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Requirements for Logging into the City of Detroit Website

You need Firefox or Chrome browser for editing.

If you do not have the Firefox or Chrome browser, you can contact the Department of
Innovation and Technology liaison to have the browser installed.

3. You need a Username and Password.

N —

Logging into the City of Detroit Website Content Management
System

Live Site

Navigate to https://detroitmi.gov/user/login

Training Site
Navigate to https://training.detroitmi.gov/user/login
Log in
LOGC IN  RESET YOUR PASSWORD
Username *
Password *
Remember me
[
Log in
=) Forgot your password?
@A Back to City of Detroit
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1. Inthe window that appears, enter your Username and Password. Select “Login”.

L]
Log In
LOG IN  RESET YOUR PASSWORL

Username *

h-lel'jande

Password *
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2. Once you are logged in, the content editor dashboard will appear. This is the area
where you can add new content, edit content or view unpublished content.

Add Content

T3 3 = S 2

Edit Content

G o Lo Lo Lo Lo

Edit Unpublished Content

3 3 = B 2 D
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Forgotten Password

1. If you have forgotten your password. To reset your password. Select either “Reset
Your Password” or “Forgot your password.”

WORC

Username *
Password *
Remember me
[
Log in
) Forgot your password?
SUR o ity o1 Detroit

2. Enter your “username” or “email”. Click “Submit”.

Reset your
password

LOC IN | RESET YOUR PASSWORL

Username or email address *

Internet Web Training Manual Version April 2025
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3. You will receive an email from “Web editor” with the reset link. Click the link.

'.
|
1]
(]

|- Mail From: City of Detroit <webeditor@detroitmi.gov: ‘

File Edit View Actions Tools Window Help
9 Close 4 Reply 4N Reply Al @ Forward ~ ~m -l r 4 = ||§|
Mail l Proper‘ties] Message Sour(e] Discussion Thread ]

City of Detroit <webeditor@detroitmi.gov> 10/23/201810:05 PM |

Replacement login information for melanie at City of Detroit #*
MelanieWea\rer

melanie,

A request to reset the password for your account has been made at City of
Detroit.

You may now log in by clicking this link or copying and pasting it into your
browser

ttps:/ fwovew. detroitmi.gov/user/reset/46,/1 540346701/ OHR{f7bV5h ol xKruM5XoNfSNAmMmMI316-EvQp-C il Oh\

ThiETIK can only Be Used once to 1og in and will 1ead you 10 & page where
you can set your password, It expires after one day and nothing will happen
if it's not used.

-- City of Detroit team

4. Click the “Log In” button to log in the site and change your password. It is a one-
time link with an expiration date.

RESET
PASSWORD

This is a one-time login for melanie and will
expire on Fri, 09/14/2018 - 17:40.

Click on this button to log in to the site and
change your password.

This login can be used only once.

A& Back ko
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5. The reset password dialog box appears.

* You have just used your one-time login link. It is no longer necessary to use this link to log in. Please change your password.

Roles

Authenticated user
[Cleditor
[ElTranslator
[Flcontent Admin
[Cseo admin
[[Isite Admin

[¥Isuper Admin

Email address *
weaverm@detroitmi.gov

A valid email address. All emails from the sys

will be sent to this address. The email address is n

1d will only be used if you wish to rece|

Username *
melanie

Seyergl spedal chargorers are gliowed includine space, period (.), hyphen (), apostrophe (7, underscore (), and the @ sign

Password

\ Password strength:

Confirm password

Passwords match:

To change the current user password, enter the new password in both fields.

6. Enter the new information in the password and confirm password. It will let you
know your password strength and if both are a match. New Password Format:
Minimum 6 characters must include 1 capital letter, 1 number, 1 special
character and cannot contain user’s name.

Password
PERRRRRRRERER

@smurd strength: Strongnj

Confirm password

GESSWCIFCIS match: yes )

7. Click the “Save” button to update the information.
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8. The editor dashboard will display.

Add Content

T3 3 = S 2

Edit Content

3 3 S B B

Edit Unpublished Content

3 3 = B 2 D
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Logging Off the City of Detroit Website Content Management System
1. Navigate to a Content Editor Dashboard, select “Logout”.

Content Editor Dashboard

Welcome Back
BritTest k

2. Answer the question: “Are you sure you want to log out?” Click the “Log out”
button.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLISH  ESPARN

SEARCH

Where am I: Home

DASHBOARD N
Are you sure you want to log out?

This action cannot be undone.

Cog out D Cancel
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Important Information

1.
2.

Access to the website will be suspended after 6 months or more of inactivity.

The username and password are not to be shared. Everyone must be trained to gain
access to edit the website.

When creating Smartsheet forms, please include webeditor@detroitmi.gov as an
admin Editor.

Images are not to be dragged and dropped into web pages; refer to the “Add Image”
section.

Use Notepad to copy information from a document first before copying it into a
webpage.
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Content Editor Dashboard

1. This dashboard is the main area to edit the content, add new content, or view
unpublished content.

Add Content

3 B3 = B S

Edit Content

Covea L em Lo o e Lo

Edit Unpublished Content

i | oo Lot L rem e Lo

2. Add Content Area. This is the area to create content for your pages.

Add Content

=3 B = 3 3
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3. Edit Content Area. This is the area where you can edit the content on your pages.

Edit Content

1 B3 =0 B S

4. Edit Unpublished Content: This area contains all unpublished content on your
pages. You can republish any content.

Edit Unpublished Content

oo | o R o L ror v Lo
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5. Google Analytics Area to view Analytics for the City’s website. You can submit a
request for Google Analytics for your page. Please use the service desk portal.

6. New Content Area: Lists new information added to the City’s website.

NEW CONTENT

ber 8, 2012 - 1319

ieM on: Friday, Novemnber 8, 2019 - 1319
- lewisam on: Friday, Novernber 8, 2019 - 1318
MellieM on: Friday, Novernber 8, 2019 - 1314

o« ci N
Socia m on: Friday, Novemnber 8, 2019 - 1314
nt on: Friday, Novermber 8, 2019 - 1313
nt on: Friday, Novermber 8, 2019 - 1313

- Friday, Novemb
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Changing Your Password

1. Area to change your or update your email address. Select the “Edit” button.

Welcome Back

o @

oA
el

2. To change your password, enter the current password, enter a new password in both
passwords and confirm the password. The New Password Format Must Be at Least 6
characters long and include 1 capital letter, 1 number, and 1 special character. It
cannot contain the user’s name.

Edit user as Content Editor

activiy
(c\mm password )
i .

Password
Password strength
Confirm password
Passwords match:

LANGUAGE SETTINGS

site language

English =

LOCALE SETTINGS

Time zone
Detroit -
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3. If both are the same, you will see these messages.

Password
PERRRRRRRERER

@smurd strength: Strong )

Confirm password

GEISSWCIFCIS match: yes )

5. Select “Log out” to exit the system after completing updates, changes or adding

information.

4. Click save to update changes.

A
vy

lcome Back

s E
Melliem

( ®FEdit ) [[ ®Logout )
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Add Content — Contact

Overview

Types of Contacts:

Person: Actual person: Test Smith

Phone: Phone Number Only Example: Hotline — (313) 123-4567
Email: Only Email Address Example: wededitor@detroitmi.gov
Website: Web Address Example: Michigan.gov

Add Content — Contact — Person
1. Select "Contact" from the dashboard under the "Add Content" Section.

Add Content

v L e Lo Lo Lo e

2. The Contact Dialog box opens, and you can begin by adding information.

Create contact_info as Content Editor

Name*
3 © Show row weights
Position
G—I-' ‘ Remove

Add another item

© Show row weights

Responsibilities

Text format | Simple editor ¥ About text formats
..I.. + You can align images (data-align="center") but also videos, blockguotes, and so on. Remove
+ You can caption images (data-caption="Text"), but also videos, blockquotes, and so on.
You can embed entities.
+ Oembed <oembed>URL</oembed> tags are converted to the media embed HTML.

« Web page addresses and email addresses turn into links automatically.
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3. Enter the name of the contact. *Required information

Name *

Test Name |

4. Optional: Position. Enter the position of the contact person.

+ Adrninistrative Assistant|

5. Optional: Email Address. Enter the email address associated with the person.

+ test@detroitrmigoy

6. Optional: Phone. Enter the telephone number associated with the person.

+ (313) 224-1000)

f~d

[}
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7. Check “Person” as the contact type. (*Required to show on the website)

CONTACT TYPE

B| Person

Website only

8. Enter the department or page where this contact will reside. (*Required)

+ Department of Innovation and Technology (41)]

9. Enter the position for the contact. Enter “Main” in the Relation Tag for the primary
contact section

10. Enter the position for the contact. Enter “Extra” in the Relation Tag for the lower
contact section.

+ Extra (331)
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11. Enter the position for the contact. Enter “Office Directory” in the Relational Tag for
the Council Directory section.

Relational Tag

Office directory (1341 ]|

12. Enter the position for the contact. Enter “Special Contact” for the Planning and
Development Staff section. Note: Images for contact must be submitted to the web
team.

Relational Tag

Special Cantact (2_'3E:E]|

13. Optional: Sorting Index. (Used to place contacts in a specific order) The index order
starts with 0.

Sorting Index

L1

0

14. Click “Save” to create the contact.
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15. You will receive a message “Contact Test Name has been created.” Click the
“Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLISH ESPANOL BENGAL: Ayl

SEARCH Q

civor
DETROIT; Cloma" Test Name has been created j

Where am k. Home est Name

TEST NAME

@ Test Narme
3 4-1000

test@detroitmigov

16. If you selected “Main,” the contact will be in the upper right contacts section of the
page.

Where am k. —ome

DEPARTMENT OF INNOVATION CONTACTS
AND TECHNOLOGY ;

We connect you to city government.

ity workers have the lat

DEPARTMENTS MENU

igh the Improve Detri

T) Department provi
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17. If you selected “Extra,” the contact will be in the lower level of the page.

CONTACTS

nputer Support
224-2900

) 224~

nson
reloper
@detroitmi.gov

D

Tristian Center

Lisa Smith
Administrative Assistant

itmi.gov

Boyes Training
Website Project Information
Manager
(313) 224 -
Jjon detroitri.gov

[313) 694-3920

18. If you select “Office Directory,” the contact will be in the Office Directory for the
City Council Members web page.

Vibha Venkatesha

Policy £ St

detroitmigov

COUNCIL OFFICE DIRECTORY

Lynore Foster Ricardo Silva

/ Scheduler

19. If you select “Special Contact” the contact information will be in the staff section on
Planning & Development Pages.

STAFF

Alexa Bush
Urban Design Director
Master of Landscape
Architecture University of
Virginia
(313) 224-9119
bushal@detroitmigov

Allen Penniman, AICP
Planner Il
Master of City Planning
University of Pennsylvania
(313) 224-1332
pennimana@detroitmigov

Shelby Howard
Urban Planner Il
Master of Community

evelopment University of
Detroit-Mercy
(213) 628-0093
howardshe@detroitmi.gov

Khalil Ligon
Lead Urban Planner and G7
Project Manager
Master of Urban Planning
Wayne State University
(313) 628-0108
ligonk@detroitmigov
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Add Content — Contact — Phone
1. Select "Contact" on the dashboard under the Add Content Section.

Add Content

N

oot | co || vocmert o | viee [ iomee |

2. The Contact Dialog box opens, and you can begin by adding information.

Create contactrinfo as Content Editor

Name *

Position

+

Add another item

Responsibilities

Text format| Rich editor v

Add another item

3. Enter the contact’s name. *Required information

Name *

Test Phone
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4. Enter the telephone number in the phone field.

5. Select “Phone” for the contact type. (*Required to show on the website)

CONTACT TYPE

|:| Person

Email Available

Website only

6. Enter the department or page where this contact will reside. (*Required)

+ Department of Innovation and Technology (41)]

7. Enter the position for the contact. Enter “Main” in Relational Tag for the main
contact section.
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8. Enter the position for the contact. Enter “Extra” in Relational Tag for the lower
contact section.

+ Extra [331)|

9. Optional: Sorting Index. (Use to place contacts in a certain order) The order starts
with 0.

Sorting Index
ol .

10. Click “Save” button to create the contact.

11. You will receive the message “Contact Test Phone has been created”. Click
“Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLISH ESPANOL BENCAL: |

SEARCH Q

cvor
DETROIT Gor:a ct Test Phone has been C‘estea)

@ Test Phone
(313) 234-5678
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12. If you select “Main,” the contact will be in the upper right section of the page.

Wheream: o

DEPARTMENT OF INNOVATION
AND TECHNOLOGY

We connect you to city government.

Innovation pport and comes up with fresh

and creative ith City departments and agencies such

as the Improve Detroit app.

CONTACTS

DEPARTMENTS MENU

13. If you selected “Extra,” the contact will be in the lower level of the page.

Where am b -0

DEPARTMENT OF INNOVATION
AND TECHNOLOGY

We connect you to city government.

Whether it's making sure city workers have the late

can report that pothole through the

Innovation and

and creative

as the Improve Detroit app.

CONTACTS

DEPARTMENTS MENU
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Add Content — Contact — Email

1. Select "Contact" on the dashboard on the dashboard under Add Content Section.

Add Content

s =] == = ] =]

2. The Contact Dialog box opens, and you can begin adding information.

Create contactiinfo as Content Editor

Name *

Position

+

Add another item

Responsibilities

Text format| Richeditor  «

Add another item

3. Enter the Email contact name. (*Required)

Name *

Test Email
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4. Enter the email address.

+

test@detroitmigoy

5. Select “Email” for the contact type. (*Required to show on the website)

CONTACT TYPE

Pe

2rson

u

Website only

6. Enter the department or page where this contact will reside. (*Required)

+

Department of Innovati

on and Technology (47

7. Enter the position for email contact. Enter “Main” for the primary contact section.
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8. Enter the position for email contact. Enter “Extra” for the lower contact section.

+ Extra (331)|

9. Optional: Sorting Index. (This is used to arrange contacts in a specific order.) The
order starts with 0.

Sorting Index
0| .

10. Click the “Save” button to create the contact.

11. You will receive the message “Contact Test Email has been created. Click the
“Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLISH ESPANCL BENCALS Ayl

SEARCH Q
(ﬁ:orta ct Test Email has been created )

Whereaml: Home

TEST EMAIL

<iTY OF
DETROIT

Test Email

testl@detoitmigov
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12. If you select “Main,” the contact will be in the upper right section of the page.

Where am I: -ome

DEPARTMENT OF INNOVATION "
AND TECHNOLOGY

We connect you to city government.

Innovation and Technol

with fresh

and creative outlets for

13. If you selected “Extra,” the contact will be on the lower level of the page.
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Add Content — Contact — Website

1. Select "Contact" on the dashboard on the dashboard under Add Content Section.

Add Content

oo Lo oo Lo Lo o

2. The Contact Dialog box opens, and you can begin adding information.

Create contactrinfo as Content Editor

Name *

Position

+

Add another item

Responsibilities

Text format| Rich editor v

Add another item

3. Enter the Website contact name. (*Required)

Name *

| Test Website]
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4. Enter the Website address.

WEBSITE

URL

https:/fwww.michigan.govisom

Link text

5. Select “Website” for the contact type. (*Required to show on the website)

CONTACT TYPE

H| Website only

6. Enter the department or page where this contact will reside. (*Required)

& Department of Innovation and Technology [41]|

7. Enter the position for the contact. Enter “Main” for the main contact section
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8. Enter the position for the contact. Enter “Extra” for the lower contact section

+ Extra (331)|

9. Click “Save” button to create the contact.

10. You will receive the message “Contact Test Website has been created. Click

“Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLISH

SEARCH

o
||

ciTvoF
DETROIT

Contact Test Website has been created

Wheream: Home

| DASHBOARD |
TEST WEBSITE

Test Website
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11. If you select “Main,” the contact will be in the upper right section of the page.

Where am : ome

DEPARTMENT OF INNOVATION ==
AND TECHNOLOGY

We connect you to city government.

Whether it's making sure « vorkers have the latest technology to do their jobs or that you

can report that pothole through the Improve Detroit app on your smartphone, the

Innovation and Technolc IT) Department provides tech support and comes up with fresh

and creative outlets for residents to communicate with City departments and agencies such

as the Improve Detroit app.

