allotted
to the image rotator selected in step 2. Select the Rotator tab
to view the height and width of a particular image rotator. The
image height and width of the image rotators is set up when
the agency website is initially published by ITC.

See the Handout titled Advanced tips and tricks for the
Content Management Portal for more information about
resizing images.
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Double click on the selected file or click

Open

The following screen

will display with the path for the selected file displayed to the left of the
Browse button.

Administration

ounty - Content Management Portal
me, Website Demo

Image Rotator

‘ You are logged in as: jsmith

Manage My Password
Manage Users
Manage Security

Content Toolkit

Rotator Add Image n Update Image H Preview

Select Image Rotator
Home Page v

Alternate Text

Newsletter
Image Rotator
Event Calendar
Article Tool

Text Tool

Image Library
Document Library

I

Description

Add Image

Select Category:

| Home Page v|

[C:\Documents and Settings\jhorst\D“ Browse.. | | Save |

[ Delete ]

O NewsletterSignup.jpg

Newsletter Sign-Up

Please zafect the newsletter group you wesh to sgn up for.

Selact Nowsiatter Group
Opunic

Emal Address *
Fiest Hame

Lazt Name

(Eetma)

*incicates a requred fisld

Foperat
323.0181

Harris County
Total Square Miles = 1777.1322

O HarrisCounty. jpg

O courthouse. jpg

=

3

>

(<l
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! Click . This will add the image to the displayed list of images for the
selected image category.
8 Click the selection button next to the file name of the new image.
9 Type alternate text in the Alternate Text field.
NOTE: For a detailed explanation of alternate text, see the Glossary
section of this handout.
10 Type a caption for the image in the Description field.
1 | | il di
Click . The following message will display.
3 Image added
12 gk o]

NOTE: The Image is now added to the other images in the image rotator
selected in step 2.

ALWAYS check the agency website to ensure that images
display correctly.

51




Update the alternate text and/or the description of an image

Step | Action
1 Select Image Rotator from the Content Toolkit. The following screen will
display.
I nty - Content Management Portal | You are logged in as: jsmith
Website Demo
Administration Image Rotator
Manage My Password Rotator || Add Image || Update Image Preview
Manage Users
Manage Sacurit Selact Image Rotator
Home Page v
Content Toolkit Maximum Number of Images: I:I images Image Width: I:I pixels
Mewsletter
Image Rotator Image transition Hme: saconds Image Height: I:I pixels
%&”enw’ Rotate on page
Article Tool
Text Tool Save
Image Library
Document Library
2 Select a location from the Select Image Rotator drop-down menu.

NOTE: The image rotators available from the drop-down menu are set
up when the website is initially published by ITC.

The Maximum Number of Images field defaults to 10 and
cannot be changed. The image width and height are set for
the rotator when the website is initially published by ITC.
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Select the Update Image tab. The following screen will display.

ounty - Content Management Portal | ¥ou are logged in as: jsmith

e, Website Demo

Administration Image Rotator

Manage My Password Rotator || Add Irmage " Update Image] Preview

Manage Users
IManage Security

Select Image Rotator
| Home Page vl

Content Toolkit T
Newsletter HarrisCounty.jpy

Image Rotator courthouse jpg
Event Calendar

Article Tool
Text Tool

Image Library
Document Library

Altermate Text

Descripibon
Update Delete

Select an image rotator location from the Select Image Rotator drop-down
menu.

Select the image to be updated by clicking and highlighting the image.

Type changes to the Alternate Text.

Type changes to the Description.

ﬁ
Click . The following message will display.

Microsoft Internet Explorer

ﬁ Saved

Click Lo
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Delete an image from an Image Rotator

Step | Action
1 Select Image Rotator from the Content Toolkit. Select the Update Image
tab. The following screen will display.
ounty — Content Management Portal | You are logged in as: jsmith
2, Website Demo
Administration Image Rotator
Manage My Password Rotatar || Add Irmmage " Update Image " Praview
Manage Users
rManage Sacurit Select Immage Rotator
|H0me FPage Vl
Content Toolkit Images
MNewsletter HarrisCounty.jpa
Image Rotator sourthouse jpg
Event Calendar
Article Tool
Text Tool
Image Library
Docurment Library
Altermate Text
Descrpton
Update Delete
2 Select an image rotator location from the Select Image Rotator drop-down
menu.
3 Select the image to be deleted by clicking and highlighting the image.
4

Click MesEdell. The following message will display.

Microsoft Internet Explorer IE|

\ ? ) Are wou sure vou wank ko delete this image From the Raokator?

[ ok ][ Cancel ]
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Click . The image will be removed from the rotator selected in step
2, but will still be saved in the Image Library.

NOTE: To remove the image from the rotator and the Image Library,
select the Add Image tab in step 1. From the Add Image
window, select an image category from the drop-down, select
an image file by clicking the selection button next to the file
name and press the delete button.

Preview the changes made to an Image Rotator

Step

Action

1

Select Image Rotator from the Content Toolkit. Select the Preview tab. The
following screen will display with the most recent images added to the rotator.

nty - Content Management Portal ‘ ¥ou are logged in as: jsmith
Website Demo

Administration Image Rotator

Update Irmage

Praview ‘

Manage My Password Rotator " Add Image
Manage sers

. (e
Manage Security

Content Toolkit

Mewsletter
Image Rotator
Event Calendar
Article Tool

Text Tool

Image Library
Document Library

NOTE: The most recent changes made to an image rotator will display.

ALWAYS preview changes on the agency website as well to
ensure that any images added display properly.
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Event Calendar

Select this link from the Content Toolkit to access the following options:

Add Event -

Edit Event —

Delete Event -

Preview -

Select this tab to perform the following procedure:
e Add an event to a calendar

Select this tab to perform the following procedure:
e Edit a calendar event

Select this tab to perform the following procedure:
e Delete an event from the calendar

Select this tab to perform the following procedure:
e Preview changes to a calendar

Add an event to a calendar

Step | Action

1

Select Event Calendar from the Content Toolkit. The following screen will

display.

Administration

nty - Content Management Portal ‘ ¥You are logged in as: TrainingAdmin
CMPTraining

Event Calendar

Manage Users

Manage Security

Content Toolkit

Manage My Password Add Event “ Edit Event || Delete Event " Praview

Select Calendar
b

Evant

MNewslettar
Image Rotatar
Event Calendar
Article Tool
Text Tool
Image Library

Publish

Document Library

L__sh = [EIEIEIENES

Event Descrpton

oDanoaEaeaE

ezl " Ramge
Select individual dates by clicking on
Decemher JEMUEY, Z00E Eebruary the day, when the day turns green it is
S Mo Tus wed Thu Fri Sat selected. Click it again to unselect it.
— Mavigate months by clicking on the
i 2 3 3 =) =) Z month name.
=] =] 1o 11 12 13 14
15 16 iz ig 13 20 21
22 23 24 25 26 27 28
29 30 31
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Select a calendar from the Select Calendar drop-down menu.

NOTE: The calendars available from the Select Calendar drop-down
menu are created when the agency website is initially published
by ITC.

Type the Event Name in the text box provided and use the Format Toolbar*
provided to format the text.

NOTE: The Event name will display as a hyperlink on the website
calendar. The hyperlink will link to the Event Description that is
created in step 4.

*See the section titled Using the Format Toolbar for an explanation.

Type in the Event Description in the text box provided and use the Format
Toolbar* to format and/or insert text.

Insert text from another source by using the insert document icon, , on the
Format Toolbar.

*See the section titled Using the Format Toolbar for an explanation.

Select the tab labeled Individual if the event is to occur only once and continue
to step 7.

Select the tab labeled Range if the event is to occur during a specified date
range and continue to step 8.
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Select one or more days on the calendar by clicking on the date. When the
date turns green, it is selected. Click it again to unselect it. Navigate months by
clicking on the month name. Once the dates are selected, continue to step 11.

Select individual dates by clicking on
the day, when the day turns green it is

"Ever

selected. Click it again to unselect it,
Mawigate months by clicking on the
month name.

Individual Range

September October, 2005 Movember
Sun  Mon Tue Wed Thu Fri Sat

A,

2 3 4 a & 7 8
9 10 11 12 13 14 15
16 A7 18 13 20 21 22
23 24 23 26 27 28 29
20 21

Individual

Start Date
End Date

Select Days

e

Click the calendar icon,

= next to the start date

Range

Select multiple dates by selecting a
start date and end date, and by
specifying  what day(s) the event
OCCUrs,

DMnn I:‘Tue I:‘Wed I:‘Thu I:‘Fri I:‘Sat I:‘Sun
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9 Select a date from the calendar by clicking on the date. Change the month and
year on the calendar by selecting from the drop-down menus.
\October v | 2005 v |
Sun Mon Tue Wwed Thu Fri Sat
25 26 27 28 29 30 1
2 3 4 5 &8 ¥ 8
g2 10 11 1z 13 14 15
16 17 13 19 20 21 22
23 24 23 26 27 28 29
30 31 1 z 3 4 &
I ﬂ Inkernet

10 ,

Select the calendar icon, =, next to the end date and select a date from the
calendar using the same method outlined in step 9.

10 Select the days of the week in the Select Days section of the Range calendar
screen to specify the days of the week that the event should occur during the
specified date range.

1 Click W The following message will display.

LT TG AL
L] "l,, Event added,
L
NOTE: The event will be added on the specified dates to the agency
website calendar that was selected in step 2.
ALWAYS preview changes on the agency website to ensure
accuracy.
12| gligk o],
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Edit an existing calendar event

Step | Action

1 Select Event Calendar from the Content Toolkit. Select the Edit Event tab.

The following screen will display.

unty — Content Management Portal ‘ ¥You are logged in as: TrainingAdmin
CMPTraining

Administration Event Calendar
Manage My Password Add Event " Edit Event " Delete Event " Preview
Manage Users
Manage Securit Select Calendar
b
Content Toolkit Event

Mewsletter |—v“1_v| @ @
Image Rotstor
Event Calendar
Article Tool
Text Tool
Image Library

Document Library
Fublish Event DescHption

DanoaEEanE

ezl " Romze
Docember  Jonuery, 2006 st GASGE OO dates by cickng on
Sun  Man Tue wied Thu Fri Sat selected. Click it again to unselect it.
- - = — Mavigate months by clicking on the
1 2 2 4 =1 =] Z month name.
=] =] 1o 11 12 13 14
15 pi=] iz is 19 20 21
22 23 24 23 26 27 28
29 30 31
Fsave |
2 Select the calendar to be updated from the Select Calendar Dropdown menu.
3 Select the event to be updated from the Select Event drop-down menu.
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Make changes to the event name in the Event text box and to the event
description in the Event Description text box.

Note: Use the format toolbar to format the event nam and the event
description. For a detailed explanation ot the ™

Change the dates on which the event is to occur using the Individual and
Range selection calendars. See the previous procedure, Add an Event to a
Calendar, for a more detailed explanation of using the Individual and Range
calendars to select an event date or dates.

Click |ﬁ| The following message will display.
| X
B Update complete.

