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Okay we'll go ahead and get started, my name is Bergen Muzatko. Tina Reed is back there in the black 
jacket and we are both IT Training. We are from the IT training department. If you want to write our 
extension down, it's x1700 in case you have questions after the class or you just want to follow up with 
us. You can visit us across the hall. We are on the Garden Level here in room 19. So you're here today for 
the next three hours and I promise you, every class so far has said that the three hours just flies by. 
Since there's only a few of you, it will probably even go faster than that. You're here to learn all the 
essentials about Web-One. It includes a lot more than just creating, editing and publishing web content. 
This is the objectives for the day. As long as I do my job well, when you leave the room, you should feel 
comfortable with all five of these objectives. You should have the good understanding of the Web 
Content Owner roles. A Web Content Owner role is the same thing as your security access. So there’s 
different levels of security access to here and we call those Web Content Owner roles. I'm going to give 
you a good breakdown of the various parts of a Group Landing page. So this is going to be a new term 
for you as well. A Group Landing page is the same thing as your homepage; it's just a new term. And one 
of the first things we do so that you feel comfortable throughout the entire class is that we show you 
how to successfully navigate and search for webpages in Web-One and that also includes successfully 
NOT getting lost in Web-One. So, if you're clicking around I want to make sure that you know where 
home base is and that you can navigate and feel comfortable right up front. And then of course, we are 
going to teach you how to create and edit Web-One content pages. A content page is a webpage. It's 
just a different term that we use here. And then of course, we want to show you how to publish content 
to get it out there onto the World Wide Web where everyone can see your webpage creations. A walk-
thru of our journey today: I'm giving you the Introduction now, and I'm going to talk a little bit about 
some of the benefits of Web-One and why it's good that we switched to Web-One for our content 
management system. And you want to have a good overview of the roles and an understanding so that 
you can go back and in case you're part of the group that decides who gets access, you'll know what to 
give them. 
 
And then like I talked about the group landing page overview, Group Landing page being the homepage. 
And then the myWorkbench: that is the area that I always have people go back to when they feel lost. 
That's a term that is used in Web-One and this is where we direct people in case you are ever lost in 
Web-One. We are going to take you back to the myWorkbench and get you restarted. And then we are 
going to show you how to create and edit content (or webpages). This is the breakdown of all the 
different page types. Each one of these comes with its own type of template. So a lot of the webpages 
you're creating, it generates part of the webpage for you. And so they all have a different look and feel 
to them. Then there's this new funny term called Panelizer.  Panelizer is the only way you can adjust the 
layout to a webpage. And when I say the layout, I'm talking about going from a one column layout to a 
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two column to a three column layout. So you have options on in terms of a layout that you can go to 
adjust using this Panelizer. And without any work behind the scenes whatsoever, by you, Google 
Analytics is picking up information these webpages that you're creating, so I'm going to talk about the 
reports that are generated for your Group Administrator and talk about how to maybe use those 
analytics to then put perfect placement of information on a top webpages and what not. A nice thing in 
Web-One is that when you're creating pages, it finds broken links for you. So I'm going to show you were 
to access the tab that will display a list of broken links, so that you never have those types of links on 
your website. I'll touch a little bit on Search Engine Optimization and how that works in Web-One and 
then since this is such a small class, of course you can ask questions along the way and we'll have those 
afterwards as well. So that's what today's mission is going to be. 

So I'll talk a little bit about the permissions because we have a test instance for doing all this playing 
around in Web-One. But we have to assign a specific role for all of you to be able to log in to the test 
instance, so we've also provided you this rather thick user guide. It's the complete essential user guide. 
You don't have to take a ton of notes if you don't want to. Everything I cover today is going to be in the 
guide. I'm going to reference you to different sections. Our class was not intended or designed to go 
page by page in our guide. So we'll be jumping around to different sections of it. The very first page I 
take you to is almost the very last page. And it is on page 85. So this is the summary of all of the 
different roles in Web-One. But I'm going be up here on the whiteboard and I'm going to just give you a 
breakdown of what that entire page says. 
 
So you have three roles that I'm going to cover today. It's a Creator role, an Editor role and a Publishers 
role. And what that entire page says is basically that essentially these are all of the same roles but 
there's a few variations in what they can do. So as a creator, you can create and edit your own content. 
As an editor, you can create, edit your own content plus others content. A Publisher you probably 
guessed can create and edit their own content, others content and then the last step would be they're 
the ones who actually publish the content. So, essentially the same with a few slight variations. The only 
other variation that a Publisher has that these two roles that the Creator and Editor don't have is that 
they have the permission to edit the Group Landing page. They can edit the Group Landing page and 
neither  the Creator or Editor can touch the Group Landing page. That's the other slight variation. Then 
there's that fourth permission which is the Group Administrator and we cover that in a different class, 
exactly what a Group Administrator can do. They're the ones that setup the users inside the system, 
assign the roles, create the important parts of your Group Landing page, etc. But for today's class, we've 
given everyone Publisher access. So you're going to be able to do absolutely everything that besides a 
Group Admin can do, you'll be able to do that with the Publisher access. Do you have questions about 
the roles? 