12. If you selected “Extra” the contact will be in the lower level of the page.

| SEpARTMENT OF INNOVATION <o
AND TECHNOLOGY

We connect you to city government.

DEPARTMENTS MENU

GIS Services

ther it's making sur

Documents

can report that pothole t

Innovation a upport and comes up

ity departments and agencies s

and creative

as the Improve Detroit app.
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Add Content — Events

Overview
Types of Events:
e Events: Departments, Council, Boards, Commissions, Communities, City Clerk, Or
Mayor’s Office
e Meetings: Departments, Council, Boards, Commissions, Communities or Mayor’s
Offices

Add Events - Event

1. Select "Events" on the dashboard.

Add Content

Contact ‘ Event ' FAQ m m Social Media Related Link
| vignie J coe | occumers J rom B

2. The Event Dialog box opens, and you can begin adding information for the event.

Create event as Content Editor

Title*

Start Date *

mm/dd/wyy@ ‘

Date that the even is starting

End Date

mm/dd/yyyy@ ‘

Date the event ends

Start Time-

‘ 08/01/2024 (9 H 06:13:00 PM
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3. Enter the Event Name. (*Required)

Title *

Test Event

Note: For events with the same event title, add the date at the end.

1iTie

Board of Police Commissioners Meeting - January 5, 2023‘

Board of Police Commissioners Meeting - January 15, 2023

4. Select the Start Date from the Calendar. (*Required)

JI < January 2020 >

300031 1 2. 3 4
5 6 7 & [&l w0 1
Ml 12 13 14 15 18 17 18
T 9 20 21 22 23 2 2

26 27 28 29 30 31

Start Date *

1 e s e ﬂ
A o Y AN FLD

5. Enter the time for the event/meeting. (*Required)

Time *

Internet Web Training Manual Version April 2025 Page 40




City Website Training Manual City of Detroit Internet

6. Enter the location by selecting from the list. If the location is not on the list, you can
add the location later. (Note: Go to Add Content-Location Section)

Location

Northwest Ac

7. Click the “Edit Summary” button

Description (Edit summary) *

8. Enter the summary information for the event.

This a a test event|

9. Enter the event /meeting detail information. (Note: If copying information from a
document, you must first copy information to Notepad. Copy from Notepad to

website.)
Description*
Paragraph vaBIQ =+ Izwv = “@lq.: @ T
This is how to create a even. This is a test.
I
Text format | Simple editor v About text formats
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10. Enter the department/page the information will resided. (*Required)

T oy pe——
Department

& Department of Innovation and Technology (41)]

11. If a flyer or document is associated with the event. Select the browse button to
navigate to the location of the flyer or document.

DOCUMENTS

Documents like flyers attached to an event or extra documents attached to mestings

Ad

Browse... | Mo files s

Linlimited mumber of files can be L noadsd t

b File Upload X
o » ThisPC » Desktop » NEW CODWebsite » 2019 » Test Docs v D Search Test Docs p
Organize = New folder = M @
«  PrayerJournal * MName Date modified Type Size
& Creative Cloud Fil Agenda 2.pdf 7/21/201011:47 AM  Adobe Acrobat D...
- \ Test Agenda 3.pdf Adobe Acrobat D...
& Drapbox Test Agenda 4.pdf Adobe Acrobat D...
@ OneDrive Test Agenda.pdf Adobe Acrobat D...
TEST DOCS 5.pdf Adobe Acrobat D...
£ This PC TEST DOCS 6.pdf Adobe Acrobat D...
M 3D Objects TEST DOCS T.pdf Adobe Acrobat D...
[l Desktop Test Document Three,pdf Adobe Acrobat D...
& Documents Test Minutes.pdf Adobe Acrobat D...
4 Downloads 5] Test Presentation 2.pptx icrosoft PowerP..,
¢ i s verl
J'-' Music ] Test Presentation 3.pptx soft PowerP...
X 5] Test Presentation 4.pptx soft PowerP...
&=/ Pictures X
[@°] Test Presentation 3.pptx soft PowerP...
m Videos [d°] Test Presentation.pptx soft PowerP...
s Windows (C2)
= Home Drive - IT!
== Departmental 5k
¥ Network W
File name: | v| [ AlFiles ¢ v
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12. Select the file to be associated with this event. Click “Open”.

@ File Upload »
e » ThisPC » Desktop » MEW COD Website » 2019 » Test Docs v O Search Test Docs »
Organize * New folder ==« TH 0
~
Prayer Journal  * Name Date modified Type Size
& Creative Cloud Fil Agenda 2.pdf Adobe Acrobat D... 10 KB
Test Agerga 3.pdf Adobe Acrobat D... 25KB
22 Dropbox .
o Test Agenda 4.pdf Adobe Acrobat D... 25KB
@ OneDrive B TosrAgTia Adobe Acrobat D... 25KB
TEST DOCS 5.pdf Adobe Acrobat D... 25 KB
[ This PC [2] TEST NOCS A prif Adobe Acrobat D... 25KB
J 3D Objects TEST DOCS 7.pdf Adobe Acrobat D... 25KB
Il Deskiop est Document Three.pdf Adobe Acrobat D... 11KB
| Documents Test Minutes.pdf Adobe Acrobat D... 25 KB
‘ Downloads ] Test Presentation 2.pptx Microsoft PowerP... 609 KB
La 1 /T 37
J" Music [ Test Presentation 3.pptx 147 5 ITKB
] Test Presentation 4.pptx 1/7, Microsoft PowerP... 4 KB
&=/ Pictures X - . .
] Test Presentation S.pptx 17 Microsoft PowerP... 731KB
m Videos [ TaR" - I § .
est Presentation. pphx 1/3 Microsoft PowerP... 609 KB
e Windows (C:)
== Horme Drive - IT!
== Departmental Sk
¥ Network v
File name: | TEST DOCS 5.pdf v| All Files (%) ~

13. The document is attached to the event.

¥ DOCUMENTS

Documents like flyers attac nt or extra documents attached to meetings

K

Remove

14. Click “Save” button to create the event/meeting.
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15. You will receive the message “Event Test Event has been created. Click
“Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY  WATER ENGLISH ESPAROL BENGAL gl

SEARCH Q

Event Test Event has been created

Wheream I:_Home - City Events Lo

DASHBOARD

TEST EVENT

VIEW = REVISIONS

DEPARTMENT OF INNOVATION AND TECHNOLOGY
© 100 pm

This is how to create a event. Thisis a test. @ Northwest Activities Center
- 18100 Meyers Rd oit, M|
Monday - Friday 6 am.10 pm
Saturday - Sunday 7am.-10 pm

Documents

B TESTDOCS 5.0.pdf 2419 KB

16. The Event will appear in the section for event on your page.

NEWS & EVENTS

JaN | Test News JaN| Test Meeting Jan | TestEvent
07 . 09 _ _
ment of Innovation is his is how to create a event. This

esting x m IS a test

MORE EVENTS >

MORE NEWS >
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Add Events - Meetings

1. Select "Events" on the dashboard.

Add Content

Contact FAQ m m Social Media Related Link
I3 B3 B2 S S D

2. The Event Dialog box opens, and you can begin adding information for the event.

Create event as Content Editor

Title *

Start Date *

Time *

Text format Rich editor - About text formats

Banner

No file selected.

Location
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3. Enter the Meeting Name. (*Required)

Note: For events with the same event title, add the date at the end.

1iTie

Board of Police Commissioners Meeting - January 5, 2023‘

Board of Police Commissioners Meeting - January 15, 2023

4. Select the Start Date from the Calendar. (*Required)

A

4 January 2020 >

12 13 14 15 16 7 18
19 20 21 22 23 24 25

26 27 28 29 30 31

71710/ 2020 ©

5. Enter the time for the meeting. (*Required)

Time *

6. Enter location by selecting from list. If the location is not in the list, you can add the

location later. (Note: Go to Add Content — Location Section)

Location
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7. Enter the meeting with detailed information. (Nete: If you copy information from a
document, you must first copy it to Notepad. Copy from Notepad to website.)

Description (Edit summary) *
[ER- RIS L EQ» =@M =s = ™| &l 2 [ Source E
E = |7 T S

Styles - | Normal ~-|B I U 5 |x x|T,
Fresh Wagon Family Fitness & Fun Day
Saturday, October 6, 2018
830am-12:30 pm

body p

Text format Rich editor -

8. Enter the department/page where the information will reside. (*Required)

+ Department of Innovation and Technology [41)

9. To add an agenda for a meeting, select the browse button to navigate to the location
of the agenda.

AGENDAS
Event or meeting agendas

Add a new file

Browse... | Mo fi

1]
L
V3]
-y
im
(]

+
(4]
]
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@ File Upload

Organize + New foD%er

Test Docs &
e Creative Cloud Fil
2% Dropbox
@ OneDrive

& This PC
§ 3D Objects
[ Desktop
|| Documents
‘ Downloads
J’! Music
&=/ Pictures
m Videos
i Windows ()
== Home Drive - IT!

== Departmental Sk

¥ Metwork W

File name: ||

MName

Agenda 2.pdf

Test Agenda 3.pdf

Test Agenda 4.pdf

Test Agenda.pdf

TEST DOCS 5.pdf

TEST DOCS 6.pdf

TEST DOCS 7.pdf

Test Document Three.pdf
Test Minutes.pdf

%] Test Presentation 2.pptx
%] Test Presentation.pptx

T » ThisPC » Desktop » MNEW COD Website » 2019 » Test Docs

Date modified

11:47 AM  Adobe Acrobat D...

v Search Test Docs el

= O @

Type Size

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Microsoft PowerP...

Microsoft PowerP...

v| Al Files (%) v

10. Select the meeting agenda and click “Open”.

b File Upload

Organize =
Test Docs &
e Creative Cloud Fil
%% Dropbox
@ OneDrive

3 This PC
§ 3D Objects
[ Desktop
|& Documents
; Downloads
J'! Music
&= Pictures
H Videos
Windows (C:)

== Home Drive - IT!

== [Departmental 5

¥ MNetwork w

Mew folder

Marme

Test Agenda.pdf
[= TESTDOLS 5.pdt
TEST DOCS 6.pdf
Test Minutes.pdf
%] Test Presentation.pptx

T » This PC » Desktop » MNEW CODWebsite » 2019 » Test Docs

Date modified

X
v O Search Test Docs »p
=~ O @
Type Size
Adobe Acrobat D... 25 KB
Adobe Acrobat D... 25 KB

Adobe Acrobat D...
Adobe Acrobat D...

Microsoft PowerP...

File name: | Test Agenda.pdf

\,‘ All Eilac % %) ~
T —

cancel
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11. The meeting agenda is attached.

¥ AGENDAS

Event or me

Remove

12. If there are additional agendas for the meeting, select the browse button and navigate

to the file location.

¥ AGENDAS

Fvent or meet

4 [ Test Agends .
pdd a new file
Browse... | Mo files selected
@ File Upload
+ » ThisPC » Desktop » NEW COD Website » 2019 » Test Docs v |0 Search Test Docs ¥
Organize = NewfoD%er =~ [ o
Test Docs ~ Name Date medified Type Size
e« Creative Cloud Fil Agenda 2.pdf 7/21/201011:47 AM  Adobe Acrobat D... 10 KB
¥ Test Agenda 3.p Adobe Acrobat D... 23
. [£] Test Agenda 3.pdf PM lob bat D 23 KB
&% Dropbox Test Agenda 4.pdf Acrobat D... 25KB
& OneDrive Test Agenda.pdf robat D... 25KB
TEST DOCS 5.pdf Adobe Acrobat D... 23KB
I This PC TEST DOCS 6.pdf Adobe Acrobat D... 25KB
B 3D Objects TEST DOCS 7.pdf Adobe Acrobat D... 25KB
[ Desktop Test Document Threepdf Adobe Acrobat D... 11 KB
5| Documents Test Minutes.pdf Adobe Acrobat D... 25 KB
l' Downloads %] Test Presentation 2.ppbx Microsoft PowerP... 609 KB
J‘ Music %] Test Presentation.pptx Microsoft PowerP... 609 KB
=/ Pictures
m Videos
i Windows ()
== Home Drive - IT!
== Departrental 5k
¥ Metwork v
File name: || v‘ All Files (%) v
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13. Select the additional agenda and click “Open”.

@ File Upload x
1 >~ThisPC » Desktop » NEW COD Website » 2019 » Test Docs v Search Test Docs o
Organize * MNew folder = [ @
Test Docs ~ MName Date modified Type Size
& Creative Cloud Fil Agenda 2.pdf 772172010 11:47 A Adobe Acrobat D... 10KB
e ] Test Agenda 3.pdf Adob robat D... 23 KB
&* Dropbox Test Agenda 4.pdf Adobe Acrobat D... 25 KB
@ OneDrive Test Agenda.pdf Adob robat D... 23 KB
TEST DOCS 5.pdf Adobe Acrobat D... 23 KB
£ This PC TEST DOCS 6.pdf Adobe Acrobat D... 25KB
# 3D Objects TEST DOCS 7.pdf Adobe Acrobat D... 25K
[ Desktop Test Document Three.pdf Adobe Acrobat D... 11 KB
| Documents Test Minutes.pdf Adobe Acrobat D... 25KB
; Downloads [@%] Test Presentation 2.pptx Microsoft PowerP... 609 KB
I i Micros werP... 609
J” Music [3%] Test Presentation.pptx Microsoft PowerP KB
&=/ Pictures
m Videos
i Windows (C:)
== Home Drive - IT!
== Departmental Sk
¥ Network W
File name: | Agenda 2.pdf v| Al Files (%) R
14. An additional agenda is attached.
¥ AGENDAS
Fvent or mesting agendas
& [l Test Agenda Remove
& [ Agenda2 Remove
slal i
. P .
15. Note: Repeat steps 12 — 14 until all agenda’s items are added to the meeting.
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16. (Optional) Presentations: Select the browse button to navigate the file location.

PRESENTATIONS
Event or meeting presentations

Add a new file

DRlirmited NUMmeer of Tes can oe uploads

@ File Upload
T » ThisPC » Desktop » NEW CODWebsite » 2019 » Test Docs v O Search Test Docs 2
Organize = Newfoﬂéer =« [l o
~
Test Docs () Mame Date modified Type Size
& Creative Cloud Fil Agenda 2.pdf Adobe Acrobat D..,
e Test Agenda 3.pdf Adobe Acrobat D...
& Dropbox Test Agenda 4.pdf Adobe Acrobat D...
@& OneDrive Test Agenda.pdf Adobe Acrobat D...
TEST DOCS 5.pdf Adobe Acrobat D...
£ This pC TEST DOCS 6.pdsf Adobe Acrobat D...
J 3D Objects TEST DOCS 7.pdf Adobe Acrobat D...
eskiop est Document Three. Adobe Acrobat D...
I Desk: Test D Three.pdf fob bat D
|£| Documents Test Minutes.pdf Adobe Acrobat D,
‘ Downloads [3°] Test Presentation 2.pptx Microsoft Powe
T i Micros werP...
J" WMusic 7] Test Presentation.pphx Microsoft PowerP
= Pictures
m Videos
i Windows (C:)
= Home Drive - T
== Departmental Sk
¥ Network W
File name: || v| All Files (*.%) ~
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17. Select the presentation to attach to the meeting.

