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1.0 Preface

About the Manual 
This document is the User Manual to guide the users on functionality and navigation of the newly developed “DOAS Public website” application. This manual provides a complete reference for the functions and features available in Authoring site.
How the Application is organized   

This application comprises details of the below sites and its functionality, navigation & screen references
· Admin site 

· Authoring Site 
· Publishing Site 

· Asset Site 
Audience    

DOAS Content Authors, Application Users and System Engineers
Other Software Documents Provided   

· Implementation manual
2.0 Introduction 
The application comprises of below sites: -

· Admin site: - It comprises of site columns, site content types and term set. The content types will be published in this site. This site will act as Content Type Hub.
· Authoring site: - This site will consist of all the required lists, libraries and sub sites to be authored.
· Assets site: - This site will have all the sub-sites and libraries required to store the necessary documents.
· Publishing site: - This is the end-user site. Modify the data in lists and libraries at Authoring and Asset site, the changes will be reflected in publishing site.
Authoring Site: -

· Go to Authoring site - > Site contents
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Welcome to your product catalog site!
The following tasks are typically required to set up your product catalog and make the data available to other site collections:

Create Home Page Article

Create Articles for the Home Page, that describe your products.
When your product catalog site is crawled, the created articles will automatically display in the Home Page.





· Verify whether the required lists and libraries are created: -  Refer below image: -
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The below mentioned are the required lists: -
	· ContactUSDoas

· ContactUspage

· DOAS Community Credentials

· DOAS Community list

· DOAS contact

· DOAS ContactUS content

· HomePageArticle

· HomePageFaq

· Leadership Navigation

· Leadership Team

· Leadership Page content

· MayInterestYou

· Need Help Category

· Need Help

	


Ensure below sub sites are created:-

· Fleet management

· Human Resource Administration

· Risk Management

· State Purchasing

· Surplus property
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Enable the required List and Libraries as catalog: -

Steps to enable a List/Library as catalog
· All the required lists in Authoring must be enabled as catalog.

· For instance consider Home page Article list

· Click and open the list.

· In top link select List tab -> Select List settings
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· Select catalog settings.
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· In Catalog Sharing ,Check “Enable List as a catalog”
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· In Anonymous Access part, click “Enable Anonymous Access”. Refer below images

Figure1:-
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Figure2:- Make Anonymous
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Figure3: -

· In Catalog item URL Fields Add Business Services Field

Figure1:-
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Figure2:- Click Add 
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· In Navigation Hierarchy , Select Business Serives
Figure1:-
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Figure2:-
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· Click ok.

· There are few lists which does not have Business Services metadata column. For instance consider “ContactUS DOAS” list.

· Click  open the list ->List settings and catalog settings

· In “Catalog Item URL Fields”, since there is no Business services column, the “Selected Fields” will be empty.

· In Navigation Hierarchy, select none. 

· Refer below image
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· Repeat the same for all the required lists and libraries.

· Pages Library in following sub-sites:- Risk Management, Fleet management, State Purchasing, Human resources Administration and Surplus property.

· Also enable the same in Pages library under all News-Events sub-sites.

User Functions 
About the Functions

In this section we will discuss about all the required lists and libraries, how to create/modify items in lists/libraries, how to create required pages Authoring site and how it gets reflected in publishing site.
2.1 User Function –News, Events & Announcements
2.1.1 When to perform

The below steps must be followed when the user needs to create/modify News, Events or Announcements page.
2.1.2 Steps to be followed
· The data for News, Events and Announcements must be provided in five sub-sites.

· For instance, consider “Risk Management” 

· Go to Authoring site -> In “Learn About DOAS” drop down, select “Risk Management”.  You will be re-directed to Risk Management sub site. Refer below images :-

Figure1:- Authoring site
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Figure2:- Risk Management sub-site :-
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· Click on “Create Announcements, Events & News Pages”. Refer below image.
[image: image16.png]GEORGIAGOV

Learn About DOAS ~

Our Community

Need Help | Q

Create Divisional Page

Create Divisional Page Create divisional page for the Risk Management.

Create Announcements, Events& News Page:

Create pages for Announcements, Events& News.

Create Accordion Links

Create items for the Risk Management Page, that describe your products.
When your product catalog site is crawled, the created articles will automatically display in the Home Page




· The user will be Re-directed to Pages Library under Risk Management sub-site.
· Enable content approval in the Pages Library.

Steps to enable content approval:-

· In top link, Click Library -> Library Settings.
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· You will be re-directed to following page. Click Versioning settings.
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· In Versioning settings, set “Require content approval for submitted items“- Yes.

Figure1:-
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Figure2:-
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· Click ok and go back to pages library.
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· In “Pages” Library, Go to “Files” -> New Document -> Select the required page layout (DOAS Announcement or DOAS Events or DOAS News). 

· Consider creating a page “Announcement1” with DOAS Announcement page layout.

· Refer below images 
Figure1:-
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Figure2:-
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· After providing the title, the URL Name will be auto populated. Click “Create”, the  Announcement1 page will be created in “Pages” library.

