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Accessing Q-Content

URL: http://www.jacksongov.org/controls
Use Internet Explorer — no other browser

QContent | 2 jacksongov.org

File Edit View Favorites Tools Help

File Edit Tools Help

QContent - Not loggd

Please log in below

Please enter your login information to continue.
Username: [

Password:

I forgot my password

Mobile Cities are Make Your Site
Responder App ~ Going Branded = Mobile

Login:

Username:

Password:

Both are case-sensitive.
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The Q-Basics

After logging in, you will access the Q-Content program utilized for maintaining jacksongov.org and
all its“sister sites” —jacksongov.org/sheriff, combatjack.org, makeyourdayhere.com, etc.

e ii @ http://www jacksongov.org/controls/default.aspx

(] gContent

File Edit View Favorites Tools Help

File Edit Tools Help (@] Qcontent - User: Loudloe  Settings  Log out

Common Tasks Help Center

cﬁ:' |é’ Ediy x Dslste = Pravigw Saearch halp:

Content Management Files and Documents Drafts | Content Approval Archived Content Content Feeds GEQ Content Repaorting
1 S
Navigalionc_exnand all] ISHOv-ICsn e Searchle Content
3 é ;I < Enter your search criteria and a date range to search for live content. The search will check name, title, description, keywords and conts
- lacksan County, Issoun C
& L Search phrase: *
L...[3] Home -
(@] HoME S Modified between 5/17/2012  [i] and 5/17/2013 ]
:
i | search
& (@] T WANT TO... « [search ]

gLi_ij E-SERVICES A
;:a- (@] ABOUT US

@ (@] NEWS & EVENTS
_s;:l (@] DEPARTMENTS
4 (@] GOVERNMENT
@ (@] PaRKS + REC

8] SITE - COMBAT

::i [ SITE - SHERIFF

B -(C] 5ITE -PROSECUTOR

@ (] SITE - PROSECUTOR 2
@] SITE - PARKS + REC

o [Z1 SITE - PARKS + REC 2
(] ECONOMIC DEVELOPMENT
g 1 Dept - Public Works
f:] MNavigation - Assessmant

.- Transit

A —These are your navigation folders, with those in the square shown here being the folders for the
main site, jacksongov.org.

Those folderswith a*“globe” are the ones that appear in the site’s navigation: HOME, | WANT TO...,
E-SERVICES, etc.

Folders lacking this globe symbol are “hidden” in that they do not appear in the navigation.

Access to creating new folders will be restricted because of the potential for breaking asite’'s
navigation. For example, adding another “globe” file to jacksongov.org, might cause the navigation to
extend beyond the boundaries of the limited horizontal space available for the navigation.
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1= @ http://www jacksongov.org/controls/default.aspx
[# qContent X
Eile Edit View Favorites Tools Help

File Edit Tools Help = (@] Qcontent - User: Loudloe  Settings  Log out

_Common Tasks i Help Center J

C‘i-‘- |£ o x et \Jr:_!i1 Search help:

Content Management Files and Documen ts Drafts | Content Approval Archived Content Content Feeds GEO Content Reporting
| -
Navigalianc_expand Al :Showmsn r_;f;'l Search!e Content
3 a acleonC ty, Mi = ;I <« Enter your search criteria and a date range to search for live content. The search will check name, title, description, keywords and conte
- § ackson County, Missouri
u E Search phrase: -
| ] Home o
@l rowe § Modified between 5/17/2012 [ and 5/17/2013 ]
H E
i 5 h
4 (@] T WANT TO... « [oanxch)
4 (@] E-SERVICES A

4 (@] ABOUT US
(@] NEWS & EVENTS
_;ﬂ (@] DEPARTMENTS
;e- (@] GOVERNMENT
(8] PARKS + REC
4[] SITE - COMBAT

@] SITE - SHERIEF

.:ﬁ I:! SITE -PROSECUTOR

.‘=ﬂ Ij SITE - PROSECUTOR 2

@ (] SITE - PARKS + REC

ﬂ D SITE - PARKS + REC 2

i« (] ECONOMIC DEVELOPMENT
g I:] Dept - Public Works
f:! Navigation - Assessment

4. Transit

A - MORE ABOUT THE NAVIGATION
Q-Content was created to accommodate one website, but we are utilizing it for six:

County’s MAIN Site — jacksongov.org

Prosecutor’ s Site — jacksongov.org/prosecutor

Sheriff’s Site — jacksongov.org/sheriff

COMBAT — combatjack.org (a.k.a. jacksongov.org/combat)

Parks + Rec — makeyourdayhere.com (a.k.a. jacksongov.org/parks)
Economic Devel opment — jacksongov.org/econdev

WEe' ve been able to work around Q-Content’ s one site limitation by making all other sitesa“site
within the site” — all under jacksongov.org. Thus, we have jacksongov.org/combat, /prosecutor, etc.

To help sort out the “sites within asite,” you'll notice that the navigation folders have been sorted in a
way that all the MAIN folders appear at the top (inside the“A” box).

All the“sister site” folders are labeled “SITE” —asin “SITE - COMBAT” and “ SITE — Prosecutor.”
If you are editing the Sheirff’s site, for example, click on the “SITE — Sheriff” folder to gain access
and open the sub-folders. (Each “sister site” has been programmed to begin its navigation with the
corresponding folder, with the COMBAT site' s navigation beginning with the “globed” sub-folders
under “SITE—-COMBAT.)
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@ http://www jacksongov.org/controls/default.aspx

[# gContent X
- FEile Edit View Favorites Tools Help

File Edit Teols Help QCDntent—User:LDudJne Settings  Log out

Common Tasks Help Center

Search help: |

Content Management Files and Documents Drafts Content Approval Archived Content Content Feeds GEQ Content

| -
Naviga[ionc&xpand All] [Show J:Osn .ﬁ‘l Search!e Content
- d e ;I <« Enter your search criteria and a date range to search for live content. The search will check name, title, description, keywords and conte
g E Search phrase: *
o $ Modified between 5/17/2012 [ and /1772013 | )
- § Modified between i an i
(@] HoME E
“

_;l---@j T WANT TO... A

g---@ E-SERVICES

s (@] aBOUT US
(@] NEWS & EVENTS
‘;g- (@] DEPARTMENTS
g (@] GOVERNMENT
j---@‘_‘l PARKS + REC
@[] SITE - COMBAT

_fﬁ-[:] SITE - SHERIFF

.ﬂ[:] SITE -PROSECUTOR

@ (] SITE - PROSECUTOR 2
@] SITE - PARKS # REC

_g 1 SITE - PARKS + REC 2
:(C] ECONOMIC DEVELOPMENT
:l[:l Dept - Public Works
[:l Navigation - Assessment

4. Transit

B —You'll utilize these menus when actually making edits to the content. The “Tools’ option isfor
making edits to the site as awhole. Y ou are not to use the “Tools” menu. (More about “File” and
“Edit” later.)

C - CONTENT MANAGEMENT

Thisisthetab you'll be doing most of your work in, for thisis where you gain access to already
existing content and to post new web pages.

D - FILES AND DOCUMENTS
You'll usethistab to load files/fdocuments such as PDF' s and Word documents onto the website.

E - DRAFTS

Y ou access your drafts here and can preview content asit’ll appear on the website, prior to being
published and going live.
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Accessing Content

To open afolder, click on it until it is highlighted, and then you’ll see al the sub-folders A associated
withiit. If you are working in a“SITE” folder, the sub-folders will correspond with that website's
navigation B. Those folders lacking the globe symbol C are hidden and, therefore, do not appear in
the navigation.

Navigation [Expand All] [Show IDs

@ (@] HEWS & EVENTS B

Default Content: Cantent 5/15/2013 4:24:22 PM

B (@) DEPARTMENTS
@ (@] GOVERNMENT

AmBOrOR

O oren Link Independent Content 4/4/2013 2:48:45 PM Loudloe Ready For Edit
T Test_Homa_IE10 Independant Contant 4/19/2013 10:22:34 AM Loudloe Ready For Edit

- (@] PARKS = REC
Tast_Home_video Independent Contant 4/18/2012 3112149 PM Loudloa Ready For Edit

@ (7] SITE - COMBAT & o
Legend:  [D] Default Content | ] Independent Content  [!] Draft

S SITE  SHERIEE
ERMN sive -prosECUTOR
e bout Us A
rrrrrrrrrr Jean Petaers

B g
3 @] careers
nternships

(@] Public Information Offic

(@) Prosecuting A Case

1 Take Action

D —The“Default” isthe web page that corresponds with that folder. For example, if you go to the
“About Us” page for jacksongov.org/prosecutor — the “ Default” page will feature the content one
views with clicking on “About Us’ in the Prosecutor’ s navigation.

