Basic website maintenance and support

Website support:

Overall support: Andres Zapata at id5: andres.zapata@idfive.com  direct	443.615.7283  office 410.837.5555

Server support: Cloud web support (David Guerra): support@cloudweb.com 724-858-1132 Ext 105. To reach the CEO you can use Ext 50. They strongly prefer you to go through the email support, so try that first, but use phone if you aren’t getting a quick response. To login to the service center where you can also start a ticket: go to cloudweb.com. Username is my email madeline.beal@usich.gov and password is USICH310*

Domain registration: dotgov.gov  877-734-4688. Account access can be gained through dotgov.gov Jason has a username (JKRAVITZ) and a password. Darren also has an account. Usually I find it faster to call them for help.

All three of the above contacts are available on weekends and after hours. Cloudweb and dotgov provide “24/7” support though in practice id5 is often more responsive than cloudweb after hours. 

If it is an emergency (ie the site is down or malfunctioning) be melodramatic about it, put something like WEBSITE EMERGENCY!! in the subject line of your emails. Keep in mind that support from cloudweb and dotgov is free. So if you suspect it is a server or domain issue go to them first. But if you need help diagnosing or it is emergent, id5 will be faster and more capable of looking at the whole site for the problem. But they will charge us for this service.

Other login information that might be important is available on the login spreadsheet in the social media folder on the jdrive.





Site Updates and Monitoring Schedule:

Daily: Check site to make sure it is up and running and operating properly. This takes less than 5 minutes and should be done on weekends as well as during the week.

Two-three times per week: Add relevant items that come in from our team, partner newsletters, google alerts, or twitter to our news feed and our calendar. If we are falling behind on minimum targets, ask our team if they have anything thing they think we should add. Minimum targets are 2 new news items added per week and 7 events in the coming month with at least a couple on the following month.

Two/Three times per week: add new blog post.

Twice per month: Update slider and evaluate if changes are needed to big green text box.

Quarterly:  Complete user metrics report for all online communications

Every four months: Complete site wide broken link check and repair broken links.


Broken link checking process:

Use the w3C full site link checker: http://validator.w3.org/checklink
Type our usich.gov into the url box and set recursive link checking depth to 8.
Run the checker this can take a couple of hours and hogs a lot of power, so it is best if you can devote one computer or laptop with a wall connection to this task.

This process used to be easier when our site wasn’t so gigantic, but now the link checker will not check the entire site in one go.  

When it is done, scroll through and find truly broken links. Most of what will show up is our links to fbook and the newsletter which for some reason can’t be checked by the robot but which are fine. Also there are a couple of redirects that show up which are no big deal and can usually be ignored (ie doe.gov goes to energy.gov but that link is not in danger of being destroyed anytime soon)

At the bottom you will find a list of urls that were not checked. Copy and paste this list and check each family of urls you find there to a recursive depth of 3.  Repeat the process on each of these scans of finding truly broken links. 

I generally copy paste the page locations and urls of the truly broken links into a word doc so that I don’t have to complete all the scans at the same time which can take several hours.

Other site tests:
If you need to check where our various mail or ip addresses are pointing (hopefully you won’t) you can use this online tool for MX records: http://www.mxtoolbox.com/ and this one for DNS records: http://www.intodns.com/usich.gov



FTP Access

Primarily you will need FTP access to upload large files or if you want to upload a bunch of files at once. There are other possible reasons to access the FTP especially when concerning the ICH database for caspio.

1. download an FTP client.  I'd recommend FileZilla (http://filezilla-project.org/), though the interface can be intimidating.

2. connect to your server with the following information:
Server: 208.65.203.105
User: usichftp@usich.gov
Pass: S#6InkcvcCvJ

3. When you connect you'll see two folders, both lead to the same place--the usich.org domain folder.  open it.
Open the usich.org folder then open html then resources then uploads and then asset library

4. open the html folder.  Anything inside this folder can be accessed publicly unless you write some rules to exempt it, which is something you won't need to get into.

5. You're now in the root of your site.  It's exceptionally important that you never replace the .htaccess file you might see here. (it should be invisible unless you've expressly enabled viewing hidden files)  All of your file uploads should be made into the /resources/uploads/ where you'll see three folders that correspond with the upload buckets in expression engine.  Remember that asset_library is the only one that will accept files like PDFs or Word docs and the rest are reserved for images.

It is possible to cause severe damage to the site if you mess with the wrong folders. If you are doing anything other than uploading files into the resources/uploads/asset_library, please seek advice from id5 first. 

ALWAYS check the site after uploading or changing anything through the FTP. If something went wrong it is best to learn about it right away.






Member access on the content management system

To create a new login for a user:
1) Login yourself
2) Click on members from the structure page
3) Click register member from the dropdown
4) Fill in the required information
5) In theory, most users should be assigned as “members” but I had trouble with this classification for Josh so I made him a super admin. Making regular users superadmins is probably fine as long as they have basic training. Vendors will need to be able to be superadmins to make needed changes to the site.
6) Send the information on the loginscreen, username, and password to the new user (the system doesn’t automatically send it to them)

Editing and deleting user accounts:

1) Login
2) Click on members from the structure page
3) Click on view all from the dropdown
4) Click on the user you want to edit
5) On the left side of the screen you have options to change usernames and passwords and delete the account. These are the most likely things you will want to do, but there are other options as well.






