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Introduction & Contact Information
Welcome to the West Healthcare Televox web team! Over the next few months you will learn many things, ranging from Televox’s unique culture to the vast array of products and services we provide to our clients. As a Web Developer or Associate Web Developer, your foremost responsibility will be to transform our unique and innovative designs into a fully responsive, functional and modern website. This document will provide you with the tools, references, techniques and other information needed to fulfill your duties as a WebPlus Developer.
Current WebPlus Developers:
John Mathers – 251-554-6845
Laura Florey – 251-510-4268
Elizabeth Zolnoski – 251-458-8188
Naquita Hunter – 251- 656-8692	
Chase Harrison – 205-382-5374
Complete Web Team Names, Hours and Phone Numbers
[image: ]
(Control + left click image to see full spreadsheet)
Also located: \\storage1\Web Services 2\WebDeveloper\Presence Platform\WebPlus_TeamContactInfo.xlsx


Kronos & Timecard
(This section is coming soon)

Printer Mapping
I. Steps to Install Printers
a. Open the Windows run prompt by pressing windows key + r
b. [image: ]In the text box type in \\mbl02cprnt01

c. Double click one of the printers selected below and follow the installation steps.
[image: ]
d. Repeat these steps for each printer.


[bookmark: _Network_Drive_Mapping]Network Drive Mapping
I. Mapping the O drive
a. Open the Windows run prompt by pressing windows key + r
b. [image: ]In the text box type \\storage1

c. Right click the Art folder and left click map network drive
d. Select O: from the Drive drop down list & click finish
e. Mapping the P drive
f. Repeat the first two steps above
g. Right click the Web Services 2 folder and left click map network drive
h. Select P: from the Drive drop down list & click finish
(If you receive any permission errors while trying to map these drives you will need to create a SDR )
http://servicedesk.west.com/
SDR Locations (Either will work)
Enterprise.Security/Logins/UserAccess.Active Directory
Enterprise.Hardware.Move/Upgrade/Change.Server.Windows




Standard Web Packages
Currently Televox offers two web packages.
Starter Package
The WebPlus starter package is labeled as Website Design – Starter in CRM. These sites are templated designs where the client can choose 5 colors (primary, secondary, and 3 accent colors).  We do not provide custom HTML or CSS for this package with the exception of custom content pages such as staff pages and contact us pages. Starter packages are allotted 15 custom content pages. 
Essential Package
The WebPlus essential packages is labeled as Website Design – Essential in CRM. These sites have completely custom designs and it’s the developer’s responsibility to write the custom HTML and CSS to match the design. These sites are allotted an unlimited amount of custom content pages.
Legacy Web Packages
Televox has recently added sunset plans for our old web packages to the future road map. Our legacy sites can be categorized as follows:
1. Static HTML
2. Classic ASP
3. Full Flash
4. Dot Net Nuke
5. iApps




Dreamweaver Information & Setup
FTP Server Setup
WebPlus Developers are provided with the full Adobe Creative Suite 2 software package. The recommended software for HTML, CSS, Javascript, and FTP uploads is Dreamweaver. We have exported all of our servers FTP information into .ste files located on the p drive.
(P:\WebDeveloper\Presence Platform\Developer Training\FTP Servers)
Importing STE Files
1. Copy the FTP Servers folder to your desktop
2. Open Dreamweaver
3. Click the Window option on the top bar & ensure that Files is checked
a. [image: ]
4. Find the Files window on your Dreamweaver workspace and left click it
5. Next, Click the server drop down list
a. [image: ]
b. Scroll down to the very bottom and click manage sites
c. On the manage sites window click import site
i. Navigate to your FTP Servers folder and select all the files & click OK
(Additional Instructions go Here)
Importing Team Snippets
Before beginning be sure your Dreamweaver is up to date and not running. 
1. Press windows key + r, type in P:\WebDeveloper\Presence Platform\Developer Training\Presence_DW_Snippets ; keep this window open
2. On your local machine navigate to: C:\Users\<username>\AppData\Roaming\Adobe\Dreamweaver CC 2017\en_US\Configuration\Snippets
a. [image: ]
3. Create a backup of your current snippets.
a. Copy your local snippets folder to your desktop and rename it Snippets Backup.
b. [image: ]
4. Delete all the contents of your snippets folder
5. Copy the contents of Presence_DW_Snippets into your Adobe Snippets folder. 
6. Open Dreamweaver and you should now see new snippets on the right hand side. If you’d like to keep some of your old snippets simply exit Dreamweaver and copy the desired snippet files from your backup into the Adobe snippets directory.



Blueprints
After a web package is sold by our sales team the account is assigned to an Onboarder. Next, an Onboarder and Designer are assigned to the account. During the design process the Onboarder works with the Copywriters to prepare a blueprint that Developers use to build the website. The blueprint contains all the prevalent information needed for development. 
The first page of a blue print generally contains generic identifying data of the client account:
1. Onboarder and Designer names
2. Client practice addresses and contact information
3. Webpackage ( Starter or Essential )
4. Starter Package Information
a. Layout
b. Font
c. Hex Colors
[image: ]
The second page of the blueprint generally will contain an O-drive address to the clients logo, misc information for the copywriting team, TLink URL, Screenshot links, and Doctor Review’s Embed Code. 
Blueprint Site Navigation Structure
The third page of the blueprint is usually where site navigation information begins. This data is in a 3 column table layout. The first column contains numbers, if a row has a value in this field it indicates a main menu item. For example, Home, Office Info, and Patient Info should all have numbers in the first columns indicating that they are parent menu items.  
The first ~30 rows in this table contain the data used to create callout buttons, feature boxes, and the utility navigation / published links menu. 
[image: ]
Pages, Menu Structure & Content
As stated earlier all rows with a number in the first column are main menu items. The following rows beneath these are child pages. The second column contains the page name. The third column contains information regarding what content goes on these pages. The content can be standard, dear doctor, or custom; additional instructions are sometimes included in this column as well. *Note* there are also notes and instructions for the copywriting team in this portion of the blueprint. Anything that reads “Please Write” is a note for the CW.
Standard Content
Standard content is content pulled straight from our Global Content Library. This requires very little work by the developer, simply follow the Presence process for importing standard content.
[image: ]
Dear Doctor Content
[image: ]
Custom Content
All custom content pages have an associated word document in the content folder. Here is an example of a custom page:
[image: ]
Additional Information
The bottom rows of the blueprint contain miscellaneous information.
· URLs & Information for pages that are not in the site’s menu
· URLs & Information to external sites that the client’s website has links to
[image: ]


P Drive Resources
[bookmark: _Mock_Logos_(Starter]Mock Logos (Starter Sites)
Sometimes you may receive a build where the client does not have a logo of their own. If this is the case the Televox Logo box will be checked on the blueprint. 
[image: ]
When this box is checked the developer is to use one of our Mock Starter Logos and modify it using the practice’s name. You can find the mock logos here:
(P:\WebDesigner\FastLaunch\_Moc-Logos)
Find the client’s practice type on the blueprint, and open the corresponding folder.
[image: ]
It is up to the developer to decide on which mock logo to use if it is not specified on the blueprint. In this example we will be using the BracesForAll.psd logo. Start by opening the logo in photoshop. Most of these logos have a vertical layout option and a horizontal layout option; choose which layout best fits the starter template or essential design.
[image: ]
Next, we need to customize the logo’s colors and text to match our site. For this example our clinic name will be Mary’s Orthodontics, and we will pretend that this practice’s site has a green color scheme. Using your best judgement and creative skills, modify the logo to match the website. 
[image: ]
Above you can see I made a few color changes to the Braces for All logo and changed the colors. For this particular practice the second line that said “Orthodontics” was not needed because the practice name already contained the practice type.
Organizational Logos
Many clients requests third party logos and links on their site. The most common of these are organizations such as ADA, AAO, ABO, Care Credit, Invisalign, Damon etc. We keep a library of these requested logos on the P Drive. (P:\Logos). There are a lot of logos in this folder, if you need assistance in finding a specific one reach out to a co-worker. Example:
[image: ]