All other content you view listed under “Default” is what Q-Content refers to as “independent
content,” such as all articles that would be posted under “News’ but are not directly accessible viathe
website’ s navigation.

Independent content is actually dependent on alink being placed somewhere on your site, if visitors
are to be able to access that page without using the search engine.

E —If you click on this“Copy Hyperlick” button you' |l get the LINK associated with that web page —
“/content/9109/9260/9264.aspx,” for example. Thisis essential for later inserting links to that page.

Y our access to folders will be restricted, with not everyone being able to edit the Prosecutor’ s content,
Sheriff’s, etc.

TO EDIT CONTENT...

Double-click on the default or another title listed under “NAME” D
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Special Note About Accessing Content

Some of our sites have split navigation, meaning that their navigation does not appear in asingle
continuous line. Thisis clear on Parks + Rec with its two lines of navigation:

COUNTY

PARKS + REC

Make ygur.da,_ | YOUR PARKS »| YOUR LAKES »| YOUR TRAILS | YOUR HISTORIC SITES »| YOUR GOLF COURSE »|

Contact Us

It’s less obvious on the Prosecutor’ s site. The menu bar here is split in two with the Prosecuting
Attorney seal being the divider:

Cusztom Search b

4 o
g
About Us » ContactUs News» Prosecuting A Case - 'z Community Engagement * Victim & Family Resources »
! ‘m

HOME | CAREERS

Jackson County Prosecutor * Jackson County, Missouri

Jean Peters Baker * County Prosecutoj

Friday, May 17, 2013 1:58:52 PM

Because Q-Content bases its navigation off the folder structure, to generate the “split” for these two
site’ sthere are TWO “SITE” folders for both Parks + Rec and the Prosecutor.

SITE—PROSECUTOR

Contains all the content to the left of the seal:
About Us

Contact Us

News

Prosecuting A Case

SITE—PROSECUTOR 2
e Community Engagement
e Victim & Family Resources

SITE-PARKS + REC
Contains al the content on the top navigation bar: YOUR PARKS, YOUR LAKES, etc.

SITE-PARKS+REC 2
Contains al the content on the lower navigation bar: Home, About Us, Parks Safety, etc.
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What if you need to edit a page, but don’t know in which folder to locate it?

Q-Content includes a shortcut that allows you to go directly to the page you want to edit — viathe
“Edit” menu option:

Edit | Tools Help

Edit

Cut

lgcfi;

2 LB Edit Content From URL [
i{[ ™) Edit Folder i
:I ;vi'-: Folder Approvaers

. :’} Folder Security

f [Eﬂ Content Security

.

: R Set As Homepage

T TSITE - SHERTEE

Scroll down to “Edit Content From URL.”

A Documents | Drafts | Content Approval | Archived Content | Content Feeds | GED Co

=] Edit Content From URL

:I & Enter a URL of content within the website and click 'Edit' to find this content and edit it.

URL: | http://www.jacksongov.org/content/ 88259/ 8837/927%9.aspx *

c
L
S (&) (Coneel)
E

Paste in the URL of the page that needs to be edit, then click the “EDIT” button.
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Q-Editor

When editing previous content or creating new content (page 18), you' |l be accessing the Q-Content
editor page.

y .
Let’ s break it down.
— = 7
Content Management Files and Documents Drafts Content Approval Archived Content Content Feeds
» [ 2 Editing Content SITE -PROSECUTOR : News : Charages Involving Abuse Of 0-Y
o -1
p Cli

E e
H Content Instance
» Select the content instance to edit: Live content -

Dynamic Content

Template to apply: Prosecutor_1_Col .
Content name: Charges Invelving Abuse OF 9 = Meta description: Charges Involving Abuse OF 9 Publish o
Content title: Charges Invalving Abuse Of 9 * Meta keywords: Charges Invalving Abuse Of 9 Expire an

$ B3 BB EEF - 9-0|0B @ (3 & E0- _I'IEI— <>Jv 7| ab| dl Gl e =

Font Name =!8... | Apply C55 C...~| Paragraph S...~| A = {iy = | &% JL’J B A :":- |__71 Zoom v | & GaT

'

Dynamic Content

Thisiswhere you' |l apply your template(s) to your page. There are more than 100 templates being
used in jacksongov.org. Note the onesto use for your content here:

Content Name & Content Title

Think of these as the headline for your web page. | generally use the same text for both.

M eta Description & M eta K eywords

Description: Search engines such as Google will seek this out, so it is crucial to include this. (I wish it
were arequired field.) To improve our search engine performance, | would, for example, proceed all
prosecutor descriptions with “Jackson County Prosecutor:” and then add on the Content Title. That

way “Jackson County Prosecutor” is being listed on dozens, eventually hundreds of web pages for the
search engines to then seek out.

Keywords: They arejust that. Again for the Prosecutor’ s website, | might list words like justice, law,
crime, the names of people specifically mentioned on the web page, etc.
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Content title: Charges Invelving Abuse Of 9 = Meta keywords: Charges Involy

.1"':1 EE] __’1 ._..-‘.f _W' 5_| _<> _r"rv - ™~ &)’j—y &?-—‘ﬂ k) -—"g {1 - JT|E|

Font Name -| 5... | Apply €55 C...~| Paragraph S...~| & ~ 3 ~ | &3 }% ,-_'J ? = nr D{

Timothy A. Phillips

Ao \ Charges Involving 9-Year-(

Link Tools
These are you Link (left) and Unlink (right) tools. The unlink tool features the broken chain symbol.

>>> CREATING A LINK — Page 15

s Of 9 Meatz keyword
{4 ~ -\.-_. . . t-'-: .ﬁ
Paragraph 5.. ' x;l' Tl e

Photo-Insert T ool

>>> INSERTING A PHOTO — Page 30

keywords: Charges In

Symbols Tool

Use to insert symbols such as trademark ™and copyright ©.

TOO= DO Ty VAT T I T gy ot T

Content-Template Tool

Thisisapoorly named tool, for you don't use it to apply a page template to the web page you are
creating. (You do that in the “Dynamic Content” section.) Inaccurate name, aside, thisisavery
important shortcut tool for inserting photo boxes, formatting pages and other items. MUCH MORE
about this on page 25.
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Word Tools

| call these the “Word Tools’ because they function very similarly to the corresponding toolsin
Microsoft Word. Use them sparingly. Bold-facing and italicizing text are OK. Never use the underline
tool - NEVER-EVER! Underlined text signals on awebsite that the text isalink. (If I could, | would
delete this underline option from this tool-set.)

LLLLLLI
(LI

Inset/Bullet Tools

Y ou can use these to create bullet lists and to inset text. The inset function can be tricky, so use it
infrequently. Works very much like Microsoft Word.

[ Fublish ][ Save as Draft ][ Return to list ]

Publish — Save As Draft — Return To List Buttons

These are located at the very bottom of the editor window:

Publish — Thiswill “publish” the page to the LIVE site with the changes you’ ve made.

Save As Draft — Thiswill keep the current content live on the site and place a copy with the changes
you've made in the draft folder. Y ou can then look at the page in the draft folder, preview it (in the
template) and then decide to publish. (More about drafts on page 22.)

Return To List —If you pressthis, al changes you’ ve made to a page will be wiped out. | generally
only use this button when I’ ve inadvertently opened the wrong page.

Hitting CtrI-Swill not save your changes as you worKk.
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Working With Our Style Sheets

Content title: Charges Involving Abuse Of S - E

) " " o # e
b 53 5 U lw LE s BT A = ?—]'_J = L

Font Name - S‘l Apply C55 C... ™ II'—‘aragrE-ph S..av bR T <)

Timothy A. Phillips

et \ Charges Invo

Avoid manually formatting text via selecting fonts, font sizes, colors, etc.

Each of our websites has a cascading style sheet (CSS) — one for the main site, Sheriff’s site,
Prosecutor’ s site, etc. But the Q-Content editor only allows us to use one master style sheet in the
editor. To work around this restriction, we' ve incorporated all the styles for each siteinto thissingle
style sheet.

To apply astyle, you highlight the text and then go to the Apply CSS menu (above).

