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Introduction

This visionCMS Basic manual is designed to correspond with your instructor-led WebEx or on
site session. As your session unfolds, this manual will have multiple areas for you to take notes,
fill in instructor commentary, and test your knowledge of previous CMS concepts.

Depending on your specific visionCMS Basic topic adjustments you may have discussed with
your Project Manager, the instructor may alter the core learning points accordingly.

Below is the standard visionCMS Basic Training Agenda

Basic Training (Content Managers) 3 hours

Intro and overview of Homepage
Interior page overview
Introduction to visionCMS (Content Management System)
Dashboard and administration interface overview
Help Menu
Site Content
o Pages
= Page Template overview
» Adding, editing, and deleting
» Publishing
o Image Library
o Document Central
o Calendar
o News
e Review of Concepts
e Discussion
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Log in time!
Enter into a browser:

<instructor provided dev site address and information>
Example:

http://dev7.visioninternet.com/arcadiaé/admin

<instructor reserves the right to use actual user login credentials —

below credentials are Super User>
USERNAME: Train.2016

PASSWORD: Simple123!

visionCMS Dashboard

visionlLive- (@) site Preview : [E5] My Dashboard = £ Web, Master () Log Out
Rochester, MN .' VISION
Qq Site Settings n My Tasks % site Content
A Q@ w O # (i
My Dashboard )
B o

No content to be published found. No content to be approved found.

a h

Welcome to the ‘My
Dashboard’ screen of
visionCMSé6. We will discuss
all of the features presented
here in a moment. First, let's
preview your new site!

\_ /

visionLive- [E] My D -hboard © f Web, Master ¥ - (!) Log Out

Using your mouse, click on the link ‘Site Preview'. = Site Preview
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http://dev7.visioninternet.com/arcadia6/admin
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Here is the Home Page of your new visionCMSé-generated site. At this point, your
instructor will take you on a tour of the new features (where applicable) and functionality
including:

Important/Emergency Notice
Search Bar

Rotating Home Page Images
Main Menu ltems
Megamenu

Events/Meetings

News

\Spotlight /

vision ey ashbo eb, Master ¥ Log Out

[ Using your mouse, click on the link "My Dashboard'’. ] My Dashboard

The following CMS tabs (Site Settings and My
Tasks) will be briefly discussed during the

CMS Basic training session. Those two tabs are
thoroughly discussed in detail during the

CMS Advanced training session.

Your instructor will explore with you the Site
Content (first 5 components) and the Help tabs
more deeply during this CMS Basic session.
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vision Site Preview My Dashboard Web, Master w Log Out

Rochester, MN N VISION
Site Settings My Tasks Site Content
¥ site Configurations » 70
t‘ CMS User Accounts A
S, Website User Accounts )
~
(. Workflows / Approval Cycles  » &0
) SecurityRoles
published B x 8 To Be Approved B x
L] Page Templates
No content to be published found. No content to be approved found.

sss Departments

Reports

~

] TashCen

You are now viewing what is referred to as the “back end” of the Content
Management System (CMS). The first tab, Site Settings, is available to those users

n

who have been designated as a ”

)

321

The Super User is a very special type of user - they have all permissions across the entire
system. Super Users can edit and publish all content on the site.

Your site should have at least one Super User for the system. It is recommended that you have at
least two in case one Super User is out of the office or unavailable at a time when administrative
system changes need to be made. The Super User can log into the system and make changes to

all parts of the site.

vision Site Preview My Dashboard Web, Master ¥ Log Out
Rochester, MN N VISION
Site Settings My Tasks Site Content
¥ site Configurations » 70
t‘ CMS User Accounts A
S, Website User Accounts )
{%  Workflows / Approval Cycles =0
) security Roles
published B x & To Be Approved B x
15 PageTemplates
No content to be published found. No content to be approved found.

Departments
Reports »

ase
@ Trash Can

~

The Site Settings area of the CMS is made up of multiple sections to manage site-wide
features and configuration. Depending on user permissions and project configuration, e

you may or may not have access to all the components listed in these guides.

\ /
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visionLive- (=) site Preview : [EE] My Dashboard - ) Web, Master v () Log Out

QVision

Site Seitings My Tasks Site Content

Awaiting My Approval

=
4 B @ - #0
My Locked Content A
MV Oashboard All Locked Content (7}

Content in My Workflows

Scheduled Content Review

No content to be published found. No content to be approved found.

The My Tasks area of the CMS is where you will go to review the status of
site content and take action to move things forward in the system workflow.

Depending on user permissions and project configuration, you may or may

not have access to all the components listed in this guide.

\ /

Vision ve-— (=) site Preview [E] My Dashboard ‘ Web, Master ¥ () Log Out
Rochester, MN =) vISION
u wrEANE
Site Settings My Tasks Site Content
Pages
= -
4 B @ = 0 #0
Image Library ~
My Dashboard Document Central @
Calendar
EoNel

News
Components A-E

No content No content to be approved found
Components F-I

Components J-Q

Components R-Z

-

The Site Content area of the CMS is where you will have access to all the

lerved

— component features within the site. Depending on user permissions and
project configuration, you may or may not have access to all the
components listed in these guides. This is the area Content Managers and

Super Users will access most regularly.
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visionLive- @) site Preview - [E5) My Dashboard - £ Web, Master ¥ - (%) Log Out

Rochester, MN

S - 5
4 0 @ w 0 #0
Suggestions & Ideas
F Release Notes 7]
My Dashboard ?
About
BO
No content to be published found. No content to be approved found.

L Vision

Site Settings My Tasks Site Content

Online Reference

Clicking the Help tab allows you to search for functionality
tips and assistance. However, there are many additional

features that separate the CMS Help menu from other

Software as a Service (SaaS) products. Your instructor will

visionLive-
Rochester, MN

Site Settings My Tasks

highlight a few of those features.

/

s
al

[ & -

E}

" Online Reference

Pages -
-3 Site Settings | Next>>
¢ MyjTacks Miscellaneous > Online Videos
¥ Site Content
Miscellaneous

Webinar Videos CMS Basics

* Editor Tool ® Creating a New Page
Widgets ® Document Manager
My Dashboard ® |mage Library
View Messages ® Creating a Calendar Event
Delete Message ® Creating a News Item
My Toolbar ® Approval Cycle

® Locked Content
® Deleting Content
* Adding New CMS Users

Password Help

3rd Party Integration

v sstem Configuratinn O

i print

In addition to the Online Reference pages, we are building out our online video library. Currently available videos are accessible below and as we add
more, you will be able to find them here and on the help page that the video is most relevant to.

The videos located on the Help tab provide an easy- to-
access, valuable resource to your staff now and in the
future. Think about it...What example can you provide that

illustrates the benefit of such a video library?

List 3 benefits of the
videos provided:

. /

VISION

INTERNET



visionCMS allows you, the user, to tailor your Dashboard as you like. Any adjustments made to
the Dashboard are user-specific (your login credentials — your dashboard).

It is as easy as clicking the Tools wrench icon, choosing your quick link, and dragging onto the
toolbar. Give it a try.

visionl ive— (Z) site Preview - [E5] My Dashboard - £ Web, Master ¥ - () Log Out
=
Rochester, MN VVISION
NTEANET
Site Settings My Tasks Site Content
= -
4D @ W O - ‘f
Drag-and-Drop to the toolbar to
My Dashboard add, drag back and drop to remove. )
N [ N
B E = on
— o
2 an @
Mo content to be published found. ;{ @ I g x
=i = N

€

© Copyright 2003-2015, Vision Technology Solutions, LLC. All rights reserved.

You can remove the quick link icon by reversing the process. Click and drag the icon from the
toolbar back to its original position.

visionLive- [Z) site Preview : [Z5] My Dashboard | % Web, Masterw (1) Log Out
Rochester, MN =) VISION
NTERNE
Site Settings My Tasks Site Content
= =
4 (D @ w0 # ci
\ Drag-and-Drop to the toolbar to

My Dashboard 2dd, drag back and drop toremove.

B 05 = en
\ o

=2 a8 @ A

No content to be published found. B @ B ¥ =]

# € A\ ¥ €

© Copyright 2003-2015, Vision Technology Solutions, LLC. Al rights reserved.
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visionlLive- [Z) site Preview - [E5) My Dashboard - £} Web, Master ¥ . (1) Log Out

Rochester, MN QVISION
Site Settings My Tasks Site Content ‘ '
4D e wd Ca L=
My Dashboard @
B O

|| Drag & Drop onto the page.

1
1
No content to be published found. 1 || Quick Review Blocks
1 I Expiring in the Next 30 Days
——————————————————— To Be Approved
Scheduled Content Review

My Locked Content
All Locked Content
All Expired Content

The Dashboard is a collection of site content that is specific to the i
e —
individual user’s account. The dashboard has multiple Quick Review Blocks ContentSummary Grogh

Site Update Activity by Content

that can be configured for each user account. Disk Space Used

]2003-2015, Vision Technology Solutions, LLC. All rights reserved

The dashboard blocks allow you to quickly review and take action on the
most recent website activities and help you manage your website. There
are eight Quick Review Blocks which display tabular summaries and two
Graph View Blocks which generate graph views of the activities & status of
your website content. By default, it lists the 5 most recent or applicable
items and it provides a link to the full page view of each block.

Vi5i0n| ve [Z) Site Preview . [E] MyDashboard . [ Web, Masterw (') Log Out
Rochester, MN v-\qs
Site Settings Site Content
=~ —
d @ = 0 L
My Dashboard @
® o
Mo content to be published found 1 Mohile Example 01/26/2016 3:38 PM d & 9
Web, Master Administration
’_7 Training Page 01/26/2016 12:35 PM d & 9
Web, Master _Default

© Copyright 2003-2016, Vision Technology Solutions, LLC. All rights reserved
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Quick Review Block Details
Dashboard L Date/Time Available
Block Description
Represents for

Name
To Be Last

Content to be approved for next step in approval cycle. All users
Approved Updated
To B Last
© ? Content to be published for public release. 2 All users
Published Updated
My Locked Content thit is_ Ifcl-:ed by t_he currently logged in user. WhEﬂ content Last
Content enters the “Edit” mode, it is locked from other users. This content can be Updated All users

edited by the currently logged in user. ?
All Expired Website contents do not require expiration dates. This view lists all Expired Al users
Content content with expiration date which occurred in the past. Date
Contentin Last
My Content that is in my workflow if one belongs to multi-state workflow. Undated All users
Workflow .
Expiring in _—

. - Expiration

the Next Content that has expiration date within the next 30 days. Date All users
30 Days
scheduled . _ Scheduled

Content that has been scheduled for review on a regular interval oron a Content
Content . ) All users

: specific date Review
Review
Date
All Locked Last 5
oLke All locked content in the website. * Hper
Content Updated users
f \ My Dashboard features:
Your instructor will discuss some of the time-saving 1)

features that the "My Dashboard” screen provides

you. What are some of your favorite features? 2)

\
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Site Content / Pages

Perhaps one of the most vital components of the visionCMS, Pages, gives you the ability to
deliver your content in an easy to assemble manner. Your instructor will guide you through
several features, best practice applications, and content management discussions.

vision

Rochester, MN

Site Settings

My Dashboard

Site Content
Pages

Image Library
Document Central
Calendar

News
Components A-E
Components F-|
Components J-Q

Components R-Z

@) site Preview - [E] My Dashboard - £ Web, Master ¥ - (!) Log Out

Lision

No locked content found.