Finding & Navigating Custom Design PSDs
In addition to the site blueprint, the design PSD will be one of your many tools used to construct an Essentials web package. 
Locating Design PSD
The PSDs for all custom designs are stored on the O: drive. 
· Navigate to the O drive and find the folder labeled with the letter that the site’s domain begins with. 
· Within the letter folder find the correct domain name and double click.
· You should now see numerous folders. We are looking for a folder containing the word Presence, open this folder.
· The next folder we’re looking for is named Design, open this folder.
· The Design folder should contain two sub folders.
· The first will be a folder named a number. This folder contains the screenshot source files and the number corresponds with the client approved design iteration. These files may become useful during development.
· The Next folder should be named source this folder should contain the design PSD.
· *Note* sometimes the PSD will be located in the design folder and not within a source folder.
Summary to locate PSD
O Drive > Letter of Domain > Domain Folder > Presence Folder > Design Folder > Source Folder
Navigation Efficiency Tip
Most of the time one finds it easiest to navigate the O: drive using the run command. Simply press windows key + r and begin typing your folder structure. For example, lets pretend we are looking for the design folder for eppsorthodontics.com.
In the run box type O:\e\epps , you should notice that the auto complete is extremely useful and will assist you in navigating the O drive.
PSD Folders and Layers
[image: ]
Most PSDs will follow a structure similar to the layout above. Some designs will have 2 main parent folders named Home and Interior showing / hiding one of these parent folders will toggle the PSD between the homepage and interior designs. 
PSD Tips
· Be sure to enable to following windows: (Check corresponding line under Window menu)
· History
· Info
· Layers
· Properties
· Options
· Tools
· While using the Move Tool (V) you can hold down alt and left click a design element to select a particular layer or group. There is a setting in the top left that controls individual layer selection and group selections.
[image: ]
· In 2016 Televox Designers buckled down and concentrated on shifting design screenshots to be more realistic, interactive, and coded. 
· In result the time spent in Design PSDs by Developers was greatly reduced. For half of essential designs a Developer may not need to open the blueprint because all required images were correctly cropped, sized, and positioned on the screenshot. 
· Text Shadows, Box Shadows, Glows, Gradients, and Borders can accurately be converted into pure CSS by using http://www.CSSmatic.com/.  View the layer styles in the PSD and input the values into the CSSmatic tool to save time.



Guide to CRM
Dashboard Setup & Overview
Use the drop down to select the WebPlus Developer Dashboard. This will automatically pull up your personal dashboard. 
[image: webplus-developer]
[image: ]
Set this as your default Dashboard by clicking the Set as Default button in the Top Ribbon. Now each time you access CRM, it will pull up your personal Dashboard. 



This is your dashboard
[image: ]
The top of the screen features a ribbon.  The buttons here will change depending on which screen you are on and what task you are preforming.  It works similarly to other Microsoft products, such as Word, Excel or Outlook.
The top box on your dashboard shows items that are assigned to you.  These are the things you are responsible for completing.
Fields & Descriptions
You will see the following headings (each of which you can sort your list by):
	Fields
	Description

	Name
	Name of the work that needs to be done (develop site, backup current website, production change etc.) (this will link to the work-item screen)

	Case
	Name of the Account/Client  (this will link to the case screen)

	Status Reason
	Status of the work item (explanation of statuses below)

	Due Date
	Date work is due

	Website
	URL of the site (main domain)

	Account Product
	Reference Number

	Owner(case)
	Account Manager for this client

	Status Date
	Date the item was changed.

	Priority
	Whether the work is high priority (will be used for sites that are supposed to count for that months numbers)



The bottom box is the Web Dev Queue. The only work item type that should show up there is Site Backups although they are rare nowadays

CRM Terminology
Status Reason = the state an item is in.  
	Status
	Description

	Open
	Nothing has been done yet.

	Ready for Work
	All information has been enter and work is ready to be done, but no-one is actively working on it.

	In Progress
	Someone is assigned an item and is actively working on it.

	QA Ready
	Item is ready to be proofed.

	Changes Needed
	Item needs changes.

	Customer Review
	Item has been proofed and is ready for customer to review

	Complete
	Item has been completed and is no longer active.

	
	





Case =  Account or Client.  If you click on the Case name, you will be taken to a screen that shows the general information for that account such as type (Starter vs. Essential), Contact, Owner, etc).
[image: ]

Work Item = something that needs to be done. A task.  This can range for something as large as “develop site” to something small like “Add a photo to a page”.   Also, work items can have sub-work items.  Meaning, under “develop site” there may be work items (such as change requests or QA Issues). You can click on the name of a work item to see more info about it, and to see if it has sub item or notes.


Assigning & Updating Work Items
To assign an item from the dev queue to your list, simple click on the name of the item to open it (remember you want to open the work item, not the case/account, so don’t click on the Case/Account name), and then click the “assign” button in the ribbon.
[image: ]
In the Confirm Assignment Window, Select “Assign to me” and then click ok.
[image: ]
Note: Leave the status reason as “Ready for work” until you are actively working on a build.  Once you start working on a build, set the status reason to “In Progress”.
When you have finished building the website and completed everything on the developer checklist, change the main “develop site” work item status reason to “QA Ready” and “Save & Close” it.  It will then automatically be assigned to the Copywriters for proofing.
CRM Copywriting Process
If CW finds issues, the “develop site” work item will appear back on your list with a status reason of “Changes Needed”. 
Open the “develop site” work item from your list by clicking on its name in the grid and scroll down to “Work Items” section.  Each item should be marked either “completed” if no issues were found or “Changes Needed”.
If issues are found Copywriters will create a “QA Issue” or “Change Request” work item. Open each item marked “Changes Needed” by clicking its name in the grid.
*Note* Some Change Requests and QA Issues could be assigned to an Onboarder, if you run across these message the corresponding OB and inform them of the work item. 
[image: ]
Set the “QA Issue” or “Change Request” status to “QA ready” after you’ve fixed the issues. In some cases additional notes may be needed by the Developer. If you run across a QA Issue that raises any questions, ask a co-worker for instructions on what comments to add. Always keep in mind neither Developers nor Copywriters are perfect, you will run across QA Issues that are not needed.
Next, Click “Save & Close” in the top ribbon.  
Once all sub-work items are marked “QA ready” you can then mark the main, “develop site” item as “QA ready” and click “Save & Close” in the top ribbon to send it back to CW to proof again.


Commenting / CRM Notes
What Information Should Be in A Develop Site Work Item
· Onboarder’s Initials + Date of Creation
· Provisioned Site URL
· Approved Screenshot Links (If it’s an essentials)
· Client Username
· Client Account Password
· Optional: Link to copywrite folder on “O” drive
[image: ]
What to Do if Something is Missing
· Create a QA issue as a sub-work item under the Develop Site work item
· [image: onboarder-qa-issue]

· Task type should be “QA Issue”, status reason should be set to “Rework”. Assign the work item to the case’s Onboarder (Owner). Type a description of the information you are missing and then hit “Save & Close”. You may also want to email the Onboarder and let them know they have a “Rework” in their name. 
· You can also get the link to the develop site in the header of the work item by clicking the “Copy a Link” button. Providing this link will help the onboarder, as well.  *Note* Links copied from the URL bar in CRM do not work for other individuals.
[image: ]
Required Information for creating CRM Work Items
· The first thing listed should be the page title or where the change is located on the site. On the next line, you should put your initials, the date and list the change. Links to pages or the build link could also be included for ease of work.
· Whoever gets the WI next must always list their note(s) ABOVE the note that’s already there. The Description box is to read like a blog, with the most recent note “on top”. Example:
HOME PAGE
DEV 1/9/15 – ZIP added
CW 1/8/15 – Add the ZIP code.
DEV 1/5/15 – corrected
OB 1/2/15 – Change the office address.
[image: ]
[bookmark: _Flipping_CRM_Items]Flipping CRM Items
· You’ve finished developing the site, filled in the checklist and are ready to make a note and flip the develop site to QA. 
· When making notes in the develop site work item, make sure you include: Your initials & the current date, any notes the copywriter may need, the preview link, the screenshot links, and the user account info for the client account you created (which includes username, password and e-mail). Example below:

[image: ]
· Then set the work item status reason to “QA Ready” and hit “Save and Close”. 
[image: ]
[image: ]
· At this point the develop site work item will disappear from your list and go into a round robin to be automatically assigned to a copywriter who will QA the site.