ENENE A - '|“_!u%

-~ Apply €55 C...~| Normal - A

PageHeader
PageHeader_2

NewsHe:

rs

o0

To separate out the different styles used on our different sites, I’ ve interested headers into the CSS.

MAIN

COMBAT
SHERIFF

PARKS
PROSECUTOR
MISCELLANOUS

If you are working on the COMBAT website, for example, only use the styles listed between
COMBAT and SHERIFF — and that feature a COBMAT __tag.
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Some styles are availableto use on all sites, and they arelisted above the MAIN header. They
include:

e Clear Class. Thisisn't actualy astyle, but atool for clearing the styles already applied to a block
of highlighted text.

e Copy_600: Allowstext to only be 600 pixelswide. It'sararely used style and used primarily to
prevent text from being spread across the entire width of a monitor when using an “open” template
without set boundaries.

e Single line p: Don’'t use. It’sa buggy style. I'm still trying to work out the bugs.

e Photocutline: For usein photo captions.

e Photo-right: To be used with photos when flushing them to right. It automatically formats the
photo — placing a border around it, flushing the image to the right and wrapping text around the
image. (To only be used with photos that don’t need a cutline.)

e Photo-left: Does everything that Photo-right does, expect flushes the photo to the left. (To only be
used with photos that don’t need a cutline.)

e There soneother photo style (just a clear box) that appear s directly above the MAIN header
and just below the “ Photo-left” style. Usefor placing a frame around an image.

[Photo-left

See page 30 for mor e about inserting a photogr aph.

Special Note About Using Styles

Look closely at the areas of the website you' |l be editing. You' |l be able to see how styles have been
applied to the site — and how you should then apply them in Q-Content.

DO NOT cut/paste from a Word document directly into Q-Content. Y ou can write articles/other
content in Word, but it is crucial not to cut/paste from Word into Q-Content. Doing so will result in
unnecessary “junk” code being imported into your Q-Content pages — junk code Q-Content will often
fail to scrub out.

Instead, paste your content into Notepad (found under “ Accessories’ in your list of programs), then
from Notepad copy and paste into Q-Content. This strips out all of the Word code.
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Inserting A Link

1) In the page editor, highlight the text or image/graphic that will serve asthelink.

The [ERREEROIVAe] [[C-RBETeEIgipglElgll is a partner of the Prosecutor’s Office.

2) Click onthelink tool (left), which opens this window:

g In March 25, 2012 M|

nd Curtis D. Bradley, 32, guilty of a variety o
F Wiley Garner.

f Murder 2nd Degree, two counts of Assault

on Feb. 8, 2013, at 1:30 p.m. in Div. 7.

Bn Covinsky and James Stigall were the trial t

RS, 20 * Meta descriptiont  Guilty Finding In March 25, 20 | Publish on date: 5/18/2013
BS, 20 = Metz keywords: Guilty Finding In March 25, 20 |"| Expire on date: 5/18/2013
4 a3l ok ] | = = i Ev. I =
- _ﬂjlﬂfl | ||]’|_. R | :bl a--iabi e = Bl B r 1
rmial A Ay | EE A S S By zoom | B R

|E| Hyperlink Manager

EoH |

£

Hyperlink

24 T Anchor % E-mail

URL | httpe//

Link Text | Jackson County

Target Mone

-

Same Window
New Window
Parent Window
Browser Window
Search Pane
Media Pane
Custom Targeis

Tocltip

C55 Class

[add custom target...]

Existing Anchor Syeset e |

ncel

3) Insert the URL for the link

4) Select a“Target” based on these criteria:

lakes — click on “ Same Window.”

If thelink is going to a page within your website — e.g. from Parks + Rec beaches to Parks + Rec

If the link goesto another site — e.g. from the Sheriff’ s site to the Missouri Highway Patrol — click

on “New Window.” Y ou don’t want to close the Sheriff’s site to open up someone else' s site.
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5) Include a Tooltip:

[=] Hyperlink Manager

b

J" Hyperlink T Anchor ( E-mail

URL | http://kemo.org/police

Link Text |Kansas City Police|

Target New Window

Existing Anchor None

Tooltip |Link To Kansas City Police Department | C

B

CS5 Class | SubHeaderSe... ~

Cancel

After inserting the URL for the link A and selecting atarget B (a new window, in this case because

the link goes outside of jacksngov.org), you then need to write a“Tooltip” C. Thistip isread by visual
readers to help the visually impaired know that the highlighted text/graphic isalink.

6) Apply style to the link:

Hyperlink Manager

Existing

Link Text

[ Hyperink (" Anchor ¥ E-mail

URL | http://

= bold
= bold_alt

Target
& bold_dark_blue

Anchor

Tooltip| = hold_blue_lg

Css Class| @ bold_red_lg

& bold_calendar

=3

= bold_dark_blue_2

Cancel

Y ou want to apply alink style from the CSS Class sub-menu to your link. Link stylesinclude the
chain-link symbol. | generally use the bold style for alink within a paragraph:

frun

Jackson County Prosecutor Jean Peters Baker points out thata
person should report suspected abuse and then let the proper
authorities conduct an investigation to determine if actual abuse

is happening.

nedor Cictar Dorts Sodlor tn e

"It's that simple,” said Jackson County Prosecutor Jean Peters Baker. "If you
suspect a child is being abused and you act by calling that hotline, you could save
a life."

| Tragically, on an average

day in America, five children

| die due to abuse or neglect.

No other nation in the

8| industrizlized world has a
o worst abuse-related death

rate, according to the U.S.
Department of Health &

| Human Services.

If someone had just called a
hotline, so many children
would still be alive today.
That sad truth was
emphasized throughout a
news conference held
Monday, April 15 at the
Jackson County Courthouse.
County officials joined with
Operation Breakthrough

ahant what tho ot of
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| usethe“red” link style for the*> MORE” links at the end of news briefs — like those on the home
page of jacksongov.org/prosecutor and the “News’ page of jacksongov.org:

Former Kansas City Councilwoman Joins
County Executive Staff As A Senior Advisor

JANUARY 29, 2013 -- Cathy Jolly has a long record of public sernce,
including working as an Assistant Jackson County Prosecutor, Missouwr
State Representative and Kansas City Councilwoman. Currently, she
serves on the Center School District Board of Education.

And now she is returning to the Jackson County courthouse as a Senior
Advisor to County Executive Mike Sanders.

“Cathy's talent, expenence and knowledge are a great addibon to
Jackson County government,” said Sanders. "Throughout her career,
she has been a tireless advocate for the citizens of Kansas City and Jackson County,
and I hawve no doubt that she will continue to do so in this new role.”

= MORE

Note: Because red is a pre-dominant color already being used on the COMBAT website for headlines.
I’ve created a“ COMBAT_More” link style for this purpose. It’s gray and prevents us from overdoing

the red on the COMBAT site.

More Than 140 Attend COMBAT Conference
SEPTEMBER 30, 2010 -- The COMBAT-sponsored
conference -- "Improving Community Responses

to the Risks We See Everyday" -- attracted more
than 140 attendees September 24, including
representatives of several agencies that have
COMBAT-funded prevention and treatment
programs. Individuals from throughout Kansas #
and from Nebraska were also among those in
attendance, seeking insight as to how to prevent

drug abuse in their communities. ™
> MORE

The other most commonly used link style is “blank_blue,” which I'll usein listings:

2013

2013 Adopted Budget: By Fund
2012 Adopted Budget: Departmental Breakdown

2012

2012 Adopted Budget: By Fund
2012 Adanted Biidoet: Denartmental Breakdnwn

As thisimage shows, when you mouse over most link styles, the text changes — in the case of

“blank_blue’ to underlined red text.

When you do not apply astyleto alink, the default style will be blue underlined text:

Watch County Executive Mike Sander's Interview on KCTV-5 Regarding
COMBAT's Anti-Violence Campaign.

| generally don't like the default option because alot of underlined text can be difficult to read.
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Adding New Content (3-Col. Template)

First of al, by a3-Col. template, | am referring to templates that create a basic 3-column web page:

COUNT
PROSBECUTUAR

COUNTY
SHIERIFF

COUNTY
COURTS

COUNTY
DEFARTMENTS

Former Kansas City Councilwoman Joins
County Executive Staff As A Senior
Advisor

IAMUARY 29, 2013 — Catdy Jolly Baa 2 leeg reosed of public ssries, indufing werlang 22 28

nity Froacodior, Mizacuri Sals Scproacniafive and Kanaaa Sy
v, alfe azrama o B Corier Sctioe] Siatret Seord of BfussUon.

