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Content Server vs. Site Studio

—
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Content Server and Site Studio

 Content Server and Site Studio are two different ways to manage content in the
Oracle repository and each is used for different types of changes

 Oracle Content Server
* Contribute native files to the system

* Press Releases
Content Server Screen Sample

* Product Data Sheets ORACLE' Content Server : I
( P D Fs) Home  ~Search v MNew ChedkIn My Profle  Help
~ My Content Server ~ Web Sites ~ Browse Content ~ Content Management ~ Administration
* Images
Search
* Flash
Title

Content ID

 Interact with workflow

Release Date: From To

Full-Text Search

Sort By: | Release Date M | Descending M [ Search ]

—
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Content Server and Site Studio

. Oracle Site Studio Contributor (“Surf and Edit”)

e Site Studio is a tool for managing content within the Oracle Content Server
from the site itself

e Contribute while surfing the website in the Contribution Environment
* Use for most content pages of the site

Site Studio Screen Sample

ORACLE Site Studio Contribution Mode

CNIC Home | ContactUs | Signin

Who We Are RULEIRWEsLE News And Current Info = Regions And Installations

" 2 = Emergency Management

[regiont |- X1

Emergency Management

Emergency Management supports activities that provide for the organizing, training, and equipping of military and
civilian persennel to prepare and respond to the impact of natural, accidental or civil threats to the Navy installation or
surrounding community. The core functional areas of Emergency Management are:

o Dispatch

o EMPlanning

o CBRNE Preparedness

o DSCA

Useful Emergency M 1t and Disaster Preparedness Web Sites:

rkspace on CNIC Portal—must have CAC to access
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How to Login

—

Commander, Navy Installations Command... Supporting Command to the Warfighter



Login to Contributor Mode

e To Login to Contributor Mode go to auth.cnic.navy.mil

e Browse to the section of content that you would like to edit
e Hit Control + Shift + F5

cnicHome | contactus | sinin [ A 2

Advanced Search

INSTALLATIONS COMMAND //

Who We Are What We Do News And Current Info Regions And Installations

This is the global alert text.

This is the site-specific alert.
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https://auth.cnic.navy.mil/

 You will be required to Login before entering contributor mode

* Login using your existing Oracle CMS user name and password

Connect to www.cnic. navy.mil
=

The server wisa,chic, naswy, mil at Idc Secority fnassecnifidcplg
requires a username and passward,

User name: € userid w

Password: TTYIIIL

Remember my password

[ oK, ] [ Cancel

—
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Login to Contributor Mode

e Once you login, you will be able to browse the website in contributor mode

 You will know you are in contributor mode because you will see the content
region icon at each of the different contribution regions

ORA TLE' Site Studio contribution Made

cnicHome | conzctus | sionin [ AAHEEEE =2

Advanced Search

AVY INSTALLATIONS COMMAND //
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Editing Content with Site Studio

—
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Site Studio Contribution Mode

Site Studio Contribution Mode is engaged while navigating the site
* Press Ctrl + Shift + F5
e Contribution Mode toggles on and off with that key combination
* Requires login

ORACLE' Site Studio Contribution Made

cnicHome | contzatus | sionin [ A AEEEEE =2

Advanced Search

, NAVY INSTALLATIONS COMMAND //

Who We Are = What We Do = News And Current Info = Regions And Installations

NOTE: On your first visit, the editor will need to download and install. please accept all of the download warnings

—
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Content Region Icon

~« Content Region Icon provides access to edit content
* Signifies editable regions of content while browsing the site in contributor mode

. — |+ «—— Content Region Icon
regiond @ K=

* Click the document with the red arrow to view options for that covgion

e Click the document with the pencil to go directly into edit mode.

* Contributor Form gty e
* Native Application Editing FEdit v
Document Info

Switch Region Content

View Web Site Usage Report
View Differences

 Edit
* Default Edit Behavior either Contributor Form or Native Application Editing

* If thereis no edit option, the content may be in workflow or you may not have
access to edit the page

 Document Info
* Displays Metadata for the Content
e |If the content is in workflow, it will be shown on this Content Information page

Commander, Navy Installations Command... Supporting Command to the Warfighter



Contributor Form

 Engage the Contributor form by selecting edit on a contribution region

* The Contributor Form collects the information for display in the content region

{= Oracle Site Studio Contributor - Windows Internet Explorer,

| o http: ffivwusnucmems, Fe-works, comfnavyenifres ourcesfwem)sitestudiofwem, sitestudio, Form, htm A
[ Inset Image b |
S

s
w
=3=
| =l PhotoGalleryLink
=3=
[l Main Content @
B 7 (37( |N0rmaIParagraph w| == IEIES== 00 | X B =Ny &a@dlu .EI=.!.II|E| @
Ladem ipsum dolor sit amet, consectetur adipiscing. Etiam yanenatis sam. matus. Bellentesqua aliguam, sollizitudin arat, in pulvinar ast tincidunt =it amet. In feugiat gravida magna, a tempor b
anim lobotis agat Mauis zad lustus bopis. Bhasellys sit amet ante. In hag habifasse platea diztumst. Sed atveli a libam, auizmod laateat in puiys. Lras egat cusns ant
Mdais augue sapien, non algueat ut, ali alguam. felis Mol id duiin augue commode tempor Dopes blandit, adio in thansus vivera, nibb arat pharetra, arat, nec gravida. dsus nunc
At juste, disse potenti. disse el quam. Augua, Sed au ante quis nisl congy Migitudi staz fasilisiz tellus graxwida. Broin vitae metus pums Hunc sapien
qnibb, feugiat ac infardum placerat, intardum sad arat. Sed tempor ante at lagus sodales aliquat
w
=3=
=] Page Descriptions 4
=%= M
Done JFi| & Internet 100 -
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Contributor Form Controls

e Contributor Form Controls handle the functionality of the form as a whole

{2 Oracle Site Studio Contributor - Windows Internet Explorer,

o http: ffiwusnucmems, Fe-works .com/nawycnifresources/wem/sitestudiofvcm, sitestudia, form, htm

ORACLE' Site Studio Contributor
Headquarters > Home > WhatWe Do > Base Support : regionl

Data File - CNIP_064783
Elements " Metadats . E 5 @ '__j hd
AR/ '

| !
e Some i/yé/nt contributor formcontrols to know are:

Update

e Previe
e Reset
e Help
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CK Editor - Contributor Form Controls

 Examples of some of the more important form controls for the CK editor:

E Update (Save) Update saves your changes and closes the contribution form
Preview Previews your changes without saving

“ Reset Resets the form to the last saved state

Help Opens help documentation

—
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Using the WYSIWYG Editor

—
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) What is a WYSIWYG Content Entry Form?

e WYSIWYG stands for “What you see is what you get”.

e This means that what you enter into the content entry form will be
what shows up on the content page.

e A WYSIWYG content entry form will allow you to freely format text,
insert images and insert other media to craft the content you want to
display.

e All of the content entry forms on the Navy CNIC website are
WYSIWYG.

e The text formatting options are very similar to Microsoft Word
formatting options.

—
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C)IQACLE Site Studlo Contrlbutor Help | About | Close
Headqua > Home > WhatWe Do > Base Support : regionl

| # Related Links

| =l Promotional Content

| Image Position

| Inset Image

|
| Page Title @ |
|
|
|

| = PhotoGalleryLink

= Main Content @

BI{&|NnrmaIParagraph v = = “;E‘;E E=E=E 0™ M.ﬂf&a@&hﬁ @.:.!.-.|E|tl:‘j

Latem, ipsum dolor sit ameh, am.m b mmms- nopubiinar ast Wsntawlnwmmagna.atww i
2nim lohodis agat m&mmw&w&w& muamm mmﬁmmm S.ed,alv&m mmmm N puins Lraz aget cuEgs ante

ub justo. disse potenti. S.ed.au. t a lasus D st iamhmte“mt&mmam&m = meatus paus Huns sapien.
bl feuglat ac interdum plaseiat, mmm Sediempera axmmamm

e The WYSIWYG controls look very much like Microsoft Word controls with a
few exceptions

e To enter content into a WYSIWYG field, type content into the field or paste
content from other sources

- Itis recommended that you format all of your text within the WYSIWYG
form itself

- The editor will recognize if you are pasting in content from Microsoft Word
and give you the option of removing any styles or fonts applied (see slide
22 for more details)

—
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CK Editor - WYSIWYG Field Controls

~«  WYSIWYG controls are presented at the top of the Contributor form window

e Some commonly used formatting options are listed below:

Icon  Action Description

B Bolding Text This will allow you to bold selected text.

7 Italicizing Text This will allow you to italicize selected text.

=] | LeftJustify This will allow you to align selected text to the
left.

= | Center Justify This will allow you to center selected text.

— Right Justify This will allow you to align selected text to the

B right.

By | Copy Text This will allow you to copy selected text.

A Paste Text This will allow you to paste selected textin a
different location.

—
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WYSIWYG Field Controls

Some more unique formatting options are listed below:

Icon Action Description

Link Opens a Link Wizard that is used to create hyperlinks
Remove Link Removes a previously applied link

Edit Link Target Opens the target of the selected link for editing
Insert/Remove Allows you to select text to insert or remove a
Numbered List numbered list

Insert/Remove Bulleted | Allows you to select text to insert or remove a bulleted

List list
Image Inserts an Image into the WYSIWYG
Remove Formatting Removes formatting like Bold, Italic, etc. applied by the

M B || Qi ip | E

buttons in the editor, but will not remove CSS classes
applied from the CSS drop-down menu

= Insert Table Clicking on the table will trigger a popup box with
options for the type of table to insert (1X1, 2X3, etc)

—
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WYSIWYG Field Controls - Basics

e There are two ways to break lines of content, line breaks and paragraph breaks
e Line breaks split the content to the next line by using Shift with Enter

* Paragraph breaks split the content to the next line and add extra space to
separate paragraphs by using the Enter key

Planning & Real Estate

The Flanning and Real Estate Program estahlishes policy and oversees the Man
acouisition, leasing and disposal as well as the Class 2 (Facilities) Real Froper

ensuring current and future basing requirements facilitate operational requireme
Branches include:

Paragraph Break ——

Current Planning and Customer Advacacy
Line Breaks Investment Planning
Base Development

—
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WYSIWYG Controls — Pasting Content from MS Word

e When you attempt to paste content into the main contribution region from
MS word, you will receive the following message:

@ The text you want to paste seems to be copied from Word. Do you want

to clean it before pasting?