Process Maps
Where to Find Them
· Web process map can be found here: 
· P:\WebDeveloper\Presence Platform\Developer Training\Web Process Maps.pdf
· https://wiki.west.com/display/TCO/Web+Process+Maps
Explanation
· Onboarder prepares blueprint and registers website
· Onboarder creates copywrite request and sets to ready for work
· Copywriter reviews input: Blueprint
· If all inputs are there they put copywrite request “In Progress” and begin work on it.
· If all inputs are NOT there, they make a note and set the copywrite request to “Rework” for the onboarder. 
· Onboarder will capture missing inputs and set work item back to ready for work. This cycle may repeat until all needed inputs are gathered.
· When CW has completed working on the copywrite request, they set the work item to Customer review.
· If satisfactory, Onboarder will then mark the copywrite request as complete.
· Onboarder sets Develop Site as ready for work
· Once copywrite request is completed, content entry work item is created
· When develop pulls a website to work on they also pull the corresponding content entry work item
· When developer begins working on content entry they put the work item as “In Progress”.
· When completed, they set to customer review then “Mark Complete”.
· Develop reviews all inputs. Before beginning work there should be:  Blueprint,  Design PSD, Text File, and Domain Name
· If all inputs are there we set the develop site to “In Progress” and begin work
· If all inputs are NOT there, we make a note for what is needed, set as “Rework” for the specific person.
· Once they provide needed inputs, develop puts work item as “In Progress” and begins work.
· Developer completes all necessary tasks including content entry. When complete, set the develop site work item to “QA Ready”
· If CW doesn’t find any issues they set the develop site work item to Customer Review.
· Then onboarder marks develop site complete and the website goes into the post development/10-day process. 
· If CW finds issues they create QA Issues and/or change request sub work items then sets the develop site as “Changes Needed” to the developer.
· Developer fixes issues from QA Issues and/or Change requests and sets work items back to QA Ready to be proofed again by CW.
· This process can repeat until all issues are resolved.
· When there are no more issues left, CW will set the develop site to Customer Review.
· Then the onboarder will set the develop site to complete and enter the post development/10-day phase. 


Starting a New Build
Starter Package
· Starter clients may not have their own logo, for instructions on creating and customizing our mock logos click here.
· You will also want to rename your theme and templates for starter packages, click here for renaming instructions.
· Starter sites are able to choose custom colors and we have created color replace templates for all three themes (Horizontal Center, Horizontal Left and Vertical) which can be found here:  P:\WebDeveloper\Presence Platform\Developer Training\Starter Build
· The colors that the client chose are listed in the website’s blueprint on the “O:” drive.
· You will want to do a find and replace using the hex codes provided in the blue print.
· Once you have found and replaced all the colors, put the code at the VERY bottom of the “Style Sheets” text box in the template, making sure not to erase any CSS/code that already exists. 
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Content Entry
· Content entry consists of: creating the menu architecture, marking up custom content and adding to pages, importing pages from the global content library, adding stock photos to custom content pages, adding items to the utility navigation, creating callouts and feature boxes, adding meta descriptions, creating slideshows and importing forms.
SSL Redirects
· We use SSL on all pages with forms on them to ensure that we’re sending information in a secure manner. 
· When a website visitor clicks on a form page they are redirected to a secure (https) version of the page.
Essentials Package
Starting CSS Code / Import Statement
· You can create your own or use the starting CSS and edit it accordingly. Can be found here:  P:\WebDeveloper\Presence Platform\Developer Training\Essentials Build\Starting-Essentials-Code.CSS
· Import statement:
· @import URL(/UserFiles/Servers/Server_XXXXXX/Templates/XXXXXX.CSS);
· Where to place the import statement: Administrate >> Manage Portal Themes >> Click any theme >> Click “Customize…” 
· Place the import statement in the “Style Sheets” text box.
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[bookmark: _Renaming_Themes_and]Renaming Themes and Template
· Themes and templates have generic names when the website is first created so you will want to change these to include the domain.
· Administrate >> Manage Portal Themes >> Click any theme
[image: ]
· Change the “Portal Theme Name” to include the domain and click “Update Theme”. 
· For example: MarysOrthodontics.com
· Home Theme Name => MarysOrthodontics-HomePage
· SubPage Theme Name => MarysOrthodontics-SubPage!!! CAUTION !!!
Make sure to check the breadcrumbs before submitting to make sure you have not somehow ended up in the “GLOBAL” area. Do this for both the homepage and subpage theme.


[image: ]
(Updating Theme Name Illustration)
· Once you’ve updated both theme names, click “Customize…” to get to the template where you also change the “Template Name” from the generic name to “Domain-Template”
[image: ]
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[bookmark: _Creating_a_“One]Creating a “One Column” Theme
· Administrate >> Manage Portal Themes
· Open your SubTheme and copy the theme code.
· Administrate >> Manage Portal Themes >> Add Portal Theme
· Paste your SubTheme code and remove this section:
<nav id="section-navigation">
<pageset style="custom" controls="true"/>
</nav>
[image: ]
· Click “Add Portal Theme”
· You will be taken back to the “Manage Portal Themes” area; from here click on the one column theme you just added.
· Change the Site Theme from **New Template** to the actual template of your website and click “Update Theme”
[image: ]

[image: ]
· If you fail to select the proper template, when you try to use the one column theme on a page it will default to the Televox theme which will not match the website. 
Words of Caution
As cautioned previously, please re-read the following section. If you are unclear about how easy it is to accidentally edit a global template please reach out to a co-worker. 
· DO NOT USE THE BREADCRUMB LINKS IN ADMINISTRATION AREA	
· When you are in the template area, if you click on “Manage Templates” you end up in an area that will affect ALL of our sites if you were to edit anything there so we advise that you instead click the “Administrate” link and navigate from there. 
[image: ]


Presence Skin Components
Template
· The template is a wireframe for the entire site. It is made up of the header, a place for the theme to populate, and the footer. The header and footer are hard coded and display exactly the same for every page of the site. The theme area is populated according to which theme has been selected for the current page.
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Theme 
· DO NOT PUT COMMENTS IN THE THEME. THIS WILL BREAK YOUR SITE.
· For example: <!-- This is a comment -->
· Each site typically has two themes: home and interior. The theme determines the general page structure, leaving an area for the page to populate once a page layout has been chosen. Static elements such as pagesets, separated heading areas, breadcrumbs, or share tools can be included so they will display identically on every page using that theme. 
Page Layout
· The page is made up of rows and columns filled with defined portlet areas. This is the wireframe for all of the editable content on each page. Defined portlet areas are designated by red outlines in design mode. Multiple portlets can be added to a single defined portlet area and styled with CSS to display horizontally or vertically. Drag and drop capabilities make adding, removing, and rearranging portlets within a defined portlet area easy. 
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Screenshot vs. Blueprint
· In the event that the screenshot and blueprint contradict each other, go with what is on the blueprint. For example, the screenshot shows a “Patient Login” button, but the blue print does not have a Patient Login listed. In that case, follow the blueprint and do not add a Patient Login. 



Server and Backend Settings
How to Rename a Site
To update the site domain name and server name, you need to make changes on http://root.televox.west.com and on the actual site.
[bookmark: _Part_I_–]Part I – Root Changes
1. Log into the root site (root.televox.west.com) using your Global Administrator account. 
2. From the admin toolbar, hover over the four circles and select System Administration. 
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3. Under the TeleVox Administration section Select Customer Site Library
[image: ]
4. In the search area, type in the name of your site or, you can type in a Partial name.*Note* You do not have to use a wildcard in this search. Example:  instead of typing in “123orthodontics”, you can just type in “123” and it will pull up all sites that have “123” in them. Click on the site you are going to rename.

[image: ]
5. 
Click the name of your server after it appears. This is where you change the name of the server.  For example, you could change it from 123orthodontics to 456orthodontics.  Once the name is changed, click update server.
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6. The next step is to click on the tab directly adjacent to the edit server tab titled “Server URLs”. 
a. To edit these URLs, click on the icon or the domain name itself. This will populate the URL Details section with the information from the selected URL. 
b. After the URL Details section populates, update the Server URL field to make a change.
[image: ]
All websites should have the http://domainname.televox.west.com domain checked as “Default” unless they have gone through our go live process and their domain has been pointed. 


Part II – Website Changes
1. Navigate to the website’s “Old URL” and login.Example Using the previous website:
 Instead of the new renamed URL “456orthodontics.televox.west.com” you should log into the old domain “123orthodontics.televox.west.com”.


