Civica CMS: Site-wide Alert
June 19, 2014
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. This feature must be used sparingly.
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This procedure will take you through the process of creating and modifying a site-wide alert.
Creating a Site-wide Alert
1) Login to the Civica CMS website:
http://civicaweb.santabarbaraca.gov/civica/admin/login.asp 

2) Click on the News icon on the Administration page, and then click on the Add New Entry button.
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3)  Type and scheduling fields:
a) Article Type: News
b) Language: English
c) Date News Goes Live: this will usually be today’s date, assuming that you wish the alert to be posted immediately. If you schedule a date in the future, the alert will begin at 12:01 AM of the date entered. This is the date that displays in the alert band at the top of each page.
d) Date News Dies and Time News Dies: set these to a specific date and time. These are optional fields, so if you are not sure when to remove the alert from the site, leave the Date News Dies field blank and the alert will live until manually removed.
e) Event Date: leave this field blank.
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4) Alert information
a) Title: The title must be short and to the point
b) Front Page Summary: this is the short summary that appears in the alert band.

[image: ]

5) Link information
a) If you enter an Alternate Link, this will be the link under the Front Page Summary text in the alert band. The link will usually go to the Current Incident information page, where up-to-date press leases will be posted: /gov/news/current_incident/
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If you enter an Alternate Link, the Sub-Title, PDF, and Body will not be used (these fields will not be viewable by the public).
b) If you do not enter an Alternate Link, the link under the Front Page Summary text will link to a News Details page rendered as follows using the remaining fields on the New Article page.

[image: ]

6) Social Media - If you wish to send the Title and Front Page Summary to a social media feed, you may select that option here.
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7) Show On - In order for the alert to go live, the News Alerts target must be Active and Priority be set to 1 - Top.
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8) Click on the Submit button at the bottom of the page to make the site-wide alert instantly go live.
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Congratulations, you have successfully completed the procedure.
Editing a Site-wide Alert
1) Login to the Civica CMS website:
http://www.santabarbaraca.gov/civica/admin/login.asp 

2) Click on the News icon on the Administration page.
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3) Use the Filter by Targets selector to select the News Alerts target, and then click on the Refresh button.
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4) Click on the Modify button.
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5) Make changes as you need and then click on the Submit button at the bottom of the page.

[image: ]
Congratulations, you have successfully completed the procedure.
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