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MAIN NAVIGATION OVERVIEW

.GOV . U Rs U s CONTENT MANAGEMENT SOFTWARE

Home | Edit My Site | Edit Users | Logout [RENEglE

Go To by Site  Site Settings  Page List Add Content Page Mawvigation Panels  Master Page List Add Master Page

Go To My Site: Is the site's home page (default.htm)

Site Settings: Establish the structure, look, and feel. Ability to apply a site master page. Enter
meta data for the site. Associate Google Analytics and Google Site Search account information.

e Now in URSUS, the Award-Winning 2010 California State Template
HEW e Google Site Search

Page List: NEW LAYOUT AND MORE TOOLS TO SEE YOUR PAGES AND TO HAVE YOUR PAGES BE SEEN.
View the content pages (page files) of the site. View the page name and the file name of a page.
There are direct links to the details of a page and to the web page itself. Pages can be published or
unpublished from here. A single page to multiple pages can be completely deleted from the site.

e Edit - Go to Page Details directly

HEW e Publish - Pushes a page to production
e Unpublish - Removes a page from production, does not delete page

Add Content Page: Create a new web page.

e Ability to inherit settings and/or override them

HIEW

Navigation Panels: Create a new navigation panel. View a list of self-made navigation panels.
Open the Navigation Panel Manager for a panel. Completely delete navigation panels as well.

Master Page List: View a list of self-made master pages. Completely delete master
pages.

Add Master Page: Create a new master page. Define structure, color scheme, columns, and
navigation style. Through content and/or navigation blocks, control areas of a content page.
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SITE SETTINGS

Site Settings is the ground floor of the website.

List

» Edit by Site - Site Settings

Site Settings

P, you are a Managing Editor

As a Managing Editor, you may define the site name, navigation levels assigned, color scheme, master page, site’s contact information, keywords, description, and search/ statistic features.

BASIC SITE INFORMATION METADATA

If a master page is
chosen, depending on
its make-up, it has the
potential to override
any or all of the four
settings under

Color seheme Doasriee ; Sitewide Settings.

Colurmns 2
The choice of
will dynamically determine

Site Name Required
Master Page

Navigation Style

Sitewide Settings Master Page
2010 Fixed A

& Cropdawn - || . &

(.;.U. ngk' Analytics
Google site search
A site add-on provided

CONTACT INFORMATION SEARCH AND STATISTICS

Auth Account N . .
uther G4 Account Humber to you. Slight configurations

Email the available settings GSS Account Number 001779 needed to start service.

Agency for the other three fields Range LI LostEEdetE,

Address Service Desk for assistance.

under Sitewide Settings.

Phone

Click "Appy Changes”
to save the settings.

| Apply Changes |

Page Menu

The KEY fields on this page for the 2010 Fixed template

Publizh This Page

Unpublish This Page e Site Name (required)

Page Details

T lat 2007 Fluid
Master Page Details ¢ emplate 5009 Hero Shot
2010 Fixed

Manage RS5 Feeds

Add New Page

Single-Level

Page List ¢ Navigation Style Mininay

Master Page List

Mount Shasta

e Color Scheme |Paso Robles
Santa Barbara

Sierra

Edit Mavigation Panels

Admin Menu

Publish Entire Site

Site Settings I

e Columns 1

URSUS Home

Logout
ADMIN
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PAGE LIST

tAaster

Go To &4y Site Site Settings  Page List Add Content Page Mawvigation Panels
Publish This Page - Edif My Site -# Page List
Unpublish This Page
Page Details Page. List

From PAGE DETAILS

Master Page Details

Manage RSS Feeds
Page Mame

Add New Page

[I}eleie Selected uem{s]]
Master Page List
Edit Navigation Panelsl PAGE NAME
Fublish Entire Site # o[- Site
Site Settings i """ ] |_:| Blacl | test [editar_hlock L_test_fa.htm] (zclit J{publish Junpublish )
URSUS H :
e R O |_:| Canditions of Use [task_2_conditions_fa.htm] {zdit Wpublish Wunpublish }
Logout
|' i """ ] |_:| Eclitar | N@W funpublish )

B """ ] |_:| Eclitar’ (edit)(publish)(unpublish) lish Wunpublish )

Wiew pages created, publiskFile Name .htm

edit - Go to Page Details
publish - Pushes a page to production

unpublish - Removes a page from
production, does not delete page

A list of all HTML content pages for your URSUS website. The files are ordered by their page
names, alphabetically, ascending.

e This Page List can get long and unruly rather quickly. It is highly recommended to devise

and foster a Page Naming standard for your URSUS site. This will help immensely in
keeping this list organized and functional.

e You are required to enter a page name when you first create a page. However, you can

always go back and modify the page name from its Page Details. You access the Page

Details from the Admin Menu on the specific page or by clicking on “edit” from Page List.