Q File Upload
T » ThisPC » Desktop » NEW COD Website » 2019 » Test Docs v O Search Test Docs
Organize * New folder 5= i}

Test Docs "~ Name Date medified Type Size

 Creative Cloud Fil Test Agenda.pdf

. TEST DOCS 5.pdf
5% Dropbex TEST DS 6.pclf
@ OneDrive o =
["] Test Presentation.ppix

Adobe Acrobat D... 25 KB
Adobe Acrobat D... 25KB
Adobe Acrobat D... 25 KB
Adobe Acrobat D... 25KB
Microsoft PowerP... 609 KB

e

[ This PC
J 3D Objects

[ Desktop
= Documents
4 Downloads
J’* Music
&= Pictures
B Videos
i Windows (C)
= Horme Drive - IT!
== Departmental Sk

¥ Metwork b4

File name: | Test Presentation.pptx VJ |11 Files [+

o

18. The presentation is attached to the meeting.

¥ PRESENTATIONS

Fvent or mesting presentations

] Remove

19. (Optional) Document: Select the browse button to navigate to the file location of the

document. (Max size of document SOMB)

¥ DOCUMENTS

Documents like flyers attached to an event or extra docurents attached to meetings
Add a new file

Browse... [|MNo files selected. k
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@ File Upload
™ » ThisPC » Desktop » NEW COD Website » 2019 » Test Docs w | el
Organize « Newfupéer B » [ o
Test Docs A Name Date modified Type Size
& Creative Cloud Fil Agenda 2.pdf Adobe Acrobat D...
" Test Agenda 3.pdf Adobe Acrobat D...
&# Dropbox Test Agenda 4.pdf Adobe A
& OneDrive Test Agenda.pdf Adobe
TEST DOCS 5.pdf Adobe
B This C TEST DOCS 6.pdf Adobe
B 3D Objects TEST DOCS 7.pdf Adobe
[ Desktop Test Document Three.pdf Adobe Acrobat D...
Z Documents Test Minutes.pdf Adobe Acrobat D...
4 Downloads [17] Test Presentation 2.pptx
-b Music [15] Test Presentation.pptc
=] Pictures
B videos
% Windows (C3)
= Home Drive - IT!
== Departmental Sk
¥ Network v
File name: | | [AnFiles ¢ v
20. Select the document for the meeting.
@ File Upload b4
1 » ThisPC » Desktop » MNEW COD Website » 2019 » Test Docs v |0 Search Test Docs p=l
Organize * Mew folder
~
Test Docs A MName Date modified Type Size
& Creative Cloud Fil [£] Test Aaenda.ndf Adobe Acrobat D... 25KB
e TEST DOCS 5.pdf b Adobe Acrobat D... 25KB
& Dropbox TEST DOCS b.pdf Adobe Acrobat D... 25KB

@ OneDrive Test Minutes.pdf
%] Test Presentation.ppbx

Adobe Acrobat D... 25 KB
Microsoft PowerP... 609 KB

[ This PC
3§ 30 Objects
[ Desktop
|| Documents
l Downloads
J’} Music
&=/ Pictures
B videos
Windows (C:)

H

Home Drive - IT!

i

Departmental Sk

¥ Network L4

File name: | TEST DOCS 5.pdff | LA Files .1 v

toed
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21. The document is attached to the meeting.

¥ DOCUMENTS

Documents like flyers attached to an event or extra docurments attached to meetings

& TEST DOCS 5.

Remove

22. (Optional) Minutes: Select the browse button to navigate to file location. (Minutes

can be added to the meeting date after it is held.)

IM INUTES
Meeting minutes

Add a new file

Agenda 2.pdf
Test Agenda 3.pdf
Test Agenda 4.pdf
Test Agenda.pdf

e Creative Cloud Fil

5; Dropbox

Videos
i Windows (C:)
== Home Drive - IT!

= Departmental 5k

b Metwork v

@ File Upload
™ » ThisPC » Desktop » NEW COD Website » 2019 » Test Docs
Organize = Mew foljler
M ~
Test Docs ~ Mame Date modified Type
Adobe Acrobat D...

Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

@ OneDrive
TEST DOCS S.pdf Adobe Acrebat D..,
£ This PC TEST DOCS 6.peff PM  Adobe Acrobat D..
J 3D Objects TEST DOCS 7.pdf PM  Adobe Acrobat D...
[ Desktop Test Document Three.pdf 2010 11:47 AM  Adobe Acrobat D...
|5 Documents Test Minutes.pdf Adobe Acrobat D...
4 Downloads 5] Test Presentation 2.pptx Microsoft PowerP...
J” Music 5] Test Presentation.ppix Microsoft PowerP...

&= Pictures

~

Size

o

Search Test Docs 2

File name: ||

v| Al Files () v

Cancel
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23. Select the minutes to attach to the meeting.

B FicUpload

T » ThisPC » Desktop » NEW COD Website » 2019 » Test Docs v D Search Test Docs P

Organize + New folder g-— i | o

Test Docs ~ MName Date modified Type Size

& Creative Cloud Fil Test Agenda.pdf
TEST DRES 5.pdf

(4] TECT.NOCE 6 i
L i

Adobe Acrobat D...
. Adobe Acrobat D...
& Drophox Adobe Acrobat D...
@ Onelrive Test Minutes.pdf

[3%] Test Presentation. pptx

Adobe Acrobat D...

Microsoft PowerP...

[E This PC
gl 3D Objects
[ Desktop
=| Documents
; Downloads
D Music
= Pictures
B Videos
i Windows ()
== Home Drive - IT!
== Departmental 5k

¥ MNetwork W

File name: | Test Minutes.pdf V| All Files (*.%)

Cancel

24. Minutes are attached to the meeting.

¥ MINUTES

Meeting minutes

] Remove

25. Check the “Meeting” option in Special Event Type.

SPECIAL EVENT TYPE

B hMeeting

Theaerck iFeveaernt s =
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26. Click the “Save” button to create the contact.

27. You will receive a message stating, “Event Test Meeting has been created.” Click the
“Dashboard” button to return and continue to edit or add new content.

Event Test Meeting has been created

DASHBOARD |

TEST MEETING

VIEW = REVISIONS
DEC DEPARTMENT OF INNOVATION AND TECHNOLOGY [%153,['T4
m_ |(©roo pm

The Department of Innovation is hosting a meeting. This meeting give information
through the use of agendas, presentations, documents, and/ or minutes

JAgendas

[ i Test Agenda_l.pdf

Minutes

E Test Minutes_3.pdf
Presentations

i Test Presentation_5.pptx

Documents

@ Northwest Activities Center

- 18100 Meyers Rd, Detroit, Ml

Monday - Friday 6 2.m.10 p.m
Saturday - Sunday 7 a.m. - 10 p.m

24.04 KB

9.88 KB
2412 KB
608.42 KB

24.19 KB
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28. The Meeting will appear in the section for News & Events on your page.

NEWS & EVENTS

3AN | Test Meeting

10 _ L
The Department of Innovation is

| EVENT hosting a meeting.

MORE EVENTS >

MORE NEWS >
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Add Content — FAQ
1. Select "FAQ" on the dashboard.

Add Content

3 B =3 3 3 S

2. The FAQ Dialog box opens to add FAQ information.

Create fag as Content Editor

Home
Title *
Description
Show row weights
FAQ Pair *
“ Accordion Remove
Show row weights
Accordion section
“ Accordion Section Collapse
Accordion section title
Accordion section body
Add Component | to Accordion section body
Add Component  |to Accordion section

3. Enter the “Title” for the FAQ. (*Required)

Title *

Test FAQs|
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4. Enter the FAQ Question in the accordion section title.

Accordion section title

5. Select the “Add Component” button.

| ' Add Component | |to Accordion section bod,

6. Select “Rich Text” to add the answer section.

Add Component

Rich Text

Contact Entity
Document Entity
Location

Related Links

Text

Paragraph vBv B I U Zv v w®% @ T

Text format | Simple editor v

{ PovEreD BY O CKEditor Y

About text formats
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7. Enter the FAQ answer to the FAQ. (Note: If you are copying information from a
document, you must first copy the information from the document to Notepad.
Copy from Notepad to the FAQ answer section.)

Text

Paragraph ~vEB~ B I U =v Ty @ ®HEH @ T o
Answer 1
I
| PonereD 8y (3 CKEditor |
Text format | Simple editor v About text formats

8. To create additional FAQ questions, select the “Add accordion” button and enter the
next question.

Add Accordion

Accordion section title

9. Select the “Add Component” button.

| I Add Compﬂnent to Accordion section boa
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10. Select “Rich Text” to create an answer section.

Add Component x

| Rich Text |

Contact Entity
Document Entity
Location

Related Links

11. Enter the FAQ answer. (Note: If you are copying information from a document, you
must first copy the information into Notepad.) Copy from Notepad to the FAQ

answer section.)
Text
@@« @EER»EMe e | M0 H Bsouwe
& E
Styles ~ | Norma - B I U S | x, x* T, |12 i
== =/ 0=t

12. Repeat steps 7 through 11 until all FAQs are created.

13. Click the “Save” button to create FAQS.
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14. You will receive the message “FAQ Test FAQs has been created. Click the
“Dashboard” button to return and continue to add new content or edit.

SEARCH
G» 2 Test FAQs has been created. )

15. The FAQs will appear in the FAQs section on your page.

Test FAQs

v Test Question ]
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Add Content — Location

1. Select "Location" on the dashboard.

Add Content

3 B = S S

2. Location Dialog box opens to add information for the location.

Create location as Content Editor

Title *
Address
Hours
Text format| Rich editocr  »
$ =TT
es (data-align="cente &
es [data-caption="Text" = =

Add another item

&

3. Enter “Title” for the location. (*Required)

Title *

Test Location|
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4. Enter “Address” for the location.

Address

1234 Test 5t Test City , MI 43215

5. (Optional) Enter “Hours” if the location has hours of operation

6. To add additional hours; select the “Add another item” button.

Add another item

Text format | Simple editor v

7. Enter the additional hours for the location.

Saturday: 11:00 am - 5:00 pm|

Text format | Simple editor v

8. Enter the “Department Name” associated with the location. (*Required)

*

i1}
LU
T
)
]
]
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9. (Optional) Enter” Phone” for the location

10. Click the “Save” button to create the location.

11. You will receive the message “Location Test Location has been created. Click the
“Dashboard” button to return and continue to edit or add new content.

SEARCH

CITY OF
DETROIT

Where am:  Home

DASHBOARD

TEST LOCATION

Hours

Mon - Fri 800 am -10:00 am

Department

Department of Innovation and Technology
Phone

(313) 123-4567

Website

est Location website
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Add Content — News
1. Select "News" on the dashboard under Add Content.

Add Content

Social Media

Location

2. The News Dialog box opens to add information about the news.

Create news as Content Editor

- *
Title Lad
Au

Re-
Start Date *

End Date

Banner

Choose File | Mo file chose

Description (Edit summary) *
(& MEEG =M x|= ) ¥ [ Source | g E

Styles ~ | Format ~|B I US| x. x*|T,| = :

[
+
i
o
Ith
lih

v e SE-

3. Enter “Title” for the news. (*Required)

Title *

Test News
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4. Select the start date from the calendar. (*Required)

4 January 2020 ~ >

14 20 A 22 23 24 25

26 2r 28 29 30 03

tart Date *

o1/ 07 e ©

5. Click the “Edit Summary” button

Description (Edit summary) *

6. Enter the summary information for the news.

Summary (Hide summary)

Summary of the news.

Leave blank to use timmed value of full text as the summary.

7. Enter the “Description” for the news. (*Required) (Note: If you are copying
information from a document, you must first copy it into Notepad. Then, copy the
information from Notepad to the News Description section.)

Description (Edit summary) *

B @ « BTy = M@ s = [ (-4 source | o&e E

2 = 0 E-

Normal ~ B I U & |x x*|IL|]

This is a test news for my department. My department is holding training classes|

body p

Text format| Rich editor v
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8. If citywide, enter “City of Detroit “in Location. Others enter the location for the
news. (*Required) In this area, you can type the information; there is no dropdown.

Text format| Fich editor v

(1

9. Enter the department or page name where the news will reside. (*Required)

)
1]
Ll
W
]
i
T
L)
:
=]
(]
A
1
i
(n]
[}
(.}
[

10. To add the news to additional pages, select the “Add another item” button and select
the page.

Add another item

Pl Digital Equity & Inclusion {59?6}|

11. If documents are associated with the news, select the “Browse” button to navigate to
the file's location. (Note: File Size Limit 16 MB. Allow types: pdf, doc, docx, ppt,
ppex, xls, xlsx)

v DOCUMENTS

Add a new file

Browse... [|Mo files selected.
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@ File Upload
1+ > ThisPC > Desktop > NEW COD Website » 2019 > Test Docs ~ || | SearchTest Docs ¥
Organize + New folgler =~ [ @
Test Docs Gl MName Date modified Size
& Creative Cloud Fil Agenda 2.pdf 1011:47 A obat D..
Test Agenda 3.pdf bat D...
22 Dropbox
o Test Agenda 4.pdf Adobe Acrobat D...
&, OnceDrive Test Agenda pdf Adobe Acrobat D...
TEST DOCS 5.pdf Adobe Acrobat D...
0 This PC TEST DOCS 6.pdf Adobe Acrobat D...
B 3D Objects TEST DOCS 7.pdf Adobe Acrobat D...
[ Desktop Test Document Three.pdf Adob: bat D...
£ Documents Test Minutes.pdf Adobe Acrobat D...
‘ Downloads ] Test Presentation 2.pptx ft PowerP...
> i cros W
B Music [1°] Test Presentation.ppbx rosoft PowerP...
=] Pictures
B videos
s Windows (C:)
= Home Drive - IT!
== Departmental Sk
¥ Metwork v
File name: | o] |AinFiles (9 v
Cancel
12. Select the file to attach to the news.
@ File Upload X
24 > ThisPC » Desktop > MEW COD Website > 2019 » TestDocs ~ & Search Test Docs P
Organize Newf:*er B== » [ o
Mews A Name Date modified Type Size
 Creative Cloud Fil Agenda 2.pdf K Adobe Acrobat D...
Test Agenda 2.pdf Adobe Acrobat D...
%% Dropbox
> Test Agenda 4.pdf Adobe Acrabat D...
& OneDrive 2] Test Agenda poif Adobe Acrobat D...
TEST DOCS 5.pdf Adobe Acrobat D...
0 This PC TEST DOCS 6.pdf Adobe Acrobat D...
# 3D Objects TEST DOCS T.pdf Adobe Acrabat D...
[ Desktop Test Document Three.pdf Adobe Acrobat D.
[£] Documents Test Minutes.pdf Adobe Acrobat D..
3 Downloads (] Test Presentation 2.pptx werP...
- ; "
B Music %] Test Presentation 3.pptx werP...
(%] Test Presentation 4.pptx werP...
= Pictures
%] Test Presentation 5.pptx Microsoft PowerP...
& Videos BT h o
est Presentation.ppix Microsoft PowerP...
is Windows (C:)
= Home Drive - IT!
= Departmental Sk
¥ Network v
File namiz | TEST DOCS 5.pdf | | AllFiles (%) v
Cancel

The deccription

mav be used ac the labe
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14. To add additional files, select the “Browse” button and repeat steps #12 and #13 until

you have all the files you want associated with this news.

v DOCUMENTS

Add a new file

ih
]
1
im
m
(9]
!

Browse... |[[Mofi

15. Click the “Save” button to create the news.

16. You will receive the message “News Test News has been created. Click the
“Dashboard” button to return and continue to edit or add new content.

|| SEARCH Q |

Ty oF
DETROIT

News Test News has been created

DASHBOARD |

TEST NEWS

VIEW = REVISIONS

E 71! Jj L DEPARTMENT OF INNOVATION AND TECHNOLOGY
07

This is a test news for my department. My department is holding training classes

Documents

2419 KB
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17. The News will appear in the News & Events section on your page.

NEWS & EVENTS

JaN | TestNews JAN| Test Meeting
07

This is a test news for my
artment. My department is

Wolding training classes.

MORE EVENTS >

MORE NEWS >

Internet Web Training Manual Version April 2025 Page 71




City Website Training Manual

City of Detroit Internet

Add Content — Related Link

Overview

Types of Related Links:

e External: Links to Agencies outside the City of Detroit
e Internal: Link to City Departments or Divisions

Add Content — Related Link - External

1. Select "Related Link" on the dashboard.

Add Content

3 3 = B I

related Link I Proporty

2. The Related Link Dialog box opens to add the information for the related link.

Create related_links as Content Editor

Title *
Description (Edit summary)
B @ WEERI» = A x|l ) X [@Source |of E
Styles Normal ~ B I U & |x, x |T |1Z = E = = 0 T -
body p
Text format| Rich editor w A =
EXTERNAL LINK
URL
| L e e R o i e e aesad
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3. Enter the “Title” for related link. (*Required)

Title *

Test Related Link

4. If the related link is an external link, enter the URL and Link text.

EXTERNAL LINK

URL

Link text

5. Enter the department page or page name where the external related link will reside.

+ Department of Innovation and Technology (41

6. Click the “Save” button to create the contact.
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7. You will receive the message “Related Link Test Internal Related Link has been
created. Click the “Dashboard” button to return and continue to edit or add new

content.