· Go to “Pages” Library ->Click on the created “ Announcement1” and open it.
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· Click on  the newly created page and click [image: image25.png]


 and click Edit page

· Tip: You can also use the [image: image26.png]


 option on the top right corner of the page. Refer below image.
Figure1:-
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Figure2:-
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Figure3:- The following page will be displayed.
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· The title field will be auto populated, Data must be provided in Scheduling Start Date Field. 

· Select the “Calendar” icon and select the required date. 
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· The drop down field next to Scheduling Start Date is the required Time which can be edited as per requirement.
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· Page Image:-This is an image field. User can either select an image within the images gallery or can also add a new image.

[image: image32.png]Page Image

Click here to insert a picture from SharePoint_

Please add the Hero image for this page




· Select “Click here to insert a picture from SharePoint”, you will be redirected to this below pop-up.
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· In Selected image field, click on “Browse”. The following pop up will be displayed.
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· Click Suggested location in above screen. 
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· Click on Suggested Asset Images. 
· To add a new image from local machine. Select “Click to add New item” in the top.
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· You will get following pop-up

[image: image37.png]Add a document

Croosea e

Destiation Folder

Upload fie using Windows Bxplore insted
7 Add a5 2 new version to existing fles

Doasfimg/

o





· In “Choose a file” field, Select Browse. Browse your local machine and upload the required image and click ok.
· The following pop will be displayed.
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· Provide appropriate data and click Save.

· Now click on the uploaded image and Click Insert. The image will be added to the page.

[image: image39.png]Select an Asset

Current Location: Images at http://uvolpviadiin7tcd2.env.cloudshare.com/Sites/Assets/Publishinglmages.

Thumbnails +  Click to add newitem
8 Documents ComentType ) Name  Modified  Modifeady  Length ssconce)
5 Form Templates

& Images

3 NEADocumentLibrary

R Pages

5 Site Collection Documents
6 Site Collection Images

R Style Library

B Flect Management

B Human Resource Management
B Risk Management

B State Purchasing

B Surplus Property

Location (URL): | /Sites/Assets/Publishinglmages/divsions_design_bjpd

Insert

Cancel





· Image caption:-Provide an image caption if required. The image caption will be displayed below the image.
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· Page content: - In page content, the main content the user wants to can be provided.
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· There will be a list of checkboxes, check the required check box so that this page gets displayed under the corresponding category. Refer below image.
· Attached Documents : -

We can attach documents for this web part. This web part will retrieve all the documents from document libraries created with DOASAssetContentType in corresponding category1 sub- site under Asset site.
· Since we are creating this page under Risk Management sub site (Authoring) , this web part will retrieve the documents from document libraries in Risk Management sub site under Asset site.
· Select a library name in Drop down menu. 
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· To add the existing documents to the list, click “Add to List” icon.

· The selected document will be added to the list
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· To remove the existing document from the list, click on the added document and then click “Remove from list”.

· The User can upload new documents using this web part only in NEADocumentLibrary. 
· Select NEADocumentLibrary  in the drop down.
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· To add the existing documents to the list, click “Add to List” icon.

· To remove the existing document from the list, click on the added document and then click “Remove from list”.

· To upload a New Document, Click Upload Document.

· To Edit the properties of the document, click “Edit Properties”
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· Since we need this Announcement page under Risk Management category. Select Risk management.Refer below image :-
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· To display this Announcements page in Home page also, check Display in Home Page.Refer below image: -
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· In Business Services Field Select Announcements under Risk Management as we are creating this Announcements page to be displayed under Risk Management category.
Figure1:- Select the icon in right side of the field, to select the metadata.
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Figure2:- Select “Announcements” under Risk Management.
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· Click Select and Click Ok
Figure3:-

[image: image50.png]Business Services

[announcements|





· Now go to top of the page and click save.
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· After saving, the file must be checked in and published.
Figure1:-
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Figure2:- Click continue.
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· After checking in, Publish this draft and then Approve it:-

Figure1:-
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Approve the page: - Select the created page. Click Approve. Refer below image.
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· Figure5:-Select “Approved” and click ok. Refer below image.
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· Figure6:- The status shows as ‘Approved’ in the Approval status column
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· To create a DOAS News page, go to Authoring site -> In “Learn About DOAS” drop down, select “Risk Management”.  You will be re-directed to Risk Management sub site. Refer below images:-

Figure1:- Authoring site
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Figure2:- Risk Management sub-site :-
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· Click on “Create Announcements, Events & News Pages”. Refer below image.
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· The user will be Re-directed to Pages Library under Risk Management sub-site.
· Select DOAS News page layout in files tab. Create a page with name “News1”.
Figure1:-

[image: image61.png]swouse [ s | e
oon o
=

Upload  New et

Docimént . DoGument Foger  Docment

™

DL

=

)

'DOAS Annocement

This i 1o rste DOAS

DOAS Events
This i s 1o e DOAS B

'DOAS News
This Content type wil be used o create

otfoms
s

i il e v 0 crete Busingss

Senices Lancng Page

'DOASProgramArea

i il e sz o rste pages for

Program Area




Figure 2: - Provide the title, the URL Name Field will get auto populated. Click Create.
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· The page will be created in Pages library. Click, open the page.