Click o]
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Delete an event from a calendar

Step | Action
1 Select Event Calendar from the Content Toolkit. Select the Delete Event
tab. The following screen will display.
aunty - Content Management Portal ‘ You are logged in as: jsmith
, Website Demo

Administration Event Calendar

Manage My Password Add Event || Edit Evant ” Delete Eveant " Praview

Manage Lsgrs

Manage Securit Select Calendar

Content Toolkit Select Event

Mewsletter s

Image Rotator Event

Event Calendar

w Event Descrption

Text Tool

Image Library

Document Library m
2 Select the calendar to be updated from the Select Calendar Dropdown menu.
3 Select the event to be updated from the Select Event Dropdown menu.
4

Click MesEdal. The following message will display.

Microsoft Internet Explorer r§|

\?1) Are you sure you wank to delete this event?

[ Ok ] [ Cancel
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Click . The following message will display.

Microsoft Internet Explorer |g|
' ':, Delete complete,

Click o]
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Preview an existing calendar

Step | Action
1 Select Event Calendar from the Content Toolkit. Select the Preview tab.
The following screen will display.
junty - Content Management Portal ‘ You are logged in as: jsmith
, Website Demo
Administration Event Calendar
Manage My Password Add Event || Edit Event || Delete Event [ Preview
IManage Users
Manage Securit Select Calendar
Content Toolkit [——
MNewsletter
Image Rotator
Event Calendar
Article Tool
Text Tool
Image Library
Document Library
2 Select the calendar to be previewed from the Select Calendar Dropdown
menu.
3 ciew LN
Click )
4 The most recent calendar, including any changes just made, will display.

NOTE: ALWAYS preview changes on the agency website to ensure
accuracy.
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Article Tool

Select the Article Tool from the Content Toolkit to access the following options:

e Article —  Select this tab to perform the following procedures:

Create and publish a news article

Edit and republish a news article

Remove a published news article

Select the featured article

Clear the featured article

Publish a hyperlink to an article in the Document

Library

e Publish a hyperlink to an article by browsing to a
file (with or without an image)

e Article Preview —  Select this tab to perform the following procedure:
e Preview an article added to the website

e Send as Newsletter —  Select this tab to perform the following procedure:
e Send an article as an email to a newsletter group

Create and publish a news article

Step | Action
1 Select the Article Tool from the Content Toolkit. The following screen will
display.

nty - Content Management Portal ‘ ¥You are logged in as: jsmith

Website Demo

Administration Article Tool

Manage My Password Article “ Article Preview || Headline || Hper:SiIL"we || NS:M'—;?EQ; |

Manage Users

Manage Securit Select Article Type
Mews Articles V|

Content Toolkit Current Featured Article: H

MNewsletter welcorne to the Derno Website
Select Article

Image Rotator - Make Feature

Event Calendar |T‘\-’e|come ta the Demo YWebsite V|

Article Tool

Text Tool Article Title

Image Library [welcome to the Demo Website |  Evicwsble to public  ereated on 371572005

Document Library

i [FECUEN e RS

[ava Vil )2 Ju][s = ]~]
== &7

Walcome to the Demo Website, Be sure to check out the following.

1. Rotating Images

2. Mews Articles

3. Scheduled Events

4. Sign up for the newsletter.
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Select the article type from the Select Article Type drop-down menu.

NOTE: The article type is the page that the articles are published to.
The Article Types or pages are determined when the agency
website is initially published by ITC.

ciiok A

Type the name of the news article in the Article Title field. To do this, type
over the default name, New Atrticle.

NOTE: The article title will display on the web page that was selected in
step 2 as a hyperlink to the article text that is typed in step 6.
The article title will also display as headline to the article text.

Click the checkbox Viewable to Public.

NOTE: If the checkbox Viewable to Public is not selected, the article will
not display on the agency’s website. The article will only be
saved within the Article tool for future use.

Type the article text in the text box provided.

Use the Format Toolbar to format the text and insert images and/or text from
files into the article. See the section titled Using the Format Toolbar for a
detailed explanation.

NOTE: The article text will be accessed on the agency website by
clicking the hyperlink created in step 4.

Click |EI'-I£L§| No message displays.
NOTE: The agency website is immediately updated.

ALWAYS check the agency website after adding an article to
ensure that it displays correctly.
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Edit and republish a news article

Step | Action
1 Select Article Tool from the Content Toolkit. The following screen will
display.

unty - Content Management Portal ‘ You are logged in as: TrainingAdmin
CMPTraining

Document Library

Publish [New | save | “Cancel |

(s [~ ]+]
S=E 4] (= =] E )

Administration Article Tool
Manage My Password Article “ Article Preview | Headline " Hesdin " R
Manage Usaers
Manage Securit select Article Type
Memwes V|
Gontent Toolkit Current Featured Article: cl E t d
Mewsletter Mone - Defaulted to most current article SR U RS
pr—— New Adicls
: Make Featured
Event Calendar Mews Article v
Article Tool
Text Tool .
ib Article Tile
Image Library : ) )
|NEW Article | [wiewsble t= public Created on 10/23/2005

Enter Article Text

2 Select the article type from the Select Article Type drop-down menu.

website is initially published by ITC.

NOTE: The article type is the page that the articles are published to.
The Article Types or pages are determined when the agency

3 Select the Atrticle to be updated.

4 Change the Article Title.

NOTE: This will update the name of the hyperlink to the article.
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Change the text displayed in the text box to update the article text.

NOTE: This will update articles that were originally typed in the text
box.

To update articles that were inserted from files, update the
original file and see the section titled Insert and publish any text
file or image for more details.

Click |ET-I£L§| No message displays.

NOTE: ALWAYS check the agency website after adding an article to
ensure that it displays correctly.
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Remove a published news article

Step | Action
1 Select Article Tool from the Content Toolkit. The following screen will
display.
unty - Content Management Portal ‘ ¥You are logged in as: TrainingAdmin
, CMPTraining
Administration Article Tool
Manage M! Password Article ” Article Preview Headline || HD?:SiI.:Me || Ni?vl?e?t?ar
MEIHEIQB Users
Manage Securit Select Article Type
|News V|
Gontent Toolkit Current Featured Article: ﬁ
Mewsletter Mone - Defaulted to most current article Clear Featured
Image Ratator sElecHiticls)
Event Calendar |NEW Article V| Make Featured
Article Tool
Text Tool )
) Article Tite
Im_angrarjg |N9W Aiticle | [Jviewable to public Created on 10/28/2005
Document Library
P =3 [Save [ Cancer |
(s -]~
| EEER KRS
Enter Article Text
2 Select the article type from the Select Article Type drop-down menu.
NOTE: The article type is the page that the articles are published to.
The Article Types or pages are determined when the agency
website is initially published by ITC.
3 Select the Article to be removed from the Select Article drop-down menu.
4

Click Delete

NOTE: This will remove the article from the page selected in step 2.
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Select the featured article

Step | Action
1 Select Article Creator from the Content Toolkit. The following screen will
display.
: nty - Content Management Portal ‘ ¥You are logged in as: TrainingAdmin
CMPTraining

administration Article Tool

Manage My Password Article ” Article Praview Headline || H;:Si“ele || Nseins‘ljestser

Manage Usars

Manage Securit Select Article Type

|News V|

Content Toolkit Current Featured Article: H

Mewsletter Mone - Defaulted to most current article

1 ge Rotat Select Article ﬂ

ETZnte CaDIeanc?arr |NeWAr1icIe V|

Article Tool

M Article Tile

Im_angrarjg |N9W Article | [wicwable to Public Created on 10/28/2005

Document Library

B v | "sove I Cancel”

(s = -
EIEE IR R I
Enter Article Text
2 Select the Article Type.

NOTE: The article type determines the location on an agency’s site
where the article will display. The Article Type locations are set
up when the agency’s website is initially published by ITC.

3 Select the article to be featured from the Select Article drop-down menu.
Y cle tite wil display i

Click MSESARELIEN  The article title will display in the Current Featured

Atrticle field.

NOTE: The selected article will now display on the agency website
offset from the other articles with the Article Title as the
headline. See page 4 for an example of a featured article
display.
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Click the Headline tab. The following screen will display.

ounty - Content Management Portal ‘ You are logged in as: jsmith

e, Website Demo

Administration Article Tool

Preview Mewslettar

Manage My Passwaord Article ||Artic|epre-.'iew[ Headline ” plasdline || Cepals |

IManage Users

Manage Security |Verdana v||2 V| Hﬂu@ ‘[X_ZJE] H%Ey
[(B[a][-]=a]w][7]

Mewsletter This is a great new demo website,

Image Rotator
Event Calendar

Content Toolkit ‘

Article Toal

Text Tool

Image Library
Docurent Library

Type the text, in the text box provided, that should display under the article
headline.

Click the Headline Preview tab. The following screen will display.

ounty - Content Management Portal ‘ ¥ou are logged in as: jsmith
e, Website Demo

Administration Article Tool

Send Az

Headline Mewslettar

f—(eadline Preuie«{

Headline Preview
Welcome to the Demo Websites

IManage My Password Article || Article Preview

IManage Users
Manage Security

Content Toolkit

Thiz 1z a great new demno website.
Newsletter

Image Rotator Full Article
Event Calendar
Article Toal

Text Tool

Image Library
Document Library
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Clear the featured article

Step | Action
1 Select Article Creator from the Content Toolkit. The following screen will
display.
punty - Content Management Portal ‘ You are logged in as: TrainingAdmin
2, CMPTraining
Administration Article Tool
IManage My Password Article ” Article Preview Headline || HD?:SiI.:Me || Ni?vl?e?t?ar |
MEIHEIQB Users
Manage Securit Select Article Type
|News V|
Content Toolkit Current Featured Article: ﬁ
Mewsletter Mone - Defaulted to most current article Clear Featured
Image Ratator Select Article ﬁ
Event Calendar |NEW Article V| Make Featured
Article Tool
Text Tool Article Tite
Im_angrarjg |N9W Aiticle | [Jviewable to public Created on 10/28/2005
Document Library
P = B E=
(= - ]12J
EEE R
Enter Article Text
2 . Clear Featured . . . .
Click . The Current Featured Atrticle field will now display
the message, None — Defaulted to most current article.
NOTE: The most recently added article will now display (by default) on
the agency website as the featured article until another article is
set to be the featured article.
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Publish a hyperlink to an article in the Document Library

Step | Action
1 Select the Article Tool from the Content Toolkit. The following screen will
display.
nty - Content Management Portal | You are logged in as: TrainingAdmin
CMPTraining
Administration Article Tool
Manage My Pascword Article “ Article Preview || Headline " Hper:Si';""f " Nii:‘ljeft; |
Manage Users
Manage Secyrit Select Article Type
Mews V|
Content TDDIkit urren ear red Gcle: H
oweotror e e e o ot comrent e
Image Rotator Sl il
Ewent Calendar |N9W Article vl
Article Tool
Text Tool s T
Im_angrarji |N9W Auticle | [wiewable to Public Created on 10728/ 2005
Document Library
Fualan "New | "Save [ cancer |
EBRE
== EEBEREEEERY
Enter Article Text
2 Select the article type from the Select Article Type drop-down menu.
NOTE: The article type is the page that the articles are published to.
The Article Types or pages are determined when the agency
website is initially published by ITC.
3 . e |
Click I

Type the name of the news article in the Article Title field. To do this, type
over the default name, New Atrticle.