[ OK ;[

e Select OK, the “Paste from Word” box will pop up

 Paste your text into the box and click the “Ignore font face definitions”
and “Remove style definitions” boxes — this will remove any styles and
fonts that were applied by MS word, and allow you to apply styles in the
WYSIWYG (directions for applying styles can be found on slide 23)

| Paste from Word

| Please paste inside the following box using the keyboard (Ctrd+V) and hit
oK

-
Visitor Center {Pass and Security) E

Private automobiles may be operated on the base only
ifthey meet minimum insurance requirements with an
approved company. Motorcycles are permitted on base,
but riders must successfully complete a motorcycle
safety course before receiving a decal. Motorcyclists
must also wear basic safety gear, such as hard soled

Bl ki o

lgnore Font Face definitions
Remove Styles definitions

- Next, click OK and your text will be added to the editor
—
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WYSIWYG Field Controls - Applying/Removing Styles

Text added to the editor will default to the “Normal” style -- in certain areas of the editor, you will

have the option to apply two other styles to text (Subheading or Subsubheading) using the CSS
Style drop-down menu

To apply the one of the two styles, click anywhere within the text in which you would like to apply
the style to, and select the style from the drop-down menu

El Main Content

P E@vio o

= Eog— m— =
E 2 i— m— &
EB rs EE

+= £

A Style |p.subheading

Si di
uchesair E.subheadin§ E

Subheadin] N suhsubheadinn
< | | B

oody text body text body text body text body text body text

%] &

To remove the CSS classes, you simply click your cursor anywhere in the text and select the class
you wish to remove from the drop-down menu

The Classes that are currently applied to a piece of text will be indicated by a black arrow next
to the class name in the drop down selector

—
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WYSIWYG Field Controls — Adding Links

Within the WYSIWYG field you may also add links
You may link to any internal page within the Navy CNIC site

You may also link to external pages if the external page is approved within
the SECNAV (Refer to the SECNAVINST 5720.47B at
http://doni.daps.dla.mil/SECNAV.aspx)

If there is an external link you would like to use that does not meet SECNAV
requirements, please contact your PAO (Public Affairs Officer)

The following slides will walk you through the process for adding internal and
external links

—
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http://doni.daps.dla.mil/SECNAV.aspx

WYSIWYG Field Controls - Link Wizard

e To add links in the WYSIWYG content use the Link Wizard

* Highlight text or image that you want to link and click the Link Wizard Icon =
, or Right click and select “Insert Hyperlink”

ORACLE" Site Studio Link Wizard

Help
Chose e f i You may choose to:
You may create a link to a website section, a specific file within a website (new or existing), or an external link. ¢
D @ Link to = secti e L. k t i t t i
oo g INK TO Site sections
P O Link to the following URL: |[—SssNodelink( 78817

e Link to other content
within the content server

— * Link to an external URL (see
SECNAV instructions regarding external URLs)

e Click Next

Commander, Navy Installations Command... Supporting Command to the Warfighter
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WYSIWYG Field Controls - Link Wizard — Link to Site Section

 If you choose to “Link to Site Section” you will need to select the target
landing page for that section

* “Link to Site Section” is used when linking to another page within
your own Region/Installation website

ORACLE Site Studio Link Wizard

Choose a section

B3

Select a website section from the form below to create a link to the primary page of that section.

CHIC Headguarters Site (CNIC_HG_Site) A

El Home
About
Base Support
Operating Forces Support
Community Support
Competitive Sourcing
Newsroom
AMFA
Operation Prepare
BRAC
Regions
Accessibility
Contact Us
EQA
FOIA
Inspector General

e Click Next and continue with the wizard instructions to enter the link

—
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WYSIWYG Field Controls - Link Wizard — Link to Site Section

"« Select “Server Side Script Format”

ORACLE Site Studio Link Wizard Help

Choose URL format

Choose a URL Farmat For vaour link, Each Format has unique advantages and disadvantages. Click Help For more information,

Path Based URL:
> O phsalate Path
> O Relative Path
I0-based LRL:

> O Cliert: side Script Format
'g @ Server Side Script Format
> O URL Token Farmat

Cancel < Back iMext =i Finish

,
E ¥ 3low -*f

Daone

e Click Next

Note: This selection will assure that your URL remains relative. If content is moved around, the content server

will still be able to find the document or the content.
27
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WYSIWYG Field Controls - Link Wizard — Link to Site Section

"+ To have a link open in a new window, select the “Options” button on the “Confirm Link”
page in the link wizard

Next, click on the box next to “Open link
target in new window, then select “_blank”
from the drop down menu, and click on the

“OK” button

/\

{= Link Wiza.rd Options - Windows Internet Explorer

ORALE Site Studio

Link/Target Options

Open link target in new window |_I:|Iank

The Link Target Options window will close —
click “Finish” — your newly created link will

open in a new window

28
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WYSIWYG Field Controls - Link Wizard — Link to File

e “Link to a File”* provides capability to link to existing content or native
documents.

e “Link to a File” will display the existing pages and native documents located
in the Content Server

e Use the Select button to choose the target file.

ORACLE Content Server >

*i

Link to a File” also

Home Search Mew Chedk In My Profile Help

v My Content Server w WWeb Sites wBrowse Content v Content Management  ~ Adminiztration gIVGS yOU the ablllty
to create a new
content page. This is

Search Results Items 1-20 of 34544 h Pag i
[ w Change View ~ Query Actions ] ow yOU C_I'e_a € new
pages. This is
() Page[1 v of10 © covered in the Add a
Select o Title Date Author Actions New Page module
BASE SUPFORT Base Support Contributor Data File 8/3/08 sysadmin K= @D
CNIP 058859 Contributar Data File 8/8/03 supportcenter ¥=](i)
CNIC HOME MIDDLE ¢ CNMIC Homepage Middle Column Contributor Data File 8/5/08 sysadmin ¥= (@)
PLANMIMG REAL ESTAT Planning & Real Estate Contributor Data File 8/4/03 sysadmin (S[6)]
CNIP 058857 Contributor Data File 8/4/08 sysadmin SO
COMMUNITY SUPPORT | Community Support (Main) Contributor Data File 8/1/08 sysadmin ¥= (@)
CNIP 053852 Test_SupportCenter Left Column Contributor Data File a/1f03 supportcenter k5] @
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WYSIWYG Field Controls - Link to File — Narrowing the Selection

e When you link to an existing file on the content server, all of the files on the
content server will display for you. This will probably be too many files to
sort through.

e You can narrow down the number of files that show by going to the Query
Actions Menu and selecting “Search Within”

Quick Search

 Content Management v Administration

w Chang\e‘cﬁ@v | » Query Actions JJ
= Search Within
Save Search

'.:j Page 1 + |of10 @

Title Date Authar Actons |
3/29/03 sysadmin LE]| @
3 File 3/23/08 gysadmin LB @
» Middle Column Contributor Data File a/27/08 sysadmin kS| @
ning a/27/0a sysadmin LB @
& 1 aft Mavinatinn RiRINR cweadmin F=1(0)
—
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ra {4

Search Within” will bring you to the advanced search screen. This will allow
you to set your selection criteria to narrow down the number of files to choose

from . Metadata Search
For example: You might Content 10 [substng 18| |
. . Title |Sub5tring W || |
Narrow the files in the Type [substing || I
. Security Group | Substring W || | | W
LISt tO Account |Substring v || | | v |
. cgs > Author \Substring v || |
e Only files by a specific - o s o | e[ 00 |
a ut h o r Expiration Date From I:l E To I:l E
Comments | Substring W || |
e Only files from a Folder | | [ Browse... |
. . Hidden | Substring W || | | W |
Certaln SeCtlon Read Only | Substring W || | | W |
° On Iy files With a Inhibit Propagation |Substring W || | | W |
WebSrteOhjectTvpe| Substring W || | | W |
.doc extension Web Sites |Contains v| | | [ Browse... ]
Exclude From Lists | Contains  » | | | [ Browse... ]
Web Site Section |Substring W || | [ Browse... ]
Teaser | Substring W || |
ArticleType | Substring W || | | W |
ArticleCategory | Substring W || | | W |
Native Format | Substring v|| |
Native File Extension | Substrina || |
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WYSIWYG Field Controls - Link to File — Saving a Query

e Help yourself further by saving the search you just ran
e On the search results page go to Query Actions menu select “Save Search”

e Give your query an appropriate title and hit “OK”
ORACLE Content Server =\

Home Search Mew Chedk In My Profile Help

My Content Server w Web Sites ~ Browse Content  Content Management Administration
Search Results Found & items
[ ~ Change 'l.n"lew\| ~ Query Actions JJ
f Search Within
D Title Date Author | Save Search
CNIP 061728 Guam Installations 8/25/08 lkung ¥= (i)
SUBPAGE LEFT COLUM Subpage Left Column|  8/13/08 lkung ¥=| (D
CMIP 053856 Test_SupportCenter a/1/08 lkung LE] @
CMIP 053354 Test_SupportCenter af1fos lkung E@
ExP Iﬂ rer User Prom Pt CNIP 058853 Test_SupportCenter | &f1/08 lkung =@
CNIP 049243 NAVY CEREMOMIAL G &/5/08 lkung K@

Enter a title for iz queny:

Script Prompt: |

Cancel

|.-‘-‘-.uth|:|r lkung

—
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WYSIWYG Field Controls - Link to File — Saving a Query

e To use your saved search in the future, go to “My Content Server” > “My
Saved Queries” > Select your query title.

e This will automatically run your saved query. You won’t have to reselect your
criteria.

[ >

ORACLE Content Server =

Home Search Mew Chedk In My Profile Help

| ~ My Content Server w Web Sites ~ Browse Content ~ Content Management w Administration
N My LURLs »
N
My Saved Queries | author lkung
My Profile CNIC HQ Query ~Change View v Query Actions ]
My Workflow Assignments Edit Saved Queries
My Subscriptions g of10 @
My Checked-Out Content Title Date Author Actions 3
My Search Result Templates
Mew Test Page a/29/03 sysadmin LE|
Folder Configuration for sysadmin * g /23/0 ¥ @
Select CMIC HOME MIDDLE C CMIC Homepage Midd a/27 /05 sysadmin LB @
CNIP 061732 Contributor Data File | 8/28/08 sysadmin =@
CNIP 053854 Test SupportCenter F - 8/1/08 lkung ¥= (D)
CNIP 061730 Mew Page - Training | 8/27/08 sysadmin =@
FORTWORTH 2006120: Fort Waorth Home Lefi  8/25/08 sysadmin SO
CNIP 061728 Guam Installations 8/25/08 lkung =@ v
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WYSIWYG Field Controls - Link Wizard — Link to File

Use Default vyebsite metadata

ORACLE' Site Studio Link Wizard Help
Choose target section

Use the form below to choose the website g#€tion in which you would like the selected data file or native document to appear.