Let me give you a breakdown of what a Group Landing page or homepage looks like. And the reason 
that I’m doing this, is that I had mentioned before that part of your webpage is generated for you when 
you start to create content pages, but also it's part of a delivered theme, so some of the look and feel is 
also going to be set for you as well. And I want to give you an idea of what those are. We start with the 
header at the top. The Cal State University wordmark is a hyperlink to the homepage. That is going to be 
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part of the delivered theme that you get every time you create a webpage. It's up to your area to then 
create the secondary wordmark, which is in our case, "Information Technology". That is also a hyperlink 
to your Group Landing page. You can use that link on any of the pages throughout your site. There is a 
white space there for a third or tertiary wordmark that you have an option to also use for that. The 
utility links are part of the delivered theme. Something different is the hyperlink that says, "Directory". 
Currently it says PeopleFinder but it is the same thing, so that will always display for you as well. Right 
below that is the primary navigation bar. This is also delivered to you in terms of the color, the fact that 
it goes all the way across the board. So what is up to you to decide is what links you want to place in the 
primary navigation bar. You can have up to a maximum of seven but seven only. The next thing is, this is 
call the banner, or it's a slideshow or it can be one static image created for you. What's delivered to you 
here that's part of the them is the width of the banner but it's up to you to decide how high you want 
these images to be. You can have up to six images that rotate automatically about every five seconds 
but these are also controls. So the user can click their way through the banner images. On the banner 
images themselves are hyperlinks to other relatable information and webpages. Something option for 
you to consider is constituency navigation. If you do decide to do constituency navigation, part of the 
theme is that it will be a gray navigation bar and this resides only on the Group Landing page. Once you 
navigate away from this, the constituency nav does go away. When we were designing our own site for 
IT, we kind of tried to think about how a user would navigate our site and we knew they would be 
wanting to navigate it by topic, which is why we did the primary nav at the top. But also, maybe the 
want to step in the shoes of their own role and navigate as their role. So me as a staff member, maybe I 
just want to get rid of all the information that doesn't pertain to me and I want to start with those 
webpages are staff related webpages. These could also be subtopics. Maybe you want to break down 
some of those main primary nav and decide to do subtopics. You can have up to five links on the 
constituency nav. So what you're looking at here too, is the three column layout. So we chose to do a 
three column layout. It's up to you how you want yours to look. On the left hand side here, we do have a 
quick links that remains constant. So this is another source of navigation throughout our own IT site. You 
can set up hyperlinks or you can do little bits of content or information just like the column on the right 
displays. It's really up to you how you want to design your column. And then in middle is the body of our 
main group landing page. We decided that we wanted current content, current that refreshes itself, 
that's new that might draw in users to visit our Group Landing page. So, we decided to bring in one of 
our content types which is called a News Content type. We decided to bring it into the body of our main 
Group Landing page, so that it will feature all the brand new items that we have here in IT. The very last 
thing that I'll scroll down to show you is the footer. The footer will be delivered to you with all of these 
links that you see here and there's links like the Privacy Policy, Emergency Information, all of that stuff is 
going to be delivered when you create a webpage. But you do have the option to add two additional 
links of your choice. And that's the basics of a Group Landing page and the theme behind it and what 
will delivered and what you can customize. Do you have questions about that? 
Have you had the rundown of the Group Landing page yet? Or the theme or anything like that? [No.] 
Hopefully this will be helpful for you. 

Alright. I'm going to go ahead and log in. By the way, that you guys will log in, one of the nice things 
about Web-One is that you can access Web-One from any place, anywhere, anytime. And you don't 
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have to have any special application installed on your desktop. It's a browser based Content 
Management System. And once you request from IT, the set-up of your website, you'll have a Portal 
Pagelet that once you log in to the Portal, it will display a Web-One Pagelet and you'll have a hyperlink 
to log in to Web-One. So that's how you'll be accessing Web-One. 
 
So, let me log in to our Training Instance for Web-One. You're going to land on the page that looks 
somewhat like this and your username and password to log in. Once you log in, you won't log in, you 
won't see much change from the main page except that now you're inside Web-One when you see this 
black bar across the top. I mentioned the MyWorkbench. We're going to visit that but this is the place 
you go if you ever feel lost or you just need to start over in Web-One. When I click on the Group 
Membership, the Group Membership is going to reflect whatever your office is. I don't know if you guys 
will say Presidents Office, but it will have your relatable Group Membership name. For us, it's IT and our 
Instance will say Information Technology as well. So if I click on the Information Technology link, this will 
take me right inside our Group Landing page for Information Technology. Now, remember how I said 
that one of the small differences is between a publisher and either of these roles [creator, editor] is that 
they can edit the Group Landing page? You'll notice that as we create all the different content types, the 
way to edit a page when you view it, is through these tabs right here. If I was logged in as an editor or a 
creator, these tabs would not display, which means I can't edit the Group Landing page. So that's how 
you know you're logged in as publisher, if you see these tabs. So, I promised that I would show you how 
to NOT get lost and how to navigate right away in Web-One. I clicked on the MyWorkbench button link 
(button) at the top and what it does is it defaults you to the Site Content tab. This is the list of all of the 
webpages in Web-One. So in Web-One, we don't have directories or folders that organize the 
information for you. It's in the Site Content tab as a list. So, if you have a thousand page website, you'll 
see a thousand pages here. But obviously there's got to be some type of search mechanism to be able to 
find that one needle in a haystack or that webpage you need to edit. So this is where you go. It will 
default you this tab and this is where you can go and search for specific content or webpages. So, I'll give 
you an example of how this works. It's pretty simple. You can take the field that says, "Title" and type in 
a series of words or maybe just one word. I'm going to use the word Faculty because I know that there's 
a webpage out there with the title that says, Faculty. And the options for Type, this is all the different 
content types that are listed. You notice that Type is the same information as what you see in the 
dropdown here. Now, that webpage that's floating out there, I don't know what type it is, so I'm going 
to leave it as, Any. Same thing with Publish. There's three options here. is it out on the World Wide Web, 
or is it not? I'm not sure, so I can leave that as, Any, as well. And I just want to show you options here. So 
if I select the Apply button, what it does is it brings me back all of those webpages with the title that 
says, Faculty. It doesn't matter what Type it is, so you see we have a mix of a News Content type, a 
regular Page, a Webform. And then Publish. These all happen to be published but I chose, Any. And then 
this will also give you an idea of who created that webpage and who the author is and when it was last 
update. So this will be a good time and date stamp of when that webpage was updated. If you want to 
go right into the webpage and edit it, you just select the Edit link. So do you get the idea of how to 
search for content here? It's pretty simple. Just use the fields at the top. So you can create all of these 
webpage and not release it to the World Wide Web for others to see until you publish it. Publish content 
means it gets out there onto the Web. [Where are the unpublished pages?] In Web-One. It will reside in 
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Web-One until you publish it, then it will go-live. There's also a nice cheat tab on here. If you're looking 
for your own content and you want to go and grab that webpage that you know that you worked on, the 
My Content tab will display any personal webpages that you've worked on. So you don't have to sort 
through using the Site Content tab, it will give you a list right here of all of those webpages. Needs 
Review is going to be a tab that, as the Publisher, you see. So when people are creating webpages for 
you, the creators and editors, and they're ready for those pages to be published, you don't get an email 
notification, so you have to come up with a communication plan with your publisher to get those up on 
the Web. And this tab will display all of those webpages that a creator or editor is requesting to be 
published. If you don't have a big communication plan going, make sure just constantly check your 
Needs Review tab because that will indicate what needs to be published. The other thing I'll cover 
because we are sort of going over the main, when you log in to Web-One, what you're looking at is a File 
List. Now, each group, for example, we are in the Information Technology group as a training instance, 
your group will have your own group. The file list is basically one large bucket of all of the files that ANY 
user has uploaded. The way that Web-One was delivered is that there are no folders and no one has 
their own personal folder for all of their files. It does end up in the File List in one big bucket. There's 
been some requests to maybe come up with a way organize the files a little bit better because this is the 
list of the PDFs, the images; all of those different content types. The list could be quite extensive at one 
point. We are seeing if there is a different way to organize those files. And then the last tab I'll cover, 
and we'll get right started into creating content, is the Create Content tab. So, remember I mentioned 
the different content types that you create? If you are to go and create any of these particular content 
types or webpages, you go to the Create Content tab and select whatever type you want to create. So 
Page, listed right here, is a basic or generic content type. And when you know specifically when you 
want to create an event or news, you would select the other different content types. This should get you 
really comfortable with that you should expect when you first log in to Web-One. Do you have questions 
about these tabs you're seeing? 
[Audience member asks about a specific webpage seen in the Web-One instance.] 