NOTE: The Article Title will display as a hyperlink on the article page
that was selected from the Select Article Type drop-down menu
in step 2.
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Click the checkbox Viewable to Public.

NOTE: If the checkbox Viewable to Public is not selected, the article will
not display on the agency’s website. The article will only be
saved within the Article tool for future use.

Type the article text in the text box provided.

Use the Format Toolbar to format the text and insert images and/or text from
files into the article. See the section titled Using the Format Toolbar for a
detailed explanation.

Click the insert document icon, , on the format toolbar. The following
screen will display.

=X http:fAwniw. hotx. net - SelectDocument - Microsoft Internet Expl... | |§|E|

Cocurmnents

elect Documen

Select Category: Home Page -

Browse... [ Save | [ Delete |
File Name Preview
Select ABCsdeaBaAEnEspanolfin.pdf
Select Content Manager Portal.doc
Select fax cowver.doc
Select Training Certificates.DOC

Select a document category from the Select Category drop-down menu.

NOTE: If there is no category listed in the Select Category Drop down
menu, access the Document Library from the Content Toolkit
to create a document category and add files. All document
files added to an agency website must be saved to the
Document Library which is stored on the ITC server. See the
section titled Document Library for more information.

Click the Select link next to the document to be inserted. The selected
document will be highlighted.
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S st bocument - i
Click ISR  The following screen will display.
_3_ htlh:f.fwww. hctx. net - SelectDocument - Microsoft Internet Expl... [;“:,[E
| Cocurments |
Docurnent LURL: |http:.-".-"www.hct:-c.net.-"CmpD ocumentzA1 3/Haome F'age.-"l [m]
Hypearlimk Te=t: | | Cancel
Cpen in: |NewWindow et
11 Type the hyperlink to the new article in the Hyperlink Text field.
12

Click . The following screen will display with the hyperlink typed in
step 11 and the text typed in step 6 displayed in the text box.

punty - Content Manaaement Portal

| Y¥ou are logged in as: jsmith
2, Website Demo

Administration

Article Tool

Manage My Password

Manage Users
Manage Security

Content Toolkit

Mewsletter
Image Rotatar
Event Calendar
article Tool
Text Tool

Article Article Preview Headline Headline Send as
Preview Mewsletter
select Article Type
Mews Aricles V|
Current Featured Article: Foloar Foatured |
Walcome to the Demeo Websites mmen s

select Article
Mew Article Vl

Make Featured

Article Tide

Image Library |NEW Article | [wiewable ta Public Created on 10/21/2005
Document Library
[New ] = =3
[Vordans 2 ~[= Lz =) [& =]~ ]

N ETEY

This is a new article

new article

NOTE: Additional text can be typed in the text box, above or below the
hyperlink, and the text can be reformatted using the format
toolbar. See the section titled Using the Format Toolbar for a
more detailed explanation.

On the agency website, the page selected in step 2 will list all
article titles (created in step 4) as hyperlinks. Clicking an article
title on the agency website will display any text or hyperlinks
that are inserted in the text box above.
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13

Click W No message displays.

NOTE: ALWAYS check the agency website to ensure that changes
display correctly.

Publish a hyperlink to an article by browsing to a file (with or without

an image)

Step | Action

1 Select the Article Tool from the Content Toolkit. The following screen will
display.

unty - Content Management Portal ‘ ¥ou are logged in as: TrainingAdmin
CMPTraining

Administration Article Tool
) . . ; Headline Send As
Manage My Password Article Article Preview Headline B Peaws | atbar
Manage Users
Manage Securit Select Article Type
| Mewrs V|
Content Toolkit Current Featured Article: cl Feat d
Mewsletter Mone - Defaulted to riost current article S U s
Image Rotator select Article [P ——
| Mew Article V| Make Featured
Event Calendar
Article Tool
Text Toil Article Tie
Image Library ) _ _
|NBW Article | I:‘Vlewable to Public Created on 10/ 22/ 2005

Document Library

Publish [New | "save'| "Cancel |

—hele ) el{s | J[=] =)= ]l ]E
&[] B A [ =) e 7]

Enter Article Text

Select the article type from the Select Article Type drop-down menu.

NOTE: The article type is the page that the articles are published to.
The Article Types or pages are determined when the agency
website is initially published by ITC.
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ciiok A

Type the name of the new article in the Article Title field. To do this, type over
the default name, New Article.

NOTE: The Article Title will display on the agency website article page
that was selected from the drop-down menu in step 2.

Click the checkbox Viewable to Public.

NOTE: If the check box viewable to public is not selected, the article
will not display on the agency’s website. The article will only be
saved to the ITC server for future use within the Article tool.

Type the article text in the text box provided.

NOTE: Article text is optional when inserting a hyperlink to an article
file. When inserting an article from a file, article text can be
used to summarize the article that will be accessed via the
hyperlink. Article text typed can be placed above or below the
hyperlink to the article.

The default Enter Article Text message that displays in the text
box must be deleted or it will display on the agency website.

Use the Format Toolbar to format the text.

See the section titled Using the Format Toolbar for a detailed
explanation.

Place the cursor in the text box where the hyperlink to the article is to be
inserted.

I




Click the insert document icon, ‘E/ on the format toolbar. The following

screen will display.

2N http:/fhanirw. hctx. net - SelectDocument - Microsoft Internet Expl... |:|

Docurnents

X

Select Document

Select Category: | Home Page " |

]

|[Bru:uwse...] [ 5Save |

File Mame
Select ABCsdeABAEnEspanolfin.pdf Preview

Select Content Manager Portal.doc Prewview
Select fax cover.doc Freview
Select Training Certificates.DOC Preview

T —
P

L

= T

= |2

g T

Click . The Choose file screen will display.

Choose file

Laak, ir: I I buttons j 4= £ ER-
E add category E saveE
Lé ™) add image ™) savez
My Recent E browse E select document

L dumeiiis E calendar bukkon E send
@ E delete? E send ko
z E delete button E submit
Desktop ™| document added %] update
E docurnent category

’) ] doumnent
- ™| Fargot passward

My D t
¥ HORUMmEns Einsert button

- ] login
L

kdy Compuiter
E preig
My Metwaork.  File name: I j Upen

Places 4'
Files af twpe: I,-'l'-.ll Files [%.7] j Cancel |




10 Navigate to and select the file to be inserted. Double-click on the selected file
or highlight the file and click ﬂ. The file will display to the left of the
Browse button. See the following screen.

k] HEH)

Main | Cocurnments |
|

Select Category: | Home Page V

CADocuments and Settings'jhorst\Deskiop'fas | Browse, [ Save ] [ Delete ]
File Nhame Preview

Select ABCsdeABAEnEspanalfin.pdf
Select Caution Text Indicator Codes.doc
Select Content Manager Portal.doc
Select fax cover.doc
Select Training Certificates. DOC

11 Select a Document Library category from the Select Category drop-down
menu to which the new file should be saved.

NOTE: Document categories are added using the Article Library. If
there is no category listed in the Select Category Drop down
menu, access the Document Library from the Content Toolkit
to create a document category and add files. All files added to
an agency website must be saved to the Document Library
which is stored on the ITC server.

See the section titled Document Library for more information.

12 CIick|mIELﬁ|. The new document will be saved to the list of File Names.

NOTE: This saves the document to the ITC server. The new file will
also be added to the Document Library.
See the section titled Document Library for more detailed
explanation.

13 Click the Select link next to the new document. The selected document will be

highlighted.
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Click ISR  The following screen will display.

Main | Docurnents |

& | htlh:ﬂwww. hctx.net - SelectDocument - Microsoft Internet Expl..

= 2]

Docurnent URL: | http: /A, ot net/CrpD ocuments/1 3/Home F'age.-"| ]

Huparlink Text: |

| Cancel

Spen in: |New‘-.-‘-.-"inu:|n:uw -

15

Type the hyperlink to the new article in the Hyperlink Text field.

NOTE: The actual document is not inserted on the agency website.
Instead, a hyperlink to the document will display on the
agency website that when accessed will open the document

saved to the ITC server.

16

Click . The following screen will display.

County - Content Management Portal ‘ You are logged in as: TrainingAdmin

e, CMPTraining

Administration Article Tool
Manage My Password Article || Article Preview Headline H Hper:fi'g:f Nii';f;t;
Manage Users
Manage Securit Select Article Type
[ews Vl
Content Toolkit Current Featured Article: [ —
Mewslatter Mone - Defaulted to rmost current article Clear Featured
select Article |_|
Image Rotator . ; ; - Make Featured
Event Calendar This is the Article Title typed in step 4 v|
Article Tool
Text Tool Article Title
Image Library |ThiS is the Adicle Title | [¥lvizwable ta Public Created on 10/26/2005

Document Library

O 3

(B[] J=]m]a][7]

e # ¥ o 7 ) ) FEE EE

This is the article text

This is the hyperlink to an inserted docurment|
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To insert an image along with the text and the document hyperlink, place the
cursor in the text box where the image is to be inserted and click the image

icon, , on the Format Toolbar.
(If no image is to be inserted, continue to step 18.)

For a more detailed explanation of inserting an image, refer to the section of
this handout titled Using the format toolbar.

The following screen is an example of an image that was inserted in the text
box of the Article Tool.

unty - Content Management Portal ‘ You are logged in as: TrainingAdmin
CMPTraining

Administration Article Tool
Manage My Password Article “ Article Preview | Headline " H;:Si'g:f || Nseir;fef‘tser
Mahage Users
Manage Securit Select Article Type
|News V|
Content Toolkit Current Featured Article: (P ——
This is the Article Title ClearFeatured
Mewsletter
Select Article
Image Rotator . . . Make Featured
A4
e ——— This is the Aricle Title |
Article Tool
Text Tool Article Titde
Image Library |This is the Article Title | [¥lviewsble to Public  Created on 10/26/2005

Document Library

=4 v T

| Avial w1 v @ E
: HEEIE

This is the article text

This is the hyperlink to an inserted document
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Click |ﬁ| No message displays.

NOTE: The agency website article page selected in step 2 will display
the titles of all articles added through the Article Tool as
hyperlinks. Screen 1 below shows a sample agency website
article page.

The article titles will link to text, hyperlinks and/or images that
are added to the text box within the Article Tool. Screen 2
below shows how text and an inserted document file and
image display for an article title hyperlink accessed from the
agency website article page.

ALWAYS check the agency website after adding an article to
make sure it displays correctly.

Screen 1

‘2l CMP Demo - News Articles - Microsoft Internet Explorer

File Edt “iew Favorites Tools  Help l.;'

QB&EK M > ) \ﬂ @ _;\J /..-‘: Search ‘:":;.’Favurites ‘\t == J - ﬁ J“‘i

Address @http:HwehtastZ)’cmptraining)’Artitles.aspx A GU Links ** eSnagIt &

& Harris County

CMP Training

! HC Home - HC (A-Z) - Court Agends - County Directory - Employees - County Holidays - Related Links
Harme .

