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Introduction

WebMD Ignite has aligned with Crownpeak as its exclusive healthcare web technology partner to create
the latest version of CMS. CMS was built leveraging the best of Crownpeak’s capabilities with WebMD
Ignite’sinnovation.

The Crownpeak tool has been built with the marketerin mind, which makes editing in CMS intuitive and
easy. You can edit pagesin a familiar browser mode without actually leaving the page. Most
importantly, your marketing team and content editors willno longerbe dependent on IT orweb
development support for simple site revisions. You are the editor, no coding required.

However, if you prefer markup or style language, the editing tools are just as intuitive and convenient.

CMS is designed with the marketer in mind. No coding required.

Disclaimer

The screen samplesincluded in this document may vary from those you see in your software, based on
configuration options selected. Samples are included to serve as a guide and training tool and are not
intended to represent actual replicas of screens inyour software. Any patient names used in this
documentation are fictitious.
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Administrative

Edit your profile and preferences

Edit profile

From the mainleft navigation menu, navigate to Settings (gearicon) for configuration options.
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Some of the things you can do here:
e Selectanavatar/image

e Setusername
e Setpasswordto neverexpire (check ‘Mark as service account’}
e Change password

e Defineuserattributes
e SelectlLoginoption
e Associate groups

Edit preferences

Also from the main left navigation menu, navigate to Settings for configuration options. Select Edit
Preferences to edit your preferences.
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Some of the things you cando here:
e Customize the first page you see afterlogging into the CMS (CMS start page).
e Controlnotifications
e Publishing preferences
e Content preview states
e Contentdebugoptions
e Settimezone andlanguage preferences
e Initial view when opening an asset

CMS Start Page
e This preference allows you to customize the first page you see afterlogginginto the CMS.
e Forexample, as configuredinthe image below, the system will automatically navigate to the
Site Root folderwhenyoulogin.
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CMS Start Page

This preference allows you to customize the first page you see after logging into your DM instance.

@ Show my home fileffolder & Dashboard & Show last fileffolder
{Core/Clients/CMS Services/Training/Site Root/ m
User management

From the main left navigation menu, navigate to Settings for configuration options.

Select Users/Groups to edit your users.

Users

This section allows you to create new or manage current users associated with your CMS instance.

e Tosetupanewuser, clickthe New User button and fill out the required fields.

e Toeditanexistinguser, double-click auser’'s name and edit Profile or Preferences using the
tabs as shown below.

e Usethissectiontoresetauser’s password.
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Groups

This section allows you to create new or manage current Groups associated with your CMS instance.
e Tosetupanewgroup, clickthe New Group button.

e Toeditanexisting group, click the user group name and follow the prompts.

Configuring site for SSO via SAML/LDAP

For clients with single sign on (SSO) availability such as SAML/LDAP, the CMS can be configured to add
usersinaway that they canleverage this functionality. If you want to set up SSO for your website login,
you will need to have your WebMD Ignite contact set up a conversation with your IT and the WebMD
Ignite and Crownpeak teams.

Authentication settings can be found by clicking the Gearicon > Configuration > Authentication.

Account >
Users / Groups >
Workflow >
Publishing >
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Specificinformation yourIT team will need to have available during that callincludes:

SAML Identity Provider (IdP) (Section)
e Single Sign On URL (The identity provider URL to which SAML requests should be sent.)
e IssuerlD (EnterthelssuerID of the identity provider.)
e Signing Certificate (Enter the public certificate of the identity provider.)
e Upload(Clickthis buttonto upload the configured information.)
e Remove (Click this button to remove the uploaded information.)

SAML Attribute Names (Section)
Security Assertion Markup Language (SAML) open standard is the link between the authentication of a
user's identity and the authorization to use a service. SAML allows identity providers (IdP) to pass
authorization credentials to service providers (SP).

e Login(Enterthe Attribute Name (Claim Type) that identifies the user's login name.)

e Email (Enterthe Attribute Name (Claim Type) that identifies the user's email address.)

e Firstname (Enter the first name of the person.)

e Middle name (Enter the middle name of the person, if applicable.)

e Lastname (Enterthe last name of the person.)

e Groups (Enter groups as applicable.)

SAML Service Provider (SP) (Section)
e Single Sign On URL (Also known as the ACS URL. Enter the URL where SAML assertionresponses
from the Identity Provider should be sent.)
e Audience URL (Entertheintended audience URL of SAML assertions. Also represents the
Service Provider.)
e Default Return URL (Enter the default URL to which the user should return following successful
authentication.)

Adding new SSO users

Once SSO has been configured onyour site, you can easily add new users via your existing SSO.
Click the gearicon to access the Users panel. Then click New User.

Account » Users Export o G5V

Usars | Groups. his section displays the abiity to craate new or manage current users associated with your CMS instanca
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Addthe user’'s SSO username into the Username field, which must be supplied to you by the user or
your IT. Make sure to click On Save, Randomly Generate a One-Time User Password.
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Complete all the otherremaining fields as you would for any normal user. The only exceptionis that you'll
need to toggle the Standard Login Option under Login Provider to your SSO login option.

Login Provider
Your administrator controls the ability 1o enable password authentication koegin abilibes in your account. You wil
be able to see these below and salact which you would like to be your default.
Login Option
+ Standard
Trinity-Health

Crownpeak

Workflow management

From the mainleft navigation menu, under Settings, Workflow provides configuration options for the
following categories:

e Workflows
e Workflow Filters

Select Workflow to access your workflows.
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About Workflows

AWorkflow describes a predefined lifecycle that can be applied to an asset (object, image, document,
orvideo) withinthe CMS.

The CMS allows you to set up as many Workflows as needed to support your business needs. Thisis
typically set up by a WebMD Ignite developer onyour behalf andis rarely modified after.

The process of creating a Workflow involves defining automated steps that are invoked by configurable
actions such as triggers, filters, userinteractions and/or conditions. These automated steps that follow
aconfigured action are called ‘transitions’. As an asset travels the Workflow path, the asset ‘transitions’

from one state to another.

To see the Workflow of an existing asset, right click asset/file, then click Route. The options displayed
represent that asset’s workflow. For example, in the screenshot below, you can see this file follows the
‘IH Production Workflow’ and the states beginning with Draft thru Deleted are the stages of that
Workflow.

Route Default

Raute this asset directly fo other states in the warkflow

Current Workflow.  IH Production Workflow
Production Workflow

Route Additional Assets
Draft Creale a new document

Stage Send the document live

B Rejected Rejected

Pending Review ne document
Live Document is live
I Retired Document is retired
W Archived Document is Archived

I Deleted Document is deleted

Alter workflow state hefore publish

(0) additional items will be affected Cancel Route fo Live

Workflow examples

Some examples of how Workflows can be used are listed below by their description. These examples
are mostly custom built by WebMD Ignite’s developers, at your request, but most commonly used ones
are available out-of-the-box.

Assets that should be published to all environments instantly upon creation
Builds sitemap datain a Sitemap JSON file for consumption by sitemap files
Development Workflow

Full Workflow

e Microsite Workflow

e Normal page Workflow

e Productionwith Dev state

e Production Workflow

e Responsible fortriggering the execution of custom upgrade actions

e QA Sanitizer Workflow
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e Shortworkflow for shared assets

e Simple workflow - draft > live

e Site Builder Workflow

e Stage Workflow

e Testing Workflow

e Theworkflow the task management systemuses

e Thisworkflow allows only one doc to belive at a time so forthe home page, you can schedule
the live date.

Workflows out-of-the-box

While there are many examples of workflows, as listed above, there are only 2 commonly used
workflows used in the CMS today. Both are available out-of-the-box.

e |HProduction Workflow
e |HInstantPublish

Account b Workflows
]
Users | Groups > Custamize your publishing worklicws
I|I Werkllow v =
L ) New Warkflow
« Workflows
Web H Froducian Workdiow Progucticn Warkfice | | Il | 12236 Feb b 2021, 5:10:22 Brandon Dwis :
R vorknon Filters
1 Dev Workfiow Development Worklow [ | ] W4 Dot13, 2016, 1105
LAY robishing b3 _
L IH Full Workfiow Full workfiow supporting ail 4 -states | [ ] D MarB 2096, 7:05:36
I Configuration >
Ll."‘ﬁ' | H Instant Pubish Assets tal should Be pubished o 2l endormimens insla & Jul 8 2018, 2.14.09 H 001685 I
Tanls ¥
H A Warkfiow Tosting Workllow o M5 Sop20, 2016, 1202
"
H Site Buider Import H Site Buider Workflow 13 May 24 2017 2211 Alex Haughtan
O Backup of IH Dev Workfiow Develooment Warklow . U 502z 2016.9041...

e Mostassets follow this workflow.

e Inthisworkflow, an assetbeginsin the Draft state. It can then transition to the Stage state and
finally, once published, transition to a Live state.

e There are several other statesin this workflow as shown below.
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Instant Publish

In some cases, we want to publish assets to Live instantly, without requiring the asset to be manually
routed through Stage. The purpose of this workflow is to ensure these types of assets are published
everywhere as soon as they are created.

The most common use for this workflow is forimages used for Providers, Locations and Events within
Content Apps. Content Apps, by design, instantly publish to Live; therefore, the images must also be
instantly available when created. To achieve this, we associate this workflow with the folder
_Assets/Images/ih. This folder houses all the images created by the Content Apps section for those
modules.

Forexample, whenwe are in the Providers section of Content Apps and upload a physician photo,
Content Apps places thatimageinthe ‘ih’ folder. Since IH Instant Publish is associated with that entire
folder, the image isinstantly published to Live and the entire physicianrecord isimmediately published
to Live.

Creating new workflow vs editing existing workflow

While both options are available, itis often easiest to begin with an existing workflow and modify it to
create the desired workflow.

The Workflow settings are the same for both creating a new workflow or editing an existing workflow.
Those settings are described below.

Itis strongly recommended that you contact a WebMD Ignite developer to assistin creating or
editing workflows.

