Adding and working with pages

IMCOM Enterprise Web
Tutorial 2
Version 2
Standard Operating Procedures
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Contents and general instructions

PAGE: 16.Leader Bio: Form to format G i )
3. Notes 17.Units/Tenants and Unit Home eneral Instructions:
. _ Pages THINK SERVICES FIRST!
4. Page Types: Guides and Services, _ e
Garrison and Directorates, 18-U{1It Home Page: Building a local IEW offers several page templates to automate
site

Leadership and Leader Bio, News and simplify the construction of your site. Use

h N - introduction .Uni : i .
i Tsm;e & News mtro u. [ ;9 Unit Home Page: Special features them wherever possible. Try not to force
. The four menu categories .UnitH P ' ' -
| . O-unit flome "age redirectingtoan | 5 tomated pages - such as leader bios — to do
6. Available automated Page Types pag hat th t tto d
7. Page “modes” 21.Create a Guide page and linkitto | What they are not meant to do. S
. an Audience Services pages are at the core of the design. Fill in
8. The blank page interface _ _ .
3, e o @ avery pese hut o 22.Deleting (and undeleting) pages as much metadata as possible to keep your pages
10.Adding a page (Service page) 23.Hiding / unhiding a page running smoothly. This version includes many
24.Moving or aliasing a page . ntain im
11.Adding - more fields: Feature this £ _ . _ g g Updates So_me page_ examples conta ages
page, Introduction, Tags, Audience 25.Block: Redirect redirecting to an from a previous version.
_ _ internal or external page
12.Adding: Replace legacy Service . . . These tutorials also serve as SOP for IMCOM Enterprise Web.

26.Adding an Audience for Guide and
Service pages

Data Box
13.Adding: More page tasks

_ 27.MWR Link
14.1 saved my draft page. Where did _
it go? 28.Creating an empty page Blue boxes offer helpful explanations
(manually)

15.Edit (or add) a Leader Bio page
% New or substantially changed #
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Notes

* Most types of pages have their own template. See the Available
Automated Page Types page for descriptions.

e If features or blocks described in this document are missing from
your page types, contact IMCOM HQ Public and Congressional
Affairs or drop an issue in the Tracker.
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Page Types: Guides and Services, Garrison and Directorates,

Leadership and Leader Bio, News home & News - introduction

The Guides are portal pages *
for the various groups

served by the installation.
You should have four Guide
pages in your provisioned
site: For Newcomers, For
Soldiers, For Families, For
Employees. You can setup
guides For Retirees, For
Mobilization and For

Training easily.

Service pages are the
heart of our system.
Designed to appear in their
relevant guides pages, each
focuses on a service
provided to Soldiers,
Families and the rest of our
community, and follows a
specific format. Selecting an
Audience for the page puts
a link on the relevant Guide
page. Service pages can .
now be placed anywhere on
the site.
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The Garrison page is
designed to hold the
command structure of the
garrison. The entire website
is about the garrison, so the
name is slightly redundant.

Directorate/Office pages
populate below the Garrison
page. Do not attempt to
place a Directorate/Office
page elsewhere. They
primarily serve to contain
the structure of the garrison
- such as Directorate of
Public Safety or Human
Resources directorate
pages. Service pages are
placed under their
appropriate Directorate
pages to keep the
permission structure
organized.

Leadership pages are
designed to showcase any
cadre of leaders. Leadership

pages are automated. Other
than the welcome letter
column, they are populated
via the information on the
Leader Bio page. Leadership
pages can be placed
anywhere. This allows
tenant units to create
leadership lists in the same
way.

Leader Bio pages have a
very specific format. They
should be filled in via the
Composer. Please include
all fields.

News Home is set up to
serve as an online news hub
- an electronic publication -
for your garrison. These are
highly customizable.

News pages are set up to
easily place a story within
your news structure.

Two paths to information:

STRUCTURE

SERVICES

UNITS | TENANTS

Hist Training Division




The four menu categories

Pages in the ABOUT menu
describethe garrison: What is the
mission, who are the leaders, what
is the structure, where is it
located.