» Scheduled Events News Articles

s Mews Articles 10/26/2005

o Mo Sl » This is the Article Title

Information Technology Center

» Technology Solutions [%
»  Software Support

» GLE

& & Local intranet

pr— = — S— = r -
4 start fol o] ft 0. -| [812 Microsaft .. = | ‘& adobe Photash... | - B o PLUL. &L 12:5PM
-
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Screen 2

-2 CMP Training - News Article - Microsoft Internet Explorer

BEE]
Fle Edt Wiew Favortes Tools Help &

Qu-© MR

&] http:{/webtestzfcmptrainingfarticle. aspxFarticle1D=53

®) <3 Z -
) smarch ¢ Favarites 2] =

Links » (& Snaglt [

~ B e

Address

Harris County

CMP Training

B! Ho Horne - HG (A-2) - Court Agenda - Courty Directory - Employees - County Holidays - Related Links

Home

O — This is the Article Title

s Mews articles 10/26/2005

Hewsletter Signu
> anae This is the article text

Infarmation Technology Centst | 1pis is the hyperlink to an insertsd documsnt

» Technology Selutions L
»  Software Support
» GILS

& Local intranet




Preview an article added to the website

Step

Action

1

Select Article Creator from the Content Toolkit. Select the Article Preview
Tab. The following screen will display with the most recently added article.

nty - Content Management Portal ‘ You are logged in as: TrainingAdmin
CMPTraining

Administration Article Tool
Manage My Password Article Article Preview Headline || '-::‘er:Si“enwe || NSeTvI-'s‘IjetAtser
Manage Users
Manage Securit This is the Article Title typed in step 4

10/26/2005

i This is the article text typed in step 6.

Content Toolkit
Hewsletter This is the hyperlink to the article typed in step 14

Image Rotator
Event Calendar

Article Tool

Text Toal

Image Library
Document Library

NOTE: The most recent changes made using the Article tab will display.
A changed can be made but not saved, and it will still display on
the Article Preview tab.

Only changes that have been SAVED on the Article tab will
display on the agency website.

ALWAYS check changes on the agency website to ensure
accuracy.
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Send an article to a newsletter group

Step | Action

1 Select Article Creator from the Content Toolkit. Select the Article tab. The
following screen will display.

unty - Content Management Portal ‘ You are logged in as: jsmith
Website Demo

Administration Article Tool
Manage My Password Article " Article Preview Headline " "E:S:LT || Nseizfetﬂtser |
IManage Users
Manage Securit Select Article Type
Mews Articles A
Content Toolkit Current Featured Article: [ —
e Clear Featured
MNewsletter
Select Article
Image Rotator - Miake Featured |
|We|cume to the Demo YWebsite V| Make Featured
Event Calendar
Article Tool
Text Tool Article Tile
St |We|come to the Deman Website | [lvizwable to Public  Created on 3/13/2005

Document Library

(o O ove S oo

i slfs ]z ujls]~]~]
= =)o)

Welcome to the Demo Website, Be sure to check out the following.

Rotating Images

Mews Articles

Scheduled Events

Sign up for the newsletter,

O

2 Follow the procedures explained in the sections Create and Publish a News
Article, Insert and Publish a File from the Document Library, or Insert and
Publish Any Text File or Image to create an article to be sent to a newsletter

group.

NOTE: To create an article to be sent as an email but not published on
the agency website, unselect the Viewable to Public checkbox.
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Select the Send as Newsletter tab. The following screen will display with the
most recently created article displayed.

ounty - Content Management Portal | You are logged in as: jsmith
e, Website Demo

Administration Article Tool
Manage My Password Atticle ” Article Praview Headlinz “ '_I'Ber:Si“enwe || NS:;?ES;
Manage Users
Manage Security New Article
Select Newsletter Group(s)
Content Toolkit ClPublic
Mewsletter internal
Image Rotator
w Send Article
Article Tool
Text Tool
Image Library
Docurment Librar

Select a Newsletter Group or Groups to which the article should be sent.

Click W The following message will display.

Microsoft Internet Exh'l.nrer

L] "-n., Article successfully sent to group members,
[

Click Lo ]
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Text Tool
Select the Text Tool link from the Content Toolkit to access the following tabs:

o Text —  Select this tab to perform the following procedures:
= Add, edit or delete text on a web page
= Place a hyperlink on a web page
= Place an image on a web page from the Image Library
= Place an image on a web page by browsing to afile

e Preview —  Select this tab to perform the following procedure:
e Preview edited text

Add, edit or delete text and /or images on a web page

Step | Action
1 Select the Text Tool from the Content Toolkit. The following screen will
display.

ty - Content Management Portal ‘ You are logged in as: TrainingAdmin
MPTraining

Administration Text Tool
Manage My Password Text " Preview |
Manage Users
Manage Securit Select Text Tool m
Content Toolkit % This textis not checked out. %
Mewsletter hec u
Image Rotator
Event Calendar
rticle Tool (o )2 ) o J[= (=] ~)
Text Tool ~
= ||
image Lirary B =) )
Docurnent Library The CMP is a great tool that allows county agencies to update their own
Publish websites.
The CMP saves agencies time and money by making the process of
updating web content quick and easy.
Every agency should use the CMP.

2 Use the Select Text Tool drop-down menu to select the text location to be
updated. The text for that location will display in the text box under the
format toolbar.

NOTE: The Text Tool is the location or page where the text displays.
The Text Tools, or text locations, on an agency’s website that
are updatable through the CMP are defined by ITC when the
agency’s website is initially published. A page within an
agency’s website may have none, one or many text tools.
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Click l. The following screen will display.

nty - Content Management Portal ‘ ¥ou are logged in as: TrainingAdmin
CMPTraining
Administration Text Tool
Manage My Password Text " Preview |
Manage Users
Manage Securit Select Text Tool
Manage Security
=
Content Toolkit J Checked out by Training Admin

tewsletter FereE ey

Image Rotator
Event Calendar

e Tos [» < 2] (5]~ 7]
ext Too
Image Library @ E

Documeni bovar: The CMP is a great tool that allows county agencies to update their own
Publish websites.

The CMP saves agencies time and money by making the process of
updating web content quick and easy.

Every agency should use the CMP.

[ G1E|:: In |

NOTE: Once the Text Tool is checked out, the ,

L
BRI . B . ons display.

Add, edit or delete text in the text box provided. Any images that display in the
text box can also be deleted by selecting the image and pressing delete or a
new image can be placed. See the additional instructions on pages 93 and 98
for placing images on a web page.

Click W periodically to save the changes within the CMP tool.

NOTE: Clicking save does not save changes to the agency’s website.
See the next step to save the changes to the agency’s website.

The Text Tool does not recognize formatting from other
programs. Therefore, text saved in a Word document cannot be
copied into the Text Tool.

To copy and paste into the Text Tool, save a Word document as a
text file or use Notepad to create plain text files.

Text will then have to be reformatted using the Format Toolbar
within the Text Tool.
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To save changes to an agency’s website, click .
The following message will display.

Microsoft Internet Explorer [z|

\:.l.:'/ Checking in will save and publish ko the web - Wwould vou like to check in now?

(04 ] [ Cancel

Click o]

NOTE: Once the button is clicked, the text that is added or

updated will be immediately displayed on the agency website.

ALWAYS access the agency website to ensure accuracy of
changes.
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Place a hyperlink on a web page

Step | Action
1 Select the Text Tool from the Content Toolkit. The following screen will
display.
nty - Content Management Portal ‘ You are logged in as: TrainingAdmin
CMPTraining
Administration Text Tool
Manage My Password Text " Preview |
IManage Users
Manage Seeuty ||ho b ]
Content Toolkit % This textis not checked out. %
Newsletter
Image Rotator
Event Calendar
rticls Too! [» )2 (o[ )= -]
Text Tool
DUCL_“’”E—MUWE The CMP is a great tool that allows county agencies to update their own
Publish websites.
The CMP saves agencies time and money by making the process of
updating web content quick and easy.
Every agency should use the CMP.
2 Use the Select Text Tool drop-down menu to select the text location you

wish to update. The text for that location will display in the text box under
the format toolbar.

NOTE: The Text Tool is the location of the text. The Text Tools, or
text locations, on an agency’s website that are updatable
through the CMP were defined by ITC when the agency’s
website was initially published. A page within an agency’s
website may have none, one or many text tools.
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E
Click . The following screen will display.

punty - Content Management Portal ‘ ¥ou are logged in as: TrainingAdmin
2, CMPTraining

Administration Text Tool
Manage My Password Text " Preview |
Manage lUsers
. Select Text Tool
Manage Securit
Content Toolkit q’ Checked out by Training Admin

MNewsletter Check In Undo Check Out

Image Rotator
Event Calendar

i s oanoan
ext Too
Image Library @ E

Documeni bovar: The CMP is a great tool that allows county agencies to update their own
Publish websites.

The CMP saves agencies time and money by making the process of
updating web content quick and easy.

Every agency should use the CMP.

—
NOTE: Once the Text Tool is checked out, the
s
, and W buttons display.

Place the cursor in the position within the text box where the hyperlink is to be
inserted.

==

Click the insert hyperlink icon, , on the Format Toolbar. The following
screen will display.

2 Hyperlink

Hyperink [nformation

Type:
URL: |ORE |
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Select the type of source data being linked to from the Type drop-down menu.

NOTE: The Type field defaults to http: for a website URL, but the type
can be changed for other types of data sources such as emalil
addresses, telnet ports, ftp sites, etc.

Type a web address or path to the source data in the URL field.

Click . The hyperlink will display in the text box.

To save the changes to an agency’s website, click M
The following message will display.

Microsoft Internet Explorer E|

\_:.P Checking in will save and publish ko the web - Wwould vou like to check in now?

(04 ] [ Cancel

Click o]

NOTE: Once the button is clicked, the hyperlink will be
immediately displayed on the agency website.

ALWAYS access the agency website to ensure accuracy of
changes.
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Place an image on a web page from the Image Library

Step | Action
1 Select the Text Tool from the Content Toolkit. The following screen will
display.
nty - Content Management Portal | ¥ou are logged in as: TrainingAdmin
CMPTraining
Administration Text Tool
Manage My Password Text " Preview |
Manage Users
Manage Security _S_;E:;;T;’;;;"‘:: Save DISElE II
Content Toolkit % This textis not checked out. %
Mewsletter ch
Image Rotator
Event Calendar
article Tool HEEaan
Text Tool
Image Library @ E]
DUCL_“’”B—”“—”WE The CMP is a great tool that allows county agencies to update their own
Publish websites.
The CMP saves agencies time and money by making the process of
updating web content quick and easy.
Every agency should use the CMP.
2 Use the Select Text Tool drop-down menu to select the text location to be

updated. The text for that location will display in the text box under the

format toolbar.