— ™~ = 0y

SEARCH

CITYOF

DETROIT

T

External Link

T RELATED LINK

8. The Related links will appear in the Related Links section on your page.

RELATED LINKS

Human Resources Department

United States C

Q
i

vernment
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Add Content — Related Link - Internal

1. Select "Related Link" on the dashboard.

Add Content

] =] == ] ) =]

P -operty

2. The Related Link Dialog box opens to add the information for the related link.

Create related_links as Content Editor

Title *

Description (Edit summary)

EXTERNAL LINK

URL

B EG| Y = M == M| L) 32 [0 Source oo E
Styles Normal B I US = x I |12 = E = = || M| EE-
body p
Text format| Rich editor About text formats
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3. Enter the “Title” for the internal related link. (*Required)

Title *

Test Internal Related Link

4. Select the page for the internal link.

Internal Link

T T

5. Select the department page or page name on which the related link will reside.

+ Department of Innovation and Technology (41

6. Click “Save” button to create the related link.
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7. You will receive the message “Related Link Test Internal Related Link has been
created. Click the “Dashboard” button to return and continue to edit or add new
content.

‘ | SEARCH

Related Link Test Internal Related Link has been created.

A nen Lo,

DASHBOARD |

TEST INTERNAL RELATED LINK

VIEW = REVISIONS

o

8. The Related Links will appear in the Related Links section on your page.

RELATED LINKS

Human Resources Department Recreation Center Basebal Test Related Lin

United States Government
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Add Content — Document
Overview

If the document is an informational page, it is under the “Documents” Section.

Types of Documents:

e Internal: Documents within the City of Detroit Departments or Divisions

e External: Documents on other agencies outside the City of Detroit

Add Content — Documents - Internal

1. Select "Document" on the dashboard.

Add Content

£ 9 = T S

2. The Document Dialog box opens to add information about the document.

Create document as Content Editor

Media name *

The name of this media

Description (Edit summary) *
Paragraph vBAv B I U =v iTviz e ® &

I

Text format | Simple editor ~

Description of this document or purpose

bE
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3. Enter document name. (* Required)

Media name *

4. Enter a short description of the document. (*Required)

Description (Edit summary) *

v I:_?lv

v 1= o =
72— "—_

B I U

e ®EL 2 T o

Paragraph

I

This document is a test|

Text format | Simple editor

5. Select the “Browse” button to navigate to the file location. Max file size 50 MB.

Document file
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6. Select the new file.

@ File Upload

o —————— - —

QI\FJ > | & » Metwork » CODLSFSWVP02 » Users§ » weaverm » Downloads » - |#" | Search Fol |
Organize « New folder = ~ i
- ML Diak. Sp T o P
I\;_Libraries ( _ CDI Shelter Warming Ctr(1) Adobe Acrobat D... 4,609 KB
f ;T::ﬂents T DI Shelter Warming Ctr TO0be Acrobat Do T600 KB
3 || 10_PS_Overlay_Feather PMNG File 302 KB
= P!(tures =| 01_P5_overlay_sky JPEG image 1911 KB
B Videos 1) MB Glitter Overlay Freebie Compressed (zipp...
15 Computer 4] 54_Weapons_40_gliZDIFNTw(Q} MP3 Format Sound
E ‘-i 08(C =L statement 9/24/2018 1211 PM  Adobe Acrobat D...
" 5 2w3vHo 2018 5:03 PM Adobe Acrobat D...
 HE_RECOVERYIE) 1" Community Organization-Block Club Re... 2018 2:44 PM Adobe Acrobat D...
S tome Drve = I13D{ L "L Detroit-Directory(l) 9/21/2018 2:33 PM Adobe Acrobat D...
= Departmental shore "L HR Training Rollout Curriculum Guides /21/2018 2:18 PM
= G MO0 SLIR) | "1 November_6_2018_Building_List (2)Revis... 9
: 2: ((:Eggi:iiz; E =L Disabled Voters 9 Adobe Acrobat D...
= d-1040r 12 g Adobe Acrobat D...
Q‘lj PR "L 21_technology-whitepapers_w_wini03_K8.. 9/ Adobe Acrobat D...
" w_cush59 9 Adobe Acrobat D...
= "1 47_technology-whitepapers_w_wile240_b... 2 Adobe Acrobat D... o
- e P ‘o o~
File name: CDI Shelter Warming Ctr(1) - [AH Files vl
[ Open ] I Cancel J

7. Select “Open” to insert the document.

8. Select the Department or page name the document is assigned.

Department *

&

Department of Innovation and Technology (41)

9. Optional: Select “Add another item” to attach document on another page.

Add another item
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10. Select the page.

+ Cls Services (796

City Council Documents

11. If the document is newsletter, enter “Newsletter” Special Type.

Special Type

Mewsletter (122E6)

12. If the document is an ordinance, enter “Ordinance” Special Type.

Special Type

Ordinance (2396

13. If the document is a statement, enter “Statement” Special Type.

Special Type

Staternent (1331
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14. If the document is a resolution, enter “Resolution” Special Type.

Special Type

s

Resolution (2397)|

15. If the document is a memo, enter “Memo” in Special Type.

Special Type 3

Memo (9606)

16. Click “Save” button to add the document to the website,
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17. You will receive the message “Document Test Document 1 has been created. Click
the “Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS COVERNMENT JOBS PAY WATER

SEARCH

DASHBOARD

VIEW | DELETE

This is a test doc.

TEST DOCUMENT 1

TEST DOCS 4

18. The document will be in the document section on the page. If there are more than six
documents, click “Read More” to view list.

DOCUMENTS

Test Document

Test Document

Test Document

Test Document

This document is a test

READ MORE>
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NAME DEPARTMENT GOVERNMENT
| || D ation and Technology | |
PURPOSE
3
APPLY
Test Document Test Document Test Document
T Thisi cument This document is
October 2014 Department of i ber 2014 Report - Submitted D ber 2014 Report - Submitted
and hnology Restructuring December 15, 2014 January 15, 2015
4 Report - Submitted 2014 Report - Submitted January
January 2015 Report - Submitted February 2015 Report - i March April 2015 Report - St May 18,
February 15, 2015 15, 2015 2015
J a 115 Report - Submitted Fe 5, rt - Submitted March 15 April 20 bmitted Ma

City Council Documents

19. If you enter “Newsletter” in the Special Type field, the document will appear in the

Newsletter Section of the web page.

NEWSLETTERS

July 2016 Newsletter

t's been one year since my appointment to
your city council and what a wonderful year
it's been! Words can hardly express how
blessed | am for each and every day given to
serve you and every citizen within our great
city of Detroit.

Seniors Newsletter

tis my privilege to serve you and every
Detroit resident as your Council Member At-
Large. | know our seniors have worked hard

their entire lives and continue to play active
roles in our communities

October 2016 Newsl

As your City Council Member-at-Large, | want
to ensure our citizens are informed and
engaged with rything happening in our
city. In this newsletter you will find
information on issues impartant to Detroiters
such as the new water and drainage rates,
tax payment options, the City Wide Lead
Hazard Reduction Program, my coffee hours,
DDOT's Fresh Wagaen program, and the
rnprove Detroit app.
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20. If you enter “Ordinance” in the Special Type field, the document will appear in the

Ordinance Section of the web page.

ORDINANCES

Fair Chance Access to Rental

Department of Administrative

Housing Ordinance Amendment

Hearings Ordinance

Proposed Amendment of Chapter 26 of the
1984 Detroit City Code, Housing, by adding
Article V, Fair Chance Access to Rental
Housing Ordinance

That persons delinquent in payment of fines,

fees or costs imposed by the Department of
Administrative Hearings are not eligible to
apply for 2 building permit, a certificate of

Use or occupancy of variance, with

exceptions

21. If you enter “Statements” in the Special Type field, the document will be in the
Statement Section of the web page.

STATEMENTS

Transfer of Cobo Hall to a

Statement on vote on

Resolutions passed by City

Statement on the Wayne
County Sheriffs and DDOT

Council

Regional Authority

On Tuesday, February 24,2009, | voted
against the resolution to reject the transfer of
Cobo Hall to a Regional Authority. | do not
believe this is the best deal for the City of

it and | certainly do not agree with the
process of negotiations that took place in
reaching this legislation

On May 13, 2008, the Detroit City Council took

unprecedented action in our city's history,

voting to censure Mayor Kwame M. Kilpatrick

and to initiate proceedings to remove the
Mayor from public office.

Brenda Jones Statement on “No” Vote to
Wayne County Sheriff Officers on DDOT
Busses

22. If enter “Resolution” in Special Type field the document will be in the Resolution

Section of the web page.

RESOLUTIONS

th R "
Resolution for Commemoration of Juneteeth

as an Annual Celebration of Black Ecenomic
Liberation

Secondary Street Name
Resolution

Resolution for the assignment of a secondary

street name of Lafayette Street between St
Aubin Street and Beaubien Street to Carl
Levin Street.

Contracts with Ag
Providing Sevices to Returning
Citizens

Legislative Policy Division (LPD) identified
agencies providing services for returning
citizens that may also have contracts with
the City of Detroit
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23. If you enter “Memos” in the Special Type field, the document will appear in the
Memos Section of the web page.

MEMOS

Request to Draft Resolution Requesting an Opinion on Right Request for Fiscal Impact Report
urging the State of Michigan to to Counsel Fiinding on Property Tax Reform

Provide Funding for Right to - ;

Counsel

Pres| field subm

ffield submitted memeo

Request for Resolution Urging 2% Ticket Surcharge for Events
State Action on Guns in the Arena District

eld submitted memo

nt Sheffield submitted memo reside effield

ability

an update on tf
n HU
ncluding whether it has
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Add Content — Documents - External

1. Select "Document" on the dashboard.

Add Content

oo ﬂ@ 3 3 3

2. The Document Dialog box opens to add information about the document.

Create document as Content Editor

Media name *

The name of this media.

Description (Edit summary) *
Paragraph "E:[" B I U =~ 1Z~ iz “@% @ T

Text format | Simple editor

Description of this document or purpose
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3. Enter document name. (* Required)

Media name *

Test Document E:f:t5|'|“al|

4. Enter a description of the document. (*Required)

Description (Edit summary) *

Paragraph +vEBEB+v B I U Sv iy @ ®E Q2 T e

This is an|extema| document

Text format | Simple editor ~

5. Enter the “URL” Link and the Link text for the document.

LINK

URL

Link text &
Repair Facility Manual
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6. Enter the “department page” or the page this document will reside on.

]
n
T
1
1
i
[e]
]
21}
1
0
|
I
J
=]

7. To place this document on additional pages, select the “Add another item” button.

Add another item

Digital Equity & Inclusion {5976)‘

8. Click “Save” to add the document.

9. You will receive the message “Test Document External” has been created. Click
“Dashboard” button to return and continue to edit or add new content.

10. The document appears in the document section.

DOCUMENTS
Test Document External 1 Test Document External
test Document test Document
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Add Content — Form
Overview

If the document information must be filled out and returned. Place the document in the
“Forms” section.
Types of Forms

e Internal: Forms used with the City of Detroit Departments or Divisions

e External: Forms used by other agencies outside the City of Detroit.

Add Content — Forms - Internal

1. Select "Form" on the dashboard.

Add Content

e

2. Form Dialog box opens to add information about the form.

Create forms as Content Editor

Y

Media name *

The name of this media.

Description*

Paragraph "E;VBIQ Sv Ty w2 e

Text format | Simple editor ¥
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3. Enter “Title” for the form. (*Required)

Media name *

Tect EArmm
=1 L |

1]

4. Enter a short “Description” information for the form.

Description *

Paragraph v I:_?lv B J U

vIiZviZD e ®5% 2 T

This is a form to fill out information and returm.|

Text format | Simple editor

Description or purpose of the form.
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5. Navigate the location of the form using the browse button.

form_file

..
m
LA
5]
m

®
™ » ThisPC » Desktop » NEW COD Website » 2019 » forms v | O Search forms -l
Organize ~ MNew folder == ~ [TH o
& PrayerJournal  ~ MName Date modified Type Size
& Creative Cloud Fil Accounts Receivable Clearance Form.pdf 1/8 Adobe Acrobat D... 84 KB
.. Application for Permit for Erection of Sig... 1 Adobe 170 KB
&# Dropbox DRD-Filming_Request.pdf 1/ Adobe 89 KB
@ OneDrive Facility Request Form w Refund Policy.pdf 1/ Adobe Acrobat D... 348 KB
& form attach.png 1/ PNG File 10 KB
3 This PC .
|&| form browse.png 1/ PNG File 14 KB
B 30 Objects & form descritpion.pn PNG File 22 KB
pion.png
[ Desktop &| From name.pn PNG File 6 KB
Png
|=| Documents
4 Downloads \
J’! Music
&= Pictures
B videos
., Windows (C)
= Home Drive - IT!
== Departmental 5k
¥ Metwork v
File name: ~ || All Files (=.%) ~
Open Cancel
: 13 2
6. Select the form and click “Open”.
I! File Upload X
T+ » ThisPC » Desktop » MEW COD Website » 2019 » forms v 0 Search forms »
Organize v New folder f== ~+ [N e
~
« . PrayerJoumal  # Mame Date medified Type Size
& Creative Cloud Fil Accounts Receivable Clearance Form.pdf Adobe A 84KB
. @ Appucation Tor rermitTor erection of Sig.. Adobe 170 KB
& Dropbox DRD-Filming_Request,pdf Adobe Acrobat D... 80 KB
@ OneDrive [#] Facility Reauest Form w Refund Pulicy.pdf Adobe bat D...
E form attach.png PMG File
£ This PC |&| form browse.png PMG File
M 3D Objects &) form descritpion.png PNG File
[ Deskiop |&| form location.png PNG File
| Documents |B| From name.png PMG File
4 Downloads
J! Music
&=/ Pictures
@ videos
s Windows (G)
== Home Drive - IT!
== Departrental 5k
¥ MNetwork ~
File narr &: | DRD-Filming_Request.pdf vJI i i
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7. The form is attached.

Form_file

[
|
]
T
4
1
I]
T
il
1l

Remove

8. Enter the department for the form.

+ Department of Innovation and Technology (41)

9. Optional: Select “Add another item” to attach form on another page.

Add another item

10. Select the page.

+ GIS Services (796)
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11. Click the “Save” button to add the form to the webpage.

12. You will receive the message “Form Test Form has been created. Click the
“Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLSH  ESPANOL  BENGAL PR J
SEARCH Q |3
arvor
DETROIT
Forms Test Form has been created.
Miseermsrietome=y Forms > Test F L
DASHBOARD

TEST FORM
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Add Content — Forms — Internal -Smartsheet
1. Select "Form" on the dashboard.

Add Content

T e )

2. Form Dialog box opens to add information about the form.

Create forms as Content Editor

3
Media name *
The name of this media.
Description *
Paragraph vEv B I U =Sv vl @ ®E Q2 T o

Text format | Simple editor v
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3. Enter “Title” for the form. (*Required)

Media name*

Internal Smartsheet Form

The name of this media.

4. Enter the “Description” of the form. (Required)

Description *

Normal - B I U|Z

£x

LI - W e (

[m?

This a smartsheet form used for training.

body p

5. Enter the “URL” for the Smartsheet form.

URL*

https://app.smartsheet.com/b/form/c2bec124702344c5a88fe35dc72e3e7f O,

6. Select the Department or “Page Name” to which the form is assigned.

Department *

> Department of Innovation and Technology (41)
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7. Optional: Select “Add another item” to attach the form on another page.

Add another item

8. Select the page.

b | GIS Services (796) Q

9. Click “Save” button to add the form to webpage.

10. The form will be assigned to the form section of the webpage.

FORMS

Web Test Form

This is a test form for training

Internal Smartsheet Form

This a smartsheet form used for training.
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Add Content — Forms — External
1. Select "Form" on the dashboard.

Add Content

mmmm

2. Form Dialog box opens to add information about the form.

Create forms as Content Editor

Media name*

The name of this media.

Description*

Paragraph v iy B I U =v iTviZ e ®H 2

Text format | Simple editor ~
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3. Enter “Title” for the form. (*Required)

Media name *

ct Formm

4. Enter a short “Description” for the form.

Description*

vEv B I U

Paragraph

This is a form to fill out information and return|

Text format | Simple editor

Description or purpose of the form.