2. From the admin toolbar, hover over the 4 circles and select System Administration. 
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3. Click “Site Management” underneath the “Site Publish” section.
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4. On the “Site Management” screen click your site’s domain under the “Active Sites” section.  
[image: ]


5. On the next screen edit the “Name” field to your new domain and click “Update Portal”
[image: ]
6. Next, click the “URLs” tab. This next screen “Manage Portal URLs” is the same interface that we used in Part I, simply click each of the domains on this screen and update them to the new URL.
Congratulations! The site rename is now complete.*Note*
** Please note that it may take up to 10 minutes for the caching to resolve.





Updating Server Side Footer Information
Footer Areas
[image: ]
There are 6 separate areas of the footer. 
1. Footer Navigation
This is the footer navigation area it will show a list of the top level menu items. Ex: Home, Office, Patient Info, Treatment.
2. Organization Name
This is the Organization / Site name which can be edited by following these steps:
1. From the top Administration ribbon hover over the 4 dots and click “Server Information”.
2. On the “Server Information” window edit the “Organization Name” and click “Update Information”. This will update area #2 in the footer.
[image: ]
3. [bookmark: _Location_Name]Location Name
This is the location name. An office can have an unlimited number of locations and one “Primary Location”. The “Primary Location” will always show up first in the footer. Each location has a corresponding “Location Name” that displays to the left of the address followed by a colon. Location names can be edited by following these steps:
1. From the top Administration ribbon hover over the 4 dots and click “Server Information”.
2. Click the “Locations” tab which is between the “Server” and “Social Media” tabs.
a. *Note* on the “Locations” window you can change the primary/default location by clicking the radio button located to the left of the location listing. 
3. On the “Locations” screen you will see a box displaying all listed locations. Clicking the “Notepad & Pencil” icon next to the location will open a pop-up where you can change location information.
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Editing the “Title” field will update the location name displayed in the footer. Keep this window open to edit any information seen in area #4. 
4. Addresses, Phone Numbers, E-mail and Hours
This information includes the address, phone number and fax number of the adjacent location name. This data is edited on the same window where you update the location name. Follow the steps listed above to bring up the “Add/Edit Locations” window.
The information located in this window is self-explanatory. The only field that is an outlier is the “Custom Map Location” section. This is used to override the default pin location that google places on embedded maps. Clicking the “Override Location” button will open another popup where you can drag the location pin to your desired destination. 
[image: ]

5. [bookmark: _Social_Navigation]Social Navigation
All social navigation links located in both the header and footer are edited in the “Server Information” section by:
1. From the top Administration ribbon hover over the 4 dots and click “Server Information”.
2. Click the “Social Media” tab.
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3. Add or Edit any social media URLs and click “Update” to save them.

6. Privacy Policy
Currently we are removing this page and the footer link from the site unless the customer has custom text they wish to provide.
To remove the footer link and/or edit the privacy policy text follow these steps: 
1. From the top Administration ribbon hover over the 4 dots and click “Server Information”.
2. Click the “General Settings” tab located in the top left.
3. On General Settings screen scroll down until you reach the “Display Settings” section. It is located about 90% down the page.
[image: ]
4. Editing the “Credits” field will update the HTML that is inserted into the Privacy Policy section of the footer. 
a. Remove the entire link element to delete the Privacy Policy link:
i. <a href="/privacy-policy">Privacy Policy</a>


Creating Site Sections
[image: ScreenShot-Sections]


Header
The header contains hard coded information and dynamic CMS elements that can be found in the template. 
The header includes:
· Practice Logo
· Published Links (a.k.a. Utility Navigation) 
· Social Media Links
At this time, clients only have access to replace the logo image and update the social media links. All of this can be done through “Server Information”.
[image: ]
[bookmark: _Updating_the_Logo]Updating the Logo 
1. Navigate to “Server Information”.
2. Click on the folder with a magnifying glass next to the “Logo” field. 
*The Global Image Library pulls up by default, you want to make sure to click the drop down in the top right corner and choose “Local”. 
*Note* Do NOT add client images to the Global Image Library.
[image: ]
[image: ]
3. Under the Local Image Library, create a new folder by clicking the folder icon. 
4. Highlight your new folder and then click the green + symbol at the top.
a. The image uploader supports drag and drop and manual file browsing; you may use either.
b. Once your image is in the upload box click “Start Upload”
5. Your logo file name should now be visible in the middle column, click the file name in order to populate the preview box. Once this box is populated click “Insert” from the preview box.
6. Click “Update Information”.
[image: ]
Adding Published Links
1. Navigate to “System Administration”.
a. [image: ]
2. Scroll down to General Administration section.
3. Click on Manage Published Links.
a. [image: ]
b. *Note* sometimes it is faster to press ctrl + f and type in the administration option you are searching for.  
4. Click on Add Published Link.
5. Fill in the Name and URL fields. 
a. When linking a telephone number type the number as you wish for it to appear in the “Name” field. To create a click to call link type “tel:” and then the phone number in the “URL” field.
i. Example: tel:2511231234
b. When linking to a page in the site use relative URLs.***
i. Example: /office-info/map-and-directions
6. Click Add.*Note* 
We currently do not use the icon option with Published links. For more information reach out to a co-worker.


After you save your published link, you will need to go back in and edit the permissions. This is a very important step. (If you do not do this the Published Links will not show up on the website unless you are logged in)
1. Repeat the previous steps to reach the “Manage Published Links” page.
2. Click on your published link. 
3. Click on the Permissions tab.
4. Click Add.
5. Select Authors from the Groups section and click Add.
6. Select Guest from the Users section and click Add.
a. You may find it easier to type “Guest” into the search bar and press “Search”. 
b. Next, click and highlight “Guest” from the right hand column.
c. Click “Add”.
7. Both the Authors and Guests should now be listed in the Selected Groups and Users area. 
8. Click OK.
9. Do this for each Published Link.
You can find an illustration for this section on the next page.
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Adding Social Media Links
Please refer to the Social Navigation instructions located in the Server and Backend Settings section.
Primary Navigation / Main Menu
The Telerik menu is determined by a pageset that is located in the theme. All websites spin up with a standard menu structure that is determined by the customer’s specialty. The menu and page names will need to be edited to follow along with the menu structure on the client’s blueprint.
Rename a Page in the Menu
7. Navigate to the page you would like to rename.
8. Go to “Page Options” and select “Page Properties”. 
9. Update the “Title” field and click the blue arrow (on the right) so the updated title populates in the “Name” field.
10. Click Update Page.
[image: ]
Reorder the Menu*SEO Note* Keep an eye out for double & triple dashes. (Ex: Map & Directions => map---directions) Presence’s friendly URL system replaces symbols and spaces with dashes. If there is a space and a special symbol together the system will insert a double dash or triple dash. If this occurs the “Name” / friendly URL field will have to be manually adjusted. 

1. Select the parent page under which you wish to reorder. (Select Home if you wish to reorder the main menu / parent items)
2. Go to Page Options and select Page Order. 
3. Click on the Page Name you wish to move. Drag and drop where you would like it to go.
4. Click Update Page Order.
[image: ]
Add a new Page to the Menu
1. Select the parent page under which you wish to add a new page. (Select Home if you wish to add a new parent page in the main menu)
2. Go to “Page” and select the type of page you wish to add. (“Content Space Page” is the most common)
3. Fill in the Title field for your new page.
4. Click Create Page.
a. [image: ]
Remove a Page from the Menu*Note* When adding multiple pages be aware:
After creating one page the CMS will bring you to that newly created page. Before creating an additional page you will have to navigate back to the parent menu item under which you’d like to create a page.

1. Select the parent page under which you wish to remove a page. (Select Home if you wish to remove a parent page in the main menu)
2. Go to “Page Options” and select “Page Status”.
3. Place a check box by the page(s) you wish to remove.
4. Click “Archive”. (Pages are archived, not deleted)
[image: ]

[bookmark: _Privacy_Policy][image: ]Privacy Policy
By default, the Privacy Policy page is in the main menu. 
To Remove Privacy Policy from the main menu:
1. Navigate to the homepage.
2. Go to Page Options and select Page Status. 
3. On Privacy Policy select Hide Selection. 
4. Click Close.