From the “My Dashboard” screen, hover
over “Site Content” and click “Pages”.

© Copyright 2003-2015, Vision Technology Solutions, LLC. All rights reserved.

vision
Rochester, MN

Site Settings

My Tasks

Site Content

[Z) site Preview - [E] My Dashboard . % Web, Master ¥ - () Log Out

Q2SN

Search v

: @MainSite (@) Library Sity

[2) Residents
() Business
(2 Departments

o

(=) Pages

Icon Legend a
+ Expand to display sub-page(s)
- Collapse sub-pagels}

No sub-page

R Published page, set to display in
=l navigation

[ covernment @

B Published page, set to not display
in navigation

L

/To Search for a particular page, click into the search page field, type the text you wish to search for and\
click the magnifying glass button

(or press enter).

This will search for a page name, page title, or page template with the entered search term and generate
a list of pages for any matching results (if any).

You can either choose to take action on one of the pages in the results by clicking on that row and
triggering the action menu, or click the Back to List View button to return to the initial Page Tree View.

£ ) VISION
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vision
Rochester, MN

Site Settings

Show: (@ MainSite

[ Home

(2 About the City
(2 Residents

() Business

(2 Departments
+De
+ [ 1wantTo...

+

+

+

+

fa)
ernment @

Show: (@) Main Site

_:ﬂ Home
- :1 About the City
- - :1 Residents
s :1 Business
- - :1 Departments
+-[2) Government o
- :1 I Want To...

[Z) site Preview - [E5] My Dashboard

& web, Master ¥ (Y Log Out

Q2SN

Icon Legend 4

+

Expand to display sub-page(s)

Collapse sub-pagefs)
No sub-page

Published page, set to display in
navigation

(P

Published page, set to not display
in navigation

display in navigation

Non-published page, set to not
display in navigation

=
—ﬁ Non-published page, set to
(B

Move page

No Move page Permission
.:‘ Department Homepage
Expired page
[ Locked page
484 Members Only page
© Page with future publish date

Subpage addition restricted to
this content group

&§ Redirect Page

© Copyright 2003-2015, Vision Technology Solutions, LLC_ Al rights reserved

vision

Rochester, MN

Site Settings My Tasks Site Content

Show: (@ MainSite  (0) Library Site

[ Home

+

[2) About the City
+ [ Residents
+ [ Business
+ [ Departments
+ @ 6o
+ [ 1wantTo...

.
rmment @

Preview : [z My Dashboard

Icon Legend
+ - Expand to display sub-page(s)

Collapse sub-page(s)
No sub-page

_ﬁ Published page, set to display in
= navigation

Published page, set to not display
in navigation
display in navigation

e
*\1 Non-published page, set to
D N.un-publisheEi page, set to not
display in navigation

Move page

No Move page Permission
Department Homepage
Expired page

Locked page

Members Only page
(® Page with future publish date

7 Subpage addition restricted to
this content group

"Q Redirect Page

& Web, Master ¥ og Out

) vision

Icon Legend A

+

Expand to display sub-page(s)

Collapse sub-page(s)
No sub-page

Published page, set to display in
navigation

P

Published page, set to not display
in navigation

Non-published page, setto
display in navigation

Non-published page, setto not
display in navigation

(P (PR P

Move page

No Move page Permission
§ Department Homepage
Expired page
Locked page

Members Orly page

Page with future publish date

7o Subpage addition restricted to
this content group

& Redirect Page

® Copyright 2003-2015, Vision Technology Solutions, LLC. All rights reserved.

[
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Use the below graphic to note
functionality and benefits of the icons.

Icon Legend -
+ - Expand to display sub-page(s)

= Collapse sub-page(s)

Mo sub-page

Published page, set to display in
navigation

Published page, set to not display
in navigation

display in navigation

Mon-published page, set to not
display in navigation

=)
=)
@ Mon-published page, set to
=)

Move page

No Move page Permission

5 Department Homepage
Expired page
g Locked page

#lh Members Only page
(® Page with future publish date

= Subpage addition restricted to
B this content group

tg Redirect Page

® | Innovators of
i k L YVITSEIRCN)N Online Government™ < 15




Show: @ Main Site Library Site

Home

*+ [3) About the City
3 _"_ Residents
*+ [2)Business
.- "_ Departments
+ "_ Government
= 21 WantTo...
b Training Page
J £% Service Request (Training)
.| #% Staff Drectory
+ [ 5 Apply For..
s _" Attend. ..
Contact...
Pay My..
Sign Up For.
+ _"_ Submit A
2 view...

[F) site Preview

Use the below graphic to note
functionality and benefits of the icons.

Add Page Above

Add Page Below

Add Subpage at Top
Add Subpage at Bottom

Connect
Edit & View More Infa)
Review

/Edit Mobile

Delete

Swap Page Template
Update Friendly URL

Content Group:
Default

Last Updated:
01/26/2016 12:35 PM
By:

Web, Master

My Dashboard = J} Web, Master v () Log Out

Icon Legend -
+  Expand to display sub-page(s)
= Collapse sub-page(s)

Mo sub-page

ed pags, set to display in

& Published page, set to not display
| in navigation

% MNon-published page, setto

F o) display in navigation

& Non-published page, set to not
display in navigation

Move page

No Maove page Permission

.!ﬂ Department Homepage
[-'”' Expired page
ﬂ Locked page

Members Only page

" -
=

Page with future publish date

Subpage addition restricted to
this content group

P &

Redirect Page

vision Technology Sclutions, LLC. All rights reserved

Add Page Above

Add Page Below

Add Subpage at Top

Add Subpage at Bottom

Connect

Edit (& View More Info)

Review

Preview/Edit Maohile

Copy

Move

Delete

Swap Page Template

Update Friendly URL

Content Group:
_Default

Last Updated:
02/27/2015 1:22 PM
By:

Erlandson, Jackie

VISION
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vision

*
L)
g
g

=3
m

o
=

* [2)|Business

- : Departments
= 2 Government
=)

| Want To...
% Training Page

* Staff Drectory

®
DL

: Apply For...
xd ¢ Attend...

* Contact...
= S Pay My..
- % Sign Up For.

asterisk (*)
informatio

Show: ® Main Site  © Library Site

* Service Request (Training)

Below are some useful definitions on all of the
features related to the “Add Page” screen. Please
keep in mind, as with a
next to

ywhere in the CMS, an
a field indicates required

Site Preview :| My Dashboard Web, Master v Log Out

Icon Legend A
+  Expand to display sub-page(s)
- Collzpse sub-pag=(s)
Mo sub-page

Published page, set to display in
navigation

P

Published page, set to not display
in navigation

Mon-published page, set to
display in navigation

iy @

Non-published page, set to not
display in navigation

(7]

) Add Page Above

0 Add Page Below

o Add Subpage at Top
o Add Subpage at Bottom

Move page

No Maove page Permission

':ﬁ Department Homepage
¥ Connect
v Expired page
@ Edit (& View More Info)
L i Lockad page
€] Review a
[ £
€) Preview/Edit Mobile #h Members Only page
l+ Copy (& Pagewith future publish date
':ﬂ Subpage addition restricted to

this content group
Page Template & Redirect Page

endly URL

vision Technology Solutions, LLC. Al rights resenved|

Rochester, MN

Site Settings
d b @ -

[ Add Page

[}

Content Group

Navigation Name

The Content Group selection indicates which group (staff) have oversight permissicns for page
content. Each Content Group has specified Workflows for publishing content. Select the
appropriate Content Group for the page.

Enter the navigational name of the page - this name will show up in the dropdown, left menu
and breadcrumbs navigation of the webpage.

Title The Title appears at the top of the page (in a predefined font style). The Page Title will most
Baee likely be the same as the Navigation Name you entered.
Content Group *
(Chooss Content Group Subtitle The Subtitle of the page appears below the Page Title (in a predefined font style).
(Choose Content Group . . . . .

Default —— - Restrict Subpage The Restrict New Subpages to this Content Group option will prevent any subpages from
Administration other content groups from being placed under the page your are editing. This will allow you to
Buildingsafety maintain contrel over certain areas of the site where adding content should be restricted.
Charter
ClryArtorney Page Template Depending on the content group selection, the available Page Template options will vary.
CityClerk . N s 3
CEC;JHE_” Each page template can provide a unigque layout and feature set of content within the site.
Cude There will be a number of default page template opticns you can use, and others that you can

is Content Grou . . .
EmergencyManagement P create. Click here for more information.
Energy
EPB
FinanceAndIS
Fire
HumanResources [
Library
Library - Friends
Mayor
Music
Parking -
Images [ Calendar Mobile M obile 1 Service Request 2 Service Request 3 column RS in Administration 2
Documents “Eamples emplate Template Exa mple Training Training Right Column Page
BACK

{® Copyright 2003-2018, Vision Technology Solutions, LLC. &l rights resenved.

& D VISION' | rmomonci
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vision

Rochester, MN

Site Settings My Tasks

Content Group *
_Default =

Vision Training

Title *

Vision Training TITLE
Subtitle

Vision Training SUBTITLE

Restrict New Subpages to this Content Group

Page Template *

Administration Attorney Contact Basic Page Basic Page with Building Saf Business Directory  Calendar Meeting
ntact Email Email Form Banner Contact Email List List
Form Form

Calendar Month City Clerk Contact City Council Ei
View ‘mail Form ontact For!

SAVE & NEXT

 Copyright 2003-2015, Vision Technology Solutions, LLC. Allrights reserved.

<Insert Vision Training Page

Screen Shot Here>
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Welcome to the Edit mode of the page. Since the site uses numerous Page Templates,
the Edit Page view will show a layout unique to the page that you are editing. The view you
see here is intended to showcase a true representation of what the public will see.

Upon initial load, various widgets will appear on the page according to how the page
template was configured. Simply hover your mouse around the page to show the outline
frame for the widgets on the page.

Click the wrench "settings" icon in the corner of that widget to edit it (if desired). The first
exercise will affect the Page Title widget.

L /

VISION TRAINING TITLE

Font Size: EB @) EJ Share & Bookmark  [+] Feedback &8 Print

Vision Training SUBTITLE

VISION

INTERNET
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Page Title

Page Title *

Vision Training TITLE

Page Subtitle

Vision Training SUBTITLE . . .
s Your instructor will discuss several

Display Title
@ Yes ©No Page Title Settings and then you will
Display Subtitle complete the following exercises:
Q) Yes No )
Display Breadcrumb 1) Rearrange thg “Print” and
@ Yes ©) No “Feedback” links.
Display Common Page Actions "
@ Yes @) No 2) Remove “Share and
Feedback Bpokmark” from the Page
Print Title widget.
Q) Yes No fi @ Yes Mo
Feedback — P 3) Click "Save”.
@ Yes () No \-} Print
Share & Bookmark (=) YE'S Nu;j
Yes @ No
Font Size
Q) Yes No

Facebook Like
Yes @ No

Google Plus One
Yes (@ No

Twitter Tweet
Yes (@ No

Pinterest Pin It

Yes @ No

RSS Feed
Yes @ No

T oo

VISION 20
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Well done! Now, time to make an impact on the primary content of this page.
Please click on the “Settings” wrench of the “Content Area” frame.