So, one of the first things that we thought would be helpful in terms of designing the class, because 
when you create a webpage, you make a decision right away whether or not you want to have a 
slideshow or a static banner image on your page. So I'm going to demo how to create a slideshow and 
then when we start to create the different content types, you can choose whether or not you want to 
use my slideshow or you want to apply a static image. So, I'm going to demo this only and then we'll 
turn it over to creating a regular page and you guys will have a couple of activities to do with that. So 
remember how I said that the Slideshow is that big banner image on the Group Landing page? Or on any 
page for that matter? The width is delivered to you and this the pixels (1128 pixels wide). If you have an 
image  that's larger, it's going to shrink it to this size (1128 pixels). So one thing about Web-One is that 
there's really no photo editing capabilities whatsoever. So when you're uploading images, particularly on 
the slideshow of the banner images, you want to make sure uploading the exact right size. Because it 
can stretch and it can basically, and it will mess up the look of the image. So it fixes it automatically and 
it doesn't look good. We have recommendation on the sizes for the slideshows and this is listed in your 
guide as well. The slideshow on page 16 is the beginning of the slideshow section. These numbers are 
listed in there. So when I upload any banner images, I'm going upload images that are already set to 
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1128 pixels wide and it's my choice to decide on the height of the images or how long the images are. 
We are recommending a few different sizes: 600 pixels, 400 and then 336 pixels (for height). You want 
to make sure your images are at some point adjusted to these recommended sizes. The ones I'm 
uploading today are going to be the ones that are 336. When we showed our website to students, staff 
and faculty, they really didn't like the large banner images. They really liked the ones that were slick and 
small. I'm giving you an idea of what an image of this size looks like (336 pixels high). Get those images 
ready before you even start creating a slideshow. Now that they're ready, because I do have them on a 
thumb drive, I'm going to select the Slideshow button. All throughout Web-One and the content types, 
you're going to see so many of the same buttons and some of those buttons or tabs across the left are 
going to be applicable and some of them are not really depending on the content type you're in. So the 
title up there at the top that has the red asterisk is a required field. If you tried to save it, it'd just say, 
you forgot to fill out the required field, basically. So I"m going to give my slideshow a title. This doesn't 
display to the public, this just describes the slideshow. I have a title here because my images are just 
animal related images. So you give it a title and then you select Media. This button right here. This 
window will pop up and you can upload. It's just like uploading an image from your thumb drive. If I 
select Browse, I'm going to go to my thumb drive, select my already sized image and then click Upload. It 
will give you a little preview that has successfully uploaded. And then select the submit button. Okay, so 
in this screen itself, you have to always, for accessibility reasons, do alternate text for every image that 
you upload in Web-One. So you want to make sure that when you're doing your slideshow, you enter in 
this information right here. It's a requirement but in Web-One it's not a required field, but it is a 
requirement for our website. I'll give this a good description. That way, when a user hovers over the 
image, it pops up and it will tell them what that image is. I'll select Save after that. And this is my first 
banner image. These next two or three fields Slide Title, so remember on our Group Landing page for IT, 
our slides had a title right here? And then a hyperlink. So the title, when I put in the title here, it's going 
to be the information on the left and then the title with the URL will be the hyperlink that is on the right. 
I'll stick in a Title. Alright, so right now if I saved it like this, it would be one static image, no rotating 
slideshow. And I'm going to keep it as one static image. I'm going to take you through these tabs that 
we're going to always seeing in every content type, just to show you what they are. Groups is going to 
be, by default, is going to have your group listed here. Revision Information, once I save this the state for 
Published will display too. So the way that you can apply a slideshow is you have to publish the 
slideshow so that people can then use it on their webpages once they're going to create webpages. If it's 
still in Draft state, it won't be an option to choose from. You'll see that once we create a basic page. So 
once I save this, I'm going to choose Published from the state but it doesn't display until I save it. Save is 
down here. URL path settings is not really one of those buttons that you’re going to use or put in 
information for a slideshow. And the Meta tags, this is kind of what the search optimization is. So it 
takes information from the title of your slideshow and some description and starts tagging it so that 
when people are googling, it will bring up relatable images and webpages. Automatically, it is providing 
some search engine optimization, but if you want to go in and enter information to be very specific and 
dice down, you can do that by deleting this information and reentering. But by default, it's doing the 
search engine optimization for you. At this point, I'll go ahead and save this. And it will give me a little 
preview of what I just created. And I did this on purpose for us. It's still unpublished. That means if other 
people are trying to create a webpage and use this banner image, they can't. I did this on purpose 
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because when you're writing your title and your link URL, you have to make sure it's short. Because it 
will do this to you if it's not. And you really have to make sure it's short because if you consider users 
who are using a mobile device, it's shorter the better for those. It will display funny on a mobile device 
too if the information is too long. [Audience member asks if font size on the slide is set]. Yes, the font 
size is automatic. Just make sure your wording here is very short and concise. It looks nice when it's 
done right but I wanted to do that on purpose. If I go back to, if I want to edit this, I would simply use 
the Edit Draft tab and I'm going to go ahead and do that. Just take out a little bit of information here. 
And that will fix our problem. And then you notice when I go to Revision Information, since I saved it, 
that Published state displays. There you have it. I'm going to publish this with my new information. One 
thing that we train all users in the class to do, no matter what your role is, is to log a message for the 
state change. So right here, I would say, I fixed the link to the URL. Just so that, in case a creator or 
editor, if you're publishing their content, you can get a message from them that directs you to where 
you should look for that revision. So, whether or not we are a publisher, I do train people to log 
messages here. Imagine having a webpage here with a bunch of text, and somebody just said publish it, 
after you've just asked them to revise it. You want to explain the parts that were revises. This is the area 
to call that out. 