NOTE: The Text Tool is the location of the text. The Text Tools, or
text locations, on an agency’s website that are updatable
through the CMP are defined by ITC when an agency’s website
is initially published. A page within an agency’s website may
have none, one or many text tools.
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ﬁ
Click . The following screen will display.

e, CMPTraining

Administration Text Tool

Manage My Password Text " Preview |

ounty - Content Management Portal ‘ ¥You are logged in as: TrainingAdmin

Manage Lsers

Manage Securit Select Text Tool

Content Toolkit q’ Checked out by Training Admin

MNewsletter Check In Undo Check Out

Image Rotator
Event Calendar

bricl Taol b ~[s e Ju[s ] )= ][=]=]=][=]E]

e Ltrary (== B=E 8 (= = @] 7]

Documeni bovar: The CMP is a great tool that allows county agencies to update their own
Publish websites.

updating web content quick and easy.

Every agency should use the CMP.

The CMP saves agencies time and money by making the process of

*
NOTE: Once the Text Tool is checked out, the
s
, and W buttons display.

Place the cursor in the text box where the image is to be inserted.
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Click the insert image icon, , on the Format Toolbar. The following screen
will display.

Select Category: [ Home Page
H Browse... ] [ save | [ Delete |
. ~
Newsletter Sign-Up —_
Ploaze zefect the newsletter group you wish to son up for.
Sefect Newsietter Croup
CIeubke
Emal Address *
f!([ !lanlh
Laszt Name
-
"incicates a requared field
| © NewsletterSignup.jpg
A
S Laaid
- 5550297
Fompam ¥
464.9937 !
"- Pamanet 3
! 4320907 v
I@j Done # Internet

Select an image category from the Select Category drop-down menu.

NOTE: Image categories are added using the Image Library. If thereis
no category listed in the Select Category Drop down menu,
access the Image Library from the Content Toolkit to create an
image category and add files. All image files added to an
agency website must be saved to the Image Library which is
stored on the ITC server.

See the section titled Image Library for more information.

Select an image by clicking the button next to the image name

NOTE: Use the scroll bar on the right to scroll down and see all the
images in a category.
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7 . I . ——
Click | BN The following screen will display.
€] =3
Main ll% Irmage
Image URL: hittp: Ay bicks. et cmpdlmageviewer. azpr Flimagel D
Alternate Teaxt:
Layout Spacing
Alignment: B azeline - Horizantal:
Border Thicknaess: ertical:
8 Type the alternate text for the image in the Alternate Text field. See the
Glossary section of this handout for a detailed explanation of alternate text.
9 Select the page alignment for the image from the Alignment drop-down menu.
NOTE : The page alighment defaults to baseline which places the image
at the cursor insertion point. Left alignment places the image at
the left margin of the text and right alignment places the image
at the right margin of the text.
10 Select a border size for the image by typing a number in the Border Thickness
field.
NOTE: Border thickness can vary greatly from .25 to 5 or more.
Border thickness is a design issue that should be determined
on a case- by-case basis.
11 In the section titled Spacing, in both the Horizontal and Vertical fields, set the
space between the image and the text.
NOTE: A typical horizontal and vertical space setting is 4.
12 gk o]
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13 The image will display in the text box according to the specifications entered.

NOTE: If the image does not display correctly, click the image, press

delete and start over with step 3.

14 . \Check I

To save the changes to an agency’s website, click .

The following message will display.

Microsoft Internet Explorer [g|

? - Checking in will save and publish ko the web - Wwould vou like to check in now?
N
(04 ] [ Cancel

15 | gligk =]

NOTE: Once the button is clicked, the image will be

immediately displayed on the agency website.

ALWAYS access the agency website to ensure accuracy of
changes.
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Place an image on a web page by browsing to afile

Step | Action
1 Select the Text Tool from the Content Toolkit. The following screen will
display.
nty - Content Management Portal ‘ You are logged in as: TrainingAdmin
CMPTraining
Administration Text Tool
Manage My Passwiord Text “ Preview |
Manage Users
Manage Security _S_;'::nt;;’;;:"::
Content Toolkit % This textis not checked out. %
MNewsletter m
Image Rotator _
Ewvent Calendar
artick Toa Banaan
Text Tool
Image Library @ E]
Docurment Library The CMP is a great tool that allows county agencies to update their own
Bublish websites.
The CMP saves agencies time and money by making the process of
updating web content quick and easy.
Every agency should use the CMP.
2 Use the Select Text Tool drop-down menu to select the text location to be

updated. The text for that location will display in the text box under the

format toolbar.

NOTE: The Text Tool is the location of the text.

The Text Tools, or

text locations, on an agency’s website that are updatable
through the CMP are defined by ITC when an agency’s website
is initially published. A page within an agency’s website may
have none, one or many text tools.
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ﬁ
Click . The following screen will display.

e, CMPTraining

Administration Text Tool

Manage My Password Text " Preview |

ounty - Content Management Portal ‘ ¥You are logged in as: TrainingAdmin

Manage Lsers

Manage Securit Select Text Tool

Content Toolkit q’ Checked out by Training Admin

MNewsletter Check In Undo Check Out

Image Rotator
Event Calendar

bricl Taol b ~[s e Ju[s ] )= ][=]=]=][=]E]

e Ltrary (== B=E 8 (= = @] 7]

Documeni bovar: The CMP is a great tool that allows county agencies to update their own
Publish websites.

updating web content quick and easy.

Every agency should use the CMP.

The CMP saves agencies time and money by making the process of

*
NOTE: Once the Text Tool is checked out, the
s
, and W buttons display.

Place the cursor in the text box where the image is to be inserted.
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Click the insert image icon, ‘_/ on the Format Toolbar. The following screen

will display.

< ‘k;tp;lm._hc-,tx;. net - Image Dialog - Microsoft Internet Explorer [31; X

———

Select 'I'mage

Select Category: | Home Page

v

l [ Browse... ] [ Save

] [ Delete |

Newsletter Sign-Up

Sefect Newsetter Group
Oeubic

Emal Address *

Frst Hama

Last Name

“incicates 3 requred fisld

O NewsletterSignup.jpg

Ploaze safect the newsletter group you wish to son up for.

|2

£

I@ Done

# Internet

Click . The following screen will display.

Choose file

Look in: I [E} Deskiop

[~

cF EF-

[BM\; Drc@_lments

Ei My Computer

My Fecent ﬂMy Metwork Places
Documents B8l s 32 70PIus
[: EJ RoboHelp
- Ol scrvicecenter
Desktop 2 snaglt 7

E: Try FoboDemo

@CDntent Manager Porktal
Catimeshests

¥ aution Text Indicator Codes
E doclibbrowse todoc

E eanil

E_QlE-mail

E imrmed
Interview Topics Questions
Julianne Horst - inkro bo RL
E logo
@ logo
meetings journal
Newspaper writing 101
ratic\nal county clerk letker
rational counky clerk letker:
grnbnheleS—en
@ sigriup

=0
Ej kesk

¥ Tr sining Certificates

W Fax cover E} Windows Media Player
@ :
b Metwork. File name: || LI Iil
Places
Files of tupe: |l Filess %] =

Cancel |
=l
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Browse to the image file to be inserted. Double-click on the file name or left

click on the file name and click ﬂ to select the image to be inserted.
The following screen will display.

2 http:/Awww. hctx.net - Image Dialog - Microsoft Internet Explorer

Select Category: { Home Page v]

iiC:'\Documents and Settings'\ihorsl'\Desktop\loq'[ Browse...] [ Save ] [ Delete ]

avigation . ~
o Newsletter Sign-Up =
Ploase safect the newsletter group you wesh to sgn up for
» Scheduked Eventy

» hews Articles Setact Newsiotter Group

w Newsetter Signup Dloubic

Infoematicon Technology

Cantar

Emal Address *

* Techoclogy Sclutias
» Softwars Support
- G S

Frst Nama

Lazt Name

*incicates a requred field

O NewsletterSignup.jpg

Powmnas 4
-, 555.0297

Prwaan )

4649937 \ 2 }

Prasast 1
4340907

&) Done ® Internet I

(£

Select an image category from the Select Category drop-down menu.

NOTE: Image categories are added using the Image Library. If there is
no category listed in the Select Category Drop down menu,
access the Image Library from the Content Toolkit to create a
document category and add files. All image files added to an
agency website must be saved to the Image Library which is
stored on the ITC server.

See the section titled Image Library for more information.
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Click |mﬁ| The image will now display as one of the choices on the screen.

NOTE: The image will also be saved to the ITC server in the Image
Library category designated in step 8.

Select the image by clicking the selection button next to the image file name.

Click | The following screen will display.

3 M=)
Main IL\}., Irmage

Image URL: hittp: Ay bicks. et cmpdlmageviewer. azpr Flimagel D

Layout Spacing

Alignment: B azeline - Horizantal:

Border Thickness: wartical:

Type the alternate text for the image in the Alternate Text field. See the
Glossary section of this handout for a detailed explanation of alternate text.

Select the page alignment for the image from the Alignment drop-down menu.

NOTE : The page alignhment defaults to baseline which places the image
at the cursor insertion point. Left alignment places the image at
the left margin of the text and right alignment places the image
at the right margin of the text.

10

Select a border size for the image by typing a number in the Border Thickness
field.

NOTE: Border thickness can vary greatly from .25 to 5 or more.
Border thickness is a design issue that should be determined
on a case- by-case basis.
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11 Select a border size for the image by typing a number in the Border Thickness
field.
NOTE: Border thickness can vary greatly from .25 to 5 or more.
Border thickness is a design issue that should be determined
on a case- by-case basis.
12| gligk =],
13 The image will display in the text box according to the specifications entered.
NOTE: If the image does not display correctly, click the image, press
delete and start over with step 3.
14
To save the changes to an agency’s website, click sl
The following message will display.
Microsoft Internet Explorer PX|
:{/ Checking in will save and publish to the web - Would yvou like ko check in now?
(4 l [ Cancel
15 gkl ]

NOTE: Once the button is clicked, the image will be

immediately displayed on the agency website.

ALWAYS access the agency website to ensure accuracy of
changes.
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Preview edited text

Step

Action

1

Select the Text Tool from the Content Toolkit. Select the Preview tab.

following screen will display.

nty - Content Management Portal ‘ You are logged in as: jsmith

Website Demo

Administration

Manage My Password
Manage Users
Manage Security

Content Toolkit

Newsletter
Image Rotator
Event Calendar
Article Tool

Text Tool

Image Library
Document Library

Text Tool

Text Preview ‘

The

Harris County Demo Website
This is the page for the website demo,

Be sure to check out all of the features such as event scheduling, newsletter service,
and news articles,

Contact your ITC Business Process Analyst today to have your website right away!

NOTE: The most recent changes made using the Text tab will display.
A change can be made, but not saved, and it will still display
on the Preview tab.

Only changes that have been SAVED on the Text tab will
display on the agency website.

ALWAYS check changes on the agency website to ensure
accuracy.
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Page Tool
Select the Page Tool link from the Content Toolkit to access the following tabs:

e Page —  Select this tab to:
e Add anew page to awebsite. This will also add a link to the
new page in the left navigation tree.

e Preview —  Select this tab to:
e Preview a new page added to a website.

e Page Order —Select this tab to:
e Reorder new pages added to a website.

e Visibility —  Select this tab to:
e Mark the newly created page “Is Viewable” so it will display
on the agency website.
e Mark the new page “Is Indented” to make it indented in the
list of links on the left navigation tree.

NOTE: See steps 6 and 7 on the procedures below titled Add a
new page to your agency’s website for more information on the
Visibility tab.