· Click on  the newly created page and click [image: image63.png]


 and click Edit page

Tip: You can also use the [image: image64.png]


 option on the top right corner of the page. Refer below image.

Figure2:- Edit the page
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Figure3:-
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· Now edit, modify and publish the page.
· The data to be provided in DOAS Announcements and DOAS News page layout are similar. 

· Attach the documents in Download documents web part if required. 

· In BusinessServices field, Click the [image: image67.png]


 icon on the right side 

· Select Business Services ->Risk Management -> News.

· Since we are creating News page under Risk Management sub site, choose News under Risk Management.

· Save , check in , publish and approve the page. 

Events page:-

· Go to Authoring site -> In “Learn About DOAS” drop down, select “Risk Management”.  You will be re-directed to Risk Management sub site. Refer below images:-

Figure1:- Authoring site
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Figure2:- Risk Management sub-site :-
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· Click on “Create Announcements, Events & News Pages”. Refer below image.
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· The user will be Re-directed to Pages Library under Risk Management sub-site.
· Consider creating a page “Events1” with DOAS Events page layout. (Follow the same steps while creating a page).

Figure1:-
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Figure2:-
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· The page will be created in Pages library. Click, open the page.

· Click on  the newly created page and click [image: image73.png]


 and click Edit page

Tip: You can also use the [image: image74.png]


 option on the top right corner of the page. Refer below image.
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· The fields in events page layout are almost similar to the one in Announcements Page layout.
· In Page image field, insert the required image.
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· In Page content field,enter the registered content.
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Figure2:-
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· Provide Link for Register now button. The link must be provided in  proper format. For example consider giving link for google.com, the link must be https://google.com. 
Refer below image
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· Provide the required address in “Address” field.
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· Provide Event start time and Event end time.
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· Attach the documents in Download documents web part if required. 

· Similar to News and Announcements pages, Provide required date in “DisplayIn” field.

· In BusinessServices field, Click the [image: image82.png]


 icon on the right side 

· Select Business Services ->Risk Management -> Events.

· Since we are creating Events page under Risk Management sub site, choose Events under Risk Management.
· Save, check in, publish and approve the page. 

2.1.3 Outputs
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· When clicked on News, Events or Announcements blocks, it will re-direct to the respective page.
Events:-
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Announcements : -
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News: -
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2.2 User Function – Home page 

2.2.1 When to perform

When the user needs to modify the contents in Home page (in publishing site), following steps should be performed in the Authoring site
2.2.2 Steps to be followed

· Home page:-  

Article web part:-
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· To make changes to the content of this web part, Go to Authoring site-> Select “Create Home Page Article”. You will be re directed to “Home Page Article List”. Refer below images
Figure1:-
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Welcome to your product catalog site!
The following tasks are typically required to set up your product catalog and make the data available to other site collections:

Create Home Page Article

Create Articles for the Home Page, that describe your products.
When your product catalog site is crawled, the created articles will automatically display in the Home Page.




Figure2:- Home page Article List 
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· Click New Item 
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· In above screen, Priority is dropdown field, Business services is a metadata field. 
Steps to modify/ edit the existing item in the list :-

· Add/Modify items in the list.
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· After modifying click Save.
· Most Frequently Asked web part :-
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· To make changes in Most Frequently Asked web part in Home page, Go to Authoring site-> Select “Create Frequently Asked Questions” -> The user will be re-directed to “Home Page FAQ” list. Refer Below images: -
· Figure1:-

[image: image93.png]Lean AboutDOAS ~  Our Community ~ Need Help | Q

Create items for the Leadership Page Navigation, which is basically a list of links, redirect to the any web-sites that describe your products.
When your product catalog site is crawled, the created items will automatically display in the Leadership Page.

Create Frequently Asked Questions

Create items for the Home Page, which are frequently asked questions about your products.
When your product catalog site is crawled, the created items will automatically display in the Leadership Page.

Create Need Help Page

Create items for the Need Help Page, which are Questions regarding your products. For example I am looking for protocol and policies.
When your product catalog site is crawled, the created items will automatically display in the Need Help Page.




Figure2:-
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Figure3: - Click On New item. Type appropriate data as needed and click Save to create a new item.
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Figure3:- Add /Modify contents to it.
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May Interest You web part:-

· To make changes in May Interest You web part in Home page, Go to Authoring site-> Select “Create May Interest You”. You will be re-directed to “MayInterestYou” List. Refer below images.

Figure1:-
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Welcome to your product catalog site!
The following tasks are typically required to set up your product catalog and make the data available to other site collections:

Create Home Page Article

Create Articles for the Home Page, that describe your products.
When your product catalog site is crawled, the created articles will automatically display in the Home Page.