Banner
The banner html is found in the “Page Layout”. Go to “Page Options” and select “Page Layout”.
There are 2 types of banner portlets: “Banner” and “Advanced Banner” Portlet. Choose which banner portlet suits your build best. Click and drag the banner portlet you wish to use in to the desired region of the homepage. The page will refresh and your portlet will be in place. Click “Edit” and start adding images to your banner. 
(Old) Banner Portlet
This portlet is used on ALL Starter Packages and on Essential sites that have images with simple captions. This portlet has a caption option, but should only be used if the caption is a simple line of text. (Simple Meaning: The caption uses only one font, weight, color and size. The regular banner portlet’s captions also cannot contain links within the caption.)
How to Add Images
1. Click Edit.
a. [image: ]
2. Click Add Image.
a. [image: ]
3. Click “Browse” next to the “Location” field to open the image browser. 
a. You can either insert slides from our Global Image Library or upload slides into the Local Image Library. Toggle between Global and Local in the top right of this window. 
b. Uploading an image is the same process used in the logo section of this document.
4. Fill out the remaining fields:
a. Name (required) – the slide’s name.
b. Summary – Simple caption text.
c. URL – If you want the entire slide to link to a page insert a URL here. 
i. *Note* ALWAYS use relative URLS.
d. Alt Text (required) – This text displays in the alt tag of the image.
i. Alt tags have to be descriptive of the image, and not generic text such as “Slide1”. 
5. Click Insert Image.


Banner Settings
Starting Image: Most sites will start with the First image
Slideshow mode: Play/Pause button
Slideshow controls: Previous/Next arrows and the selector buttons
Maximum number of images: 8 (We try not to have more than 8 images per slideshow)
Speed: Length of time per slide
Maximum height: Height of banner images*Note* On Starters, make sure this is set to the same height as the right side callouts usually 340px.


Maximum width: Width of banner images. (Set this to 2048px)
Animation: Animation between slides (Most sites are designed with Fade)
Action on image click: What you wish to happen with the image is clicked (Most sites will use Advance to next image)
Optimal Banner Settings Illustration
[image: ]


(New) Advanced Banner Portlet
This portlet can be found under the Collaboration tab. The advanced banner portlet allows you to customize the banner caption. Some website designs will have multiple styles on different lines of text, links that resemble buttons and/or logos.
[image: ]
[image: Advanced-Banner]
Render Templates
For the Render Template field, please select Advanced Banner 2017. This is our standard template for full ADA accessibility.
Advanced Banner 2017
· Left / Right Arrows
· Pagination (Circle Slide Selectors)
· Pause on Hover – No Play / Pause Button
There are also two other render templates for additional options with are also ADA compliant:
Advanced Banner 2017 – Full Controls
· Left / Right Arrows
· Pagination
· Play / Pause Button – Slideshow Auto Plays
Advanced Banner Simple
· Left / Right Arrows
· No Pagination
· Does NOT Auto Play


[bookmark: _User_Interface]User Interface
The advanced banner interface was developed in May of 2017 and is currently one of our newest features. Most of the functionality is self-explanatory but this guide will still cover a brief overview of the controls.
[image: ]
1. Banner Title
This is the title or name of your banner and is used to identify the portlet in the local content / portlet library. 
2. Render Template
This is the Render Template of the banner. All data entered into portlet fields is converted into raw XML data. Render Templates transform this XML data into structured HTML markup which can be rendered by browsers into the functional portlet. 
3. Move Button
This button is used to re-order slides. Simply click and drag this button to the desired position.
4. Image Browser
This field is our traditional Presence image browser; click the folder icon and navigate to your desired image. If you need additional information on using the image browser click here.
5. Alt Text Field
The text in this field becomes the alt tag value of the corresponding image element in the banner portlet. 
6. Caption text / HTML
Text inserted into this box will become the caption of the site. You can use any HTML markup in this box to create your captions. 
7. Add Item / Additional Slide
Clicking this button will add an additional numbered slide item. 
8. Expansion Buttons
Clicking these buttons will expand or contract the selected slider item to where you can show or hide the fields.
9. Delete Slide Button
This is the delete button, clicking it will remove the selected slider item.


Callouts
Callouts are sets of button-like features that provide an alternate shortcut to a page.
Callout html will need to be added in the “Page Layout”. Go to “Page Options” and select “Page Layout”. 
Example of starter html to add the Callout section:
The number in the column order (highlighted in red) will need to be updated to follow the numerical order of the rest of the columns.<div id="callouts">
	<div class="container clearfix">
		<column order="2" />
	</div><!--callouts container-->
</div><!--callouts-->


Click and drag the callout portlet to the desired region of the homepage. The page will refresh and your portlet will be in place. Click edit and give your callout a Title and select a Render Template that fits your design.
[image: Callout-Portlet]
A callout is a button that consists of a Title, Image and an URL that it will link to. (Use relative URLs if linking to page within the site.) You can add as many as necessary by clicking the Add item button. The callout user interface and controls are almost identical to the “Advanced Banner Portlet”.
[image: ]


Site Example of Callouts
[image: Callout-Examples]
Content
All sites spin up with a generic site architecture depending on the type of practice. All pages will have standard content. For the new pages, added you will need to click and drag a content portlet onto the page. The type of content placed on each page is determined by the site architecture on the blueprint. All content, except custom, can be found in the Global Content Library. Custom content is written by our copywriters and placed in the client folder on the O Drive.
Types of Content
· Standard Content (STD)
· Pre-written content found in the Global Content Library. 
· Custom (CST)
· Word documents located in the clients Site Content folder on the O Drive. These pages will need to be manually formatted and saved in the clients Local Content Library. You may be asked to pull images over from client’s old site or they may be saved in a folder on the O Drive. All these instructions are located in the Blueprint. (Starters can have up to 5 custom pages.)
· Dear Doctor (DD)
· Digital library that clients pay for as an add-on item to their web package. Located in the Global Content Library under Dear Doctor. Links to exactly what page to import are located in the Blueprint. 
· Content portlets with DD need to be locked down. 
· Standard Vendor Page (SVP)
· Pre-written content found in the Global Content Library.


Stock Photography and Content
Starter Sites
· Place a stock photo on all custom pages.
· A page is considered custom if it has an associated word document. With the exception of About the Doctor, and Our Staff.
Essential Sites
· A stock photo should be placed on a page if it meets the following criteria:
· There is an associated word document with the page. (It is custom content)
· If the word document does not have a photo or video.
· If the page’s content layout allots for a page photo.
· A page with table-like data.
*If you have a different reason for not placing a stock photo on the page be sure to note it in CRM.
Features
Feature html will need to be added in the “Page Layout”. Go to “Page Options” and select “Page Layout”. 
Page Layout HTML
In most cases, this will be added under the Content div. The number in the column order (highlighted in red) will need to be updated to follow the numerical order of the rest of the columns.
<div id="features">
	<div class="container clearfix">
		<column order="4" />
	</div><!--features container-->
</div><!--features-->
[image: ]

Adding the Feature Portlet
Click and drag the feature portlet to the desired region of the homepage. The page will refresh and your portlet will be in place. Click edit and give your feature a Title and select a Render Template that fits your design.
[image: Feature-Portlet]
Features have a WYSIWYG content editor as the Description. So it is fully customizable as far a text, links and images go. This is what makes it different from a callout.
[image: Feature]
You can create your own render template if your design requires a custom feature. Do NOT edit render templates from the edit button. Please be sure to click Add Site Render Template to create a custom render template for the site.


Site Example of Features
[image: Feature-Example]
Footer
The footer contains hard coded information and dynamic CMS elements that can be found in the template. The footer is divided in to two main sections: footer top and footer bottom.
Footer Top
The footer top includes:
· Navigation Menu
· Social Media Links
Footer Bottom
The footer bottom includes:
· Company Name
· Addresses
· Privacy Policy (This line must be visible on all sites)
Company Name
This is wrapped in its own paragraph tag. If different than what’s on the screenshot, edit this by going to: “Server Information” > “Server” tab > “Organization Name”.
[image: ][image: ]
Addresses
Each address line is displayed as a list item. Inside each list item, the information is sectioned out using span tags. The information in red is what is pulled in from the “Server Information”. If the formatting of the phone numbers is different, maybe parentheses or dots were used instead of dashes, go to the Locations tab in the Server Information and edit the fields. The text in black is hard coded and can’t be changed at this time. You can hide any section of information using CSS. 
Office Name -   123 Main St., Mobile, AL 36609   Phone: 251-123-4567     Fax: 251-123-4568     Email: info@domain.com    
Note: Email address is hidden by default; you can unhide it in the CSS. Also, email address does not link by default, if the email address needs to have a link, this will need to be hard coded in the template.*Note* Email address is hidden by default; you can unhide it in the CSS. Also, email address does not link by default, if the email address needs to have a link, this will need to be hard coded in the template.


