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IEW 101 Workshop
Starting out with IEW

• Obtaining accounts
• Using the tools
• Logging in, parts of IEW, editing, linking and publishing. 
• Adding photos
• Adding blocks and pages
• Publishing
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IEW 101 Workshop
Obtaining accounts

• Accounts can only be created by HQ, 
IMCOM PCA

• “Simply”
• Fill out the DD2875 with IEW overlay. 

NOTE: Don't fill in User ID field! (i.e. 
DOD ID)

• Send to IMCOM HQ PCA (currently 
Ta’Corian Tilley and Steve Warns. The 
email needs to be from (or have a cc to)  
the garrison PAO, the established 
Garrison Web Manager, or the Garrison 
Commander.

• PAO will contact the individual with the login 
information
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Role
Assigns membership to 

these groups / 
accounts

Access to unreleased 
information

Authorized to create 
temporary accounts Training required Overview

CMS 
Administrator/
Manager

Garrison Manager, Site 
manager Yes Yes OPSEC Level II Access to application, limited access to data center. Manages the Concrete5 application and 

controls access for end users (Garrison and site Managers and contributors)

Garrison Web  
Manager

Site Manager, Page 
Manager, Page 
Contributors, Text 
Contributors

Yes (within scope of 
responsibility) No OPSEC Level II Access to application (end user). Manages content, access and privileges within a garrison 

site. Granted additional permission on a case-by-case basis. Typically garrison PAO or NEC

Site Manager
Page Manager, Page 
Contributors, Text 
Contributors

Yes (within scope of 
responsibility) No OPSEC Level II

Access to application (end user). Manages content, access and privileges within a garrison 
site. Typically garrison PAO

Page Manager Yes (within scope of 
responsibility) No OPSEC Level II Access to application (end user). Manages content and occasionally access within a section of 

a garrison site. Tenant PAOs, Directorates with publishing authority

Page 
Contributor

No No Webmaster OPSEC 
Level I

Access to application (end user) Edits content within a garrison site without publishing 
privileges. Editors within a tenant or directorate. 

Text Contributor No No Annual Cybersecurity
Access to a page or editable area. No publishing privileges. Supervised by Page Manager or 
Site Manager. Editors within a tenant or directorate. 

IEW 101 Workshop
Roles in IEW
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IEW 101 Workshop
Creating passwords / pass phrases

Passwords or passphrases must
• Be 15-256 characters long
• Contain at least two

• upper case letters,
• lower case letters
• Numbers
• special characters.

• Be free of personal information -- names, phone numbers, 
account names –

• Not use dictionary words.
• Be at least 50 percent new
• Do not reuse any previous 10 passwords.
• Be changed every 60 days

• Not be changed more than once every 24 hours
Based on DISA's "Application Security and Development STIG, V3R2", section 3.1.24.2, and 
National Institute of Standards and Technology Special Publication 800-63B

IMCOM GUIDELINES:

IEW is protected by the NIPR-
firewall. Using your CAC to log 
into your computer protects 
IEW. The uneditable home.arm
y.mil sites are available to the 
public, while the editable 
homeadmin.army.mil 
are not. This allows us to use 
passwords to log in from the 
NIPR. However, they must still 
be standards-compliant.

http://home.army.mil/
http://home.army.mil/
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IEW 101 Workshop
Where in the world is IEW?

https://home.army.mil/yourgarrison
• PUBLISH AND SHARE
• Public facing 
• Cannot be edited

https://homeadmin.army.mil/yourgarrison
• NIPR only 
• Build and manage your site 
• Everything done there copies over to the 

public site within 15 minutes

https://home.army.mil/yourgarrison
https://homeadmin.army.mil/yourgarrison
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IEW 101 Workshop
Tool Bar and Dashboard

Use a form to construct your 
page (alternative to WISWIG)

Add blocks, add stacks, 
access the clipboard

Many important 
controls

Make new pages, find drafts, 
quick sitemap

Site-wide 
controls

Page settings

Edit page data, including 
location, tags, metadata

Enter Edit mode, save 
and publish

Presenter Notes
Presentation Notes
Your dashboard may – no, WILL – vary
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IEW 101 Workshop
Editing a Page

To edit a page, 
click “edit mode” 
on the top left 
corner of your 
Tool Bar 

Once edit mode 
is activated, you 
will be able to 
click on your 
blocks to edit the 
text, format, etc.