Automated pages include
Leadership
Leader Bio
Garrison and
Directorate/Office
Service*

Provided pages:
 Leadership/Leader Bio
 Mission & Vision

* Garrison/Directorate/Services

See the Tiered Menu Layout. Most
of the pages reside under this
structure
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Pages in the CONTACT menu put

people in touch with the garrison.

Automated pages:
Phonebook

Provided pages

* Crisis & Emergency
* Phonebook

* Feedback (ICE) link
* Public & Media

Pages in MY FORT
YOURNAMEHERE directly address
the needs of important audiences
and provide a portal for the
services they require

Automated pages:
Guides
Service*

Provided pages

* For Newcomers

* For Soldiers

* For Families

* For Civilians

e Services Directory

Pages in the UNITS/TENANTS link
to or are managed by
organizations on post

Automated pages:
(Unit home)
Leadership
Leader Bio

Provided pages
* Example unit page set



Available automated Page Types

About

Top of the About menu

Redirects to Mission and Vision
Contact

Top of the Contact menu

Redirects to Phonebook
My Fort

Top of the menu

Follows a specific format
Units / Tenants

Top of the menu

Follows a specific format
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Guide (“For...”)
Guides or Portals are used for the audience-specific pages under My
Fort
Garrison needs to populate left column with audience-specific
information
Right column format is fixed
Leadership
Specific format for leadership page. Other than the welcome letter
block, do not alter.
Can be placed anywhere on the site, enabling leader pages for
subordinate and tenant units
Garrison Organization
Falls under the About page
Built as a menu for directorate/office pages
Blog
Can be placed anywhere
Makes a good news section
Phonebook
Specifically designed to create a phone directory. Automated.
See Tutorial 4 for use
Event Calendar
Falls under the About page
Specific tutorial to come
Unit home page
Falls under Units/Tenants
News home

“Page Type” is concreteb’s term for a
template set up for a specific use.

Service

Leader Bio
Directorate / office
Blog Entry

News Story

Empty Page



% Page “modes”

[l # bt it Moce + @k Ztngih B - ¥ us.ARMY
. ‘ o — U.S. ARMY FORT BLISS
| OFFICE OF SILLY WALKS
| OFFICE OF SILLY WALKS
 Composer e Edit Mode » Display
e The first screen you see * Enter your content and * How your page looks
 Controls your page build your page when edit mode is off

attributes.
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The blank page interface
* Your page should open in Edit Mode

. Editable everything Dashboard
¢ CI IC k Edit mode / Page design and Add page areas

save and attributes content

on the publish menu

Page Design "”‘\
& Attributes
menu

Add pages and
navigate your
site

HOME ABOUT CONTACT MY FORT NOTIONAL UNITS FAMILY & MWR

U.S. ARMY FORT NOTIONAL

. Home of the US. Army Suburban Assault Vehicle Center of Excellence

00006
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The top of every page but Home

This should be set up for you on every B UserlogIn [2) Most Visited £3 Graduate School

page type.
If you don’t have the Page Topper
stack, CONTACT NEAL

* Every page should
have a breadcrumb
trail and page title at
the top.

* If it doesn’t appear, go = |
to the Add icon. Click f oo W
on “Blocks” and select
“Stacks”

* In the Stacks menu,
choose Page Topper
and drag it into the =
Page Header. o
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US ARMY FORT NOTIONAL

Home of the U.S. Army Center for Etymology.

About © Garrison  Safety Office

| DEMO PAGE



% Adding a page (Service page)

L2 Page Settings =4 Add Content

New folder ode

IEW is set up so every page type should open up in
Composer. If Composer doesn’t appear, click the

gear icon.

Q

IMCOM GUIDELINES:
Use “Empty Page” only for subordinate

pages or when a page type isn’t available.

* Inthe toolbar, go to the Pages menu (1)

* Under “New Page,” Click on the type of page
you want to add (2).

* Wait for the Composer screen to load

e Ata minimum, fill out the Page Name and
URL slug and select a page location

* Click on Choose a page(3)

* Expand the site map by clicking on the +
symbols

* Click on the page you want this one to fall
under (4)

* Fillin the description. Many navigation
elements use this.