@ @ Use default website section metadata

2 Q Choose a website section:

| Headquarters (CHIC_HQ_Site) -

&l Home
Wha We Are
tWe Do
Mews And Current Info
Regions And Installations
Search

Advanced Search
InstallationHome
FindInstallations
SuppartCenter
Accessibility
EDA
FOIA
Inspector General
Privacy Policy
Contact
[Mewspapers
Login
10GR4 Test
Secure
test

S O Link to the Contert Ttem's UAL

e Click Next

Cancel < Back Next > Finish

Cone IFii} @ Internet dh v Wimw -

Note: Using default website metadata means that the system will automatically assign website
section metadata based on the section of the website you specify when initially set up the
metadata for the content. This is the reason that it is very important to populate the website
and website section information when you are filling out the content information form.

—

34
Commander, Navy Installations Command... Supporting Command to the Warfighter



Select “Server Side Script Format”

ORACLE" Site Studio
Choose URL format

Path Based URL:

@ O absalute Path
> O Relative Path

D-based URL:

= O Client side Scripk Formak
lf) @ Server Side Script Format
> O URL Token Format

Done

e Click Next

Link Wizard

Choose a URL Farmat For vaour link. Each format has unique advantages and disadvantages. Click Help For more information,

WYSIWYG Field Controls - Link Wizard — Link to File

Help
Cancel < Back etk = Finish
E ¥ Slow -*.

Note: This selection will assure that your URL remains relative. If content is moved
around, the content server will still be able to find the document or the content.

—
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WYSIWYG Field Controls - Link Wizard — Link to File

~+  To Open a link in a new window (good to use when opening native documents such as
Word documents and PDFs or when linking to an external website), select the “Options”
button on the “Confirm Link” page in the link wizard

Next, click on the box next to “Open link
target in new window, then select “_blank”
from the drop down menu, and click on the
“OK” button

/\

{= Link Wiza.rd Options - Windows Internet Explorer

ORALE Site Studio

Link/Target Options

Open link target in new window |_I:|Iank

The Link Target Options window will close —
click “Finish” — your newly created link will
open in a new window

36
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WYSIWYG Field Controls - Link Wizard — Link to External Link

< Link Wizard - Windows Internet Explorer |:HE\E\

€| http: /fiwusnucmems fe-works .com /nawyeni fresources fwem/sitestudio/linkwizard/ |+
e To add an external link type in the ORACLE Site Studio Lk Wzard

Choose type of link
URL for the external link
e Hit Next e o 3 secion

O Link to a file

@ Link to the following URL: |Ww w.ironworks.com

‘fou may create a link to & website section, a spedific file within a website {new or existing), or an external link,

e Selectit to open in a blank window

ORACLE' Site Studio

Confirm link

Verify the URL for your link below. Use the additional contrals if you want your link destination to open in  new browser window

Link URL: [!--$sslink("CNIP_058853")—-]

[] open link target in new window |_blank [v]

blank

—  g=m mm

—
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o WYSIWYG Field Controls - Link Wizard — Important Link Information

Important Information about Links
« To link to another page within your own website, always use “Link to Site Section”

To link to another page on a site within the CNIC family of sites, use the “Link to
External Link” option with a RELATIVE PATH

«  For example, to link to the Mid-Atlantic Region Home page from the CNRSE website,
enter /cnrma/index.htm

To link to the Mid-Atlantic MWR page, enter /cnrma/mwr/index.htm

To link to the main CNIC home page, enter /CNIC_HQ_Site/index.htm
« Do not include the https://www.cnic.navy.mil base

To link to an external site, enter the entire path:
- For example, to link to the FEMA site, enter http://www.fema.gov

 You may only link to external pages if the external page is approved within the SECNAV
(Refer to the SECNAVINST 5720.47B at http://doni.daps.dla.mil/SECNAV.aspx)

e If there is an external link you would like to use that does not meet SECNAV
requirements, please contact your PAO (Public Affairs Officer)

—
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http://www.fema.gov/
http://doni.daps.dla.mil/SECNAV.aspx

WYSIWYG Field Controls — Insert an Image

Images can be inserted in designated WYSIWYG areas

Access the image selector by clicking on the Image icon in the toolbar @
The Content server selection screen will be presented

Locate an image to insert and click the Select button

ORACLE Content Server q

Home Search Mew Chedk In My Profile Help
~ My Content Server w Web Sites ~ Browse Content w Content Management Administration

Search Results Items 1-20 of 10022

~ Change View ~ Query Actions l

'.:) Page|1 |uf 10 'ﬁ

Select 1D Title Date Author Actions
CNIP 053858 Test 8/4/08 sysadmin K=1(@)
CNIC 059133 CAFT Hampton - Rota 2/22/08 mmarley K= (@) )
CNIC 047144 Rota Liberty Portugal Trip 5/10/07 eklinger K= (D)
CNIC 058375 ROTA_CHAPEL 12/5/07 pdemans ¥= (D)
CNIC 057735 N5_Rota_ARC 11/23/07 | dfarquharson ¥=] (@)
CNIC 047054 Rota Drive-In Theater 5/9/07 eklinger K= (@D

—
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WYSIWYG Field Controls — Insert an Image

The selected image is now inserted in your WYSIWYG text area

The position of the image on the page can be adjusted by choosing the desired
placement from the “Image Position” drop down menu

{= Oracle Site Studio Jontributor, - Windows Internet Explorer

40
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Inserting an Image — Adding Image Alt Tags

. Alt Tags are required for 508 compliance
. To add Alt Text to an image, right click on the image in the editor and click on “image properties

*The “Alt Text: for the image is added
to the “Alternative Text” box and will
be viewable when a user hovers over
the image on the page

*Note: Do NOT use the image
properties section to alter the
dimensions of your images, this will
cause distortion to occur

*Do not adjust any of the settings on
the “Advanced” tab

Note — the “Image Properties” feature is not available on images placed within text regions (main
content regions, sidebar content regions, FFR and extra content regions)

Commander, Navy Installations Command... Supporting Command to the Warfighter
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WYSIWYG Field Controls — Insert an Image

. To make the image a link, click on the Image and choose the Link icon from
the toolbar ¥&

 The Link wizard will walk you through selecting your image link

?) Link Wizard - Mozilla Firefox
mems, Fe-works, comfnavycnifresourcesvom/sitestudioflinkwizardjlinkwizard  htm W CMPopupId=POPUPO1 28555835093151 7457

9 http: ffivwusnucmems

ORACLE Site Studio Link wizard

Choose type of link

Wou may create a link to a website section, a specific file within a website {new or existing), of an external link,

@ @ Link ta a section
& O link to a file
E> OLink ba the Fallowing URL: |http:H

= Link Texl
H By
LYY

Learn more about Pearl Harbor's new center
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Image Sizing and Optimization

e To maintain the integrity of the new design and promote

consistency across the site, image size restrictions are enforced
across the site.

e Some images must fall within a range of sizes, others must be
exact

- |Inset images on most content pages can vary within a range
- Carousel images and promo items must be exact
- Image size requirements can be found on the next slide

e Picnik (http://www.picnik.com) is a free tool that can be used to
adjust the size and optimize the appearance of images

—
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http://www.picnik.com/

Image Size Guidelines

Template Width Height
(Pixels) (Pixels)
HQ Carousel 603 250
HQ, Installation, Region, FFR, News Article Image 91 65
Region, Installation, FFR Main (Static) Image 300 580
Region, Installation, FFR Carousel (In place of Main Image - optional) 480 250
Region and Installation Misc Content Items (Right Side of Page) 85 to 280 85 to 150
Region Misc Content Item (Lower Left Side) 85 to 200 85 to 150
FFR Content Items (Right Side of Page) 85 to 280 85 to 150
FFR Content Items (Lower Left Side) 143 87
Landing Page 1 Inset Image 150 to 350 150 to 350
Landing Page 2, 3 and 4 Sub Section Images 183 85
Landing Page 3 and 4 Carousel 480 250
Landing Page 5 Inset Image 150 to 550 150 to 350

—
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Image Size Guidelines - Continued

Template

Basic
Subpage 4
Subpage 5
Subpage 5
Subpage 5

Subpage 5

Basic, Subpage 5, Subpage 4

News

HQ, Region, Installation

HQ Newspaper Gallery

Photo Gallery

Inset Image
Inset Image
Carousel
Inset Image
Images for Sub Items
Buttons
Promotional Item Image
Image with News Article
Newspaper Thumbnail
Newspaper Thumbnail

All Images

Width
(Pixels)

150 to 650
150 to 350
307
150 to 305
183
50
180
119
83
165

150 to 750

Height
(Pixels)

85 to 350
150 to 350
210
150 to 400
85
50
115
85
99
153

150 to 750

—
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WYSIWYG Field Controls — Insert a Table

"+ Tables can be inserted anywhere in the Main Content section of the WYSIWYG field

. Access the Table Selector from the dropdown button in the toolbar, a pop-up box will appear with
options for configuring your table

[l Main Content
Bevio oo
B IiIEECEFi=E=SiQA0I0

. 3 Shyle

. Choose the table configuration that best fits your content, then select “OK” — more information
about table formatting can be found on the next slide

Table
Fiaws: 10 width:
Columnsz: |3 Height: - pixels
Headers: First Row % .
Border size: |1 Ee:: Spad:ng.
Alignment: | Left v =l paddng
Captior: | Test Table / |
Summar W |This is My Test Table // |
=
[ [1]8 | [ Cancel |

. A blank table will be inserted in the WYSIWYG Field
. Enter text or links in the cells, they behave like mini-WYSIWYG fields

[=] Main Content

R BPia =

ip riEEEFEESIQAQIE
L) Sk S

Test Table

“

Test Test Test

Test Test Test

—
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*To format a table that has been added to the editor, right click on the table, then click on “Table
Properties

N

*In the table properties box, you can adjust the number of Rows and Columns, adjust the Width,
Height, Border size and Cell Spacing and Padding

*The “Caption” field should be completed if you would like a title above your table, text entered into
the “Summary” field will be displayed when you hover over the table

*To apply the “Header” style to the first row of your table, select “first row” from the drop down menu
next to “Headers”

B

i
Columns: 4 Height [ loxes
eaders irst Row | R —
Border size

Gl padding:

Aligrment:

Caption: |:STRONG>Test Table</STRONG>
Summery: [Test Table 1
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WYSIWYG Field Controls — Table Formatting and Customization