Presenter Notes
Presentation Notes
Your dashboard may – no, WILL – vary
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IEW 101 Workshop
Edit text / Menu bar

Undo Redo
Work in 
HTML

Format 
text

Custom 
formats

Bullet 
list

Numbered 
list

IndentReverse 
indent Insert 

photo

Insert 
table

LinkText 
align

Bold Italic
Strike
-thru

SnippetsAnchors

Editing text will give you a menu bar (similar to Microsoft Word) to help with formatting, styles, etc.  

Presenter Notes
Presentation Notes
The menu bar appears when you click on the Content block. This tells you  the Rich Text Editor is ready to use. In a Content block, it works like a simple word processor. �Simply type, paste, cut, etc. as you would in MS Word. It appears in other blocks as well.Except for the background in some instances, and active content such as photo sliders, what  you see is what you will get.As always, save as you go.
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IEW 101 Workshop
Save and Finish

Once your edits have been made, click “Save” 

Presenter Notes
Presentation Notes
Click “Save” on the block toolbarClick the pencil icon at the top of the page. A menu will appearEnter notes on the changes  you made in the gray Version Comments boxSave changes (for later review) or Publish changes (if you have permission)Double-check your work
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IEW 101 Workshop
Save and Finish

Once you finish all your edits on the page, click “Exit Edit Mode
• You will be asked what you want to do with your changes

To save changes on the back-end but NOT publish, click save changes

To discard, click discard changes

To make your changes visible to the public, click Publish Changes

Presenter Notes
Presentation Notes
Click “Save” on the block toolbarClick the pencil icon at the top of the page. A menu will appearEnter notes on the changes  you made in the gray Version Comments boxSave changes (for later review) or Publish changes (if you have permission)Double-check your work
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IEW 101 Workshop
Placing Links: Link to a page (within your site)

1

2

3

8

https://www.youtube.com/
watch?v=p54aix-AOp0

Presenter Notes
Presentation Notes
In Rich Text Editor, highlight text, an image, or bothClick the link icon (1) . This opens the Link dialog. Click on “Sitemap” (2)Navigate to the target pageClick on the page name (3). You will return to the Link dialog. The URL field will populate.Click OK (8).

https://www.youtube.com/watch?v=p54aix-AOp0
https://www.youtube.com/watch?v=p54aix-AOp0
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Placing Links: Link dialog box

Higlighted text

Enter an OUTSIDE url

Select a page

Select or upload a file

Open in a new tab
(use for navigating 

away from your 
garrison site

Select type of link
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IEW 101 Workshop
Placing Links: Link to a document (in your file manager)

1

6

8

7

https://www.youtube.com/wat
ch?v=p54aix-AOp0

Presenter Notes
Presentation Notes
In Rich Text Editor, highlight text, an image, or bothClick the link icon (1) . This opens the Link dialog. Click on “Browse Server”(6)In File Manager, find and select the item for the link (7)Click OK (8)In the Rich Text Editor control bar, click Save

https://www.youtube.com/watch?v=p54aix-AOp0
https://www.youtube.com/watch?v=p54aix-AOp0
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IEW 101 Workshop
Placing Links: Link to an email address

1

2

https://www.youtube.co
m/watch?v=p54aix-
AOp0

Presenter Notes
Presentation Notes
In Rich Text Editor, highlight text, an image, or bothClick the link icon (1) . This opens the Link dialog. Under Link Type, select E-mail. Three new fields will appear. Put the target email address in the first box. Put a custom mail subject in the second box.If you need to add anything to the body of every message (such as the information about the program the writer is responding to) put it in the third box.Click OK.

https://www.youtube.com/watch?v=p54aix-AOp0
https://www.youtube.com/watch?v=p54aix-AOp0
https://www.youtube.com/watch?v=p54aix-AOp0
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IEW 101 Workshop
Placing Links: Link to another place on the page (anchor)

2 1

3

Presenter Notes
Presentation Notes
Go to the location on the page where you intend to place the destination. This must be a Content block.Click on the block and select Edit Block.Put your cursor at the location, then go to the tool bar and select the Anchor button(1).In the Anchor Properties box, give it a nameSelect OK, . A small red flag will appear while your block is in edit mode. Save the block. Go to the block where you plan to put the starting hyperlink, and select Edit. Highlight the text, image or bothSelect the link icon in the toolbar (2).In the Link dialog box, under Link Type, select Link to anchor in the text.Another box will appear with a list of anchors on that page. Select the one you wish to use and click OK. Save and publish your page. 
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IEW 101 Workshop
Placing Links: Link to a site (outside your site)

1

2

3

4

IMCOM GUIDELINES: 
Put a legend on any 
page with outside links.
REGISTER the site with 
the IEW  Approved URLs 
list. 