* If the page is going to be featured, put in a
thumbnail. This can be done later.

Concrete CMS offers several ways to create a new page. Use
the Pages menu method whenever possible.

'
@ Help 2+ Dashboard '

&

New Page

The URL Slug field will try to 8
automatically write one for
you. Make certain it is the
one you want

The URL Slug field will
try to automatically
write one for you.
Make certain it is the

one you want
T —

RS & Page Settings 4 Add Content Q

= Page saved on Oct 24, 2024, 2:28:26PM

Page Settings

Design

Basic

Page Name [T]

Office of Silly Walks

SEQ

URL Slug [

Location office-silly-walks

i Page Location
Attributes

About @
Caching

pescription [CZIED

Permissions

Fal=TNAVENEI € Page Settings =+ Add Content Q

Composer - Service

-
Page Settings
Page saved on Oct 24, 2024, 2:15:34PM
Design
<o Basic
Location
Office of Silly Walkg

s D

office-silly-walks

Attributes

Caching

o Page Location
Permissions

ChoosgPage
Versions

e and Exit

Location

Full Sitemap
Flat Sitemap

Search

This is a mock-up. So the Office of Silly Walks exists to mock

Versions
on throughtout the fort lazyplace community
Mobile Preview

View as User

ridiculous footwork, odd pedal locomotion, and cretinous carryings

@Help B Pages 3% Dashboard

Edit Mode Publish Page { ]

B A Home
@ search

@ FortBiiss Cal
@ Announcements

@ Welcome to El Paso, Texas

Empty Page

Blog Entry

Serg

Direct

Leader Bio

News Story

Blog

Guide ("For")

Garrison

Leadership

“Page Type” is concreteb’s
term for a template set up
for a specific use.

Event Calendar

Phonebook 1

Page topper




% Adding - more fields: Feature this page, Introduction, Tags, Audience

Other things done in the Composer gl

Tags
* Featuring a page: Optional. Highlights

]Icink? ina blgck you gq[n puJ’E on the
ront page. You need to put a o SHARP v x y

thumBn%” |mage for th|S to WOI’k Thumbnail (required if featured) security silly ShopMyExchange
CorreCtIy_ Choose File Soldier for life
safety audience
* Introduction: Optional. Some pages Special Event
have a block where the description 1 schools B [ Ccategories
appears at the top of the page. In Snecial Olvmies o
some Cases thIS IS aUtomatlcr In Copy and paste your description here W Nencomers . soldiers
others, you need to copy/paste the el B Reticzes s Families
description into this box. ) Source & @ “a | E = ¥ | L I

Make this a featured page? @
Feature this Page silly x ShopMyExchange x Tags

1
i
L
Il
lih
1]

o)
B ¢

Il
N |

-]
3]

—
H
- e

1]
R x

x

I~
@ O

« Tags: Optional. You can choose from I P Employees

existing tags or add a custom tag. Newcomers

* Audience: Not optional. this feeds
your page to lists of links on the guide
pages. Check at least one.

Retirees

Maobilization

©
T F P P FPF

o 0 O

* When you are done with the : Training
Composer, click the green Edit Mode Ignore the Service Data Box
button at the bottom of the window. if the fields still exist. This is
leftover from previous

versions.
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% Adding: Replace IegaeyServiceDataBox—ll A Bprss Enry Dt

| OFFICE OF SILLY WALKS
Entry
IN EDIT MODE B Display specific ent v
. | o —
* Delete the legacy Service Data o — Entity
OX (1) Delet [ency Sanoes Organization v
« Putin a new, Express-based, g\
SerV|Ce Data BOX L Advance Program (QRP) | Public Affairs Qffice, Garrison Command [ <]
+ Open Add Content - 0o sy : o noe =4
a Display Data in Entl
Scroll down to the Express - N — o ]

Details box.

* Drag it to the top of the right
column(2). The editor will
open automatically.

* IN Entry, select Display
Specific entry

Cancel
Empty Content Block.