Add a new page to a website

Step | Action
1 Select the Page Tool from the Content Toolkit. The following screen will
display.

nty - Content Management Portal | You are logged in as: TrainingAdmin

CMPTraining

Administration Page Tool

Manage My Password Fage “ Preview || Page Crder |
Manage Users

Visibility |

; Select Page
Manage Security CMP Page (¥ EE—
Content Toolkit
MNewsletter % This textis not checked out. M Check out |
Image Rotator
Event Calendar Bageinite Navigation Link
Article Tool |EriﬂlS page | |CN’1F' Page
Text Tool Page Text
. e A
Section Tool E EE

Image Library
Cocument Library

= =1EIES BN K 1) G ==Y

This is an example of a new page
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Click

NOTE: Once the Text Tool is checked out, the @

W, and E buttons display.

Type in a Page Title and a name for the Navigation Link to the new page
(The Navigation Link is the name that will display in the navigation menu on
the website.).

Add content to your new page by typing and formatting text for the page in

the text box provided. See the section titled Using the Format Toolbar for
more information on formatting text.

Click E periodically to save the changes within the CMP tool.

NOTE: Clicking save does not save changes to the agency’s website.
See the next step to save the changes to the agency’s website.

, . . neck In
To save changes to an agency’s website, click

The following message will display.
mMicrosoft Internet Explorer, E'

\:{/ Checking in will save and publish to the web - Would yvou like ko check in now?

[ Ok, l [ Cancel

Click o]

NOTE: Once the button is clicked, you must proceed to step 6
and mark the page “Is Viewable” to make it display on the
agency website.
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Click the Visibility tab within the Page Tool. The following screen will display:

nty - Content Management Portal | ¥ou are logged in as: TrainingAdmin

CMPTraining

Administration Page Tool

Manage My Password Page || Preview || FPage Order F Wisibility ’

Manage Users
Manage Security

selected Page: Julianne's page Is Viewable

[J1s tndented

Gontent Toolkit Save
MNewsletter

L T

Check the “Is Viewable” option and click w (and then ) to

make the new page visible on the agency’s website.

NOTE: The “Is Indented” option can be selected if the link to the new
page should be indented on the website’s left navigation menu. In the
example below the last three pages on the navigation menu have been
indented.

Training

Harme

Scheduled Events

Mews Articles

Mewsletter Signup
Frequently asked Questions
#w CMP Page

» Test Page

¥ Page Link

NOTE: ALWAYS access the agency website to ensure accuracy of
changes. It may be necessary to close and reopen your current browser
to see the most recent changes.
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Preview a new page added to a website

Step

Action

1

Select the Page Tool from the Content Toolkit. Click the Preview tab, the
following screen will display.

e, CMPTraining

ounty - Content Management Portal ‘ You are logged in as: TrainingAdmin

Administration Page Tool
Manage My Password Page Praview “ Page Order Vigibility ‘
Manage Users This is an example of a new page

Manage Security

Content Toolkit

Newsletter
Image Ratatar
Event Calendar
Article Tool

Text Tool

Page Taal
Section Tool
Image Library
Docurment Library
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Reorder new pages added to a website

Step | Action
1 Select the Page Tool from the Content Toolkit. Click the Page Order tab
and the following screen will display.
wunty - Content Management Portal ‘ ¥ou are logged in as: TrainingAdmin
, CMPTraining
Administration Page Tool
Manage My Password Page || Preview " Page Crder " Visibility
Manage Users Select a page and mowve it up or down by clicking the arrows.
Manage SECUI’it][ If you leave this Tab, your changes will be lost unless you click Save.
CMP Page
Content Toolkit Test Page
MNewsletter F'age Lir]k
Julianne's page
Image Rotator
Event Calendar
Article Toal
Text Tool
Page Tool
Section Tool
Image Library
Document Library
Save Order
2 Highlight a page on the list and click the up and down arrows to move that
page up and/or down in page order. Continue this for every page until
desired page order is achieved.
3

Click . The following pop-up will display:

Microsoft Internet Explorer E|

L E Page order Saved
L

I
Click o]
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Section Tool
Select the Section Tooal link from the Content Toolkit to access the following tabs:

Select this tab to:

e Add a section to Section Tool page.

e Delete a section from a Section Tool page.

e Reorder the sections that display on a Section Tool page.

Section

Edit —  Select this tab to:
e Edit a section on a Section Tool page.

Select this tab to:
e Preview the changes to a section on a Section Tool page.

Preview

NOTE: Selected the Preview tab after adding or editing a
section to view a preview of section additions or changes.

Select this tab to:
e Mark a particular section as viewable or not viewable on the
website.

Visibility

NOTE: See steps 7 and 8 on the procedures below titled Add a
section to a Section Tool page for more information on the
Visibility tab.

Add a section to a Section Tool page

Step | Action
1 Select the Section Tool from the Content Toolkit. The following screen will
display:
'xp?r Content Management Portal You are logged in as: T ini
Administration Section Tool
mj:juz t}ﬂse:?s aaaaaa o [ ssssss ] ede | Praview visibiliey
Manage Security Select Section Tool | FAGQ [~
R T
Mewsletter wwhat is this all about?
% Do all section tools have to be frequently asked guestions? A
Page Tool Edit
m will the links to the sections always be there.
Document Library Edit
Arnother Question? ﬂ
Mew Section Text
Edit Delete
NOTE: On the sample screen above many sections have already been
created and are displayed for editing.
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Select the section page you are going to add a section to from the Select
Section Tool drop-down menu.

NOTE: A Section Tool is a specific page set up to allow you to add and
delete sections on a page. When sections are added or deleted,
links are automatically added to or deleted from the top of the
page for quick navigation.

The number of pages set up as Section Tool pages is determined
when an agency’s website is initially published by ITC.

Click . The following screen will display:

‘ ¥You are logged in as: TrainingAdmin

nty - Content Management Portal
CMPTraining

Administration

Manage My Password

Manage Users
IManage Security

Content Toolkit

Newsletter
Image Botator
Event Calendar
Article Tool

Text Tool

Page Tool
Section Tool
Image Library
Cocument Library

Section Tool

Section Edit "

Current Section:
FAQ | Mew Section Text 2

C]ec Out

Preview || Wisibility |

Select Section Text

% This text is not checked out.

Titde |New Section Text |
(=)= ]~J
AE EEEREEREEEY

Flace Text Here

NOTE: Once the Text Tool is checked out, the Kin
w, and ﬁ buttons display.

Type in a Title for the new section and add content to your new section by
typing and formatting text for the page in the text box provided. See the
section titled Using the Format Toolbar for more information on formatting
text.

Click ﬁ periodically to save the changes within the CMP tool.

NOTE: Clicking save does not save changes to the agency’s website.
See the next step to save the changes to the agency’s website.
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To save changes to an agency’s website, click W
The following message will display.

Microsoft Internet Explorer [z|

\‘i\’f) Checking in will save and publish ko the web - Wwould vou like to check in now?

[ Ok ] [ Cancel

Click o]

NOTE: Once the button is clicked, you must proceed to step 7
and mark the page “Is Viewable” to make it display on the
agency website.

Click the Visibility tab within the Section Tool. The following screen will
display:

nty - Content Management Portal

‘ You are logged in as: TrainingAdmin
CMPTraining

Administration

Manage My Password

Manage Users
Manage Security

Content Toolkit

Section Tool

Sectian || Edit

|| Preview ” Visibility

Current Secton:
FAQ

[D1s viewable

Select Section Text

| Mew Section Text

"]

=

MNewsletter
Irnage Rotator
Ewent Calendar
Article Tool

Text Tool

Page Tool
Section Tool
Image Library
Document Library

Check the “Is Viewable” option and click w (and then ) to

make the new page visible on the agency’s website.

NOTE: ALWAYS access the agency website to ensure accuracy of
changes. It may be necessary to close and reopen your current browser
to see the most recent changes.
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Delete a section from a Section Tool page

Step | Action
1 Select the Section Tool from the Content Toolkit. The following screen will
display:
ty — Cl_:ln_tent Management Portal | ¥ou are logged in as: TrainingAdmin
MPTraining

Administration Section Tool

mz:zqz Dﬂgelasswnrd Section “ Edit || Broview " wisibility

Content Toolkit _ @

MNewsletter wwhat is this all about?

ﬁ Do all section tools have to be frequently asked questions? ﬂ

Page Tool Edit

m will the links to the sections always be there.

Document Library Edit

Another Question? u
Edit
Mew Section Text

NOTE: One the sample screen above many sections have already been

created and are displayed for editing.

2 Select the Section Tool from which you are going to delete a section from the

Select Section Tool drop-down menu.

NOTE: A Section Tool is a specific page set up to allow you to add and
delete sections on a page. When sections are added or deleted,
links are automatically added to or deleted from the top of the
page for quick navigation.

The number of pages set up as Section Tool pages is determined
when an agency’s website is initially published by ITC.
3

Click the button directly under and to the right of the section you are
going to delete. The following message will display:

\:{_j Are wou sure you wank ko deleke this section?

[ Ok ] [ Cancel ]

Click . The section will be deleted from the Section Tool page
selected in step 2.
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Reorder sections on a Section Tool page

Step

Action

1

Select the Section Tool from the Content Toolkit. The following screen will
display:

ty — Content Management Portal | wou are logged in as: Trainingadmin
CMP Training

Administration Section Tool
Mansge MMy Password Section “ Edit " Preview " wisibility
Manage cocor
. ~
Marnage Securt select Secton Tool
. Frev seotion ] ===
Content Toolkit
Mewsletter what is this all about?
Image Rotator
Event Calendar Edit Delete
aiuslis. ool Do all section tools have to be frequently asked questions? A
Text Tool
Page Tool Edit
Section Tool
Po——a— will the links to the sections always be there.
Document Library: Euit
Another Question?
edic
Mew Section Text
Edit Delete

NOTE: One the sample screen above many sections have already been
created and are displayed for editing.

Click the up and/or down arrow to the right of the section you want to
reorder. Continue this until the sections display in the desired order.

Click hﬁ The sections will now display on the selected Section Tool page
in the new order.
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Edit a section on a Section Tool page

Step

Action

1

Select the Section Tool from the Content Toolkit. The following screen will
display:

nty — Content Management Portal
CMPTraining

You are logged in as: Trainingadmin

Administration Section Tool

Manage MMy Password | Section “ Edit || eeeeeee " wrisibility

Manage oo

. ~

Marnage Securit Select Secton Tool

GErTErE TeElE ==

Mewsletter wihat is this all about?

Image Rotator

Ewent Calencdar EE=iE

ez e Do =l section tools have to be frequently asked questions?

Text Toaol

Page Tool Edit

St e will the links to th ti | be th

aooo Libror i e links to the sections always be there.

e  imEms —
Another Question?
ot
MNew Section Text
Edit Delete

Select the Section Tool page which you are going to edit from the Select
Section Tool drop-down menu.