Ard rew 3 13 retarning o i Jodiaen County corticuas 23 & Senicr
Advimcr to Counly Sxcoulve Milks Senders.

el wll fezaa primanly on Bl and pultlis asfory mmasa.

Aa am axsiatank proacodicr, e coorfialcd Tadeaon Counly'a Druq
Albetmmm Reaponis Tesm [DART), werkimg dzasly w

S

Mraca Unifef Hero of

Zandaraamesunasd Maticlly waa jmining R sdmimatats at ey Be led
alatore’a mecing Monday, Jamadry 28, The County Sxccuve sl ammoumccd that ch =f
B Offfccr e Bice, whio w ricd im ICCTT,

gowcrmecel and in malkin

[PERSONAL PROFERTY |

E-FILE
| Dectarations o

LY s0% Diecound
[FR] fembatie To 20

W Gamas in 5013

a rele will Begin i dhange: sver B, Be will ccniies

azva Fe'y gming iz 23 beura 2 wask B zma X i = full-ues
oficially, Buk we = = =

il B gofling Frod

ied, "My expericace Wit fred
Bt Birga ot 5 c'dodk in B morming, Bl forlunaichy woudld ot

oty gl Shairman Greg Grounds (204 St
P g
al e meat day. 1 Bave me deuld we'll 20l B geling 2 orest deal oot of Fred.

"l = o wits ke Catihy, knew Beow grea
conlicact. =W lock forward o Bawing Bo

fzuer a for sesmrphatieg turga” ks
e of the county

. o a3 Sty B calma ol §5 =
resdicd i meewedc] e oty's il

il Balia s Sachalar's Dogrms i Falne ==-=--==“--=—"-= urrecrmty of Mo, She
carmch a Nria Sociorals from Be UMEC School of Law in 1996,

= Municipal

kﬂ ourt

Jackion Comnby

Jack: inky, Mixseun

THL  ECONOMIE

The template automatically creates the three columns—1, 2 & 3. In Q-Content you' |l be editing the
second column space 2.

Templates can only be edited and created outside of the Q-Content editor.
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Step-By-Step Directors For Adding New Content (3-Col. Template)

1) Select the folder you want to work in. For example, the “News’ folder on the
jacksongov.org/prosecutor website:

m Home

HOME

1] I WANT TO...

1] E-SERVICES

ﬂ ABOUT US

:l NEWS E EVENTS

1] DEPARTMENTS

11 GOVERNMENT

ﬂ PARKS + REC

ﬂ[j SITE - COMBAT

ﬂ[:l SITE - SHERIFF

=[] SITE -PROSECUTOR

1] About Us

rﬁ\-l Contact Us
MUred Staories
Neighborhood Prosecuti
No Viclence Alliance
Public Information Offic

----- Prosecuting A Case

----- [:l Take Action

@[] SITE - PROSECUTOR 2

+#--["] SITE - PARKS + REC

@ Jackson County, Missouri =

Smuorn

T T
P e A I e e o B B =

Default

7th Neighborhood Prosecution Tean
Bishop Finn, KC-5t. Joseph Diccese
Bishop Found Guilty

'Call-ins' Represent Important Earl
Charges Invclving Abuse Of 3-Year
Child Sex & Assault Charges Filed
Costs of Vielent Crime

Former Independence Pastor Plead
Guilty Finding In March 25, 2012 M
Guilty Verdict In KC Murder
Jackson County Prosecutor's Neighl
KC Man Sentenced To Life For Rapg
KC NovA Launched

Murder Charges Filed

Sentence In Grain Valley Child Sex
Speak Up. Step Up.

Special Prosecution Teams Launchg
Stipulated Testimony in State v. Fin
Test -- You Tube

Legend:

@ Default Content D Independ

To the right you can see all the content associated with that file, including the “ Default” page that

appears whenever avisitor to jacksongov.org/prosecutor clicks on “News’” in the navigation. Below
“Default” are listed al the articles (Independent Content pages) in the news folder —in this case the
news articles posted onto the website.

2) Y ou want to post a new story. Go to the File menu and select “New,” then “Content.” Be sure you
are using the Q-Content “File” menu and not the “File” menu for Internet Explorer.

QContent

File Edit

View Favorites

Tools

Help

File | Edit Tools Help

Delete Folder

New » Folder
| LE Preview ng;: Content
x Delata g File

& [@] NEWS B EVENTS
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3) You'll being starting with an entirely blank page and will need to fill in each field of the Dynamic

Content section (page 10):

3a— Select your template. Templates are listed in the order in which they were created, not
alphabetically. Refer to the list you made on page 10.

Dynamic Content

Tamplate to apply: Prosecutor_1_Col

[=]

Golf_Open_II
Golf_2Col_2012.htm
Constructing_Futures_2Cal
Constructing_Futures_Z2Cal
= RTA

Content name:

Content title:

-_—
| fu 53 [ S ¥ Testing_Template
—rRTA Il
| Verdana | 2(RTA_1_Col
1880

Transit_Cpen
ParksRecreation_1
ParksRecreation_Home
ParksRecreation_Open
ParksRecreation_2
ParksRecreation_2
Charter_3Col_2012
Charter_2Col_2012
Arbanas_Golf_Open
Arbanas_Golf_2Col
Arbanas_Golf_Tour
JCO0OL_Test
ParksRecreation_Open_Alt
Corrections_2Caol
Assess_Collect
PublicwWorks_3
Publicworks_z2
PublicWorks_Arch
PublieWorks_Home
Test_Dept Menu

-

m

3b—Fill in the fields for Content Name, Content Title, Meta Description and Meta Keywords. DO
NOT skip thetwo “Meta” fields. (page 10)

4) Copy & Paste Text

Fil= Edit Tools Help

Comman Tasks

Bpore [ X veln [P omim

QContent - User : LoudJoe

Setting

=

F
Content Management Files and Documents  |_

| Untitled - Notepad

1

2 \ﬁ Add Content To SITE -PROSECUTOR|

File Edit Format View Help

p Click here to return to the list Cost of Violence
ﬁ Content Instance

»  Selact the content instance to adit: Live content
may 10, 2013
Dynamic Content

Template to apply:  Prosecutor_1_Col

Content name: 9

:
BB BT- |8

~|2 ~|Apply €SS C...~| Hormal

Content title:
||business session.

‘ o @

# =53l G

Verdana

'Paste Into ‘
Q-Content

sly James.

—||A single murder can cost $8.9 million

A new study compiled by the KC No violence alliance’'s research
city's Department of criminal Justice and criminology sets the

Prosecutor Jean Peters Baker and Capt. Joe McHale, KC Nova prg

A single murder costs $1.3 million in tangible costs, includi
police, prosecution and corrections costs. when you add in ing
__|||costs associated with injuries, about $8.4 million, the total

This means that reducing homicide in Kansas City could have a
reduction represents a savings of $95.5 million, while a 30 pq

|Capt. Joe McHale, KC NovA project manager, along with Nova go
llcouncil on KC NovA's recent efforts. They also released the ng

KC NovA's governing board includes Police Chief Darryl Forte,
Dickinson, Jackson County Prosecutor Jean Peters Baker, ATF Sg

Copy From Notepad

Again, do not copy/paste from Word. Use Notepad.
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5) Stylize Text

Content tite: bl

oy pEn (2 2y B . WE
|¥—'é_-1wwElé:<:=:§' Ay I 'l%%
| Verdana * 2 = Apply C55 C...~| Mormal v A~

e - [ |
PRO_PageH

PRO_Pagio reosiaic
May 10, 2013
' PRO _Ne
=)

A new study compile ce'g

Prosecutor lean Pefl Qm_h a

Highlight the text you want to style and then under “Apply css...” scroll down to the style you want to
apply. (See page 13)

A single murder can

6) If needed, insert photo(s). (see page 30)

7) When you are completed you can...

[ Publish ][ Sawve as Draft ][ Reaturn to list ]

Publish the page to go LIVE with it or Save As Draft to save the web page under the Drafts tab.
If you click on the Return To List button, you will wipe out the work you’ ve done and will be unable
to retrieveit. (Thereis no secondary warning box —“Are you sure you want to do this?” —when you

press Return To List. You are just instantly bounced out of the editor and back to the Content
Management tab.)

Special Note Regarding Photographs / Tables

1) Photos and Tables to be used on athree-column page can be no more than 595 pixelswide if
centered.