Link anchor Description
point List

Services

O maIN

© Directorate of Emergency Services Entries

) X . Express 2
* In Entity, select Organization © Cate Information
. Click on Choose Entry(3) = © Weapons Registration
* Use the search to find the - CramriaTon Beimie © Guai _ o DueAdld S DasMadfed’v Nams
81|’f|?(e hn Ch%rgebof the(4p)age. - ualified Recycling Program (QRP) o
ick the radio button weoock [ N . 2
and click Select(5). Calendar & Events ~ co;ym o © Military Personnel Division -
- Click Add_ The Ol’ganization Delete | information is Name, a Legal Assistance Office
Deta”S(%?X ShOU Id = fan a . | | |and installation association —motes L@ DI
appear . Design & Bloclglemplate - [
H H H Advanced 2arrison Comman 2
*  Click on Organization :
Details to bring up the block Permissions Block Template | Defauit via®B o e s cace m o
menu. PAO Default etails
Cancel
» Select Design & Block Required Core e e App
Template (7). A toolbar will m
appea r. Sm:[;e Business Card
* Select Service Data Box Snge Colpeadenry *d“:“ s Name )
from the dropdown (8) rlp anumeric sy end installation association
Name
* Click Save
Public Affairs Office, Garrison Command
Acronym
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% Adding: More page tasks p— ...

. . . ° o Version Comments
* Edit the Services links ~ [FEEEEEEEE
* Your Service page should have a : S
Services page list. Edit the list to ’
make it more relevant to your Number of Pages to Display -
audience: ’ -
« Click on the page list block. Select
Edit Block
* IN the Edit Page List screen, ensure s i
the Number of pages to Display is O, PO
the Page Type is Service, the topic is Related Topic
set to “Custom Topic” and the custom
topic is Audience. (Note: the 00 Cetegores AM v
illustration has been expanded. You O W soders
will need to scroll through the screen) O 8 Faniies .
* In the Audience, select the audiences A
for your page. Click “Save. e
* Enter your page content o
* See SOP/Tutorial 1.
* Pu inSh o Discard Draft
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% | saved my draft page. Where did it go?
B} AceditMode @ PagesSettings 4 Add Content Q @ Help = Baciiboand |

New Page
log Ent
te / offic
Find pages saved before publishing in the Pages e
menu under Page Drafts.

‘Here

Office of Silly Walks 10/24/24,
2:06 PM

(Untitled) 10/24/24, 1:49PM

(Untitled) 9/9/24, 12:20PM

4 S » v
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Home | About

| LEADERSHIP

Edit (or add) a Leader Bio page

Fill out all fields in the BIO page to Your provisioned site should include two .4 Graduate chool USA .. | AUMILZ @ Links - emsmatricorg ... [ Graduate Programs | |
populate both Leadership and placeholder Leader Bios. Add more (senior
Leader Bio. commander, etc.) by adding a Leader Bio page # ganison commander
type (see page 3) Remember to place Leader Bios Loador rank and name ©
+  Go to the page you wish to edit as sub-pages to the Leadership page where they

will appear. Once in Composer, the process is oot Rank N M Co pndrew S Harsor
»  Click on the gear icon and enter the Composer ppear. P ! P

(1). similar to the one shown here.

. In the Title Role field, put the official position.
This will be the page hame

Thumbnail (u ey
Thumbnail (use official photo)

L )
Bill-Murray-we-want-you1
(P it ey wenantyout ipg
A i | ]

Thumbnail {use official photo)

ﬁ CDRB00XTE0 jpg

Content

. Make certain the URL Slug matches. If not, you
can change it via the small pencil icon (3)

Composer - Leader Bio

*  Change the Leader Rank and Name to match the

person in the position (4) Content

. Page saved on Mar 21, 2017, 2:32:45 PM
. Click on the placeholder and Clear the

placeholder thumbnail.

Official Photo Official Photo (same as Thumbnail)

s = 1 W CDRE00XTS0 jpg
‘N CDRE00x7S0jpg A
Biography (Title and name in Header 3

Biography (Title and name in Header 3 on first line) @
2 C ¢ 9 A B I &

Basics
. Click Choose File and select or upload the
leader’s official photo.