Content Area

VISION

21



Content Area

DESIGN  HTML

Display Links to Document Viewers
Check this box if linking to documents in the editor tool.

e e

B 9 0@ @-0- BB OB LU xx A-bH-F-

= ";E §E == = |AppIyCSS Class '||Paragraph St.. 'HInternaIUnks v| @

If this interface looks familiar, it should. It generally behaves very
much like MS Word — but not exactly. Your instructor will give you

a thorough tour of the tool, highlighting any differences. The
Editor Tool allows you to input content onto your website (i.e.
text, images, hyperlinks, and links to documents). Use this tool
when creating a new page, editing an existing page or creating
new component content (such as event items or news items).

Innavators of
Ornline Government™
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The Tool

Pasting Text into the Layout Pane

The Editor Tool provides one option for pasting text into the Layout Pane
via the Toolbar. This is the Paste Plain Text method highlighted in the
image below.

(You can see the tooltip name for the icon by scrolling the mouse over it.)

Paste Plain Text
Using this option (by clicking the Paste Plain Text button or Ctrl+V
shortcut) will place completely unformatted text into the Layout Pane.

You must format the text using the formatting buttons in the Toolbar to
recreate any formatting needed for that text. This is the most stable
approach to formatting text for your web page.

bar26
Upper Row

Vhiram oe

AN @ 0- 88 0 BT xx A-b-d-

Going from left to right, the icons are:

Spellchecker

Find and Replace

Cut (Ctrl + X)

Copy (Ctrl + C)

Paste Plain Text

(Ctrl +V)

Add comment

Displays a popup window which performs spell checking on text and

provides error correction.

Displays a popup window which can either find, or find and replace text

as indicated.

Will cut selected content.

Will copy selected content.

Will paste text from the clipboard as Plain Text (unformatted). See

Entering Text later this chapter for more information.

Add an internal-only comment to selected content.

Innavators of
Ornline Government™ < 23




Remove comment

Undo

Redo

Image Library

Document Central

Insert Table

Insert Symbol

Hyperlink Manager

Remove Link

Insert External
Video

Bold

Italic

Underline

Remove a comment applied to selected content.

Will undo the last action.

Will redo the undo action.

Displays a popup window of the Image Manager (a folder tree of the
contents of the Image Library). See Editor Tool Managers later in this
chapter for more information.

Displays a popup window of the Document Manager (a folder tree of the
contents of Document Central). See Editor Tool Managers later in this

chapter for more information.

Will generate a table using a Table Wizard dropdown menu. See

Inserting a Table later in this chapter for more information.

Displays a dropdown menu of choices of miscellaneous HTML symbols

that can be selected.

Displays a popup window of the Hyperlink Manager, showing three tabs
for hyperlink, anchor, and E-mail. Each tab allows you to set the
appropriate properties. See Editor Tool Managers later in this chapter
for more information.

Will remove a link (hyperlink, anchor or e-mail) from the selected text.

Allows you to embed a YouTube or Vimeo video by pasting in the URL.

Will embolden text.

Will italicize text.

Will underline text.

& ) VISION'| i
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Superscript

Subscript

Foreground Color

Background Color

Format Stripper

Makes a text superscript.

Makes a text subscript.

Displays a popup window of colors available for adding color to text.
You can select a preset color, a custom color (via a popup window), or a

hexidecimal color (via a popup window).

Displays a popup window of background colors available for text. You
can select a preset color, a custom color (via a popup window), or a

hexidecimal color (via a popup window).

Displays a dropdown menu of choices to remove formatting of: html

tags, MSWord formatting, cascading style sheets, font tags and span

» INTERNET

tags.
Lower Row
EEFTEE EIFf = = = |applycsscClass ~||Paragraph St.. =||Internal Links  ~| %~ & @
Going from left to right, the icons are:
Align Left Will align an object or text to the left edge of the layout.
Align Center Will align an object or text to the middle of the layout.
Align Right Will align an object or text to the right edge of the layout.
Justify Will justify the text from the left to the right side of the layout.
Remove Alignment Removes the set alignment of the selected content.
Indent Will indent an object or text.
Outdent Will remove an indent from an object or text.
Numbered List Creates a number list of the selected text. Note: hard-return paragraph
breaks (or tags in html) between lines are required.
L VISION'| ot 25




Bullet List

Horizontal Rule

Apply CSS Class

Paragraph Style

Internal Links

Insert Code

Snippet

Toggle Full Screen

Help

Creates a bullet list of the selected text. Note: hard-return paragraph

breaks (or tags in html) between lines are required.

Insert horizontal line (e.g. horizontal rule) button - Inserts a horizontal line

at the cursor position.

Displays a dropdown menu of preset cascading style sheet (CSS) styles

for your site.
Applies standard text styles to selected text.

Displays a dropdown menu of existing (published) web pages on your

site, allowing for quick insertion of a link to an internal page.

Inserts predefined chunks of content (HTML) like signatures, product

description templates, custom tables, etc.

Expands your editing view to use the full screen of your computer. This
will enable you to take advantage of the full screen size of your computer
and will more closely match what you will see when you publish the
page. To restore your view to the regular size, click on the Toggle Full
Screen button. Alternatively, you can toggle between Full and regular
size screens by clicking on the F11 key. Please note that you will only be

able to save your work in the regular view.

Launches the Online Reference you are currently viewing.
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Content Area

a3

<&

]

Heading One

Heading Two

Numbered One

Numbered Two

Bullet One
Bullet Two
External Link
Email Link

Internal Link

Document Link

DESIGN

HTML

_

e

lﬂﬂl A0 B8 OB 7 U xf X A~ f-

Display Links to Document Viewers
[C] Check this box if linking to documents in the editor tool.

e

Apply CSS Class ~

p -

Internal Links - @

»

m

Exercise: Enter the 10 lines of text listed to
the left. Your instructor will give directions,

examples, and best-practice discussion
points on each of them.

Content Area ? o x

= A @ @B A8 OB I U X A-BF
== E = = = |ApplyCssClass *||p | |Internal Links ~ @

MNormal |~ -
Heading Two .

Heading 1 1
Numbered One 1
Numbered Two Heading 2
Bullet One
Bullet Two Heading 3 I
External Link -

L OVISION' ot 27
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Content Area

vV 3 b

&

B 9- @A @3- 28 OB U X% ATH
i [F=
Heading One

Heading Two

[
il
lil
¥
nay

= | ApplyCsSClass || p +||Internal Links ~ ~ (@

Numbered One)

I U x X A~v&-f-~

*||Internal Links  ~| @

1. Numbered One
2. Numbered Two

Bullet Onej
Bullet Two

m

Inserting a Standard Hyperlink

Content Area

TR Y DR 9  f _’I-Q-'g;.unru X X A My f-

= ApplyCsSClass +|| p v |Internal Links  ~| (@

I

il

hil

1]
@ Le
N

L]

n4

[

1l

Heading Ohé ’ :

[% Hyperlink Manager

Heading Two

J Hyperlink ' Anchor N E-mail
1. Numbered One

2. Numbered Two URL | http:// |\E:|

¢ Bullet One Link Text | External Link
® Bullet Two -
D | (0]
/ Target | New Window v
Inserting a Standard Hyperlink Exsting Anchor | None -

to Highlighted Text Tooltp |

To insert a standard link to highlighted text,
CSS Class |Apply Class -

select the text (or image) where you wish the

link to be made, then click the Hyperlink

H
A
o
S
[}
(1],

0]
Manager button 2 in the Toolbar. This will

bring up the Hyperlink Manager window: j

L

L VISION
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Content Area

Heading One

Heading Two

AW @08 OB 7 U x X% A-SHf-
- @

§E == |App|y CSS Class vH p v|| Internal Links

[ »

Hyperlink Manager ]

A ~ \
1. Numbered One J Hyperlink ' Anchor ' E-mail
2. Numbered Two
e Bullet One URL ‘ http://weather.com)| “Jﬂ‘
o Bullet Two T
-l—P —l:n-rk—ﬁ:xt—" External Link |
External Lin — ) E
D | [C)
Email Link
Target ‘ New Window v |
Internal Link
Existing Anchor ‘ None s |
Document Link .
Tooltip ‘ |
Image
CSS Class ‘ Apply Class v|
Table L
DESIGN HTML
URL |httpy// | Target] blank -
| | Title|

Display Links to Document Viewers
Check this box if linking to documents in the editor tool.

SAVE CLOSE

The “Link Text” field adopts what has been

URL

Link Text

Type

Target

Existing Anchor

Tooltip

55 Class

This is the text-based addrass used to identify and locate resources on the Internet.

Use this field to type in the text you want to display in your content as the linked text {Mote: if
you highlight a word, or series of words, in the Editor Tool and then click on the Hyperlink
button, this field will display the highlighted text automatically).

Besides the http:// URL protocal, there are other Internet services types available for applying
a hyperlink: file, ftp, gopher, news, telnet and wais. In the majority of cases, the http:// URL
will be sufficient to direct a user to another website or web page. {Note: https:// is the URL
prefix for secure sites, such as a bank or retail purchasing page). Consult your web
administrator for information on these options.

Target settings are selected via the dropdown menu. These settings are used to produce
different views for a web page URL. See Target Settings below for more information on this
topic.

Will insert information pointing to a specific location on a spedfic page (i.e., to take a user to
the middle of a page instead of the beginning). See Creating Anchors for more information.

This is the text that will appear when a user places the mouse cursor over the URL link.
Section 508 guidelines encourage the use of tooltips. See Section 508 Guidelines in the
Getting Started Guide for more information.

If C55 classes have been created, you can apply them here.

highlighted. You will be changing this text shortly.
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Content Area

A E-Q0- A8 OB 5 U X A&

i= = = Apply CSS Class = | p ~ || Internal Links - @
Hyperlink Manager
1. Numbered One J Hyperlink ' Anchor . E-mail
2. Numbered Two '
e Bullet One URL ‘ http://weather.com |‘ﬂ|
® Bullet Two i
Link Text ‘ Weather Channel |
D | | 0]
Email Link -
Target New Window A |
Internal Link New Window

Existing Anchor Same Window
Document Link ‘ |

Tooltip
Image
CSS Class ‘Apply Class -|
Table 5
DESIGN HTML _>
URL|http:// | Target| blank v Hypgrnk Manager | 5%,
Id| | Title| Classname | Classname -

Display Links to Document Viewers
[T Check this box if linking to documents in the editor tool.

B o v

[ Your instructor will give you
instructions on populating the “URL"
and “Link Text” fields as well as
having brief discussions of the other
DA 9-c-@F @-Q- @'Qj 4 B | features contained in this window.

Content Area

E@ 'EE ‘EE iZ = = ApplyCSSClass || p : Click “OK”

Notice how the text has been

Heading Two ® converted into a hyperlink? Good.
2 Numbered s Now, we will highlight “Email Link”
o Bullet One and go right back to the Hyperlink
e Bullet Two Manager button.
Weather Channel <
.

£ ) VISION' | rrovmorsor
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Linking text to Email

Content Area

FL'

vV

= &

Ar 90 - @ 3009 OB I U XX A-H-F-

|
Heading One =

Heading TWO Hyperlink Manager

1. Numbered One | Hyperlink ' Anchor ‘l E-mail l‘

2. Numbered Two

i
il
¥y
i
by
"

= Apply CS5Class ~ | p ~||Internal Links  +| @

i=
| D 5—

»

Address | training@visioninternet.com |
¢ Bullet One
e Bullet Two —> —th'rkﬂ‘E?l—H’ision Training |
Weather Channel Subject | Training Agenda | i
a2l Linkgl o | [
Internal Link CSS Class | Apply Class '|
Document Link Tooltip | |
Image
Table m
DESIGN HTML

This time in the Hyperlink Manager widow, you will click the “Email” tab.