Once the basic table is inserted, there are additional customizations
available

By right clicking on the table, you can merge, split, add or delete cells by
hovering over the “Cell” option in the list

You can also add or delete Columns and Rows by selecting the “Row” or
“Column” options in the list

You can also delete the entire table by choosing the “Delete Table” option
from the list

&
=

Cell
Row

Calumn

Delete Table

B8 Table Properties

Tables are by default centered and can be resized by dragging the borders

—
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Static Lists Overview

Static lists are used to:

- Add Related Links to a page

- Add Promotional Items to a page
« Add Photos/Videos to Carousels

Rows are added to the static list editor by clicking on the green plus sign, deleted by
clicking on the red “X”, and edited by clicking on the pencil icon or by double clicking
on a row within the editor

£ Oracle Site Studio Contributor. - Windows Internet Explorer
0 heep

ORACLE" Site Studio Contributor Help | About | Close

Headquarters > Home > Who We Are > Mission And Vision : regionl

iwusnucmems, Fe-works, com/navycnifresourcesfwem)sitestudiofwem. sitestudio, Form. htm

3

Elements

El Related Links
+*+RZ |9
Related Links Link Text
==
=l Promotional Content
+*RZ 4@ 1
ﬂr—‘-‘-ﬂ‘—\ | Link Text | Promotional Title | Promotional Text Promotional Image
MMoveE row up =%=

49
Commander, Navy Installations Command... Supporting Command to the Warfighter



Related Links Overview

+ Related Links can be added to subpages by taking the following steps in
the WYSIWYG:

- Click on the Related Links section to enable it for editing

ORACLE' Site Studio Contributor

Headquarters > Home > What We Do > Competitive Sourcing : 1 n.

=l Promotional Content

=] Title @
El Image Position
El Inset Image @
=== L]
€ Internet ®
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Related Links Overview

*Click on the “Add Row” icon once for each of the related links you would like to
add to the page

RACLE' Site Studio Contributor
Headquarters > Home > What We Do > Competitive Sourdng : regionl
Data File - COMP_SOURC_MAIN_CONTENT
Elements ' Metadata . I B (8 5
] Related Links

+RZ1 08

Related Links Link Text

Add row|
= Promotional Content

E3
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Related Links Overview

Double click on the row or click on the “Edit Row” icon to enable the static
list row editor. The editor will open in a new window.

[E3

Data File - COMP_SOURC_MAIN_CONTENT

Elements H D 5

lated Links

FRZ1¢%

Related Links |

=] Promotional Content
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Related Links Overview

e Click on the “Select Link button to bring up the Link Wizard, where you can link to a
section in the site, a file, or a specific URL, or you can manually type the URL into the box

Type in the text for the related link in the “Link Text” section.

e Once you are satisfied with the data entered into the static list row editor, click on the
save icon. You will then be returned to the previous Site Studio Contributor window
where you can add additional related links by double clicking on the next row, or you can
click on the save icon at the top of the editor to save the changes made and view your
changes in your browser

—
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Adding Page Summaries

Page summaries with links to subpages can be used on several of the new
templates

Content Template 4 is currently the only template in use that has page
summaries

Page summaries utilize the static list functionality, up to 20 can be added to a
page

Add the desired number of rows to the editor by clicking on the “add” button
To edit a row, click on the “edit” icon or double click on one of the rows

The page summary editor will open in a new window

—
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Adding Page Summaries

 Add a page description of up to 120 characters

e Select a link using the “link wizard” or manually type the URL for the link
e Add a title, which will be the link text that appears on the page
e Click the “save” button, you will then be returned to the page editor

/= Static List Row Editor - Windows Internet Explorer =13

ilfnavycnijresourcesfwemn/sitestudio felsmentsystaticlist/staticlistrove. Form. hbm

>

I3
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Adding Videos/Closed Caption

* Videos with an accompanying Closed Caption file can be added to a page
using the WYSIWYG editor

 The video and caption file must be uploaded via content server prior to
adding them to a page

 The process for adding the video and caption file, is similar to creating a link
on a page using the “link wizard”

e Once the files are uploaded you will click on the “select link” button in the
video link section to create the link to your video file, the same process will
be followed for adding the caption file

ideo Link
SelectLink...

El Captions XML Link

& Select Link...
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Adding Videos/Closed Caption

The link wizard will open in a new window, choose “existing file from server,
then click “next”

The search window will open, locate the video file, then click the “select
button”

Select, “Link to the content items URL”, then click “next”
Click “Finish” on the next page.
Repeat this process for the closed caption file

The video and caption links are now populated into the editor and will be
viewable on the page once the editor is saved

[l Video Link
Select Link. .. [! -&HttpRelativeWebRoot--] groups public/@ca/@hg /documents fwebcontent/enicd_a063885. xml
=%=
[l Captions XML Link
Select Link. .. [! --SHttpRelativeWebRoot--]groups public/@caj@hg /documentsfwebcontent/cnicd_ad63886. xml

—

Commander, Navy Installations Command... Supporting Command to the Warfighter

of



 Three sections in the WYSIWYG Editor that need to be populated for the Phone
Directory page are Page Title, Main Phone Number, and Phone Directory

*The Page Title section should have the

name of the phone directory.
*For example: “CNIC Headquarters \

Phone Directory” would be used as the
title for the phone directory page for the
CNIC HQ Site

*The Main Phone Number section 7
should contain the main phone
numbers for the location you are

populating /

*The specific department names and

Adding Data to the Phone Directory

CNIC Headquarters Phone Directory

umbers

£l MainPhonel
B oo xEha Ve

COMM 202-555-1234
DEM: 947-1234

On Base: 555-3300C
Fire: $11

honeDirectory

=Pl
+R7 2@

Department

ooooo

nnnnnnnn

phone numbers should be populated in
the Phone Directory section of the
editor - additional Details will be
provided on the next pages
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Adding Data to the Phone Directory

e If adding a department and the department phone number to the phone directory,
add the department title to the Department Name of the editor and add the
department phone number to the Phone Number section

e Do not click on the Section box

59
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Adding Data to the Phone Directory

 Once all necessary information has been added to the editor, click on the “Save”
icon in the editor

e An example of what the completed Phone Directory will look like is shown below:

VWLHERUVERAES What We Do News And Current Info = Regions And Installations

2 = CNIC HQ Directory

= e e |

CNIC Headquarters Phone Directory

COMN: 202-555-1234
DEN: 9471234

0On Base: 555-)00G3C
Fire: 911

Emergency: 911

Department Extension

Administrative Department
Administrative Officer
Administrative Staff
Bowling Alley

Information
Farty Reservations

—
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Adding a News Article — Checking in a New Document

* If there are no existing News Items in the News section, you will use the “New
Check In” feature in Content Server to add a news article. When using this
feature you will need to populate most of the Metadata for your News Item

 To access the “New Check In” feature, log into Content Server and select “New

Check In” on the homepage

ORACLE Content Szrver

Home Search New Chedk In My Profile Help
~ My Content Server ~ Web Sites ~ Browse Content v Content Management v Administration

Search

Title | |

Content 1D | |

Release Date: From | ‘ To | |

Full-Text Search | |

Sorth:‘ Release Date v|| Descending v|[ Search ]

—
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Adding a News Item — Checking in a New Document

* The Content Check In Form will load and should be populated as shown on
the next slides

ORACLE Content Server =

Home  Search  MNew CheckIn  MyProfle  Help

~ My Content Server v Veh Sites wBrowse Content v Content Management v Administration

Content Check In Form

*Type | v |

*Tile | \

* Author |dina Hdina v|
* Security Group
| I

* Primary File [ |(Browse... )
Alternate File [ |(Erowse... |
ContentID | \
* Revision |1 ‘

Comments

Folder [ Browse..

WMetaDescription

—
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Checking In a News Item — News Article, Press Release, Current Event, Court Docket

" The following guidelines apply when checking in News Items (Word or PDF Files) to be
used on the site

 Type — Choose “Document - .doc, .xlIs. pdf, etc.” from the drop-down menu

» Title — Give your news item a title

e Author -Will automatically be populated with your username

e Security Group — Select Public

* Account — Choose Pub/HQ for public content and CA/HQ for controlled access content
* Primary File - browse to select the news item from your local machine

* Revision — Automatically populated with the value of “1” (leave as default)

e  Content ID —Will automatically be populated when you click “Check In”

e Comments and Folder - leave blank

 MetaDescription - leave blank

 Web Sites — Browse to locate and choose the website or websites you want your news
item to appear on

Web Site Section - Browse to locate the section of the website you want your news
article to appear on - select “News and Current Info”

—
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Checking In a News Item — News Article, Press Release, Current Event, Court Docket

e Teaser — Leave Blank

e Sectionintrolmage — Choose a thumbnail image to display with your news item
(Optional — used for News Article, Press Release and Current Event only)

* SectionintroText — Add a short introduction for your article — usually the first sentence
or two of the article. (Not used for Court Dockets)

* Article type — Choose “News “
* Article Category - Choose “News Article”, “Press Release”, “Current Events” or “Court

Docket”

* Location — Populate the location where the news item takes place — Example: Norfolk,
VA

* Release Date — Will automatically be populated with today’s date, can be changed to
any date

 Expiration Date — If you want the content to expire on a specific date, select a date
value for this field

—
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1>

Quick Search

arch MyProfle  Help
My ContentServer v \WehSites v Browse Content v Content Management

Content Check In Form

*Type [Dacument - .doc, xis, .pdf, ete v/
*Title [ShIC Test New Check In News Aticle |
Author dachizener

* Security Group

Account [PubHa I[ |

* Primary File |C:\Documents and Senings\da:mzen\[ Browse... |
Alternate File |(Browss. ]

Content ID

* Revision

Comments

Folder ‘[ Browse... ]

Web Site Object Type | Mative Document v
CNIC Headquarters Site (CNIC_HQ_Site)

Weh Sits Section CHIC Headquarters Site - Newsroom | [ Browse... ]

oW you can create a news article in
Teaser the mews ares when thers are no
previous articles to use as a template

ArticleCategory
*Release Date E . w“ ”
sorsnose  [1oom oo o9 Click on “Check In

[HTLy ] [ Checkin | [Reset] [ GuickHeln | once a" necessary
information has been
populated

A
~

—
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Adding a News Article — Checking in a New Document

You will then be taken to the check in confirmation page:

ORACLE Content Server
Home

Search  NewCheckIn  MyProfle  Help
+ My Content Server

w Web Sites v Browse Content  Content Management

Check In Confirmation for 'CNIC Test New Check In News Article’

Content ID: CMIP_0G3737

Content Info’

Title: CNIC Test Mew Check In News Aricle
Checked in by: dachizener

You may check in a new document with similar attributes

Check In Similar

If you are loading multiple files with similar document info, use “Check-in
Similar” on the confirmation of check-in page

—
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News Articles

V]

=

Mawy Announces Plans to 'Can’ Paper Leave Chits
The Mavy announced plans March 22, to begin phasing out fraditional paper leave
chits, replacing them with a new electronic leave request system

Kits ap Sailors Help Keep Roads Clean

Sailors from Submarine Development Sguadron (DEVRON) 8 valunteered to clean
up atwo-mile stretch of “adopted” Highway 307 in Poulsbo, Wash,, March 19, as part
of Washington's Adopt-a-Highway program.