Any additional information will need to be hard coded in the template, which is not editable by the client. Examples of additional elements that might be included the footer are logo, office hours, vendor logos. Any information that is in the footer but is not in the screenshot can be hidden using CSS.
[bookmark: _Privacy_Policy_1]Privacy Policy
If the client has their own Privacy Policy text or PDF follow the steps below to change the Privacy Policy URL. If the client does not have their own custom Privacy Policy, remove the Privacy Policy link if it is present. 
Remove/Edit Privacy Policy
To edit the Privacy Policy click here and follow the instructions.


Interior Pages
All interior pages use the same theme. Unlike the home page theme the interior theme contains Page Title and a Section Navigation controls. If you have an interior page where the client does not want the section navigation, you will need to create a new theme for that one page. (See creating a “One Column” Theme)
Section Navigation
The section navigation is a Site Navigation portlet that displays a hierarchy of pages similar to a site map. This portlet is most commonly used with a pageset located in the left column on interior pages. By default, the section navigation lists the current page and the sibling pages. If the screenshot shows the parent page in this section you will need to edit the site navigation.
· Navigate to an interior page and toggle “Design Mode On”.
· Hover over the “Site Navigation” portlet in the left column & click the “Edit” button.
· On the “Hierarchy” tab you will see a list of check boxes followed by descriptions. If your build requires the “Parent” page to be displayed on this portlet check the corresponding box.
· *Note* The Look & Feel tab option should always be set to Inside Nav 2015.
· Click Submit.
[image: ][image: ]



[bookmark: _Landing_Pages]Landing Pages
Landing pages are menu parent items such as “Office”, “Patient” and “Treatment”. These pages have the same generic content and contain a “Site Navigation Portlet” which displays its children. The site navigation portlet is the same portlet used for interior pages’ left navigation.
Setting up a Landing Page
Inserting Text
· Navigate to a landing page by clicking a main menu parent. 
· Drag a “Content” portlet into the red box located in the right column of the page.
· Hover over the new content portlet and click the “Down Arrow”.
[image: ]
· In the top right change the dropdown box from Local to “Global”.
· In the left column click the “General Pages” folder.
· Click “Landing Page Default Text” in the newly populated right column.
· Click “Load”.
[image: ]
Adding Site Navigation Portlet
Next we need to add the dynamic list of subpages below the content.
· In Design Mode click the “Content Management” tab from the top ribbon bar.
· Click and drag a “Site Navigation” portlet below the “Content” portlet on this page.
[image: ]
· Hover over the newly added Site Navigation portlet and click the pencil icon.
· On the “Hierarchy” tab click the “Child Pages” check box.
· Click “Submit”.
· Next, click the “Look & Feel” tab at the top.
· Click the “Default Nav” radio button.
· Click “Submit”.
[image: ] [image: ]


Mandatory tasks (Checklist)
Before flipping a site to QA Ready fill out the Developer Checklist Excel document found here: \\storage1\Web Services 2\WebDeveloper\Presence Platform\Developer Training\2017DeveloperCheckList.xlsm
In the Excel document:
· Click on the Compete buttons as each task for a build is completed.
· Click on the N/A button if a certain task doesn't apply to your build. 
· Put in any notes that need to be made in the Additional Notes column.
Once completed, copy the Developer Tracker document into the build folder of the client’s site folder on the O drive. 
1. 301s
2. Redirect Home to /
3. Tlink
4. Phone Number on Mobile
5. Content Entry Marked Complete
6. Form Password
7. Form Styles to Match Site / Thank You Message
8. Office Tour / Slideshow Border Colors
9. Client Account Created
10. Guest Browser Permission / Publish Link RegUser
11. Generate XML Site Map
12. Meta Descriptions
13. Site Map on Landing Pages & HTML Sitemap
14. Privacy Policy removed / added (focus)
15. Site Added to Server Path Spreadsheet
16. Lock Dear Doctor Portlets 


301s
1. On the Manage 301 Redirect page, select the Enabled radio button under the AUTO-MANAGE 301 REDIRECTS heading. 
2. Click on the IMPORT link at the bottom right of the screen.
3. Click the DOWNLOAD EXAMPLE link from the popup window. Save the Excel document titled CSV_Import_301_Redirect_Sample.csv to your computer.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
4. Open the Excel document.
5. Delete the sample URLs, keeping Old URL and New URL column titles on row 1.
[image: ]
6. Enter the URLs the current site in column A, Old URL.
7. Enter the URLs for the new site that correspond with the URLs from the old site in column B, New URL.
8. Save the file.
[image: ]
9. Go back to the Manage 301 Redirect page and click IMPORT.
10. From the popup window click the Browse… button.
[image: ]
11. Navigate to the saved location of the CSV_Import_301_Redirect_Sample.csv document and click the open button.
12. Click on the Import button.
[image: ]


Redirect Home to / 
1. In the 301s Excel document that is imported from the Manage 301 Redirect page, redirect /home in the Old URL column to / in the New URL column. 
2. Any reference to the site’s current home page should redirect to / .
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]


Tlink
If the client has the T.Link product selected on the Blueprint, it will need to be branded to match their new website. See T.Link (Linking and Branding) section below.
We have decided to keep the TLink branding guide separate, click here to see this document.



[bookmark: _Phone_Number_on]Phone Number on Mobile
The client’s phone number(s) should always appear in the header of the website no matter what the screen size.
Screen-size at 1024 pixels wide.
[image: ]
Screen-size at 768 pixels wide.
[image: ]
Screen-size at 320 pixels wide.
[image: ]
Content Entry Marked Complete
Once all the content for a website is in place, in CRM change the status of the Content Entry work item from In Progress to Completed. 
1. In CRM, on the Develop Site screen, click on the Case link.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
2. On the Case page, select Work Items the left column and then double click on the Content Entry work item in the Work Items Associated View section.
[image: ]
3. On the Content Entry screen click on the Mark Complete button at the top left of the screen. The Status Reason will change from In Progress to Completed. Click on the Save & Close button.
[image: ]


Form Password
1. When importing a form from the Secure Form Library ( /secureform/SecureFormLibrary.aspx ) use the same password that is generated by the OnBoarder for the client account. See "Client Account Created" section below for how to create a password if needed.
[image: ]
2. Select the form to copy to the Local Form Templates library by clicking on the Action icon to the right of the form name.
[image: ]
3. Click on the Confirm button.
[image: ]
4. Scroll down to the Form Encryption section. Enter the Password generated by the OnBoarder.
5. Click on the Next button. (You will also be required to enter the client’s email address in the Email Submission field too).
[image: ]
6. Scroll to the bottom of the page and click on the Publish Form Template button. 


Form Styles to Match Site / Thank You Message
Form Styles to Match Site:
1. Check to make sure the form looks correct and appears clearly within the site's design.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]



Thank You Message:
1. After copying a form from the Secure Form Library to the Local Form Templates select Show specfic message from the After Submission popup menu. 
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
2. Insert the standard Thank You message in the After Submission message field: "Thank you! Your information has been submitted to our office. We look forward to seeing you soon." 
3. Click on Next.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
4. Click on Publish Form Template.
 [image: ]
Office Tour / Slideshow Border Colors
1. The borders, arrows, background and other element of the interior slideshows need to match the site's design.
2. Even if there is no slideshow on the site add the CSS for a slideshow. Slideshows can be added at any time by the client so the styling needs to be in place.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
 


Client Account Created 
1. Use the password generated by the OnBoarder for the new user you are adding.
2. If the OnBoarder has not created a password go to: http://tools.televoxsites.com/passwordgen/ and click the Generate button.
3. Click on the Copy to Clipboard button.
4. Add the password to the checklist for the form password and the client account password. Also make a note in CRM of the username and password.
[image: ]
5. On the Manage Users page click on ADD USER.
[image: ]
 
6. Enter the domain name as the Username, First Name and Last Name.
7. Enter client's Email Address found on the blueprint.
8. Enter generated Password.
9. Click on the Add User button.
[image: ]
10. Once user is added, go back to the Manage Users page and click on the user’s Screen Name.