Workflow settings

To access workflow settings:
e Fromthe mainleft navigation menu, navigate to Settings (gearicon)
e Select Workflows on the left nav to access your existing workflows.
e Fromhereyoucan
o Create anew workflow (Click New Workflow button ontop right) OR
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o Editanexisting workflow (Click workflow to be edited to open edit menu) OR
o Clone and existing workflow and editit to create a new workflow

To copy and edit an existing workflow, click an existing workflow that is similar to what you want. Select
Clone onthe farright (as shown below) which will create a copy of the workflow. Then click the cloned
version of the workflow, which will open the Edit Workflow window.

— '

St SRp, 1

Sarwic Dk Putin g ' Pordery Pe Lo .. bep M 308, 500 i

After clicking the New Workflow button, or cloning an existing workflow, notice there are 3 clickable
panels available as shownin the screenshot below:
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All 3 panels are available for both New Workflow and Edit Workflow
e Overview - allows you to change the workflow
e Edit Steps - allows you to make changes to each step in the workflow.

e Reorder Steps - allows you to change the order of the steps within the workflow.

When creating a new workflow, it will open first to the Edit Steps panel.
When editing an existing workflow, it will open first to the Overview panel.

Creating a new workflow
The general process for creating a new workflow is enter

1. Name : Enteraname for the workflow
2. Description: Describe the workflow

3. Create all the Steps of the workflow first
4,

Then configure each step in the workflow which includes Transitions and other settings, as
desired (Note: We do it this way because transitions can not be defined until the step we are

transitioning to is defined within the new workflow.)

Overview panel
The overview panel allows you to change the workflow
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Edit Steps panel
The Edit Steps panel allows you to make changes to each step in the workflow.

Edit Workilow

Sample Deubike Pylaich
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There are many options here within the Edit Steps panel to customize your workflow. Each workflow

state/stepincludes the following:

e Status* (Thisisarequired field, asindicated by the asterisk (*). Displays the selected status.
Options available from the drop-down field include: Draft, Pending, Rejected, Stage,
Suspended, Live, Retired, Archived, Deleted, Not Started, In Progress, Parking Lot, Deferred,
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Completed, Closed, Approved, QA, Dev, Sanitize Failure, Sanitize Success, Sanitize and Add
New Status,)

e Access* (Required. The Browse button takes you to the System/States folder. Generally you
will select the system state that matches the ‘Status’ you selected in the previous step. See
example below.

Steps Cwarview | Fdit Steps | Reorder Sieps
Draft
Status Access ©
Stage
o Diraft e System/StatesDrafy Browse
Pending

e Title* (Thisis arequired field. You can edit the title of this workflow state.)
e Description (Enteraconcise description for your workflow state, to help users understand its
intended use.)

Enable or deactivate the following options using the applicable checkbox:

e Enable publishing on this step.
e Include stepsinthe Edit menu.
e Setassetsinthisstep asDeleted.
e Setassetsinthisstep asHidden.

Transitions
Configure transitions for this state.

e AddTransition (Click this button to add a new Transition panel.). See example below.
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These transitions may be deleted and new ones added.
o Deployto Stage example above(Expand this panel to customize behaviors that apply to this
transition.)

Inside each transition are configurable behaviors and filters including the following:
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e Transition Trigger (Options are User Command, Action and Schedule. Select atrigger. The
submenus change in context with your selection. Configure additional rules from the
contextual options that display. Our sample screen below displays User Command.

Forexample, a selection of User Command offers the following options:

e Whenauserselects...* (Required. Enterthe Ul selection thatinitiates the next step. For
example: Deploy to Stage.)

e ...GotoStep* (Required. Choose fromthe list of options Draft, Stage, Pending, Live, Retired,
Archived, Deleted. Forexample, we chose Stage.)

o Uses Workflow Filter (Choose a workflow filter from the list. In this example, options are; None,
DeveloperFilter and Editor Approval.)

Enable or deactivate the following options using the applicable checkbox.

e Include actioninuser's workflow tasks in their summary page.
e IncludeActioninedit page as a blue button.
e Promptuserwith, “Are you sure?” before executing.
e Requestacommentbefore goingto the next step.
e Queue publishingin destination step.
e Enforceanedit/save before transition.
e Enforce aspell check before transition.
e Enforce asetschedule before transition.
e Delete Transition (Click this button to delete this transition.)
Transitions
® Add Transition
Deploy to Stage B
Transition Trigger
User Command ~
When a user selects...” ...Go to Step™
Deploy to Stage Stage ~
Uses Workflow Filter
None v
Include action in user's workflow tasks in their summary page.
O Include Action in edit page as a blue button.
[ Prompt user with "Are you sure?’ before executing
[J Request a comment before going to the next step
[J Queue publishing in destination step
[ Enforce an edit/save before transition
O Enforce a spellcheck before transition
O Enforce set schedule before transition
© Delete Transition
Change workflow

Below the Transitions section, you can opt to change the workflow. Enable/deactivate using the
following checkbox.
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e Useadifferent workflow (Enable/deactivate using this checkbox.)

When enabled, this checkbox displays additional options for using a different workflow.

e Select Workflow (This drop-down contains all of your previously-configured workflows)

e Selecta Status (This drop-down contains Routing statuses such as the following: Draft,
Pending, Rejected, Stage, Suspended, Live, Retired, Archived, Deleted, Not Started, In
Progress, Parking Lot, Deferred, Completed, Closed, Approved, QA, Dev, Sanitize Failure,
Sanitize Success and Sanitize.)

DQM
Enable this to use DQM findings to prevent publishing.

Execute File
Select atemplate file to execute. (Select the new Document_Sanitizer.aspx template file, which will
execute on transition to this state, using the Browse button.)

Email Notification

Send selected users an email notification when an asset reaches this step. Enable/deactivate this
option using this checkbox. If enabled, this area expands to allow additional setup by Users and/or
Groups, based on USERID in the system.

Delete This Step
Remove the entire step using this control.

Reorder Steps panel
The Reorder Steps panel allows you to change the order of the steps within the workflow.

Document Sanitization Workflow

Overview

To meet National Institute of Standards and Technology (NIST) requirements, the HG CMS application
sanitizes all downloadable Adobe PDF and MS Office® files of metadata containing Personally
Identifiable Information (PII).

Note: It does not remove any Pll within the content of those documents.

Personally-ldentifiable Information includes any data that could potentially be used to identify a
specific person, thatincludes, butis not limited to employee ID names and numbers, or email
addresses that may reside ina document’s properties and header.

The sanitization process removes all of this metadata from uploaded PDF files, Word (.docx), Excel
(.xIsx) and PowerPoint (.pptx) files, eliminating the need for manual removal of Pll prior to upload and
greatly reducing the potential forerror.

The process workflow is configurable, with additional sanitization options. You can additionally
configure Author and editor comments to be removed from documents.
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Supported MS Office® documents include the open-xml version only and do not include older
versions such as .doc .xIs or .ppt, etc.

Documents are stored in the Assets folder. From Content, this is usually under a path similar to ..Site
Root/_Pages/_Assets.

You can Route documents from here to a sanitization state. Sanitization states are fully customizable

from the Settings > Workflow area. Follow the stepsin Create a New Workflow if this option does not
exist.
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Use the following documentation as a guide to setting up a Documentation Sanitization Workflow. As
stated earlier, itisrecommended to involve WebMD Ignite’s developers when setting up any new
workflow.
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Workflow settings for Document Sanitization
Access Workflow from Settings in the main left menu bar. You can create a new workflow here from the
New Workflow button or edit an existing workfiow.

¥ Workflows
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The Edit Workflow screen displays. The vertical bars of the workflow, labeled by workflow state, are the
currently configured states. Below are their definitions.

Workflow states

e Draft(Whenadocumentisuploaded,itautomatically arrives in the Draft state. Documentsin
this state are awaiting sanitization.)

e Sanitize (Although configurable, itis strongly recommended to use this workflow state.
Documents must enter this workflow state in order to be sanitized.)

e Sanitize Success (Configurable. Documents automatically transition to this state when the
sanitization succeeds.)

e Sanitize Failure (Configurable. Documents automatically transition to this state when the
sanitization fails.)

e Live (Configurable. Thisis the environment to which our document will be published on Sanitize
Success. Inproduction, this would be Stage or Live.)

The workflow state to which a document transitions on sanitization success or failure is
configurable.

Editing workflow

You can configure Workflow to suit your business needs. For example, you can have the document
sanitization startimmediately upon upload, and when the sanitization succeeds, have the document
transition to Sanitization Success or straight to Live or Stage.
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Content Apps has a Scheduled Task that runs continuously in the background looking for document
assetsinneed of sanitization. This process is detailed furtherin The Document Sanitizer Task -
Scheduled Tasks topic.

From Edit Workflow, click on a vertical color bar to open the edit screen for that workflow state. You
can expand your view using the arrows as shown.

T N —

Edit Workflow

Warme ©
G4 Santmer Workfow
Description *

QA Woridiow waith Sanizabon Steps

Steps il by Son SiepE SO SRS
Drafl Santize Sanfize Sucoess Sanmze Failure QA

Edit workflow steps

We clicked the Sanitize Success workflow state, which opens the Edit Workflow screen, depicted
below. There are many options here to customize your workflow. Each workflow state includes the
following:

Status* (Thisis arequired field, as indicated by the asterisk (*). Displays the selected status (currently
Sanitize Success). Other options are available from the drop-down field and include: Draft, Pending,
Rejected, Stage, Suspended, Live, QA, Dev, Sanitize Failure, Sanitize Success, Sanitize and Add New
Status,)

e Access* (Required. The Browse buttontakesyouto the System/Statesfolder.  The
displayed selectionis System/States/Sanitize Success/.)

e Title* (Thisisarequiredfield. You can edit the title of this workflow state.)

e Description (Enteraconcise description for your workflow state, to help users understand its
intended use.)
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Enable or deactivate the following options using the applicable checkbox:

e Enable publishing on this step.

e Include stepin Edit menu.

e Setassetsinthis step asDeleted.

e Setassetsinthis step asHidden.
Transitions

Configure transitions for this state. We have used Draft and QA for our workflow demonstration.
e AddTransition (Click this buttonto add a new Transition panel.)