11. If the form is on an external website, enter the URL.

URL

12. Enter the link text.

Link text

State of Michigan Building Permit]
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13. Select the department or page name where the form will reside.

+ Department of Innovation and Technology (41

14. Click the “Save” button to add a form to the webpage.

15. You will receive the message “Document has been created. Click the “Dashboard”
button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOWVERNMENT JOBS PAY WATER ENGLISH ESPANOL BENGALI ol
| SEARCH Qg
crvor
DETROIT
Forms Test Form has been created
Wissamrietomey Forms x
DASHBOARD
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16. The form will be added to the “Forms” section on your web page.

FORMS

Test Form

This is a form to fill out
information and returm
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Add Content — Social Media

Overview

Types of Social Media:
e Facebook
o Twitter
e Instagram

Add Social Media - Facebook

1. Select "Social Media" on the dashboard.

Add Content

= = ) ] ] =

2. Social Media Dialog box opens to create social media information for Facebook,

Twitter, and Instagram.

Create social media as Content Editor

Title*

Social media type

Facebook
N/A

@ off

On

Instagram
N/A
® off

On

Twitter
N/A

® of

On
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3. Enter the social media title

Title *

Test facebook|

4. Click the “On” button for Facebook in the social media type. Both Instagram and

Twitter buttons should be off.

SOCIAL MEDIA TYPE

Facebook

N/A
off

@® on

Instagram
N/A
®) off

on

Twitter
N/A
®) Off

On

5. Enter the department.

+ Parks & Recreation (161)|

6. Enter the position for Instagram. Enter “Main” for the main contact section.

+ Main (326)
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7. Enter Facebook URL and link text.

LINK *
URL *
https:/fwww facebook com/DetroitParksRec/
Link text I
Detroit Parks and Recration

8. Click the “Save” button to create the contact.

9. You will receive the message “social media has been created. Click the “Dashboard”

button to return and continue to edit or add new content.

E::-:lal Media Test facebook has been cr—:eted.)

DASHBOAR

on

Instagram

Off

Twitter

on

Link

Adams/ Butzel complex - DPRD
Department
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£

10. If you selected “Main” Facebook will be in the upper right section of the page.

Where am I: -0 F

PARKS & RECREATION commacrs

We believe in nonstop fun.

The Detroit Parks & Recreation Department provides recreation and leisure activities for all

who livi

rk and play in Metro Detroit. With 302 parks and 11 recreation centers, DPRD

connec mmunities with parks, programs and facilitie s impact their health

and wellnes:

Whether it's a family picnic at one of cur newly renovated neighborhood parks,

taking cne of the m sses offered at our recreation centers, or enjoying an outdoor

concert at Hart Plaza or Chene Park, we're making it happen! With programs for youth,
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Add Social Media — Twitter

1. Select "Social Media" on the dashboard.

Add Content

3 B I S

2. Social Media Dialog box opens to create social media information for Facebook,
Twitter and Instagram

Create social media as Content Editor

Title*

Social media type

Facebook
L) NfA
® off
) On

Instagram

O) wa
® off

On

Twitter

N/A

® off

On
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3. Enter social media title.

City of Detroit Internet

4. In the social media type, click the “On” button for Twitter. The Instagram and

Facebook buttons should be off.

SOCIAL MEDIA TYPE

Facebook

N/A

8 Off

Instagram

N

Twitter

N/A

@® on

5. Enter the department for Twitter social media.

+

Parks & Recreation [161)|

6. Enter the Twitter URL and link text.

t;l NK *
RL *
I https:/twitter com/DetroitParksRed

JLink text
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7. Click the “Save” button to create the contact.

8. You will receive the message “Social Media has been created. Click the
“Dashboard” button to return and continue to edit or add new content.

CITYOF
|: Gc:da\ Media Detroit Park & Rec has been created. )

D_DASHBOAR . S
DETROIT PARK & REC

Facebook
Oon
Instagram

Parks & Recreation

9. If you select “Main,” Twitter will be in the upper right section of the page.

Wheream ;o

DEP RTMENT OF INNOVATION CONTAC_TS
AND TECHNOLOGY

We connect you to city government.

the la

ove Detroit
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Add Social Media — Instagram
1. Select "Social Media" on the dashboard.

Add Content

3 B I S

2. Social Media Dialog box opens to create social media information for Facebook,
Twitter and Instagram

SOCIAL MEDIA TYPE

Facebook

kA
R

Instagram

{1 =

Twitter

{1 =

3. Enter the social media title. (* Required)

Title *

Detroit Parks & Recs

Internet Web Training Manual Version April 2025 Page 109




City Website Training Manual City of Detroit Internet

4. Turn “On” Instagram button from the social media type. Facebook & Twitter are off.

S50CIAL MEDIA TYPE

Facebook
MN/A
® off

On

Instagram

MN/A
off

® On

Twitter
N/A

®) Off
On

5. Enter the department.

+ Parks & Recreation [161)|

6. Enter the Instagram URL and link text.

LINK *

URL *

https:.fiwwwinstagram.com/detroitparksrec|

Link text

Detroit Parks and Recratio

7. Click “Save” button to create the contact.
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8. You will receive the message “social media has been created. Click “Dashboard”
button to return and continue to edit or add new content.

SEARCH

6-:|a| Media Parks & Rec has been created. )

PARKS & REC

ciTyor
DETROIT

Facebook

Parks & Recreation

9. Social Media will appear in “Main,” and Twitter will be in the upper right section of
the page.

PARKS & RECREATION CONTACTS

We believe in nonstop fun.

The Detroit Parks & Recreation Department provides recreation and leisure activities for all

Fiale’

rvork and play in Metro Detroit. With 309 parks an

who live, wc

d 11 recreation centers, DPRD

grams and facilities to posit rimpact their health

communities with parks, pro

connec

ted neighborhood parks,

ether it's a family picn

and wellnes

taking one of the many classes offered at our recreation centers, or enjoying an outdoor

¥

concert at Hart Plaza or Chene Park, we're making it happen! With programs for youth,
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Add Content — Videos
1. Select the video on the dashboard.

Add Content

2. Enter the Video name.

Test Video k

3. Enter Video URL. (Note: YouTube link or Vimeo Video link only)

Video URL *

https/fyoutube/rvbhoCCgEAE

4. Select the Department page or page where this will reside.

Department (Page) *
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6. You will receive the message “Video Test Video has been created.” Click the
“Dashboard” button to return and continue adding objects or editing content.

Video Test Video has been created

Wheream I: _Home - TestVideo
DASHBOARD.

TEST VIDEO

43

¢ The Beginner’s Gui
. to Microsoft Excel

61

() .
Sheet1 | Sheot2 | Sheats | @

7. The video will appear on the video player, and all new videos added will be inserted

into the video player.

VIDEO PLAYLIST

43

2 The Beginner’s Gui?’
© to Microsoft Exce

53
54
ah
56
57
58
59
60
61

62 .
Sheet1 | Sheet2 ' Sheets @

Internet Web Training Manual Version April 2025

Page 113




City Website Training Manual City of Detroit Internet

Add Content — Images

Overview

e **Note: All images should be added to the Website System before being used.
Please do not drag and drop images in the description areas, as this can cause
errors on the pages.

e Add image to System.

e Add image to Events.

e Add an image to the Web page.

Add Content — Images to System

1. The image size requirement is 1170 pixels wide and compressed. If you do not access
the change image size and compress. You need to submit a request to Media Services
using the following form. https://detroitmi.gov/ccsdRequest .

2. Once your image is the correct size, you can proceed.

3. Select "Image" on the dashboard on the dashboard under Add Content Section.

Add Content
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4. The Image Dialog box opens, and you can begin adding information.

i Mail - Melanie Weaver - Outloc X Incident or Request 221269 - C/ X PGMA

<« C O B hitpsy/training.detroitmi.gov,

Create image as Content Editor

Image

Add a new file*

Browse... | No file selected.

Department*

Department(s). government entities or initiatives associated with this image

Add another

Special Type

x

&' Create image as Content Editor X

@ R7 Best Free Windows 10 Scre X

+

Show row weights

5. Enter the name of the image. *Required information

MName*

Hamtrack Alley Flyer

6. Add Image. Browse to the image location.

Image

One file only.
256 MB limit.

Browse...

Add a new file*®

No file selected.

Allowed types: png gif jpg jpeg.
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7. Click the “Browse” button.

' Browse... |

8. Select the image from the file location. Click “Open” to add the image.

ile Uploa
& File Upload X
<« Desktop » ebsite Info * Joe Louis v /'-" Search Joe Louis
Deskt 2022 COD Website Inf Joe Loui @] hJ
Organize ~ New folder = - O @
i ~
@ This PC | |
!'? 7 |
I8 3D Objects LLLTE Sy
= oo ==

= Documents
¥ Downloads
J'! Mousic

= Pictures

E Videos

£ Windows (C)

= Home Drive - ITSD (
= Departmental Share

W
il mr .

File name: “ V| Image Files ~

9. Image is insert into Image Dialog box. Enter the alternative text (*Required)

Hamtramck Alley Event Flyer (4)-1_0.png (706.22 KB) Remove

Alternative text*

[.i-ﬂl["[nﬂﬂz :)'L\ Hamtrack Alley Flyeﬂ

SuRDAY W TR ALLEY]

ort description of the image used by screen readers and displayed when the image is no
+ Short d t th d b d d displayed when th t
loaded. This is important for accessibility.

Q Preview
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10. Enter the Department (Page image assigned). (*Required)

Department*

loe Louis Greenway (4936)‘

11. Click the “Save” button.

12. The image has been added to the system. You can now use the image.

Where am I: Home

DASHBOARD |

Hamtrack Alley Flyer |
\‘ \\/ il \R;‘-\ ‘ |
“I |

=4 =
9

JOE LOUIS

V|

13. The image is ready to insert into an event or your page.
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Add Content — Images to Events
1. Select "Event" on the dashboard under the Add Content Section.

Add Content

3 B I S T

2. The Event Dialog box opens, and you can begin adding information.

34 Mail - Melanie Weaver - Outioc X #3 Incident or Request 221269 - C/ X PGMA X | &' Create event as Content Editor X | @ §27 Best Free Windows 10 Scre X + - X
<« C O B hitps://training detroitmi.gov/node/add/event/content editor bd QO L @ & =
Create event as Content Editor
Title*
) Last saved: Not saved yet
o Author: Melyande
Start Date* Revision log message
mm/dd/yyyy
End Date
4
mm/dd/yyyy Brief
Start Time*
09/08/2022 01:25:45 PM
Banner
Add a new file
Browse... | No file selected. ‘
3. Enter the event’s title. *“Required information
Title *
Hamtramck Alley - September 25, 2022‘ @
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4. Enter the start date. * Required Information

Start Date *

09/25/2022

Date that the even is starting.

5. Enter “Time”. *Required Information

Start Time*

09/25/2022 12:00:00 [§¥]

6. * Do not use the banner option. This option broke your pages in translation.

Banner

Add a new file

m Mo file chosen
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7. Enter the event information in the description. (*Required Information)

Descrl’Eion !Edit summary) *
Nomal -~ | B I U|L|2 & S22 8| e = I ORI N E]
body p
About text formats

8. Place the cursor at the location to insert the image within the description.

DescriEion !Edit summary) *
Normal -IB I UL IEE =E 22 YH e = LN CES B

This is a test for adding images to the event.

Place cursor where you want to insert the image.

O

bedy p

About text formats

9. Select the media library button on the toolbar.

Normal 'BI!L'Eiz:Qi:i?’@@@ | - B
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10. The media library dialog box opens.

Select media item to embed

~

Government Sort by Order Items
‘ Created ‘ Desc ‘ ‘ 8 ‘ Search
[ ] O ] O
“ JOE LOUIS { \ "" 2022 BOPC Brochure Banks Test Doucment 4

it 7,

SUNDAY IN THE ALLEY!

Hamtrack Alley Flyer

[l O [l O
Training Document 4 Training Document 4 Dolt Test Form Web Training Test Document

023456789___ Last

11. If you do not see your image, enter the image name and click “Search” button.

Select media item to embed

Media Library
Name Department
Hamtrack] B ‘I ‘
Government Sort by Order Items
‘ Created ‘ Desc ‘ ‘ 8 ‘
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12. You will see the result of the search. Click the box above the image click “Select

Media” button.

Select media item to embed

Name Department

Hamtrack B

Government

Search Reset

Hamtrack Alley Flyer

Sort by

Created

Order

Desc

Items
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13. The Embed media item dialog box opens.

Embed media item

A

JOE LOUIS

nEENWAY @

14. Scroll until you see the “Display As” option.’

Embed media item

Align

None
Choose the positioning of the image.
Display as*

Entity Browser Preview

Link to

Start typing the fitle of a piece of content to select it. You can also enter an

internal path such as /node/add or an external URL such as http://example.com.
Open in a new window?

Alternate text
Hamtrack Alley Flyer

This text will be used by screen readers, search engines, or when the image cannot be loaded

Caption

v

BaCk m
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15. Select “Original Size” for Display.

Display as*

Original

Entity Browser Preview
Large (Full width)
Medium (1/2 of width)
Size 2 auto

Size 2 square 1:1

Size 3 auto

Size 3 square 1:1

Size 4 auto

Size 4 square 1:1

Small (1/4 of width)
Thumbnail

16. Click the “Embed” button.
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17. Image is embedded in the event.

Uescrpuion (EAIT summary)
Format = B I U T v e | - X r[\j [E}

1]
Tl
I
Wi
[N}
<
&
8
g

This is a test for adding images to the event.

Place cursor where you want to insert the image.

“—" JOE LOUIS

RFENWA

body Embedded Media Library

About text formats

18. Enter “Department” page or pages the event will reside.

Department*

Joe Louis Greenway (4936)|

19. Click “Save” button if there are no documents to add to event.
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20. The Event is complete, and you can view it with the image.

VIEW REVISIONS
2022 O 12:00 PM

This is a test for adding images to the event.

Place cursor where you want to insert the image.

! \ /
v

JOE LOUIS

i

Hamtramck Alley - September 25, 2022
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Add Content — Images Within Pages
1. Select "Pages" on the dashboard on the dashboard under Edit Content Section.

Edit Content

—

2. The “Edit Page Panel” opens. This lists all the pages you have the right to edit.
Select the page to insert the image.

Page Edit Panel

Filter By Title{ Enter content title [ Fiter | Clear |

Name Operations links

Edit as Content

Buildings, Safety Engineering, and Environmental Department Editor

Edit as Content

Department of Innovation and Technology

Homeland Security 8 Emergency Management, Detroit Edit as Content

City Council President Pro Tem, District 1 Edit as Content
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3. The Page selected will open. Scroll to the description area and place cursor where you
want to insert the image.

Description
Normal -|B I U|X

Sy R e e KK TS @

Whether it's making sure city workers have the latest technology to do their jobs or that you can report that pothole through the Improve Detroit app on your smartphone, the
Innovation and Technology (IT) Department provides tech support and comes up with fresh and creative outlets for residents to communicate with City departments and
agencies such as the Improve Detroit app.

This is a change for today, Thursda s Jul/ 28, 2022

Change 4/12/2022

This is a test change for training

This is to show , that | can Change my page description area.

This it the change for August 25 2022. This will show what | changes

Adding image / flyer

body p

Content limited to 3000 characters, remaining: 2284

4. Select the media library button on the toolbar.

Normal - B I U|LX

= = 9@:\ e | T | - =
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5. The media library dialog box opens.

Select media item to embed

~

Government Sort by Order Items
‘ Created ‘ Desc ‘ ‘ 8 ‘ Search
] O a O
JOE LOIIIS. "" 2022 BOPC Brochure Banks Test Doucment 4

gt £

SUNDAY IN THE ALLEY!

Hamtrack Alley Flyer

rl O rl O
Training Document 4 Training Document 4 Dolt Test Form Web Training Test Document

023456789___ Last

6. If you do not see your image, enter the image name and click “Search” button.

Select media item to embed

Media Library
Name Department
Hamtrack] B ‘| ‘
Government Sort by Order Items
‘ Created ‘ Desc ‘ ‘ 8 ‘
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7. You will see the result of the search. Click the box above the image click “Select
Media” button.

