Portal Tips & Reminders
Portal User Group Meeting

June 13, 2007
REMINDERS


File Manager

Do not use spaces or special characters. Possible Issues:

· Only uploads to one server – Load balance setup inhibits this process.

· Possible Broken Links

· Search engine will not index file. (File will not be searchable)

Suggestion

· Use the Underscore ( _ ).  It is an approved special character

· Rename file prior to upload

EAlerts 

Due to the high volume of mail server traffic, it is a strain to the system to process eAlerts during regular business hours.  All eAlerts should be sent after 5pm unless time sensitive.  We recommend using the “Specific Date” message type so eAlert will be sent at 12:01am. (Specific date cannot be current date)
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COMMON ISSUES

Staged Version Link (&PM=1)

Use caution when linking to internal documents and content within your site.   We recommend using the page URL whenever linking to other pages within the same site. See appendix A. 

How can you tell if you're linked to a Staged document?

Staged links have &PM=1 attached to the end of the link.  This gets added when previewing a current version document.  When previewing the Current Version document do not use the URL address displayed on the screen as your link. This will be a full URL link and have &PM=1 attached.  Instead use the page URL to link pages within your site. See appendix A. 
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Note: If you have internal links within your site to a Staged document, the Search engine will not search the page.

Deleting a Hyperlink

· Place your cursor at the end of the text that is the hyperlink

· Backspace once (a single backspace should remove the link, a second backspace will begin to remove the text)

Updating a Hyperlink

When updating a hyperlink use the Edit Properties screen.  To use the Edit Properties function, follow these instructions:

· From the Content Editor, highlight the linked text to be edited.

· Then, either right click on the mouse or select the Option/HTML menu icon 
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 from the editor toolbar (Shortcut=CTRL+E).

· From the menu that appears, select Edit Properties.

[image: image2.png]Fle Edt View Favortes Took Help

Q- O - ¥ & D] P Sroi @3- 12 B - QE B

e 1o v i o 2s7—33H1O0E 2D CATEGORIES o117 350 ESTION T=299472

EE

Links £]DOIT £]Insid= DOIT ] DOIT services &P &] Clgov £ CFPC_ oMY ] Governor &LV & Listsery & IMPACT & Search

webTrends

Dsview ] CT.gav -Dev

5] WebTrends 8.0

U Utraseek

Select Links snd Template: fram another site

Craate  Hew page.
D “ Paste a HTML Editor Template.

- CPI Partners \ Portal Information

Paste at Cursor

Current Version 9.3
P Updated 4/15/2004

Replace Content | | Use as Reference

®|  Last Published Version 9.1

List pravious versions Send this page o snother site
[ HTHL-Safe on

Pastas r

2512458/ oleln] 7 |u[AlAl (=

Remave Tags or
Attributes

I slyphs 7 Borders I 2seet

Jents

AR EES
|

Lock
T Gantent

Prior to launching a Portal Migration Praject, it is important that the client agency do the
fallowing;

o Identify the agency Migration Team members, Initially it is most important to identify
Agency Migration Leader as that person will become the main contact for the project,

o Complete the client survey and return it to The Portal Management Group (PMG) at
Dma@po.state.ct.us, The survey can be downloaded at the following address:
hittp: //www.ct. gov/cpi/lib/cpi/sitesurvey doc

o Special circumstances should be documented in the survey and will be considered in the
priority scheduling process.

o Clean up existing content in Front Page - - it is PMG’s recommendation that each agency

make a copy of the site befare deleting content. On the CT.gov Portal Information
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· At this point, the Edit Properties screen appears. 
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· In the Name column locate the href tag.  This is the HTML value assigned. Click on the tag to highlight it.  

· Select the Edit button or double click on the tag to set it in edit mode. 
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· Make the necessary change to your URL link.

· Select OK or click on the green check to get out of edit mode. 

· Select OK to apply the changes. 
RECOMMENDATIONS
Batch and Upload Options

The “Batch and Upload Options” feature allows content administrators to upload single or multiple images and files directly into a Web FileManager folder by dragging and dropping from Windows Explorer. 

To Upload Images or Files

· From the HTML Editor screen, place the cursor inside the editor.

· Select the Macro icon [image: image5.bmp] from the editor toolbar or right click on the mouse, and select “Macros”. A PPT HTML Editor Macro window, will pop-up.

· Select “Batch and Upload Options” and select “Run”.
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·  Two screens will pop-up. “PPT HTML Editor Batch Upload” [1] and “PPT HTML Editor” [2]. (See below)
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In the PPT HTML Editor [2] screen there are the following options:

· Overwrite Prompt – Displays a warning message prior to overwriting existing files.  If unchecked uploaded files automatically overwrite existing files with same file name. Default is checked.

· Make Links/Image in Doc – Inserts files/images directly into the HTML editor window.  If unchecked, files upload into the FileManager only. If checked, the file path link automatically gets created or the image displays in the editor. Default is checked.

· Make Thumbnails – Creates thumbnail (small) image.  Default is unchecked.

· Select Target Upload Folder for Images and Files – Select the appropriate target folder for the uploaded images/files. Note: Do not upload files in template levels.

· Create within Selected – Create a new folder within the selected folder by entering the new folder name.