I will go ahead and save this. And we have a better looking image there. Okay, so I'm going to navigate 
right back to MyWorkbench, which is kind of my home space. I could jump right to My Content and find 
that slideshow if I wanted to, or I could use the Site Content type and I could really get narrowed down 
choose Slideshow, CSUN as the Title, I know it's published and let's see what this finds for us. There we 
go, I named it, "Animal Slideshow". We found it very quickly. As long as you know part of the title you 
can also leave that blank. Now this is available for you to use when you create your content pages. I'm 
going to create a content page and Tina is going to explain the activity for you to create your own. If I 
want to go and create a regular page and use my slideshow. I'm going to go to Create Content, we'll 
select Page and right away you notice these buttons down the side. Some of them are the same buttons 
and then there's a couple extra ones. This multibody button: I want to give you a visual of what that is. 
We have a webpage, the Web-One FAQs. A multibody is also an accordion if you use other web terms. 
It's an accordion style page. The multibody allows you to create headings where then you can expand 
and have additional information. If this was all once webpage, it would be quite lengthy. You can choose 
when to use an accordion style to make your pages shorter. If you finish up your activity quickly, you can 
go ahead and create the accordion style. The title, you want to add the title. This displays on the 
webpage itself. On our Group Landing page for IT, the title is Information Technology and that is 
displayed on the page. I will title my page [CSUN Farm Animals]. And then we'll put in some text for the 
body. Now this is a WYSIWYG, you can adjust the size by just dragging. Are you guys going to be doing a 
lot of copying and pasting of current site content? Or are you reinventing your content? Rewriting? 
What do you think? Both. Okay, the majority of the people that have gone through the class are going to 
be doing a lot of copying and pasting. I'm just going to go and grab some content from one of our 
webpages. The Security page has some good content here. All you do is copy and paste. And the buttons 
you see here in the WYSIWYG are Microsoft Office familiar buttons. So I don't need to go and explain 
each button. If you hover over them, it will tell you what that button is. Something important here is 
that one the dropdown, there's a couple different modes, I guess you could say, that are available for 
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you. So we have the WYSIWYG, which stands for What You See Is What You Get or the Filtered HTML. 
So, I grabbed text that had a break in it. So when we go to display that webpage, the text is just going to 
go half way across the page.  So you can go into the filtered HTML mode and remove those breaks so 
that it goes all the way across the page. That's a good reason to change from WYSIWYG to Filtered 
HTML. Sometimes there is code behind there that you don't see. A trick that we learned yesterday is 
that one department has their students copy and paste information from pages into a plain text editor 
and it will remove all of these characters or code and then they will copy and paste that same content 
and none of that will display so that’s maybe a shortcut to going in and manually deleting all of this. 
Also, it’s choosy on what kind HTML it accepts. You can’t put in JavaScript. Really, the only tags you can 
use are listed right here. So it’s not going to allow you to put pink text that blinks or anything like that. 
It’s very simple.  OK, I'm going to change back to the WYSIWYG mode. The only button that might not be 
familiar because it’s not a Microsoft office type button is this button right here that says insert 
predefined template content.  And if you turn to page 80 in your guide, you can do basic formatting with 
our WYSIWYG and starting on page 80, it will kind of give you a breakdown of what the WYSIWYG is and 
what it can do, and if you turn to page 82 this button is really explained.  So you have the option to do a 
little bit of text enhancement and the three options that this button contains is a drop cap that you see 
in the figure at the very bottom of the page.  That’s a Drop Cap so if you want to put that in, you would 
just click that button and then you can do a Pull quote which is what you see in grey if you want to 
highlight a quote or something. And then a Call to Action button, so you could do a hyperlink from a 
button like that.  So I'll just click that and show you what it looks like.  There are your three options to 
add those three different formatting tools. 
 
Now, the button next to it is the Add Media button so there is something to learn from here. I'm going 
to go ahead and add an image that is also pre-sized.  We’ll add in the kitten and click Upload then 
Submit.  Alright, I do need to put my Alternate Text in for this image as well... it looks very similar if not 
the same to the slideshow window and once I click Save, I will say, that if you try to use this dropdown 
it’s not going to do much for you so I will show you a different way to kind of position and I wouldn't 
even say edit at this point but position your photo.  So from here I’m going to leave it as it is and click 
Submit. Oh, why is that broken? 
 
Let me re-insert a new image and see why. I don't know why that would be a broken image. Hmm this 
didn't happen in yesterday's class, so there might be something... that they changed for images. That's 
not good… let me just try something from... So, you noticed there are other options across the top here. 
My files are going to be all those files that you upload. I'm just going to try pulling something from the 
group library to see if that makes any difference. Because this is different than yesterday, it was working 
perfectly. Oh that’s different! Ok so, something about my images that it does not like. I got an image to 
display here. If you click the image and you go to Insert Edit Image. People were asking yesterday, can I 
wrap text? Can I align it? So you go to the little tree icon insert edit image in the appearance tab and this 
will give you an idea of how you can position some of your images. It doesn't allow you to really edit the 
photo and size it but that's how you're going to re-position your images by selecting one of those. 
Limited features in terms of editing but we have it on the list to be included in hopefully an 
enhancement for the future. Something to be added into the WYSIWYG that allows people to edit their 
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images a little bit better. So, I will just go and choose middle ... update ... alright, so once you have little 
bit of content in the body of the webpage you just want to make sure you go down the left hand side of 
each content page. 
 
Miscellaneous, this is where my slideshow shows up. So, if you decide that you want a slideshow or a 
static banner image you can select it here. Remember, since I published my slideshow it’s now an option 
for users to use so I will go ahead and select Animal Slideshow. Groups by default is going to be your 
group name. Multibody, this is where you can plug in a heading and then upon expanding you can put 
more information so I'll just do something quick here. If you want to do more than one heading to 
expand you just go to the Add Another Item and it will do that. Menu Settings is something that we 
don't use in Web-One so you can kind of ignore this tab. Revision Information we saw this in the 
Slideshow. Once I save, the option for publish will display. 
 
URL Path Settings: this is one to really mention to end-users. So, the way that Web-One is… I mentioned 
there are no directories and folders to organize information. So, when you create a webpage, depending 
on what your group name is, so we are in IT, you're going to have 
csun.edu/yourgroupname/titleofthewebpage. So, my URL once I save this and publish it, it’s going to say 
something like /it/csun-farm-animals. And if you want a better shorter more vanity URL, the URL Path 
Settings, URL Alias is where you change any of those URLs.  So sometimes, titles of webpages can be 
quite lengthy but you don't want to turn that into a URL so you can go, and I would stick in it/farm. You 
know if I wanted to say that as the URL instead so that's a good tab to know about.  
 