2) No more than 400 pixels wide if they are to be flushed to the left or right with text then wrapped
around them.

EXCEPTIONS:

The Prosecutor’ s site does not use three-column templates. Therefore, these size restrictions do not
apply.

The Parks + Rec. three-column pages are slightly narrower. Therefore, the size limitation is 560 pixels.
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Working With The Drafts Tab

5 fs
[To add & new draft. swtch to the Content Managemant tab and select the folder you wish to create a draft in. Add new content there and whan saving the content. select "Save as Draft’
@ Show onby my drafts () Show drafts for all users

Export: [3] ]

Mame Folder Last modified - Hadified by Status

Image _Testing Tasting 5/16/2013 2:32:01 PM Lovdlos Draft exists
Default Dapt - Public Works 1| County Projects | Undar Design 1 Lea’s Summit Road (40 Hwy To Anderson) S/16/2013 11156125 AM Lowdlos Draft axists
Defaslt Archives_OldSite : Public Works : Bids, RFF's. & AFQ's S/6/2013 4:42:44 PM Lovdlon Craft axists

The Draftstab lists all the “drafts’ you have saved — and those drafts will continue to be listed here
until the page they are associated with is*“ published,” eliminating the draft with anew live version of
the page.

Pressing the “Preview” link at the far right will enable you to view the draft in alive-site rendering, as
it would appear on the siteiif it were “published.”

| T "
i L ‘5‘ B g s jacksongov.oeg tempstoege U288 Lovdine 43 n

| hctoon County - Lex's 5o, [l -

- P

Jackson County, Missouri §

LML

Jackson County Public Works

Lee's Summit Road (40 Highway To Anderson)
Fi y Asked

» Why Lea’s Summit Road?

o How long do you expect it to take?

+ Will the rcad be n the same kcabon?

» What about the existing bridge?

= Why 3 lanes?

« Are there provisions for pedestrians and bicyclists?

s Which sectson of the preject is Jackson County buiding?

Why Lee’s Summit Road?

Lea's Summit Road dates back to a cowpath in the 1800°s. The
last ime work was done on thes secticn of road was the bndge
Built in the 1950's. It does not meet mademn standards of
safety or road design and doesn’t serve the traffic patterns and
population of the area. It alse neads to serve as an altermata
route for 1-470 when there is backup traffic,

How Long Do You Expect It To Take?

The constructon is expected 1o take two construction
saasons. The bridge is expacted to be bullt in the frst season,
with the northem portion of the road compheted in the second
season.

This allows you review the draft before publishing it and allowing the public to access the web page.
For example, you would want to eliminate the gap here between the “ Frequently Asked Questions’
sub-header and the bulleted list of links.
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When you “Preview” adraft, you can copy the “preview” URL from the page and share it with others
for review.

P, 6
call 2 http://www.jacksongov.org/tempstorage/9248_Loudloe 43.aspx

LI 1] Hi - £
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Adding New Content (2-Col. Web Pages)

Two-column web pages:

jeckaongov.ang Truman Courthouse Expected To Be Opan For Business Larar This Year
Tunan Interior Renovations Will Make Historic
\'lis . | Building A 'Working Courthouse' Again

These templates automatically create just two columns— 1 & 2. In Q-Content you’'ll be editing all the
second column space 2. These templates allow for elaborate designs, larger graphics, etc.

This represents what | would call a* stacked” 2-column page with:
2a —This“stacked” feature being the photograph at the top of the page:

e Limited width of 785 pixels
e No more than 750 pixels wide (Parks + Rec)

2b left and 2c right columns;

Y ou want to split the second column in two because you do not want to have a big block of text
running clear across the screen at 785 pixels wide. Text lines more than 660 pixels wide are generally
considered too wide to be easily read. One or two lines of text — no more than three or four — that are
785 pixelswide are OK, but when you start getting into blocks of five lines or more are just too much.

There' s several ways to split the second column in two:
e You can havetext and photo columns like what is shown above.

e You can have the main article in one column and a sidebar story in the other.
e You can have the main article in one column and “Related Links” in the other.
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How To Quickly Format A 2-Column Page

Formatting a 2-column page can be daunting if done manually, involving table-building, HTML code-
writing, etc.

Fortunately, there is an easier way: The inaccurately named Content-Template Tool.

TS, I.IUEI.IIII;'r l.l'l'llllllllllll:'r eI
Q- 3-[Eos- | |
|

F--§ Ll Al s T T N

Don’'t confuse this with applying a template in the Dynamic Content window (page 10). The template
you apply in Dynamic Content is a page template like this:

Careers

The Jckion County Shasiffe Office offere

: a2 Sy Weciing Mred Sl R Jackson County Benelits Summary
Fa opporbursties both s crvlian employess and
Email Th Sherill commissored L enforcement oMficers Jeckoon Coumty Parronnel Ruler

[deputies). &1 employess of Jackson County =
B GQUICK LINKS | (mouding the Sherif ifice smployees) ane "—h.:n:. j_d:im

covered by the crl service nies,
Carry Concanled reguiations and benefits of Jackson County e h:l_lm e
Weapons Unit Thiese banafits inchude health nsurance, ke
FEanCE, VaCabon L, sck leave, and
COMBAT . Jackson County Courthouss
415 E. 1ith Streat, 1st Floor
County Mot of Sherff Office emplopees work at the W_‘r_‘;;:‘"" el
Shariff's Office Headquarters at 3310 NE S
County t Rennau Drive, Loa's Summit, Missoun. & few NS GCRSORGEVIO
of Co work 3t the County Courthouse n Kansas =
City o the Courthouse Annex in
DivEShNE Independence.
w Ceurthous ity
special Requing

Thiisrsh & SEaCi

» Be at least 31 years of age

» Bit a Unitéd States onuzn
Jacksongov.org » Hava md Mlony Corme: Bons

® Have & vabd Miasoun Deivers kcense

# Ba a high school graduate or have a GED

Jackson County
Traffic Salety

The template features the basic structures of the web page:

A —The header

B —Thelocation of the search box

C — Location of the navigation

D — Content to be included in left-hand column

E — Content to be included in the right-hand column (with the right-hand column eliminated
in 2-Col. pages.)

Q-Space — Thisisthe space you are editing in the Q-Content editor to fit within the confines of the
page template.
And in two-column templates you’ ve got alot more space to work with:
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eskmangarary Truman Courthouss Expecrad To Be Open For Business Lamr This Year

S Interior Renovations Will Make Historic
%mﬂ.—fﬁ“ Building A "Working Courthouse' Again

Far Intwriar

T —p —

And the Content-Template Tool is how you can quickly format your Q-Space — all of the 2 space
above—in a2-Cal. template.

TOO=7 OO Ty VeI gy o reTT

Let's Take ThisOne Step At A Time

1) Just as you did with a 3-Col. page, select the correct folder in the navigation and then use the “File’
menu to select New > Content. (page 19)

2) Fill-in the Dynamic Content fields. (page 10)
e Besureyou select a2-Col template.
3) Now you can turn your attention to formatting the page via the Content-Template Tool.

Here' s how it works:
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T DO Ty W T ITT I Ty T

Whenvyouclickonthetool - e o e s o —1 - thiswindow will appear:

Insert Content Template

pJE

Select a content template from the
list on the left to preview the
template here. Once you have

selected the template you would like
to use, click "Insert Template"

below. Clicking "Cancel” will close
this window and no changes will be
made. H

T+ TG T

2 Col Sta:l—ced Bottorn Rt

I e nl i

'V_Q Insert Template Q} Cancel LI

Y ou can select any of severa pre-formatted “ Content Templates’ to use as the basis for creating
your new page. Select the template you want to use and then press:. “Insert Template”

The Insert Content Template window includes thumbnail images giving you some indication of
what each format |ooks like when applied.

The format —“Content Template” — you select will automatically being inserted into the Q-Content
editor:

'.I'.PN: Wor.rd wm Ec Wel'c.m’ag Juiy fﬂ

All-Star Game Represents Local
Community's Chance To Shine

At this point, it's a matter of just inserting your headline, text and photos in the placeholders
provided by the “Content Template” with some resizing of table and column widths possibly
needing to be done (page 21).
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SPECIAL NOTE: These “Content Templates’ are generally set up for the main website, but can
be applied for jacksongov.org/sheriff and jacksongov.org/combat. Headline and other text styles
will smply need to be changed.

