Agenda Archive Page Setup
May 2, 2014
Creating an Archive Section
1) Create a new Folder using NavBuilder. In the Image field replace “Architectural Board of Review” with the name of the appropriate Board or Commission.
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2) Using the “Create/Modify button for your template layout, use these options.
[image: ]
a) Show Folder Contents
b) Files Only
c) Show title
d) Viewing Rights Open, Allow Update Notification
e) Click “Submit”
3) Create child pages as necessary.
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Adding an Archive Page
Filebank pages are most commonly used for display Boards & Commissions agenda and archive pages. This procedure will demonstrate how to setup an archive page for the Access Advisory Committee.
1) Open Notepad (Notepad.exe). Click on Start, Run, type Notepad and then press Enter.

2) Copy the snippet from the textbox below and paste it into Notepad.

 (
CurrentAgendaOrdered ( 
nnnn
, "desc" )
)

3) Go to the Civica CMS Administration login page;
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp

4)  Login with your User Name and Password.

5) Click on the FileBank icon.
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6) Navigate the tree folder structure and click on the folder that you want to display in the page.
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7) Select and copy the folder ID number from the Filebank page.
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8) Paste the folder ID number into the snippet in Notepad replacing nnnn.
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9) Hover over the Civica menu at the top-left of the page, and then select Go to Website from the menu.
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10) Navigate to the key note where the archive page will be added.
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11) Open NavBuilder.
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12) Create a new child page. In the New Pages section, click on the Child Page button.

13) Enter the year of the archive. In this example it will be 2014 and then click on the Submit button.
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14) Copy the Name to the File Name field.
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15) Click on the Save button and then click on the Create/Modify button.
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16) On the Page Layout page, select HTML with Custom Code.
a) Copy and paste the snippet from Notepad into the Function field.
b) For the Include File field, copy the snippet from the textbox below and paste it into the Include File field.

 (
virtual="/custom/filebank/current-agenda.asp"
)

c) Click on the Submit button.
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17) The most recent year should be on top. To sort the pages, click on any page, except the bottom page you just added.
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a) Click on the Sort button below the tree view shown above.
b) Click on the Reverse Alpha button.
c) Click on the Move button.

18) In the Menus section, click on the Refresh button.
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19) Close the NavBuilder window and check in the files you have checked out.

20) Navigate to the page you just created and then click on the Editing pencil.
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21) In the Document Title field enter the year. In this example enter 2014 and then click on the Save button.

[image: ]
Congratulations you have successfully completed the process to create a Filebank page. If there are files in the folder, they will display. If there are no files in the Filebank folder, the page will be essentially blank.
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Agenda_Archive_Page_Setup.docx
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