These transitions may be deleted and new ones added.

e Draft(Expand this panel to customize behaviors that apply to this transition.)
e QA (Expand this panel to customize behaviors that apply to this transition.)

The configurable behaviors and filters for this section are the same and include the following:
e Transition Trigger (Options are User Command, Action and Schedule. Select atrigger. The
submenus change in context with your selection. Configure additional rules from the
contextual options that display. Our sample screen below displays User Command.

Forexample, a selection of User Command offers the following options:

e Whenauserselects...* (Required. Enterthe Ul selection thatinitiates the next step. For
example: Draft.)

e ...GotoStep* (Required. Choose fromthe list of options Draft, Sanitize, Sanitize Success,
Sanitize Failure or QA.)

e Uses Workflow Filter (Choose a workflow filter from the list. In this example, options are; None,
Developer Filter and Editor Approval.)

Enable or deactivate the following options using the applicable checkbox.

Include actionin user's workflow tasks in their summary page.
Include Actionin edit page as a blue button.
Promptuserwith, “Are you sure?” before executing.

Request acomment before going to the next step.

Queue publishing in destination step.

Enforce an edit/save before transition.

Enforce a spellcheck before transition.

Enforce set schedule before transition.

Delete Transition (Click this button to delete this transition.)
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Change workflow
Below the Transitions section, you can opt to change the workflow. Enable/deactivate using the
following checkbox.

e Useadifferent workflow (Enable/deactivate using this checkbox.)
When enabled, this checkbox displays additional options for using a different workflow.

e Select Workflow (This drop-down contains all of your previously-configured workflows,
including our example: QA Sanitizer Workflow.)

e Selecta Status (This drop-down contains Routing statuses such as the following: Draft,
Pending, Rejected, Stage, Suspended, Live, Retired, Archived, Deleted, Not Started, In
Progress, Parking Lot, Deferred, Completed, Closed, Approved, QA, Dev, Sanitize Failure,
Sanitize Success and Sanitize.)

Execute file
e Selectatemplate file to execute. (Select the new Document_Sanitizer.aspx template file,
which will execute on transition to this state, using the Browse button.)

Email notification
e Send selected users an email notification when an asset reaches this step.
(Enable/deactivate this option using this checkbox. If enabled, this area expands to allow
additional setup by Users and/or Groups, based on USERID in the system.))
o Delete This Step. (Enable/deactivate using this control.)
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The Document Sanitizer Task - Scheduled Tasks

Content Apps > Configuration > Scheduled Tasks now includes a scheduled Document Sanitizer task.

Enablement and scheduling for this task is configurable.

Basic Information Tab

From the edit screen, the left Basic Configuration tab displays the current settings and status of the

last run. Activate this task with the Enable checkbox.

Sae| saemea

[

Scheduled Task - Document Sanitizer

it Schesuied Task niom sion

Basls Infarmation

B Task Quew I ]
Enatiea
Mame  Document Santizer

Description  Handies sankizing documents sioed in the CLIS.

LaslRun  2IIBE0Z2 1041 AM (ST
Lot Suconss  IBR0Z2 1041 A {GST

st R 2803 1043 AM {CST)

o a e §
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Schedule Tab
The next tab down on the left in the Scheduled Task [Task] edit screenis the Schedule tab.
Configuration options are as follows:

e Time Zone (This fieldis display only. Our example displays: Central Daylight Time. You can
selectyour time zone from the Time Zone Settings panel in Configuration > System Settings.)

e Schedule Type (Select from the available options, whether Continuous, Daily, Weekly, Monthly,
Day of Month, Time of Day.)

e Time of Day (Enter the time of day you want this task to runin hours (format: hh) and minutes
(format: mm). The AM/PM buttontoggles onclick.)

= weMD Ignite”

o a o g
Scheduled Task - Document Sanitizer

m o

System Settings - Document Sanitization

There is anew Document Sanitization section in the CMS Integration Settings panel that allows you to
control target, success and fail workflow states as well as to enable or deactivate the removal of
reviewer comments from documents. Access these settings from Content Apps > System Settings.
Expand the CMS Integration Settings panel and scroll down to the Document Sanitization section.
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Enterinformationin the fields as follows:

e Target Workflow State (The displayed value is Sanitize. Thisis the state that activates the
sanitization process. Documents must be in this state in order to be sanitized.)

e Success Workflow State (Enter the name of the workflow state to which the document should
transition on sanitization success. Forexample, Live.)

e Fail Workflow State (Enter the name of the workflow state to which the document should
transition on sanitization failure. Forexample, Draft.))

¢ Remove Comments (Enable/deactivate the removal of reviewer comments from
documents using this checkbox.)

Workflow filters

Filters canredirect assets even from within the same workflow, based on the conditions you set, down
to the field level. Add new or delete existing filters with the controlsillustrated below.

o a0 @
-
1;! i ¥
Configuration

The Configuration for your CODI10 site is where you will create custom content types, set up redirects,
edityour navigation settings (main, footer, etc.), and make other major site-level configuration
changes.

Please note that you will see folders for Advanced Configuration and Tagging Management in your
Configuration folder, but you will never need to access these. The main tasks you’llneed to accomplish
in the site configuration are outlined below with appropriate processes.

To access your Site Configuration options, click Configuration in your Site Root.
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Helicon Redirects

File Edit View

™ G OF | 4 Site Root
Labal Status

b B _Widgats

\!

= webMD Ignite”

Use heliconredirects to create campaign URLs or to set up redirects. There are several ways to do this.
Forthe novice user, navigate to the Helicon Redirects folderunder your site’s Configuration folder.

File Edit Wiew

vover Y

. ] -
™ & ¥ o _Configuration

Labsal Slalus.

v [ _Advanced Configuration

Mavigation Configuration
. _Search Conliguration
. _Sile Configuration
, robots

. robots
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Setting up aredirect

Inyour Helicon Redirects folder, open up the Redirects Folder:

m @ T 4 _Helicon Redirects

Labs Status

. Helicon Migration Redirect Tool
. HaliconDLLFathViewar

J  httpd.conf

L

migration-map-friendhy. txt
@ migrabon-map-querysining. txd

rewrile-log. bad

L4

Go to File > New >Helicon Redirect:

W\
~>
=

' wesMD Ignite”

i 20 Most Popular
2018 Women's C

;2018 Women's C

o 2019 Observances Calendar

File Edit View

New »

Open Alt+0

Open Recent b )

Open Flagged Assets ] ree
Folder
Upload
Project

odel

. 2019-patiant-safety-patient-axpar. ..
2019-womens-health-5star

2019-womens-health-sea

Applies to: _Redirects

Helicon Redirect

Amodal will present prompting you to name your Helicon Redirect. Name it something appropriate so
that you can easily locate it in the future:
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Create Asset

Create new Helicon Redirect file

Your Direcf

You'llbe presented with a screen like this. Click Expand at the top of the page to expand all of your divs:

I Wour Direct X
- a w - Collapss Preview | Ining | Forn  [5 7 (SR Workiow + X
Rule Type -
Path =

Fedirect or rewnte from reguestad URL 1o destination UKL

Action Type Enatled Stop Processing
301 Parmanand Radifssl - ﬂ = ﬁ . a
Requesbed URL =
Dastination _

Now you should see options for Requested URL and Destination URL:
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I\H.url'.‘lrﬂh{
Cr-a

Rulo Type =
Paihy =
Redirect or rewrile Trom requesied LIRL o gestinaton URL
Action Type Enabled Stop Processing
301 Permanent Redirect = ) » @ v @
Requested URL =

Internal Link =

Salact a Publshed Page

Salacl [7]
Diestination =
Iriermal Link -
Selacl a Published Page
Skl 7]
Add Mo Escapa Flag [NE] Append Query Siring from Crigin URL Additienal Cuery String Paraméalers
7] L7

Your requested URL is the current page that needs to be redirected somewhere else or the campaign
URL you're wishing to create.

e Ifyou’re wantingto create acampaign URL, simply enter the relative path of your campaign
URL, forexample: /campaignURL

The destination URL is the page where yourredirect needs to go. This can be internal or external.
e Ifyouplanonplacingadsthatappend query strings to your URL, be sure to click the “Append
Query String from Original URL” box.

When done completing these fields, Save and deploy to live.

Now you have to publish the http.conf file. The http.conf file can be found under your Helicon Redirects
folder. Simply right click on the file and go to Route > Publish to Live.
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v [ _Redirects
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. HeliconDLLPathViewer
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Navigation configuration

The Navigation Configuration of your site allows you to edit and adjust the links for your site’s utility ,

header, and footer navigations.

File

W @ T W Configuration
Label

v [ _Adwanced Configuration

» [ _Custom Contart

¥ [ _Helicon Redirects

v [F _Tagaging Ma il

Edit Wi

Status

Note: Not all sites use their navigation configuration for the utility navigation. Some use the

Configurable Headerinstead.

Afteryou’ve opened your navigation configuration, click the Expand button at the top of the screento

openup all of the link <div>s.
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I _Navigation Configuration X
C~ a Collapse Preview Inline Form | [4 = RGN Workflow » £
Tabs: Utility Bar, Header, Footer, Social Media Menu -
H
] Utility Bar »
Create links that will display at the very top of the site, above the header.
List: Utility Bar ltems +

Now you can edit, add, remove links from the utility navigation and utility nav dropdowns (using Sub
Menu Items), assuming your site is configured appropriately.

e Internal or External: Tells the site what type of link it is

e LinkText: The language you want to have show up in your menu
e Link Target: Tells the site how you want the link to open

e Optional Querystring: Add querystrings for tracking purposes

Complete these fields for all links that need to sit within your utility nav. Save and publish to live.