11. Click on the Member Of tab.
[image: ]
12. Select Authors from the Add User to Group popup menu.
13. Click on the Add button.


Guest Browser Permission / Publish Link RegUser 
Guest Browser Permission:
1. From the admin toolbar, under the Site Admin menu select Site Permissions.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
2. On the Roles tab, Click on the + symbol beside the (Practice Name) Browsers.
3. Click on the Add button. 
[image: C:\Users\jbmather\Desktop\Dev guide\Guest-1a.png]
 


4. On the popup window, in the Groups column, select Authors and Registered Users. In the Users column scroll down and select Guest. *Holding the Ctrl allows you to make multiple selections in the same column.
5. Click the Add button and then the OK button.
 [image: C:\Users\jbmather\Desktop\Dev guide\Guest-2.png]


Publish Link RegUser:
Published Links (Utility Links in the page header) need to have their permissions set so all users can view them.
1. To create a Published Link… from the Manage Published Links page, click on ADD PUBLISHED LINK.
[image: ]
2. Enter the name of the link to be displayed in the Name field and the URL of the link in the URL field.
3. Click on the Add button.
[image: ]
4. To set the permissions for a Published Link… from Manage Published Links page, click on a Published Link.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
5. Click the Permissions tab.
[image: C:\Users\jbmather\Desktop\Dev guide\Guest-1a.png]
6. Click on the Add button.
[image: ]


7. On the popup window, in the Groups column, select Authors and Registered Users. In the Users column scroll down and select Guest. 
8. Click the Add button and then OK.
[image: C:\Users\jbmather\Desktop\Dev guide\Guest-2.png]


Generate XML Site Map 
1. From the admin toolbar, under the Site Admin menu option, select Generate XML Sitemap.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
2. In the popup window, click on the link at the bottom. This page will provide the links used for the 301 redirects document.
[image: ]


Meta Descriptions
1. The Meta Data document for Essential or Pro sites can be found in the site's Copywrite folder.
2. Navigate to each page on the site that is referenced in the Meta Data document.
3. From the admin toolbar, under the Page Options menu option select Metadata...
[image: ]
4. Copy and paste the text from the Meta Data document for the page you are on into the Description field.
5. Click on the Submit button.
6. Do this for each page referenced in the Meta Data document.
[image: ]
Site Map on Landing Pages & HTML Sitemap 
To setup a landing page click here to navigate to the Landing Page section of the document.
Privacy Policy removed / added (focus)
This document contains an additional Privacy Policy section, click here to view it.
Privacy Policy removed:
[image: ]
Unless the client has custom Privacy Policy content, the Privacy Policy link and page need to be removed from site.
1. From the admin toolbar, under the Page Options menu option, select Page Status.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
2. Select the Privacy Policy checkbox and then click on Archive. 
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
3. From the admin toolbar, under the Page Options menu option, select Archived Subpages. 
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]
4. Select the Privacy Policy-Archived checkbox and then click on the Delete Selected button. 
[image: ]
5. The Privacy Policy link must also be removed from the Server Settings in the site’s Administrate section. On the Server Settings page, under the General Settings tab, scroll down to the Display Settings section. In the Credits field select and delete the string of text | <a href="/privacy-policy">Privacy Policy</a>. Click on the Update Settings button.
[image: ]
Added (focus)
For ADA Compliance, anywhere in the css file that :hover appears, a corresponding :focus needs to be added as well.
Example - a:hover, a:focus { color: #0616C9; text-decoration: underline;  }
Site Added to Server Path Spreadsheet
Add the URL and path to the site's css file that is imported into the template to an Excel document located here: \\storage1\Web Services 2\WebDeveloper\Presence Platform\PresenceServerPaths.xlsx
Lock Dear Doctor Portlets 
1. Click the lock icon located at the top right of a Dear Doctor content box. Select Global Admin from the popup menu and click the OK button.
[image: C:\Users\jbmather\Desktop\Dev guide\guest-1.png]


Responsive Development
Media queries (Max width min width):
Media query is a CSS technique introduced in CSS3.
It uses the @media rule to include a block of CSS properties only if a certain condition is true. 
Example:
If the browser window is smaller than 500px, the background color will change to lightblue:
@media only screen and (max-width: 500px) {
    body { background-color: lightblue; }
}
Example2:
If the browser window is larger than 500px, the background color will change to lightblue:
@media only screen and (min-width: 500px) {
    body { background-color: lightblue; }
}
Header layout on mobile
The phone number and logo are the only two mandatory items to display in the header of mobile sites.
Click here to view the section about phone numbers on mobile sites.



Wrapping Up Your Build
· Developer Checklist
· Located here: P:\WebDeveloper\Presence Platform\Developer Training\2017DeveloperCheckList.xlsm
· You will complete a checklist for every site you build.
· Click “complete” for every task you finish. If for some reason you weren’t able to complete a task, click “N/A” and leave an appropriate note.
· When you have completed the checklist, place it on the “O:” drive in the website’s “Presence” folder. Example below:
[image: ]
Web Developer Tracker
· Located here: http://10.26.232.55/trackers/webdev
· This is where we track all the work each developer does in the course of the month.
· When you are ready to add something to the tracker, click “Track Something” in the top right corner.

[image: ]
· Fill in the fields accordingly. Below is an example of an entry in the tracker.
[image: ]
· The Account # can be found in the header of the work item.
[image: ]
Flipping CRM Work Item
· After completing your build the last step is to flip the Develop Site work item to QA Ready. For instructions on this task please click here to jump to the Flipping Work Items section of CRM.


Content Entry
This section is coming soon.


Design Reviews
Design Reviews
When a designer finishes a screenshot they send out a group message with the screenshot links for review. Included in this message are all developers, designers and the on-boarder that’s assigned to the website. The purpose of this is for everyone to review the design. These can come at any point during work hours. There must be at least 2 developers online for design approval. 

As a developer, look over the design and if you think it meets all requirements, give a green check. [image: Green-Check‎‬]
This means you have approved the design. Once design is approved, screenshots are sent to the client for approval. After client approves their screenshot, it is almost impossible to go back and say “this will not work.” This is why it is very important for everyone to make sure we can build the website on our platform.

Requirements for Screenshot Approval:
· Content text must be in html format
· Meet ADA Compliance
· Text and buttons should have enough contrast for site impaired visitors
· Graphics, no repeatedly flashing images or strobe effects
· Slideshows with text, controls are required. Either the left/right arrows or the pagination, or both. Also needs to have play/pause button or hover on pause.
· Slideshows without text, controls are not required but does need to have a play/pause button or hover on pause.
· Background images should be repeatable or easily scalable when responding down to different sizes
· Hovers should be CSS compatible, no sprites
· Logo should not be attached to background image
· If social media links are in the header, there should be extra space incase more are added


Design Specific Features
There are several features that can be added to essential and pro sites based on design and customer request.
· Search Bars
· Google Analytics
· Google Translate
· Breadcrumbs
· Share Bars
· Menus
· Essential/Telerik Menu—default  for horizontal sites
· Mega Menu—default for vertical sites
· Other/future possibilities
Search Bars
Adding the Search Bar
1. Ensure Search Providers are enabled & Installed
a. Administrate > Manage Servers > Find site(make sure “include subservers” is checked. > Click Site Name > Search Settings (Tab) Make sure Portal & Workspaces Search Provider are Installed
[image: ]
2. 
Modify search provider Administrate > Site Management > Click Site Name under “Active Sites” section >  Search Settings (Tab) 
[image: ]
3. Click Edit and Change status to “Enabled” and enter a “Display Name”.
4. Add the following code into your template.
a. <searchbox buttonimage="" border="0"/>
Removing Watermark
To remove the watermark, add the following script to your template head.
<script>
[bookmark: _GoBack]$(document).ready(function() {
	var watermark = 'Search...';
	//init, set watermark text and class
	$('#searchPanel input').val(watermark).addClass('watermark');
	//if blur and no value inside, set watermark text and class again.
	  $('#searchPanel input').blur(function(){
	  if ($(this).val().length == 0){
		$(this).val(watermark).addClass('watermark');
		}
	});
	//if focus and text is watermrk, set it to empty and remove the watermark class
	$('#searchPanel input').focus(function(){
	  if ($(this).val() == watermark){
		$(this).val('').removeClass('watermark');
		}
	});
	// replace search img with font-awesome search icon
	$("#searchPanel a").append( "<i class='fa fa-search'></i>" );
});
</script>