Click the Edit tab. The following screen will display:

nty — Content Managemen i rainin
CMPTraining

Administration Section Tool

Manage My Password Saction Edit " s " wisibility |
Manage Lisers sel oo o I o
Current Secton: elec ecton Tex
Mansge Security
Manage Securit FAD [Mew Section Text ~
Content Toolkit o M Chock ot |
This textis not checked out. Chec Out

Mewsletter

Lmags Batator

Event Calendar
Article Tool e |Mew Section Text ]
Text Tool

Baas oo =) =)
e ) B e =)

Document |ibrar Place Text Here

Select the section you want to edit from the Select Section Text drop-down
menu. Type any desired changes to the Title and any changes to the
section text in the text box.

NOTE: Click the Preview tab to preview changes.

ciick Ml cici I i o

The changes will be immediately published to the website.
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Image Library
Select the Image Library link from the Content Toolkit to access the following tabs:

e Category - Select this tab to perform the following procedure:
e Add anew image category
e Update the name of an image category
e Delete an image category

e Image - Select this tab to perform the following procedure:

e Add an image to a category
e Delete an image from an image category
e Edit an image in the image library

Add a new image category
Step | Action
1 Select Image Library from the Content Toolkit. The following screen will
display.
urity - Content Management Portal ‘ ¥You are logged in as: jsmith
Website Demo
Administration Image Library
Manage My Passwoaord Categary ” Irmage |
MEIHEIQE Users
Manage Security Add Image Category
| Add Category
Content Toolkit
I Select Image Category
Image Rotator Horme Page
Event Calendar tests | | W
Article Toaol
Text Tool
Image Library
Document Library
=
2 Type in the category to be added in the Add Image Category field.
SPeTY A Categary i
Click MabBENLNES  The new category will be added.
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Update the name of an image category

Step | Action
1 Select Image Library from the Content Toolkit. The following screen will
display.

urity - Content Management Portal ‘ ¥You are logged in as: jsmith
, Website Demo

Administration Image Library

Manage My Password Category ” Image |

Manage Users
Manage Security

Add Image Category

Content Toolkit

| Add Category
Mewsletter

Image Rotator Home Page | | W

Event Calendar tests

Select Image Category

Article Tool

Text Tool

Image Library
Document Library

Delete

2 Select the image category to be updated from the Select Image Category list.
The name selected will display in the update field, which is located to the left of
the Update button.

3 Make changes to the selected Image Category name in the update field.

4 [T
ciox I
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Delete an image category

Step | Action
1 Select the Image Library from the Content Toolkit. The following screen will
display.
ourity - Content Management Portal ‘ ¥You are logged in as: jsmith
e, Website Demo

administration Image Library

Manage My Password Categaory ” Image |

Manage Users

Manage Security Add Image Category

| Add Category

Content Toolkit

Newslattor Select Image Category

Image Rotator Home Page |

Event Calendar tests W

Article Toaol

Text Tool

Image Library

Document Library

Delete

2 Select the Image Category to be deleted from the displayed list.
3

Click Delete
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Add an image to an image category

Step

Action

1

Select the Image Library from the Content Toolkit. Select the Image tab.

The following screen will display.

junty - Content Management Portal
come, Website Demo

‘ You are logged in as: jsmith

Administration Image Library
Manage My Password Category Image ‘

Manage Users
Manage Security

Select Category: ‘ Home Page V‘

| ][ Browse... ] [ Save J [DeleteJ

Content Toolkit

[E5

Newsletter Sign-Up
Pleate sefect the newsletter group you wsh to sgn up for,

Newsletter
Image Rotator
Event Calendar
Article Tool
irndye KuLdLur
Event Calendar
Article Tool Last hame
irmndye KuLdLur
Event Calendar

Article Tool “incicates a requred fisld
irndye KuLdLur
Event Calendar O NewsletterSignup.jpg
Article Tool
Lndye Kutdiur | i
Event Calendar | == ‘\ 0
Article Tool \ = 5550297
ndye KuLdLur / i \
Event Calendar — % -
Article Tool " 1AR
Lndye KuLdgLur - 3
Event Calendar 1230181

Article Tool Harris County
Lndye KuLdLur Total Square Miles = 1777.1322

Event Calendar
Article Tool

Text Tool

Image Library
Document Library

Selact Newsietter Group
Cleubie

i Emal sddress *

Frst Nams

O HarrisCounty. jpg

O courthouse. jpg

O browse.png
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Select a category from the Select Category drop-down menu.

click [(Brawee.. ]

Navigate to an image file to be added to the selected category.

Highlight the file to be added and click open, or double-click on the selected
file. The entire file path will display next to the button.

Click . The selected image will be added to the displayed category
and will display with the other images.
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Delete an image from an image category

Step | Action

1 Select the Image Library from the Content Toolkit. Select the Image tab.

The following screen will display.

unty - Content Management Portal

‘ You are logged in as: jsmith
Website Demo

Administration

Image Library

Manage My Password
Manage Users
Manage Security

Content Toolkit

Newsletter
Image Rotator
Event Calendar
Article Tool
irndye KuLdLur
Event Calendar
Article Tool
irmndye KuLdLur
Event Calendar
Article Tool
irndye KuLdLur
Event Calendar
Article Tool
irmndye KuLdLur
Event Calendar

Article Tool
rndye KuLdLur
Event Calendar
Article Tool
irmndye KuLdLur
Event Calendar
Article Tool
irndye KuLdLur
Event Calendar
Article Tool
Text Tool
Image Library
Document Library

Category Image ‘

Select Category: ‘ Home Page V‘

| ][ Browse... ] [ Save J [Delete ]

[E5

Newsletter Sign-Up
Pleate sefect the newsletter group you wsh to sgn up for,

Selact Newsietter Group
Opubic

i Emal sddress *

Frst Naeny
Last Name

*incicates a requred fisld

O NewsletterSignup. jpg

2230181
Harris County
Total Square Miles = 1777.1322

O HarrisCounty. jpg

O courthouse. jpg

O browse.png

Select a category from the Select Category drop-down menu.
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Select the image to be deleted by clicking the button next to the image file
name.

NOTE: Use the scroll bar on the right to move up and down through the
entire display of images and the list of image file names.

Click . The following message will display.

Microsoft Internet Explorer @

\?') Are you sure you want o delete this image

l oK ] [ Cancel

Click Lo ]

Edit an image in the image library

Step | Action
1 Select the Image Library from the Content Toolkit. Select the Image tab.
The following screen will display.
.......
ma:aae My fa.sswc-rd smeee [mes L — — -
e e |[ Browse ] [ Save | [ Delete |
MNewsletter -
e
Documen t Library
< Sunset.jpg —
2 Select an image category from the Select Category drop down menu or

browse to a file and save that file to an existing category.

NOTE: To browse to and save an image to an existing category, see the
procedures titled Add an image to an image category
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Click the edit button under the image to be edited. The following dialog box will
pop-up with the image editor options.

NOTE: You must allow pop-ups for this site to work. To enable pop-ups,
select "Tools" on the main browser tool bar, select "Internet Options"
and then select the "Advanced" tab (usually the last tab). Scroll down to
the Security section and make sure the box next to "Allow active content
to run in files on My Computer" is checked. Select OK and OK again to
return to you current browser window.

tor -- Web Page Dialog, - —

[ ommre | oo |

Rotate Left

'Htl:b:ﬁv)vww.H&x.néi:‘;‘cmp,}ln;rageEdit!linageéciitor.aspx O Internet

Select the image edit option to be used by clicking the desired tab. Complete
any combination of steps 4 -7 , then complete step 8 to save.

NOTE: Once you perform a change to the image, such as a crop, you are
allowed 1 undo.

You can only move back 1 step if you perform multiple image
changes, such as crop and resize and then optimize.

The undo button, < , will display in the top right corner if the
undo action is available.
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Select the Rotate tab to crop the image. The following buttons will display.

Iw

Click the appropriate button to rotate the image left or right.

Select the Crop tab to crop the image. The following button will display.

To make a crop selection, click and hold in the irmage and then drag.

Click on the image and hold and drag to select the region of the image to be
cropped and then press the Crop button.

Select the Size tab to crop the image. The following slide bar and button will
display.

_: Max Width 270 Max Height |200

To resize, drag the zlider to a specific size, or input a max width and
height, For max width and height, the systern will pad the image with

white zpace to rmatch the deszired zspeacifications,

Slide the resize bar left to right to proportionally resize the image. When the
desired size is achieved. Click the resize button.

Select the Optimize tab to crop the image. The following slide bar and button
will display.

Low Quality/Srmall File _: High Qualitys/Large Fila
Current File Size: 7803 bytes

Adjust the slide bar by clicking and dragging with the mouse. Click the
Optimize button when you have finished the adjustment.
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Select the Finish tab to save all changes made to the image. The following
buttons and selection box will display.

ave Image [¥] Close Window after Save - Glose Window

Click the Save Image tab to save all changes made to the image.
Or

If you do not like the changes and want keep the original, click the Close
Window button.

Remove the check mark in the ‘Close window after Save’ box if you do not
want the image editor window to automatically close after saving.

NOTE: Try to minimize the amount of changes to an image because each
change degrades the image quality from the original.
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Document Library

Select the Document Library link from the Content Toolkit to access the following tabs:

Category - Select this tab to perform the following procedure:

= Add anew document category
= Update a document category name
= Delete adocument category

Document - Select this tab to perform the following procedure:

= Add adocument to adocument category
= Preview adocument in a document category
= Delete adocument from a document category

Add a new document category

Step | Action
1 Select Document Library from the Content Toolkit. The following screen will
display.
: nty - Content Management Portal ‘ You are logged in as: jsmith
Website Demo
administration Document Library
Manage My Password Categary ” Cocurnent |
Manage Users
Manage Securit Add Document Category
Fadd Catenory |
Content Toolkit | =
Newsletter Select Document Category
Image Rotator
Event Calendar ?;\-Tsea':r't?glees | | W
Article Tool Word
Text Toal
Image Library
Document Library
oo’
2 Type the name of the document category to be added in the Add Document
Category field.
3

Click . The new document category will be added to the Select
Document Category list.
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Update a document category name

Step | Action
1 Select the Document Library from the Content Toolkit. The following screen
will display.
unty - Content Management Portal ‘ You are logged in as: jsmith
, Website Demo
administration Document Library
Manage My Password Category ” Cocurnent |
Manage Users
Manage Securit Add Document Category
#
Content Toolkit | Add Category
Newsletter Select Document Category
Image Rotator
Ewent Calendar ?;,T:;?E;S | | W
Article Toal Wiord
Text Tool
Image Library
Document Library
Delete
2 Select the category to be updated from the list in the Select Document
Category box by clicking and highlighting the category name.
The highlighted Document Category will display in the update field located to
the left of the Update button.
3 Make any necessary changes to the name displayed in the update field.
4

Click . The updated name will display in the Select Document
Category list box.
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Delete a document category

Step | Action
1 Select the Document Library from the Content Toolkit. The following screen
will display.
ounty - Content Management Portal ‘ You are logged in as: jsmith
e, Website Demo

administration Document Library

Manage My Passwaord Category ” Cocurnent |

MEIHEIQB Users

Manage Securit Add Document Category

P ——

Content Toolkit | Add Category

Newsletter Select Document Category

Image Rotator

Ewent Calendar ?;,T:;?E;S | | W

Article Toal Wiord

Text Tool

Image Library

Document Library

Delete
2 Select the category to be deleted from the list in the Select Document Category
box by clicking and highlighting the category name.