Lil: ity Bar ltaro -

+ Link Type =

Irinerml =

Lirk: Tiazl

Fast o oty o bk Y oty A Do by rekacies A kel

il Link oo & Page of Documani

Selec o

Lirk Targed
L] ot Arew, S =" L 5 Wik AR 8 e

Ciptional Cusryelricg

Ay sdter o quenpeiing e Hasr=] or sockor mdemasa (L. Febumcs) o e da

] Lk Cinas

Limact i Wk it = =" Lo v S e o char=
ik Clizh Evair

Lirk Tk

Lo ik e sy e, Cheed b Jrwk ik s ocick=""e Dol zud e scioa’ e

L Suh Many Hemes -

These same steps will hold true for your Header Navigation.

The Footer Navigation, on the otherhand, is powered by a WYSIWYG:
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Fooder

Bottom Menu Bar

1] Up 1o 4 paneis of ravigstion Inks may be crastad (Io e mndensd i the botom menu section of your ste ), 2] HTRIL contenl ey be crestsd that
the men pasets. 3] Socal Media Inks can be confgured (o be displiged o e dght of kel of the
redd |0 the righl or Ik of the menu parels aed Fere am no

can b rendered ook, beloy, ght of kef of

menu pansls. Mol If HTRL Cortent andior Social Meda inks are coniigueed bo be ner
cavbypureed paceks, teen 1en HTML Comtseni andbor Social Vi bks will S5 e bokem senu section feae ki ba gl
Liat: Bamem hanu Pamsl +
Fostar Comsnl Posilen Fraerier Ciznlent Widd
Balcw Boliors Menu Sadion 5% (A1) ~
Salect A paaion whas the oober confent sl Se dfapia s Swt e s for tha oot condand e alaplamc o e aghn or i af e Sofor daay Paceis

Footer Gomenl

File= bt~ rset= Vs~ Fomal- Tabls = Tools -
H e B T B ¥ ™o &~ L+ = F E H OB @ B 5 U

G « = A=A E E E E E EE M

Formats = Paragraph *~ FomiFamiby = Fot Sees =

Consumer Services CQuick Links
E){penenﬂﬂ Sgarch Engine Cptimization [EED) Bl
Platform

ek !w.""'F!',:\.'l‘: Cozion Saryoes Carmers.

Cortent WManagamert System
Cass Sludies

We suggest you toggle to source code to make edits to your footerlinks.

After any edits to your Navigation Configuration, it is best practice to republish your Master Page,
which sits under Assets > Master.

File Edit Wiew

H - -
™ E T W Master
Label Stalus
| Configurable Header
 Master Page

In your navigation configuration, you will see another section for the Social Media Menu. You should

never need to edit this.

Search configuration
Your site’s search configuration should already be set up by the WebMD Ignite team during your site’s
development. You should neverreally need to edit this unless you want to change your search results
destination page, the number of search results that appear, and the length of result titles and

descriptions.
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You will never need to edit Collections and sites or Certificates.

Tabs: Collections and sites, Certificate, Search Results -

4 Search Results b

Search Resulis Page
. Search Results Change Remove
/Core/Clients/IH Corporate Marketing/ih_com/Site
Root!_Pages/Site Search/Search Results
Results per page
10

Title length
75

Description length

160

Site configuration

Your site configuration file allows you to make edits to your site on a global level. There are several tabs
within your site configuration: Default Content Configuration, Master Page, Meta, Google Analytics,
SEQO Properties, Article Configuration, Custom Content, and Snippets & Links

Default Content Configuration lets you specify default content for certain areas of every page onyour
site: banner, top, left, right, and bottom. Banner adds a bannerimage to each page. Top adds specific

content to the top of every page, and left, right, and bottom act respectively.

Top adds specific content to the top of every page, and left, right, and bottom act respectively.

Tabs: Default Content Cenfiguration, Master Page, Meta, Google Analytics, SEQ Properties, Article Configuration, Custom Content, Snippeis &
Links -

Specify default content for all pages created within the site. These seffings can be ovemidden at the Folder Configuration and page levels

Bannar +
Top +
Left +
Right +
Bottom +

4 Default Content Conflguration I

The Master Page tab lets you determine your site’slogo as well as its height, width, alt text, and link
attributes. For Google Page Experience purposes, it is strongly recommended to include height and
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width attributes with your site logo. For ADA compliance purposes, itis strongly recommended to

include alt text with yourlogo.

Image will becomae a Mnked image

Link Type

Intermal -

Sedect Document for Link Target
| Home Page Change Remaove

fCore/CliantsdH Corporate Markatingih_com/Site
Rool! PagesMomea Paga

Haight Width

‘ Master Page
Site Logo
Link Image
@ horiz,  Change Remove
harz.prg

Allt Taxt

Target

- A Healt None =

Lazy Load

L7

The Master Page tab also gives you the option to edit a few other aspects of your site, the only two of
which you should ever consider editing are Site Container Layout Types and Breadcrumb. Both of
these will be set up foryou by youWebMD Ignite’s development team during your site implementation,
however, you can adjust the width span of your pages under site container layout types and the

breadcrumb enablement or disablement under Breadcrumb.

Site Properties
Enable Persuade Phone Swapper functionality

JS and CSS File Options

ite Container Layout Types

Breadcrumb

Sacial Media

Facility Address

JSS and CSS File settings are for Google Page Experience purposes. Social Media and Facility Address

are archived functionalities of the platform.

The last option under the Master Page tab is for Site Search. Typically, site search functionality on
CODI10 sitesis powered through widgets, so you shouldn’t need to edit this.
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Onthe Meta tab, you can make site-wide SEO updates. Thisis not recommended. However, if you need

to have yourwhole site notindexable by search engines, you could toggle the Select Robots Option to
noindex.nofollow.

Tabs: Default Content Configuration, Master Page, Meta, Google Analytics, SEO Properties, Article Configuration, Custom Content, Snippets &
Links

Meta

Page Meta Information

Site Meta Robots Information

Robots Meta tags can be used to control page-by-page search indexing. This is the site default and will be included on pages which do not have
page-specific robots meta data.

Select Robots Option

index, follow ~ @

SiteMap Controls

Onthe Google Analytics tab, you can add your UA Google Analytics tag as well as any other Custom

Analytics or tracking script that you might want to include as part of your master page. This could also
be added onthe Snippets & Links tab to be covered.

Tabs: Default Content Configuration, Master Page, Meta, Google Analytics, SEO Properties, Article Configuration, Custom Contant, Snippets &
Links

Google Analytics l
Google Analytics Configuration

Googla Account mumibser
UA-18531483-2 [ 7]

Exampée: UA-17T1G734-1

Custom JavaScript Code

Added lo head of Master page.
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The SEO Properties tab allows you to use fields and panels to configure SEO rules for creating a smart
page title foryour web pages. The smart page title can be overridden at the page level by providing a
value for the "SEQO Title" field.

Smart Title Configuration

Use the following fields and panels to configure SEO rules for creating a smart page title for web pages. The smart page title can be overridden at
the page level by providing a value for the "SEO Title" field.

Facility Display Name

Tallahassee Memorial HealthCare

Facility Location - City Facility Location - State
Tallahassee Florida ~

Primary Target Market - City Primary Target Market - State
Tallahassee Florida -

The Articles Configuration and Custom Content tabs are not widely used any longer, as they have been
replaced with custom content layouts and fields which offer far more flexibility.

The last tab for Snippets & Links lets you quickly and easily place script or style into the </head>.
<body>, or </body> of every page of your site.

Head Close Snippet

<geripl defer sre="hllps: funpkg.comsmoalhscrall-polyfill @0.4_4idistsmoathacrollmin, j&"=</scripl>
<|-- Googhe Tag Manager —>

<script={function{w,d.s.Liwl]=w[]|0:%{].push({ gtm.start’:

new Diated ) gedTirne() event glm, j5')ovar f=d getElementsBy Taghame]s 0],

|=d.createElement(s) di=I'="datal ayer ¥ &I="+|:"] async=true;|.src=

‘https:/twww googletagmanager.comdgtm.js Fid="+i+dl;f parantMode.inserdBafora(j.f);

T window, document, scrpl’, datalayer,'GTM-TCPMSWE | </script=

<|-- End Google Tag Manager —=

Add HIM, dsvatonod snippaisdnks or CES snippeiadnis io de oulpof above the page's closing hoad fag.

Body Opan Snippat

<|-- Googhe Tag Manager (noscripl) —=

<noscript=<iframe src="httpsJ/'www.googletagmanager.com/ns. himitid=GTM-TCPM4NG"
hesght="0" width="0" style="display:none visibility- hidden™><fiframe><Mmoscript>

<|-- End Google Tag Manager (noscripl) —=

Add WA, devadcnpd snppaistnks or G55 sappatsdnks fo be ouloot below e page’s opemng body fag.

Bady Close Snippal
<div id="sbde0utBackdrop®=</d>
<script=
for (let i =0; i < 3. carousel-caplion-background™ ). bength; i=+) |
if [${* carousal-caplion-background®)eql Ltext() langth = 10 && 5(°.carousel-caption-background®).eqii).find("img“).length ==
T
S("carousel-caplion™).eq(l]. addClass| has-banner-bex ")
}
}
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Keep in mind that any changes made at the site configuration level can easily be overwritten at the
folder or page configuration level. Each folder and page gives you the option to inherit from the site
config, inherit and add, or notinherit at all.

Itis good practice to republish the master page after making any changes to the site configuration, just
to be sure your changes propagate as intended.

Content

Static Pages

e Static pages are the most common type of page built within the CMS.

e Theyresideinthe _Pages folder(directly underthe main Site Root folder).

e Withstatic pages, you canleverage everything from a simple WYSIWYG editorup to advanced
optionsincluding widgets and custom code.

File Edit View

[FICAUETYE Info DAM DQOM  « » =

Q -
™ @ ¥ « Site Root

Label Status
v B _Assets
» [B5 _Configuration
v 5 _Pages
» B3 _Widgets

Create/Edit pages

Very important! ALWAYS create and use folders and files from the Model section.