And then the Metatags unless I want to replace what it is already collected, you can leave this tab alone. 
So, let me Save this. It gives me a preview of what my page is, so I added that slideshow. I've got my 
content down there at the bottom and then my multibody or accordion. So, if I click this, this is the 
information I typed in. You can't reorganize so you could have your accordion at the top. It does force 
you to have that below the body of the content. So, if I want to go back in and edit this page, take out 
some text or maybe publish it, I could go to the Edit Draft and edit my text or just the publish this page. 
I can go to the Revisions tab which I haven't gone to yet but I'll show you what that tab looks like. From 
here you can select Publish. Make sure to login a message if there is some type of change that you did, 
and then you can go to Update State. So look at my URL up here. This would be what the URL is, so once 
you've created this webpage, you could copy and paste this URL and reference that from there. 
 
Questions about how the URLs work? Because we are used to seeing directories. In our old site, I would 
see form my area /IT/training/whatever but there are no more compartments. It really does create the 
URL from the title and you can adjust it from there if you want. Alright, so Tina is going to hand out the 
first activity so while she is getting ready you can open up any browser. The one that is preferred or that 
we've seen the least amount of bugs in is Google Chrome which isn't installed on these so you can select 
Firefox or IE but just make sure that if you want a very stable browser you can download that on your 
own personal workstation and go and use Google Chrome. The nice thing about Chrome too, is you can 
use it on a MAC.  
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Ok, so any issues with the webpage the creation? Any questions? It's pretty easy, I mean you go through 
these content types and you fill out the fields and you've got a webpage which is partially generated for 
you in terms of the header and footer and primary nav. So, a lot of the work has been done for you and 
the nice thing about Web-One is that you know your job is just to fill in some of the fields. 
 
So the next thing, oh yes. (Audience question/ in the styles what are the different options there are?) 
When you say styles what do you mean? (Audience comment/ voice unclear). Oh, the headings? The 
headings are going to be just different sizes and not necessarily fonts but bold formatting sizes and 
formatting and there is I think,  there are three, was there three? So we’re actually going to add a little 
bit of explanation on when to use those in the content page that is a recommendation of when to use 
those headings styles. 
 
So the next piece is, now that you've got this great webpage created, you want to change the layout of 
it. So, do you remember what I said about how you change the layout? What is required to use? Where 
do we go? It was that funny word. The Panelizer. So, in order to change, I know, In order to change any 
layout were going to use the Panelizer for that. So, I'll first demonstrate how the Panelizer looks and 
how it works but upon save. Once you save your page, it gives you the preview of what it looks like. 
Once you're in the preview mode, you can use, you can access the Panelizer right from there. You can 
also go to that Site Content tab, grab your page, use the Panelizer from there too but this is the fastest 
way to use it. So I’m going to click the Panelizer tab, and then from here you click Content because 
you’re going to be working with the content to adjust the layout. What it looks like it gives you a good 
idea of the intention of the Panelizer, so when left blank the left side bar and the right side bar is going 
to give you a one page layout and it's not till you start adding content to these that it starts to do the 
different column layouts. 
 
So, in order to add content, there are these little gear icons on the left side bar or the right side bar you 
can click the gear icon. Add Content will display on the screen and then when you're delivered your own 
website, you'll have the option to see one link that says side blocks. For us today, we're going to click the 
second link that says side blocks so if I click side blocks, what displays is Mayra went in and she created 
all of these different side blocks of information. So today I'm going to use this is as an example. When I 
click Training-Resources it’s going to give me a side block of information that includes any of those links 
that she created and put in there. And obviously you have kind of like a library of side blocks that can be 
reused by others and they can put these side blocks on their pages as well. This is like the master side 
block of them all so if I was to go in here and edit this and two other people put it in their webpage, 
they’re going to see the edits I make. So, just be careful when you're editing any of the side blocks that 
are usable like the ones you see displayed. So, just let me show you what that looks like, I'm going to 
click Resources-Training and then select Finish. Go right through the prompts. Down here at the bottom 
if you don't know what that side block includes, you just go to the preview button. So, I'll go to preview 
and this is what the links are for the Resources-Training side block. So anytime I put this side block in, 
I'm going to see these particular links. If I wanted to, just for my page, to have resources and have an 
additional link, I can go in and create a brand new side block and add to it, ok, but if I was to edit this 
one, that changes what appears on any page that's referencing or using that. 
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So, I'm going to go back up and I'll show you how to create a brand new side block. Something that 
maybe is just something you want custom for your page. So, I scroll right back up to the top and then I 
repeat the same steps by clicking on the gear icon, the Add Content link, and instead of going to my 
master Side Blocks, I'm going to go right down to the bottom that says side block. This will allow me to 
create my own side block of information. The title, remember the side block I pulled down it said 
Resources? The title is going to be whatever that name is, that you give it and it will also display on the 
side block. So I will say [enter text on screen] you can add a little image to your side block too. On our 
main IT site, we have the content on the right and it’s a little bit about digital stories and there is a little 
image there and the content wraps. So you have the option to create different side block styles adding 
images and content. We’re just going to stay with the basics today. There is nothing unfamiliar here that 
you see in terms of the WYSIWYG but you can create links inside blocks in two different ways. You can 
use the WYSIWYG or you can just list straight links. 
 
The reason you might want to put links inside the WYSIWYG instead of just linking, is if you want to do a 
little bit of formatting. So let’s say you want your link to be italicized, you can use the body and list those 
links because in here you’ve got straight formatting that set for you. The other thing too is you can add a 
little blurb that is not specifically a link. So if I wanted a little bit of information on my side block that is 
not necessarily a link, you would use the body for that. So, let me just put in some information [typing]. 
Ok, so here I'm going to go ahead and create a link. You just select that text, the Hyperlink button and 
add a valid URL. Click insert and OK. For this one, I'm going to turn it into italic, do another hyperlink, 
select insert, ok. So I placed in two different links in the body. Now, let me show you what it looks like to 
also do the same exact thing but use the link list feature. This just cut out any type of formatting you 
might want to use, so I'll add some links here [typing]. 
 
Alright, so down here at the bottom if you wanted this to be a reusable side block, that then displays in 
the master side block area, you could click the check box that says make this entity reusable then 
anybody can grab this side block and use it. This one I'm not going to check, it's kind of custom one for 
this particular page so I can just select Finish. 
 
Now, I’ll show you what these links display as and you'll get an opportunity to create side blocks using 
the Panelizer as well. So you have to click Preview again. Ok, so you see the difference between using 
the body and just the link list? It gave me the opportunity to write a little blurb, and actually I did a little 
bit of formatting and these will just make your links go on the list, so it does the same thing, is just, you 
know, how you want to format it. 
 