· Click OK at the bottom of the window.
· In the PPT HTML Editor Batch Upload [1] screen there are the following options:

· [image: image12.png][ Fie et vew Fovortes Toos Help

osoft Internet Explorer [IAPIASN (BN <) _‘m BS|

ok - > - D [ 4| Qearch (ravorss (Fristory | By o [0 -

I
[ ctess [T i fonmnc.gonplocin_ctiwercininhome.aspopenod=3#3scpenca=1e eAzcisios =] 0w
I

ks Eceq Elcree @lcr @lesc Elctaw @lcrebs €low Eled Eloonm &l @lckn: Elme Eloomz

suoweaces: [ ae O[3

c@ cocece [a[x

© Regitration Mansger
© Routing Approval

L create s e ot © Syndication Manaer

[P OEEE © 1P Fitring (disabled)
© Claar Content Cache

2 common Elements @ v 5 e © Rebuild Site/Debugging
© Rebuid site

O Craste o ew Cotegory e

9
<
3
®
@

2 common Elements

03 Create o ew page. sita Raglans

80 custom Ras 2 (Tep 1) =ls|o|elld Select  region to update

&) Contact info on battom left = g m el

D =D R G ° ¢ 5 el o

&) Glossary of Terms = g m el

&) Welcome Page = 8 5 el n || R || AT

(B page e el[s][E][e][&
G cortent admin 1oformation ° v & e = =
e SIS [ —
) e <lgEl@ o Awsicstons
[ custor webpages ® v & e [ calendsrofEvents vl -

& - [ et

Bhstart]| @ erio Mezzio - nbox - ... || @] site Administration —... B Microsoft word iaaset Word - Insert byperlrkly gy 0 12110 pm




Close on Drop – Closes the PPT HTML Editor Batch Upload screen after dragging the files and dropping them on the Batch Upload window. Default unchecked.

· Always On Top – Keeps the PPT HTML Editor Batch Upload screen open after the files are uploaded.  This screen will remain at the top until you close out from the X on the upper right hand corner or the content page is closed.  Default is checked.

To Upload the Files do the following:

· Locate the files where they reside on the your local or network drive using Windows Explorer.

· Highlight the file or files that will be uploaded.

· Drag and Drop the highlighted file or files [3] inside the PPT HTML Editor Batch Upload [1] window.  (See below)

Note: If some files already exist and the Overwrite Prompt was selected, the message “File already exists do you wish to overwrite” will appear.  Select “Yes” if overwriting.


· After files have been uploaded, close the PPT HTML Editor Batch Upload window [1]. 

All files are now uploaded to the Web FileManager and can be used on the site.
Appendix - A

About Hyperlinks

   A hyperlink is a reference (link) from some point in one HTML document to (some point in) another document or another place in the same document.  There are different types of hyperlinks, each with its own characteristics.  Below are descriptions of the different types of hyperlinks that can be used in the CT.gov Portal.

Absolute Reference – An absolute reference is a full URL, (i.e.  http://www.ct.gov/cpi/cwp/view.asp?a=1126&q=254934).  This should only be used when linking to an outside site.  

Relative Reference – In DSF, a relative reference is a URL that does not include the main Portal node.  Using the same URL as above as a relative reference would make it appear like this: /cpi/cwp/view.asp?a=1126&q=254934.  Note that the first character of a relative reference is a “/”.  A relative reference can be used on any CT.gov Portal site.  A relative reference is most useful and should predominately be used to link to another CT.gov Portal site.

Page Reference – A page reference is a URL that links to a different place within the same site.  The same URL as above would look like this as a page reference:  ../cwp/view.asp?a=1126&q=254934.  Note that the first characters of a page reference are “../”.  A page reference should be used whenever linking to other places within the same site.

Bookmark – A bookmark is a link to a specific point on a page.  The specific point on the page is marked with an HTML tag called an anchor.  When activated, the bookmark links to the page specified, but puts the anchor tag at the top of the viewable screen (or as close as possible).  Adding a bookmark to the URL used above would look like this:  ../cwp/view.asp?a=1126&q=254934#Change.  The “#Change” indicates the anchor tag on that page.  Remember that the anchor tag must be added to the page the bookmark is linking TO, so either knowledge of or access to that page is required.  Bookmarks are ideal for finding specific pieces of information in a long HTML page.

For Internal Links – Links within the site

· From the admin home screen locate the destination link page prior to inserting hyperlink. [1] Do not open the page.  See below.


· Select generate hyperlink icon [image: image6.png]


 located to the right of the page. 

· A ‘Show URLs’ window will display, see below. 

The hyperlink options inside the URLs window are the following.  

Full URL – The Full URL link includes the entire URL address for the page.  Use the full link when pasting the link to a location outside of the CT.gov portal domain.


Relative URL – A Relative link includes the site, and page address.  Use the relative link when pasting to another DSF site on the CT.gov domain. 

Page URL – A Page Link includes just page address.  Use the page link when pasting the link to another page within the site. 

· When selecting a URL reference it will paste the link to the clipboard.  A message window will display with Link Added to Clipboard.  Select “OK”. 

· Open a content page, highlight the text on the page if desired, activate the “Insert Hyperlink” window.  

· Remove the “http://” from the URL field and paste the referenced URL address.

· Select “OK”.  This will create the hyperlink on the content page for the selected text. 

Note: The “Find Content” window can be helpful if creating many internal links.  Keep it minimized when not in use.

&PM=1 �Specifies a link to a Staged Document
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