Title Role (i.e. Garrison Commander) @

Garrison Commander

. Do the same with the Official Photo field.

.

iii
Il
Il
(4]

—

URL Slug

; o # garrison-commander
* Inthe Biography field, use the rank and full name

as the header (format Header 3) and place the
entire biography text (5).

Colonel Andrew S. Harson

A native of Buffalo, Mew York, entered th
Science degree in mechanical engineerin commission
graduated from the Infantry Officers Basic Cou d Ranger S
Airborne Division, Fort Bragg, North Carolina. He held the positio
deployed to the Sinai Peninsula, Egypt, liaison officer.

Leader rank and name

Col. Rank N. Name States Military

e  Click Publish at the bottom of the page.

Thumbnail {use official photo) L o _ .
and Observers Vedal nied Nations Wission in Haitl Medal, Combat and Expert Iman(ryman HEUQES Master Pafachutist t:fac@e Military Free Fall
Parachutist Badge, Air Assault Badge, Special Forces Tab, Ranger Tab, President's Hundred Tab, and the United States Army Distinguished Rifleman
Medal
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We Are the Army's Home

Leader Bio: Form to format in W oo

Home About Leadership

4 Add Content

q | LEADERSHIP

Composer - Leader Bio

. Commanding General
Basics

Page Name -- Position (Garrison Commander, et

Commanding General
SEO)

This page shows
where the various
fields in Composer
populate the
pages you see. oo s onn 7o

Mobile Preview

Individual's Title (rank) and name

Lt. Gen. Omar J. Jones IV

SEARCH Q

U.S. ARMY INSTALLATION MANAGEMENT COMMAND

We Are the Army's Home

in W ee

COMMANDING GENERAL
Executi

J.FHanda Lieutenant General Omar J. Jones IV

Commanding General, U.S. Army Installation Management Command

Unable to load block into composer. You must edit this content from

View as_Useg

When you edit a block in Edit Mode, it is disconnected from

SOP/TUTORIAL 2 PAGE 16 Composer. From then on it must be edited conventionally.
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¥ Units/Tenants and Unit Home Pages

Three options for Units/Tenants:
1. Build redirect pages
2. Build subordinate unit sites

3. Place a Si.m ple list of ROCK ISLAND ARSENAL
organizations and addresses.

In the first two, leave the
Units/Tenants page alone for the

most part. One option would be to | UNITS/TENANTS
add a right column with installation
services, but in either case, use the
page list supplied with the page.

In the third option, for Minimum
Viable Site use only, create a text
block under the page list block and

. : ; FRSTUSARMY I
list organizations and contact . | B e

&« ¢ @ [oF] army.mil, B - 9% L @R INDew @@ =

= f ee W

information. Leave the page list
block on the page but empty

O ©® = m @ § O @H 2 £ S k3 a2 P
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% Unit Home Page: Building a local site

* In the pages menu, click “More” -
to show the list of additional
pages

* Select Unit Homepage

* Wait for the composer to load.

 Put the name of the unit in the
Page Name field.

* If the unit name seems too long,
replace the url with the acronym

* Type a mission description in the
nit Description box.

* Select “Choose Photo” and
upload the unit crest to the

LInit Homepage

website (See Tutorial 1)

» Select the photo as the page
thumbnail.

* Click to enter Edit Mode.
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Composer - Unit Homepage

Page saved on Jan 29, 2019, 5:39:30 PM

Basics

U.S. Army Joint Munitions Command A Unit Homepage will
automatically locate itself under

the Units / Tenants page.

jme

This page will be published beneath Units/Tenants

JMC provides the conventional ammunition life-cycle functions of logistics sustainment, readiness and acquisition support for all U.S. milit3
for life-cycle management of ammunition providing a global presence of technical support to frontline units
(2]

If you don’t have a unit crest,

Eﬁ} look for it in @ non-copyright

source such as “Wikipedia or the

Army Institute of Heraldry P —

The Unit Description field shows
up on the Units/Tenants page if
that page is intact.