Specia “Content Templates’ specifically designed for the Prosecutor’s site have a“Pro_” prefix
and those for Parks + Rec have a“PR_" prefix.

Quick Tips When Reformatting A Content Template
1) Headlines:

Don't highlight the entire headline and then type in your new headline. Highlighting the entire
headline will sometimes cause the headline to lose it CSS style formatting. Therefore, try to highlight
all the letters except thefirst and last in the headline. It can sometimes be tricky to highlight all but
those two letters. The main thing isto just make sure the first and last |etters aren’t highlight:

The World Will Be Watching July 10

Ii\[|-Star Game Represents Local

Community's Chance To Shin(:

APRIL 20, 2012 -- The 2012 Major
League Baseball All-Star Game ballot
was unveiled during a special on-field !
ceremony at Kauffman Stadium, where |
the "Mid- Summe assic” will be .

Now you can type in your new headline:

:. Verdana -2 Applv CS8 Cuu™ N rral . A (Jl | ﬁ el 7 ‘:} m’ Zoom = Q ‘}i,' |
The World Will Be Watching July 10

AlYour New Headline Goes
BetweenThe Last Two Lettterse

'APRIL 20 2012 -- The 2012 Ma]or "

E '":Eﬁ e - —'—r i
| League Baseball All-Star Game ballot |
l'was unveiled during a special on-field

Then use your backspace and delete keys to remove the old first/last |etters.

(b aBE e BE T 9 0882 E:‘Eﬂﬂ _’l.n_..nll—_lhluu =N
|“Mial '|2 |Neml-! adli. |Norm| A v Sy I .}a@? 5'}{ Zoom U o |

The World Will Be Watching July 10

Your New Headline Goes
BetweenThe Last Two Lettters]

APRI 202012 -- The 2012 Maiar et T
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2) Text:

Regarding standard text blocks, you can highlight all the text in them and then cut/paste over the

highlighted text directly from Notepad (page 20):

i PRIL 20, 2012 -- The 2012 Major
League Baseball All-Star Game ballot

fwas unveiled during a special on-field
jceremony at Kauffman Stadium, where
ithe "Mid- Summer Classic” will be '
iplayed July 10. While fans can just

fnow begin casting votes for their
ffavorite players, all attending the

iballot unveiling Thursday, April 19
bagreed the game's biggest winner may §
fhave already been determined -- i
[Greater Kansas Ci i

ENot since the 1988 NCAA Final Four [
fhas a sporting event of this magnitude Hi

| f Dresign | {) HTML R Preview
P = TABLE = TBODY = TR = TD > P > RemoveElement

Then you can go about stylizing the text (page 21) and inserting links (page 15).

3) Photos
>>> See page 30

4) Save as a draft (page 21), review and publish (pages 22-23).
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Uploading/Inserting Photos

To insert a photo, you need to first place your cursor at the point in the article where you want the
photo. With the exception of photos that will be centered, thisinsertion point hasto be at the start

of a paragraph:

biggest winner mayf

Mgt since the 1988
weqgion. It's expects

Once you' ve inserted your cursor, press the image tool:

This Image Manager Box Will Open:

tr Departrments,
: -
I E— ;H

Increase
Itern 1 to 100 of 423

| Insert |

Cancel |

E‘ Image Manager .
Sy F® X @ Upload =) dtor B B £ P
fimages
= =1 Filename Size
J =
About Us | ParksRec
AdBanners ParksRec_08_Calenda
Assessment parks_home
MAssess_Comr PERD 2010
Backdrops Points_of Interest
4 Banners Dorraite
Banners_Exte | Prosecutor J
CleanQutFile o i o
-
’ COMBAT PublicWorks
Constructing j
[ content_tem, D i
Pagelof 5

For the purpose of this manual, we are going to describe how to load a photo for the Prosecutor’s site.

1) In the images folder, you are going to scrolled down to the Prosecutor sub-folder.

e You can create a new sub-folder viathis button (A). Be sure you are creating the new sub-folder in
the folder related to your site: Prosecutor, Sheriff, COMBAT, etc.

e Toload anew photo into your folder or sub-folder press the Upload button (B).

Q-Content User Guide | Page 30 of 42



2) When you click “Upload” this window opens. Y ou can load up to three images at atime. While Q-
Content allows for a multitude of file formats, you want to stick with jpeg or gif formatted images.
Most will be jpegs.

® K © Upload ” = & A P
=] Upload ==
Select | xRemove
ut_U -
Select =Remove
anng
Select % Remove
Escm -
ess Add
kdrog | — o i s
ol || Owerwrite if file exists?

NErs

ners | | Max file size allowed: 200.00 KB
File extensions allowed: *.gif, *xbm, *xpm, *.png, *.ief, *.jpg, *.jpe, *jpeg,

pnOu = tiff, *.tif, *.rgh, *.g3f, "sowd, *.pict, ".ppm, *.pgm, *.pbm, *.pnm, *.bmp,
MEAT *.ras, *.ped, *.cgm, *.mil, *.cal, *.fif, *.dsf, ".cmx, *owi, *.dwg, *.dxf, F.svf
nstrug
tent | |L Upload
artm =

' i'_'l 1to100 of 423 ‘ Insert

e BEFORE UPLOADING PHOTOS: Y our images need to be formatted prior to being uploaded.
>>> Resolution: 72dpi
>>> \When saving your photos, do not use spaces. Instead use underscores:
prosecutor _speaking.jpg NOT prosecutor speaking.jpg

The spacing can cause problems when the web server is attempting to locate that image
file and insert it into the document.

3) When the photo is inserted, you need to then format it. For images that do not require a caption, this
isas simple as applying a CSS style:

| e T e £ [ & &5 e | =
| ~ - Apply CSS Cooov | Normal Ja-a-|BRAGY- SR
Clear Class =
Copy_&00
/APRIL 20, 2012 -- single_line_p | All-Star Game ballot was unveiled
ceremony at Kauffi PhotoCutline mmer Classic” will be played July 1
begin casting votes ttending the ballot unveiling Thurs
biggest winner may M -- the Greater Kansas City region.|

Photo-left .Ph:t:-ight

ot
Four has a sporting event of this magnitude been held in the Greater Kansas City reg|
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e Photo-right: Will “flush” the photo to the right, place a border around the image and
automatically wrap text around the photo:

winner may have already been determined -- the Greater Kansas City region.

Mot since the 1988 NCAA Final
Four has a sporting event of this
magnitude been held in the
Greater Kansas City region. It's
expected to give the local
economy a grand slam-big jolk.

"The game and all the events
surreunding it should generate
$60 milion for local vendors,
hotels, restaurants, business
ownears and memaorabilia
distributors, among others,” said
Jackson County Executive Mike Sanders. "It's a tremendous impact on the local economy.”

The all-Star Game is about more than just one game played on one night, showcasing baseball's best players. It has
grown nto a five-day gala snce Kansas City last hosted the game back in 1973, Fan now have multiple opportunities
to get involved, including:

e Photo-left: Will “flush” the image to the left, place a border around the image and automatically
wrap the text:

TIETITY VOTES TOT e TIVOTTe PIayers, 3 STTarvamy e Do Ure ey TSIy, SprT 9 Sqree T game s DIguest
winner may have already been determined -- the Greater Kansas City region,

Not since the 1988 NCAA Final
Four has a sporting event of this
magnitude been held in the
Greater Kansas City region. It's
expacted to give the local
economy a grand slam-big jolt.

"The game and all the events
surrounding it should generate
$60 million for lecal venders,
hotels, restaurants, business
owners and memorabiia
distributors, among others,” said
Jackson County Executive Mike Sanders. "It's a tremendous impact on the local economy.”

The all-Star Game is about more than just one game played on one night, showcasing baseball’'s best players. It has
grown into a five-day gala since Kansas City last hosted the game back im 1973. Fan now have multiple opportunities
to get involved, including:

To Center A Photo...

e Put an extrareturn in between two paragraphs where you want the photo to appear:

| W . = T T == = = I kel e e

HEv-TE

| Verdana - 2 - | Apply CSS C...~ Normal Ay |

APRIL 20, 2012 -- The 2012 Major League Baseball All-Star Game ballot was unveiled
ceremony at Kauffman Stadium, where the "Mid-Summer Classic” will be played July 1
begin casting votes for their favorite players, all attending the ballot unveiling Thursd
biggest winner may have already been determined -- the Greater Kansas City region.