Create May Interest You

Create items for the Home Page, which are about interesting products.
When your product catalog site is crawled, the created items will automatically display in the Home Page.




Figure2:- Click New item. Type appropriate data as needed and click Save to create a new item.
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Figure3:-
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Figure4:-  Add/ Modify items to it.
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News, Events& Announcements web part:-
· To make changes in News, Events& Announcements web part in Home page, Go to Authoring site -> Select sub- sites under “Learn About DOAS” Drop down
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· In all these sub-sites, Select “Create Announcements, Events & News Pages”-> Create pages with layouts DOAS Announcements, DOAS News and DOAS events.
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· The News, Events& Announcements web part will retrieve necessary data from these pages and publish them in publishing site.

· Select the following layouts to create the corresponding page

News- DoasNews layout

Announcements- DoasAnnouncements layout

Events- DoasEvents layout

· Save and publish the data.  Steps to create, edit, check in and publish the pages are discussed in above sections.
2.2.3 Output

The image shows how the home page in publishing page looks like.
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2.3 User Function – Category 1, Category2 and category3

2.3.1 When to perform

When User Needs to create/ modify Category1, category2 and category3 pages, the following steps must be followed.
2.3.2 Steps to be followed

· The data for category1, category2 and category3 must be provided in five sub-sites.

· For instance, consider “Risk Management” 

· Go to Authoring site -> In “Learn About DOAS” drop down, select “Risk Management”.  You will be re-directed to Risk Management sub site. Refer below images :-

Figure1:- Authoring site
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· Select “Create Divisional Page”.
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· To create a category1 page, Click Files ->New Document -> Select DOASBusinessServices page layout.
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· Create a page named “Risk Management” with DOASBusinessServices layout.
· Provide a title as “Risk Management”, The URL name will be auto-populated. Click Create.
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· The Title of the page must be same as that of corresponding Term name. Refer Glossary for term store names.
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· Select the newly created page and click [image: image109.png]


 and click Edit page.
· Tip: You can also use the [image: image110.png]


 option on the top right corner of the page
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· Insert page image. The minimum size of the image must be at least 70 pixels.

· Steps to insert image : -
· Select “Click here to insert a picture from SharePoint”, you will be redirected to this below pop-up.
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· In Selected image field, click on “Browse”. The following pop up will be displayed.
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· Click Suggested location in above screen. 
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· Click on Suggested Asset Images. 

· To add a new image from local machine. Select “Click to add New item” in the top.
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· You will get following pop-up
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· In “Choose a file” field, Select Browse. Browse your local machine and upload the required image and click ok.

· The following pop will be displayed.

[image: image117.png]Images - divisions_design_bg jpg

o
Yo
HB Mo X
prrgihent e S

o
con | umows | nens

© The document was uploaded successfully. Use this form to update the properties of the document.

Content Type [mage

Upload an image.

Name * Gvsions design_bg

Title

Keywords

For example: scenery, mountains,trees, nature

Comments

A summarv of this asset




· Provide appropriate data and click Save.

· Now click on the uploaded image and Click Insert. The image will be added to the page.
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·  Provide Quote ,Quote Author
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· Provide data for Page content: -
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· Provide the data for AdditionalPagecontent Primary, AdditionalPagecontentSecondary and provide link for “DISCOVER MORE” button Refer below image.
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· In BusinessServices field, provide the required metadata. As we are creating a page for Risk management, give data in BusinessArea field as “Risk management”
· Click the [image: image122.png]


 icon on the right side
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· Select Business Services ->Risk Management 
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· Click Select and Click OK
· Save the page. Click [image: image125.png]


  icon on the top right corner of the page
· Figure1:- Save
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· The contact and links web part can be created/updated only after saving the page with Business Services field.

· To add items to Contact web part, click [image: image127.png]


 and click Edit page

· In contact web part, provide the necessary fields with reference to below image. 
Figure1: -
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· After providing the data click “Create”
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· The web part will display a message “Contact Us created successfully”. Refer below image : -
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· Save the page .This data will be stored in the contact list under Risk Management sub site.

· To update the contact, modify the existing data and click Update. ‘Contact US updated successfully’ will be displayed
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· To Add/modify in Links webpart, click on “Click Here the link to manage the careers list”. Refer below image : -
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· When the user clicks, it will show the following pop-up
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· Click ok
[image: image134.png]tView

@ new item or edit this list

Allltems

Find an item L

v Twe  SusinessSeices  Dessrption

There are no items to show in this view of the "DOASAccordinLink” list.




· Add new items to this list 

· Click New item : -
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· Provide a title.
· In Description, the data must be provided as html and must be listed in bullet points.
· To provide bullet points , select the icon highlighted in below image: -
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· To provide the data as HTML, type the text and select it using the mouse.
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· Select Insert tab in top navigation -> Select “Link” -> select “From Address”. Refer below image
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· In Address field, provide the required URL as shown in below image: -
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· Click ok 
· In Business services field, provide data as Risk management since we are creating this page for Risk management.