% Unit Home Page: Special features

* Leadership and Leader Bio pages work under a Unit Home Page.
When you place a Leadership page under a Unit Home Page, the
bios under that page should populate in the subordinate unit’s
leadership page. If this doesn’t happen automatically, note the
Issue In the Issue Tracker.

* The page comes with a photo rotator. It can be deleted.
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Open the target page LI
E]Oaﬁ?j?/p the URL j—www.JMC.ARMITYE;!vIIIS.n > + Add Content

« THE OFFICIAL HOMEPAGE OF T

Home

* Follow the steps to
create a local
Unit/Tenant page.

* |n Edit Mode, go to
Add Content, make
sure you are inthe | |ee= — - -
Blocks area, and find | [g= - W — [F———
the Redirect block. | | i =

* Drop the Redirect
block anywhere on
the page.

| U.S. ARMY JOINT MUNITIONS COMMAND

Add Redirect

External URL W

* Inthe redirect block,
put the URL of the
target site.

* Click Add

* Go to Exit Edit Mode,
and Click Publish
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@ Create a Guide page and link it to an Audience

Go to the Pages menu

& Pages =rC

Click “Guide (“For”)” (1)

Wait for the Composer to Load
Name the page “For [Audience]”
Add a description.

If you intend to feature the page, add
a thumbnail photo.

Under “Start,” select your audience (2)

Switch to Edit Mode by clicking the
green button (3)

Open the Page List block that begins
“Edit this Block” for editing.

Select the Service page type.

In Topics, Select Custom Topic (4) and
select the topic of your Audience (5)

Under “Location,” select “Everywhere”

Include Page Name, but turn down the
other display options.

Edit the title of the page list.
“[Audience] Services” is preferred.

Save your Page List

Publish your page.

Images from

previous version
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New Page

Empty Page
Blog Entry
Senice
Blank Page - Contact and Menu
Included
Directorate / office
Leader Bio

Blog

Guide ("Fona
Garrison

Leadership
Unit Homepage
Units/Tenants
Event Calendar
Phonebaok 1

Composer - Guide ("For")

Page saved on Jan 25, 2019, 9:56:43 PM

Basics

Page Name [EZIIED
For Visitors
Page Location
This page will be published beneath My Fort Campbell

URL Slug [EZTE)

visitors.

Page Template

Right Sidebar

Description ]

Essential information for your visit to Fort Campbell

& [ vistors

Discard Draft Save and Exit

Edit Page List

This block is an alias of Page Defaults. Editing it here will “disconnect” it so changes to
Page Defaults will no longer affect this block.

Edit this block! Select one audience category under
topics and remove this title

Looking for services? Try our Guides

Settings  Preview Edit Page List
Topics
Number of Pages to Display
0 O No topic filtering

® Custom Topic
O Related Topi

Page Type

Bk Page - Contact and Menu Incuded
Drectorate / offce

Leader Bo

8oy

Guide (For’)

Unk Homepage
Unts/Tenants

ont Calendar
book 1

Feature this page? ©@

[ Feature this Page

Thumbnail (required if featured)

Start

audience
B W Categories

O [ soldiers

O [ Families

O O Employees
O [ Newcomers
O [ Retirees

O [ Mobilization
O [ Training

Edit Mode Publish Page  ©

Edit Page List

Location

® Everywhere

O Beneath this page

O Atthe current level

O Beneath another page

Sort

Sitemap order
b ot

Edit Page List

Display Thumbnail Image

® No
O Yes

Use Different Link than Page Name

® No
O Yes

Title of Page List

audience

O m Categories

O D soldiers
O D Families
O D Employees
O [ Newcomers
O D Retirees
O D Mobiization
O O Training
& [ visgrs

0 X

Edit Page List
Provide RSS Feed

® No
O Yes

Include Page Name

O No
® Yes

Include Page Description

® No
O Yes

Include Public Page Date

O Yes

Visitor Services

Message to Display When No Pages Listed.

To come

€ date the page is created



Deleting (and undeleting) pages

5= Dashboard

Fi

Delete

* (o to the Site Map (Dashboard - Site
Map) (1)

 Find and click on the page you wish to
delete (2)

* Select Delete from the popup menu 3

Full Sitemap

Dashboard
Are you sure you wish to delete this page?