Changing a page name will not affect any of your hyperlinks within your site.
e Clicking on the page’s hyperlink name, you will be taken to the web page itself.

e Also from Page List, you can delete pages by checking the page’s box then clicking on
“Delete Selected Items”.

! CAUTION... delete does mean delete, there is no way to recover a deleted page.

Page List User Manual, New Releases for Managing
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ADD CONTENT PAGE

This is where you come to create any new content page. There are three required fields. The
remaining fields are available to add information about the page. Be aware, the principles of
Inheritance come into factor for most pages. It is crucial to understand what is affecting each
page you create.

Page Menu

... Skip to: Cantent | Footer | Accessibility |Search
Publish This Page ..
: : GOV URSUS  content MANAGEMENT soFTWARE
Unpublish This Page

Home | Edit My Site | Edit Users | Logout [RUAGTIES
Page Details

» Edit vy Site -» Add Cnnte Page
Master Page Details
Add Content Page
Manage RS5 Feeds

Create a new content page defining the Content Page Details (File Name, Page Mame, Master Page, Template, Navigation Style, Color Scheme, and Columns assigned), as well as Content

Keywiords, and Description).
Add New Page o ption)

Page List CONTENT PAGE DETAILS CONTENT PAGE META DATA
Master Page List File Name htm “Title>
Page Mame Keywords
Edit Nawgatlnn Panels Override Settings Default Settings
Master Page <Inherit> v
Termplate <Inherit> v Description
Fublish Entire Site Navigation Style <Inherit>
Color scheme <Inherit>
Site Settings Colurmns <Inherity -
URSUS Home
Logout
ADMIN '

e File Name: (required)

Consider a file-naming scheme for your website. It is good web practice to NOT have spaces
in a file name and in addition no special characters (for example :!",+=~?()*&%%$). Some
suggestions are to use underscores (file_name) and camel case notation (FileName). Try to
keep a file name brief. Use other fields available like Page Name, Title, Keywords, and
Description to augment the page’s details.

e Page Name: (required)

Note: “Page List” orders the files saved to your site based on Page Name, alphabetically, in
ascending order. If a page-naming standard is established (and followed), this will go a long
ways in helping organize your site’s pages.

Add Content Page User Manual, New Releases for Managing Editors
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e Title: (required) Appears in the upper-left of a browser’s window and in the tabs of browsers
with tabbed browsing features.

o provides a title for the page when it is added to favorites
o0 displays a title for the page in search-engine results

Title field from
Add Content Page

CONTENT PAGE META DATA

<Title> Agency WebSite - Title

Content Page...
seen in a browser.

The Browser's Tab shows the Title

\l Bookmarks shows the Title I

() Agency WebSite - Ti

o Keywords: used to further assist search engines. Separate "keywords" with commas ",

e Description: a short, unique description of your site. Has become more significant and
emphasized than keywords. Major search engines use the "description” meta tag in returned
results.

e Default Settings:

o Displays the site settings in effect.
0 Any master page bound to the site settings will be named here.

Add Content Page User Manual, New Releases for Managing Editors
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e Override Settings: These are page specific settings.
- For the field Master Page the dropdown choices are

0 <lInherit> the master page
setting from the site

settings Override Settings Default Settings
o <None> which negates any <Inherit> E task 3 master
master page applied to the <None>
site settings task_3_master_fa
o An existing master page to UL Lt e

apply to this page

- Lastly, by changing a value in Template, Navigation Style, Color Scheme, and/or
Columns field(s), you can create page specific overrides to this page’s master page

(if you chose one), the site’s master page (if one is chosen), and the site settings, all
based on the principal of Inheritance.

Add Content Page User Manual, New Releases for Managing Editors
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! CAUTION... — the Default (Site) Settings and Site Master Page are dynamic fields. If you

want the page settings to adhere to the site settings, you would choose “Inherit”. However, if
you know you want this page to have a particular color scheme, and notice that what you want
is showing in Default (Site) Settings, it is NOT prudent to choose “Inherit”. Specifically choose
the color scheme you want. If the field is set to “Inherit”, and the site setting for Color Scheme
is changed, that page for which you specifically wanted a certain color, will now change because
site settings changed and your Page Override states, “Inherit”.

Master Page
Template
Navigation Style
Color 5cheme

Columns

Override Settings Default Settings
E] task 3 master

<nherit>

<Inherit>
<Inherit>
<Inherit>

<Inherit>

[~] 2010 Fixed

B Meaa Dropdowt

B Oceanside

[=]2

First, everything from Default/Site Settings
will be applied (inherited) to this page. Then

Master Page
Template
Navigation Style
Color Scheme

Columns

Site’s master page, task 3 master, will add to
and/or override the Default/Site Settings.