Adding a News Article — Checking in a New Document

Once you have checked in your
document, return to the News page and
refresh, you will see your newly created
News Article

Clicking on the link for the article will take

you to the full article on the Newsroom page

—
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Who We Are | What We Do

News And Current Info

Advanced Search

Change your region or installation

Regions And Installations

Home = Mews And Current Info = News Articles

@ news Articles
Press Releases
Court Dockets

Current Events & Topics

Main_Content JLE]]

Navy Announces Plans to 'Can' Paper Leave Chits

Millington, TH I/ 3/24/10 11:35 P

Failed to load XML file with Content ID 'CNIP_064813".

Mavy Announces Plans to 'Can’ Paper Leave Chits

By Chief Mass Communication Specialist (SW) Maria Yager, Navy Personnel Command Public Affairs

MILLINGTOMN, Tenn. (NNS}— The Navy announced plans Larch 22, to begin phasing outtradiional paper leave
chits, replacing them with a new electronic leave request system

The new system, called Self-Senvice Electronic Leave (E-Leave) is a Web-based program that Sailors can access
through their Electranic Service Record

Processing leave requests accounts for 21.6 percent of all pay transactions submitted each year, according to
MAVADMIN 10310, E-leave is projected to provide significant savings in man-hours and processing time and
sernves as a more convenient option for Sailors.

The new method allows Sailors to electronically route leave chits through the chain of command for approval. It




Adding a News Article — Using an Existing Article as a Template

* Check in News Article Using Existing Article as a Template

* If there is an existing News Article in the News and Current Info section, it is
a good idea to use the “Check-in Similar” feature in Content Server. Using
this feature will populate most of the Metadata that is needed to check in
your News Article

* To use an existing News Article as a template, click on the “News and
Current Info” link on the home page, then click on the link of the news
article that you would like to use as your template

* Click on the Kg] icon beside the region heading for the article >select

“document info”\
= //

@ N
Document Info
Switch Region Content
View Web Site Usage Report

View Differences

T R

—
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Adding a News Article — Using an Existing Article as a Template

* The information regarding this document will pop up in a separate Content
Server window

e Under Content Actions select “Check in Similar”

ORACLE Content Server 52 Quick Search

Home  Search  MewCheckIn  MyProfle  Help
v My Content Server  vWeb Sites v EBrowse Content Content Management

Content Information

\ ‘VContentAcnons | ~ E-mail J

Check Qut
Content ID: CHNIP_031574 \vlpdate
Revision: 2 ‘Check In Similar
Type: Document - dac, s, .pdf efc. Subscribe
Title: Sailors Honor Fallen Shipmates with Memarial Vigw Web Site Usage Repart
Author: dachizener Check Qutand Open
Comments: Create Shortcut
Folder:
TemplateType:
Web Site Object Type: Mative Document
Web Sites:
Web Site Section:

_ Amemorial senice in honor of two Sailors was held at the Naval Suppart Activity (NSA) Installation Services Support Center in the Freedom
" Soug aboard NSA Bahrain Oct 29.

ArticleType: MNews
ArticleCategory: Press Releases
Security Group: Public
Account: PUb/HQ
Checked Qut By:
Status: Released
Formats: application/msword

Teaser:

Links

Hative File: Sailors Honor Fallen Shipmates with Memorialdinatest doc
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Adding a News Article — Using an Existing Article as a Template

*  You will then be taken to the content check in form, where most of the metadata from your
template will already be filled in.

*  You will need to fill in the following fields:
Primary File - browse to select the news item from your local machine

Web Sites — Browse to locate and choose the website or websites you want your news
item to appear on

Web Site Section - Browse to locate the section of the website you want your news
article to appear on - select “News and Current Info”

*  Sectionintrolmage — Choose a thumbnail image to display with your news item
(Optional — used for News Article, Press Release and Current Event only)

* SectionintroText — Add a short introduction for your article — usually the first sentence
or two of the article. (Not used for Court Dockets)

* Article Category - Choose “News Article”, “Press Release”, “Current Events” or “Court

Docket

* Location — Populate the location where the news item takes place — Example: Norfolk,
VA

*  Release Date — Will automatically be populated with today’s date, can be changed to
any date

*  Expiration Date - If you want the content to expire on a specific date, select a date
value for this field

—
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ORACLE' Content Server I

Home Search New Check In My Profile Help

My ContentServer v Web Sites v Browse Content v Content Management

Content Check In Form

*Type [Dacument - .doc, xis, .pdf, ete v

*Title [cric Test Hews Articie |

Author dachtzener

Account [Pubma Il ]

* Primary File |C \Documents and Semngs\ﬂachten‘[ Browse... |

Altemate File [ |(Browse... ]

ContentID [ |

Comments 1
Falder | ‘[ Browse ]

Wehb Site Object Type | Native Document v
CNIC Headquarters Site (CMIC_HQ_Site)

Weh Site Section CNIC Headquarters Site | Newsroom ‘ [ Browse. |

A memorial service in honor of two
Teaser Sailors was held at the Naval Support
hctivity (NSA) Installation Services

* Release Date 1/29/09 12:52 PM E

?m][ Click on “Check In”
once all necessary

information has

been populated

< [i]=

Bl

—
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Adding a News Article — Using an Existing Article as a Template

You will then be taken to the check in confirmation page:

ORACLE Content Server
Home

Search  NewCheckIn  MyProfle  Help
+ My Content Server

w Web Sites v Browse Content  Content Management

Check In Confirmation for 'CNIC Test New Check In News Article’

Content ID: CMIP_0G3737

Content Info’

Title: CNIC Test Mew Check In News Aricle
Checked in by: dachizener

You may check in a new document with similar attributes

Check In Similar

If you are loading multiple files with similar document info, use “Check-in
Similar” on the confirmation of check-in page

—
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Adding a News Article — Using an Existing Article as a Template

Once you have checked in your
document, return to the CNIC homepage
and refresh, you will see your newly

a created News Article

News Articles

— R Clicking on the link for the article will take

The Mavy announced plans March 22, to begin phasing out fraditional paper leave

chits, replacing them with a new electronic leave request system you to the full article on the News and
Current Info page

Kits ap Sailors Help Keep Roads Clean

Sailors from Submarine Development Sguadron (DEVRON) 8 valunteered to clean
up atwo-mile stretch of “adopted” Highway 307 in Poulsbo, Wash,, March 19, as part
of Washington's Adopt-a-Highway program.

Advanced Search

":ﬂ' Change your region or installation

Who We Are | What We Do BIGCVERGLESTIELIANIGE Regions And Installations

Main_Content [LE]

Home > Mews And Current Info > News Articles

Navy Announces Plans to 'Can' Paper Leave Chits
@ News Articles

[ Millington, TN [/ 3124110 11:35 PM

Failed to load XML file with Content ID "CNIP_064813".
Court Dockets
Navy Announces Plans to 'Can’ Paper Leave Chits

Current Events & Topics By Chief Mass Communication Specialist (3W) Maria Yager, Navy Personnel Command Public Affairs

MILLINGTON, Tenn. (MNS) — The Mavy announced plans March 22, to beain phasing outtraditional paper leave
chits, replacing them with a new electronic leave request system.

The new system, called Self-Service Electronic Leave (E-Leave) is a3 Web-based program that Sailors can access
through their Electronic Service Record

Processing leave requests accounts for 21.6 percent of all pay transactions submitted each year, according to
MNAVADMIN 103/10. E-leave is projected to provide significant savings in man-hours and processing time and
senves as a more convenient option for Sailors.

The new method allows Sailors to electronically route leave chits through the chain of command for approval. It

—
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Updating an Existing News Article

* To update an existing News Articles in the News section, you will navigate to the

article you would like to modify on the News and Current Info page by clicking on
the link to the article.

* Once the article has opened on the page, click on the K& icon beside the region
heading and select “document info”

¥ Edit

Document Info

Switch Region Content

View Web Site Usage Report
View Differences

=t

—
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On the Content Information page you will select “Check Out” from the Content

Actions drop-down menu

Updating an Existing News Article

ORACLE Content Server

Home Search  NewChedtIn  MyProfle  Help

wMy Content Server v Web Sites v Browse Content  ~ Content Management

e

Content Information

‘ v Content Actions | v E-mail J

Author:

Status:
Formats:

Links

Content ID:
Revision:
Type:

Title:

Web Sites:
Web Site Section:

Teaser:

ArticleType:
ArticleCategory:
Security Group:
Account:
Checked Out By:

CNIP_063787

5

Document - .doc, s, pdf, etc

CHIC Test Mew Check In News Article

: dachtzener
Comments:

Folder:
TemplateType:

Web Site Object Type:

Native Document
CHNIC Headquarters Site (CNIC HQ Site)

CHIC Headguarters Site - Mewsraom

N Chedk Out
Update

Check In Similar
Subscribe

View Web Site Usage Report
Check Qut and Open
Create Shortcut

This is a test news article to show how you can create a news aricle in the news area when there are no previous aricles touse as a

template

MNews

Press Releases
Public

PubHQ

Released

: application/msword

Web Location: http:/fiwusnucmems fe-works cominaweni/araups/publici@publ@ha/documents/documenticnip 083787 doc
Hative File: Sailors Honor Fallen Shipmates with MemoriaNEWCHECKINupdate.dac

Commander, Navy Installations Command... Supporting Command to the Warfighter
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You will then be taken to the Check Out Confirmation Page, where you can click
on the document link to modify the document and check it back in

ORACLE" Content Server

Home  Search  MewCheckIn  MyProfle  Help
~ My Content Server ~ Web Sites ~ Browse Content ~ Content Managemext

Check Out Confirmation \ /

Title: CMIC Test Mew Check In Mews Ari
Content ID: CMIP_053787
Checked Out By: dachtzener

Itis strongly recommended that you save the file to a d|
butten en the link below to choose a save option.