Presenter Notes
Presentation Notes
In Rich Text Editor, highlight text, an image, or bothClick the link icon (1) . This opens the Link dialog. Go to the site and copy the URL (2)Return to your page and paste the URL into the URL box (3).Click OK (4) -- THENPut one space behind the link you just added Insert an External Link Snippet (5) (See the Snippet page in this document).When you save, the snippet becomes an iconOn any page with outside links, put the following:Put a legend on any page with outside links: As close to the link as practical, add:“(External Link Snippet) = Link to a non-governmental site. IMCOM is not responsible for the content of links outside home.army.mil.” Link this text to the Terms of Use page.IMCOM GUIDELINES: Before linking to a site outside the federal government, REGISTER the site with the IEW  Approved URLs list. See the Registering Outside Sites page.DO NOT use this cut/paste URL method to link to an internal page. It will break. All NON-Federal Government external links must be registered on the IEW Approved URLs list (iAUL). �The list is hosted at https://home.army.mil/contact/webmaster-1/links To propose a candidate for registration, email the link along with any information necessary to the CMS manager at IMCOM Headquarters. The system is being set up check the iAUL before allowing the browser to proceed to the link.IMCOM HQ will review the site and place it on the iAUL. Once you get confirmation the site is approved, follow the instructions in the previous slides to link to the site.
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IEW 101 Workshop
Placing Links: Register external links

Presenter Notes
Presentation Notes
All NON-Federal Government external links must be registered on the IEW Approved URLs list (iAUL). �The list is hosted at https://home.army.mil/contact/webmaster-1/links To propose a candidate for registration, email the link along with any information necessary to the CMS manager at IMCOM Headquarters. The system is being set up check the iAUL before allowing the browser to proceed to the link.IMCOM HQ will review the site and place it on the iAUL. Once you get confirmation the site is approved, follow the instructions in the previous slides to link to the site



WE ARE THE ARMY’S HOME
19 IMCOM Public and Congressional Affairs

IEW 101 Workshop
Placing Links: noncompliant links

Red flags:
- Used for garrison business --  scheduling or 

other information gathering
- Hosted off the .mil network
- Collection of more than name and email on 

a form. If you aren’t sure, report it.
- No APMS number. Ask garrison IT if you 

don’t know what this is. 
- One-off, rather than an enterprise solution

IMCOM GUIDELINES: 
When the garrison uses websites outside 
IEW, they need to follow specific rules. 
Sites that do not conform to the rules  may 
put Soldier and civilian identities in 
jeopardy. As soon as you find a site that is 
not registered or registerable, follow these 
steps:

1. Report to your privacy officer and 
garrison IT support

2. DO NOT remove until told to by 
the privacy officer or G3
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IEW 101 Workshop
Add symbols with snippets (external & CAC links)

2

1

Presenter Notes
Presentation Notes
The Symbol Editor Snippet is part of the Rich Text editor that enables you to quickly and simply insert the tool tip and icon to alert your site visitors �that a link either takes them to a non-government site or may require a CAC to access the content of that link. When using the Content block the Snippets drop-down menu can be found on the 2nd  row of the controls menu Place the cursor where you want to insert the snippet in the text and then click the Snippet drop-down menu and select the appropriate snippet   A place holder text will then appear in the Content editor where the snippet will be inserted. Click Save to exit the editing menu  You will now have a small icon appear in line next to your link. When a users hovers their mouse over the icon a small tool tip window appears with letting the user know the link is to an external site or a CAC-enabled site 
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IEW 101 Workshop
File manager, part 1 

Before you can add documents to 
your text block, you must first upload 
them into your file manager. 