Let’s discuss the idea of Feature, Benefit, Value using the Email feature as an example.
Incidentally, you can use this measurement throughout the entire visionCMS program. It
is important to consider the cause, effect, and impact of what you do and how your
customers experience what you did.

Feature
(The point and click item of CMS)

Benefit

(How you, the CMS user benefits from the
feature?)

Value

(What value does the resident/customer
experience?)

Once you have entered the email address, changed the link text, and filled in the
subject link on the Email tab, click OK. You will then see the email link has been
changed to a hyperlink.

£ ) VISION' | rrovmorsor a1
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Linking text to an Internal Link

Content Area ? x
WA Y QR 9@ @0 L8 OB U x X ATSHrF-
=== E@ fE iE = = = |ApplyCssClass ~ |p || Internal Links  ~| @

H /T-I_ome i
Heading One } _ v
# About the City
Heading Two @ Residents
» —— |[# Business s
1. Numbered One # Departments
2. Numbered Two -
+ Government |
® Bullet One &WantTo... §
e Bullet Two
Weather Channel =

Vision Training

When entering the text to link to an internal page, it

Document Link is important to remember that you want to enter the
text for the page first, then drop down the

“Internal Link” menu. Once the menu presents
itself, expand the parent page to access linkage to
DESIGN ~ HTML any subpage.35

Display Links to Document Viewers
[] Check this box if linking to documents in the editor tool.

B (o

Content Area

- - @YW TZ-0- 89 OB I U X A-H-F-

o -
2
@ iE IFE = = = |ApplyCSSClass *||p ~||Internal Links  =| (@

'

Vs

Heading One =

Heading Two

»

1. Numbered One
2. Numbered Two

o Bullet One As with the previous hyperlinks, the text will change
e Bullet Two to the default hyperlink color, verifying that the link

. has been activated.
External Link
Vision Training +—
Internal Link

m

£ ) VISION
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Name at least ONE benefit for each of the hyperlink features:

Hyperlink to URL

Hyperlink to Email

Hyperlink to an Internal Page

Linking to a Document

Content Area

TV od ¥ L

{)v

B ==
Heading One

Heading Two

s

e

1. Numbered One
2. Numbered Two

® Bullet One
® Bullet Two

External Link
Vision Training
Internal Link

Document Link;

"N 88 OB I U x X A-&H-F-

—
Apply CSS Class ~||p v |Internal Links  ~| (&

ﬁinking to a document by accessing Document Centram

in the backend of the CMS is as easy as clicking on the
Document Central icon. There are two ways of accessing
documents using this feature:

1) Have the document already loaded into the
Document Central component of the CMS.

2) Pulling the document onto the page “on the fly”
by browsing out to a local or network location and
uploading it.

We will investigate both methods. /
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Document Manager B

« > sB::

[ Document Central “ || Filename Size
-+ _ PH Training Materials ] Sample Training DOC Qutlir 50918 Link Text | Training Agenda |
7| ¥ Training Material 8 sample Training PDF Cutlin 62186 D | | o

// """ _J COR Common Docs Sample Training XLS Qutline 13745 y.

----- [ COR News T sample Permit 930806 Target [ New Window -]

ﬂ [ Administration ) sample Agenda 93524 Tooltip | |
th- [ Building Safety &) sample PPT 3340582
----- G@ Reports 12 Generic visionCMS Basic Ag 242172 €SS Class | Apply Class "

+- [ City Attorney

4 N

To access a document that has already been loaded into

the CMS, select the folder in which the document resides. A ."O” the fly” if it has already been lo
list of available documents will appear in the center column. into the CMS...

S.elec'F the d(?cument in order to change how the document Select the destination folder and th
link will be displayed on the page. click "Upload New Documents”.

— -/
E “0 Human Resources

[ Page 1 of L Items 1 to 7 of 7
- [l Music Department > B

Now, about that loading a document

aded

en

Upload New Documentsl | Inzert | | Cancel

| . » JCC Desktop » ‘ Search JCC Desktop .

Organize v New folder = - 0

-

. Favorites
B Desktop
14 Downloads

«» Recent Places =

& OneDrive
. Libraries
. Documents
& Music
. Pictures
Docs PowerHour
‘ Videos
¥ | —
File name: v [Custom Files '}
[ Open IV] [ Cancel ’

=

The system prompts you to browse to a local or network location where your document sits.
Find the location > Folder > Document and the CMS will walk you through the rest of the
upload process.

£ ) VISION' | rrovmorsor
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f—j Document Manager

« %+ SH::

_d Document Central
_d PH Training Materials
l COR Common Docs
COR News
Administration
Building Safety
Reports
City Attorney
City Clerk
City Counci
Cude
Emergency M
Energy
EPB

Filename

Size

Mame
Gen...ced Agenda.pdf

) sample Training DOC Outlir
'E Sample Training POF Qutlin
@J Sample Training XL5 Outlin
E Sample Permit

T sample Agenda

i3] zample PET

Size Progress

60918
£2186
13745
930806
53524
3340382

242 35 KB

0 invalid files
24231 KB / 242 31 KB
1 file uploaded / 1 valid file

Finance
Fire Department
Home Riverside
Human Resources

Music Department

| U U U TN T T T T TR T T T T T Y

Office of the Mayor

L

1|k

Pagelofl.ltemslto 7 of 7

[ Upload New Documents |

Insert Cancel

Upload New Documents x

Content Group *

Administration
Membership Groups

#| City Council Member

¥ Select All

OPTIONS FOR BULK PROCESSING OF DOCUMENTS

CANCEL

#| City Staff

/The “Upload New Documents” window will \

prompt you to assign the Content Group. (This

screen shot shows “Membership Groups”

which is an additional module intended to turn

your CMS into an intranet site.)

Once you have made your selections of

L

Document Name *
Generic visionCk s Advanced Agenda

Key Words

Content Group and Document, click “Save &

Publish” to commit it to the folder for
immediate and future use.

\

/

[
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Content Area
? _‘}3 u_i' )~ E j' Q- h’!y !'.‘L"

@ iE IE = = B  ApplyCSSClass +| p
Heading One

Heading Two

1. Numbered One
2. Numbered Two

® Bullet One
® Bullet Two

External Link
Vision Training
Internal Link

Application Steps

DESIGN  HTML

Display Links to Document Viewers
[[] Check this box if linking to documents in the editor tool.

e

OB I U x %X A~&-F-

v || Internal Links ML 7]

Next, your instructor will guide you through the
simple process of inserting an image into the
Editor tool.

As with Document Central, inserting an image is
an intuitive process that offers many easy to
follow steps. Additionally, you are able to insert
an image in one of two ways:

1) Have the image already loaded into the
Image Library component of the CMS.

2) Pulling the image onto the page “on the
fly” by browsing out to a local or
network location and uploading it.
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Image Manager

E g

(M B¥ Training Materials
_l COR News Images

«* SH::

_ Image Library

il COR Common Image!
_ CMS Training Images

t _ Site Management

+J . Library

+J _ Library Site Management
L. 03 About Us

&= FD Patch

U Cicn 1

12220

— || Filename Size ‘
=) BBall 145217~
&= Civil Siren 4374
¢l = Dog 13401
= EQ1 56438
= EQ 2 8863
R Evac 7683
14319

/After inserting an image into the Editor Tool, it will require

further formatting, such as an alignment and adding space
between the image and the text (for easier reading).

Note that when an image is inserted into the Editor Tool

the text is pushed down and the image is touching the

text:

\

4

¥ Finance
t» _ Fire Department

"4 Human Resources
J [

o

Page 1 of 1. Items 1 to 29 of 29

Upload New Images ‘

Dog

Now, about that loading an image
“on the fly” if it has already been
loaded into the CMS...

Click “Upload New Images”.

Preview [ Properties

Cancel

Image Manager

« % 5@ ::

B & S5

= _ Image Library

WP Training Materials

_| COR News Images
_| COR Common Images

- | CMS Training Images

- Site Management

t; _ Library

t; _ Library Site Management
_ About Us

- Administration

- Building Safety

_ City Attorney

—|| Filename Size
=/ BBall 145217 -
= Civil Siren 4374
= Hurricane Flag 9037
= EQ1 56438
=/ EQ 2 8863
W& Evac 7683
| FD Patch 14319
|| =/ Fire 1 13368
4 (&= Fire 2 13413 ]

= Gazebo

9079

“Alt Text” (or Alternative Text) are important for keeping
your site accessible. They are a brief description of the
image generally of three to five words. More in depth

discussion in an upcoming exercise.

4 23l Fire Department

" Human Resaurces

Choose Image | /Trainingl/Home/Showlmage?id= ||ET|

Width px @s Height px
Image |W_‘

Alignment

Border Width I:l Px
Top I:' px Bottom I:' px
Right I:l px Left I:l px

Alt Text | Dog ‘

Border Color |{9’ "‘

Title Text '

Foply Class "

Preview Praperties .,-"'

Innavators of
Ornline Government™
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Properties... [5¢)]

Choose Image ‘

Width I:I pX @y  Height I:I px
Image Alignment
Border Color Border Width 35| px

Top S| px Bottom o px
Right 105 px Left ol px
Alt Text ‘ |
Title Text ‘ |
Long Description ‘ |
CSS Class Apply Class -
‘ OK ‘ ‘ Cancel

Width
Height

Border Color

Border Width

Image Alt Text

Long Description

Image Alignment

Margin (Spacing)

Displays the current width, in pixels, of the image. It is recommended you do not alter it.
Displays the current height, in pixels, of the image. It is recommended you do not alter it.

Displays a dropdown window of colors available for the border. You can select a preset color, a custom color (via a
popup window) or a hexidecimal color [via a popup window]).

Will create a border, in pixels, around the boundary (the width and height) of the image.

Descriptive text attached to the image (usually the file name of the image). This text is displayed as an alternative to
the photo if the text does not load, or for those who use screen readers. This field required for Section 508
compliance. 3ee the Section 508 Guidelines in the Getting Started Guide for more information.

Descriptive text attached to the image, suitable for Section 508 compliance. This text is NOT displayed to users who
mouse over the image on the web page, but can be read by users who use accessibility toels for the web. See the
Section 508 Guidelines in the Getting Started Guide for more information.

Displays a dropdown window of alignment cptions for the image. Alignment affects how text will wrap around an
image.

Will create sapce on either the left, right, top, or bottom (depending on your spelection/s) in pixels, around the
boundary of the image. It is useful for creating more space between an image and surrounding text.
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Content Area

df 30988 OB U XX A-H-F-

i= = = |ApplyCSSClass | p | |Internal Links  ~| @

Vision Training

Internal Link

4 N

You can have the text already in place or, as we will do,
add the text after the image has been selected. For this
CMS Basic session, we will simply type/copy/paste the

same sentence multiple times to replicate a paragraph.

\ /

Application Steps

Table

DESIGN  HTML

Widthm Border color| &y ~ Too\Tip|Dog ‘ Alignment | 3§ ~

Height Border Width|:| Tit|e| ‘ Classname | Classname * Properties...| 2

Content Area ? X

v s

&

=

iZ 1= = ApplyCSSClass «| p v |Internal Links  ~ @

(=)

B - A9 T-Q0- L8 OB I U XX A-O-F-

Like this . ..