When creating new folders or pages of content, you should ALWAYS use the Model section.

e DONOTuseNew > FolderorNew > File.
e DOuseNew > Model > Folderor New > Model > Static Page
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Using Model willmake use of templates that WebMD Ignite has supplied for that section and gives the
CMS allthe defaultinfo it needs to properly create your new folder or page including default navigation,
breadcrumbs, styles etc.. Doing it this way is best practice and makes life easier for you!

%A

Labsl

Jmlmi®

haw
e
e Hecers

ren Flagped Assets

Applies to. DJ Faolder

nieni Apps
mieni Hage
saimial-E el LiFk

Slate: Page

To create anew page
Navigate to Site Root, then _Pages

Two possible views (contextually dependant)

e [ .

pen Recert

pen Flagged As

Flagged Assets

Applies to: DJ Folder

Apage mustlive inside a folder, so navigate to an existing folder or create a new one (using

Model).

Onceinside the desired folder, navigate to the Model section again.

Click Static Page.

Name the page, click Create.

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. Allrights reserved

May not be reproduced orredistributed without the express permission of WebMD Ignite.

38

U
A

=



!

= weMD Ignite”

Create Azset

0 o e
e I
& . o oa % Expesd| | - Collapee Srcewn |tk | Fom [+ ok v 8 Laisck: My New Static Fapa
@ T e K i Pubissirg '
Tain: Main Content, Additional Cantent, Page Properties. Mavigation. Snippets & Links - )
Labsl St
'
Mor Carbgurathon 4| Wain Contart r
Temgiate 0
& Jamnwils Fagn Tabs: Basic Contens, Layaut -
o M New Static Fago I
4| Basic Contant .
+ Sanaze Pag ki
weo: = anter
(& Weo Contral Create Salppet o Seect snippet
b —
ersans
Files Edite inzeris  Views Formate  Tables  loolse
we HBE XM BB« F e 82 U= OMBJF YUY S x X
A~A~-E EE S E BEE F M T~ Fomsse Fasgeph o+ FodFamily v FonlSies v Impandencies '
Pubissing Audit .
History .
v oreks. 0
Acress

To edit an existing page
e Navigate to the page you want to edit
e Doubleclickpage
e Pageopensandisready to be edited

A note about creating new folders:

When a new folderis created, the folder will contain 2 assets
e _Folder Configuration
e Default

Default will be the landing page for the content stored in that folder. _Folder Configuration will contain
allthe configuration settings that apply to just that folder

If you don't see these 2 assets, you didn't use the Model. Delete the folder and try again.
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File Edit View
FU-RUEUN Info DAM DOM «  w» = | My New Static Page X Admin Guide X
N a -
m @ T «  Admin Guide

Label Status

i _Folder Configuration

s Default

Editing default page
You can edit the folder’s default page like any other page simply by double clicking Default.

Options for viewing content from Edit View
When a pageis opened for editing, Notice buttons in top right, Preview, Inline, and Form. This is how
you will view the content.

Dalaull X

+ Expand - Collsges

W B T W Admin Guide

Tabs: Main Centent, Additianal Content, Pags Properties, Navigatian, Snippets & Links
Labsl Status

i _Faldar Canfiguration 4 Main Content
o Defauk

Tabs: Basle Content, Layout

4 Basic Content

e Form(recommended) - gives you access to every data element on the page
e Preview - gives arepresentation of how it willlook on the front end
e Inline - allows you to modify the content on the page, inline with the page. Easy editing!

Basic vs. Advanced layout

Once your pageis opened and ready for editing in Form view, you will notice options to edit in Basic
Mode or Layout.
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File: Edit View
File View > B My New StaticPaga X Admin Guide % [QITERCEE S
=1 - 2~ a thpand | - Colapss Fraview | Inline | Fom [T okt ¢ 8
w5 o« Admin Guide
Tabs: Main Content. Additional Content, Page Properties, Mavipation, Snippets & Links -
Label Slelug
il _Foldor Coniguralion 4| Main Content Snippets & Links »
s Default
Tabs: Basic Content, Layout -
Ll Basic Content .
WCo:

(@) weco contral

Create Snippet of Select snippet

Filew Fdilw Inserle  Vieww Formale  Tables  Toolkw

o H B X Do & v L
A-A-

LTd
'3y

& B l= O B 7 U S5 x ¥
FoW ¥ -

Formate = Paragraph = FomiFamiy = FontSizes =
Falder default page content

Words: 4

e Basic Content - used only for simple edits

e Layout(Recommended)

Best practice - even for small edits, itis often better to getin the habit of using the Layout tab where all
the editing functionality is available. Otherwise you are locked into the basic editing capability on that
page.

Hereis the recommended approach for editing:
e OpenpageinFormview.
e Clickthe Layouttab.

Select the Content section, then click the arrow next to Basic Content to reveal the Advanced
Content option.
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I. Q - o~ a + Eugani - Collapsa Prasiaw | Inling wmn | [4 ~ EEIEN W
& T w Admin Guide
Tabs: Main Content, Additional Content. Page Properties. Navigation, Snippets & Links -
Labad stahs
il _Fakdar ¢ 4 Main Content v
i Datauk
L et Tabs: Basic Content, Layout -
L lesl?

“ | Layout "

Select Content -
Basic Cantent - 4—/

(13 canlent shomm [ data

Content Type +

Tabs: Basic Content, Layout
] Layout

Select Content

Basic Content -

Basic Content Y SIWYG content or cust

Advanced Content <ff——

No Content

e Click Advanced Content.
e Now gotothetop of the screen and click Expand, as shown below.

My New Static Page X Admin Guide X

Tabs: Main Contant, Additional Contant, Pajge Properties, Navigation, Snippats & Links -
Latal Slalus
i _Faldar Condguration « Main Centent -

Tabs: Basic Content, Layout -

Layout »
Select Content -
Advanced ¢
Alows full control of layout using div wrappsers, rows and s, WYSIWYG edntor aw data
List: Div Wrapper +

e Youwillsee alarge grid open as shown below
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File st | Vie
ORI v o oo« = [ e x s e x
ll 1 - [ - Expand | -Collapze Frevem | vl
- w s
Tabs: Main Cantent. Content, Page Props Snippets & Links:
Late Stalu
Faldar Configuration «| miain contant
+ Defaul
3 et Tabs: Basic Content, Layout
i s
4 Layeut
Seleci Content
Amvaneed Canlent -
Allrws full control of ayaut using di wiappen i 0 cred ¥ si i { 15 OF [ data fields
List Div Wrapper
+ 58 Class
List Row
* List column
+  + s Class Mabile T it e Oesklop Calur
e . "
+
Content Type
VIYSIWYG =
“ a "
1-dald Actve v weo:

[+ s Preview ne [Erldl Save BTN« )
i Gl 5
Sahs List: Rew -
atan
* | List columa -
+ + lass Mitiikes Coibume Wi atilel Column Widlh 1k Vil
b 1 100y 17 1
*
WCD: -
(&) weo contror Creale Smippet of Setect ssppet
ks
£ & QMW B 7 YU 5 x x
A - T
W ¥ - Formas~ Paragraph - FontSizes v
i Words: 0

Pause foramoment to consider what you are seeing on the screen now.

Here I have clicked the down arrow showing the folder structure of where this page lives.
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Tabs Wi Comtsst ANSGSKN Corent Paph Propanies Mavganen. LuRpets & Links

4 s Comtant

Ties Bavi Comtent, Layout

(T

SENENEED

Satect Contert

This shows my open page thatlam currently editing. In the left navigation pane, the file | have focused
onis highlightedin a blue background. Ontheright side, the tab corresponding to the pageis also
highlighted.

File Edit View

AU Info DAM DOQM « » = BiEavld @ My New Stafic Page X Admin Guide X

B I - p *|qQ + Expand - Collapse

™ @ T W Admin Guide
Tabs: Main Content, Additional Content, Page Properties, Naviga'

Label Status
s _Folder Configuration 4 Main Content
s Default
1 Tabs: Basic Content, Layout
test2
4 Layout
Select Content

Advanced Content -

Allows full control of layout using div wrappers, rows and colur

This shows we are in Form view, on the Main Content tab, in Layout mode, using Advanced Content
type.
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il View OO s o S Poge i Gt ot
q ¢-la +Expand - Collapia Fraviaw i (ERd cove [0 1
-|® '!I ¢ | tamndu . Tabs: Main Content, mtent, Page Propeni Snippets & Links T -
Tabs: Basic :un:uvmn\ =
Tt
‘ Layout
Sedect Content "': -
List: Div Wrapper =
+ S Class
List Row b
List: Column -
+ + s Mobile C Iur l A
Adding Rows & Columns
Use the + controls to add Rows or Columns above or below the current section you are editing
File il Wie
e wi [T
a e - [a +Expand - Collapse P ine G- nrkfiow - A
T A Gue -
Ll Sthe Tabs: Basic Content. Layout
ol 4 Layout 3
List: Div Wrapper =
+ 35 Class
+
+ List: Column =
+| |+ [oss class Mok Cokamn Widih ket Column Widlh Desitap Colurmn Wicth wilde Desktop Calumn Vwic
WA (1212) = 100% (12012) = WO (1212) = 0% (1212} =
H
Content Type -
woo -
(@) weo contral nippet
- 1 -
Rows show up onthe front end as expected.
Columns also require widths to be assigned to resolve on the front end as expected.
e These are the default values for column width for each device type.
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Mobile Column Width Tablet Column Width Desktop Column Width

100% (12112) = 100% (12/12) ~ 100% (12/12) «

Wide Desktop Column Width

100% (12/12) ~

e Thisisbasedonthe bootstrap 12 column grid.

e Anycolumncount,inagivenrow, that adds up to >12 willwrap to the next line.
e Belowwe change both Desktop Column Width and Wide Desktop Column Width to 50% and

it makes each column take up half of the page.