Presenter Notes
Presentation Notes
To  really unlock the power of the file manager, �you need to know about permissions, sets, folders and files, and the rules of uploading, �so this is just a brief overview;
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IEW 101 Workshop
File manager

Bulk actions

List and go to all 
folders

Take Action

Number of files to 
show per pagePath to current 

folder

Advanced search 
windowSimple search

Open upload 
window

Here is a layout of your file manager: 

Presenter Notes
Presentation Notes
To  really unlock the power of the file manager, �you need to know about permissions, sets, folders and files, and the rules of uploading, �so this is just a brief overview;
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IEW 101 Workshop
File manager, 

To add a file (image or PDF), click the upload button on the far-right corner, 

Once you have added the file, return to the 
text you are editing and click on the PDF or 
image you wish link to, or include on the 
site.

Presenter Notes
Presentation Notes
To  really unlock the power of the file manager, �you need to know about permissions, sets, folders and files, and the rules of uploading, �so this is just a brief overview;
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IEW 101 Workshop
Add a photo in the text block

1. You can hperlink 
your file url (this can 
be found in the file 
manager), or you 
can click browse 
server to find the 
file. 

2. Find the file in 
your file manager to 
upload

3. Your image will 
appear (or your pdf 
will be hyperlinked)!

Presenter Notes
Presentation Notes
Place your cursor where you want the image to appearClick the add image iconClick Browse Server when the “Image Properties” dialog box appears. This will take you to the File Manager.IF the photo is not uploaded yet,  import it now using the file manager.Find your photo  using the search functions and click on it. (if it’s not there, you will have to import it using the file manager)Click OKPlace your cursor where you want the image to appearClick the add image iconClick Browse Server when the “Image Properties” dialog box appears. This will take you to the File Manager.IMPORT or SELECT your photo�(see the next 3 pages)Click OK
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IEW 101 Workshop
‘Image Properties’ dialog box

Version 8’s Image Properties box isn’t as intuitive as other parts of the program. 
Here is a guide to the important parts. 

Enter the URL of a 
remote photo here 

(make certain you have 
permission first).

Takes you to the File 
Manager to upload 
or select images

Locks the height/width 
ratio to prevent 

stretching

Obvious. use percent 
(such as 50%) for a 

responsive image. The 
percent is relative to the 

width of the block.

Space around the image 

Wrap to the right or left

Text that shows up when 
the photo doesn’t (or in 
most browsers, when 

you hover your mouse. 
Required for Section 508 

compliance

If you want to link your 
image to a file (browse) 
or an outside page (url) 

Open the link in a new 
window/same 

window/elsewhere

Presenter Notes
Presentation Notes
Version 8’s Image Properties box isn’t as intuitive as other parts of the program. Here is a guide to the important parts. 
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IEW 101 Workshop
SELECT a photo

1 2

3

4

5

6

7
5

Presenter Notes
Presentation Notes
To search for a specific file by keyword/file name/metadata, click “Search” and type in the information (1)To narrow your browsing even more, click Advanced (2)Click on “Type” If you started with the Image Properties box, it should say “Image” here. Click “Add Field” to narrow your search (3). From there you can choose a second type of search, such as File Set or Keyword (4).Click Search (6)Browse through the images to the one you wantClick on the photo icon (7).The URL will appear in the URL box in the Add Photo window.Go back to the ADD PHOTO page of this tutorialBrowse or search the File Manager for the photoClick on the iconThe URL will appear in the URL box in the Link window.Go back to the ADD PHOTO page of this tutorial
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IEW 101 Workshop
Edit a photo in text block
IF the little square handles don’t 
appear and you cannot adjust the 
size of your image, it usually means 
your Rich Text Editor settings are not 
correct. Contact your IEW team to 
have this corrected. 

Presenter Notes
Presentation Notes
While in Edit mode…To make small size changes simply click any of the handles. Keep in mind the aspect ratio (height vs width) is not locked and the image could be distorted.For larger changes, use the edit box.To launch the edit box, click the photo and then the photo icon on the toolbar, or right-click the photo and select Image Properties.To resize, first click the lock icon to preserve the aspect ratio. Then put the new size – in pixels – in the width or height box. If you lock the ratio, you CAN drag the corners of the image without distortionThis box also allows you toReplace the image (Click “Browse Server” to go to the File Manager)Place a borderAdjust the space around the photoChange alignmentEdit the link (Link tab)
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NOTICE:
Minimum 3  Sets Photos, Graphics 
and Documents. All icons and other 
artwork essential to your website 
should go in the Graphics set. The 
other two should be self-explanatory.