Content Management System: Expression Engine


Using the add-on “Structure”

When you first set up your account: from the home screen, go to add-ons then modules. From the list that appears select “structure” when you are on the structure page, click on the top right of the black bar the +Add link. This will put structure on your toolbar so you can easily reach it.

We use structure to edit most of the day to day content of the site.

Structure allows you to see and manipulate the site layout easily.

Basic types of pages/content

From the back-end perspective, there are four different types of pages you can see on the structure page.

1) Regular pages and child pages
2) Listings and listing landing pages
3) Category landing pages
4) The Calendar page

In addition to these 4 types of pages, you will see a set of pages related to the state resources map, the PHAs resources page, and the solutions database. These pages are handled differently from the rest and will be explained in a later section. 

Regular pages and child pages.

Much of what applies to these pages applies to all the others as well. I will describe what makes the other pages unique below.

To create a regular/child page: hold your mouse over the page you want to put it under and then click the “add a child page” button that appears. 

You will see several options. Pick USICH Webpages.

Create your page:
The Publish tab:
Add a title.

The URL will automatically fill in based on the title. If you want to shorten the URL so it isn’t as long as your title change what appears in the URL title box to what you want. Don’t use difficult or special characters. Don’t put in spaces (though it should autocorrect if you do). Note: If you want to change the URL later, after you have submitted the page, you need to change the URL on the “structure” tab not just in the URL title box on the publish tab.

Use the WYSIWYG (What You See Is What You Get) box to enter your content. The toolbar contains different items that can help.
The ABC tool is a spell checker. It is better to spell check first, but it is available if needed.

The little icon that looks like a clip board with a blue blurb on it will strip out formatting. This can really help with formatting issues. It is extra important to paste content through this box when you are creating a listing because the first part of that content gets pulled over and if there is a lot of format code at the beginning it will mess up the listings.

The similar icon with the W symbol is meant to preserve some formatting from word, but it doesn’t work very well. I usually find it either better to paste directly or to use the blue splash when the formatting is messing things up.

The “ mark tool allows you to create a call out box in blue. Highlight the text you want to be called out and then click the “ mark.

The flag tool sets an Anchor. You can name the anchor whatever you want and the link directly to that content will be… www.usich.gov/pageurl/#anchorname

The image icon allows you to put an image in the text area and give you some formatting options for those images. For most page images, you will use the separate image upload from below the wyiwyg box.

Formatting rules:
When you use bullets, also indent once.
Depending on the complexity of the formatting on the page there are a few different heading options. We use heading 3, heading 5, and blue text bolded.


Links:
For links that we want to draw extra attention to we use the blue button style. Always set the text to blue button first and then set the link otherwise the links will look different from each other.

Select the text you want to link and then the link box.

When linking to an external link, select url from link type dropdown. Then select open in new a window from the target tab.

When linking internally, if possible select structure and then select the page from the drop down.  If you select it that way, then the link won’t break if you move the page within the site.
The sidebar tab

This allows you to set which if any “widgets” you want to show up on the left side of your page. On most pages you should set both the “information by” and the “state map” widgets. Once we launch the database we can turn that on a number of pages. We also have an option to make our own text box. This box should be used extremely sparingly. To set formatting for it, match the formatting used on the “media center” page.

 The Asset tab

If you want to upload assets to download from the page (for example PDFS or slidesets) you can upload them here, set the download text. Don’t forget to turn it on.

The Date tab

You don’t usually need to mess with this tab, but for some listing pages that are ranked by date, you may want to alter the date to alter the rank.

Categories tab
If you want the webpage to show up on one of the categories page, you tag it here. Don’t use the subcategories under the plan objectives. At one time they were going to be used for the Solutions Database but were decided against it. The categories tab will be treated specially on categories pages as described below.

Options tab
The default here is Open for a standard page. If you want the page to not show up on the side navigation, you can choose “hidden from navigation.” If you select “closed” the page will not be visible at all. You cannot hide listing entries from navigation. Pending is a selection meant for maps. Featured should not be selected.
Structure tab
If you want to change a url of a page after you have already created, you need to change the structure URL here. The other stuff on this tab really only is used when you create a category page.

If you put a page in the wrong place or change your mind on placement, you can drag and drop the page to a new location by clicking the three horizontal lines or the little arrow on the left. Be aware though, that moving the page in this way may break any links to it from other sites or if the links were set using the url instead of the structure.

To edit the page later, just click on the title of the page and it will open up for editing.

Listings pages 

In Structure, you can tell which pages are listing pages if they have (Add/Edit) next to the title of the page. For example, the News page in the media center, or the USICH Blog. Listing entries are automatically fed into the front end display based on the date at which they were uploaded. 

To add a new listing page, click “Add” next to the Structure Parent Entry – the standard publish template will appear for all Listing pages except for the Calendar and USICH Blog listings. Those two are different templates.