Select media item to embed

Name Department

Hamtrack B

Government Sort by Order Items

Created Desc 8

Search Reset

~ JOE LOUIS‘ : i .L“" f\@\
BREENWAY #7475
SUNDAY IN THE ALLEY! 4

i

Hamtrack Alley Flyer

Select media
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8. The Embed media item dialog box opens.

Embed media item

A
JOE LOUIS

FFiy

9. Scroll until you see the “Display As” option.

Embed media item

Align

None
Choose the positioning of the image.
Display as*

Entity Browser Preview

Link to

Start typing the title of a piece of content to select it. You can also enter an

internal path such as /node/add or an external URL such as http://example.com.
Open in a new window?

Alternate text
Hamtrack Alley Flyer

This text will be used by screen readers, search engines, or when the image cannot be loaded

Caption

v

BHCk m
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10. Select “Original Size” for Display.

Display as*

‘ ‘ Original

Entity Browser Preview
Large (Full width)
Medium (1/2 of width)
Size 2 auto

Size 2 square 1:1

Size 3 auto

Size 3 square 1:1

Size 4 auto

Size 4 square 1:1

Small (1/4 of width)
Thumbnail

11. Click the “Embed” button.

12. The image is embedded in the page description. (*Required)

Description
Fomat ~|B I U|L = & =2 2|y | e | e AR TR N XhH @

Whether it's making sure city workers have the latest technology to do their jobs or that you can report that pothole through the Improve Detroit app on your smartphone, the
Innovation and Technology (IT) Department provides tech support and comes up with fresh and creative outlets for residents to communicate with City departments and
agencies such as the Improve Detroit app.

This is a change for today, Thursda s Jul/ 28, 2022

Change 4/12/2022

This is a test change for training.

v /

body Embedded Media Library

Content limited to 3000 characters, remaining: 2285

................
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13. Click the “Save” button.

14. The page status message is revealed. Click on the page name to view the page.

Status message

Updated terin Department of Innovation and Technology.

15. Page with the image embedded.

3 Mail - Melanie Weaver - Outioo X PGMA X &’ Department of Innovation and X

O 8 hitpsy/aining

Aqaing Image /7 Tiyer

“~ C

JOE LOUIS

HH[[NWAY

RN |

DATE: September 25th, 2022
12:00 PM - 4:00 PM

LOCATION: Joseph Campau
Alley on the west side:
Evaline to Caniff

detroitmi.gov/departments/department-innovation-and-technolo

Slabs ellin oS -
1goxdeall lin 3y Sl (§ LSyl Lig] uaiil alslal) dsgudys datily

@ Q7 Best Free Windows 10Scre X+

B %
IS services
Style Guide
Featured & Latest
Related Links
Videos
Documents
Forms
FAQs

You're invited to the future path of the Joe Louis Greenway in
Hamtramck! Spend your Sunday with us in the alley behind
Joseph Campau to ride bikes, play games, and bring the alley to
life. We’ll be demonstrating safety features from Caniff to
Evaline, and encourage you to come share ideas about the
greenway design as well!

o 4 el 1 hghs 12 acludl 5« sentean 25 S8lpall 531

1S Ciyjo> 3l55 il dzdgn b

Q
«
[: ]
B
in
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Add Content — New Pages, Action Buttons and Images

You will have to contact the Web Team for additional pages to your department or adding
hero image to pages. Make the request using Http://servicedesk.detroitmi.gov

Information needed for Action button request.
e Action button name
e Short synopsis for the button
e Where to link the button

Actions Buttons

W=

PAY AIRPORT FEES

Pay Airport Fees Online

What district
do | Live? »

Register here to receive Detroit Alerts 365 notifications »

Internet Web Training Manual Version April 2025 Page 134



http://servicedesk.detroitmi.gov/

City Website Training Manual City of Detroit Internet

Information needed for new page request.
e Name of Page
e Name of Parent Page
e Summary for the page

Page

Where am it Home / Homeland Security & Emergency Management, Detrolt

Severe Weather Warnings,
Safety Tips, and Resources

CONTACTS

DEPARTMENTS MENU

Weather Service

tches and

Hero Image - Image at the top of Department page. (Image size 1920 pixels x 835 pixels)

Where am I: Home
CONTACTS
[ ]
Airport, Coleman A. Young (@) Coemena vouns
o International Airport
International e S
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Media Service Requests

If your department needs assistance with the following, submit a request to the Media
Services Department,

http://detroitmi.gov/mediarequests

Resizing Images

Creating flyers, graphics

Converting Videos (mp4) to YouTube Videos
Creating YouTube channels

Adding Videos to City’s YouTube Channel
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Service Desk Portal

These are the steps to make website requests for the Web Team
1. Enter https://servicedesk.detroitmi.gov/ in browser,

2. The Service Desk Portal opens.

EPARTMENT OF

nnovation and Technology

Welcome
City of Detroit employees may use this site to submit and track the progress of technology related
support. This site allows users to:
® Request support when experiencing a technical issue
® Request an update or modification in technical service. such as access riaht to an application
@ View the progress of existing support requests
® Communicate with the service desk by posting and reading comments on tickets

If you experience a problem logging into this site, please use the alternate contact methods to
contact the service desk.

Portal Login

You may use the login link in the upper right comer of your browser to
logon to the IT Service Desk Portal. If you experience any problems
with your logon, please contact the Service Desk

Service Desk Contact Details
Email: servicedesk@detroitmi gov
Phone: (313) 628-4357

Hours of Operation
Monday - Friday
Saturday, Sunday

8:00 am - 6:30 pm
Closed

3. Login to the portal

A Report an Issue

Click here if something is not working as expected or is
broken. This option is also applicable if you think you
have been compromised by a scam, virus or phishing.

E Make a Request

Catalog.

Everything is working as expected you just need IT
assistance. Click here to view our Service Request

wrmre

,0 Search for Answers

Search the knowledge base for answers to the most
frequently asked questions, troubleshooting guides and
work arounds for common issues.
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5. Select “Make a Request” Option

-El Make a Request

Everything is working as expected you just need IT
assistance. Click here to view our Service Request
Catalog.

6. Select the type of request.

a Application Password Reset

have been credentialled to access.

m Conference Room Setup

The event requires the conference room to be
equipped with technology.

_— ) )
m Device Disposal

A device is being retired and requires disposal.

Q Device Setup

A device (or devices) need to be setup at a
particular location.

A Contractor need to be onboarded.

Password reset is required for an application you

EF] Genetec Badge Activation

You require a Genetec badge.

9 Location Change

A user is changing physical locations.

x Maintenance Request

Maintenance is required on a device.

E New Printer Request

A new printer is required

P Contractor Onboarding Request

& Shared Drive Access

User requires access to an existing shared drive
folder.

Shared Drive Folder Creation

m

New shared drive folder is needed.

E Software Installation

You require software to be installed on a device.

o Uniflow Badge Request

You require a Uniflow badge.

'O Don't See a Request you Need

You require assistance but cannot find the
appropriate request.

7. Select “Don’t See a Request you Need” option for website requests.

'O Don't See a Request you Need

You require assistance but cannot find the

appropriate request.

Internet Web Training Manual Version April 2025

Page 138




City Website Training Manual City of Detroit Internet

8. The Request Ticket dialog box opens.

Save f Cancel

P Attachite ¥ Record 1 of 1 > a3s)

Ticket | 188225 | New

Classification (Not Set) Attach File

Request recipient ™ Detail your request *

Melanie Weaver :=,.\ |__|7I
(Customer) Working From:

Ho mel b
Primary Contact Preferred Phone

Phona ¥ [|(313) 6713678

9. Enter the information for the request in “Detail your request.”

Detail your request *

Please add these files to DolT web pages

10. Select home, work or other in the “Customer Working From” option.

(Customer) Working From:

H::umel

11. Select “Attach File” for documents or images.

Attach File
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12. The file upload box opens.
File Upload

+File Name

SelectFiles

13. Select the “Select Files” button.

Select Files

14. Navigate the file location, select the file, and click “Open”.

ﬁ Open x
« v » ThisPC » Documents » Website Training Docs_2022 » TEST DOCS v (V] Search TEST DOCS
Organize * MNew folder = O @
~
23 Dropbox Mame Date modified Type Size
. X | Meetings Info 1/20/2011 5 Text Document 6 KB
5| OneDrive .
== TE: 37 Microsoft Word 9... 26 KB
@ OneDrive - City & TESTDOCS 4 Acrobat D...
. & TESTDOCS 5 soft Word 9... 26 KB
% This PC B
£| TE Adobe Acrobat D... 25KB
B 3D Objects @ TESTDOCS 6 Microsoft Word 26 KB
I Desktop @5 TESTDOCS 7 Microsoft Word 9... 26 KB
“| Documents # Test Document One Adobe Acrobat D... 10KE
4 Downloads % Test Document Three Adobe Acrobat D... 11 KB
b Music & TestForm 1 Adobe Acrobat D... 25 KB
. = TestForm 2 27 PM Adobe Acrobat D... 25 KB
| Pictures .
ﬂ vid = The Spirit of Detroit Statue To Celebrate /2010 11:47 AM Microsoft Word 9... 3L KB
| ideos —
E= Tivoli Message F201011:47 AM Microsoft Word 9... 104 KB
& Windows (C)
Lexar (E:)
=~ Home Drive - |
= Departmental ¢
Lexar (E:) w
File name: | TEST DOCS 4 V| All Files v
=
—_—
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15. The file upload box shows the file attached.

File Upload

+File Name

Select Files

e N

16. (Optional) Add additional Files. Click “Select Files”

Select Files

17. Navigate to the file folder to add more files.

& Open
+
Organize ~
22 Dropbox
‘8| OneDrive
@ OneDrive - City
% This PC
¥ 30 Objects
I Desktop
= Documents
4 Downloads

B Music

& Pictures

l Videos
. Windows (C:)
Lexar (E:)

=~ Home Drive - |

Lexar (E:)

Mew folder

=~ Departmental ¢

» ThisPC » Documents » Website Training Docs 2022 » TEST DOCS

Name - Date modified Type
| Meetings Info Text Decumnent
@ TESTDOCS 4 Microsoft Word 9...
= TESTDOCS4 Adobe Acrobat D...
@ TESTDOCS 5 Microsoft Word 9...
= TESTDOCS 3 Adobe Acrobat D...
@ TESTDOCS & Microsoft Wor
E° TESTDOCS 7 Microsoft Wor
% Test Document One 10 11:47 AM Adobe Acrobat D..,
& Test Document Three 10 11:47 AM Adobe Acrobat D...
= TestForm 1 2012 5:26 PM Adobe Acrobat D-=.
- Test Form 2 5:27 PM Adobe Acrobat D

RO T AT
2172010 11:47 AM

) [E) e

= The Spirit of Defrof Statue 1o CEEtTate .

= Tiveli Message

Microsoft

Microsoft Word 9...

Word 9

6 KB
26 KB
25KB

25KB

File name: | Test Form 1

v| Al Files -

Search TEST DOCS

=~ M @

Cancel
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12. The file upload box shows the file(s) attached.

File Upload

+File Name

o) N

13. Click the “Submit” button.

14. The request has the information and file attached.
[E] save ) Cance T ) (P Attach (2) ¥ < Record 1 of 1 > ge =
Ticket | 188225 | New
Classification (Not Set)
Request recipient *
Melanie Weaver

(Customer) Working From:

Detail your request *
:=,_-_-,\ |—_|/_'| Please add these files to DolT web pages
H:JmEl S
Primary Contact Preferred Phone
equester Phone ¥ ||(313)6713678
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15. Submit the ticket by selecting the “Submit” button.

16. Message request is submitted. Keep the ticket number as a reference for requests.

Portal Submission X

Thank you for your submission - your
ticket number ilease
reference this number when inquiring
about this submission.
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Editing Content - Contacts

1. Select "Contacts" on the dashboard under Edit Content Section.

Edit Content

2. The Contact Dialog box opens, listing all the contacts you have the right to edit.
Select the “Edit as Content Editor” button to edit a contact.

Contact Edit Panel

Robert Brown Edit as Content Editor
Detroit Office of Homeland Security & Emergency Management (DHSEM) Edit as Content Editor
Lawrence Meyer Edit as Content Editor
Hilton Kincaid Edit as Content Editor
Chris Kopicko Edit as Content Editor
Department of Parks & Recreation Edit as Content Editor
Detroit Office of Homeland Security & Emergency Management (DHSEM) - Local Emergency Planning Committee Edit as Content Editor
Detroit Homeland Security & Emergency Management Edit as Content Editor
Ernest Lorson Edit as Content Editor
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3. The information for that contact box will open to make changes or corrections.

Edit content as Content Editor

View Revisions
Name *

Donna Northern
Position

Emergency Management Coordinator

Add another item

Responsibilities

Text format Richeditor ~

Rich editor

About text formats

4. Enter the changes for the contact.
5. Click the “Save” button to update the information.
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6. You will receive a message stating, “Contact Donna Northern has been updated.”
Click the “Dashboard” button to return and continue editing or adding new content.

BUSES DEPARTMENTS GCOVERNMENT JOBS PAY WATER ENGLISH ESPANOL BENGAL| Al

‘ SEARCH Q

crrvor
DETROIT (Corta-:t Donna Northern has been updated )

DONNA NORTHERN

VIEW = REVISIONS

@ Donna Northern
Emergency Management Coordinator
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Editing Content — Events / Meeting
1. Select "Events" on the dashboard under Edit Content Section.

Edit Content

2. Events Dialog box opens listing all the events /meetings you have rights to edit.
Select the “Edit as Content Editor” button to edit an event/meeting.

Event Edit Panel

2018 Detroit CERT Training Dates Edit as Content Editor
2018 Detroit CERT Training Dates ( Edit as Content Editor ]
™=
2018 Detroit CERT Training Dates Edit as Content Editor
2018 Detroit CERT Training Dates Edit as Content Editor
012 Detroit CERT Training Dates Edit as Content Editor
2018 Detroit CERT Training Dates Edit as Content Editor
2018 Detroit CERT Training Dates Edit as Content Editor
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3. The information for that contact box will open.

| Edit content as Content Editor

View Revisions
Title *

il 2018 Detroit CERT Training Dates

Start Date *

End Date
mm/dd/yyyy

Time *

530 pm - 900 pm

Text format Rich editor - About text formats

Banner

No file selected

Location
Greater Grace Temple (10311)

4. You can update the event title, date, time, and any other information about the event/
meeting.
5. Click “Save” button to update the information.
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6. You will receive a message “Event 2018 Detroit CERT Training Dates has been

updated” Click “Dashboard” button to return and continue to edit or add new
content.

BUSES DEPARTMENTS GCOVERNMENT JOBS PAY WATER ENCLIS ESPANOL i =
SEARCH Q

civor
DETROI E/e nt 2018 Detroit CERT Training Dates has been updated )

Wh ke - City D

(esioseo) )
2018 DETROIT CERT TRAINING DATES
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Editing Content - FAQs
1. Select "FAQs" on the dashboard.

Edit Content

2. Events Dialog box opens listing all the events you have rights to edit. Select the “Edit
as Content Editor” button to edit a FAQ.

FAQ Edit Panel

Edit as Content Editor

Edit as Content Editor

nformation
( Edit as Content Editor | }

3. The FAQ Edit dialog opens to show all the FAQs.

Edit content as Content Editor

Title *

Belle Isle FAQ

Description

FAQ Pair *
% Accordion Remove
Accordion section
% Accordion Section Edit
Add Component |to Accordion section
STYLING SETTINGS *
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4. Select “Edit” by FAQ pair to edit.

+ Accordion

+ Accordion Section ﬂ

Add Component |to Accordion section

STYLING SETTINGS *

Remove

5. Select “Edit” by the answer to edit.

# Accordion Section

Accordion section title

Add Component

to Accordion section body

Collapse

If you need to add a FAQ, select “Add accordion.”

Add Accordion

Repeat steps 4 & 5 until you are finished editing the FAQs.

Accordion section title
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8. Select the “Add Component” button.

| l Add Component | to Accordion section bod,

9. Select “Rich Text” to create an answer section.

Add Component x

Rich Text

Contact Entity
Document Entity
Location

Related Links

10. Add questions and answer to the new FAQ.

# Accordion Section Collapse

( Accordion section title )

Accordion section body

a
i

# Rich Text Collapse H
/ Text ™
[EN HEFENEBR|[»E B == ™ L) 2 [@ Source E
Styles - | Format ~-|B I U &§|x x*|F | = E = = =1 % EE-
N /
Text format Rich editor  « About text formats

STYLING SETTINGS *
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11. Click the “Save” button to update the information.