So Tina, has another exercise where you’re going to... [Audience question/Can you create side blocks 
both ways?] You can choose either or, or combination of both which is what I did, yeah. So let me, while 
she is coming over, let me show you if you decided that you wanted to go back and do some editing to 
any of these side blocks, or if you wanted to remove them. The gear icon listed next to it, gives you 
three options: disable pane it will just take it off the webpage but it doesn't remove it from the pane 
here. Edit, you can go in and edit that side block. And remove, will take it away from this display and 
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from the webpage. So if you want to make any changes you just click that gear icon and select from 
there, OK. 

So, the next thing I'm going to take you through is Video page. I'm going to demo this because there are 
some new requirements that we are enforcing and training upon when it comes to referencing videos or 
adding videos in any of our CSUN webpages. And so I wanted to explain the concepts behind how a 
Video page works. So, if I have my regular content page the one about the animals, and I have a nice 
video that I want to put in that page. We’re no longer embedding the video right into that page where 
you can play. What we do is with Web-One, we actually create a separate video page. So that when you 
click maybe you want to insert an image, a hyperlink image to play the video, it will prompt you to go to 
a video page and then that's where you can play and see the video. So, it's different than embedding 
videos which we do now and the reason why we are doing this in Web-One is that even in IT Training, 
any video that we put on YouTube, we have to caption for accessibility purposes. So if you have videos 
that are not captioned, the Video Page forces you to put in a transcript in. So every video, no matter if 
its captioned video or not, transcript or not, you have to have that information for your videos. So, one 
of the classes asked us, "Well, if our video is captioned and it’s accessible, do we have to put in a video 
transcript?" and the answer is No, but there is room for a video transcript if it's not captioned. 
 If you have a video out there on YouTube that you want to reference and there is no close captioning, 
you need to recreate the video transcript and add it to the page and that just entails listening to it and 
typing out what the person is saying.  
 
The other thing about the videos section is that we are having all of our videos hosted on the third party 
video hosting site. Currently, the one that is usable or workable is YouTube. With every hosting site we 
add, like Vimeo and Flicker and all of those, we have to add a module. So we're adding different 
modules but currently the one working is YouTube, so that's our go to. You can go up and open a 
channel and upload your videos there and then reference them. So let me show you how this works. 
I can go to the My Workbench, go to Create Content we've seen this before, go to the Video link. The 
title is going to display on your video page, so you want to name it appropriately and for this example, 
it's not animal related video, I grabbed something from our current YouTube channel for IT Training and 
the subject was the Scheduling Assistant - Outlook. OK, so I'm going to name it appropriately. Then, 
what you do is you go to the Select Media button. And this is the only time where you actually use the 
Web button when it comes to seeing the screen because you copy and paste that valid YouTube URL in. 
So, I went behind the scenes here, went on to our YouTube channel and this is the URL I'm going to copy 
and paste, this is our Scheduling Assistant video, you can see it's captioned down here, so we're pretty 
set as far as accessibility goes. So I copied this URL, going to go back to Web-One and then you just 
simply paste it in there, OK. 
 
These are the other supported video providers, that's the list there but what I just covered was to focus 
on the YouTube one. So I will select Submit, and it tells me right here basically in blue that you do, you 
are referencing a video and then Save. 
 
So, it gives you a little icon of what that video snapshot looks like. And I'm going to have you turn to the 
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video page section which is on page 39 for me. So you’re going to see some, I want you to see as you're 
going through these fields, where this information is going to display. So, a video caption is on page 39. 
That video caption, if you put one in, is going to reside right below the video itself, so you can give a 
quick description of what the video is or just the caption of the video. So I will put in a caption here, 
schedule... [Typing]. 
 
So the Deck and Transcript, Deck is a new term and I want to show you how to use that. The Deck is 
going to be that piece of information that resides above the video, so if you want to give a description or 
a paragraph of what you're going to, what the video displays you can do that, you see it's optional, there 
is no red asterisk but this is where we're talking about getting all of your stuff collected before you 
upload a video and in terms of a transcript it's a required field. 
 
So, well my video, is close captioned and you said that's OK, so there is a little bit of a cheat to the 
transcript field although it's required you do need a transcript or you need close captioning, what I can 
write here is "video is close captioned" and it will accept that as transcript. OK, but I brought in a 
transcript anyways so I'm going to copy and paste that transcript. 
 
If you have both, just work with both, so we always do. Copy and paste this entire transcript into my 
video page. I see that it's there. Alright, so again I’m just going to work my way down the left hand side. 
So, Miscellaneous is not anything you have to worry about for the video page. Groups is going to say 
your group name. 
 
Menu settings, remember we can skip over that one. 
 
Revision Information, if I want to publish this and actually be able to create a hyperlink for my webpage 
then I would need to save it and publish it. 
 
URL Path Settings, if you have a long video name like you see here or a long title for your webpage like 
you see here, you can create alias that's shorter; we call it a vanity URL. 
 
And Metatags, I can leave that if I just like the information it's collecting. So, we'll go ahead and save 
this. So you noticed I created completely separate video page and it's unpublished but this is what it 
looks like. OK, my video transcript makes it a pretty lengthy page but this is required, so there is also my 
caption. I left out the deck which it would be a description. So let me go ahead and publish this because I 
can show you how to create a hyperlink from your content page and it's really pretty simple. 
 
So, we'll go to Revisions, the tab, I will say Publish and Update State, OK. So, if I want to then, on my 
main content page, reference this video, you copy and paste that URL there at the top because it's a 
brand new page if you want to reference a webpage you need to have the URL. So, it'll take that, I'll go 
ahead and now that it's published it will work, so I'll copy this. I'm going to go to My Workbench, do the 
shortcut and go to the My Content tab. Find my webpage, CSUN Farm Animals, you can click the edit 
button. Alright so I'm going to place a reference to this video as a hyperlink down here at the bottom. 
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So, you just insert that hyperlink, paste it in there for that URL of the video page and then insert. I'll 
select Save and we'll go on and test this to make sure that I did it right. 
 
So, I'll click CSUN Farm Animals that's my webpage, so if I did it right, I click this, it opens up that 
separate video page which includes that required transcript, OK. So because I had all the information, I 
had the transcript, I had the video this is just the demo portion but any questions about how to 
reference a video or create that? Pretty straight forward. 

The next one I'm going to cover is the News and there is also a concept about how the News page 
works. Let me show you an example of our IT Technology News page that's out there. Alright, so this is 
our News Listing page and this is you know, any type of announcements that we want to put out there, 
anything brand new to the campus, something that we want people to know about, we create a news 
item for it. And the way this works is you as a content creator, editor or publisher creates the News 
Article page. And without any type of effort, as long as it’s published, it will feed that article to the News 
Listing page which is what you seeing right here. 
 