· Click Save.

· The data provided here will be stored in “DOAS Accordion Link”  list under Risk management sub-site.

· To update the existing item in the list, select the item 
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· Select edit item, refer below image: -
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· Make necessary changes and save it.
· Save, check in, publish and approve the page.  
· Figure2:- Check in
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Click continue: -
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· Figure3:- Publish this draft
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· Figure4:-  Approve it (Select the created page . And click “Approve/Reject”.)
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· Figure5:-Select “Approved” and click ok. Refer below image.
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· Figure6:- The status shows as ‘Approved’ in the Approval status column
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· Steps to create Category2 page :-

· Consider creating “Insurance Services”  category2 page under “Risk Management”

· Go to Authoring site> Learn About DOAS>Risk Management and click Create Divisional Page

· To create a category2 page, Click Files->New Document  -> Select DOASAreaOfFocus page layout.
· Refer below image :-
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· Provide a Title, the URL field will get auto-populated. Click “Create”.
·  Refer below image.
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· The name of the page must be same as that of corresponding Term name. Refer Glossary for term store names.
· Now this page will be available in the “Pages” Library.
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· Select the newly created page and click [image: image151.png]


 and click Edit page 

· Tip: You can also use the [image: image152.png]


 option on the top right corner of the page

· Insert page image. The minimum size of the image must be at least 70 pixels.

· Steps to insert image :-
· Select “Click here to insert a picture from SharePoint”, you will be redirected to this below pop-up.
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· In Selected image field, click on “Browse”. The following pop up will be displayed.
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· Click Suggested location in above screen. 
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· Click on Suggested Asset Images. 

· To add a new image from local machine. Select “Click to add New item” in the top.
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· You will get following pop-up
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· In “Choose a file” field, Select Browse. Browse your local machine and upload the required image and click ok.

· The following pop will be displayed.

[image: image158.png]Images - divisions_design_bg jpg

o
Yo
HB Mo X
prrgihent e S

o
con | umows | nens

© The document was uploaded successfully. Use this form to update the properties of the document.

Content Type [mage

Upload an image.

Name * Gvsions design_bg

Title

Keywords

For example: scenery, mountains,trees, nature

Comments

A summarv of this asset




· Provide appropriate data and click Save.

· Now click on the uploaded image and Click Insert. The image will be added to the page.
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· Provide Page quote and Quote Author
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· In Page content field, provide the neccesary data to be displayed in the page

· Refer below image:-
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· In Business Services field , “Insurance services” must be provided.
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· Save the page.

· The contact web part can be created/updated only after saving the page with Business Services field.

· To add items to Contact web part, click [image: image163.png]


 and click Edit page

· In contact web part, provide the necessary fields with reference to below image. 

Figure1: -
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· After providing the data click “Create”
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· Save the page .This data will be stored in the contact list under Risk Management sub site.

· The web part will display a message “Contact Us created successfully”. Refer below image : -
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· To update the contact, Modify the existing data and click Update. ‘Contact US updated successfully’ will be displayed
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· Save, check in , publish and approve the page.  
· Figure2:- Check it in
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Click continue: -
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· Figure3:- Publish this draft
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· Figure4:-  Approve it (Select the created page . And click “Approve/Reject”.)
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· Figure5:-Select “Approved” and click ok. Refer below image.
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· Figure6:- The status shows as ‘Approved’ in the Approval status column

[image: image173.png]& Insurance-Services . Afewsecondsago  Administrator Appraved] Administrator Areaoffocus  Insurancs
Pagelayout  Sewvices




· Steps to create Category3 page:-
· Go to Authoring site>Learn About DOAS>Risk Management and click Create Divisional Page

· To create a category3 page, select DOASProgramArea layout 
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· Create a category3 Page “Workers Compensation” (A category 3 page under Risk Management) with “DOASProgramArea” layout. The name of the page must be same as that of corresponding Term name. Refer Glossary for term store names.
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· Click create. Now the page will be created in Pages library.
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·  Click, open and select Edit Page.

· In Page content field, provide the necessay data. Refer below image.
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· In Business Services field, provide the required metadata. As we are creating a page for Worker’s Compensation, give data in Business Services field as Worker’s Compensation.
· Click the [image: image178.png]


 icon on the right side 

· Select Business Services>Risk Management>Insurance Services>Worker’s Compensation

· Click Select and Ok
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· The contact , Links and Download documents web part can be created/updated only after saving the page with Business Services field.

· To add items to Contact web part, click [image: image180.png]


 and click Edit page

· In contact web part, provide the necessary fields with reference to below image. 

Figure1: -
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· After providing the data click “Create”
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· Save the page .This data will be stored in the contact list under Risk Management sub site.

· The web part will display a message “Contact Us created successfully”. Refer below image : -
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· To update the contact, Re-edit the page. Modify the existing data and click Update.  The web part will display “Contact US updated successfully”.
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· To make changes in Links web part, select “Click Here to link to manage the Links list”
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· Clik Ok in the following pop up
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· Click on New item
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· Add/modify items in this list.

