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Overview
This guide provides instructions on how to access the website Content Management System (CMS) and provides an overview of the modules that Content Editors will use to modify their departmental Internet pages.

The Civica CMS will enable designated personnel within Santa Barbara to update the city’s website or portions of the site. Because the site can now be updated on the fly, Santa Barbara staff will be able to update content frequently and keep the site looking fresh and provide the most current information to site visitors. 

No special tools are requires to update the site, Microsoft’s Internet Explorer web browser will grant you access to the CMS interface. Using IE you will be able to update site content, add new content, add news stories, and manage the city calendar and much more with just a few clicks. The WYSIWYG HTML editor behaves very much like MS Word and allows you to quickly and easily update site content. Our NavBuilder interface enabled you to add new pages and make changes to the way site visitors navigate the site. 
[image: ]
[bookmark: TOC219014019]These changes to the site can be made in a secure environment, so that each person will be able to control their portion of the site. Workflow can be used to allow page editors to submit their work for approval and review before it is posted “live” to the site. 

[bookmark: _TOC2301][bookmark: TOC234041844][bookmark: _Toc304299785]
Getting Started

[bookmark: _TOC2318][bookmark: TOC234041845][bookmark: _Toc304299786][bookmark: _Toc355962829]Requirements and Settings
To create, edit or maintain your departmental content, you must meet the following requirements:

· Your computer have Internet Explorer Version 6.0 or above.
· You are connected to the network with your network account and password.
· [bookmark: TOC199147896]You have a Website Administration System account and password.

[bookmark: _TOC2638][bookmark: TOC234041846][bookmark: _Toc304299787][bookmark: _Toc355962830]Logging In
To access the Content Management System you will need to append /civica/admin to the end of the site’s URL.

For Santa Barbara the link below can be used to access the Development Staging site: 

http://sbb-web.civicasoft.com/

Once the site goes live you will be able to use the link below to access the live site:

http://www.santabarbaraca.gov/civica/admin 

The login screen to access CMS will be displayed: 

[image: W:\RFPs\- submitted\08.22.11 - Orange County, CA\!hand-on demo\screenshots\Orange County Demo - Admin - Login.png]

[bookmark: _Toc355961788][bookmark: _Toc355962831]
You will need to enter your User Name and Password provided to you by the Web Administration Team.  

Typically your user name will be your first initial and last name:
Example:	Stuart Smith = ssmith

And your INITIAL password will be newuser.
Example:	 newuser

Once you have successfully logged into the Content Management System you will see the following screen:

[image: W:\RFPs\- submitted\08.22.11 - Orange County, CA\!hand-on demo\screenshots\oc-demo.civicasoft.com-civica-admin-default.asp.png][image: W:\RFPs\- submitted\08.22.11 - Orange County, CA\!hand-on demo\screenshots\oc-demo.civicasoft.com-civica-admin-default.asp.png]

Note: If any of the Modules are grayed out, it means you do not have permissions set up to make changes to those specific Modules.  (Example above shows the Classifieds, Job Classifications and Media Manger modules unavailable)

[bookmark: TOC198616229]If you need permissions set up to make changes to a specific module, refer to the contact information list located at the end of this guide.


[bookmark: _TOC3819][bookmark: TOC234041847][bookmark: _Toc304299788][bookmark: _Toc355962832]Changing Your Password
It is important that you change your password immediately after you have successfully logged into the system for the first time.  To change your password, click on the Civica icon at the top of the screen and then click on the Change Password selection from the menu:

[image: ]

This will bring up the Change Password screen:

[image: ]
You will need to enter your current password in the Old Password text box and type your new password in the Password and Confirm Password text boxes and then click Update.  When you have successfully updated your password, you will receive the following message on your screen:
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[bookmark: TOC219014023]


[bookmark: _TOC4647][bookmark: TOC234041848][bookmark: _Toc304299789][bookmark: _Toc355962833]Making Changes to Your Page Content

[bookmark: _TOC4684][bookmark: TOC234041849][bookmark: _Toc304299790][bookmark: _Toc355962834]Browse your web site while logged in

From the main Civica Admin page, Click the Civica logo in the upper left hand corner and scroll down and click Go to Website. 

[image: ]

Doing so will launch a new browser window and bring up the city’s website. Using the dynamic drop down menus on your site, navigate to the page you would like to edit.




Use the dynamic drop down list to locate your specific page as shown below:

[image: ]

Once you have logged into the Website Administration System, you will have access to the edit functionality of each page you have been given permissions to make edits on.  If you do not see an edit button on a specific page when you are logged on as an administrator, then you do not have edit permissions for that specific page. If you feel that you should have edit permissions for a specific page please refer to the contact information list located at the end of this guide.


