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10 April 2003   Version 1.0 

Naval Reserve Web Site
Content Management System User Guide

Help Desk

1. Working Hours: ……………………………………..504-678-1911 


2. Working Hours DSN…………………...…………………678-1911


3. After-hours: ………………...………………………..504-858-4841


4. Toll free: …………………………………………...…866-830-6466


5. Email:…………….……………………... nrkohelp@cnrf.navy.mil



Naval Reserve CMS Support

	LCDR Drake  
Office: 504-678-6090
Email: draked@cnrf.navy.mil
	ITCS Milligan  
Office: 504-678-1199
Email: milligaa@cnrf.navy.mil

	Steve Blaisure 
Office: 504-678-8359
Email: blaisure@cnrf.navy.mil
	


Useful Links

Naval Reserve Web Site http://Reserves.navy.mil

Microsoft Content Manager Server  http://Microsoft.com/cmserver 

Web Working Group  https://nrko/reserves.navy.mil/webwg
Microsoft Sharepoint Site, Demos  http://Microsoft.com/sharepoint.htm
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Naval Reserve Content Management System: Overview

CMS Description

The Naval Reserve Content Management System (CMS) provides a new, easy to use method to quickly create, edit, and update Naval Reserve web pages.

The advantages of CMS include:

· Public and Private web pages

· Standard look & feel

· Ease of navigation

· Only basic word processing skills needed to author

· No advanced web publishing skills required

· Enhanced search capabilities

· “Go Live” & “Expiration” dates 

· Local content ownership

· For Official Use Only (FOUO) allowed on private side

Timeline

· Mid March CMS Phase 1:Go Live 

· April 30th  2003 SPAWAR Pensacola pages terminated

· Summer 03: CMS Phase 2: Microsoft .NET added

· FY04: CMS Phase 3: CMS Servers move to New Orleans from SPAWAR Charleston
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CMS Roles
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Naval Reserve Content Management System:  Content Guidelines
Do

The Naval Reserve Content Management System (CMS) allows an author to add a wide variety of content to Naval Reserve web pages.


1. Ensure that content puts the Naval Reserve in a positive light.


2. Get all Public Site content approved by the Echelon IV PAO.


3. Remember “Private Site” information can be viewed by the Entire Naval Reserve Force!

4. Have permission to use any copyrighted material (news articles, published photographs, etc.)


5. For Official Use Only (FOUO) information can be published on your PRIVATE SITE.

6. [image: image22.jpg]Access to this Naval Reserve web site is available only to authorized
members of the U.S. Naval Forces. In order to access these sections,
your identity must first be confirmed. Al fields below are required.

Last Name:

Date Of Birth (yyyymmdd):

Clear Login

Author/Editor Login



Verify links still work. Remember Naval Reserve web sites hosted by SPAWAR Pensacola will be deactivated 30 April 2003.


7. Check Spelling. Use MS Word to create content.


8. Check Grammar. Use MS Word to create content. 


9. If you do not have content for a page, leave the page blank.

Don’t

There are certain things that should not be done when putting content into the Naval Reserve Content Management System (CMS).


1. NEVER PUBLISH CLASSIFIED INFORMATION.


2. NEVER PUBLISH Social Security Numbers.


3. Do not publish FOUO information on the Public Site.

4. If in doubt if information should be published on the web, do not publish.


5. Do not violate a member’s privacy when publishing photos, medical, or PRT information.


6. If a higher level of the organization owns the content, suggest (via the Web Working Group) it be published as global content.


7. If the content is owned by other military organizations, do not reproduce the content. Link To The Content.

8. Do not use copyrighted material without written permission of the copyright owner.

9. Do not embarrass yourself, your boss, your organization, or the Naval Reserve Force.


10. Do not try and remove Global Content or change Navigation Channels.


11. DNUTOCAOA:     (Do not use technical or confusing acronyms or abbreviations).

Naval Reserve Content Management System :  Author
New Page Creation

The Naval Reserve Content Management System (CMS) allows an author to create Naval Reserve web pages.

1. Contact your organizational unit administrator to request an account as a content author.

2. Launch your web browser (must support 128 bit encryption). 

3. Go to https://reserves.navy.mil/
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4. Click Log in (upper right hand corner). On the second page, login with your NRKO username and password where it says Author/Editor login.[image: image24.png]s Page GoTo
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5. After log in, you will be in the “Live Mode” on the “Public Site”.
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If you wish to create on the private site (secure), click “Private Site” (upper menu). 
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7. Note: You must be in Live Mode to switch between public and private.

8. Navigate to your unit’s web page using the search tool, find command or the command menu.

9. Bookmark (create favorite of) your page in your browser.

10. Click SWITCH TO EDIT MODE (upper right).
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11. Click on the Tools Menu (upper right).

