[bookmark: _GoBack]CMS Helper

This document has been created to help you organize and design your Web pages. We will update these techniques from time to time. When an update is made, version changes will be noted and each version will be comprehensive of all previous versions.  Thus, you can replace old documents with the latest version.
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Subsection Header

Use subsection headers to separate information under one broad heading that is specific enough to need its own heading within the subject heading, but does not need to be placed in a separate box. Click on this link for an example of smart use of a subsection header:   http://chfs.ky.gov/con/default.htm).

[image: h3Example]How to Use
To create a subsection header, simply type the subsection header text and highlight it.  From the formatting toolbar drop-down menu, choose "Heading 3" (see illustration right).

Tip:  Make sure your subsection header is on a line by itself. 


Emphasizing Links and Text

This style allows the editor to emphasize important information and to call special attention to vital links.  Emphasized links are to be used sparingly.  No more than one emphasized link should appear on a page.  The same goes for emphasized text – limit the use of emphasized text to information of an urgent or critical nature.  Overuse of emphasis treatments of text and links diminishes the intended effect.

How to Use
Emphasis is applied in the same manner as an image float. In HTML mode, locate the <p> or <a> tag and add the class attribute.  The style for both text and link emphasis is “emphasis1.”  See examples below:

For text emphasis, first isolate the paragraph to be emphasized by placing a space before and after the text to be emphasized.  In HTML mode, a section of text to be emphasized may look like this:
[image: ]
<p>This is text preceding emphasized text</p>
<p>This is text to be emphasized</p>
<p>This is text following emphasized text</p>

To add emphasis, add class=”emphasis1” to the <p> tag (see example in red below).

[image: ]<p>This is text preceding emphasized texte</p>
<p class=”emphasis1”>This is text to be emphasized</p>
<p>This is text following emphasized text</p>

To emphasize links, the process is the same, except the class attribute is added to the <a> tag.  For example, in HTML mode, a link may look like this:

	<a href="important.htm">This is a link to be emphasized</a>

Add the class attribute (class=“emphasis1”) to the <a> tag at the beginning of the link (see example in red below).

	<a class=”emphasis1” href="important.htm">This is a link to be emphasized</a>


Named Anchors

Named anchors, or bookmarks, are locations within a page that can be linked to.  By providing a link to a named anchor, the user can jump directly to a referenced point on a page with one click of the mouse.  A common use of named anchors is to direct users to answers to frequently asked questions (FAQs).  In this example, named anchors are located at the beginning of each answer and questions are linked to their corresponding answers.  This CMS code inserts the text “THIS IS A NAMED ANCHOR” at each anchor location which can only be seen in edit mode to assist the site editor and prevent accidental deletion while editing.  This text is not seen when the page goes to live production.

How to Use
There are four steps to adding a named anchor to your page.

1. [image: ]At the point you want to locate a named anchor, switch to HTML mode.
2. Paste the code that creates the anchor.  
3. Substitute an actual name for your anchor in the code in place of the text “NAME OF ANCHOR” in both places where it appears in the code. Make sure both anchor names are identical.
4. Now you need to create a link to the anchor.  There are two scenarios here:
a. [image: ]If linking to an anchor on the same page as the link, the link will have the name of the anchor (that you chose earlier) preceded by a “#”.  For example, if your anchor is named “NAME OF ANCHOR” in the Hyperlink Address field, type “#NAME OF ANCHOR”.
b. [image: ]If the links refers to an anchor on a different page than the link, create your link as you normally would for an external or internal link, but add # and the anchor name at the end of the hyperlink address.  For example, if your link is “/agencies/default.htm” , add the name of your anchor after “htm”.  It should look like this: “/agencies/default.htm#NAME OF ANCHOR.”