R e Py s . %:*Q Type a descriptive paragraph here. Type a descriptive paragraph
here.Type a descriptive paragraph here. Type a descriptive paragraph here.Type a descriptive paragraph here. Type a
descriptive paragraph here. Type a descriptive paragraph here.Type a descriptive paragraph here Type a descriptive
paragraph here.Type a descriptive paragraph here. Type a descriptive paragraph here. Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a
descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here. Type a descriptive
paragraph here.Type a descriptive paragraph here. Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a
descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here. Type a descriptive
paragraph here.Type a descriptive paragraph here. Type a descriptive paragraph here. Type a descriptive paragraph -
DESIGN HTML
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X Properties.. | -

-

Image Map Editor

r Properties...

%

Right click on the image to access
“Properties” and adjust the four (4)
highlighted fields and click OK to
make your image resemble the
example below. Your instructor may
provide you with different pixel

numbers. But, practice and perfect
this simple task.

Properties...

(@

Choose Image ‘

Width l:' PX  ma

[]mage Alignment ‘57'”

Height l:' px

[Border Width

Border Color ‘g '|

-)

Top |:| px Bottom I:l

(Right | 103 px] et | 3

AltText | |

Title Text | |

Long Descriptian \ |
€SS Class [apply Class -]

Px

PX

Type a descriptive paragraph here.Type a descriptive paragraph

here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph

here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a
descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive
paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph here.Type a descriptive paragraph
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Image Manager

«* sB:: B & QL0
= _ Image Library — || Filename Size ‘
M ¥ Training Materials = BBall 145217 - Choose Image |/Trainingl/Home/ShowImage?id: |

4 COR News Images =] Civil Siren 4374 Width PX @s Height px

- | COR Common Images =¥ Dog 13401
Image m
- CMS Training Images = EQ1 56438 Alignment

L3

t: _| Site Management = EQ 2 8863
t‘ _ Library B Evac 7683 Border Color orderWidth |:| >
& L) Library Site Management {8 | ] £D patch 14319 Top [ 2 px Botom | 3| px
: 21 Aot 1l 13368 )
- ™ won [ e e[ 3 e
13413

. 9079 Alt Text | Dog ‘
As promised, the Image Manager feature 0003 il Tt | |
. itle Text
allows you to add an image to an Image 4997

Library folder “on the fly”, negating the 4151 Demiﬁﬁﬂﬁ | |
need to navigate to the Image Library

component for loading. The steps are
identical to those taken for Documents.

L /Z

s /7

CSS Class |App|y Class ,‘

Preview Properties

o | R -
. | uman ~esources ,
Image Manager & Open
ﬁ a G E 55 ' 'ining Images BN B VI 9y ‘ l Search Training Images 8
3 _J | Orpanize v New folder - ‘ V = - j] o
Browse...S Upload...A ’s&*t’ | =
_ EQ2
i e -
i _ CMS Training Images ‘T
# 1l Site Management 7 Libraries . | 2 il
- [ Library % Documents »;%wil - ‘” ﬂ i
I . & Music | =7
+- _l Library Site Management ) 5
= =L Pictures
il About Us A

. Select. ..

Y 4 7~

Hurricane Flag Kitten Little League Louis Park

T m > Shared Folder (\\"
+- Ll City Council

_ Cude @ Network -

T+J _ Emergency Management A 127001 o e
= A & Museum Image Museum Night PD1 PD2 -l
L. B Energy & ANNA-PC1 g s
_J EPB File name: Hurricane Flag [Custom Files ']
_ Finance [ Open H [ Cancel ]

t _ Fire Department —

Upiont e mages ||

1 _Human Resources

k V I s I C)'N‘ﬂ Innovators of
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=] 1mage Manager
« = 5B :: = & 0 0 H

=i~ _dl Image Library Filename Size (

M Training Materials

COR News Images

Upload

=
=

COR Common Images

Image
Alignment

CMS Training Images

Site Management |EQ 2 8863

Border Color

Library

VR Uploading ... Botom 3| Px
About Us T .

Name

Administrati
mINAtol  yurricane Flag.jpe 2.83 KB e

Building Safety
City Attorney O invalid files
8.79KB /8.79KB

City Clerk 1 file uploaded / 1 valid file

City Council :‘
Cude Do not close the window while uploading. Otherwise the upload will be

Emergency M terminated. -

LEPL

Progress

Energy

EPB
1| b

. Page 1 of 1. Items 1 to 29 of 29 Preview Properties |
Fire Department -_—
. fone Human Resources Upload New Images

Finance

FEECCPPEECPEFEEDERE

Assign

Upload New Images

ADD IMAGES

Content Group *

_Default v

SAVE & PUBLISH CANCEL

Image Jama *

Publish

V4

SAVE & PUBLISH CANCEL
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Position your mouse cursor on a new line beneath the text you typed for the image. We are
going to 14950nsert a Table.

Content Area

V R ¥$ 9

k. i
Pk ﬁ‘ﬁjaunz L x % A&

= | ApplyCSSClass +/|p « |Internal Links ~ @

]

(]

il

]
I fidd| o
ut

i

nhr

il

i

Tables

Note: You can only create an 8x8 table using the table matrix shortcut. To create a larger
table, you must use the Table Wizard and insert more rows. See Setting Table Properties
for more information.

To insert a table in the Editor Tool, click on the Insert Table button in the Toolbar:
This will display the dropdown table matrix, Table Wizard button, cell and table property icons:

For this exercise, your instructor will direct you to drag your cursor 4 columns wide and 3 rows
down. This is our first step in creating a table. Once you have highlighted a 4x3 table area, click
on the lowest right hand corner cell.

Content Area

v i 9 - BZ U X A~&-F-

Ml 2<
i

i g
e

ElE
Heading One

Heading Two

1. Numbered One N O
2. Numbered Two =
Table Wizard

il
1]
¥
(]
nh
e
-
I

v |Internal Links  ~| @

= Bullet One
« Bullet T
ullet Two - ~

It is delicate work but your result

should look like the example here:

_jscriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
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'Name|: Favorite Sport Favorite Team | Favorite Number | Now, very carefully and deliberately enter
] ' the following:

Row 1: Name...Sport...Team...Number
Row 2: Fill in yourself for each category

Note: Different browsers have different Row 3: Fill in someone you know for
maneuvering tendencies (tab, arrow, enter, each category
etc.). For this class...use the mouse.

Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here. Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
here.Type a descriptive paragraph here.Type a descriptive paragraph
— ST = here.Type a descriptive paragraph here.Type a descriptive paragraph
here.T é SRR ALY e a descriptive paragraph here.Type a descriptive paragraph here.Type a

YP puve paragrap yp puve paragrap yP
descriptiy & Insert Row Below ve paragraph here.Type a descriptive paragraph here.

PRI 7liMl ‘DeleteRow 000 |Eriinorgioosies

'Name|! Favorite Number |
Joe |  Insert Column to the Left 49 777777777777777777 / \
Ticiic [ wnommoneeamnonnsee WL 1 RIGHT click on “Name” in the table

:_Lc_’»u'?' @ Insert Column to the Right 7__1 o

grid. This will produce a list of options
related to the table. At the very
pesien | | &3l Merge Cells Horizontally bottom of this list, click “Table
Properties”. You will be introduced to

t| 3 +| cell Properti i i
gnment| 3 -/ CellPropertiel 4,0 “Table Wizard” screen. This

il Delete Column

' Merge Cells Verticall
Width| | . .

. s Split Cell Horizontally =
He|ght[ . . ground | Oy ~ Nowral  screen defaults to the “Table
Display Lin 2pit Cell Yerteealy Properties” tab automatically. This is
Checkt| & Delete Cell basasiset where we will make our first 2 or 4
onve |7 #  Cell Properties total changes to the table.
4

4  Table Properties /

“Why are we making changes to the table?” This is a great question that has two answers.

Answer 1: Making the changes to the table via the “Table Wizard” will adjust the look and feel
of the table to match the look and feel of your site.

Answer 2: Making certain changes (which will be highlighted) assures that the table meets the
Americans with Disabilities Act Section 508 which states, “Section 508 of the Rehabilitation Act
of 1973 (29 U.S.C. § 794d) requires the federal government to ensure that the electronic and
information technology that it develops, procures, maintains, or uses is accessible to persons
with disabilities. Section 508 also directs the Attorney General to submit reports to the

£ ) VISION' | rrovmorsor »
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President and Congress on the state of federal agencies' compliance with the Act's
requirements. In preparation for its report, the Department of Justice conducts a survey of
federal agencies to obtain information on the state of compliance with Section 508, including

the Section 508 Electronic and Information Technology Accessibility Standards. “www.ada.gov/508)

Content Area

Table Wizard

Accessibility \
S5 Class Layout:

Height: I:l pixels, % No CSS Class Layout -
) | Apply special formats to
Width: | 100% = Pixels, %

Heading Row Last Row

—
J Table Design I Table Properties ‘\\]CeIIProperties ‘(-\

r—Dimensions

On the “Table Properties” tab, entering “100%"
to the Width field will impact the page like this
Cell Padding: | 3] (based on the Basic Page Template):

Alignment: R'

—Layout

Background Color: &y =
Style Builder: 4 K

CSS Class:

Total 71 19|

Clear Class
Back Image: Subtitle

7 g El=0e0a]

TableBox
100% Width of the
|ImageRig ht Content Area Widget

In order to take this group of typed
characters that sit in individual cells
and turn it into viable (viable?) data,

change the CSS Class to “Table
Data” by using the dropdown.

Next, click the “Accessibility” tab in order to add options that will make your table ADA —
Section 508 compliant.

Content Area

Table Wizard \

Table Properties ‘-\ Cell Properties “ Accessibility j

b 4
J Table Design ‘-\
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Content Area

Table Wizard

b
J Table Design ‘-\

Table Properties A Cell Properties 1 Accessibility l

\

r—Accessibility Options

Heading rows

Heading columns

Caption

Caption Align

Summary

| 1 < Lz 21
|0 |{Max. 4)
Enter the number “1” in the "Heading
% rows” field. For this example, the table is a

[¥] Associate cells with headers —

m CLOSE

1 x 0 matrix (one row heading by zero
heading column).

Next, it is critical that the Associate cells
with headers checkbox be selected.

Now checked by default, this box is for
Section 508 compliance. This feature will
generate automatic code for accessibility
readers so that the readers can associate
data in a column with the overlying header
(i.e. if you have a table with a heading called
"Name" and a listing under that heading
called "Joe," the association can be made).

Click OK when done.

Innavators of
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Heading One

Heading Two
1 Numbered One Well done! At this point in the session,
2 Numbered Two your “Content Area” windows should
look like this example here (with the
« Bullet One subtle exceptions of text differences).
» Bullet Two (but my table is purple!)