12. You will receive a message “FAQs has been updated” and a listing of the FAQs.
Click the “Dashboard” button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER

ENGLISH ESPANOL BENGAL Al

SEARCH Q

GAQ_E@_E_U@!S!QE@QMSl::eem updated. )

BELLE ISLE FAQ

REVISIONS

~ Do | need a recreational pass to access the Belle Isle?

~ Can | access Belle Isle if | do not have Recreation Passport?
~ How do | purchase a Recreation Passport?

~ What are Belle Isle hours?

~ What are Belle Isle's popular attractions?

~ How can | rent one of the Picnic Shelters?

~ How can | rent any of the Facility on Belle Isle?

~ Belle Isle History

~ America's Largest City-owned Island Park
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Editing Content - Location

1. Select "Location" on the dashboard under Edit Content Section.

Edit Content

3 B3 = 3 2

3

2. The Location Dialog box opens, listing all the locations you have the right to edit.
Select the “Edit as Content Editor” button to edit an event.

Location Edit Panel

Edit as Content Editor

emente Center ( Edit as Content Editor )

Crowell Recreation Center Edit as Content Editor

Farwell Recreation Cente Edit as Content Editor

Heilmann Center Edit as Content Editor

Center Edit as Content Editor

Northwest Activities Center Edit as Content Editor
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3. The information for that location will open.

e Revisions
Title *
Clemente Center

Address

631 Bagle:

Text format Rich editor  ~

Add another item

4. You can update the information for the location e.g., address, hours.

5. Click the “Save” button to update the information.
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6. You will receive the message “Location has been updated.” Click the “Dashboard”
button to return and continue to edit or add new content.

BUSES DEPARTMENTS COVERNMENT JOBS PAY WATER ENGLISH ESPANOL BENGALI s
SEARCH Ql=
CITY OF
DETROIT

(Lccatm Clemente Center has been updated. )

—
CLEMENTE CENTER

VIEW = REVISIONS

Address

2631 Bagley, Detroit M| 48216
Hours

Monday - Friday1pm.-9 pm
Department

Parks & Re
Cooling Centers
Warming Centers
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Editing Content - News
1. Select "News" under the Edit Content Section on the dashboard.

Edit Content

2. News Dialog box opens listing all the news you have rights to edit. Select the “Edit
as Content Editor” button to edit a news.

News Edit Panel

Edit as Content Editor

Edit as Content Editor

Edit as Content Editor

Internet Web Training Manual Version April 2025 Page 157




City Website Training Manual City of Detroit Internet

3. The information for that news will open.

Title *
DWSD Improves Customer Convenience with New Mobile-Friendly Web Portal

Start Date *

Summary (Hide summary)

The Detroit Water and Sewerage Department [DWSD) has laun

4. Enter the changes for the news.
5. Once the changes are complete. Click the “Save” button to update the information.

6. You will receive a message stating, “News DWSD Improves Customer Convenience
with New Mobile Friendly Web Portal has been updated.” Click the “Dashboard”
button to return and continue to edit or add new content.

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER

m
Il
T

ESPARIOL BENGAL Al

SEARCH Q

cvor
DETROIT [\J? ws DWSD Improves Customer Convenience with New Mobile-Friendly Web Portal has been qpoetekl)

)
DWSD IMPROVES CUSTOMER
CONVENIENCE WITH NEW MOBILE-

FRIENDLY WEB PORTAL
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Editing Content — Related Link

1. Select "Related Link" on the dashboard on the dashboard under Edit Content
Section.

Edit Content

v | e oo L L v o™
[ 3

2. Related Link Dialog box opens listing all the events you have rights to edit. Select the
“Edit as Content Editor” button to edit a related link.

Related Link Edit Panel

Edit as Content Editor
Edit as Content Editor
Edit as Content Editor
Edit as Content Editor

Edit as Content Editor

Edit as Content Editor

Edit as Content Editor
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3. The information for that related link box will open.

Edit content as Content Editor

View Revisions
Title *
Internal link test
Description (Edit summary)
@ @ HEEE| v E M« = 20 E [ Source E

Styles + | Format ol s 2 Sl TS e RS i e =

= = W EE-

Test of internal link

Text format Rich editor - bout text formats

EXTERNAL LINK

URL

Link text

4. Enter the changes for the related link.
5. Once the changes are complete. Click the “Save” button to update the information.
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6. You will receive a message “Related Link Internal Link Test has been updated.”
Click “Dashboard” button to return and continue to edit or add new content

BUSES DEPARTMENTS GOVERNMENT JOBS PAY WATER ENGLISH ESPANOL BENGAL A sl

SEARCH Q

i1y oF
DETROIT

DASHBOARD

INTERNAL LINK TEST

REVISIONS

Test of internal link

Internal Link

Zoning

Department

Water and Sewerage Department
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Editing Content - Document

1. Select "Document" under Edit Content Section on the dashboard.

Edit Content

Highlight Case

2. Document Dialog box opens listing all the documents you have rights to edit. Select
the “Edit as Content Editor” button to edit a document.

Document Edit Panel

Edit as Content Editor

of Charges - Residential Customers
d Warming Center Locations Edit as Content Editor

sources | Edit as Content Editor

g Safety Edit as Content Editor

Ninter Emergency Freparedness Kit Infographic Edit as Content Editor

Edit as Content Editor

3. The information for that contact box will open.

Edit media as Content Editor

Description (Edit summary) *

[ENE] HENEQ» =M= = M5 X B source E

Detroit shelters for emergencies and the homeless and warming center locations, including map of locations and general homeless shelter information.

Text format Richeditor  ~ ot et o

Remove
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4. 1If the document change involves removing and replacing it, select the “Remove”
button to remove the old document first.

Document file

¥l include file in display

( Remove )

5. Select the “Browse” button to navigate to the file location.

Document file

. o file selected.
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6. Select the updated file with the same name. If the file has a different name, use the
add document process.

o ———— =]
Ow v| & » MNetwork » CODLSFSWVPOZ » UsersS » weaverm » Downloads » - | +5 | | Search Downloads 2 |
8 o A e ~
Organize » MNew folder =« 0 l@l
& Bl Diat, 4" J e -
== |ib L4
& Libraries - = -
= 1 CDI Shelter Warming Ctr(1) ! Adobe Acrobat D... 4,609 KB
j Documents = = e
J‘ Musi elter Warming Ctr T07372008 10:23 AW Adobe Acrobet ... 4,005 Kb
1 Music
|| 10_PS_Overlay_Feather 10/3/2018 9:42 AM  PNG File 302 KB
|| Pictures i = ; . X ;
B vid =] 01_PS_overlay_sky 10/3/2018 9:40 AM  JPEG image 1911 KB
dees |4y MB Glitter Overlay Freebie 10/2/2018 4:17 PM Compressed (zipp... 2,407 KB
- |#| 54_Weapons_40_gllZDIFNTw(Q) 10/1/2018 3:56 PM MP3 Format Sound 3,062 KB
18 Computer . . - q
=L statement 9/24/201812:11 PM  Adobe Acrobat D... 49 KB
& os(c) s ; ; e
= 5 2wivHe 9/21/2018 5:03 PM Adobe Acrobat D... 694 KB
—a HP_RECOVERY (E:) ] o ) ) )
3 "L Community Organization-Block Club Re..  9/21/2018 2:44 PM Adobe Acrobat D... 40 KB
5 Home Drive - ITSD ( e i z i ks
L "= Dretroit-Directory(1) 9/21/2018 2:33 PM Adobe Acrobat D... 3,906 KB
® Departmental Share = e - - L £ ‘ =
" HR Training Rollout Curriculum Guides 9/21/2018 2:18 PM Adobe Acrobat D... 957 KB
% CS (1\100.131.199) ( S o . e )
= November_6_ 2018 Building_List (2)Revis... 9/21/2018 12:37 PM  Adobe Acrobat D... 132 KB
g DS (1\10.0.131.199) ( g i & : £ i
"L Disabled Voters 9/21/201812:37 PM  Adobe Acrobat D... 53 KB
S C5(\\10.0.132199) - ; A . }
2 d-1040r12 9/20/2018 4:43 PM Adobe Acrobat D... 1,295 KB
oy % = 21_technology-whitepapers w_wini03_K8... 9/19/2018 10:25 AM  Adobe Acrobat D... 44 884 KB
ebw
L el = w_cush59 9/19/2018 10:25 AM  Adobe Acrobat D... 4,067 KB
- ") 47_technology-whitepapers_w_wile240_b... 9/19/2018 10:24 AM  Adobe Acrobat D... 19,367 KB
- - ~a AAAINAN AN Y AL a1 » o EE TN
File name: CDI Shelter Warming Ctr(L) ~ [ AFiles -
[ Open J ’ Cancel ]
173 2 :
7. Select “Open” to insert the document.
= N
S ——————— J
: 173 9 : :
8. Click the “Save” button to update the information.
Save
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9. You will receive a message: “Document Detroit Shelters and Warming Center
Locations has been updated.” Click the “Dashboard” button to return and continue to
edit or add new content. You will see the document you updated.

BUSES DEPARTMENTS GCOVERNMENT JOBS PAY WATER

ENGLISH ESPANOL BENGALI Apud
SEARCH Q=
CITY OF

(Sccume'v Detroit Shelters and Warming Center Locations has been updated )

Wheream b Horme Jetroit Shelters and War

|
DETROIT SHELTERS AND WARMING CENTER
LOCATIONS

DETROIT SHELTERS AND
WARMING CENTER LOCATIONS

DETROIT SHELTERS AND
WARMING CENTER LOCATIONS

DETROIT SHELTERS AND
WARMING CENTER LOCATIONS

\ A\
LA i
ﬁ “_‘ ___
Q) &\
h ; jor” ¢ TN T
Sl Detroit
\ WA e
A 3
e Windsor =
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Editing Content - Form
1. Select "Form" on the dashboard on the dashboard under Edit Content Section.

Edit Content

Location

Highlight Case

m Social Media Related Link
3

2. Form Dialog box opens listing all the events you have rights to edit. Select the “Edit
as Content Editor” button to edit a form.

Form Edit Panel

ent Authorization Edit as Content Editor

Edit as Content Editor

Special Event
Athletic Field Application ( Edit as Content Editor )

Edit as Content Editor

Edit as Content Editor

Edit as Content Editor

Edit as Content Editor

Athletic Field Application Edit as Content Editor
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3. The information for that contact box will open. To remove the old form, select

“Remove”.

Media name *

Styles ~ | Normal - BT U S |x. »|T,

Application for usage of Detroit Parks Athletic Field)|

body p

Text format Rich editor A

[@ L EG » E 0 sz =

form_file

Athletic Field Application update O11415.pdf Remove

Loy

4. Navigate to the location of the form with the same name by selecting the “Browse”

button.
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5. Select the form.

File Upload =)
p

@u-‘ » City Departments » Recreation » 2018 » - |<‘, | | Seal 0o |
Organize v New folder ] '@"
¥ Favorites | Name Date modified Type Size &
& Downloads 2] Adopt-A-Park-FAQs 5/29/2018 4:49 PM  Adobe Acrobat D... 62 KB
£3 Dot fterSehagll 5001A 400 PUA IPER innag 141 KB
%3 Dropbox
= Recent Places Athletic Field Application update 011415 3/13/2018 526 PM  Adobe Acrobat D... 19 KE )
Bl Desktop = 5 T =
butzel-family-center 5 018 11:14 AM  JPEG image 224 KB
T | Cemente 5/31/2018 348 PM  JPEG image 300 KB 3
wd E
3 Documents COD Park Rules 3/13/2018 512 PM Adobe Acrobat D... T9KB
& Music Coleman_rec 5/ JPEG image 285 KB
5 ictures | coleman-a-young 3/14/2018 411 PM  JPEG image 99 KB 3
B Videos Coleman-yeung B/1/2018 10: M JPEG image 408 KB
Crowell 5/29/201811:32 AM  JPEG image 481 KB
8 Computer DPRD Athletic Field Application Rev2017 3/22/2018 5:24 PM Adobe Acrobat D... 255KB
: L 05 (C) DPRD Special Event Form (Revised) 2017-2 3113 Adobe Acrobat D... 411 KB
HP_RECOVERY (E) DRD-Filming_Request 3/13/2018 5:26 PM  Adobe Acrobat D... 8 KB
ca HP_| 3
5 Home Drive - ITSD ( ENG-CONTRACTORS FAIR IT 2 Adobe Acrobat D... 58 KB
£ Departmental Share Facility Request Form w Refund Policy 3/13/2018 5:26 PM Adobe Acrobat D... 248 KB
3% €5 (1\10.0131.199) ( = farewell 3/13/2018 LO0PM  JPEG image 36 KB
gL 5 = Farwell rec 5/29/2018 11:32 AM  JPEG image 47 KB X
{ File name: Athletic Field Application update 011415 ~ | AllFiles A
=)
—

6. Click “Save” button to update the information.

Save

7. You will receive a message “Form Athletic Field Application has been updated”

Click “Dashboard” button to return and continue to edit or add new content

Sl | g
DETROL (ﬁcrmsA letic Field Application has been updated )

ATHLETIC FIELD APPLICATION
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Editing Content — Social Media

1. Select "Social Media" on the dashboard on the dashboard under Edit Content
Section.

Edit Content

Social Media

=3 3 = B 2
(3

2. Social Media Dialog box opens listing all social media you have rights to edit. Select
the “Edit as Content Editor” button to edit an image.

Contact Edit Panel
Adams/Butzel Complex Facebook ( Edit as Content Editor )

Edit as Content Editor

Edit as Content Editor

Detioit Darke & Recreation Edit as Content Editor

etroit Parks & Recreation Edit as Content Editor

Edit as Content Editor
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3. The information for that image box will open with the type of social media link.

Title *

Adams/Butzel Complex Facebook

SOCIAL MEDIA TYPE
Facebook

N/A
D Off

@ on

Instagram
N/A
@ off

on

Twitter
NIA
@ Off

on

Add another item

Add another item

LINK *
(um.*

4. Enter the update to the Facebook link.

LINK *

Link text

Adams/ Butzel complex - DPRD

5. Click the “Save” button to update the information.
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6. You will receive a message “Social Media Adams/Butzel Complex Facebook has
been updated” Click “Dashboard” button to return and continue to edit or add new
content.

BUSES  DEPARTMENITS  GOVERNMENT — JOUB! PAY WATER ENGLISH ESPANCL BENCAL Al

SEARCH Q

crrvor
DETROIT

(Ec:c-a\ Media Adams/Butzel Complex Facebook has been updated )

DASHBOARD

VIEW = REVISIONS

Facebook

on

Instagram

Off

Twitter

Off

Link

Adams/ Butzel complex - DPRD
Department

Adarm Butzel Complex

7. Repeat steps 1 through step 5 for changing Instagram and Twitter links.
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Editing Content — Videos
1. Select “Video” on the dashboard under Edit Content Section.

Edit Content

Related Link

Social Media

2. Video dialog box opens listing all the videos you have the right to edit. Select “Edit
as Content Editor” button to edit the video.

Edit as Content Editor

Edit as Content Editor

3. Video Information opens. Update video link or add to another page.

Edit media as Content Editor

Name *

Test Video

Video URL *

https:/youtu be/frwbhoOCgEAE

Events

+

Add another item

Department (Page) *

+ Department of Innovation and Technology (47)

Add another item

| Published
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4. Click the “Save” button to update the information.

5. You will receive a message “Video Test Video has been updated.” Click the
“Dashboard” button to return and continue to edit or add new content.

Video Test Video has been updated

Whore amt e Toctvideo

'DASHBOARD

TEST VIDEO

43

45
46

2, The Beginner’s Guiﬁ
. to Microsoft Excel
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Editing Content — Images
Overview

e **Note: All images should be added to the Website System before use. Please do
not drag and drop images in the description areas, which can cause page errors.

e Edit image to System.

e Edit image to Events.

e [Edit an image for the web page.

Edit Content — Images in the System

1. The image size requirement is 1170 pixels wide and compressed. If you cannot access
it, change the image size and compress it. You need to submit a request to Media
Services using the following form. https://detroitmi.gov/ccsdRequest .