12. Select Create New Page.

13. Select a Template from the Common Template Gallery by clicking the Select (finger) icon.

14. Add content by typing text, cutting and pasting content, or dragging and dropping files.

15. Click on the Tools menu.

16. Click Save And Exit.
17. Fill in Name (required) and Display Name (optional).

18. Under Tools, Preview the site if you wish.

19. Under Tools, click Submit. If you are an Editor, click Approve.
20. CMS generates an email to inform the Editor of your page that a new page requires review and possible approval to publish.

21. Log Off.



Editing Existing Pages

The Naval Reserve Content Management System (CMS) allows an author (without Editor rights) to only update web pages he or she created. To replace an existing page, create a new page and save it with the name DEFAULT.

1. Contact your organizational unit administrator to request an account as a content author.

2. Launch your web browser (must support 128 bit encryption). 

Go to https://reserves.navy.mil/
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3. Click Log in (upper right hand corner). On the second page, login with your NRKO username and password where it says Author/Editor login.
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4. After log in, you will be in the “Live Mode” on the “Public Side”.

5. If you wish to create on the private site (secure), click “Private Side” (upper menu). 
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Note: You must be in Live Mode to switch between public and private.

6. Navigate to your unit’s web page using the search tool or the Find a Command menu.

7. Bookmark (create favorite of) your page in your browser.


8. Click on the Tools Menu (upper right).





9. Select Edit.

10. Change content by typing text, cutting and 
pasting content, or dragging and dropping files.


11. Click on the Tools menu.





12. Click Save And Exit.





13. Under Tools, Preview the site if you wish.






14. Under Tools, click Submit. 
If you are an Editor, click Approve.

15. CMS generates an email to inform the Editor of your 
page that a revised page requires review and possible 
approval to publish.

16. Log Off.

Naval Reserve Content Management System: Editor
Web Page Approval

The Naval Reserve Content Management System (CMS) allows an Editor to approve web content on Naval Reserve web pages submitted by an author. 

The steps involved in your approving web page content using CMS include:


1. The organizational unit administrator assigns you Editor rights. 

a. Note: One or more individuals may have rights to edit your organization’s web site.

b. Note: The same individual may be Author, Editor, and/or Administrator. 

c. Note: The Echelon IV PAO is the Final Approval for all Public Sites.

2. You, as Editor will receive an email announcing that there are one or more web pages requiring your attention.

3. Launch your web browser (must support 128 bit encryption). 

4. Go to https://reserves.navy.mil/
5. Click Log in (upper right hand corner). On the second page, login with your NRKO username and password where it says Author/Editor login.














6. Click on Edit Mode (upper right)


7. Click on the Tools menu (upper right).







8. Open the Approval Assistant.
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9. Choose the page to Preview (magnifying glass icon) [image: image9.png]


  or click the Go to Page [image: image10.png]Go To
B



 icon (double arrows).




10. If the page is approved, place a check in the checkbox in the Approval Assistant in front of the page, and click Approve.


11. If the page is not approved, check the checkbox in the Approval Assistant in front of the page, and click Decline. In this version of CMS, you will need to inform the author (outside of CMS) why the page was disapproved. Notification of the reason(s) for disapproval may be built into the disapproval process in later versions of CMS.




12. If you (the Editor) wish to make changes yourself, click the Go To Page (to the right of the file name within the Approval Assistant). Make edits, save & exit, submit and approve.



13. Reminder: The Echelon IV PAO is the Final Approval for all Public Sites.

14. Log Off.

Naval Reserve Content Management System: Graphics

Web Page Graphics

The Naval Reserve Content Management System (CMS) allows an Author and/or an Editor to place a web image (or images) on Naval Reserve web page that they have rights to. CMS supports three standard image formats, GIF, JPG or PNG. Images should be optimized for web display to reduce file size and speed loading. If you are unsure how to do this, contact the NRKO helpdesk. The steps involved in your inserting images into your web pages using CMS include:


1) You request an account as an Author and/or an Editor (see New Accounts handout)

2) Your organizational unit administrator assigns you Author / Editor rights. 

d. Note: One or more individuals may have rights to edit your organization’s web site.

e. Note: The same individual may be Author, Editor, and/or Administrator. 

f.  Note: The Echelon IV PAO is the Final Approval for all Public Sites.

3) Launch your web browser (must support 128 bit encryption). 

4) Go to https://reserves.navy.mil/ 

5) Click Login (in the upper right hand corner of the screen).

6) Click Author/Editor Login on the next page (DO NOT login with your SSN, Last Name, DOB).

7) Log in with your NRKO username and password.

8) You will need to navigate to your organization’s web pages. The SEARCH tool is the fastest method.

9) Click on SWITCH TO EDIT MODE   (upper right)

10) Click on the TOOLS MENU (upper right).



11) Open the Resource Manager  (upper right). 