If you find an error on any page and see in the backend that it is a listing (for example, a News Items link is wrong, a Solutions Database or Research Database entry needs to be updated) go to the Structure Parent entry and click “Edit.” From there you will see all the individual listings. Click on the listing to edit and the Publish screen will come up. 

For some listings, in order for them to appear correctly on the site (based on a different order than the upload date) we need to manually change the date in Publish. You can do this by clicking on the “Date” tab in any Publish screen on any page. 

For the Newsletter listing page: We have our newsletter archive hosted by Constant Contact, not through the usual Expression Engine listing pages. There should be NO listings added to the Newsletter Structure page parent entry

· The only thing that needs to be changed when a new newsletter is posted is the Archive Homepage in Constant Contact, and an updated link to the most recent archived newsletter (hosted by Constant Contact)  needs to be changed on the Newsletter Landing Page (Read the Most Recent Newsletter link).

*For Research Compendium items, there is a specific dating/time stamp system we created to ensure that search results appear correctly. This is kind of a detailed process, so if you need to make any changes to the Research Database please access the “Research Comendium Website Upload Guidance” document here: J:\COMMUNICATIONS\protocols

USICH Blog 

The blog is set up as a listing page, but the Publish page looks a tiny bit different. The main difference is there is a “Summary” box along with a “Entry” box. The Summary box is the text that will appear on the main blog page (http://www.usich.gov/media_center/blog/). Generally I would suggest putting the first two-three paragraphs in this “summary” section and the image that will accompany the blog. 

The Comment Email should always be communcations@usich.gov 

[bookmark: _GoBack]Each blog will also be tagged by Category (Plan theme and population) This is done by clicking on the Category tab on the main Publish page of each blog entry (the same as other webpages.)

To add an image, click on the Picture icon in the toolbar of the WYSIWYG – this will bring up a box that looks like this: 
[image: ]By clicking “Browse Server” all of the page images that have been already uploaded into the Asset Library will appear and you can select which ones will appear. If you need to upload a new image, you can do so by clicking on the Upload Tab, finding the file on your computer, and then inserting it into the document. 

 Category Landing Pages 

Each  category that we tag other pages by also has a landing page of its own, where users can access all the pages on the site that have been tagged by that category. On the front end of the site, all the Category Landing pages located in the “Accordion,” which looks like this: 
[image: ] You can see all the category pages in the dropdowns. On the backend (in Expression Engine) Category pages are near the bottom of the Structure page. 

Category Landing pages generally have introductory text on what the Category consists of, and key messages on the topic. For Member Agencies, there is a general description of the agency and any links to their site. 

*Population Category landing pages, and child pages off of those category pages, are those that we add to most often – particularly when we create new content on particular populations for our newsletter.

On the landing page you do not need to include links to blogs, news items, or research on this topic unless you would like one particularly highlighted. These items are automatically fed into the page. 

The Calendar Page

The Calendar Page is a listing page with a different type of display under Publish. It does not have a standard WYSIWYG. The only challenge this represents is creating the snazzy blue button for links. This can be done by opening another tab on your browser, logging into Expression Engine and going to the “button test” page underneath the Calendar parent entry. 

There you can change the current blue button to the text and link you would like on the Calendar Entry. In order  to be able to insert this into the Calendar Entry you’re working on in the other tab, you need to copy/paste this button in HTML format. To do this, click the “Source” Button on the far lefthand side of the WYSIWYG. 
[image: ] 
Copy/paste the HTML into the Calendar Entry,and the blue button will show up on the front end. 








Uploading Assets and Photos to the site

Every PDF and photo that is located on the site is contained in the dropdown Content/File Manager on the Expression Engine toolbar on the top of the homepage. 

There items are categorized into three sections: Asset Library, Page Images, and Slider Images. 

You can upload these types of files: PDFs, JPEG, GIF, PNG, .wmv . It’s USICH policy not to upload Word or PPT documents in their original form so that website users cannot edit the documents. All Word Docs and PPT presentations should be converted to PDF before upload. 

File Manager is a little bit of a mess, and I’m (Sarah) sorry about that.

You can add assets to any webpage using the Asset Tab and choosing from the Library. If you want to insert images into a blog or webpage, you can click on the Image button in the WYSIWYG and just the Page Images loaded will appear and can be selected. 

All Agency Logos are also uploaded in File Manager. You will need them for Constant Contact at times. They can be put into Constant Contact by copying the image URL from the File Manager by right clicking and pasting into Constant Contacts Image Upload URL section. 

Some files are too big to be uploaded – such as the Annual Updates. You will need to upload these via the FTP server. The guide to do this is on page 3. 

Changing the Homepage Slider

All of the Slider images with accompanying text/links are located under the Assets Tab from the Structure Homepage. It looks like this: 
[image: ]

To add a new slider, click Add on that listing.

Images used in the slider need to be a certain dimension, and it can be tricky to work with some to make them look nice without using some sort of free photo editing software. I suggest downloading IrfanView. 

Slider images are 550 x 240 pixels, roundabout. If you are able to use IrfanView to edit a photo to this size, it will display correctly. 
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