Named Anchor Code
	<P>
  <A class=”hidden” id=”NAME OF ANCHOR” name=”NAME OF ANCHOR”>THIS IS A NAMED ANCHOR</A>
</P>




Featured Box

A Featured Box is another way to display page- or area-related content.  One such use of a featured box is the Hot Topics on the Cabinet homepage.  Other uses for featured boxes may be to display agency contact information or news links.

How to Use
A Featured Box may appear only on the left side of a Web page under the main navigation buttons.  Pasting the code will create the box and allow you to enter your information.  Be careful not to completely delete the “HEADER” text when changing it as this has caused problems for users in the past.  Once you have entered the heading for your box, you can safely delete the “HEADER” text. 

Image Container Code (placed on the left side of the page under the main navigation)
	<DIV class="featured">
<H1>HEADER</H1>
<P>CAPTION</P>
</DIV>







Floating Relative Content Box

Use a floating relative content box to provide visitors to your web page with additional information that is relative or related to just a specific section or portion of the information on your page. For example, if you have four sections of information on your page and want to direct visitors to related content for only the last section of information – links to similar sites or additional information, for example – it would be inappropriate and confusing to use the content box at the top of every page for this purpose.  Instead, use a floating relative content box to display section-specific related content near the information to which it refers.  Using this box separates the information from the main section, it keeps it nearby, making it more visible and ‘relative’ to that section.
[image: codePlacement]
How to Use
To create a floating relative content box, copy the code below and paste it into any main content section where you want to float a content box.  See the screen shot right for an example.  Floating relative content box code is shown in red.

Tips:  Be sure you are in HTML mode when pasting code.  Do not paste code into relative content boxes.  Insert code at the beginning of a new line and do not paste floating content box code inside other code tags.  Paste the code before a <p> tag or after a </p> tag.  Also, be sure to first paste the code into notepad, then copy from notepad and paste into your Web site in HTML mode.  This will eliminate any ‘ghost’ code that might be lurking.

[image: floatingRelCont]After pasting the code on your page in HTML mode, the box will not be visible until you "Save and Exit."  Enter the information you wish to place in the box where indicated by the example above.  In the example at right, you can see what the code in the above screenshot will look like after you “Save and Exit.”

Floating Relative Content Box Code
	<DIV class=featured>
<H1>Breast Cancer License Plate to be Available</H1>
<P>The 2005 General Assembly approved legislation streamlining the process for creating special license plates. The Kentucky Breast Cancer Alliance is working to collect the 900 advance orders needed to issue a breast cancer awareness license plate.&nbsp; To obtain an advance order form, contact the Alliance by calling (502) 895-5930, or by email at <A href="mailto:kybreastcancer@aol.com">kybreastcancer@aol.com</A></P></DIV>


<DIV class=relativeContentFloat>
<H1>Kentucky Long-Term Care Ombudsman staff</H1>
<DIV class=floatSection>
<P>(l-r, back row) Jane Chapman, regional ombudsman, Angeleta Hendrickson, director of Quality Programs, Ann Hollen, program coordinator; (front row) Jackie Strader, state long-term care ombudsman, Kristi Gentry, regional ombudsman.</P></DIV></DIV>

Floating Images

Floating images allow text to wrap around a photo or other graphic.  In most cases, images should be floated left.  An exception to this is when floated images would be too close to each other if both were floated left.  In this case, float the second image to the right and then float subsequent images left.

How to Use
To format an image to float right or left, follow these steps.

1. Insert the image at the point where it should float.  Doing this right the first time will save some headaches.
2. Once the image is inserted, switch to HTML mode and find the <img> tag for the inserted image.

[image: ]

In the example above, the <img> tag is preceded by a <p> tag.  This places the image inside the <p> and </p> tags.  Image floats should always be inside another tag.  Following step one should eliminate problems with this issue.

Once you have found the <img> tag, add the “class” attribute and then enter the applicable style.  Descriptions of style entries for the class attribute are listed below.  After deciding how you want the image to behave and whether or not to include a border, add the class attribute.  To do this just add a space after the “g” in img and type class=”STYLE.”

