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[bookmark: _Toc406564788]Purpose
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]The purpose of this document is to instruct staff on how to engage the City’s internet website in the formative stages of an emerging incident.
[bookmark: _Toc406564789]Assess the Availability of Internet Connection
Before we can start editing the City’s internet website, we need to find out if the site is accessible and if we have connections to the servers necessary to update the website.
[bookmark: _Toc406564790]Websites to Test
City’s Internet Website
http://www.SantaBarbaraCA.gov/
Access to the City website from the City PC networks does not necessarily guarantee that there is access to the internet. It will only tell you if the web server is functional.
Google
http://www.google.com/
The ability to access an international website like Google will insure there is internet connectivity between the City PC networks and the outside world.
Network Tools
http://network-tools.com/ 
If the internet is up and the website is up, use this site to do a trace to the City web server to determine if there is a path from the internet to the City web server. The end of the trace should be: 207.71.231.153	 gateway.ci.santa-barbara.ca.us.
SharePoint PIO Site
http://moss/Departments/Fire/OES/Emergency_Info/ 
SharePoint is only available from the City PC networks. Documentation for Public Information Officers is available on this site.
If all systems are operational, move to the next phase.
[bookmark: _Toc406564791]City Website Preparation
The City website should be prepared for the emergency. This section will take you step by step through the process.
[bookmark: _Toc406564792]Overview
1) Content Creation
a) Edit the “Current Incident” page with the current incident information and add it to the website navigation.
b) Create and post a press release using the Civica Press Release module. Press releases automatically show-up on the right-sidebar press release widget.
2) Site-wide Emergency Alert
a) Turn on the site-wide alert and link it to the Current Incident page.
3) Home Page Slideshow
a) Deactivate all of the home page slideshow Media Manager items. 
b) Activate the Media Manager item, ! Current Incident - Initial Slide, for the incident.
4) Develop the Current Incident Page
The Current Incident page main content region is HTML, so any type of text, images and links can be added to this part of the page.
[bookmark: _Toc406564793]Content Creation
Before you can set the site-wide alert, you must have some content to link to. There is a “Current Incident Information” page that is staged and hidden (not in site navigation) on the main City website.
Current Incident Information
http://civicaweb.santabarbaraca.gov/gov/news/current_incident/
[bookmark: _Toc406564794]Editing the Current Incident Information Page
1) Login to the Civica CMS Administration site.
http://civicaweb.santabarbaraca.gov/civica/admin/

2) Hover over the Civica menu at the top-left of the Administration page, and then select Go to Website from the menu.
[image: ]

3) Open: http://civicaweb.santabarbaraca.gov/gov/news/current_incident/ and then click on the Editing Pencil.
[image: ]

4) Enter text, images and links. Click on the Save button when you are done.
[image: ]

[bookmark: _Toc406564795]Adding the Current Incident Page into Navigation
1) On the Current Incident page, hover-over the Editing Pencil and select NavBuilder from the context menu.
[image: ]

2) Check the In Nav checkbox, click on the Save button and then the Refresh button in the Menus section.
[image: ]

3) Click on the Continue button when the menu refresh is complete.
[image: ]

4) Close the web page tab.
[image: ]

5) Confirm the page will be checked-in.
[image: ]

6) Refresh the page and the Current Incident page should appear at the top of the Explore menu.
[image: ]
[bookmark: _Toc406564796]Site-wide Emergency Alert
The Civica CMS allows for the posting of site-wide alerts for times of emergency. The alert shows on the top of every web page in the site. A link can be set under the description text to allow visitors to link to more information.
[image: ]
Use the Site-wide Alert document on SharePoint to perform this procedure.
[bookmark: _Toc406564797]Home Page Slideshow
During an emergency, additional slideshow images on the main page can be distracting. For this purpose we need to deactivate the Media Manager items. 
[bookmark: _Toc406564798]Activating the Generic Incident Slide
There is an “inactive” generic incident slide that is available for use in the initial stages of the incident. As the incident progresses, this slide may be changed to better illustrate the incident. The generic incident slide has a link to the Current Incident Information page. This link can be changed if the Current Incident Information page is not being used for the incident.
1) Login to the Civica CMS Administration site.
http://civicaweb.santabarbaraca.gov/civica/admin/

1) Click on the Media Manager icon.
[image: ]

2) In Media Manager, click on the Filter by Targets selector.
[image: ]

2) Scroll-down and select Home Slideshow (515px x 320px at 72dpi).
[image: ]

3) Click on the Name heading to sort the Name column. The first entry should be ! Current Incident - Initial Slide. Click on the Modify button associated with this entry.
[image: C:\Users\SNelson\AppData\Local\Temp\SNAGHTML4aac855.PNG]

4) Scroll to the bottom of the page, check the Active checkbox and then click on the Submit button. Confirm the change to the record.
[image: ]
[bookmark: _Toc406564799]Deactivating the Remaining Slideshow Images
We will deactivate all of the other Home Page slideshow slides. This will keep the focus on the current incident.
3) Login to the Civica CMS Administration site.
http://civicaweb.santabarbaraca.gov/civica/admin/

4) Click on the Media Manager icon.
[image: ]

5) In Media Manager, click on the Filter by Targets selector.
[image: ]

6) Scroll-down and select Home Slideshow (515px x 320px at 72dpi).
[image: ]

7) Click on the Active column heading twice to sort by the Active column in reverse order.
[image: ]
8) For each of the active (Yes) entries, click on the Modify button associated with each item. Scroll to the bottom of the page, uncheck the Active checkbox and then click on the Submit button. Confirm the change to the record.
[image: ]
[bookmark: _Toc406564800]Develop the Current Incident Page
As the incident develops and matures, the Current Incident page can be augmented. This page is the first page in folder, so more pages can be added to and associated with the Current Incident page.
The page can also be renamed to reflect the name assigned to the incident.
To change the incident name in the Explore menu, use the Changing Explore Menu Text document.
http://moss/Departments/Fire/OES/Emergency_Info/Documents/Web Systems Emergency Response Plan.docx
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