‘Not since the 1988 NCAA Final Four has a sporting event of this magnitude been held
region. It's expected to give the local economy a grand slam-big jolt.

"The game and all the events surrounding it should generate $60 million for local vend

e Now follow the same steps for inserting/uploading a photograph (pages 30-31).

Q-Content User Guide | Page 32 of 42



e When the photo isinserted. Click on it and use the “Photo-Frame” style — boxed in the image
below — and your image will be given aborder. (page 14)

Apaly €35 €...v | Normal ~Ae e | T R e - B
Clear Class =
APRIL 20, 2012 -- T 1 AB-Star Game ballot was unveiled during a special on-field
ceramony at Kauffm  COPY_G00 wmmer Classic® will ba played July 10. Whie fans can just now
begin casting votes.  single_linep ttending the baiot unveiing Thursday, April 19 agreed the game's
biggest winner may — thv Graater Kansas City regeon.

Mot since the 1968 NCAA Final Four has a sporting event of this magnitude been held m the Greater Kansas City

region. It's expected to give the local economy a grand slam-big jolt.

To center the photo, just click on it and then click on the center alignment option here:

date: 5/18/20132 i

B

| #||B I U

Inserting Photographs w/Cutlines
Many photos can not simply be inserted on our website(s) with a cutline to provide some explanation.

To insert photos that need to be accompanied by a cutline, use the good-old Content Template tool:

TOO=7 OO Ty VeI gy o reTT

1) Just as you would with any photo, first place your cursor at the point in the article where you want
the photo. With the exception of photos that will be centered, thisinsertion point hasto be at the
start of a paragraph. Then you can click on the Content Template tool.

| have formatted photo boxes for flushed-right, flushed-left and centered. Use the Content Template
tool to insert these pre-formatted photo boxes:
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Insert Content Template T

| i ||

Mummmmmmmmm_

Photo_Flush_ Rt | |

‘I — ‘I I_’I

‘_Q Insert Template & Cancel :I

These are hopefully self-explanatory and can be used on ALL our websites: main site, Sheriff,
Prosecutor, Parks + Rec, COMBAT, etc.

For the purpose of this manual, we'll assume you want to “flush” a photo to the right:

1) “Insert Template” the “Photo_Flush_Rt” Content Template, which will automatically insert this
photo-box:

Ehlot since the 1988 NCAA Final Four has a
'sporting event of this magnitude been held in
‘the Greater Kansas City region. It's expected
'to give the local economy a grand slam-big
jolt.

"The game and all the events surrounding it
ishould generate 60 million for local vendors,
Ehotels, restaurants, business owners and
Ememorabilia distributors, among others," said
Jackson County Executive Mike Sanders. "It's
'a tremendous impact on the local economy.”

‘The All-Star Game is about mare than just
.one game played on one night, showcasing
‘baseball's best players. It has grown into a
five-day gala since Kansas City last hosted
Ethe game back in 1973. Fan now have
multiple opportunities to get involved,
P

Of course, the photo and cutline automatically posted here are just placeholders for the photo you'll be
inserting and the cutline you' [ be writing.
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2) Click on the placeholder image and press delete:

T =

a
eld in Prosecutor Jean Peters Baker with Janette Rodecap, assistant prosecutor.

cted
big

Thiswill clear the space in the table for inserting your photo. But first...

3) Resize thetable to fit your photograph by right-clicking on the table and selecting the “ Table
Properties’ option:

TTIT TS LTS OOl RartoaT \_-Il.}' IEHIUII-

m] m] m]
'O  Prosecutor.Jean Peters Baker with Janette Rodecap, assistant prosecutor. O
m| m| m|
Show/Hide Border
should generate 360 1 _Ji’ Table Properties . restaurants,
s, among others," said DI Table Properties ] e Sanders. "It's a

Selecting “ Table Properties” will open this*“ Table Wizard” window:

Table Wizard

[ TableDesign | TableProperties 7 Cel

Dimensions

o

Height: -~ pixels, %

Width: E: pixels, %

Layout | Increase i

Cell Sharinme | n*

In the width window, you want to change the number to whatever size your photo is + 15 pixels. For
example, if your photo is 300 pixels wide, you want to change the Table Design width to 315 pixels.

The extra 15 pixelsiscrucial for test wrapping purposes.

Exception: If you are centering the photo DO NOT add the extra 15 pixels.
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4) Insert your photo, making sure your cursor isin the upper right row of the photo-box/table:

Image Manager =5
3 @ 3 F9 K @ Upload ] Image Editor [&, & 0 0 | ==
= =
limages/iProsecutor —
x T BT oo T Ty Domestic_Violence_Image.jpg
=] Filename Size -
mine [ parks_home —
: = |=|Domesitc_Vielencejp 12935 =
- PERD_2010
ortin 5 = Domestic_Violence Ir 9457
ity i | Points_of_Int o=
slam| o |[&={Jean_Peters_Baker.jpc 27473
+ [ Portraits 5
|e=MoVa_Logo jpg 67959
busi TR |k=|Proesuting_A_Case,jp 19823
Lat 4 ] About_Us =
i AT 4 |=lScales-Of- 2232
7 Archives. 4
he g 4 |e=|Scales-Of- 1470
it [Elscales-0f- 869
Commu o 1
|e=|Spacer_Diamond.jpg 798
" Mavigatic e =
rk, o |=|Spacer_Top_Banner.jj 382 =
Mavigatic . 3
4 [ b || Preview [ Properties /|
Mews
Pagelofl
eaty - [ Prosecut
ill be g [ ] > Item1to33 of 33 Insert | Cancel
pnsg
Y > TR > TN > Bemow it

When your photo isinserted, you want to then click on the image and apply the “ Photo-frame” style to

place aframe around the image (page 33):

=| Apaly C55 C...~ | Nomnal

Clear Class
APRIL 20, 2012 -- T
ceremony at Kauffim  COPY_600
begin casting votes  single_linep
est
beggest winner may ot

SAc O | R RT RRzeem -B R

jI AB-Star Game ballat was unveiled during a special on-field
wmemer Classic™ will be played July 10. Whie fans can just now
trending the ballot unweiing Thursday, Apnl 19 agreed tha gama's
- the Greater Kansas City regeon.

Mot since the 1988 NCAA Final Four has a sporting event of this magnitude baan hald m the Greater Kansas City
region. It's expected to give the local economy a grand slam-big jolt.

5) Then you can highlight the cutline text and write over it with your new cutline:

-
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One More Step Regarding All Photographs

Once you'’ ve placed a photo and/or formatted it, there’ s one more important step to take.

Right-click on your images to open the photo “ Properties’ window.

lssisi

Pro

Width px
Height px 5

Border Color & -

Border Width | 13

Alt Text [; with law enforcement cufﬁu:er]

ks

Long Description [des talks with a police cufﬁu:er]

Image Alignment =l -

Image Sre [http:.-“fww.jacksnngw.c] = o

C55 Class | ApplyClass

oK

Rightl—:
Left .

Cancel

IMG = RemowveElement

If you use the applied styles (CSS) or the Content Templates, you should have no reason to adjust
Border Color, Border Width or Image Alignment.

However, you must include the...

Alt Text: Can be abrief tag to accompany the photo (“ Prosecutor Jean Peters Baker™)

L ong Description: A more detailed description of the image for use with visual readers.
(“Prosecutor Jean Peters Baker talks with a Kansas City police officer.”)

These are both essential for the visual readers used by the visually impaired. These individuals
can’'t see the images, but their readers can read the descriptions to them — and providing these
descriptionsis crucia to having a website that complies with ADA guidelines.
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Creating Links To Independent Content

When you add new independence content to your website — e.g. a news article to the main site,
Prosecutor’ s site, Sheriff’s site or COMBAT site — remember that just because you have published that
content and gone live with it, that independent content remains dependent (page 19) on having links it
posted el sewhere on your website.

The COMBAT, Sheiff, Prosecutor, Parks + Rec and main site all have what | call newsindex pages
accessible viaclicking on the “News’ or “News & Events’ button in their navigation — or in the case
of Parks + Rec the “News’ sub-menu option under “About Us.”

Those pages are all essentialy set up the same as the one on the main page:

"You Could Save A Life'

F:‘epomng Child Abuse To The Proper Authorities Prevents Tragedies

3 APRIL 16, 2013 -- Pick up 2 phone, Dizal the hotline
number. Report suspected child abuse, And you can do it
Bl znonymously.