Mouse over the Edit Button to access the drop down menu and select the Html Editor to edit this page:

[image: ]

Up to nine options will be presented in the dynamic drop down list: 

Note:  If you do not see all of these options under the edit menu, it means you do not have permission to use this functionality.  
[bookmark: _TOC5895][bookmark: TOC234041850][bookmark: _Toc304299791][bookmark: _Toc355962835]
Making Changes to a page using the HTML Editor

The HTML Editor allows you to make changes to your content using a WYSIWYG (What You See Is What You Get) editor. 

[image: ]

This editor is very similar to MS Word and provides several tools to make changes to the web page content. To make a change to the page just use the editor’s tool bar.

Some popular tools:

[image: ]

Once you have made your edits to the page just click the save button to apply your change to the website.

[image: ]



[bookmark: _TOC6366][bookmark: TOC234041851][bookmark: _Toc304299792][bookmark: _Toc355962836]Don’t Worry!!!!!!!!!!!
Any change you have made to the page can be undone easily using the history tool. The CMS system saves ____ past versions of each page by default, so if you are not happy with the changes you have made you can always revert back to the page content that existed prior to you making your changes.

Use the history tool to select the previous version of the page to revert back to a version saved in the page history:
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[bookmark: _TOC20735][bookmark: TOC234041869][bookmark: _TOC20750][bookmark: TOC219014030][bookmark: _TOC22061][bookmark: TOC234041872][bookmark: _Toc304299812][bookmark: _Toc355962837]HTML Editor Details
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[bookmark: _TOC6811][bookmark: TOC234041852][bookmark: _TOC8129][bookmark: TOC234041853][bookmark: _TOC11440][bookmark: TOC234041857][bookmark: _Toc304299798][bookmark: _Toc355962838]Key Modules

Once you have logged into the Website Administration System, depending on your permissions, you will have access to other editable Modules.  (NOTE:  If you have navigated away from the Admin screen, click on the Modules menu on the toolbar to return to it).   

[image: ]

Note:  If any of these modules are missing or grayed out (like above), it means you do not have permissions set up to edit those modules. Please contact your Website Administrator to get permission.



The following are examples of a few of the commonly used editable modules and links to the user guides containing detailed information on how to use the modules:


[bookmark: TOC219014025][bookmark: _TOC12084][bookmark: TOC234041858][bookmark: _Toc304299799][bookmark: _Toc355962839]
Adding Events and Updating the Calendar
[bookmark: _TOC12124][bookmark: TOC234041859][bookmark: _TOC13686][bookmark: TOC234041861][bookmark: _Toc304299802][bookmark: _Toc355962840]Adding a New Calendar Event

The Calendar module allows the Content Manager to create calendar events and alert visitors and staff of events and dates within the community or within the City. To add a new entry to the Calendar, click on Modules and then click the Calendar icon or select it from the modules drop down menu:

[image: ]

Click on add new entry as seen below to add a new calendar event:

[image: ]


Complete the calendar New Event form to add a new entry to the calendar. 

Give your event a title, choose an Audience, select the Divisions and Subdivisions (depending on permissions) and fill in the time and date information for the event.
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Event recurrence allows you to schedule a regular event once and have it show up on the calendar for each event:

[image: ]

Enter a Description for the event, any additional notes, contact and location information. You can upload an image to be displayed with your event and upload a .pdf document those interested in your event can view. You can also link to a URL for additional information about the event.

[image: ]



[bookmark: _Toc355961801][bookmark: _Toc355962841]
If you would like site visitors to be able to view a map of the event’s location check the Map Active field and fill out the address, city, state code and zip fields:

[image: ]

Check the Active box to make your event live on the website and then the Submit button to save your event to the CMS calendar. You event will then be displayed on any calendar pages that include your selected divisions and sub divisions.

[image: ]



[bookmark: _TOC15164][bookmark: TOC234041862][bookmark: _Toc304299803][bookmark: _Toc355962842]Updating Existing Calendar Events

To Modify a Calendar item open the calendar module and select the event you would like to modify using the calendar interface. Select the date for the event to list all events for that date, then click the Modify button for the event you would like to change as seen below:


[image: ]


Once you click Modify you can make any changes to the calendar event for as described earlier (adding calendar events), click the Submit button to save your changes.