Using the example above, the code would go from this:

<IMG  alt="This is only a test." src="/NR/rdonlyres/947A40EF-D13C-45AA-868A-0F3F240FF555/0/families.jpg" border=0>

To this (changes in red):

<IMG class=”imgFloatRightWithBorder" alt="This is only a test." src="/NR/rdonlyres/947A40EF-D13C-45AA-868A-0F3F240FF555/0/families.jpg" border=0>

3. With the class attribute and style added to the <img> tag, exit HTML mode and save.  Floats do not appear in edit mode.  Be sure to check the page by doing a save and exit.

Floating Image Style Descriptions
· Class=imgFloatLeft  Entering this as the style will cause the image to float left.
· Class=imgFloatRight  This one floats the image right.
· Class=imgFloatLeftWithBorder  Like the first style, this one floats left but adds a small border around the image.  This is good for photographs but not for logos or similar imagery.
· Class=imgFloatRightWithBorder  Just as above except it floats right.

Floating Images Code (placed inside <img> tag)
	class=”ENTER FLOAT STYLE”



[image: ]Image Container

An Image Container packages an image with a caption.  The process is similar to the Floating Relative Content Box so only the differences will be covered here.  The Image Container has several applications such as a way to display portraits or group photos with names of those pictured..

How to Use
Like the Floating Relative Content Box, the Image Container cannot be placed inside other tags.  Use the steps below to add an Image Container to your page.

1. Add the code to the page in HTML mode and enter your desired style.
2. When you exit HTML mode you will find this icon on the page. 
[image: ]
Below this icon will be the text “CAPTION.”  Replace this text with the caption for your image.  To insert your image you will need to click next the icon above and insert an image normally (must be correct size for style, 100 or 150 pixels wide).
3. Once inserted you will need to delete the icon above by pressing DELETE twice.  This deletes the icon and a space added by CMS.
4. Save and exit to make sure that everything is working.

The Image Container has a few of options.  It can float left or right and allows for a 100px- or 150px-wide image.  In the code below, the red “style” is where you enter your desired style specification.

<DIV class="STYLE">
  <IMG> 
  <DIV class="imageContainerCaption">
    <P align="center">CAPTION</P>
  </DIV>
</DIV>

Simply replace “STYLE” with one of the styles below.

Image Container Style Descriptions
· class=imageContainerRight  100px wide image, floated right.
· class=imageContainerLeft  100px wide image, floated left.
· class=imageContainerRight2  150px wide image, floated right.
· class=imageContainerLeft2:  150px wide image, floated left

Note that images that are not the specified size will be forced to the correct size.

Image Container Code (placed outside all other tags)
	<DIV class=imageContainerLeft><IMG alt="Janie Miller" src="/NR/rdonlyres/28C00044-2046-4B00-88D8-D909AD4622BF/0/SecretaryMillerweb.jpg" border=0><DIV class=imageContainerCaption>
<P align=center><STRONG>Secretary Janie Miller</STRONG></P></DIV></DIV>

<DIV class=imageContainerLeft><IMG alt="Mary Curlin" src="/NR/rdonlyres/66F9C740-66C8-4BAE-908D-570E9941D5E1/0/DepSecretaryNunnweb.jpg" border=0><DIV class=imageContainerCaption>
<P align=center><STRONG>Mary Curlin, Director</STRONG></P></DIV></DIV>



<DIV class=imageContainerLeft><IMG alt="Nancy Cutrell and Ursela Lacer" src="/NR/rdonlyres/A53EB081-052E-4CC7-938B-DE7DB6573650/0/NancyUrsela.JPG" border=0><DIV class=imageContainerCaption>
<P><STRONG> Nancy Cutrell recieves a plaque in her brother's memory from Ursela Lacer of the Ky. Hemophilia Foundation</STRONG></P></DIV></DIV>
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