OK. So, as long as the article gets published, it will show up on your main News Listing page and this is 
that page that we are feeding into the middle body of our Group Landing page. So, this is the page we 
are referencing there. So, our job is to create those news articles and publish them and then they'll be 
available on the listing page. So, I’ll show you how to create a news article page, this is one of those, you 
know, it's again a very simple content type. 
 
I'm going to go to My Workbench, Create Content, this time I'm going to choose News, and this is a good 
time to also reference the news section because there are new terms like a Lede that I want you to be 
aware of, go ahead and turn to page 28. Ok, so the breakdown of this is like this, my news article is listed 
on the left, that left hand image is the News Article. And once it's displayed on the News Listing page 
you will see that on the right hand side. So, my Lede though, is basically the teaser into the news article. 
Sometimes people take a certain section of the body of the news article and just copy and paste it as 
their Lede but you can write something completely new for the Lede to get people to open up that 
article. So, as a title I will just go with something. I usually go with Lynda.com is a new resource [typing], 
Ok. So, as a Lede something to tease them in, I'm just going to make up something here [typing] 
Maybe this will draw people into reading about this article. You can add an image and you can see on 
page 28 that there was an image added to the news article, that's the big one on the left. I'm going to 
leave it blank for today. But to add the image you would select the Media button. And then you work 
your way down the left hand side again. 
 
So the Deck of the article, the Deck doesn't display on this picture but the deck is going to display on the 
top of any news image. The Deck can basically be a summary of the whole article, you know, if you want 
to provide that for end users. You can add a Deck image, and then the body, the entire news article. The 
news article goes down here. So I'm just going to copy and paste some information. I'll leave the Deck 
blank if I am not going to add an image and just put in some information for the body. I'll slice some of 
my transcript out. Use that. Okay? 



P. 15 
 

So Miscellaneous, you can change the default slideshow from here if you would like. 
Menu settings? We leave alone. So all of these other tabs we've seen before. And you can leave them 
alone if you would like. 
 
So from here I am going to save this. Just to show you what my news article looks like. Okay. It's an 
unpublished version of my news article. So it's not going to display on the listing page right now. I will go 
ahead and publish this. Selecting the Revisions tab. Published. And then Update State. 
Okay, so if I did this right, this particular article is going to display on the news listing page. So I am going 
to go to the training instance of the news listing page, which is actually it/news, news is the main listing 
page for this particular instance. So I'll delete that from the URL and this takes me to my listing page and 
right there at the top, in chronological order it will display those articles that were successfully 
published. So I didn't have to do anything there to get it onto the main listing page. 
 
There are certain articles that are placed on our Group Landing site, our homepage and the way that 
they're placed is this. There is a Feature This option, so I will click into here. Down at the very bottom of 
your news article, you can click on the Feature This and you can add as many news articles to your 
Featured list as you want and those are the ones that will display at the top of the list or the webpage 
that is referencing your news article listing page. So if you really want to pull it up to the top to have 
readers read that one first, or have it be listed first, you can feature your news articles in that manner. 
Okay so it's going to be your opportunity to create your own news article.  

Okay so that is the basics to creating a News page. The nice thing about the next two page types, being 
Events and Person is that it works the exact same way. So we're not going to have you reinvent the 
wheel. 
 
But I do want to just show you what an events page looks like. So I opened ours for IT: Training Events, it 
looks like the exact same idea as a news listing page but we have an events listing page. So it's our job as 
publishers, creators and managers to create the actual events. And really the only difference is, is the 
difference of fields and the type of information. So, in event the required information here is that it has 
a required date, a time and a location. You have to have all three of those elements in order for it to be 
an event. 
 
So, I'll just demo what the event content type looks like. It's not going to be anything you haven't, that 
doesn't look familiar. So if I go to Create Content, and then Event, it's the first one on the list, here is 
where that information that I mentioned is required, time, date and location. But something that we do 
talk about in this class is the option to categorize your events. So right now we have four options for you 
to choose form, or you can choose more than one. 
 
We have a case open with, uh, that will allow us to add more types for the category. I had a group in 
here that said well we have musicals and plays and where does that fit into those four categories. So, 
that's on the list to be added as an enhancement. But what this does is as long as you, it allows users to 
search your event, if you've got a lot of events in your area, it allows them to search by the category, as 
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long as you assign a category. So, it's not a required field but it's definitely something you want to check, 
when you're going in and creating your events. There's no new tabs that you see there, that you didn't 
see in the news listing so, we won't have you go through the entire process again. But as long as you 
publish it, it will end up on that event listing page. 

The last one that is very similar, if not, it works the same way, is the Person Listing page. This one is even 
simpler than the event and news. So our job, if necessary is to go in and add people. So let me give you a 
visual of what this looks like. Again, let me just pull our examples from our IT site. 
Okay. This is the Person Listing page. It has all the people, all the IT Staff on the Person Listing page. The 
beauty of this and why it is so much easier than even an event or news content type is that this 
information is fed through us Peoplefinder. So this information comes nightly and it's updated nightly. 
So that means that this is kind of the master copy of it. 
 
If I went in and tried to change this title inside Web-One it's going to be written over at midnight or 
whenever that, um rollover takes place. So these are fed to you. This information will display. So really 
the only reason that you would use the person page type, is if there is a consultant on campus that you 
did want to put on the directory but who's not necessarily in Peoplefinder or in our system. But you 
want to then be found because they now have a location and a phone number. So, maybe an outside 
consultant you would want to add, so you'd add a brand new person. The only second reason I'd see you 
would use the person content type is, let say one of these people are a faculty member and they want 
to have their website, their own class website listed as part of the contact. There is an additional field in 
Web-One where you can add a website. So, I see that being useful for faculty members but not so much 
for staff. 
 
Okay? So let me just go inside Web-One and show you what it looks like. We won't have you do much 
work because this is really not one of those content types that you will do work in. It's just for those two 
reasons and those reasons are also listed in the guide. So, I would go to the Person content type. If I was 
entering a brand new person, I would just fill in all of the required fields and basically press save. Okay? 
And this is the field for the website. So, Peoplefinder doesn't have this field so that is why we are able to 
add it in Web-One as another way of contacting a person. 