[bookmark: _TOC15647][bookmark: TOC234041863][bookmark: _Toc304299804][bookmark: _Toc355962843]Deleting Calendar Events

To Delete a Calendar item open the calendar module and select the event you would like to delete using the calendar interface. Select the date for the event to list all events for that date, then click the Delete button for the event you would like to change as seen below:

[image: ]

NOTE: Once you delete an event you cannot recover it. When deleting an event you can delete a single event or all recurrences.

[image: ]


[bookmark: _TOC16083][bookmark: TOC219014026][bookmark: _Toc304299805][bookmark: _Toc355962844]Managing News
[bookmark: _TOC16592][bookmark: TOC234041865][bookmark: _Toc304299806][bookmark: _Toc355962845]Adding News

To add a news article select the news module from the modules drop down list or click on the news icon:

[image: ]


Then click the add new entry button to add a new story, this will present the New Article form:

[image: ]


Fill out the New Article form. The Article Type sets which layouts will display this article. You can also set the date you would like this article to go live and also expire the article at a specific date and time.

Keep your front page summaries short as you do not want too much information to be displayed here, just a sentence or two.

[image: ]


The News Body is where the bulk of your article’s text should go.

Add search keywords for text that may not be in the article but is related. For example an article about vector control might not contain the word “rat” but you would like the article to show up if a site visitor searched for the term. 

You can upload an image to go with your article as well as a .pdf document.

[image: ]



News Targets (Show On) function the same as Calendar divisions. You can choose on which web pages you would like your article to appear. Priority sets the display order and is typically set to the default or 3-middle.

Once you have complete the form click the submit button to make it live on the site.

[image: ]



[bookmark: _TOC17857][bookmark: TOC234041866][bookmark: _Toc304299807][bookmark: _Toc355962846]Modifying / Deleting Existing News Articles

To modify a news article just find the article in the list and click the modify button. You can use the search filed or filter by targets to find the article when you have a long list.

To delete an article just click the delete button.

[image: ]
NOTE: You cannot recover a deleted article.
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[bookmark: _TOC18194][bookmark: TOC234041867][bookmark: _Toc304299808][bookmark: _Toc355962847]FileBank Module (Uploading a Document / Image to the server)
This module is used to organize and store files for Content Manager’s departmental web pages.  You can store all kinds of documents including, forms, maps, photos, templates, and images. Files stored in the file bank can be displayed using a file bank layout for your page or you can hyper link directly to them using the HTML editor.
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To access the FileBank module click the Modules link and then click FileBank from the drop down menu or click the file bank icon.

[image: ]
Navigate to the folder you wish to edit as seen below:
[image: ]


To upload new files click the upload button:

[image: ]
 
To Move, Edit, Delete, or View a file click one of these options here:
[image: ]
[bookmark: TOC198616239]
[bookmark: TOC219014027][bookmark: _TOC18923][bookmark: TOC234041868][bookmark: _Toc304299794][bookmark: _Toc355962848]
Adding/Deleting Pages

[bookmark: _TOC8181][bookmark: TOC234041854][bookmark: _Toc304299795][bookmark: _Toc355962849]Navbuilder

Navbuilder allows users to make changes to the page navigation menus if you have permissions. Typically only site administrators have this permission.

The website is organized using a hierarchical folder/page structure. Folders act as the same as pages except that they can contain child pages. A page cannot have a child page, only a folder can have child pages. Pages can however be converted to folders after they are created,

Using Navbuilder you can add new pages or folders, modify existing pages or folders, delete pages or folders, and change the way pages or folders are organized (page navigation). Changes to the page structure/organization will immediately affect the navigation menus once they are activated.

 To access the Navbuilder menu, mouse over the Edit button and then click Navbuilder from the drop down menu as seen below:

[image: ]
 



[bookmark: _TOC9052][bookmark: TOC234041855][bookmark: _Toc304299796][bookmark: _Toc355962850]Adding a New Page
To add a new page you must select a folder where the page will reside using the folder/page tree on the left portion of the Navbuilder display:

[image: ]



Note that the colored locks displayed on the folder icons on the folder/page tree indicated if a page or folder is checked in/out. If the lock is green you have the page/folder checked out. If the lock is red, someone else is currently editing that page and has it checked out and you cannot edit it until they check it in.




To add a new page to the folder you have selected just click the New Pages/Child Page button. This will bring up a dialog box requesting a page name. Enter the page name and click the Submit button. 

Here we have selected the Mayor & City Council folder and are adding a new child page called Council Members Home Page:

[image: ]
 

The page is not physically built until you click Create/Modify. Be sure to enter a page title, description, key words and check the New Window option if you are linking to an external web page (on another web site).