3 Click MesEdell. The following message will display:

Microsoft Internet Explorer [£|

\ ? ) Are you sure vol wank ko delete this category and all of its documents?
[ (04 ] [ Zancel

4

Click . The deleted document category will be removed from the
Select Document Category list.
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Add a document to a document category

Step Action

1 Select the Document Library from the Content Toolkit. Select the

, Website Demo

Administration Document Library

Manage My Password Category Docurnent }

Document tab. The following screen will display.

I yunty - Content Management Portal ‘ ¥ou are logged in as: jsmith

Manage Users
Manage Security

Select Category:

i,

| |[ Browse... ] Save

Content Toolkit

File Name
Select ABCsdeaBAEnEspanalfin.pdf

Mewsletter
Image Rotator

Article Tool Select Content Manager Portal.doc

Text Tool
. Select fax cover.doc
Image Library
Document Librar Select meetings journal.doc

Select Training Certificates.DOC

Event Calendar Select Caution Text Indicator Codes.doc

Select a category from the Select a Category drop-down menu.
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Click . The following screen will display.

Choose file

by Recent
Documents

by Metworlk
Places

Look in: | =) Content manager tools screen shots

~| & & ck B3

LT Article Tool
|C5)buttons

|C5) Document Tool
[CT)Event Calendar Screens
|=53Image Rotator Tool
=51 Image Tool Screens
[CTimanage login
[CTIManage Security
[CTIManage Users

LTI Mew Folder

LTI Mewsletter Tool

L Texk Tool Screens

|:':| document selected

|:':| error emailing newsletter
|:':| font calor

|:':| home page

|:':| inserks

|:':|insert screen 1

|:':| jsmith intital page

|:'j logo

|:'j message login incorreck
|:‘j news

|:‘j news articles

I:'j newsarticles

|:'j browse cﬂ rnewslestker sent

|:'_j cal I:'j newsletker demo page sign up one group
|:'j calendar I:'j newsletter demo page sign up bwao groups
<4 =
File name: || j Open |
Filez of type: |.-'1‘-.II Files [*.7] ﬂ Cancel

Browse to and highlight the file to be inserted.

NOTE: Only files with the extension .doc or .pdf can be added to the
document library.

Click _2ren The following screen will display. The path for the

selected file is displayed to the left of the Browse button.

i nty - Content Management Portal

| ¥ou are logged in as: jsmith
Website Demo

Document Library

Category Cocurnent l

Administration

Manage My Password
Manage Users
Manage Security

select Category:

<

| Home Page

Save

| |[ Browse ]

Delete

Preview

Content Toolkit

File Name
Newsletter

e EEEEar Select aABRCsdeaBAEnEspanolfin.pdf
Event Calendar Select Caution Text Indicator Codes.doc
Article Tool Select Content Manager Portal.doc
Text Toaol
- Select fax cover.doc m
Image Library -
Document Library Select meetings journal.doc
Select Training Certificates. DOC

Click W. The selected file is added to the File Name list.
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Preview a document in a document category

Step Action

1 Select Document Library from the Content Toolkit. Select the
Document tab. The following screen will display.

I nty - Content Management Portal ‘ ¥ou are logged in as: jsmith
Website Demo
Administration Document Library
Manage My Passward Category Docurnent
Manage Users 4‘[ }
Mgw}i Select Category: |H0me F'age v|
| |[ Browse... ] Save Delete
Content Toolkit
I File Name Preview
Image Rotator Select ABCsdeaBAEnEspanalfin.pdf
Event Calendar Select Caution Text Indicator Codes.doc
Article Tool Select Content Manager Portal.doc
Text Tool -
Image Librar Select fax cover.doc
Document Library Select meetings journal.doc
Select Training Certificates.DOC

2 Select a category from the Select Category drop-down menu. The file
names in that category will display.

3 Click the Select link next to the document to be previewed.

4

Click . The selected document will open in a separate window.

NOTE: If the document does not display when the Preview button is
clicked, hold down the control key while clicking the preview
button.
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Delete a document from a document category

Step Action
1 Select the Document Library from the Content Toolkit. Select the
Document tab. The following screen will display.
I unty - Content Management Portal ‘ ¥ou are logged in as: jsmith
Website Demo
Administration Document Library
Manage My Password Category Docurnent
Manage Users 4‘[ W
Mgw}i Select Category: |H0me F'age v|
| |[ Browse... ] Save Delete
Content Toolkit
I File Name Preview
Image Rotator Select ABCsdeaBAEnEspanalfin.pdf
Event Calendar Select Caution Text Indicator Codes.doc
Article Tool Select Content Manager Portal.doc
Text Tool -
Image Librar Select fax cover.doc
Document Library Select meetings journal.doc
Select Training Certificates.DOC
2 Select the category from the Select Category drop-down menu.
3 Click the Select link next to the File Name to be deleted. The File name will
be highlighted.
4 Click | Detete ]
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Using the Format Toolbar

The Article Tool, the Text Tool and the Event Calendar all contain a full or partial
version of the Format Toolbar.

The Format Toolbar is displayed below.

I A N

Golho

(==

The Format Toolbar is used to:

e Format text
e |Insertimages and/or text

Format options on the Format Toolbar
Use the following buttons on the Format toolbar to format text.

Highlight text and click this icon to make selected text bold.

Highlight text and click this icon to make selected text appear in italics.

Highlight text and click this icon to underline selected text.

= = L

Highlight text and click this icon to strike through selected text.

Highlight text and click this icon to make text appear in subscript.

X
(o

Highlight text and click this icon to make text appear in superscript.

Highlight text and click this icon to left justify text.

=4

Highlight text and click this icon to center text.

Highlight text and click this icon to right justify text.

(LT 1

Highlight text and click this icon to insert a number for each paragraph.
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Highlight text and click this icon to insert a bullet for each paragraph.

Highlight text and click this icon to decrease the indent and move text to the
left.

Highlight text and click this icon to increase the indent and move text to the
right.

Highlight text, click this icon, and click a selected color off the palate to
change the color of the font.

Highlight text, click this icon, and click a selected color off the palate to
highlight the selected text in that color.

Create and format table options
Use the following icons on the Format Toolbar to insert and format tables.

]

B [

Place your cursor within the text box where a table is to be inserted and
click this icon. A table format dialog will appear. Fill in desired table
specifications and press OK. A table with the designated specifications will
be inserted at the cursor.

Place your cursor in a table row and click this icon to insert a row below the
row in which the cursor is placed.

Place your cursor in a table row and click this icon to delete the row in which
the cursor is placed.

Place your cursor in a table column and click this icon to insert a column to
the right of the cursor.

Place your cursor in a table column and click this icon to delete the column
in which the cursor is placed.

Insert options on the Format Toolbar
Use the following icons on the Format Toolbar to insert lines, hyperlinks, images and

text files.

E Click this icon to insert a horizontal line beneath the cursor. Place the cursor

within a text box and click this icon. A horizontal line will display directly
beneath the cursor.
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Reset

Click this icon to insert a hyperlink to an external data source. See the
procedures titled Place a hyperlink on a web page for a detailed
explanation of the insert hyperlink icon.

Click this icon to insert an image from the Image Library or from any file.
See the procedures titled Place an image on a web page from the Image
Library and Place an image on a web page by browsing to a file for detailed
explanations of the insert image icon.

Click this icon to insert a document from the Document Library or from any
file. See the sections titled Publish a hyperlink to an article in the Document
Library and Publish a hyperlink to an article by browsing to a file (with or
without an image) for detailed explanations of the insert document icon.

Use the following icon on the Format Toolbar to clear text, images or tables.

Click this toolbar option to clear the text box and start over.
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Glossary of terms

Alternate text
Text that displays when a cursor is moved over an image. An example of alternate
text is circled on the following screen.

2 Harris County - Demo Website - Microsoft Internet Explorer

Fle Edt View Favoites Tools Help *

Qe - @ - \ﬂ @ .lj /V\ISEer(h s‘t(F eeeee e 452) - :{ w-L)E 3

Address |e:‘|http:nwehtestz/cmpdemnfmex.aspx v B ks ” @ snea

Demo Page

xxxxHarris County Website Demo

This is the page for the website dema.

Be sure to check out all of the features such as event scheduling, — [RCRUNORRI <ot cairess -
newsletter service, and news articles

Contact your ITC Business Process Analyst today to have your website
right away!

Create and send newsletters,

Quick Links .

10/11/2005 Newsletter Sign-Up
City of Houston Sign up today It's quick and easy..

Test Article

10/5/2005 L= :

dlei Sports Authorit Sign me up now >>

good story
Precinct 2

9/15/2005 P—

Constable Pct 7

Welcome to the Demo Website

no liability for damages incurred directly ar
= for the content nor endorses any site which

3ge. o,
&] %J Local intranet

Article Tool
A tool that allows links to articles to be added, updated or deleted from specific
locations on a website.

Document Library
A group of document files organized into categories using the CMP Document
Library tool that can be managed and inserted or deleted from an agency’s website
when needed.

Format Toolbar
A set of tools that can be used to format text and insert text or images into a block of
text.

Hyperlink
A link to a data source. A hyperlink can connect to a document or image file, a
website or another computer.

Image Library
A group of image files organized into categories using the CMP Image Library tool
that can be managed and inserted or deleted from an agency’s website when
needed.
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Image Rotator
A defined location on a web page where images are set up to display one after the
other with a predefined transition time between images.

Portal
A website considered as an entry point to other websites.

Text Tool

A tool that allows text to be added, updated or deleted from specific locations on a
website.
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Problem:

Solution:

Troubleshooting

A change is made through the CMP, but it does not display on the agency

website.

If a recent change does not display on the agency website, click the refresh

button, .=, on the browser and the update should display.

If the change still does not display you may need to reset your browser’s

settings.

Access the Tools menu and select Internet Options. The following will display:

Internet Options

General | Security | Privacy | Content | Connections | Programs || Advanced

Home page
% ‘You can change which page to uze for your home page.
Address: kg ckx,netf

[ Use Current ] [ Usze Default ] [ Usze Blank

Temporary Intemet files

< Pages you view on the Internet are stored in a special folder
@& Y for quick viewing later.

[Delete Eookies...] [ Delete Files... ] [ Settings...

Histary

The Histary falder contains links to pages you've visited, for
quick access to recently viewed pages.

Days to keep pages in history: oz Clear History

[ Colors... ] [ Fonts... ] [ Languages... ] [Accessibilily... ]

ok Cancel

Click Settings. The following will display:

f ?]x]

‘ Check for newer versions of stored pages:
&y (%) Every visit to the page
O Every time wou start Intermet Explorer
() Aukomatically

O Mever

Temporary Internet files Folder

Current location:  Ci\Docunients and SettingsijhorstiLocal
Settingsi Temporary Internet Files),

Amount of disk space ta use:

J 2 2| mB

[ Move Folder... ][ View Files... H Wiew Objects... ]

[ QK H Cancel ]

Make sure the option “Every visit to the page” is selected.
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