Deleted pages are moved to Trash in the System
Welcome Pages section of the sitemap.

[}

When your trash gets too full
your database has a harder time
keeping track of all your pages.

Click on the Trash page and
‘ select “Empty” to remove all
™ deleted pages. Remember, the

undelete function won’t work
after this.

» Atthe Are You Sure popup, click Delete 4.

* Toundelete, start at the Site Map

* In the dropdown menu at thetop of the
Site Mag page, click Include System
Pages.(5).

 Click the plus sign next to the trash can 6

0

y
* Select the page you wish to restore and -
drag it to the place in the site map where [ Terms of Use

W EE
oy
7]
=)
&

( P
I| — [} [}
a = .
= w0 v
mY = = 1 = ]
- b=
] (] y
- y 2
= 3
7] - }
]
o =
§ =
= 2

o
W

p [l [ ]

you dlike itto appear. Be careful not to
‘Delete Forever” (7)

* If you do not have the “Include System = pasnooara [
Pages” selection, please request restoration -
in the Issue Tracker.

Welcome o

. o dom o on Act
@ es\ )_‘ nclude System Pages in Sitemap
Members
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E # Edit Mode I Page Settings <+ Add Content

-

% Hiding / unhiding a page el e

Search Q

C I n Com poser L @ audience

B [ Categories

* Click on Attributes in the Page © 8 sodens

Settingss column — o T o
» Activate the following attributes by - page sris o et B 8 Newomers
clicking them in the left column: R O 8 Reees
* Exclude from sitemap.xml utrbures e E: —
e Exclude from Nav
* Exclude from Page List Thisis 2 meck e, e Ofce of Sy il © Euciude From Nay

Meta Title Lazyplace community Exclude From Nav

B Exclude Page from Navigation

* Exclude from page Search Index
* Exclude Sub-pages from Nav
* — They will highlight blue.

* In the Right column (large area),
check the following boxes:

* Exclude from Nav

Meta Description .
Exclude From Page List
Header Extra Content

Tags @ Exclude From sitemap.xml

Exclude From sitemap.xml B Exclude From sitemap.xml

Is Featured

Navigation and Indexing @ s Featured

Feature this Page Exclude From Search Index

° Exclude From Page List
B Exclude Page from Page List Blocks

Exclude From Nav

Exclude Sub-Pages From
Exclude From Page List @ Thumbnail Nav

« Exclude from sitemap.xml e
* Exclude page from Page List Blocks — © st .
® EXCIUde from Sea rCh IndeX : h - ~ =0 ;at:gu”:]ldiers ° Exclude Sub-Pages From Nav
xclude Sub-Pages From Department wclude Sub-Pages From Nav
* Exclude from Sub Pages from Nav L Es s e
m © ® Employees Location
e Click Save Changes o
- - dobs Mohilization E”Dg -
* To unhide, reverse this process S

Location

Cancel
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Moving or aliasing a page

* Go to the dashboard, select
Sitemap

» Wait for the full sitemap to
populate

* Drag the pageicon to its new
home:

* Justunder a page to putit at the
same level in the sitemap

* Ontop of the page (note highlight)
to make it a child of that page.

* Choose “Move,” “Alias” or “Copy”
e Click “Go”

y N
| mileditors : Full Siternap % | [ Site Search - concr... % | [ Moving awebsite % | I3 in memory of SGT.... ¥ [ Sgt.Zainah C. Crea.. % =+

[ = =)

€ mileditors.com/index.php/dashboard/siternap/full c

You will notice these changes are easy to

make. Be aware that there is very little

Images from

revious version .
. selecting GO.

difference between putting a page below
its peer and making it a subpage. Always
double-check what the box says before
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wB 9 3% A 48 f- =

User LogIn [8) Most Visited §.3 Graduate School USA -... @ Links - cmsmatrix.org ... [P Graduate Programs | T... ¥ Basic Web Metrics | Kn... B USC Annenberg | GAP ...