2. Once your image is the correct size, you can proceed.

3. Select "Image" on the dashboard under Edit Content Section to update an existing
image.

Edit Content

[}
=3 B = S

4. The Image Dialog box opens, listing all the images you have the right to edit. Select
the “Edit as Content Editor” button to edit the image.
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Image Edit Panel

Filter By Title: purple Filter | Clear

Name Operations links

Purple Flowers Edit Ezi(égrlent

- Edit as Content
Purple & Yellow Car Editor

Reddiish-purple flowers Edit Efﬁ(é:runt

Clear
b—

5. Image Information dialog opens. Remove the old image first.

Edit media as Content Editor

Name*

Purple & Yellow Car

A Image *

IMG_7083.JPG (6.39 MB) Remove.

Alternative text*

Purple & Yellow Car
P N

88 Short description of the image used by screen readers and displayed when the image is not
2 S loaded. This is important for accessibility.

© Show row weights

Department*

6. Browse to the location for the updated image.
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Image

Add a new file*®

' Browse... | No file selected.

One file only.
256 MB limit.
Allowed types: png gif jpg jpeg.

7. Click the “Browse” button.

' Browse...

8. Select the image from the file location. Click “Open” to add the image.

~

LI

©100_0245

vl 5 S 1

O bridge 1000337 ©1001306 O Comerica-park > compuware Ofall O Ford-Aud @ Hart Plaza ®IMG_7015
Fountian1

S -~ =

. ; = 3 < ™ BeaEis

©IMG_7208 ©IMG_9159 ©@IMG_9187 ©IMG_9247 @IMG_9256 @IMG_9275 ©@IMG_9277 @ memorial ©P5050092 (@P5240513

| &
= 3

7083

o @

= -

@IMG_7031 ©IMG_7083

@ Purple-flowers (D red-purple-fio
wers

Cancel

9. The image is inserted into the Image Dialog box. Enter the alternative text
(*Required)
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Edit media as Content Editor

Name*

Purple & Yellow Car

-~ Image *

IMG_7083_0.JPG (6.39 MB) Remove

Alternative text*

Purple & Yellow Car{ ‘I

E Short description of the image used by screen readers and displayed when the image is not
ﬁ loaded. This is important for accessibility.

-

i - - _
Q Preview

10. Click the “Save” button.

11. The image has been added to the system. You can now use the image.
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DASHBOARD
Purple & Yellow Car

12. The update image is ready to insert into an event or your page.
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Edit Content — Images to Events
21. Select "Event" under the Edit Content Section on the dashboard.

Edit Content

T3 3 £ B3 2 D

22. The Event Dialog box opens, listing all events you can edit. Search for the event with
the image you want to update. Select the “Edit as Content Editor” button to edit the
event.

Event Edit Panel

Filter By Title:|Enter content title Filter | Clear

Name Operations links

New DolT Team Leaders Meeting - 10-23-2024 Edit as Content
Editor
Edit as Content
New Computer Classes - 10-25-2024 picon
Auto Show 2024 > Edit as Content
e Editor
New Employees Meeting - October 25, 2024 Edit a;ﬁg:\tent
Edit as Content

Detroit Auto Show 2-024 ditor
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23. The event dialog box opens with the information. In the description of the event
select the image to update.

[TEaTeeaeTy)

Preview for all City of Detroit Employees. g @

NIDIMIY WY 7 ===

AT

24. Select the edit button.
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25. The “Select media item to embed” dialog opens.

Select media item to embed X

Media Library
Name Department
] a
Government Sort by Order Items
‘ Q ‘ ‘ Created v ‘ Desc™v ‘ ‘ 8 v ‘ Search

Map1 Detroit Playbook - Chapter 01 mobile  Detroit Playbook - Chapter 01

26. If you do not see your image to select. Enter the name and click the “Search”
button.

Name Department

purpl ‘ ‘ Q ‘

Government Sort by Order Items

Q H Created v ‘

Descv H 8 v ‘ Search Reset
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27. All media library images with your search criteria will be shown.

Name Department

H o]

Government Sort by Order Items

Q H Created v ‘

Descv H 8§ v ‘ Search Reset

Reddiish-purple flowers Purple & Yellow Car Purple Flowers

28. Select the image and click “Select Media” button.

Name Department
purpl H Q ‘
Government Sort by Order Items
Q H Created v ‘ Descv ‘ 8 v ‘ Search Reset
3
O O

S, =S,

Reddiish-purple flowers Purple & Yellow Car Purple Flowers
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29. The Embed media item dialog box opens. Select the “Embed” button to add the

updated image.

Embed media item

Align
| Center v

Choose the positioning of the image.

Display as*

Original ~ ‘

Alternate text

Purple & Yellow Car

This text will be used by screen readers, search engines, or when the image cannot be loaded.

Caption

A caption will be displayed under the image, to describe it in context of your content.

30. The updated image is added to the event.

A\uto Show Preview for all City of Detroit Employees.
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31. Click the “Save” button to update the event.

32. The Event is complete; you can view the updated image.

Auto Show 2024

VIEW | REVISIONS

[+ oq gl| PEPARTMENT OF INNOVATION AND TECHNOLOGY

25
2024 (O 1M:00 AM

Auto Show Preview for all City of Detroit Employees. Hart Plaza

1 Hart Plaza, Detroit, MI 48226
313-877-8057
Open Year Round
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Edit Content — Images Within Pages

16. If you have an updated image in the system for the page, continue to step 2. If not, go
to the section “Edit Image.
17. Select "Pages" under the Edit Content Section on the dashboard.

Edit Content

18. The “Edit Page Panel” opens. This panel lists all the pages you have the right to edit.
Select the “Edit as Content Editor” button beside the page with the image you want

to update.
.
Page Edit Panel
Filter By Tiﬂe:‘ Enter content title ' Filter | Clear |
Name Operations links
Department of Innovation and Technology Edit as Content Editor
L3
Ombudsman Edit as Content Editor
GIS Services Edit as Content Editor
Ombudsman Confidentiality Policy Statement Edit as Content Editor
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19. The Page selected will open. Scroll to the description area and place the cursor on the
image you want to update.

Description

~ & B I U T v : w®= Qo TPy 9 e

improve operations and the quality of services provided to their customers.

New Image 10222024 2 @ w

20. Click on the image and select the “Edit” button.

qa| o
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21. The Embed media item dialog opens. Select the “Back” button.

Embed media item

Align

Centerv

Choose the paositioning of the image.

Display as*

Original v

Alternate text

Reddish-Orange Car at the Auto Show

This text will be used by screen readers, search engines, or when the image cannot be loaded.

Caption

A caption will be displayed under the image, to deseribe it in context of your content.

22. The media library dialog box opens.

Select media item to embed X

Media Library
Name Department
| Q|
Government Sort by Order Items
‘ Q ‘ ‘ Created v ‘ ‘ Descv | ‘ 8 v ‘ Search

Map1 Detroit Playbook - Chapter 01 mobile  Detroit Playbook - Chapter 01
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23. If you do not see your image, enter the image name and click the “Search” button.

Name Department
purple caﬂ Q ‘
Government ke Sort by Order Items
Q ‘ ‘ Created v ‘ Descv ‘ 8 v ‘ Search

24. You will see the result of the search.

Media Library

Name Department

| A
Government Sort by Order
Q H Created ™ H Desc™v H 8 v ‘ Search Reset

k' L K e

Reddiish-purple flowers Purple 8 Yellow Car

Purple Flowers
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25. Click the box above the image and click the “Select Media” button.

Reddiish-purple flowers Purple & Yellow Car Purple Flowers

2024-01-22: Review of Contracts and ~ 2024-01-16: Review of Contracts and ~ 2024-01-16: Review of Contracts and ~ 2024-01-08: Review of Contracts and
Purchasing Files - Week of Jan 23, 2023 Purchasing Files - Week of Jan. 16, 2024 Purchasing Files - Week of Jan. 16, 2024 Purchasing Files - Week of Jan. 9, 2024

Select media

°23456789___>Last>|

26. The Embed media item dialog box opens with information for the image. Select the
“Embed” button to add the image to the page.

Embed media item

Align

Center v

Choose the positioning of the image.

Display as*

Original kv

Alternate text

Purple & Yellow Car

This text will be used by screen readers, search engines, or when the image cannot be loaded.

Caption

A caption will be displayed under the image, to describe it in context of your content.
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27. The image is embedded in the page description.

Description

Paragraph -~ &

improve operations and the quality of services provided to their customers]

New Image 10222024

28. Click the “Save” button.

29. Page with the image embedded.

The Department of Innovation and Technology alse known as DolT is a central staff agency responsible for
developing and providing information technology and consulting services to City agencies that will
innovate on how they deliver services and interact with citizens. The responsibilities of DolT include
strategic technology planning, business needs solutions, information management, special project
management application development and implementation, system/application maintenance and
support, telecommunications, data center operations, technology acquisition, data security and other
services to empower agencies to use technology to improve operations and the quality of services provided
to their customers.

New Image 10222024

(-‘;E\ Jill's Time Website
ket d

@ Melly New Website
b

@ T Facebook

@ DolT Facebook
€ New Yahoo 10172024
@ New Facebook 10152024

SECTIONS

Web Apps

Detroit Street View

Federal Emergency Broadband
Benefit (EBB) Program

Digital EQuity & Inclusion

Style Guide

Featured & Latest

Related Links
Videos
Documents
Forms

FAQs
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Editing Content - Page
1. Select "Page" on the dashboard on the dashboard under Edit Content Section.

Edit Content

2. The Page Dialog box opens listing all the pages you have rights to edit. Select the
“Edit as Content Editor” button to edit a page.

Page Edit Panel

Edit as Content Editor

partment
lanagement, Detroit Edit as Content Editor

Edit as Content Editor

ge Department Edit as Content Editor

3. The information for that page box will open.

Edit taxonomy term as Content Editor

We help you plan for your safety so you'll always be prepared

Text format Richecitor v
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4. Enter the changes for the page.

5. Once the information is updated. Click the “Save” button to update the information.

6. You will receive a message “Page has been updated”

Edit taxonomy term as Content Editor

W U pdated term Homeland Security & Err

7. Select the page name in the update message to view the page to see the page with the
changes.

LAND SECURITY &
EMERGENCY MANAGEMENT,
DETROIT
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Deleting Content - Forms, Documents, Contacts or Page

You will contact the web team for any deletions on your web pages. Make the request

using Http://servicedesk.detroitmi.gov

See the Service Desk Portal Instructions; see page 137.

Deletion Types:

e Documents
Forms
Contact
Events
FAQS
Related Links
Social Media
News
Action Buttons
Pages
Videos
Images
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Unpublish — Any Content Item
1. You can unpublish any content, Uncheck the Publishing Status

D Publishing status

A boolean indicating whether the media is published.

2. Youreceived the message “Access denied”. The information is unpublished.

Where am It Home

DASHBOARD

Access denied

You are not authorized to access this page.
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View Any Unpublish Content

1. Select the content type to view unpublish content on your pages.

Edit Unpublished Content

21 B3 = I 3 D

2. Select the content from the list.

Unpublished Contact Edit Panel

Filter By Tit\e:‘ | Filter | Clear |
Name Operations links
Prevention Edit as Content Editor
Fire Marshal Division Edit as Content Editor
Fire Marshal Budget Operations Edit as Content Editor

3. The selected information will open. Check and update any information. Go to the area
above the “Save” button.
4. Check “Publish Status” to republish the information.

|| Published @ published
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5. Click the “Save” button.

6. The information is republished on your page.
7. Repeat steps #1 - #6 for every content type you want to republish.
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Archiving Content
Overview

Archiving Content is use when the information is needed for historical purpose or requested
by law for a period of time.

e Archive events

e Archive news articles

e Archive pages
All archiving is going to use the edit process to locate the event, news or page.

Archiving Events
1. Select "Events" on the dashboard under Edit Content Section.

Edit Content

2. Events Dialog box opens listing all the events /meetings you have rights to edit.
Select the “Edit as Content Editor” button to edit an event/meeting you want to

archive.
Event Edit Panel
2018 Detroit CERT Training Dates Edit as Content Editor
2018 Detroit CERT Training Dates ( Edit as Content Editor ]
2018 Detroit CERT Training Dates | Edit as Content Editor
2018 Detroit CERT Training Dates Edit as Content Editor

Edit as Content Editor

Edit as Content Editor

2018 Detroit CERT Training Dates Edit as Content Editor
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3. The information for that contact box will open.

Edit content as Content Editor

View Revisions

Title*

Introduction to Computer Basics

Archived

Archived

Mark content as Archived

Start Date *
04/02/2025 53
Date that the even is ;t;rling

End Date
mm /dd /yyyy

Date the event ends

4. Check the “Archive” option for the event.

Edit content as Content Editor

View Revisions.

Title *

Introduction to Computer Basics

Archived

Archived

Mark content as Archived

Start Date *
04/02/2025 (9
Date that the even is starting.

End Date
mm /dd /yyyy £

Date the event ends
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5. Click the “Save” button to archive the event.

6. You will receive a message, “This content is for historic records only.” Click the
“Dashboard” button to return and continue editing, adding new content, or archiving.

LA L el
DASHBOARD

o = g

Introduction to Computer Basics

VIEW  REVISIONS

@ This content is for historic records only.

APR DEPARTMENT OF INNOVATION AND TECHNOLOGY [
02

2025 (O 5:00 PM

The Department of Innovation is offering introduction to basic computer. This class is Wayne County Community College
offer the Residents of Detroit.

- Eastern Campus
Class requirement :

5901 Conner Detroit, M1 48213-3457
e City of Detroit Residents

Course QOutline:
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Archiving News
1. Select "News" under the Edit Content Section on the dashboard.

Edit Content

3 3 =3 B
(3

2. News Dialog box opens listing all the news you have rights to edit. Select the “Edit
as Content Editor” button to edit a news.

News Edit Panel

Edit as Content Editor

Edit as Content Editor

Edit as Content Editor
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3. The information for that news will open.

Edit content as Content Editor

View Revisions

Title*

Department of Innovation and Technology is announcing new computer classes

Archived

Archived

Mark content as Archived

Start Date*
04/02/2025 5
Date that the news took place.
End Date
mm /dd /yyyy &

Date that the news ended if any:

~ Banner

4. Select the “Archive” option to archive the news.

Edit content as Content Editor

View Revisions

Title*

Department of Innovation and Technology is announcing new computer classes

Archived

Archived

Mark content as Archived,

Start Date*

04/02/2025 9

Date that the news took place.
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5. Click the “Save” button to archive the news.

6. You will receive a message, “This content is for historic records only.” Click the
“Dashboard” button to return and continue editing, adding new content, or archiving.

Department of Innovation and Technology is
announcing new computer classes

VIEW REVISIONS

@ This content is for historic records only.

APR [ i g
02
2025

Department of Innovation and Technology is announcing new computer classes These classes are for all City of Detroit Residents.
Classes includes

e Introduction to Computers

= Intro to Microsoft Word

e Intro to Microsoft Excel

e Creating an Email Account

+ Understanding Photoshop
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Archiving Pages
1. Select "Page" on the dashboard on the dashboard under Edit Content Section.

Edit Content

3

2. The Page Dialog box opens listing all the pages you have rights to edit. Select the
“Edit as Content Editor” button to edit a page.

Page Edit Panel

and Development Departrent Edit as Content Editor

Homeland Security & Emergency Management, Detroit Edit as Content Editor

Parks & Recreation Edit as Content Editor

Edit as Content Editor

3. The page opens that you want archive.

Edit taxonomy term as Content Editor

Name*

Mel Test Archive

A~ Banner

Add a new file

| Browse... | No file selected.

One file only.
2 MB limit.
Allowed types: jpg jpeg.

Archived

\:\ Archived
Mark page as Archived
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4. Select the archive feature for the page.

Edit taxonomy term as Content Editor

Name*

Mel Test Archive

~ Banner

Add a new file
Browse... | No file selected.
One file only.

2 MB limit.
Allowed types: jpg jpeg.

Archived

Archived

Mark page as Archived

5. Click the “Save” button.

6. You will receive a message, “This content is for historic records only.” Click the
“Dashboard” button to return and continue editing, adding new content, or archiving.
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7. NOTES
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NOTES
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