· The data provided in this list will be saved in “DOAS Links” List under Risk management sub-site.
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· The Business services value must be same as that of page name.

Download document web part: -
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· Click on Upload document. Upload a document from the local machine. In business services field, the data must be same as that of page name.

· The document will be saved in corresponding library in Asset site.

· This document Library will have the same name as that of current Category3 page name. It will be present under Risk management sub- site at Asset site.

· Select a document  and click “Edit properties” to change the required properties of the file. Refer below image: -

[image: image190.png]Undate Properties

HEnix

o | opons
Name e oo
e s

DocumentCaegory

erecveone 1y = [z E s





· To delete a document, select the document and click “Delete document”.

· Save, Check in and Publish this page.
· Figure2:- Check it in
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Click continue: -
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· Figure3:- Publish this draft
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· Figure4:-  Approve it (Select the created page . And click “Approve/Reject”.)

[image: image194.png]sonse [ s | uawaar | Q e gy rouow G
36 [ Check Out 1 i@ Version History @ send To - Unpublish
O nhm [ Q@ @ @
Crecetn 28 sharea witn Manage Copies 8 Asprovemges
ot e | ot iy i s 2
Document . Document Folder Document  Discard Check Ou | Properties Properties )X Delets Document Trends GoTo Source. %) Cancel Approval Notes
- P P s A
Home @ new item
Lists All Documents  Approve/rejectftems My submissions  *+= Find a file »
et
v D Name Modified Modified By Approval Status  Scheduling Start Date  Scheduling End Date  Checked OutTo  Contact Page Layout
et
Newd belp - @ default e 2dsysago Administrator Draft Summary links
P @ RkMoragement o Abouta minteogo. 0 Adminirstr Aproved U
encetppage
Lo = pre——— e ———

I @ .mm

compensation %
Leadership Team

Layout




· Figure5:-Select “Approved” and click ok. Refer below image.
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· Figure6:- The status shows as ‘Approved’ in the Approval status column
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2.3.4 Output

Category1 Page: - (Risk Management)
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Category2 Page: -
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Category3 Page: -
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2.4User Function – Need Help

2.4.1 When to perform

When the user needs to modify Need Help Page in Publishing site, the following steps must be followed in Authoring site.
2.4.2 Steps to be followed
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· To make changes in Need help page, go to Authoring site-> Make necessary changes in “Need Help” List and “Need Help category” List.

· The “NeedHelpCategory” List will have the data for category. To have additional categories, add new items to this list.

· Figure1:- Need Help Category 

· Got to Authoring site -> Select “Create Need Help Category” -> the user will be Re-directed to “Need Help Category” List.

· Add/modify items to this list.

Figure1:-
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Click New item. Type appropriate data as needed and click Save to create a new item
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Figure2:-
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Figure3:- Add/ Modify items in it.
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· To make changes to fields in Need Help page, go to Authoring site -> Select “Create Need Help Page” ->The User will be re-directed to “Need Help” List . Add/ modify items to the list.
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Click New Item. Type appropriate data as needed and click Save to create a new item.
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Figure2:-
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· In the above picture, “Help Category” Field is a Look Up Column and it retrieves the data from “Help Category” List.

Refer below images:

Figure1:- This image shows the Need Help category List and its items 
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Figure2:- The changes made in NeedHelpCategory List will be reflected in Helpcategory column in NeedHelp List. Refer below image.
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Figure:- Add/modify items in this list.
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2.4.3 Output
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2.5 User Function – Leadership Page

2.5.1 When to perform

When the user needs to change/ modify contents in Leadership page (in publishing site)
The following steps must be followed in Authoring site.
2.5.2 Steps to be followed
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· To make changes in an above web part, go to Authoring site -> Select “Create Leadership Team” -> The user will be re-directed to Leadership Team List -> Add/modify items to this list.
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Figure: Click on new item. Type appropriate data as needed and click Save to create a new item
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Figure2:-
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Figure3:- Add/ modfy items to this list.
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· Leader ship page content:-
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To modify items in above web part, Go to Authoring site -> select “Create Leadership Team Content” ->  The user will be re-directed to LeaderShipPage Content list .Add items to it and save it. Refer below images.

Figure1:-
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Figure:- Click on new item. Type appropriate data as needed and click Save to create a new item
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Figure2:-
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Figure3:- Add/ modify items in this list.
[image: image221.png]LeaderShipPage Content

@ new item or edit this list

P T —

v ome et
Leadenip - Thsis thelt of e rlr f Georga rom 1918 o th presnt. It ncces eader fshort-Fved Democratc Republc o Georga (1918-1921) o St
o Georgia 19211991, and of post-Sovit e

L Hesdotstte

Noe znarsana
2 Fist secetanyof the georgian Commonist Py
o rsneszh




· Leadership Navigation web part :-
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· To make change in above web part, go to Authoring site -> select “Create Leadership Navigation”-> The user will be re-directed to Leadership Navigation  ->add/modify items in it. Refer below images.