Native File Link: Sailors Honor Fallen Shipmates with MepaGriaNEWCHECKINupdate.doc

ory other than the hrowser's default ctory. Use the right mouse

Click an the Check In button below when your editis complete

—
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Updating an Existing News Article

When you click on the document link, the document will open up in Microsoft
Word, where you can modify the document as desired and save it to your local
machine. Once you have done that click on the “Check In” butty

ORACLE" Content Server

53 Quick Search
Home  Search  MewCheckn  MyProfle  Help

My Content Server v Web Sites

v Browse Content v Content Management

Check Out Confirmation

Title: CMIC Test Mew Check In MNews Aricle
Content ID: CMIP_053787
Checked Out By: dachtzener

Itis strongly recommended that you save the file to a directory other than the browser's defaul ectory. Use the right mouse
butten en the link below to choose a save option

Native File Link: Sailors Honor Fallen Shipmates with/l\ oriaNEWCHECKINupdate.doc

Click an the Check In button below when your editis complete /
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Updating an Existing News Article

* You will then be taken to the Content Check In form, where you will upload the
file you recently modified and placed on your local machine

* You may also update any of the Metadata fields, including Title, Section Intro
Image and Text, Article Type and Expiration date, and then click “Check In” to
check in the modified document.

ORACLE Content Server
jome Search New Chedk In My Profile Help
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Updating an Existing News Article

* Once you have checked in your updated document, you will then be able to
refresh the News and Current Info page in your browser and see that your news

article has been updated

chicHome | contactus | sionin [ A A DD =2

Advanced Search

":ﬂ' Cha our I n or inst~«ation

VOGRYEWNCRIR T EIR N CHe L News And Current Info [ICHIGLHERNTRLEIENENT] T

Zurrent Info > News Articles

[regiont I 7]

News Articles
@ nNews Articles

Navy Announces Plans to ‘Can’ Paper Leave Chits
The Navy announced plans March 22, to begin phasing out traditional paper leave
chits, replacing them with a new electronic leave request system.

Press Releases
Court Dockets

Current Events & Topics
% Kitsap Sailors Help Keep Roads Clean
Sailors from Submarine Development Squadron (DEVRON) 5 volunteered to clean
up a two-mile stretch of "adopted” Highway 307 in Poulsbho, Wash., March 19, as part
of Washington's Adopt-a-Highway program.
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Adding/Updating News Articles on HQ, Installation and Region Homepages

News articles on the HQ, Regional and Installation homepages are populated
using the Static List functionality

A minimum of 1 and a maximum of 5 articles can be displayed on a homepage
for a Region or Installation site — the HQ site must have a minimum of 2 and a
maximum of 5 articles

The following items will need to be populated in the static list editor for each
article: Location, Date, Blurb, Image (optional), Link to full article, and Headline

Each item in the list is edited by double clicking on the appropriate row or by
clicking on the pencil icon

ORACLE" Site Studio Contributor Help | About | Close

Headquarters > Home : Headlines

Location | Date Blurb | Image Link Headline
[The Mavy announced plans March 22, to begin
asing out traditional paper leave chits,

ith a new ele c leave

Hp:ffimusnucmems. fe- o
vorks. com/CNIC_HQ_SiteNewsAndCurrentInfoMewsAndArtides/CNIP_064813 Leave Chite

=%=
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Adding/Updating News Articles on HQ, Installation and Region Homepages

Once you have populated all of the necessary information, click on
the “Save” icon

ORACLE' Site Studio Static List Row Editor

Elements

= Location @

W xh@
Hashingtan, DC =

= Date @

welxha
23 March 2010

[ <>

= Blurb

o0 | LB RA T

~
The Navy announced plans March 22, to begin phasing out traditional paper leave chits, replacing them with a new electronic leave request system. =
The new syster, called Self-Service Electronic Leave (E-Leave) is a Web-based program that Sallors can access through their Electronic Service Record. =
v
= Image
2o @
!
v
= Link
SelectLink... http:fiusnuemems. fe-works.comfCNIC_HQ_Site/MewsAndCurrentino/NewsAndArtides/CNIP_064813
=l Headline @
oc xRa v
Done 73| & mternst H100% T
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Adding/Updating News Articles on HQ, Installation and Region Homepages

* The newly added news item will appear in the daily news section
on the designated site

* The full article can be accessed by clicking on the “Read More” link
or the article title link

\ % Daily News

Read more =

! Navy Announces Plans to 'Can’ Paper Leave Chits

Washington, DC // 23 March 2010

The Mavy announced plans March 22, to begin phasing out traditional paper leave
chits, replacing them with a new electranic leave request system.

The new system, called Self-Service Electronic Leave (E-Leave) is a Web-based program that Sailors can
access through their Electronic Service Record.
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Preview and Update

* Use the Preview button to see your new or edited content in context of the
page before any updates are saved

{= CNIC Mission and Vision - Windows Internet Explorer

| o hktp: ffivusnucmems fe-warks.com/CNIC_HG_Site'WhaoWeare Missionandvision/inde:x. htm?wem . contributor. mode=FalsefIgnoreContributorOnly=truefpreviewld=12691 158565562
Close

cnictome | contactus | sionn [ =

Advanced Search

—_

"‘:.n: Cha our region or instal stion

WLHGRUERNES What We Do | News And Current Info = Regions And Installations

Home = Who We Are = Mission And Vision

Command

Organization Chart

CNIC HQ Directory

Lorem Ipsum dolor sit amet.
CHIC Jobs

ernet L 100%

When you are satisfied with the preview results, hit “close” in the upper
right hand corner of the preview screen. The preview screen will close.
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Preview and Update

e When the preview screen closes, you should be back at the contributor form.
e Click the update/save icon to save the changes that you just previewed.

ORACLE' Site Studio Contributor
Headguarters > Home > Who We Are > Mission And Vision : regionl

|  Related Links

| Promotional Content

| Page Title
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Content Information

Content Information, Setting Content to Expire and Versions of Content

—
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Content Information

e All content on the website has information associated with it
e This information facilitates effective searching
e This information also helps to drive how content is displayed

e When you hear people use the term “metadata”, the content information is
what they are talking about

e You will find more information about how to utilize content information in
the metadata section

—
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Content Information

e In contribution mode, click on the contribution graphic menu
e Select Document Info

cnicrome | contactus | sianin | RN

Advanced Search
“:«’ Change your region or installation
Document Info

Update Document Info
Switch Region Content
i

Lorem Ipsum dolor sit amet.

—
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Update Content Info

 Review the Content Information Form for the updated content.
* Verify the information.

 Select Update on the Content Actions Menu.

ORACLE' Content Server >

Home Search Mew Ched: In My Profile Help
~ My Content Server w Web Sites ~ Browse Content ~ Content Managemenjt v Administration

Content Information

| ~ Content Actions | v E-mail _]

Check Out
Content ID: COMMUNITY_SUPPORT_MAIN Update
Revision: 7 Check In Similar
Type: Webcontent - Html, Datafiles Subscribe
Title: Community Support (Main) Contributor Data File Yiew Web Site Usage Report
Author: sysadmin Create Shortout
Comments:
Folder:

Hidden: FALSE -
Read Only: FALSE
Inhibit Propagation: FALSE
Trash Deleter:
Trash Delete Date:
Trash Delete Location:
Trash Delete Old Name:
Force Folder Security: FALSE
TemplateType:
Web Site Object Type: Data File
Web Sites: CMIC Headquarters Site (CMIC HO  Site)

Exclude From Lists:

L | T I e T TP o PR ORI ST T}

[ £
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Update Content Info

I T

ORACLE" Content Server
eck In My Profile
‘Web Sites ~ Browse Content v Content Management ~ Administration

Home  Search  Ne

e Make appropriate updates to your
° ° Info Update Form for "Community Support (Main) Contributor Data File'
content information.

® CIiCk "Su bmit U pd ate”. *Type |Wencontent-Htm|,Dataﬂles v|

Help

*Title |community Support (Main) Contributor Data File |

* Author |5ysadmm || sysadmin - ‘
Account [ I[ v

*Revision [7 |

Comments

Folder | |[ Browse...

Hidden FALSE v

Read Only FALSE R
Inhibit Propagation FALSE v

Trash Delete Old Name

Force Folder Security FALSE w

TemplateType \ I[ v

Web Site Object Type | Data File v
CHNIC Headguarters Site (CHNIC_HGQ_Site)

Exclude From Lists

b Site Section CMIC Headguarters Site : Community Support | [ Browse... ]

Teaser

ArticleType
ArticleCategory

Release Date

Expiration Date

[ submitUpdate | [Reset | [ QuickHelp |

—
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Content Info - Release Date

e Itis possible to set up the content information so that your content will not

publish until a date set out in the future

e Go to the content information and on the content actions menu select “check

14

out

e Onthecon
like it to publish a

Content Information

[~ content Actions | ~ E-mail

Check Qut
Content ID: DAMNECK_20061202184259 Update
Revision: 3 Check In Similar
Type: Webcontent - Html, Datafiles Subscribe
Title: Dam MNeck Fighters View Web Site Usage Report |
Author: sysadmin Create Shortout
Comments: This is region content for the Site Studio Web Site Section "Fighters’

Folder:
Hidden: FALSE
Read Only: FALSE
Inhibit Propagation: FALSE

that date

Web Sites

Exclude From Lists

Web Site Section

Teaser

AricleType
ArticleCategory
*Release Date

Expiration Date

CNIC Headquarters Site (CHIC_HGQ_Site)

t information form, set the release date to the date you would
hit “check in” the content will not go to production until

Browse...

Browse...