Google Analytics
The first step of installing google analytics is to see if the package is installed on the website. 
1. Administrate > Mange Servers > Search Your Site (Include sub servers) > Click Site Name > Click Applications (tab) > Search Analytics > Check Install Radio Button
[image: ]
2. This will result in the creation of a new tab under Administrate > Site Management > Click Site Name Under Active Sites > Web Analytics.
3. Select Google Analytics from Provider drop down.
4. Enter the client’s Google Analytics UA code into the “Google Web Property Id” field.
[image: ]


Google Translate
If you ever need to add a Google Translate button with ALL languages add the following code to the HTMLHead of your site.
<script type="text/javascript" src="//translate.google.com/translate_a/element.js?cb=googleTranslateElementInit">
</script>
<script type="text/javascript">
function googleTranslateElementInit() {
new google.translate.TranslateElement({pageLanguage: 'en', layout: google.translate.TranslateElement.InlineLayout.SIMPLE}, 'google_translate_element');
}
</script>
Next, place the following HTML element where you’d like the google translate widget to appear on your website.
<div id="google_translate_element"></div>
The google translate box will appear as:
[image: cid:image005.png@01D2C279.B4341830] 



Breadcrumbs
To add a breadcrumbs bar to your site paste the following code into your THEME:
<nav class=”breadcrumb”>
	<pageontextbar />
</nav>
Share Bar
1. Add the following scripts to the HTMLHead of the TEMPLATE:
<script type="text/javascript">var switchTo5x=true;</script>
<script type="text/javascript" src="https://ws.sharethis.com/button/buttons.js"></script>
<script type="text/javascript">stLight.options({publisher: "88aaf4db-9d11-4207-bc6d-6d941cfcb83d", doNotHash: false, doNotCopy: false, hashAddressBar: false});</script>

2. Add the following HTML where you’d like the share bar to appear this could be in your Template, Theme, or Page Layout.
<span class="share_text">Share:</span>
<span class='st_sharethis'></span>
<span class='st_facebook'></span>
<span class='st_googleplus'></span>
<span class='st_twitter'></span>
<span class='st_pinterest'></span>
<span class='st_email'></span> 



Menus
Presence has the option to use many different styles of menus.  Currently we only use two menus.
3. Telerik Menu – used on all horizontal sites
4. Mega Menu –used on all vertical sites
Telerik Menu
Our standard menu is the Telerik Menu and is the menu we use on all of our starter Horizontal Left and Center templates as well as the essential and pro Horizontal left and Center templates unless otherwise specified.
Code to add Telerik menu: (Goes into the THEME)
<nav id="primaryNav">
	<div class="container clearfix">
		<div class="essentialMenu">
			<pageset style="Telerik" class="telerik_main_menu" type="text" maxDepth="3" checkpermission="true" hideHome="false" highlightSelectedItem="true" mMenu="true" mMenuID="mMenuCMS" />
		</div>
	</div>
</nav>
Example:
Animation Settings
1. While logged in hover over the four circles in the top left & select “System Administration”
2. Click “Manage Control Settings” under “General Administration”
a. Note it may be easier to press ctrl + f and type control settings
3. Click the “Telerik CMS Menu” tab
4. This screen contains all the settings and menu options, adjust as needed.
[image: ]
Mega Menu
Example Site: http://bracesinc.televox.west.com/
Code to add Mega menu:  goes into theme
<nav id="primary-navigation">
<pageset style="renderTemplate" templateID="629" maxDepth="2" class="mega_menu" checkpermission="true" includePageMetadata="true" mMenu="true" mMenuID="mMenuCMS"/>   
</nav>
Example
[image: ]



Blogs
(This section is coming soon.)
Featured Images
(This section is coming soon.)


QA Issues
(This Section is coming soon)



Post Development & Production Changes
(This Section is coming soon)



Useful Resources / URLS / Websites
Televox / West related websites:
https://crm.televox.com/TelevoxCRM/main.aspx - CRM home 
https://iclearn.plateau.com/learning/user/ssoLogin.do - Learning Management System
https://fedps.west.com/samlsso?spEntityID=KronosPunch - Kronos: Employee Login
http://home.west.com/ - West home page
https://wantools.west.com/DatacenterAccountManagementWebsite/ - Datacenter password account management
https://idm.west.com/ - Identity Manager password, self-service help links
http://televoxnet.west.com/clientops/webimp/Lists/Calendar/calendar.aspx - Team Calendar
https://ps9prd.west.com/psp/hr9prd/EMPLOYEE/HRMS/?cmd=logout - PeopleSoft
https://ipay.adp.com/iPay/login.jsf - ADP iPayStatements
http://servicedesk.west.com/ - Service Desk Requests (SDR) website
http://televoxnet.west.com/default.aspx - SharePoint
Commonly used for site development:
http://tools.televoxsites.com/passwordgen/ - Presence Temporary Password Generator
http://10.26.232.55/trackers/webdev/ - WebPlus Developer Tracker
https://www.mytlink.net/TLink/TLinkAdmin/login.asp? - T.LINK Orthodontic
https://dental1.mytlink.net/TLinkDental/(S(2s54lm3z201ejzjtkfpofhel))/TLInkAdmin/TLLogin.aspx - T.LINK Dental
http://dentalortho.televox.west.com/ - Demo site using the entire Content Library
http://www.google.com/webfonts - Google Fonts 
http://www.cssmatic.com/ - CSSmatic CSS tools
http://www.colorzilla.com/gradient-editor/ - Ultimate CSS Gradient Generator 
http://tinypng.org/ - TinyPNG
http://compressjpeg.com/ - Compress JPEG
https://css3gen.com/wp-content/cache/all/text-shadow//index.html - CSS3 Text Shadow Generator
http://pgl.yoyo.org/urlex/ - URL Extractor
Web tool websites:
https://www.xml-sitemaps.com/ - XML Sitemap Generator 
http://www.xmlvalidation.com/ - XML Validation 
https://www.httrack.com/ - HTTrack Website Copier
https://codepen.io - Find code snippets .  Test your js, css and html together
http://www.danstools.com/ - Set of general tools
http://www.css3maker.com/ - General css generator
https://developer.mozilla.org/en-US/ - General web tools from the Mozilla Developer Network
http://www.dynamicdrive.com/ - Scripts page
http://www.myfonts.com/WhatTheFont/ - Identify fonts from an image
General network tools:
http://www.mtgsy.net/dns/utilities.php - General network, dns and email tools
https://mxtoolbox.com/NetworkTools.aspx - General network, dns and email tools
http://www.elilabs.com/internet_status.shtml - Internet status website
https://isc.sans.edu/ssh.html - SSH scanning activity
http://www.digitalattackmap.com - Map of DDoS attacks across the world
SEO tools:
https://developers.facebook.com/docs/plugins/like-button - Facebook like button code
http://www.websiteoptimization.com/services/analyze/ - Webpage analyzer
https://tools.pingdom.com/ - Webpage analyzer
Web Design Inspiration:
http://tympanus.net/Development/IconHoverEffects/
http://tympanus.net/Development/CreativeButtons/
https://color.adobe.com/explore/most-popular/?time=all
http://webbyawards.com
Extensions that are useful to install in Firefox:
Measure-it
Colorzilla
Firebug
Firediff
Wappalyzer
Web dev tutorials:
http://www.codeacademy.com
https://stackoverflow.com/ - Forum for asking questions
https://www.w3schools.com/html/
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Style Sheets /*** END OF DROPDOWN MENU STYLES ***/ *

Paste your CSS here

I - CUSTOM COLORS
/ replace:

Primary Color: #1D658F

Secondary Color: #0BB7B1

Accent Color 1: #64B8C6

Accent Color 2: #EGFFED

Accent Color 3: #CCF3FF

*

[*---Left Align Template-—

/*Circle border color*/
divaslider ol.selector a{
border-color: #1D658F;

}

/*Active circle background color*/
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‘This layout validates. I'he XML Is correct.

Style Sheets  @import url(/UserFiles/Servers/Server_311981/Templates/shoalsorthodontics.css);
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/Circle border color*/
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