IMCOM Public and Congressional Affairs

IEW 101 Workshop
Import a photo (upload a file)

Presenter Notes
Presentation Notes
On your Windows desktop, open the folder and find your image. In the Concrete5 File Manager, click upload fileDrag your photo from the Windows folder into the Upload File dialog box. Wait until the bar under the photo turns green.Click the X above the dialog box. The picture properties dialog should appearIMPORTANT: Immediately add your photo to at least one Set.Click on “Add/Remove Sets” (1)Check the appropriate set(s). A file can belong to more than one. If the proper set doesn’t exist, click “Add Set” and enter a name in the box. Save. This will take you back to Upload Complete.Click “None” next to Description and enter your cutline information in the popup box. Include photo credit and VIRIN at the end of the cutline (the example doesn’t show this). Click the blue check box to close and save.Optional, but recommended: Click “None” next to Tags and enter some tags/keywords. This will help you locate your files. Click the blue check box.Click “Choose File” (3).NOTICE:Your garrison website should have at a minimum three sets: Photos, Graphics and Documents. You may add additional sets. All icons and other artwork essential to your website should go in the Graphics set. The other two should be self-explanatory.
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IEW 101 Workshop
IEW Tracker

Problems? Here's what you do:
• Go to the IMCOM/PCA SharePoint
• Click on the IMCOM Enterprise Web button

• Click on the IEW Tracker button

• Click on the Add New Item button
• Enter your information in the fields

• The request will be sent to IMCOM 
Enterprise Web Support Team

Presenter Notes
Presentation Notes
On your Windows desktop, open the folder and find your image. In the Concrete5 File Manager, click upload fileDrag your photo from the Windows folder into the Upload File dialog box. Wait until the bar under the photo turns green.Click the X above the dialog box. The picture properties dialog should appearIMPORTANT: Immediately add your photo to at least one Set.Click on “Add/Remove Sets” (1)Check the appropriate set(s). A file can belong to more than one. If the proper set doesn’t exist, click “Add Set” and enter a name in the box. Save. This will take you back to Upload Complete.Click “None” next to Description and enter your cutline information in the popup box. Include photo credit and VIRIN at the end of the cutline (the example doesn’t show this). Click the blue check box to close and save.Optional, but recommended: Click “None” next to Tags and enter some tags/keywords. This will help you locate your files. Click the blue check box.Click “Choose File” (3).NOTICE:Your garrison website should have at a minimum three sets: Photos, Graphics and Documents. You may add additional sets. All icons and other artwork essential to your website should go in the Graphics set. The other two should be self-explanatory.
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IEW 101 Workshop
ContactsTo create or reactivate accounts

• Ta'Corian Tilley tacorian.k.tilley.naf@army.mil
• Steve Warns stephen.l.warns.naf@army.mil

For technical issues
• Brandon Morrison brandon.c.morrison.ctr@army.mil
• Jim Garoutte james.e.garoutte.ctr@army.mil
• Matt Hall matthew.d.hall40.civ@army.mil

Presenter Notes
Presentation Notes
On your Windows desktop, open the folder and find your image. In the Concrete5 File Manager, click upload fileDrag your photo from the Windows folder into the Upload File dialog box. Wait until the bar under the photo turns green.Click the X above the dialog box. The picture properties dialog should appearIMPORTANT: Immediately add your photo to at least one Set.Click on “Add/Remove Sets” (1)Check the appropriate set(s). A file can belong to more than one. If the proper set doesn’t exist, click “Add Set” and enter a name in the box. Save. This will take you back to Upload Complete.Click “None” next to Description and enter your cutline information in the popup box. Include photo credit and VIRIN at the end of the cutline (the example doesn’t show this). Click the blue check box to close and save.Optional, but recommended: Click “None” next to Tags and enter some tags/keywords. This will help you locate your files. Click the blue check box.Click “Choose File” (3).NOTICE:Your garrison website should have at a minimum three sets: Photos, Graphics and Documents. You may add additional sets. All icons and other artwork essential to your website should go in the Graphics set. The other two should be self-explanatory.

mailto:tacorian.k.tilley.naf@army.mil
mailto:stephen.l.warns.naf@army.mil
mailto:brandon.c.morrison.ctr@army.mil
mailto:james.e.garoutte.ctr@army.mil
mailto:matthew.d.hall40.civ@army.mil
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