Extemnal Link k

Vision Training

nternal Link

Application Steps

Type a descriptive paragraph here. Type a descriptive
paragraph here. Type a descriptive paragraph here. Type a
descriptive paragraph here. Type a descriptive paragraph
here. Type a descriptive paragraph here. Type a descriptive
paragraph here Type a descriptive paragraph here. Type a
descriptive paragraph here. Type a descriptive paragraph
here. Type a descriptive paragraph here. Type a descriptive
paragraph here Type a descriptive paragraph here. Type a
descriptive paragraph here Type a descriptive paragraph
here. Type a descriptive paragraph here. Type a descriptive
paragraph here. Type a descriptive paragraph here. Type a
descriptive paragraph here Type a descriptive paragraph here Type a descriptive paragraph here. Type a
descriptive paragraph here Type a descriptive paragraph here Type a descriptive paragraph here. Type a
descriptive paragraph here. Type a descriptive paragraph here. Type a descriptive paragraph here. Type a
descriptive paragraph here. Type a descriptive paragraph here. Type a descriptive paragraph here. Type a
descriptive paragraph here Type a descriptive paragraph here. Type a descriptive paragraph here. Type a
descriptive paragraph here.

NAME SPORT TEAM NUMBER

Joe Football Chio State 44
Thea Football Buffalo Bills 28
DESIGN  HTML

Hyperlink Manager| &,

Classname| Classname -

eckthi box if linking to documents in the editor tool.

CLOSE

{ ) VISION|
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The next area of focus will be the Page-specific “Show all options” panel. Please click the drop
down circle to expand that panel.

ViSiOF‘IL ) &) site Preview : [EE] My Dashboard : f Account, Trainingw : (!) Log Out

Rod'lester, MN = VISION

NTERNET

Site Settings Site Content

Options Toolbar

This is the green bar that appears at the top of the page. This will allow you to expand to show
more options about the page, and to save and approve/publish your work.

[ Edit Page @

SAVE will save all of your work on the page (without sending for approval or publishing).

SAVE & ARCHIVE will save all of your work on the page (without sending for approval or
publishing and archive up to 3 versions of the page. What examples do you have of archiving?

SAVE & PUBLISH (or APPROVE) will publish the page for broadcast (or send to Step 2 staff to
be published — depending on your workflow configuration).

Your instructor will discuss 4 of the most frequently accessed tabs and their functionality.

€ ) VISION® | mmomonor
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Page Details Optional Page Settings Workflow & History Tags & Meta Data Templates Archive History

Current Page: Vision Training

Content Group *
_Default This page has no connected page(s).

Navigation Name *
Publish Date

07/17/201512:55 pm

Vision Training
Title *

- o Expire Date
Vision Training TITLE

Subtitle

- . Content Review
Vision Training SUBTITLE

- No Review
|_J Restrict new subpages to the Content Group

Friendly URL https://devé.visioninternet.com/Trainingl/i-want-

to/vision-training

.-tllll[g-fniuns insert comments here... )| SAVEE ARCHIVE | SAVE & FUBLISH

The Content Growp selection indicates which group (staff) have oversight permissions for
Content Group page content. Each Comtent Group has specified Workflows for publishing content. Select
the appropriate Content Group for the page.

Enter the navigational name of the page - this name will show up in the dropdown, left

Mavigation M
Avigation Hame menu and breadcrumbs navigation of the webpage.

The Title appears at the top of the page (in 3 predefined font style]. The Page Tite will maost
likely be the same as the Mavigation Mame you entered.

Title

subtitle The subtitle of the page appears below the Page Title (in a predefined font style).

The Restrict Mew Subpages to this Content Group optien will prevent any subpages from
Restrict Subpages other content groups from being placed under the page your are editing. This will allow you
t maintain control over certain areas of the site where adding content should be restricted.

The Friendly URL optian is only enabled if the site uses friendly URLS. During page oreation
the physical location of the page will become embedded in the URL. If you move the page,
the Friendly URL is mot updated automatically. Here, the current Friendly URL can be s=2en.

Friendly URL If the Friendly URL needs to be updated, a user with the correct permissions can find this
option in the context menu for this page on the Site Content - Peges view. MOTE: Resstting
& URL that has been indexed by & search engine will require time for those search engines to
re-imdex the content.

This section can expand to show if there are any other pages that are connected to this

Connected Pages . . -
s page. For more information please read the Connect Page guide.

Use thiz field if you want this page to become visible to users at some point in the future.
Click the mini calendar icon to select the |future) publish date. Thiz page will MOT be visible
o users until the date you selected. MOTE: if you do not select 3 Publish Date, or if you
select @ date in the past, the page will be visible to users as soon as it i5 published.

Publish Date

Use this field if you want this page to expire on a specific date. Click the mini calendar ican
1o select that date. The page will not be visible to users after that date, but will still be on
your site. MOTE: if you do not select an Expire Date, the page will remain visible to users.
Users with aocess can run an Expiring Content report to search for any expired pages.

Expire Date

Use this field to apply a regular review schedule (Monthly, Quartsrly, stc. ) or select
Content Review specific review date |Custom Date). Al users that belong to the workflow this goes through
will receive an email reminder to review the page when the review date ocours,

k VISIONW Innavators of
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Page Details [T Workflow & History Tags & Meta Data Templates Archive History

Currant Page: Vision Training

¥ Show in Navigation

[[J Make Department Homepage

Departments
[ Administration
[ Building Safety
[ city Attomey
[ city Clerk
[ city Council
[ cude

[ select All

Redirect URL
http://
Redirect URL Target

Same Window v
Membership Groups

[ City Council Member [ City Staff

[ select All

:IIIIEEﬁuns insert comments here... P SAVE & ARCHIVE [ SAVE & PUBLISH

Showr in Mavigation

Department Homepage

Departments

Redirect URL

Redirect URL Target

membership Groups

This is checked by default, which means the page you create will show wp in the dropdown
navigation menu and alsc in the left column navigation. In most circumstances you will
lezve this chiecked so that site users will be able to navigate to your page. If you uncheack
this box, the paze will be created on the site but it will not appear in the navigation. You
can nevertheless link to the page from other pages.

check thiz box if this is & department homepage. It will glso show only the department's
sub-navigation on the left menu when a user navigates to the page. NOTE: Some projects
will hawve a different label for their sub-unit (2.2, Unit, Division, Section)

salect the department(s] |sub-wnit) to which the page belongs, if applicable.

Enter the URL for a navigation redirect in this fisld. Once saved, this will create 2 page entry
in the site navigation, meaning that when a user clicks here, he/she is redirected
gutomatically to the URL entered in this field. ¥ou may also click the pulldown menu to
select the URL of 3 published page already on your website.

If desired, change the target of where the redirect will ocour. It may op2n in the same
window or a new window depending on what option you sslact.

Salect the Membership Growp|s) to which the page belongs, if applicable. This will make the
content exclusively visible to thoss groups and require login before they are visible.

k VISION® | Innovators of
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Page Details

Current Page: Vision Training

Action History

Last Action:

on:

By:

Comments:
Show History Log

HIDE
@‘ all options

insert comments here... P SAVE & ARCHIVE || SAVE & PUBLISH

Archive History

Optional Page Settings

Workflow & History

Tags & Meta Data Templates

Workflow Information

Start Workflow Content Group: _Default

07/23/2015 4:52 PM Author: ‘Weh, Master

Web, Master Previously Published: Yes

Create First State After Published. Previous State: Published
Current State: Step 1

Next State: Published

Last Action
Updated On
Updated By
Comments

Show History Log

Content Group
Author

Status

Previously Published

Previous State
Current State

Next State

Approval History

Last action performed on the content.

Date/Time content last updated.

User who last updated the content.

Comments that were entered into the Options Toclbar on last update.

Click this link to see the previous history of updates (if any).
Workflow Information

Content Group the item belongs to (Ownership).
The criginal auther of the content.
This will show if the content is set to Display or Do not Display.

"Yes" means the content has been published once befare. "No" means it has never been
published.

This is the previous workflow state the content was in.

This is the current workflow state the content is in.

This is the workflow state the content will move into once it is approved.

Page Details

Current Page: \Vision Training

Maximum of 3 versions can be saved.

Archived

08/10/2015 2:21 PM

HIDE

all options

insert comments here..._ P SAVE & ARCHIVE [ SAVE E PUBLISH

Optional Page Settings | Workflow & History Tags & Meta Data Templates Archive History

Delete

Review Restore

Account, Training '@ 0 °

Displaying tems1-1of 1

Comment By

Innavators of
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Max number
Archived
Comment

By

Review

Restore

Delete

This displays the maximum number of items that can be archived. (The default is 3).
The date and time the content was archived.

Comments that were entered into the Options Toolbar when the content was archived.
The user who archived the content.

Click this button to review the archived content.

Click this button to restore back to this archived content. NOTE: The current version will be
replaced with the archived version.

Click this button to delete this archived content.

vision
Rochester, MN

Site Settings

(&) site Preview : [E5] My Dashboard : f Account, Trainingw : (!) Log Out

) VisioN

My Tasks

This is a great time to present your

questions to your instructor.

Otherwise...

SAVE & ARCHIVE J| SAVE & PUBLISH

Click “Save & Publish (or Approve)” to
be taken to the backend of the CMS.

Participation Page: Pages

& HVIsION

ol I NTERNET
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The Image Library
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Site Settings > Image Library

ViSiOF‘ILi (&) site Preview : My Dashboard : & Account, Training w * () Log Out
Rochester, MN VISION
NTERNET
Lo Site Settings My Tasks Site Content
= — Pages j’ 0
4 B Q) @ o _
Image Library A
MV Dashboard Document Central .@
Calendar
o
News

Components A-E

1 Vision Training 08/10/2015 2:23 PM Mo content to be approved found.
b Account, Training _Default Components F-
Jellyfish 08/04/2015 10:25 AM

Account, Training _Default ComponentsJ-Q

Components R-Z

The Image Library is the central location that all images within the site can be found. It is
important to realize that images are not embedded in a web page. Images on a website are
"called" to a web page from a specific location (the Image Library).

For this class, we will start by selecting the “Training Materials” folder (or equivalent) and
clicking the “Add Images” button.

\FiSiOF‘ILi I @) site Preview My Dashboard & Account, Training w * (Y Log Out
Rochester, MN __ vision
¥, sitesettings My Tasks Site Content HTERNET
a4 E 0 b o
[Ea Image Library o
v

. Current Folder: Image Library > Training Materials
Image Library

| Training Materials| Hint: Place Cursor over thumbnail image to see full size view.
COR News Images :l

COR Common Images

CMS Training Images Image Name  Type Size(KB) Last Updated By
- Site Management
% M0 TSy Dog ipg 13.09 08/10/201512:50 PM  Account, Training
- Library Site Management

About Us

Administration No More Images

Building Safety

Options? Yes, you have options in loading your images.

Option Opening the locations where you images are stored on your computer,
selecting multiple images within that folder, dragging that bundle of images onto the
“Select or Drag & Drop HERE" button.
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Vision Site Preview : [5] My Dashboard & Account, Training w (') Log Out

Rochester, MN ( — - VISION

Site Settings My T: Q\ ‘sl » JCC Desktop » Training Images » v Search Training Images pe

“» 4 B Q@ W Organize ¥ &l Preview  Share with ¥ Slideshow  Print  » =~ O @ +# 0
A

. Favorites
@ Add Images (7]

B Desktop =
14+ Downloads

BACK

cent Places
Select or Drag & Drop Image

OneDrie

If you are having troub,

braries AN
Documents FLPD Patch FLPD Truck Gazebo - Copy

-
\
= Pictures %
| Public Pictures l ‘
——

; Videos

Current Folder: Image Lib

‘ ¢ Select or Drag & Drop
s4n| HERE
2

Option 1.
Click on the button above and then select the}

computer.