CNI

C Headguarters Site : Operating Forces Suppo|| [ Browse... ]

vl

o]

8/18/08 4:21 PM =

=

[ (HTML) || Checkin || Reset || QuickHelp |

—
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Deleting Content vs. Setting Content to Expire

Deleting content is not recommended

Once content is deleted there is no way to get it back

Expired content does not show up on the website but remains in the system
for reference, to edit or to be used again if desired

Utilizing the expired content function is the recommended approach for
managing your outdated content

We will review the steps to set content to expire in the next few slides

—
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Setting content to Expire

 Navigate to the content you would like to expire and hit control — shift — F5

e Click on the menu icon and select
Home > Competitive So frcing

Competitive Sourcing

e When you get to the Content Infor
e Select “Update”

e Go to the bottom of the Contenht Information screen and select the date you would

like your content to expire
e Click “Submit Update”

—
9
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 regions I~ X
Document Info "” t \ -
Switch Region Content T ’Q
View Web Site Usage Report ) (’,,‘ ¢
View Differences i

“Document Info”

Web Site Object Type Data File - |
CHMIC Headquarters Site (CNIC_HQ_Site)
Exclude From Lists
Web Site Section CMNIC Headquarters Site : Community Support | [ Browse... ]
Teaser
Release Date 8/1/08 415 FM
Expiration Date 2172008 E

.
/

[ submitUpdate | [ Reset] [ Quick Help

ion screen, select “Content Actions”

>



Links

Restoring Content to Old Versions

It is possible to restore an older version of content if needed

Go to Content Information screen for the selected content

To restore an older version of content, delete the versions ahead of the

version you would like to restore

However, it is very important to remember that onse you delete versions of
content they are gone forever and CAN NOT be recovered

Support Center is available to help you if you need to restore to an older

version of content

Web Location: hitp:/fiwusnucmeoms. fe-warks.com/navycnilgroups/publici@pubii@mida/@damneckidocumentsiwebcontent/damneck 20061202183418.xml
Mative File: damneck 20061202183418 xml

Revision Release Date Expiration Date Status Actions
[13] 8/15/08 4:46 PM Mone Released Delete
12 8/15/08 3:21PM Mone Released Delete
11 7{28/08 7:58 AM Mone Released Delete
10 2/13/08 9:38 AM Maone Released Delete

—
9
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Metadata

—
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Content Information — Metadata Overview

e Metadata is additional information about the content and files that help the site
display it, help people find it and manage the content lifecycle

* Allfiles have metadata including images, documents and web pages

*  Accurate Content Metadata is critical to the successful presentation and discovery of
the content item

*  When content is created or edited, the content information form is presented for
creation, review or update

* Content Metadata is used in many ways, some examples:
* Control what site will display the content

Control where it will appear on a site

Control the presentation style of the resulting page

Optimize search with Keywords and Descriptions

Classify News Articles, Press Releases, Current Events

—
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Content Information — Metadata for Initial Assignment of Region Content

~ The following metadata guidelines apply ONLY when performing the initial assignment of region
content or making updates to the metadata for the region content

«  Type —defaults to “Webcontent — HTML, Datafiles” (leave as default)

 Title — Enter a meaningful title for the content — see next page for guidelines

« Author — Will automatically be populated with your username

« Security Group — Select Public

« Account — Choose Pub/HQ for public content and CA/HQ for controlled access content
« Primary File - defaults to “default.xml” (leave as default)

« Revision — Automatically populated with the value of “1” (leave as default)

« Content ID — Will automatically be populated when you click “Check In”

«  Comments and Folder - leave blank

- MetaDescription - Enter a brief description to be used for the content on the page — see next page for detail
« Web Sites — Choose “Headquarters (CNIC_HQ_Site)”

- Web Site Section — Choose the section of the website you want the content to be populated under; This will
automatically populate based on the section of the site you were just on

« SectionIntrolmage — leave blank (used only for certain landing pages)
« SectionIntroText — leave blank (used only for certain landing pages)

- Teaser, Article type, Article Category - if checking in an article, choose the appropriate type (news article,
press release, current event or court docket)

« Location — leave blank (note — this field will not show up in Auth in the future)
« Release Date — Will automatically be populated with today’s date
- Expiration Date — If you want the content to expire on a specific date, select a date value for this field

—
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Metadata - Guidelines for Title and MetaDescription

Titles
e On the initial assignment of region content
- TheTTitle field is used for the HTML Title tag to be shown in the browser

- Title tags are a significant factor in Search Engine Optimization (SEO)
Search engines such as Google use title tags to determine search rankings

- The TTitle field is also used by internal site search to return search results

- A good title will :
Be unique
Be descriptive but not too long
Contain relevant keywords

Generally be similar to the Page Title, but with more specificity about installation,
region, etc., if needed

NotveryGood __lGood _________[wh?

Mission and Vision CNIC Mission and Vision “Mission and Vision” could apply to any
website

Golf Golf— NAS Norfolk Specific to the installation -Golf is too
general

—
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Metadata - Guidelines for Title and MetaDescription

Metadescription
e On the initial assignment of region content

- The metadescription is frequently returned in the results generated by
search engines

- The metadescription should be a brief description of the contents of the
page

For purposes of initial migration, recommend copying some basic text from the
main content area of the site

Do the best you can for migration - Content reviewers/approvers will be

instructed to review and update titles and metadescriptions while approving
content.

—
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Contributing Content with Content Server

—
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Content Server Interface Login

. Log Into Content Server by accessing auth.cnic.navy.mil/navycni and clicking
the Login Button

* Enter your ID and Password when prompted

Connect to iwusnuc... @

ORACI_E Welcome to Content Server

FULL ACCESS

Log in to use the content server with your full access privileges

‘ﬁ Login

GUEST ACCESS

Use the navigation items below to access public content anly, YWarning: This server is requesting that your username and
| [ Search ] password be sent in an insecure manner (basic authentication
Q Home

The server iwusnucmcms. fe-works.com at Idc Security
Inavycnifidcplg requires a username and password.

without a secure connection).

ﬁ User name: € userid v
Library Password: ‘ Y1111
Q Remember my password

Search

[Login] [Home] [Library] [ Search]

OK | [ Cancel

—
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Content Server Interface User Profile

ORACLE' Content Server = [

Home  ~Search

On the first visit, Click on the
o My Profil e” Iink in th e Top My Content Server  ~Weh Sites v Browse Content v Content Management v Administration
menu on the page e rene

~ New Chedk In My Profile

User Name: arasenthal
Roles: Content_rwd Records_rwd, admin,contributor
Accounts: #all #none,Corp
® User PrOfiIe Full Name: Amy Rosenthal
Password: ssses
 Update your Password Confirm Password: | esses
- - E-mail Address: arosenthal@ironwaorks.com
* Verify Email Address —
« Verify Language Preference ertocaies - [Engtons{y]
° Personalization Settings User Personalization Settings
. Email Format:
* Choose Email Format Layout:
* Choose Layout Scarch Template:
. Search Form Type:
* Top Menus layout is Default Sort Fiekd:

recommended Default Sort Order: | Descending |

Default Result Count: |20

* Accept the other default
options for now

Subscriptions for Workflow In Queue for Portal Design for Folder Configuration for
arosenthal arosenthal arosenthal arosenthal

* Click Update

L)
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Oracle Content Server Interface

 Most changes will be performed while browsing the site in a contribution
environment

* For new content items like images or native documents, the Content Server

interface will be used

Quick Search
New Check In to add new files

like images or native documents

ORACLE  Contert Server q

Home Search Mew Chedk In My Profile Help
~ My Content Server  ~Web Sites  + Browse Content  + Content Management  ~ Administration

Search

Title | |

Content ID | |

Release Date: From | |Tq. | |

Full-Text Search | |

Sort By: | Release Date w || Deszcending | » |[ Search

Basic Search
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Checking In Native Documents

—
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Loading Content Using Content Server

e Native documents may be used as content on the CNIC website
e The native documents themselves must be loaded onto the content server
before use

 The next few slides will show you how to upload native documents and
images onto the content server

Note: You do not need to use the content server to edit native documents. You
may edit native documents in contribution mode on the site server by
navigating to the page and pressing control/shift/F5. The native document
will launch and you will be able to edit directly to the document.

—
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Checking In Content — Images, Videos, Native Docs, etc.

* Documents such as Word, Excel, etc.
* Create document
e Save to your local computer
* Images for use in content or other files such as .jpg
* Create or acquire an image file
e Save to your local computer or file share
* Videos and Closed Caption Files

2. Upload
* Log Into Content Server by accessing auth.cnic.navy.mil/navycni and clicking
the Login Button
* Enter your ID and Password when prompted
* You will be taken to the Content Server Homepage, Select “New Check —In”

—
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Checking In Content — Images, Videos, Native Docs, etc.

The following guidelines apply when checking in items such as images, videos, native documents
(Word or PDF docs) to be used on the site
Type - choose the appropriate type (CDN for video; document; image)

*  Title — Enter a meaningful title for the content — see next page for guidelines

*  Author -Will automatically be populated with your username

e Security Group — Select Public

*  Account — Choose Pub/HQ for public content and CA/HQ for controlled access content
*  Primary File - browse to select the file

*  Revision — Automatically populated with the value of “1” (leave as default)

. Content ID —Will automatically be populated when you click “Check In”

e« Comments and Folder - leave blank

*  MetaDescription - leave blank

*  Web Sites — Choose “Headquarters (CNIC_HQ_Site)”

. Web Site Section — leave blank

*  Sectionintrolmage — leave blank (used only for certain landing pages)

*  SectionintroText — leave blank (used only for certain landing pages)

*  Teaser, Article type, Article Category - to be used later for news articles

*  Location - leave blank (note — this field will not show up in Auth in the future)

*  Release Date — Will automatically be populated with today’s date

*  Expiration Date — If you want the content to expire on a specific date, select a date value for this field

—
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Loading Content Using Content Server

ORACLE" Content Server

Home  Search  NewCheckIn  MyProfile  Help

L O n C e a I I n e c e S s a ry ~ My Content Server  vWebSites v Browse Content Content Management
information has e checu
been populated on

*Title |Sample Word Dacument |

the form, click on

* Security Group

“Check In” T [rura ®

* Primary File [CDecuments and Settings\dachizer| [ Bowss.. |

Alternate File I |[Browse... ]

ContentID \ |

* Revision ‘1 ‘

Comments b
Folder ‘ | Browse. |

b sites

Weh Site Section | [ Browse ]

Teaser

ArticleCategory

" Release Date

Expiration Date

[(HTMLy ] [checkin ) [Reset ] [ Quick Help

13
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Images or Documents for Use in Content

*  Prepare Images and Documents Locally

 Upload to Content Server
* Navigate to the Oracle Content Server Interface; Login
* New Check in Menu
* Select New Check in from the Menu
 Fill in the Check in Content Information Form

e Navigate to the local image or document using the browse button for the
Primary File field

* Populate the rest of the metadata as appropriate for the image or document
* Click Check in at the bottom of the form

* If you have multiple Images or Documents to check in that are similar you can use the
Check in Similar button that is available right after you check in a document or image

* Click on the Check in Similar Button on the Check-In Confirmation screen
* Modify the Metadata to fit your document or image
* Navigate to the local image or document in the Primary File field
* Click Check in at the bottom of the form

—
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Searching in Content Server

—
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Search for Content in the Content Server

 There are multiple ways to approach finding content on the content server
* Quick Search
e Default Search
* Advanced Search
* Search Results

—
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Quick Search and Default Search