Override Settings Default Settings

2007_masterB task 3 master
=] 2010 Fixed

E Mega Dropdowi

<Inherit>
<Inherit>

<Inherit>

SE Oceanside

=] 2

Site settings bring structure and feel to this
page. Those settings could be overwritten by
settings in the master page named in
Default/Site Master Page. Those could be
trumped by the Override/Page Specific
Setting's Master Page. All of the above could
be overwritten by the four fields under
Override/Page Specific Settings.

Add Content Page

User Manual, New Releases for Managing Editors
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NAVIGATION PANELS

Publish Thiz Page

Unpublish This Page Go To ite Site Settings Page List d Content Page
# Edit ty Site < Mavigation Panels

Page Details
Navigation Panels

Master Page Details
Create a new navigation panel, Also, edit existing panels or delete selected navigation panels,

Manage R55 Feeds

Add New Page ADD HEW NAYIGATION PANEL NAVIGATION PANEL LIST

- Navigation Panel Name Type_new_panel_name
Page List [ required_footer

Master Page List Emain — Click on a name
. . ey —_— 1 lop_links to open its
Click "OK ko
Edit Navigaticn Panel e H Clnew nav_| Navigation Panel Manager|
1

Publizh Entire Site

Site Settings

URSUS Home The Navigation Panels landing page has two functions.
Logout

| ADMIN '

1. To create a new navigation panel by giving the panel a new name then clicking “OK”.
(Note: A new navigation panel is empty. There are no default lists or links.) The page will
refresh itself, and there will a confirmation “Successful Saved”. The new panel will be under
the Panel List.

2. To display the Navigation Panels you have created. This list is ordered by creation date,
oldest to newest.

Clicking on a Navigation Panel’s name hyperlink brings up the Navigation Panel Manager,
which is where you add, remove, and modify the Primary and Secondary list of links that
make up that navigation panel.

You can delete a navigation panel by checking its box then clicking “Delete Selected
Item(s)”.
How to Create a Navigation Panel

! CAUTION... delete is delete, there is no recovering a deleted navigation panel. If the

navigation panel is in use on any of your content pages, an error message will display and
the deletion request is blocked.

Navigation Panels User Manual, New Releases for Managing Editors
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MASTER PAGE LIST

Page Menu

Publish Thiz Page

Go To My Site  Site Settings Page List Add Content Page Mavigation Panels Master Page List

Sl Tt s - Edit My Site -» Master Page List

Page Details

Master Page Details

Master Pages

M RSS Feed " i
anags ==es Wiew a master page list or delete a selected master page.

Add New Page

Page List

Master Page List Delete Selected ltem(s)

MASTER PAGE LIST

Edit Navigation Panels
O task_3_master_fa

Publish Entire Site Dw—f—a

Site Settings O task_5_2007 _two_colurmn_master

URSUS Home [Jtask_g 2009theme_master

Logout

ADMIN

Simply a list of self-created master pages. Not all master pages listed have to be in use. You can
create season specific master pages and use only once a year if you so choose. This is where an
established naming scheme comes in.

e This list is ordered by creation date, oldest to newest. However, if you choose to keep
numerous master pages, a good master page-naming standard will assist greatly in
identifying the page without opening up master page details.

e You can delete a master page by checking its box then clicking “Delete Selected Item(s)”.

1 CAUTION... delete is delete; there is no recovering a deleted master page. If an active

master page is marked for deletion, yet still bonded to at least one page in your site, an
error message will display denying the delete request.

Master Page List User Manual, New Releases for Managing Editors
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CREATE/ADD A MASTER PAGE

Overview of Add Master Page - 2010 Fixed Template

# Edit My Site -» Add Master Page

Add Master Page

Create a new master page defining the Master Page Details [Page Name, Template, Navigation Style, Color Scheme, and Columns assigned), as well as Master Page Meta Data (Title, Keywords, and Description].

MASTER PAGE DETAILS

Page Name
Qverride Settings Default Settings
Template <Inherit> M 201
Mavigation Style <Inherit> b
Color Scheme <Inherit> >3
Columns <Inherit> hd

MASTER BLOCKS

Content Havigation

Select content blacks to be h
controlled by the master page

Select navigation blocks to be
controlled by the master page

MASTER PAGE META DATA
<Tide>
Keywords

Description

MASTER BLOCK MAP

/}ZZ State of Califc
Gov

= e a
&) News | MowCA | Urg  Vating | Working Edimund G Brown
© Mew Perial Design Comes with Vides Tour @
O MAkA A POSENS IMEACT LA T CAROTIA Voiuntanl
Malcrg Network 1
0 RECOVERY.
0 Expiore the Parks Near You

© Faaltims Ar Cuuaity Fusadngs

© Free Miorusoll rainng and serificalon for Caiorma

s B e e
Clokee Sarices + Schect e
[ + ol your Tanss

Qoeams cENBDE-B> 0

@ smart Search

Note: Once you have created a Master Page, it will be added to the Master Page List found under

Edit My Site > Master Page List.