+
List: Row -
* List: Celumn -
B
+
+ + 058 Class abile Column Widin Tablet Cofumn Width Jeskiop Calumn Width Wide Deskiop Column Width
A 100% (1212} = 100% (12/12) = 50% (B/12) = 50% (6/12) -
+
+
Contant Type =
WYSIWYG -
WEo: -
@I WCO Central Creata Smippst OF Setact snippat
File= Edit= Insen= View= Fomat = Table = Tools =
v 0 B OB M OB & v I # g2 = QM B I ¥ & % %
A-B-E = = |:= (=& & | %
] "_Ef': - Fommals=  Paragraph = Fonl Family = Fonl Sizes g
Here s my Row 1, Codumn 1
5] Words; 5
FATIENT
Find a Eve PORTAL
test?
Here is my Row 1, Column 1 Here is my Row 1, Column 2
Here is my Row 2, Column 1
Publishing pages

Now you are ready to publish your page. These are the controls we will use.
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Steps for publishing your page
1. Click Saveinthe topright
2. Click Workflow.
3. Click Deploy to Stage.

Preview Inline Foom |[[4~ Workflow ~ ﬁ
Current
Draft
"test3"

Include Dependencies

Send To

Stage
Depioy to Stage

As the name ‘Stage’ implies, this will publish your page to a place where you canreview the changes and
make additional edits, until you are ready to publish to your Live site.

Toreview this page in Stage, click the box with the arrow, then click the stage site. This willopen another
tab and display the page as a consumer on the front end would see the page.

Preview Inline Fom |[4~ Workflow ~ £

Web View

___‘__', Training - Stage

W W B MyHewSicPage ¥ AdmnGuss ¥ tet x CEERES

a - [« Ra -Espand | - Colepse Frevew  inime | For

Tahs: Main Content, Content, Fage Properties, Snippets & Links

4 Main Content

Onceyou are ready to publish the page to your Live site, click Workflow again. You will see different
options since the pageis nowin a different stage of its assigned workflow. Select, Deploy to Live.
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Current
Stage
"test2”

Include Dependencies

Send To

Live

Depioy fo Live
Pending

Send for Approval

Stage
ReDepioy to Sfage

Fraview Inline Form | [4 ~ EEELCE Workflow = ﬂ

Branching pages
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When making changes to a page, itis best practice to first branch the page so the original versionis

keptintactuntilyou are ready toreplace it with the new version of the page.

To do thiswe ‘branch’ the original page. Right click on the file. Then click Branch.

File Edit Wiew

AU nfo DaAM DOM < » = | My HNew
a M c-
=y T 4 Admin Guide
Labal Status
. _Folder Configurstion
. Default

lest
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It makes a copy of the page and leavesitin Draft mode. From here you can open the branched page,
make your changes and publish them to Stage.

When you publish the branched page to Stage, thisis what happens:
e |Iftheoriginal page never made it out of the Stage area of the workflow, the CMS automatically
retires the original page, and your new branched page is promoted to Stage.
e Iftheoriginal page had been published to Live, it would leave the originalin Live and your
branched versionis promoted to Stage.

When that branched page is promoted to Live, the CMS automatically retires the original page and your
branched versionis promoted to Live.

Renaming pages
Warning! Unless a page or folderis still in Draft (never been published), DO NOT ever simply rename a

page or folder by right clicking and selecting Rename.

Also, do notrename the Default filename in the left navigation. ‘Default’ is a special name thatinforms
the CMS that thisis the landing page for that particular folder. This is used for building navigation
structures.
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A word about renaming pages

Renaming files and folders can be a little tricky in the CMS. Renaming a page is more straightforward
thanrenaming a folder. Before renaming, consider your end goal forrenaming a file or folder and the
available options that will best meet your objectives. Sometimes renamingis not the best option.

Always follow the procedures described in this section to safely rename and avoid unintended
consequences.

Never simply right-click the file and select Rename. Simply renaming a file, does not remove the original
version of the file from the server, which means the original file can still be discoverable in the future. This
can cause your newly named page to fail to render, as expected in the future. All files and folders must
be routed back to draft prior to renaming to avoid unintended consequences from renaming.

There are several pieces of a page/file to consider whenrenaming a page, each one havingits own
procedure.
e Changingthe page’s URL
e Changingthe File Name (in Page Properties tab) whichimpacts the saving of future edits
e Changingthe Page Name (in Page Properties tab) which impacts how the page name is
displayed in breadcrumbs, navigationlinks and H1

Procedure to change the URL of a page
ltisimportant to first retire the page to Draft (to remove it from the server) prior to renaming. If the page
is currently in Draft, proceed to step 2.

Torename a page that has advanced past Draft in the workflow:
1. Retire the page to Draft
a. Rightclickonthefile.
b. SelectRoute.
c. SelectDraft.
d. Clickthe Route to Draft button.
2. Nowright click the filename, select Rename.
3. Enterthenewname.
4. Republishthe pageto Stage orLive, as desired
a. [Optional] Considersetting up aredirect since the URL has now been changed.
5. Rename the File Name in Page Properties to match
6. Rename Page Name in Page Properties to match

The endresult of renaming a Page following the procedure above thru step 4 is that it will.only change
the URL of the page. You must also change the File Name and Page Name in the Page Properties tab to
match the new URL to avoid unintended consequencesin the future. Read through the following
section to betterunderstand why thisisimportant to do as part of the renaming process.

The renaming process, explained

Let’s say, forexample, Irename Page 1to Page One using the procedure above, stopping at Step 4. If
you then navigate to the page properties tab, it will still show ‘Page 1" for Page Name and File Name as
shown below.
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aQ, - - a + Fxpand - Colanes
=GR T W Deme Foidar
Tabs: Main Cortent, Additonal Content, Page Propenies, Mavigation, Smippets & Links
Label s
+ _Fuolder Configuration 4 Fage Proparties
+ Defaul

v Poge one
Faren -I:I-I=

Change Remove

Hide Padi

m H1 S5 Class Hide 111

o o

However, the URL isupdated to the new name, .../page-one
https://stage-training-ih-ih.cphostaccess.com/admin-guide/demo-folder/page-one

Thisis indicated in the file view structure on the left (Page One) and the file’s main tab at the top just
under the ‘View’ menu option.

Soonthe front end, the webpage looks like this:

CHAETAL

DEMO FOLDER FAGE 1

To finish the renaming process, we have to also update the File Name and Page Name in the Page
Properties tab.

Procedure to rename File Name in Page Properties
Itisimportant to change the File Name so that future edits are not overwritten by the original content.
Thisis explained later.

To fix the File Name to reflect the new name, you must fixits file title. To do this, you must gointo
Properties > Content.
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However, this still does not change the front end of the website. These elements are controlled by the
Page Name in Page Properties.
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To fix this, you must also change the Page Name to match the new name.

Procedure to rename Page Name in Page Properties
To fix Page Name under Page Properties to match the new URL and File Name, simply overwrite the
existing Page Name field with the new name. Now the Page Properties look like this:

Fila =di W

= webMD Ignite”

@ Deme Folder

o~ (o

+[Expan:

= Coliapze

Tabs: Main Contant, Addifional Contert. Page Properias, Mavigaban, Snippeis & Lnks

Lanal

Foker Conlguwalion

Slais

Fage Fropertes

o Diafeiik
. Fam dea _
Parent Page
o Liegaul Change R
ACorpTNemS TS Senanos Trainyige o9
Fnal_Fagesimn G idnndlnfy
st
Hage Mame File Mare e Hage
Page: Cre Py One
'ﬂi:‘:".\weu '1?:\.. red

Now the Page Properties tab and the left nav name all match and the front end shows as expected.

\'

=

i



DEMO FOLDER

Page Tire

&

PAGE ONE
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Consequences of not following the renaming procedure

If you don’trename the File Name in Page Properties according to the procedure, to match the new
URL, this page willrevert back to the original name and last saved content as it existed under that
original name, once Save s pressed again.

Forexample, let’s say the original page was named Page 2 and we rename it to Page Two.

Priorto the change, the screenslook like this:

Flle

Edn

Infe DAM DOM o

Wiew

W B

Stahus

e -+ < [

[ -1 vExpend | - Colapss

Tabs: Maln Content, Additional Centent, Page Properties, Mavigation, Snippets & Links

1 Fage Froperties

Pareni Page

« Defaul Change Rennove
St o

Food! Pagessddmin GuideDemo2Delau
Reguired

ACorefClanisCS Senvices Traim

Page Mame File Mame

Page 2 Fage 2

Required Reguired

i

Onfrontend, URL is https://stage-training-ih-ih.cphostaccess.com/admin-guide/demo2/page-2
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JOIN OUR TALENTED TEAM |

DEMO2 PAGE 2

Page One Here is the original page, Page 2

Afterrenaming the page from Page 2 to Page Two, let’s say we do NOT update the Page Properties to
match.

File Edil View

+ Fupand - Cnlapea

T W Dema?
Tahs: Main Content, Additional Content, Page Properties. Navigation, Snippets & Links

L arsal Sahus
_Fokior Configuraton
i Page Properies
Uebaull
. Pagadns o .
Parent Page
ob | IR Y Defaul Change | Remave

L7

Pane Mare Fle Name Hir
Page 2 Fage 2

e L

Roquined Raguirad

And the front end of the page still shows ‘Page 2’ the H1, left nav (and breadcrumbs, if enabled) since
‘Page Name’ was not changed.
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Pogs CIne

DEMO2

JOEH CIUR TALENTEL TEAM

PAGE 2

Heroisthoorigmotpoge Poge2

Maws | routed back to draft and renomed to Page Two. Sawed. Published to Stoge.

Now we go back to the page and make anotherrandom edit to the page and click Save.

In ourexample, inthe WYSIWYG editor, we have original text (‘Here is the original page, Page 2’) thatis
striked out and replaced with new text.

After clicking Save, you will see in the left nav of the CMS that ‘Page Two’ reverted back to ‘Page 2,
indicating the File Name has reverted back to the original name and the URL is back to /page-2.