Note: If the page name is more than just a few characters (10-15 or so) you should also enter a short page name in the File Name field. This short name will be used for the breadcrumb and the URL. In this example “Council”  would be a good File Name.



Once you have filled out all the appropriate information in the right hand section/form and hit the Create/Modify button to build the physical page:

[image: ]

Once you have created the page you will need to select the page layout for the new page using the Layouts display described earlier. Click the Submit button once you have selected a layout:

[image: ]



You can then click the preview button to see what your page will look like or edit the page contents as described earlier in this document:

[image: ]




[bookmark: _TOC10842][bookmark: TOC234041856][bookmark: _Toc304299797][bookmark: _Toc355962851]Saving Your Work
Before exiting Navbuilder you will need to save your work by clicking the save button. You should also click the Menus Refresh button to update any changes you have made to the site’s navigation menus. If you have added a new page that should show up under a menu you will need to refresh the menus on the site or the page will not be displayed. Once you have completed these steps Check In the pages and folders you have checked out using the All button. You can then close the Navbuilder browser window and check the site to see that your page is displayed as intended.
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[bookmark: _TOC22161][bookmark: TOC234041873][bookmark: _Toc304299813]Navbuilder Details
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FAQs

All FAQs are housed within the database and can be displayed systematically throughout the website.  

Manage Entry

[image: ][image: ]

Faqs Dropdown Menu: Underneath the FAQ dropdown menu you will find two options.  List All will show you the complete list of Frequently Asked Questions that you have on your site.  Add New Faq will take to to the FAQ Admin page where you
can create a new entry.
Add New Entry: You can easily create a new FAQ by clicking this button.
Filter By Category: Choose a specific FAQ category that you want to view here.
Filter By Assigned: Choose an option from this list if you want to view FAQs from a particular City department.
Refresh: Click Refresh to make your Filter selection activate.  
Category / Question / Answer / Active: These headings across the top of the FAQ list helps to organize the content below by the Category they are assigned to, what the specific question is, if the question has a provided answer, and it the question is active.
Modify: Choose this option if you wish to edit an existing FAQ.
Preview: Click this button to see a preview of a particular FAQ.
Delete: Click this button to delete a specific FAQ.


New Entry

[image: ]

Question Type: You can specify a question structure type here.

Category: Choose the category for the question here.

Assigned To: Pick a specific department this question is associated with.

Language: Choose English.

Question: Type out your specific question in this box. You can format the look of your question by using some of the formatting options that are at the top of this area. (From left to right: bold, italics, underline, left aligned, center aligned, right aligned, bullets, numbering, indent left, indent right, create link, delete link, horizontal line, remove formatting.

Answer: Type the answer to your Frequently Asked Question in this box. You can also use the formatting tools at top of this area to enhance your answer.
[image: ]

URL: If providing a link to a website will help add to your Question’s answer, type the address of the website here.

URL Link Text: Enter the URL link text as you want it to be displayed.

Map Active: Check to add map icon to page. If checked, specify the full address in the Address fields below.

Map Link Text: Enter the Map link text as you want it to be displayed.

Address: Enter the first line of the address for the map.

Address cont.: Enter the second line of the address for the map.

City: Enter the name of the city for the map address.

State: Enter the state code for the map address.

Zip: Enter the zip code for the map address.






[image: ]

Telephone: If there is a phone numbe associated with your question, enter it here.

Fax: Enter the fax number here.

PDF: Select a PDF file for upload if it relates to your FAQ.

PDF Link Text: Enter the PDF link text as you want it to be displayed.

Active: Check to make the question active; uncheck to hide from the visitors.

Submit: Click this button to submit the FAQ to the database.

Back: Go back to the previous page without saving the FAQ.


[bookmark: _TOC22261][bookmark: TOC234041874][bookmark: _Toc304299814][bookmark: _Toc355962852]Reference Guides

More detailed reference guides are located at the following locations for each Module of the Civica CMS system:
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[bookmark: _TOC22397][bookmark: TOC234041875][bookmark: _Toc304299815][bookmark: _Toc355962853]Exiting the Content Management Administration System 
Content Editors can log off of the Administration System at any time by clicking on the Civica icon [image: ] on the toolbar and then selecting Logoff.

[bookmark: _TOC22596][bookmark: TOC234041876][bookmark: _Toc304299816][bookmark: _Toc355962854]Important Contact Information
	Category
	Contact

	  Civica Web Support
	  Civica Help Desk    
	Hsupport@civicasoft.comU
(949) 851-1600 x2
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