Create/Add a Master Page

User Manual, New Releases for Managing Editors
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There are two essential roles of a master page

e Provide continuity or modifications to the structure of the site with the four fields --
Template, Navigation Style, Color Scheme, and Columns

e Through content and navigation blocks, claim areas of the screen in which persistent
elements can be arranged and then placed upon a page

Go To b Sike  Site Settingt  Page List Add Content Pape Mavigation Panels  Master Pape List Add Master Pape

Add Waster Page

Add Master Page

PRAbE & Nigw maiber pagde Safinisg B Maiter Page Detalls [Page Mame, Templite, Ravigation Sode, Color Schesr, and Cobumid adtigned), an wall a5 Madter Page Mata Data [Tit, Kigwsrds, and Dipsrigtion)
MASTEER PAGE DETAILS MASTER PAGE META DATA

Page Hame “Tithes

Crvirride Settingt D fault Setnings Kirgwerdy

Tarnplats dinhsrits -

Mavigation Style b e

Calor Schema Ainhant » Pariptian

w T H Anhent i

Although these two elements can act independently of each other, you could, in fact, have a
master page that is strictly a color change. However, since just one master can be applied to the
site, and potentially one master per content page, often means the use of a master page should be
thought out and planned.

Master Page Details
e Page Name (required)

Note: “Master Page List” orders the list based on master page name... chronological order,
oldest to newest. If a Page Naming standard has been established this will go a long ways in
helping organize your site’s master pages.

After the master page is created, you can always go back and modify its page name. The
new name will automatically update itself throughout the site.

o Default/Site Settings dynamic fields that report the site settings at that moment.

e Override Settings are what define the master page you are about to create. It is within
these four categories that you shape the look and feel of your page or site. The choices
from these drop-down menus are dynamic and will change based on your selection from the

Template field. If you choose "Inherit" the value in Default Settings will be your Template.

Create/Add a Master Page User Manual, New Releases for Managing Editors
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Screens below are the choices of the four fields in the templates.

Page Name 2010 Fixed Template's four settings.
Mount Shasta
Template 2007 Fluid Single-Level 1 ......................................................... —
2009 Hero Shot Mea Dropdown Paso Robles
Navigation Style Miningy Santa Barbara _
Sierra

Color Scheme

Columns 2007 Fluid Template's four settings

. Eureka

2007 Fluid Single-Level Los Angeles _

2009 Hero Shot Two-l evel Monterey 2

2010 Fixed Napa
Oakland 3
Sacramento
San Diego
San Francisco

Master Blocks & Master Block Map Santa Cruz

¢ Master Block Map graphically illustrates where the defined Master Block areas are assigned.

e Check only the boxes for the Master Blocks that will serve as common assets throughout the
pages.

The example screenshot in Master Block Map changes dynamically to reflect the template selected.

MASTER BLOCKS MASTER BLOCK MAP
Content Havigation A - — -
/r;;.'l State of California(4)
Select content blocks to be 4 Select navigation blocks to be 1 LAGOV Y. N " —
controlled by the master page controlled by the master page el
2 2
Os Os
Cla [mp:
Os Os
Os Os
Oz Oz
Os Os
Bis &) Mews | AmADh U Vatig | Workng IEdr:-;:&'“G-Brmer
o © New Porlf Desgn Comes win Vidso Tour
© Maks 2 Postive Impact Using the Calffomia Yalunisar
Wateing Network
©
© Explare e Parks Near You
© Realtime Alr Cuaity Readings
T T T T & popor Destinations €
job seekers PR - Agancy Directay - WIFi Hotasos
- Onine Secdes = School Firder

* Live Hop. * aFile your Tauns.
Quewr cEMAHOE=B> 0
@ snatsemh [cra oo o mn [SiimekEe

B e e e i T « o

FEATURED LIVKS

Create/Add a Master Page User Manual, New Releases for Managing Editors
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The first time saving this master page, you will see "Add Master Page" towards the top left
under the main navigation and at the bottom of the page in the middle will be an "OK" button.

e Click "OK" to save your page.

After this successful initial save
e "Edit Master Page Details" replaces "Add Master Page"

Edit Master Page Details

Edit the Master Page Details (Page Name, Template, Navigation Style, Color Scheme, and Columns assigned), as well az Master Page Meta

o "Apply Changes" and "View" replaces "OK" at the bottom.

o Click "Apply Changes" to save | Apply Changes |

o Click "View Page" to see the page

You are ready to begin building the master page.

Create/Add a Master Page User Manual, New Releases for Managing Editors
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