Figure1:-
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Figure : - Click on new item. Type appropriate data as needed and click Save to create a new item
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Figure2:-
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Figure3:- Add/ Modify items in the list.
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· In Links columns, we can give any URL. Once we click on Title in “Navigation” web part (Public site), it will re-direct to the corresponding URL given in Link column (Authoring site). For time being we have given Google URL. So if we click on the web part, it will redirect to google page.

2.5.3 Output

The following image shows how the Leadership Page looks.
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2.6 User Function – Contact us page

2.6.1 When to perform

When the user needs to change the content in Contact Us page in publishing site, the following steps must be followed in Authoring site.
2.6.2 Steps to be followed

· Contact US Department web part :-
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· To make changes to the above web part, go to Authoring site -> Site contents -> Select “ContactUsPage”
· Add/Modify data to the list to make changes in the above web part.
· Refer below images
Figure1:-

[image: image229.png]ContactUs P:





Figure2:-

Click on new item. Type appropriate data as needed and click Save to create a new item
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Figure3:- Add/ Modify items in this list.
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· Give proper data in Business Services column.
· Save the data.
· Contact Us DOAS web part:-
[image: image233.png]CONTACT DOAS
Georgia Department of
Administrative Services

Address.
200 Predmont Avenue, S.E.
Sute 1810, West Tower
Atianta, Georgia 30334-9010

Prone
4046555514

Fax
4046519595




· To make changes to above web part in contact us page, go to Authoring site -> Site contents -> Select “ContactUS DOAS” list.
· To make changes to the mentioned web part. Add/Modify contents in the list.
Figure1:-
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Figure: Click new item. Type appropriate data as needed and click Save to create a new item
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Figure2:-
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Figure3:- Add/Modify items in this list.
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· Contact Us Accordion web part:-
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· To make changes in above web part in contac us page, fo to Authoring site -> Site contents -> DOAS ContactUs content

· Add/Modify data to ContactUs content list

Figure1:-
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Figure: - Click new item. Type appropriate data as needed and click Save to create a new item
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Figure2:-
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· Figure3 :- Add/ modify items in this list.
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2.6.3 Output

The following image shows the output of contact us page in publishing site.
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2.7 User Function – FAQ page

2.7.1 When to perform

When the user needs to change the contents in FAQ page (in publishing site), the following steps must be followed in Authoring site..
2.7.2 Steps to be followed

This faq page will be available for all the Category pages. Consider Risk management FAQ for instance.

Figure1:-
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Figure2:-
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· To make changes in above web part, go to Authoring site -> In “Learn About DOAS” drop down, select “Risk Management”.  You will be re-directed to Risk Management sub site. Refer below images :-

Figure1:- Authoring site
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· In Risk Management sub site. Select “Create Frequently Asked Questions” -> The User will be re-directed to DOAS FAQ list.
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· Click on new item. Type appropriate data as needed and click Save to create a new item
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       Figure2:-
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Figure3:- Add /modify items items to this list
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· Contact web part:-
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· To make changes in above web part, go to Authoring site -> In “Learn About DOAS” drop down, select “Risk Management”.  You will be re-directed to Risk Management sub site.
· In Risk Management sub site click Create contacts. The User will be re-directed to DOAS Contact list.
[image: image252.png]Create Accordion Links

Create items for the Risk Management Page, that describe your products.
When your product catalog site is crawled, the created articles will automatically display in the Home Page

Create Contacts|

Create items for the Risk Management Page, through which the users can reach you for queries about your products.
When your product catalog site is crawled, the created items will automatically display in the Home Page.

Create Frequently Asked Questions

Create items for the Risk Management Page, which are frequently asked questions about your products.
When your product catalog site is crawled, the created items will automatically display in the Home Page.




Figure2: -Click on new item. Type appropriate data as needed and click Save to create a new item
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· Add/ Modify contents of this list to make changes in the web part.
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· Steps to add/ modify the data are discussed in above sections.

2.7.3 Output

   The image shows the output of Risk Management (FAQ) in publishing site.
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2.8 User Function – Our Community
2.8.1 When to perform

·  When user needs to modify the contents in Our community page in publishing site, the following steps must be followed.  Note: -DOAS Community List in Authoring site is used to store the feeds from social networking sites like Facebook and Twitter.  This list is periodically updated by the timer job "DOAS Community Data Collection timer Job".
2.8.2 Steps to be followed

· Go to Authoring site -> Site contents-> DOAS Community Credentials list

· Add/Modify data

Figure1:-
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Figure: -Click on new item . Type appropriate data as needed and click Save to create a new item
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Figure2:-
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Figure3:- Add/Modify items in this list.
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2.8.3 Output

The image shows the output of community page in publishing site.
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2.9 User function - Site map

2.9.1 When to perform 

When the user needs to modify the contents in Site Map in publishing site, the following steps must be performed in publishing site.
2.9.2 Steps to be performed
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· To make changes in the above web part, go to Publishing site -> Site settings-> Term Store Management.