"It's that simple,”" said Jackson County Prosecutor Jean
Peters Baker, "If you suspect a child is being abused

" and you act by calling that hetline, you could save a
life,"

Tragically, on an average day in America, five children die due to abuse or neglect. No
other nation in the industrialized world has a worst abuse-related death rate, according
te the U.5. Department of Health & Human Services.

= MORE

New Emergency Center Could Make Life-Saving Difference
MARCH 25, 2013 -- In the wake of 2 ~

disaster, the new Independence/Eastarn
Jackson County Emergency Operations
Center [EQC) will, Independence Mayor Don
Reimal declared, "save many lives." Jackson
County Executive Mike Sanders joined the
mayar, United States Congressman Emanuel
Cleaver [Missouri Sth District), as well as
other lacal, state and federal officials fora
March 22 ribbon-cutting ceremaony at the
ECC, housed inside Independence Fire
Station Mo, 1.

In addition te weather radar equipment and links to information directly from the
Mational Weather Service, the 3,000 square feot facility features a state-of-the-art
radio system that would be utilized to coordinate responses to a regienal disaster,
= MORE

County Crews Clear The Way
MARCH 1, 2013 -- Heavy snowfall
shut down much of the Greater Kansas

City region February 21 and 22, Before oL

that snow could melt much, a second g | 1

frant dumped an additional faot in same ?‘ﬁ‘ﬁ.?l.;. » o M il
parts of Jackson County on Tuesday, e al = A |

February 26.

These are as the name indicates simple briefs — teasers, if you will —that include just enough
information to give the reader ataste and hopefully entice them to click the*> MORE” link (page 17).
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But you also usually want to post links to new content on your home page. This can be done by
placing the content in a news slideshow (if you have a workable graphic):

ACry
For Help
Answered

Sheriff Mike Sharp

Welcome Jackson County Sheriff Mike Sharp honors Sergeant Doug Caster, three other
Fy county employees and a private en for their actions in saving the life of

1 would like to welcome you to a man whose boat capsized on Lake Jacomo. Two county Office of

the Jackson County Sheriff's Communications employees heard the man's cries for help. Caster and a

Office website. As your Sheriff, I Park Ranger pulled him from the water

am both honored and privileged

to serve all the citizens of Jackson County Cry For Help Stopping Child Abuse

Jackson County. Employee of the Year Answered Takes All 0f Us

Four county employees and All who suspect abuse are
en help save urged fo contact the proper
authorities.

The goal of this website is to
inform all County residents about
the Sheriff's Office and the

: =

Y ou will need to contact me for creating/adding to a slideshow. (page 42)
OR...

All of our sites’ home pages have spaces alot for including news briefs:

Take Action
E
= Report A Crime
= Step Up. Speak Up.
= Report Child Abuse KC
= TIPS Hotlines KC NoVA (Kan
Violence Allian|
= Contact Us community an:
officials togetl
KC aVA o A1 violence. > MO|

KC Man Sentenced To Life For Rape Of 84-Year-Old Woman \
Tony L Putman, 19, was sentenced today by a Jackson County judge to life in prison for the rape of an 84-
year-old woman in July 2012, Jackson County Prosecutor Jean Peters Baker announced today. Putman was
also sentenced to an additional 10 years in prison to run consecutive to the life sentence. The extra 10
years was for Robbery 2nd Degree and two counts of Kidnapping. > MORE

Charges Involving 9-Year-Old Girl I'Is
A Kansas City, Mo., couple has been charged in connection with child abuse involving a 9-year-old girl who o
was restrained in their basement, Jackson County Prosecutor Jean Peters Baker announced today. COMBY

Lacey A. Chaney, 27 (11/16/1985), and Timothy A. Phillips, 29 {dob 5/14/1983), each face Abuse of Neglect
of A child, Endangering the Welfare of a Child 1st Degree and Felonious Resraint. > MORE

| am creating Content-Template Tool templates (page 25) to provide pre-formatted news briefs for
each of our websites.
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Files and Documents

To load aPDF or other document (Word, Excel, etc.) onto your site...

1) Follow the same steps you take when editing/adding content, scrolling through the navigation to
locate and open the right folder (page 7).

2) Once you'’ ve located and opened the right folder, go to the “Fields and Document” tab:

Files and Documents | Drafts Content Approval Archived Content Content

W] [Show IDs] 5" Files & Documents in SITE -PROSECUTOR : News

pouri = g
; |:| E diccese_closed_indictment. pdf
E [l E dicceserelease.pdf
« |0 E Matthew_Nelson_Indictment.pdf
E MLLittleton. pdf
[ . & neiohborhood newsletter 072412.ndf

3) Go back to the File menu and select New > File:

e @ http:" /vwnww jacksongov.org/control

QContent X

Eile Edit View Favorites Tools Help

Fi|e| Edit Tools Help
rj Neaw l| | Folder

#ﬂ Preview ._25:-. Content
x Delete H e

|| ms Delete Folder

. 5 =
:':J---ﬁ Jackson County, Missouri :I c

3) Load Files

WHEN SAVING FILES (PDF's, Word Documents, etc.) — Do not use spaces. Instead use
underscores:

John_doe_complaint.pdf NOT john doe complaint.pdf
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ocuments Crafts | Content Approval | Archived Content | Content Feeds | GECQ Conten

|4 Add File(s) To SITE -PROSECUTOR : News

i
M E: Click here to return to the list
1 C . .
L File Information
[+]
: [T File to upload: |[ Select ]
« File title:

File description:

File keywords:

[ Add ] [ Delete

Max. file size allowed: 20000KE (20MB)

[ Upload ][ Return to list ]

Fileto Upload: Select the file from you computer.

FileTitle: You haveto giveit aheadlinejust like you would a Content Title
Description and keywords work exactly like the meta description/key words (pages 10).
Click Add to upload another file. (Y ou can load up to six files at one time.)

When you have selected the last file, click “Upload” to upload the files.

When the files are uploaded, you can click “Copy Hyperlink” to get the necessary information for
creating alink to that PDF (e.g. /filestorage/8829/8837/diocese _closed indictment.pdf)

L= - -
5 Files & Documents in SITE -PROSECUTOR : News

B R R R R R R ——————————————.

C

"; O | CostsofViolentCrime.pdf 5/10/2013 3:35:08 PM MansurMike 1762.2 KB Copy Hyperlink

E . diocese_closed_indictment.pdf 3/20/2013 2:58:53 PM Loudloe 22.9 KE Py Hyparin

<« |0 T dioceseralezsa.pdf 3/20/2013 2:58:53 PM Loudloe 43.3 KB Copy Hyperlink
D @ LAChzaney.pdf 5/15/2013 2:10:50 PM Loudloe 3154.9 KB Copy Hyperlink
D @ Matthew Nelson_Indictment.pdf 4/25/2013 4:27:48 PM Loudloe 201.6 KB Copy Hyperlink
g 7' MLLittleton. pdf 5/2/2013 11:54:29 AM Loudloe 4059.6 KB Copy Hyperlink
"0 7| neighborhood_nevsletter_072412.pdf 3/20/2013 2:10:31 PM Loudloe 1887.5 KB Copy Hyperlink
B B’ Nevslatter_2013.pdf 4/4/2013 2:30:02 PM Loudloe 1967.1 KB Copy Hyperlink
. | RLWashingtonpec.pdf 5/2/2012 11:54:29 AM Loudloe 1008.6 KB Copy Hyperlink
. | stipulation_of_testimony.pdf 2/20/2013 2:01:53 PM Loudloe 220.4 KB Copy Hyperlink
O | TAPhillips. pdf 5/15/2013 2:10:50 PM Loudloe 2160.2 KB Copy Hyperlink

Linksto a PDF are created like any other link (page 15) — with the target being a“New Window.”
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Special Notes

1) If you want to use a photo slideshow, contact me. This entailswriting HTML code and inserting
DIV’s.

ristie
ing
told

a, had

Jackson County Executive Mike Sanders asks Kristie and Katrena Smith iilhey are
g ready to tour their newly remodeled home.

Ll telot, Jamac T Tiadall -

This video tells the story of Kristie and Katrena Smith's
remarkable resilience, coping with death and iliness -- and
how the Jackson County Constructing Futures program
enabled them to return home .

3) Finally, notify me — jloudon@jacksongov.org — whenever you intend to post a page on the website.
| can review your drafts to assure they are properly formatted and ready for “publishing” —a.k.a. going
live for public consumption.
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