12) A new window opens. 
Select the Resource Gallery you want. Note: There will often be more than one page of Galleries. Later versions of CMS may allow images to be sorted into Command folders.





13) If the image you wish to use is on your local computer, click on Add New . 
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14) If the image you wish to use is already in a Resource Gallery, skip to step 19.

15) Locate the Local Resource on your computer using the Browse… button.

16) Assign a Display Name and provide a Description of the image

17) Be careful not to use the same name as an existing image!!!!
18) Click the OK button to upload the image. 

19) Close the Resource Manager.


20) To add an image to an existing page, go to TOOLS MENU, EDIT. 
21) Note: If the existing Template does not have a placeholder that supports images, a new page will need to be created replacing the existing page.

22) To create a new page with images, go to TOOLS MENU, Create New Page
23) Select a Template from the Common Gallery that supports images.

24) Click the Insert Image button on the CMS toolbar (next to the font size window)
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25) Choose Insert Shared Image from 
Resource Gallery.











26) Select the Gallery






















27) Select the image you wish to use. 

28) Assign a URL link to the image if desired.

29) Assign Alternative Text to the image (required), click Insert.
30) The placeholder will expand to fit the image.

31) Go to the TOOLS MENU, click Save & Exit, Submit and Approve (if you have editor rights).

32) Reminder: The Echelon IV PAO is the Final Approval for all Public Sites.

33) Log Off.

Naval Reserve Content Management System: New Accounts

Requesting an Account as Author and/or Editor

New accounts are automatically created based on input you provide. This process is faster than manually creating accounts and is the preferred method for the volume of users that will be created and managed. You begin the process by logging in (with your SSN, last name, and date of birth) at https://reserves.navy.mil.  Next, click the link labeled Author/Editor Account Request.   The link is at the extreme lower right of the page. Finally, fill out the web-based form. A screen shot of that form appears below: You will need to “drill down” in the ORGANIZATION field until you are at the correct organization. For example, someone requesting an account at NMCRC Providence would need to click Forces Command, then REDCOMS, then REDCOM Northeast, and finally NMCRC Providence.


Account Request Submission

Once the form is submitted, several things happen in the background before you will get a “success” or “failure” confirmation.

First, the username you have requested is checked against the current list of users in the Naval Reserve’s Active Directory to ensure the username doesn’t currently exist. If the username you request is already in Active Directory, you will be told this and given a choice between choosing another username or contacting your administrator if you know this to be your username and you would like to reset your account (i.e., you forgot your password). You cannot “reset” your password by creating a new account.

After verifying the uniqueness of the username, the account is then created and attributes are set, (user’s name, address etc. based on what you submitted with the form) and your password is set. Please remember your password!

You will be added to the appropriate Organizational Unit within Active Directory based on your “unit” choice. This new account is created as disabled and will need to be enabled by your Organizational Unit Administrator.

Once your new account is created, e-mail is sent to you confirming your account request and another e-mail is sent to the Organizational Unit Administrator notifying them that a new account application is awaiting approval. You will be given a message on the screen letting you know the process is completed and that you will need to wait for further information from your Organizational Unit Administrator.

Naval Reserve Content Management System: Administrator
Account Administration

New accounts are automatically created based on input from the person requesting an account. This new account is created as disabled and will need to be enabled by the Organizational Unit Administrator. Once the new account is created, e-mail is sent to the user confirming his/her account request and another e-mail is sent to the Organizational Unit Administrator notifying them that a new account application is awaiting approval. The user is given a message on the screen letting them know the process is completed and that they’ll need to wait for further information from their Administrator.
An Organizational Unit Administrator at each Naval Reserve organization administers user accounts. Each organization has one (or more) Administrator(s) that can manage Author / Editor accounts within their organization only.

When an Administrator receives e-mail that there is an account pending approval in their organization, they can manage that account via a web based account management tool. A screen shot of that tool is shown to the left. Administrators must first login in at https://reserves.navy.mil, (with SSN, last name & DOB) and then click Author/Editor Account Admin at the extreme lower right hand corner of the page. The Administrator then logs in with his/her NRKO username and password.


In the screen shot to the right, the Admin for NMRC Erie can see two pending accounts in the NMRC Erie Organizational Unit. To administer a user, the Admin can click on that user.

Here you can see where the Admin can review/edit information about the user. At the top bar you can also see the “Reset Password” and “Enable Account” options available.

Changes made to the account would generate e-mails to the user and Administrator confirming the changes.

Organization Unit Administrator


Creates Author & Editor Accounts.





Editor


Edits & Approves local PRIVATE SITE content. Forwards PUBLIC SITE content to Echelon IV.





Authors


Creates new pages, modifies content on pages they created.





Echelon IV PAO provides FINAL APPROVAL to all PUBLIC SITE content. 





Drill Down to get to the correct organization
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