*  From the Content Server home page, the Quick and Default Searches are

available
ORACLE Content Server = I Quick Keyword
Mew Chedk In My Profile Help Sea rc h
~ My Content Server ~ Weh Sites ~Browse Content v Content Management v Administration
Search
\
Title | |
Content ID | |
Release Date: From | |To | |
Full-Text Search | | > Default Search
Sort By: | Release Date ||Descending w |[ Search ]
_/

—
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Advanced Search

«  Click on the Search menu
* This search optionexpands all metadata fields and full text search functions

ORACLE Ceatent Server >3 I

Home  ~vSearch v MNew ChedkIn My Profile Help

~ My Content Server w Web Sites wBrowse Content  ~ Content Management Administration

Search: Expanded Form quick help

v Search Forms

[ Search ] [ Reseat ] [Save]

Full-Text Search

Enter search terms (i)

Full Text Search

Metadata Search

Content 1D )

Tite

e (e | &l

Security Group | vl = Metadata Search
Account | [l

Release Date From E To E _/
—
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Search Results

* Search Results view options
* Experiment with the Change View menu options to set your default view

* Query Actions Menu

 Search within Results
* Save Query

ORACLE Content Server

Home MNew Chedk In My Profile
=~ My Content Serwver ~ Web Sites ~ Browse Content w Content Management ~ Administration

Help

Search

T

| ~ Chiange View | w Query Actic

Search Results Found 1item

Classic Wiew
ID Title Date | Thumbnail View Action:
COMMON SEARCH RESLLTS Common Search Results a/3fos| Headine View ¥= G
Cus tomize —

—
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* Including:

* Check In, Check Out, Check In Similar, Get Native File, Content
Information

€ Content Server

Mew Chedk In My Profile Help

Erver ~ Web Sites wBrowse Content Content Management  ~ Administration

sults Found 1item

> %ﬂge\h’lew ~ Query Actions l
Date Author \_ Actions

ZARCH RESULTS Common Search Results 8/8/08 | Content Information |2 @)

El
=
m

D

Chedk Cut
Get Mative File
Chedk In Similar

Send link by e-mail

—
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Create a New Page

—
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Create a New Page - Linking off of an Existing Page

* |In Contribution Mode, in a WYSIWYG element
 Add a New Link
* Choose Link to a fije

ORACLE" Site Studio C' 5 ) e site Studio Link Wizard

CMIC Headquarters Site = Home =

File - g = Choose type of link

Elements = (h @ E

[=] ONIC Subpage Middle O gk to a section

B I U 9{ Mormal Parag OLink to a fle :

O Link to the following URL: | :
Qﬂ = g Ea .E |}

| You may creatg/a link to a website section, a specific file within a website (new or existing), or an external link.

Base Support

Caommand & Staff
Command & Staffis a core b

Environmental
The Environmental Care Bug

Facilities Support
The CHIC Facility Suppart Pr

Flanning/Real Estate
The CHIC Planning and Rea [

e N — W ||

—
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Create a New Page - Linking off of an Existing Page

« Inthe Link Wizard
 Select New Contributor Data File

ORACLE site Studio Link Wizard Help
Choose content file

Choose a data file or native document within this website to use as the destination For wour link. Then click Mext to proceed.

o @ New Contributor data file

2 O riew native file [

o @] Existing File Fram server
O Existing local file

Options... Cancel - < Back I Mext = . I

—
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Create a New Page - Linking off of an Existing Page

+  Anew Content Information form is displayed

 Enter information for the New page on this form (see next slide for detailed
information

* Click “Next” when you are finished entering information

ORACLE" Site Studio Link Wizard Help

Check-in content

Use the Farm belaw to check in the content which vou would like to use as the destination For vour link.

* Type | ‘Wwebcontent - Heml, Datafiles v |

* Title |NEW Page Title Goes Here |

* Author |da[htzener ||datht EEEEE b
* Security Group
Accoun t | || w

* Primary File |defau\t.xm\ |

Content ID [

Reevision [1 |
Commen t
Fold [ [

Metadescription Goes Here|

MekaDescription

'web Site Object Type Data File

Web Sites

Web Site Section |Headquarters i test |[ Browse. .. ]
FReegion Definition | |[ Browse. .. ]

SectionIntrolmage | |[ Browse. .. ]

SectionIntroText

e
Qptions, ., Cancel - < Back I Mext > . Finish I

—
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Create a New Page— Assigning Page Metadata for Linked Pages

~ The following guidelines apply ONLY when performing the initial assignment of region content or
making updates to the metadata for the region content

«  Type —defaults to “Webcontent — HTML, Datafiles” (leave as default)

 Title — Enter a meaningful title for the content — see next page for guidelines

« Author — Will automatically be populated with your username

« Security Group — Select Public

« Account — Choose Pub/HQ for public content and CA/HQ for controlled access content
« Primary File - defaults to “default.xml” (leave as default)

« Revision — Automatically populated with the value of “1” (leave as default)

« Content ID — Will automatically be populated when you click “Check In”

«  Comments and Folder - leave blank

- MetaDescription - Enter a brief description to be used for the content on the page — see next page for detail
« Web Sites — Choose “Headquarters (CNIC_HQ_Site)”

- Web Site Section — Choose the section of the website you want the content to be populated under; This will
automatically populate based on the section of the site you were just on

« SectionIntrolmage — leave blank (used only for certain landing pages)

« SectionIntroText — leave blank (used only for certain landing pages)

« Teaser, Article type, Article Category - to be used later for news articles

« Location — leave blank (note — this field will not show up in Auth in the future)

« Release Date — Will automatically be populated with today’s date

- Expiration Date — If you want the content to expire on a specific date, select a date value for this field

—
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Create a New Page - Linking off of an Existing Page

e Choose the “Use default website section metadata”

ORACLE Site Studio Link Wizard Help
Choose target section

Use the Form below to choose the website section in whigh#®u would like the selected data file ar native document ko appear.

@ @ Use default webstte section metadata

W O Chaose a website section:

| Headquatters (CNIC_HO Site) -

[=] Home:
‘wiho e Are
‘what e Do
Mews And Current Info
Regions And Installstions
Search
Advanced Search
InstallationHome:
FindInstallations
SuppartCenter
Accessibility
ECd
FOIA
Inspector General
Privacy Policy
Zontact
Mewspapers
Login
10GR4 Test
Secure
test

@ O Link to the Cantent Trem's LRL

Ophions. .. Cancel - < Back I Next> . Finish .

Note: This selection means that the system will automatically assign website section metadata based on the section of the website you
specify when you set up the metadata for the content initially. This is the reason that it is very important to populate the website
and website section information when you are filling out the content information form.

—
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Create New Page - Linking off of an Existing Page

. Choose “Server Side Script Format”

ORACLE site Studio Link Wizard Help
Choose URL format

Choose a URL Format For sour link, Each Format has unique adwantages and disadwantages. Click Help For more information.

Path Based URL:

= O absclute fath
2 Onelativd path

[D-based URL:

= .‘, lient Side Script Format
E> ® zerver Side Scripk Format
P (O URL Token Format

e B
Done E‘."Slow -*‘

Note: This selection will assure that your URL remains relative. If content is moved around the content server
will still be able to find the document or the content.
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WYSIWYG Field Controls - Link Wizard — Link to Site Section

"+ To have a link open in a new window, select the “Options” button on the “Confirm Link”
page in the link wizard

Next, click on the box next to “Open link
target in new window, then select “_blank”
from the drop down menu, and click on the

“OK” button

/\

{= Link Wiza.rd Options - Windows Internet Explorer

ORALE Site Studio

Link/Target Options

Open link target in new window |_I:|Iank

The Link Target Options window will close —
click “Finish” — your newly created link will

open in a new window
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Create a New Page — Linking off of an Existing Page

«  Onthe Original Page, update to see your new link to the new page

Original Page New Page

Who We Are RULEIRUERSLE News And Current Info  Regions And Installations

crucHome | contactus | sionn [N

Advanced 8

= ~ 2 > Base Support
 regiont [ 31
“‘R‘ Chan jour region or installation

CNIC Base Support
@ Base support

Who We Are BULHEIRUEEsLE News And Current Info  Regions And Installations

© "= Base Support
=

Environmental

Public Safety
[ regiont JIE]

Facility System/Investment

Planning And Real Estate

Base Support Linked Page

Human Resources @ B 5 rt
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Etiam venenatis sem metus. Pellentesgque aliguam

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Etiam venenatis sem metus. Pellentesque aliquam sollicitudin sollicitudin erat, in pulvinar esttincidunt sit amet. In feugiat gravida magna, a temper enim lohortis eget. Mauris

Command And Staff 3 % 9 ;
erat, in pulvinar esttincidunt sit amet. In feugiat gravida magna, a tempor enim lobortis eget. Mauris sed luctus turpis.

Phasellus sit amet pellentesque ante. In hac habitasse platea dictumst. Sed et velit a libero euismod pharetra lacreet Environmental sed luctus turpis. Phasellus sit amet pellentesque ante. In hac habitasse platea dictumst. Sed etvelit a libero
Fire And Emergency in purus. Cras eget cursus ante. Mauris augue sapien, euismod non aliquet ut, aliquet aliquam felis. Nulla id dui in :ﬁ'iz;dfslr:;rszlgrs? :: gﬂruusé g?ﬂsrﬁfﬂelt]cursus ante. Mauris augue sapien, euismad non aliquet ut, aliquet
augue commodo tempor. Donec blandit, odio in rhoncus viverra, nibh erat pharetra erat, nec gravida risus nunc ut justo. Public Safety a g

Suspendisse potenti. Suspendisse eu quam augue. Sed eu ante quis nisl congue sollicitudin nec a lacus. Duis e
Operating Forces Support eqestas facilisis tellus tempor gravida. Proin vitae metus purus. Nunc sapien nibh, feugiat ac interdum placerat, Facility System/Investment
interdum sed erat. Sed tempor ante etlacus sodales aliguet -
Planning And Real Estate

Emergency Management

Related Links
Human Resources

ck the Weather here!

New Link

* Click on the link to the New Page, Edit as Normal

123
Commander, Navy Installations Command... Supporting Command to the Warfighter



Adding New Pages to be Included in Site Navigation

e Pages that are currently in the sitemap cannot be changed without approval,
however new pages can be added a level below

e The new pages can be added by contacting the Support Center

—
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Other Content Management Needs

Contact your support center to do any of the following:

Add a contributor user

Change a contributor user account
Request changes to templates

Request changes to the workflow process
Add a new section to the website

Any other technical issues

Contact the Support Center at:
Phone # 888.264.4255

DSN: 312 942.6597 (Opt.3)
email: eas@ctirms.com

—
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