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The purpose of this document is to explain the procedure of creating a new Environmental Draft Page or Adopted Page using the NavBuilder and Filebank modules, including how to link your MST Case Status number into your document hyperlink.


[bookmark: _MST_Case_Status]



[bookmark: _Toc420422582]Creating a New Project Page
1) Login to the Civica CMS Administration Site.

2) Hover over Civica and choose:  Go-to Website
Here is also where you would logout when you are done as well.

[image: ]

3) Navigate to your page: Environmental Documents > Drafts or Adopted.

4) Select NavBuilder by hovering over the Editing Pencil and pressing: “Navbuilder”. 
(*Please note* If you do not have permissions to access NavBuilder, you will not have the following options.)
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5) To create a new project page, click on the (+) sign of either the “Drafts” or “Adopted” folders. In this example we will select: “Adopted.” Right-click on the Adopted folder, (the fields should turn a light gray), and ensure that your window looks like the following screen shot below. 

6) Click: New Pages: Child Page (1) 
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7) This will open a new NavBuilder window with a partial screenshot below. 

8) Name the page with your Project Name and a Short File name, and then populate your keywords, especially with the MST case status number.
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9) On the bottom portion of your NavBuilder page, you will see other options.
Please do the following:

· Check: “Active”
· Check: “In Nav”. 
· Check: “Output”
· Press: “Save”
· Press: “Create/Modify” under the “Web Pages” section.

[image: ]
10) Create/Modify will pull up this window, which is where you will choose your page layout.
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11) Click on the HTML drop-down field, (3) and select your page layout choosing: 
HTML, Filebank Recursive Display:  (towards the middle of the list).

[image: ]

12) This will bring-up the following window (using 101 E. Victoria Street as our example.) Here you will insert your FileBank Project Folder Number that you would have created in FileBank for your project. Choose: Display ID #10, and press “Submit.”
[image: ]
13) By inserting the Filebank Folder ID # for your project into the “Filebank Folder Recursive” “Folder Id” field, the contents of the Filebank Folder that has been created for your project, will display with the pdf’s in the a-z order.

14) Setting Display ID as “10”, that is what determines the icon view of the pdf’s.

15) Pressing “Submit” writes your new page to the server. 

16)  Now come back to your NavBuilder Window.
Press: Save > Menus Refresh > Refresh All > Check-In All, then Close the NavBuilder tab, after completing these steps.

[image: ]

This procedure saves the page you created, as well as checking in the page or file that you may have checked out, so that others may work on it.


17) To view and edit your new page, return to your browser tab where you were working (Adopted, Drafts, or Resource Documents) and refresh your page, using F5.  Now click on the new link you have created (this is an example only.) 


[image: ]

18) Your initial page appearance will look something like this. 

[image: ]

18) Hover over your editing pencil, and click the HTML Editor. Your page will open-up in the HTML editor view, as shown here.

[image: ]

19) Name your page with the Project Title. (1).


20) Now click on the Drop-Down menu for “Insert Code Snippet” (2).
Scroll down to the bottom of the list, and select the: 
“Environmental Documents Template”.
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21) Your page will populate with a pre-designed template for use in Environmental Documents, as seen in the next screenshot.
[image: ]
22) Populate your page with Project Address and Description. 
To link the MST Case # into your content, select the “case status for” text, and open your Hyperlink module, (Ctrl+K). Insert your MST Case # into the URL string below. Copy that string and paste it into your URL field: (see following screenshot):

/services/licenses/casestatus/status.asp?Case=MSTXXXX-XXXXX

making sure the URL string does not contain any spaces. 

[image: ]

23) Choose: “Target: New Window, and add your MST number as your tool-tip, as seen on the following page.

24) When you are done populating your link, click “OK”.

25) Your page is still in “HTML editing view. 
Now, click the “Save” icon (floppy disk), on the upper left of your toolbar.

26)  Your newly created page should appear. 

27)  Refresh your page (F5), and review your page, checking links and content. Edit if necessary. If your page does not display like you had intended, or you do not see pdf’s from your project folder, then make sure you have pdf contents in your filebank folder, and that you have inserted the correct folder number into the field. 

28) To check this easily, hover over your editing pencil, choose layout, and confirm that your layout is: HTML, Filebank, With Recursive Display. Next, check that you have the correct folder ID number in the field. You can review more Filebank Documentation at this link: Users > User Instructions > Filebank Users Guide.

Located in: http://civicaweb.santabarbaraca.gov/users/user_instructions_library/default.asp   >


Congratulations! You have completed creating your new project document!

For more information on using Filebank, please visit the Users Instructions Library

http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Environmental Documents Page Creation.docx
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