So, that covers these. Now, the next one is Webforms. But we don't do Webforms in this class because it 
could be a completely separate class. Let me give you a visual of what a Webforms is. How would I, uh, 
go and view all of the list of Webforms from this screen that I am on right now? Okay, great. So, I do go 
to My Workbench, and remember a Webforms is the content type. Yep. So, I'm just going to delete all 
this content and I'll choose Webforms as my type and I'll say 'any' for published. I'm just going to bring 
up some examples that I just want to display for you in terms of what a Webforms is. This one is 
particularly one that is useful for us in training. So, this is what a Webforms is. It allows users to enter in 
information on a Webforms with fields, submit it and it's received by whoever is listed on the email for 
this submission. There are different types of fields that you can use that are displayed here, radio 
buttons, the dropdown is listed, you have comment boxes. So, in the guide, because this could be a 
totally different class, we have all of those fields explained. Every definition that you go through in the 
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content page itself for a Webforms, is going to be in the guide. I would say maybe a quarter of this guide 
is the Webforms section. So, we don't go through that because the class is already long enough. 
Tina, did you want to add anything about Webforms? She's a really good resource so definitely find her 
at x1700 if you need or have questions on Webforms. 
 
The results can display in an Excel spreadsheet. And then you can format that Excel sheet. Also, just a 
basic CSV file. So if you do any exporting, that's definitely available. Okay? If you have trouble or 
questions about the Webform section, give us a call, but every field in the Webforms that you use in 
Web-One, or can use, has its definition in the guide so it's really a comprehensive guide for the 
Webforms. It could, but that would mean that that RSVP is open to the world? So that might not be the 
best use for an RSVP but it certainly could be. Okay? 

Okay, so just to touch on the last two things and then we'll wrap-up and if you have questions or want 
to stay later we can. 
 
Google Analytics. Go ahead and turn to page, it's in the back so I'll give you the page number. Okay, 
page 77. The bullets that you see on this page, is the information that's getting collected by Google 
Analytics, currently. So, you have things like how many pages did a user visit while they were visiting 
your website. How many page views, how much time did they spend on this site. So, these are out of the 
can basically. We are going to be adding some new reports to Google Analytics that will dive you deeper 
into the analytics of your website but this is what you'll be getting currently. 
 
When I say you, I should clarify that these reports are delivered to the Group Admin. And then the 
Group Admin will share these, this information with whoever requests it. So, the analytics are sort of 
managed by IT, the Google Analytics part and then we just send out the reports to the Group Admins 
and they filter. 
 
So, they also, it will provide a list of top pages. So if you think about really analyzing your site, and using 
Google Analytics, if you know that people are hitting this page, a very popular page, you might want to 
adjust and strategically move around content that's really important for a user to view if it's on the most 
popular page. So, it will allow you to kind of rethink placement of content on certain pages if you really 
get into analyzing the content. The best resource for figuring out how to analyze Google Analytics is 
going to Google Analytics and looking up that information from them. Because they'll have you think 
about things in a twisted way that you never thought you could in terms of analyzing. So, it's a really 
good resource to be able to do that. Okay? 

Then the other thing I'll touch on is broken links like I had mentioned before. Web-One is almost 
foolproof for broken links. Whereas currently, we run reports to try to find them. They'll be generated 
automatically for you with Web-One. So, the way to get there is by selecting your username. So I'm up 
here in the right hand corner. If I select the username, this looks like the exact page and it is the page 
that you land on when you log in. And the broken links report is right there for you, each time you, you 
log in. And it's kind of there, I'm guessing, because when there is a broken link out there, again, there's 
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no notification that says you have a broken link, so this is one of those things that you want to check 
often.| 
 
So, right when you log in, click on the broken links tab and it's going to give you a list of bad links, along 
with error codes and responses that the page displays when it's a broken link. So, to correct these links, 
you can go to the edit node and, because I'm familiar with just this list, all of these are broken links that 
are on one webpage. This node is a webpage. The node happens to be number 371, not that that really 
registers, but if I click on this edit node, it will give me a message at the top that says that I have a list of 
links in this content page that are broken. And that's when you can go through these and fix those 
broken links that are called out on these reports. 
 
So, somebody asked a question the other day, well what if I name my webpage the same name as 
someone else? So, let's just say that someone else names their webpage Information Technology. We 
named our homepage that. It won't save over that, but what it will do if you don't create an alias or a 
vanity URL, is it'll put a parenthesis and a number behind it. So, if I was the second person to rename 
that webpage Information Technology, it'll do an Information Technology parenthesis 1. Or something 
like that, so don't worry about saving over, you know, currently existing pages because it won't do that. 
It'll just add numbers to the end.  

Okay. So, do you have any thoughts or questions about Web-One? Let me bring back-up the objectives 
slide and I'll just have you read through these objectives and let me know if there's anything that's not 
clear that was on the list here today. If it's not, then I need to fix that. 
Feel good about it? Okay. 
 
So, the last thing that we're going to do is have you fill out an evaluation because we really take these 
classes seriously and we have adjusted our flow so much on presenting from day one. So, we have these 
evaluations and, they have, you know, questions but as you go through these, if you wouldn't mind 
pondering these because there's spaces to add information. Let me know what your expectations for an 
Essentials class, let me know if there was information that you needed, that you didn't get walking out 
the door today because we can add that into the class. What worked, what would you change, would 
you like more exercises? Would you like less? You know, what do you feel? 
 
You can write that in. Was everything...and you know what... I know. Our first class that we delivered 
there was, there was no hands-on, so based on feedback we created the exercises. So, we totally take 
these seriously. And people have liked it ever since and they keep saying how about a few more 
exercises? But, we're having to…how much more time do we have in three hours so. We could probably 
weave some other things in. I'm still getting, I'm still practicing at my speech for the training but did 
everything I say come out clearly? I mean, I like the feedback too. And we didn't give you a lot of time to 
look at your user guides but we feel it's a really detailed user guide. Tina and I wrote that and it, it was a 
big, big project for us. Let us know if it's detailed enough. Did you like the way we presented. A lot of 
the, a lot of this is show and tell. I do, you do. I do, you do. If you like that, just let us know. So here's the 
evaluations. 
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Okay. So, once your Web-One liaison, and that's um, what's his name? Randy, so Randy's going to say 
we're ready to go. We are ready to get inside Web-One. He's going to send an email with the required 
information. Meaning, who he wants inside Web-One. Their roles. And once that process is finished, 
you'll be able to log in through the Portal. There's going to be a new pagelet that says Web-One. And 
there's a link, you just click on the link and you'll be able to log in. And those steps are in the very 
beginning of the guide too in case you want to practice that. 
 
Have you guys gone through the pre-migration process yet? Where, you're mapping out your current 
site? Checking off whether you want to keep this page or edit or add? Okay. Okay, yeah. 