· For instance, consider Risk Management in site map.

· In Taxonomy term store, select  Site collection -> public navigation -> DOAS -> Business Services-> Risk Management.
· Select Custom Properties in Top Ribbon.
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· In Shared Properties, click Add
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· Set a property Division and its value must be True. Refer below image:-
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· This property will retrieve all the sub terms in to the site map.
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Site Map Bottom part:-
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· For instance, consider “Contact Us”.

· Go to Publishing site -> Site settings-> Term store management.

· In Taxonomy term store, select Contact US.
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· Select Custom Properties -> In Share properties, add a property Division and set its value as False. Refer below image:-
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· Site map contact us web part :-
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· To make changes in above web part, go to Authoring site -> Site contents -> Select Conact DOAS list.

· Add/modify data to this list to make changes in this web part in publishing site.
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Click on new item. Type appropriate data as needed and click Save to create a new item
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Figure : -
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Figure: -Add/ Modify items in this lists.
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2.9.3 Output

                The image shows the output of site map in publishing site.
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2.10 Glossary 

Category1:  - Category1 pages are the main level pages in Business Services Area in home page.  The current Category1 pages are as follows 

· Risk Management

· Human Resource Administration

· Fleet Management

· State Purchasing

· Surplus Property

      Category2: - Category 2 Pages are sub-level pages of category1 pages.

      Category3: - Category 3 pages are sub-level pages of category2 pages.
The metadata for these categories will be created at Admin site. 
· Go to Admin site -> Site settings -> Term store Management 
· Under Managed metadata service ->DOAS Divisions -> DOAS -> Business Services.
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· Consider Risk Management for category1 
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· Insurance Services for Category2 under Risk Management
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· Consider Auto Insurance for Category3 which is under Insurance Services (category2).
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· Similarly the metadata for all the Category1 , category2 and category3 pages will be available in Term store manager.
3.0 Site Permissions 

3.0.1 Roles

The Content Management System will support the following roles to manage the website:

· Site Admin: A user with complete power within the system with access to all databases, editing capabilities and user administration.

· Site Manager: A user with the ability to:  edit, manage and publish content; manage site format and enforce style guidelines; add menus; and add and edit Meta tags.

· Content Manager: A users with access to their respective Division’s static and dynamic content.

· Content Contributor: A user with access only to post News/Announcements and Events for their respective Division’s.

3.0.2 Permissions

The following permissions will be assigned to each role to manage the website:

	Permission
	Content Contributor
	Content Manager
	Site Manager
	Site 

Admin

	· Create News, Events, and Announcements for Division
	X
	X
	X
	X

	· Attach documents to News, Events, and Announcements for Division
	X
	X
	X
	X

	· Approve News, Events, and Announcements for Division
	
	X
	X
	X

	· Publish Updates to News, Events, and Announcements for Division
	
	
	X
	X

	· Update and Edit Division Landing Page, Sub Page Level 1 and Level 2
	
	X
	X
	X

	· Attach documents to Division Landing Page, Sub Page Level 1 and Level 2
	
	X
	X
	X

	· Approve Updates and Edits to Division Landing Page, Sub Page Level 1 and Level 2
	
	
	X
	X

	· Publish Updates and Edits to Division Landing Page Sub Page Level 1 and Level 2
	
	
	X
	X

	· Update and Edit Division Contact Pages, FAQ’s and Documents
	
	X
	X
	X

	· Approve Updates and Edits to Division Contact Pages, FAQ’s and Documents
	
	
	X
	X

	· Publish Updates and Edits to Division Contact Pages, FAQ’s and Documents
	
	
	X
	X

	· Create News, Events, and Announcements for Home Page
	
	
	X
	X

	· Attach documents to News, Events for home page.
	
	
	X
	X

	· Update, edit and publish changes to site wide pages (Contact, Community, Documents, FAQ’s, etc.)
	
	
	X
	X

	· Update, edit and publish changes to site templates. 
	
	
	X
	X

	· Assign priorities to site search result and help topic search results.
	
	
	X
	X

	· Administer users, permissions and site security
	
	
	
	X

	· Perform Technical Administration
	
	
	
	X


3.0.3 Workflows

The Content Management System will provide a standard process for managing program area content from division to division that enables content contributors and managers to run the day to day business of keeping their content current and adding timely updates, while at the same time ensuring Site manager have the ability to review for style and standards. 

· As part of the Workflow process, users will be able to select a user from a list to send a notification based on an event that triggers a workflow. 

· The system will have the ability to support the following workflow: Updating News, Events, and Announcements for a Division.
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· The system will have the ability to support the following workflow: Updating Division Landing Pages and Sub Pages Levels 1&2 ie. Category1 , category and category3 pages.
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3.1 Change Log

	Version Number
	Changes made

	V1.0
	Initial Version
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