Gazebo Hospital | Hurricane Flag

=l

& Computer - k d &

i ﬁ 8 items selected Date taken: Specify date taken

Only .jpg, .jpeg, .gif, .png, .bmp, tiff, tif, .svg formats are
Only 20 im ages are allowed to be uploaded at once. Eac!

Large image s will be scaled down to a width no greater

/\/ery similar to Option 1 is... \

Option Click “Select or Drag & Drop HERE" button first and then browse to your
images. Select selecting multiple images within that folder, dragging that bundle of
images back onto the “Select or Drag & Drop HERE"” button.

TIP: Recent CMS updates now automatically populate the Image Name field based on the
Image File name. So, plan ahead. Name your images what you would like them to say on

your site as you download them to your local drives and networks. “image52369.jog” is
much less easy to understand than “dogadoptionday.jpg”.

/Finally, if your site is set to use Microsoft Silverlight but you do not have it installed, or if \
your site is set to use the HTML5 uploader but your browser does not support it, there is an

alternative classic upload tool that you have access to.
55
Option Click the "here" link seen in the introduction paragraph on the Add Images

page to load the Classic Upload Tool.




vision @) site Preview : [ My Dashboard ‘ Account, Training ¥ (!) Log Out
Rochester, MN
Site Settings My Tasks Site Content
=~ — +
& B D @b —
@ Add Images 2]
BACK

Select or Drag & Drop Images from your computer to add to the Image Library.

here

If you do not have Microsoft Silverlight installed, please click| ——="=}to switch to the classic upload tool.

3
Current Folder: Image Library > Training Materials
&> Select or Drag & Drop
[::j HERE

Option 1. Option 2.

Click on the button above and then select the file OR Select the file(s) from your computer's file

(s) from your computer. manager and drag-&-drop onto the button
above.

Only .jpg, .jpeg, .gif, .png, .bmp, .tiff, .tif, .svg formats are accepted. .bmp and .tif will be converted to .jpg.
Only 20 images are allowed to be uploaded at once. Each image cannot be larger than 15 MB.

Large images will be scaled down to a width no greater than 1600 pixels.

You will be presented with a more traditional “Browse” interface. Keep in mind, you would
be browsing from the Image Library folder you accessed. Though through this Classic
Upload Tool you would be browsing for one file at a time, you would publish them to the

Image Library folder all at once. Click the (+) button to add more images with this batch or
the (-) button to remove images from the batch.
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ViSionL | Ve [©) site Preview : [E5] My Dashboard | & Account, Training ¥ () Log Out

Rochester, MN QV[SIO‘N
ﬁt Site Settings My Tasks Site Content ‘

# 4 B D @ O # cz
f@ Add Images @

BACK

Select images from your computer to add them to the Image Library. Use €3 to add more images, and (@ to remove them.

Current Folder: Image Library > Training Materials

Content Group *

(Choose Content Group] ¥

Image File* Image Name* Alternative Tag

BROWSE... CLEAR WCAG2.0 ()

Only jpg, pes, -gif, .png, .bmp, .tiff, .tif, .svg formats are accepted. .bmp and .tif will be converted to jpg

Each image cannot be larger than 15 MB. Large images will be scaled down to a width no greater than 1600 pixels.

BACK

Select the Content Group that will have oversight for the image(s). (If you belong to only
/ one Content Group, that group will be displayed by default. You will not have the option to
select a different one.)

Next, click the Browse... button to locate your image (you will see a standard file browsing
window). Find the image file that you wish to upload (on your local computer or network
drive), select it and click the Open button.

Enter the Image Name: the name (which will identify the image in the Image Library).

Enter the Alternative Tag: Alt tags are important for keeping your site accessible. They are
a brief description of the image generally of three to five words (i.e., "people at city
meeting" instead of "people"). Alternative Tag accommodates ADA Section 508
requirements as well as making you images searchable by popular web search engines like
Google and Bing. Images that are used for purely decoration purposes or that will have
their meaning conveyed in text may have an empty alt tag. It is important that you provide
an alt tag if:

1) The image has text in it

2) The image will be used to convey meaning or information that will not be available
through the other text on the page. Examples include an icon that is used with no
corresponding text explanation, or an image that portrays something that is not described
in the text.

Click “Save & Publish” when finished uploading.
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Document Central

Site Settings > Document Central

ViSion‘_: ) (&) site Preview : [Z5] My Dashboard : £ Account, Training ¥ (Y Log Out
Rochester, MN _(‘ VISION
NTERNET
Site Settings My Tasks _l:l_ Site Content
LY
] Pages
[~ - ’ U
<1 [1F (™| =
- Q u]] U: Image Library 'y
== D t Central
MV Dashboard u ocument Central @
_‘ Calendar
B o
J=- News
Py My Locked Content
Q Components A-E »
No locked content found. * No content to be approved found.
Components F-1 4
Q Components J-Q »
* Components R-Z »

The Document Central is the central location that all documents within the site can be found. It
is important to realize that documents are not embedded in a web page. Documents on a
website are “called" to a web page from a specific location (the Document Central).

You are going to discover, as your instructor guides you through this exercise, that the
Document Central component acts very much like Image Library. Your instructor will

discuss these similarities as well as the differences.
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1) Draw a line from the number of the step that gains you access to the series of
documents you would like to see or add to.

ViSionl_i\« ) ) &) site Preview : [ZZ] My Dashboard : & Account, Training ¥ (") Log Out

Rochester, MN = VISION

“?I Site Settings My Tasks Site Content

E Q@ O £ 0

i

™ Document Central @

Document Central
| Training Materia\]
COR Common Docs
COR News
Administration
* Building Safety
Reports
City Attorney
* City Clerk
City Council
Cude

Emergency
Management

2) Draw a line from the number of the step that begins the process of adding a
document to the selected folder.

ViSioan . [@) site Preview [£] My Dashboard & Account, Training ¥ (Y Log Out
Rochester, MN = V,';'QN
Site Settings v My Tasks Site Content R
™ Document Central @
v

Current Folder: Document Central > Training Material

Document Central

\\ Training Material] |:I

COR Common Docs

Document Name Size(KB) Last Updated By
COR News
= Administration A Sample Agenda 91.29 07/21/2015 4:34 PM Web, Master
L Building Safety E Sample Minutes 51.12 07/21/2015 4:34 PM Web, Master
Reports E Sample Permit 908.95 07/21/2015 4:34 PM Web, Master
2 City Attorney @\ Sample Training DOC Qutline 2015 59.49 07/21/2015 4:34 PM Web, Master
t City Clerk A Sample Training PDF Outline 2015 60.73 07/21/2015 4:34 PM  Web, Master
City Council ) sample Training XLS Outline 2015 13.42 07/21/2015 4:34 PM  Weh, Master
Cude
+ Emergency No More Documents

Management

3) Draw a Tine from the number of the item that accesses the classic upload tool.

L VISION

INTERNET

59



ViSiOnI V -] Site Preview My Dashboard : £ Account, Train () Log Out

Rochester, MN ) VISION

NTERNET

. site Settings My Tasks Site Content

# 4 =B D@ 0 M #0

¥ Add Documents ©
BACK
Select or Drag & Drop documents from your computer to add to the Document Central.

If you are having trouble with this uploader, please click here to switch to the classic upload tool.

Current Folder: Document Central > Training Material

N:A Select or Drag & Drop
E HERE

Option 1. Option 2.
Click on the button above and then select the file(s) from your computer. OR Select the file(s) from your computer's file manager and drag-&-drop onto

the butten above.

Only .txt, .rtf, .doc, .docx, .xls, .xIsx, .pps, .ppt, .pptx, .pdf, .rar, .zip, .csv, xml, .dwg, .eps, .ai, .vsd, kml, .kmz formats will be accepted.

Only 30 documents are allowed to be uploaded at once. Each document cannot be larger than 150 MB.

© Copyright 2003-2018, Vision Technology Solutions, LLC. All rights reserved.

Draw a line where 4) you are required to change the group and then 5) a line to start the
process of pulling in a document from a local or network location. the number of the step that
begins the process of adding a document to the selected folder.

Vision‘ ve [Z) Site Preview My Dashboard & Account, Training w () Log Out

H a4 B D@ g ™

¥ Add Documents (2]

BACK

Select documents from your computer to add to Document Central. Use §3 to add more documents, and (@9 to remove them.

Current Folder: Document Central > Training Mate rial 4

Content Group *

[Choose Content Group, ¥ 5

T s | sevearonust|

Display Mame* Key Words File *
- BROWSE.. CLEAR o
Each document cannet be larger than 150 MB

BACK

| Draw a line where you would:

L VISION
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6) Identify the active folder in which you are loading a document
7) Addin order to browse to a second file and then a line to start the process of pulling

in a document from a local or network location
8) Once finished browsing and loading, saving your work and closing the Add

Documents windo.

@) site Preview [E=] My Dashboard ‘ Account, Training * " Log Out

visionLiv
Rochester, MN Q'\"ISION
ataEnd)
Site Settings Site Content
= ¥+
# 4 & D @D 5 +0
"= Add Documents 7]
e [0 ESEEEED 7
Select documents from your computer to add to Document Central. Use €9 to add more documents, and (™ to remove them.
Current Folder: Document Central > Training Materizl 8
Content Group *
Administration v
Display Name * Key Words File *
= Generic visionCMS Basic Agenda Generic visionCMS Basic Agen| | BROWSE.. CLEAR n
A final thought, that holds true for the - _ _
nt 20032018, Vision Technalogy Solutions, LLC. All rights reserved.

Image Library as well...you are able to
see the maximum size of an individual
file you are able to upload here.

Participation Page: Image Library and Document Central
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Calendar

Site Settings > Calendar

vision ) (@) site Preview : [E5] My Dashboard : f Account, Training ¥ (") Log Out
Rochester, MN ) VISION
NTERNET
Site Settings I Site Content
Pages
~ —
a®E D@ = £19
L Image Library A
M\/ Dashboard Document Central @
Calendar
o

News
Components A-E

No locked content found. No content to be approved found.
Components F-1

Components J-Q

Components R-Z

The Calendar component is a listing of events entered into the Event Calendar site settings.
Depending on the event settings, they will appear on the public website inside a calendar
widget(s). The calendar widgets provide a number of options to present the calendar of events
such as monthly and list views. There are three parts to the Calendar tab.

Calendar Search

To search for a particular event, click into the search field, type the text you wish to search for
and click the magnifying glass button “t (or press enter).

This will search for an event title with the entered search term and generate a list of events with
all matching results (if any). You can either choose to take action on one of the events in the
results by clicking on that row and triggering the action menu, or click the Back to List

View button to return to the initial Calendar list.

Calendar Filters

There are a number of content filters seen at the top of the page that you can apply to filter
results by. By default, the list of events is already filtered to display Upcoming Events only, so
you would need to change this filter to view events that have already passed.

L ) VISION'| o
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visionl

Rochester, MN

(@) site Preview : [Z5] My Dashboard : $ Account, Training ¥ () Log Out

QVision

Site Settings My Tasks H\‘_}I_ Site Content

Calendar

'r‘-_ Calendar Categories

ADD CALENDAR EVENT

Upcoming Events ¥ (All Categories)

(All Event Types) v

No events found.

ADD CALENDAR EVENT

=8

v (AllDepartments) ¥ (All Content) ¥  (All Content Groups) v

event calendar by category, and site administrators can set up
Component Pages that limit, or constrain, events displayed based on

their category. This feature is associated with several components
throughout the CMS. Use them to you advantage.

