U.K. Libraries Web Site

 STAFF-SIDE GUIDELINES
Policy
The Staff-Side to the UK Libraries web site is designed to allow content management of Library web pages by Library system faculty and staff.  Access to content is restricted by log-in, so that content on a given page can only be edited by the page owner or by Web Administration.  If you have any problem with editing, contact WEBADMIN@LSV.UKY.EDU for help. 
Requirements
1. Content and code must comply with the UK Libraries Web site policies and procedures, and UK Web and Graphics policies.

2. The content manager assigned to a given page is responsible for that content.  Do not share your log-in information with anyone else.  

3. The widgEditor editing utility provides limited HTML editing that does not require HTML experience.  To make changes not supported by the widgEditor, you may enter HTML code directly into the “code view” or contact WEBADMIN@LSV.UKY.EDU for help.
4. Code should be XHTML 1.0 strict (which is automatic, when using the editor) and must comply with current accessibility standards.  Valid code is more likely to render appropriately for most users. 
5. Check pages in the public view to make sure your edits appear accurately, your links work, etc.
6. Use dynamic links when linking to information resources (see below).  Do not create a link manually using the URL.  Using the dynamic link function insures that the link will be updated if the resource changes.  It will also automatically include the EZproxy string and reflect any title changes.  

7. If you make a significant change that is likely to affect others in the system, send an announcement to the Library Web Content Managers list (LIBWEBCONTENT@LSV.UKY.EDU).  For example, if you remove a page, other content managers will need to delete or update links on their pages.  Consider sending an all-lib announcement, too, depending on the nature of the change.  
8. Web Admin can restore content from a back-up file, which is usually no older than 24 hours.  Backups are retained for 10 days.  Restoring from back-up will take a couple of hours.

9. Web Administration will make changes to page content if (1) code is not valid, (2) code is not accessible, (3) content is not correct, (4) content is not consistent with system-wide requirements (e.g., Web Admin may make changes to reflect consistent terminology throughout the site).  Content managers will be notified of significant changes.
Recommendations
1. Use the “Check page validation” link below the left nav bar to validate your code.  Contact Web Administration if you are not sure how to make corrections recommended by the validator.
2. Open a new browser window to view your page in the public site while you edit in the staff side.  After you submit a change in the staff side, hit “reload” in the public site to see your edits.
3. The “Updating Page Content” link under “Help” in the Staff Side left nav bar includes help information about using the editor.
4. Save local copies of your code in a text file, at least temporarily if you are making significant changes to a long page.  Copy the code view to any text application (e.g., NotePad).  
Helpful “How to” information
1. Log in to the Staff Side by using the “Staff only” link at the bottom of the left navigation bar.  Your ID and password will be given to you by Web Administration.

2. Existing pages can be edited through the Staff Side.  New pages (or new tabs) must be created by Web Administration before you can begin entering content.

3. Content pasted from existing web pages or Word documents will retain some formatting (bolding, italics, etc.).  Other elements will be “corrected” by the editor.  
4. Dynamic Links.  Three functions for “dynamic linking” are supported within the editor.  These links allow content to be drawn from the database, insuring that the information is always correct.  Enter the code exactly as below (no additional spaces, etc.):
· Links to Information Resources. Embed this text within your page:

             {irtitle=123}

Creates a link to the resource that automatically uses the current preferred title, ezproxy string, and current URL for resource #123. To find the right ID number to use, refer to the “Resource ID numbers” link under “Help” in the staff side left nav bar.  
· Links to Resource Records. Embed this text within your page:

             {irrecord=123}

Creates a link to the resource record for resource #123. To find the right ID number to use, refer to the “Resource ID numbers” link under “Help” in the staff side left nav bar.
· Links to People. Embed this text within your page: 

              {iremail=50}

Creates a link to the staff directory entry for human #50. To find the right ID number to use, refer to the “Staff ID numbers” link under “Help” in the staff side left nav bar.
5. Contact Web Admin for any of the following:

· Upload images, PDFs, or other external files

· Create a new “blank” page or tab

· Re-ordering campus library left nav bar links
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