+ Dofoult

Papa {ne x

- &

+ Expang - Colapea

Tabs: Main Contant, Addiianal Content. Paga Froparties. Mawigation, Snippats & Links

4

Main Content
Tabs: Basle Combent, Layout
i | Basic Condeni

WCD;

() wee contral

Filz= FEiE* Inserl+® “View= Famal® Table= Toak =
o B A ox TR R o+ I & 2
= | = i E ¥ « Famats= Faragraph
Hem-s-nsangra-pge—Pages
ik b o Pags Trea—Baved—Pubish Eiage

Wow I'm making analher ecit

Font Famiy

Fo= W B 5 U

Fent SFes -

Redeploy to stage to publish your new changes. Return to Page Properties to see all the current

settings.
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Tabs: Main Content, Addibonal Content, Fage Properties, Nawvigadion, Snappets & Links

i _Folder Canfigurztan 4 Pags Propsnles

+ Dedaull
Hags [
g Fage S Farenl Fage
o Pape . . .
2 « Detauk Changs Fesmiye
o

iy LT
Page Name Fie hame e Page I
|"age 2 I'age 2
o 7]
AT g

The entire file reverts back to the original version (as seen by the content body missing the last 2 edits).
Why did this happen? Because you didn’t change the filename to match the new URL name.

DEMO? PAGE 2

Paoge One

erz is the original page, Foge 2

Technically, the reason the name in the left nav revertsis because itis pulling from “file-title’..

File-title asitis knownin Content properties (aka File Name from the properties tab) is not directly
editable from the Page Properties tab.
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1 Page Properties
Parent Fage
i Default Change Remave

ACoreChems/CMS Sendces/ Training Site e

Rool!_Pages/Admin GudeDenmo2Delavit

Reguwred

Page Mame Flle Mame ide Page from Site 3
Page 2 Page #

(7]

Required

H1 H1 CS5 Class Hide H1

7]

L 2] o

The only way to change that property and make it ‘stick’ is by editing the file-title through Content
properties as described in the procedure.

If you skip this step, the CMS will look for and find a file with the name stored in ‘file-title’ (i.e. page 2 in
ourexample) and present that page as it existed the last time it was saved with that name.

The bottomlineis, if you don’t update the filename to match the new URL, any edits made under the new
name will be lost once the file is saved the next time.

Alternatives to Renaming Folder

Renaming a folderis more complicated. Renaming folders breaks the navigation inheritance on every
page living within that folder AND in any subfolders below it. If a folderis renamed, all those pages must
have their navigation manually reset.

There are many reasons one may wish to rename a file or folder. If your goal forrenaming the pageis to
change the URL, consider creating a custom publishing package as an alternative to renaming.
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Thisis especially beneficial if you have numerous pages whose navigation will be impacted as aresult of
changing the folder name. In this case, creating a custom publishing package is the more efficient way
to achieve the goal of changing the URL. It is a simple change to the publishing path in the publishing
properties section, which changes the URL path name and bypasses the need to manually fix the
navigation on all pages below that folder.

Create a custom publishing package to change URL
Here you can simply change the publishing path in the publishing properties section, which changes the
URL pathname.

Let’s use the following example. Say we have a folder structure of files like this:
Admin Guide/Child that we want the URL to be Admin Guide/Children.

Follow this procedure to change a URL without having to rename the folder:

1. Routeallfilesin that folder(pages, subfolders and pages within subfolders) to Draft. This
removes these assets from the server so they are no longer accessible at that wrong URL, thus
cannolongerbe accessedinthe future.

2. Intheleft nav, click the folder that should have an alternate URL to highlightit to set focus.

3. Click Publishing on the right hand side of screen under Properties to create a new custom
publishing package for this folder.
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5. Notice the folder to which the publishing package will be appliedis:
Path: /Core/Clients/CMS Services/Training/Site Root/_Pages/Admin Guide/Child
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Notice the publishing package typically inherits from /_Pages/
This asset currently inherits its publishing properties from /_Pages/

We want to change the URL from Admin Guide/Child to Admin Guide/Children, To do this:

6. Click Manage HTML Packages.
a. Nexttobothstage andlive enter /Admin Guide/Children
The starting point for this input value is Root, so put the full path. (using our example
/admin-guide/children not /children)

i Geten BD Pachagee
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7.Repeat for Manage Media Packages.
8. Click Save.

Now these new settings now override the original built-ininheritance from the _Pages folder and will
build the URL for pages in this folder’s tree as /admin-guide/children/....

The downside to using the above optionis that the left nav still says ‘child’, while the URL says ‘children’.
If youdon’t know to look at the publishing package, it may be confusing why the URL is ‘children’ not
‘child’. To change the left nav to match the expected publishing of the URL, you will need to rename the
folderusing the instructions below.

Renaming a folder
For this example, let's say | have a folder named ‘Myy Folder’ with pages beneathit that have been
published. Obviously I mis-spelled ‘My’ and wanted to correct the error by renaming the folder.

The probleminrenaming a folderis thatinherited navigation will break for any pages that exist within
that folderand below, as | will point outin the procedure below.

Prior to making any changes, notice the My Folder radio buttonis selected, showing where the page is
inheriting navigation from.
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Procedure for renaming a folder:

1.

Route all assets to Draft that exist in that folder and below. (to keep the old URL from being
accessiblein the future).

Click the folder name, right click, click Rename

Enterthe new name of the folder - My Folder

Route all assets back to Stage or Live.

Now go back to the Navigation tab. You willnow see the default Navigationis unchecked. So,
this means now all the pages on this level and below will need their navigation rechecked
manually.
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Thisis because whatit thinks it has asinheritance, notlonger exists (i.e. Myy Folder). This is seen by
navigating to Content Properties and searching for ‘inherit’

The downside to doingit this way (renaming a folder) is that for every page that previously existed under
the old folder structure, willnow have to be manually rechecked using the radio button for the newly
named folder.

However, any pages created going forward will be fine and automatically inherit the newly named folder
navigation.

Deleting pages

99.99% of the time you should NOT delete a file. What you need to do isremove the file from the
server and archive it. Reserve the use of deleting a page to those files that were created inadvertently
and have never been published. Everything else should be handled by Retiring and Archiving.

The only time you ever want to delete a pageisifitisin Draft and has NEVER been published before. In
this caseitis ok toright click on the file and select Delete.

For any otherreason, itis best practice to never delete a file or folder.
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Pieces of the file/folder remain at the serverlevel that can cause problems in the future, especially if you
try toreuse the same name.

Ratherthan deleting, you should use the workflow to advance the file/folder to a Retired or Archived
state. Whenyou Archive a file, itis removed from view and stays hidden forever from the Active files. To
view Archived files, go to the bottom of the left nav, click the drop down arrow next to Active and select
Hidden. This will present a new view of the left nav with only the archived files.If after considering the
advice above, you absolutely must delete a file, you must first send it through the workflow to at least
Retired (preferably Archived) prior to deleting to ensure there are no unintended consequencesin the
future from deleting the file.
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Follow this procedure for deleting Files (pages). Deleting afolder requires a ticket!

To delete afile/page:
1. Selectthe fileyouwishto delete.
2. Route toRetired.
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a. Rightclickthefile.
b. Click Route.
c. Click Retired.

3. RoutetoDeleted.
a. ClickRoute again.
b. SelectDelete.

Once the file has been deleted, it will be permanently deleted from the systemin 2-4 weeks.

To delete a folder
If youneed to delete a folder, please submit a support ticket through the WebMD Ignite Help Center

We have to engage our CMS partner, Crownpeak, to remove files from the server.

Whenyouright click on a file and select Delete, it does not delete it from the server. It only places the
folderandits contentsin the deleted folder. (as opposed to whenyou send files through the Archive
and Deleted process, that file is actually removed from the server).

Please note: Deleting a file (page) from the server does not delete its parent folder from the server.
When any page is published, its folderis also published to the server. When you use the workflow to
send files through the Archive and Delete process, the file isremoved from the server, however, the file
path for the folder will actually remain. If you want that folder to be deleted, you must submit a support
ticket.

Normally the reason this situation presents itself is when a userrenames a folder, then they republish all
the pagesin that folder, but they did not send all the pages in that folder to Archive before doing so. This
causes the page to be out there at 2 separate URLs.

Additional content

Use the Additional Content tab to target specific parts of the page foradding additional content.
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Page Anatomy CMS Form View
Poge Anatomy | CMS Form Control
Main Body Main Content tab
Banner Additional Content tab,
Banner
Top Additional Content tab. Top
Left Additional Content tab, Left
Right Additional Content tab. Right
Bottom Additional Content tab,
Bottom
Top Navigation and Footer configuraftion seffings
_ | are found by navigating to
_Configuration
_Navigation Configuration
see Header & Footer tabs

Eachsectionin the Additional Content tab, has contextual options that apply.
The default setting for each of theseis:
e Inherit Folder Configuration [Banner or Content] Settings
¢ Inherit Folder Configuration Content Settings: Uses content set in the folder configuration. If
the folder configurationis also set to inherit, then site configuration content will be displayed
for this section.

This architecture allows you to configure settings at the page level, folderlevel or site level.

Page properties

Use the Page Properties tab to configure additional details about the page.
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Parent Page

Select aparent page that will be used to build hierarchical data for breadcrumbs and the site map.

The default setting is the Default page of the current folder. Changing this value to manipulate how the
breadcrumbs display. For example, by selecting a different parent page, it will change the
breadcrumbs toreflect the new parent.

Page Name
The page name will be used for display in the breadcrumb, default H1 value and the dynamic left/right
page navigation.

Page name inherits from filename.

A gooduse case for changing the Page Name is when setting up clinical trials pages. A user may want to
keep the filename of the page short, so they create the page usingits clinical trial ID as a filename, like
‘CT1234-5’. But they want to use a more descriptive name for the breadcrumbs and H1, so they would
change the Page Name from ‘CT1234-5’ to ‘A study of cancerinrats’. Now the left navin the CMS will
display as CT1234-5 and the left nav, breadcrumbs and H1 on the webpage will display as ‘A study of
cancerinrats’.