To manage the calendar categories, click the Calendar Category tab at

(2 Calendar Categories the top of the calendar list view.
Calendar [=) 0

ADD CALENDAR CATEGORY
Calendar Category Name
City Council meeting
Community Outreach
Down By the Riverside
General Meeting
Park Board

Registration Events

/Events can be organized using categories. Website users can filter the \

J

Last Updated By Edit Delete
11/24/2015 10:42 AM Account, Training _@

11/13/2015 11:12 AM Account, Training @ =
03/25/2015 4:46 PM System, Admin @ =
11/13/2015 10:10 AM Account, Training _@
02/19/32015 10:02 AM Jayakumar, Arun _@

11/13/2015 10:27 AM Account, Training @

Displaying items 1-6 of 6

t;; Add Event

Content Group *
_Default A\

Event Title *

Town Hall Meeting
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Event Location

City Hall

Address

222 M S=pubveda Bied

City State ZIP Code
El Segundo Califarr ¥ | |S0245

Event Details

Examl e E=E

DESIGN HTML

= B | 'f

- f1-

Anphy C55 Clag

Event Start Date/Time

Click the calendar icon to select the
date on which the event will begin. You
may also specify a time for the event to
start at (the default is 12:00 AM)

Event End Date/Time

Click the calendar icon to select the
date on which the event will end. (If the
event is a one-day event, the event
should automatically select the same
date as the start date. If it is an event
that spans multiple days, select the last
day of the event.) You may also specify
a time for the event to end at (the
default is 11:59 PM)

Display Links to Document Viewers

check this box if linking to documents in the editor tool.

L) Show Meeting Document Options

Thumbnail Image
Choose an Imags I Remove [mEgs

[Miz imzage chosen.)

L ) VISION | ro

e I NTERNET
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4 N\

Note: Event Registration is turned off
by default. If you would like to start
using event registration, please contact
your account manager to have it turned
on.

If you select the Allow Registration
checkbox, the following fields will load
under the Registration Details tab.

\_ /

For detailed information on each of the

Allow Registration fields...go the next page.

® | Innovators of
i k' YVITSEIRCN)N Online Government™ < 65




Allow Waiting List

Registration Deadline

Max Mumber of
Attendeess

Registration Fee

Payment Enabled

Display Contact Phone

Contact Phone

Display Contact Email

Contact Email

Display Optional Event
Message

Optional Event
Message

Select this chedkbox if you want to enable the waiting list feature. Once the maximum
number of attendees for this event has been registered, users can request email notification
if there is any cancellation if this feature is enabled.

Click the calendar icon to select the registration deadline for this event. Mo registrations may
be made after the deadline has past.

Enter the maximum number of attendees that can register for this event.

Enter the per person registration fee. Be sure to include two dedmal places in the number
(e.g. 20.00). Do not include the dollar symbol (5).

Check this if you want users to be able to pay for the reservation through the Online
Payments component. This checkbox will not appear if you do not have Online Payments
activated. [See below for more information).

Select this checkbox if you want to display the event contact phone number in the details for
this event registration [listed below). If the checkbox is not selected, the entered phone will
only be visible in the content management system.

Enter the event contact's phone number.

Select this chedkbox if you want to display the event contact email address in the details for
this event registration [listed below). If the checkbox is not selected, the entered email will
only be visible in the content management system.

Enter the event contact's email address.

Select this checkbox if you want to display the optional event message in the details for this
event registration (listed below). If the checkbox is not selected, the entered message will
only be visible in the content management system.

Enter the event registration message.

Innavators of
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SHOW
all options

v

Content Group *
_Default ¥

Event Title *

Town Hall Meeting

Event Subtitle
Winter 2016

Event Start Date/Time *
01/11,/2016 6:00 pm

Event End Date/Time *
01,/11,/2016 9:00 pm

Event Location

nsert comments here. ..

SAVE & ARCHIVE | SAVE B PUBLISH

Show All Options Overview

To show all calendar options either edit or
review the event and click the SHOW all

options graphic in the Options Toolbar.

City Hall
Address
222 N Sepulveda Bhvd
City State ZIP Code
El Segundo California Y 90245
Event Details Optional Event Settings || Event Registration Details || Workflow & History Archive History

Content Group *

Event Location

_Default

make the event show on the website
homepage. (Note, only a fixed number of

Check the “Display on Homepage” box to

events can show at one time on the homepage.)

City Hall

ddress
222 N Sepuheda Blvd
ity
El Segundo
tate

California

nd Date/Time *
2016 9:00 pm

|#] Display on Homepage

HIDE
all options

nsert comments here. ..

ZIP Code
80245

Content Review

Mo Review ¥

SAVE & ARCHIVE || SAVE & PUBLISH
&

Innavators of
Ornline Government™
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Include in eNotification

Event Details Lol iOEIRST i A Event Registration Details II Workflow & History II Archive History I

Redirect URL

| Check this box and select categories http://

B calendar Categories (e.g. http://www.visioninternet.com)

|_|EPB

|| Fire

[ Jselectall

I‘_;Illl[gfn:_m“5

Calendar Categories
§ " . 1 — Redirect URL Target
City Council meeting General Meeting | semsanaenn | ~oo caunonn camaonr -
Park Board Repgistration Eventsl| S Ee same Window M
} ’/;.‘,mmm Membership Groups
> [:::;:::m || City Council Member || Ciy Staff
|| 5elect all Iomevesmecrn | o0 cuovosn camco | .
Select one or more Categorles fOI’ your
Departments . ) )
o - event, if applicable. Available
|_J Administration || Building Safety . : .
() City Attorney @ city Clerk categories will depend upon which
B ity Coundil O cude Content Group ownership is selected.
|_|Emergency Management |_|Energy

|_| Finance and 15

|| Human Resources o

SAVE & ARCHIVE | SAVE & PUBLISH

Include in
eNotification

Departments

Redirect URL

Redirect URL
Target

Membership
Groups

Check this box to make the event available to send as
an eNotification to subscribers. You must also select a category to
associate the event to.

Select the department(s) (sub-unit) to which the event belongs, if
applicable.

Enter the URL to redirect to in this field. Once saved, when a user
clicks here, he/she is redirected automatically to the URL entered in
this field rather than being taken into the details of the event. You
may also click the pulldown menu to select the URL of a published
page already on your website.

If desired, change the target of where the redirect will occur. It may
open in the same window or a new window depending on what
option you select.

Select the Membership Group(s) to which the event belongs, if
applicable. This will make the content exclusively visible to those
groups and require login before they are visible.

€ ) VISION® | rmossorse

'NTERNET | OnlineGovernment™




Optional Event Settings

Allow Registration

Workflow & Histor',lJI[ Archive History ]

Display Contact Phone

L4

Allow Waiting List

Registration Deadline *

Max Mumber of Attendees *

Registration Fee/Cost

This tab on the for the
event will duplicate how
the Registration Details
were entered originally.

ct Phone *
ext,

ay Contact Email

ct Email #

lay Optional Event IMessage

Registration Details

Allow Registration
~

Allow Waiting List

Registration Deadline *

h - SAVE & ARCHIVE | SAVE & PUSILISH
&

Max Mumber of Attendees *

Registration Fee/Cost (e.g. 25.00)
per parson

Payment Enabled

Display Contact Phone

HIDE
all options

Optional Event Message

SAVE B ARCHIVE J| SAVE & PUBLISH

Now that your Calendar Event has been entered and all
Options have been accurately addressed, click Save &
Publish (or Save & Approve). The Event will now be
seen wherever the Category of the Event has been

placed throughout your site.

™ calendar

™ Calendar
400 cauenoan ven | meosr s |

Calendar Categories

J = || uptoming Events ¥ || jall categories) ¥ || (Al Departments) ¥ || [all content)
Event Title Status Event Date
™ city counil Meetin Upcoming 01/05/2016 400 PM - 6:00 PM
G Town Hall Mesting Upcoming 01/11/2016 6:00 PM - 9:00 PI
m City Council Meeting Upcoming 01/19/2016 4:00 PN - 5:00 P

¥ | |all content Groups) ¥ || (Al Event Types) v

Last Updated By
11/24/2015 12:33 PN Account, Training
12/22/2015 5:44 PM Web, Master

11/24/2015 12:33 PM Account, Training (v}

Innavators of
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Site Settings My Tasks ¥ site Content

B
— — Fages
= L]
4 @ G = [ |
E: Image Likrary
-—
p— B Cocument Central
My Dashboard
"-' Calendar
* Components A-E Pk
. . C t= F-l 3
The News component is a listing of * smpanEnt
news entered mtc? the News site .* Components J-Q »
content. Depending on the news
settings, they will appear on the public * Compenents R-Z 3
website inside a news widget(s).
4 N

At this point of the session, you should be able to recognize the similarities that permeate
the CMS. As Document Central was very similar to Image Library so News is to Calendars.

\ J
4 N

Your instructor will assist as you guide yourself through setting up and Publishing (or Save &
Approve) your own News item.

\ J
News o
I News Categories
E=3
( \ ¥ || Current News ¥ | [All Categories) ¥ || (All Departments) ¥ | [All Content) ¥ || [All Content Groups) T
Mews Title Status Post Date Expire Date Last Updated By
E| Herdon, VA Example Current 11/12/2015 12:30 PM 12/22/20157:18 P Web, Master
El PowerHour Delivers! Current 10/29/2015 12:41 PM 10/29/2015 12:44 PM Account, Training
1 Displayingitems 1- 2 of 2
==
55 published  [Z5] Not Published

Innavators of
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% Add News

SHOW sert comments here
Hicras nsert comments here. .. SAVE & PUBLISH

Content Group *
Administration v
MNews Title *
Main Street Closed Until Monday 1/4/2016
Subtitle
Please seek an alternate route
Intro Text

Main Street will be closed due to surface and curb
repairs until 1,/4/2016.

Just because it is there, doesn’t mean you HAVE to use it.

Carefully consider when and how frequently you will mark the boxes to have something
displayed on the homepage and/or pinned to the top of a list.

Let your instructor give you examples on how to apply these options conservatively.

News Details Optional News Settings || Workflow & History

Content Group * ¥ Display on Homepage

Administration ¥ Pin to Top
News Title * .

News Post Date/Time
Main Street Closed Until Monday 1/4/2016

2]

Subtitle ) i

News Expire Date/Time
Please seek an alternate route -
Intro Text .

Content Review
Main Street will be closed due to surface and curb

I v

repairs until 1/4/2016_ Mo Review

HIDE

all options nsert comments here. .. ,J| SAVE &PUBLISH

What are you looking to verify?
Don't forget to check your Options panel.

Can your News item be Categorized?

k V I s I C)'NB Innovators of

INTERNET Ornline Government




Include in eNotification

Workflow & History Archive History

Redirect URL

[# Check this box and select categories | http:ff

News Categories

(e.g. http://www.visioninternet.com)

(] City News & Announcements

Redirect URL Target

| Same Window

Membership Groups

M

] cty Council Member

[Jeps
[ Fire

[ ciy staff

O select All
Departments
] Administration [ Building Safety - O select Al
[ city Attorney [ city Clerk
[l city Council [l cude
()] Emergency Management (] Energy

(] Finance and 15

] Human Re sources <

[ select All

<Insert Home Page Screen Shot — display
News item with recent addition >

A VISION® | movoreof
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