Full Sitemap

a
<
Full Sitemap
[ About
Q
[0 Contact
Webmaster
Home -> v "
. rUCKernest
[ About 3 My Fort Motional
& Contat [ For Newcomers
[ webmaster .
O My Fort Notional D For Soldiers
[ For Newcomers _—
[ For Soldiers SAM E LEVEL
[3 For Families
[ Al services
[ ruckertest
[ For Employees
[ search
[ Units
@ Family & MWR ~
[T Include System Pages in Sitemap Home
3 About
[ Contact
T [y Webmaster

[ ruckertest
3 My Fort Notional
[ For Newcomers
[ For Soldiers
[ For Families
3 All services
[ For Employees
[ search
[ Units
= Family & MWR

faster
Notional
Bcomers

ldiers
amilies
vices
riest

Mployees

. Welcome

Home
3 About

[0 Contact

=1 Webmaster
= v [ruckertest v

3 My Fort Notional

[ For Newcomers

Barric

[ For Soldiers

CHILD PAGE

Move/Copy

You dragged "ruckertest" onto
"Contact." What do you wish to
do?

@ Move "ruckertest” beneath "Contact”
[7] Save old page patn

Alias "ruckertest” beneath "Contact” - Pages
appear in both locations; all edits to originals will be
reflected in their alias.

Copy "ruckertest" beneath "Contact”

Copy page
Copy page + children. o



Block: Redirect redirecting to an intemal or external page

* Go to Add Content (+ menu) a Edit Redirect
* Drag the Redirect block into | 309TH \

any area on the page
* Let it open (or click on the External URL v Select group

block and select Edit Block

* For another website, in the
Destination Page tab, click
External URL and put the Edit Redirect
entire address in the URL box

«5 Main

https:/imww ikn army mil/apps/IKNWMS/Home/\WebSite/309thMIBN & Al Groups

* Select the “Redirect by User

GI’OUpS” tab Redirect members of these groups SEEHIEE
W Guest
* Click on Select Group
* Select the “Guest” user group
Never redirect members of these groups Select group

* Click Save
* Publish the page (required)
* To test: Take the site out of

maintenance mode and log o °
" @ \
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@ Adding an Audience for Guide and Service pages

e Go to Dashboard
-2 System & Settings

-2 Attributes ©
—~ Topics (1) —— o
* In the Topic Tree _
dropdown, click I @)
“AUd|ence”(2) aaaaa & Themes
* Under Categories,
Click “Add Topic”(3) . e ——
* Fill in the box, click
“Add 77(4) Topics iles
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MWR Link

The MWR link is made through a
redirected Service page so it can
appear in the Guides.

Place a logo-based link to your garrison

MWR services in the dropdown menu.

* Go to the menu. At the bottom
of the My Fort column, you will
see a box with the FMWR
logo. Click on that and it will
take you to the FMWR Service
page.

e @Go into edit mode and select
the redirect block. Click Edit
Block

* Inthe Edit Redirect popup, in
the Destination Paﬁe tab, put
External URL and the URL of
your MWR page.

* In the Redirect by Groups tab,
Click the Select Groups tab
and select Guest.

e Confirm the redirection and
click Save.

* Publish the page.
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R

History

Garrison

CONTACT

Phonebook

Crisis Phone Numbers

Feedback (ICE)

Media Relations

Mailing Address

Public Affairs Office

Webmaster

MY FORT ...

For Families

For Employees

UNITS / TENANTS

1st Senior Command

W

o Exit Edit Mode

Web manager: Change the Redirect Block (below) to link to your local

| FAMILY, MORALE, WELFARE AND RECREATION

FMWR page.

Edit Redirect

External URL

hitp:/farmymwr.com

Edit Redirect

Redirect members of these groups

Never redirect members of these groups

Select group

Q

& All Groups
g

i Guest
& Registered Users

88 Adminictratnre

Edit Redirect

Redirect members of these groups

W Guest

Select group

Select group

Select group

L ,




Creating an empty page (manually)

=
=

Either:

 Go to the Pages menu -
and click “Empty Page”

Or:

1. Go to the Dashboard
and select Sitemap

2. Left-click on the page
you want the new page

to fall under

eports
Full Sitemap '

3. Click “Add Page”
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