File Name
This willbe used for the page file name and will be used in the page URL. This field cannot be modified
once the pageis saved

Hide Page from Site Search (checkbox)
Check this box to hide the page from the website’s built-in site search. [t DOES NOT hide the page from
Google. (Use noindex, no follow for that)

Only Publish to G2
Checking this box means the asset will only publish to G2. Meaning it will not publish as a regular content
page would and will not have a corresponding URL.
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Thisis used primarily for Alerts. Alerts are created as regular content pages. We do not, however, want
the alert to display as normal content pages nor do we wantit to be discoverable by itself. An Alert’s
purposeis to be consumed by other content pages and displayed as part of the consuming page.
Technically thisis achieved by querying the asset using G2 and generally done through custom lists. So,
by checking this box, it enables the CMS to read and display the alert as part of other pages, but it will
not display the alert as a published URL. Since itis not published as a URL the alert content page will not
be discoverable in site search nor will it show up as a stand alone page.

H1
HTinherits from Page Name, by default. Enter a value here to override the value set in the Page Name
field.

H1CSS Class
Value of the H1tag’s class attribute. Use this to apply a different style to the H1 content.

Hide H1

If an HT will be added within the body content, check this box to prevent the automatic H1 from
rendering above the body content. This is often checked when using custom content and the H1is
rendered as part of the custom content widget.

Body CSS Class
Value of the body tag’s class attribute. This is used to scope CSS to that particular page.

The following are additional sections included in the Page Properties tab.
e SocialMedialmages

SEO and Meta

Page Meta Robots Information

SiteMap Controls

Cache Behavior

Social Medialmages

This section allows you to configure your social media shares with a particularimage of your choosing. If
not specified here, Facebook (or other social media platform) will randomly pick animage to display
whenthe pageis shared..

Managing SEO
The CMS will not leave a page without SEO data, whetheritis explicitly provided by the client or not.
Here are the possible ways SEO datais created..

1. Theuserexplicitly provides the SEO data to be used.
a. Providedasthe SEO Title within the Page Properties tab (Recommended)
OR
b. Provided asthe SEO Primary Keyword and SEO Secondary Keyword in Page
Properties (NOT recommended)
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When the user does not explicitly provide SEO data, the CMS programmatically builds SEO

databased onthe page name and predefined configuration settings in _Site Configuration >
SEO Properties tab.

Content App widgets can optionally be used to override a page’s SEO settings.

SEO fields used from Page Properties
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See each section below for more information on how the CMS generates the data:
e SEOTitle
e SEOTitle tags displayinthe Browser tab and on Search Engine Results pages. (SERP).
e SEOTitle canbe explicitly entered in SEO Title as shown below.

When SEO Title is provided, SEO Primary Keyword and SEO Secondary Keyword, don’t have any
relevance and are not used in building SEO data. So, just leave them blank.
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If avalueis provided for SEO Title, the CMS will generate SEO data as:
e Thevalue providedin SEO Title plus the domain name
e Thestringbuiltis
o [SEOTitle][domain name]
o example...
Massage Therapy | ABC Wellness Center | ABC Hospital
abchospital.com

If avalue is NOT provided for SEO Title, the CMS will generate SEO data as
e Thevalue of Page Name (in Page Properties) plus other values taken from _Site Configuration >
SEQO Properties, as defined in the Smart Title Configuration section
e Theexact string built is determined by the configuration settings under Smart Title
Configuration as shown below. These settings are customizable for each client.
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e Generally speaking, the string ends up looking something like this
o [Page Name] [Facility Location-City] [Facility Location-State] [Facility Display Name]
domainname
o example...
Heart Care Aurora, CO,
ABC Hospital
abchospital.org

SEO Primary Keyword and SEO Secondary Keyword

Keywords are no longer trackable intoday's world like they used to be. So, rather than using these
keyword fields, it is best practice to simply provide a value in SEOQ Title and leave the rest of the fieldsin
this section blank. When SEO Title is provided, Primary and Secondary keywords don’t have any
relevance and areignored by the CMS in terms of building SEO data. If used without SEO Title, SEO data
is built following the Smart Title Configuration section as shown above.

Meta Description
If meta descriptionis not givenin Page Properties, the CMS will grab the first 160 characters of content
in the body content. Otherwise it will use whatever value is entered in this field.

Canonical URL

Providing a canonical URL is a way of telling search engines that a specific URL represents the master
copy of apage. So, If this page is accessed by various URLs, specify here the preferred URL that search
engines should crawl. Providing a canonical URL keeps your site’s SEO strong and prevents your site
from being penalized by search engines for duplicate content.

Another similaruse caseisif this page’s content is a duplicate of other pages (or even similar), such as a
cardiology page that appears on multiple subsites, you can specify the original source page here. This
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indicates to Google that you know this is duplicate content and the source page Google should use is
listed here.

MetaTags

We generally do not recommend using this field. However, if you have specific meta tags you want to
pushinto the site, you can use this field as long as you enter property formed meta tags using valid HTML
markup. Improperly formed meta tags will be output to the HTML and will break the page.

Forexample, it should look something like:
<metatag="keywords” value="clinical trial, atrial fibrilation, men over 50, Dr. John Smith”>

Do notdoitlike this:
keywords="john smith, dave jones, atrial fibrillation’

Hide From Search
If youwant to make 100% sure Google will not find your page, do this...in Page Properties

Check - Hide from site search

Select Robots Option - noindex, no follow
Check - Exclude from XML Sitemap (see below)
Check - Exclude from Sitemap Page (see below)

Page level controls for hiding
e PagePropertiestab > Page Meta Robots Information
e ByselectingaRobots Option (noindex, no follow etc) from here, the CMS properly configures
the page’s html settings without having to specify this within the Meta Tags section of Page
Properties. Setting it this way reduces the chances of breaking the page by entering improperly
formatted syntax..

Folderlevel controls for hiding
e Youcanalso controltherobots at the folderlevel.
e Dothisbyselecting _Folder Configuration for the desired folder > Meta tab > Select Robots
Option

These are the commands that can be given to search engines.

Index means search engines should show this page in searchresults..

Follow means search engines spiders should follow links contained on this page.

No index means search engines should not show this page in searchresults.

No follow means search engines spiders should not follow any links contained on this page for
any purpose.
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SiteMap Controls

Sitallap Conlicls -

XML Sie Map

The first option, Check to exclude this page from XML Sitemap - controls whether the page isincluded
onthe search engine readable sitemap.

The second option, Check to exclude this page from Sitemap page - controls whether the pageis
included on the humanreadable sitemap.

Priority

Setonlyif you wish to overwrite default settings. 1would indicate that this is the mostimportant page on
your site. This setting may or may not have any impact either way because Google usesits own search
budget settingsin determining how often asite is crawled..

Change Frequency

Similarto Priority in terms of real impact to SEO. This is where you would indicate how often the pageis
updated. Again, just because you provide this info, doesn’t mean Google will check the page
accordingly.

Cache Behavior
Contact the Services team at WebMD Ignite if you wish to enable CDN and use this feature.

Thisis related to the CDN. If you have this enabled on your site, you can override the default settings of
caching of your pages,whichis usually about 5 minutes, using these controls.

Cache Control Type = private means your site will never be cached.

Alternatively if your web configis set to private and you want this page to be cached, set it to public
here.

Navigation

Use the Navigation tab to configure navigation details about the page.
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By default, both the left and right navigation sections are set to inherit from folder configuration. By
default the CMS will automatically build navigation paths that reflect the file structure. You can further
fine tune these settings with additional Navigation Options shown below.
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If youwant to deviate from the default setting, here are the options, as shown below:
e Display no navigation
e Manually create anavigation for the page
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Snippets & Links
Use the Snippets & Links tab to add additional scripts/code to the page.
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This section offers the ability to inherit settings from folder configuration with additional snippets
appended, whichis useful for controlling behaviors on the page level while maintaining consistency
with other pages.

i Snippets & Links

Snippet & Links Configuration

Specity snippets for this page. They can be inherited from the Folder Confgurabon or inhented with addiional snippets appended

Inherit or Create Head Close Snippets

Inherit from Folder Configurabon and Add Addibonal Snippets -

Mo Snippets
Inhert from Folder Configuration

Inherit from Falder Configuration and Ad. .. h

Create Snippel

Custom Content

Custom Contentis a CMS feature that allows you to repeatedly use various content templates across
your site in a user-friendly way. Examples of these would be Blog or News pages that you want to have
the same layout for. Another example would be if you want to have various content always outputina
pretty looking card. The following section will show you how to create, configure, and leverage Custom
Contentonyoursite.

Custom Content terms and definitions

Below is alist of the various terms and definitions you will come across in this section. Thisis a very brief
intro to the terms. There will be more detail, furtherin the guide.

Content Type

A Content Typeis the term that describes a created data collection. You can think of your
out-of-the-box data Content Apps, ie. Providers, Locations, and Events, as three different Content
Types ordata collections. Each collection then has several entries. Each entry has a defined template of
fields, ie. First Name, Primary Specialty, About Me, etc. In the case of a Custom Content Type, data
entries are called Content Pages, and the fields are called Custom Fields.
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Custom Fields
CMS allows you to create Custom Fields that can then be assigned to a Content Type’s Template. Thisis
doneinthe Content Type’s _Content Type Configuration.

Template

Inthe CMS, you canset alist of predefined Custom Fields as a template foryour Content Type. This
curated list of fields will be available, whenever a Custom Content Widget or Content Page of a
particular Content Type is created. For example, every time you create a new Provider, you have a given
list, or Template, of fields, ie. First Name, Primary Specialty, About Me, etc.

Content Page

You create a Content Page, just like a Static Page. However, with Content Pages, you will select a
Content Type from a drop down, and then be given a Template of curated fields to populate. Think of
Content Pages as, first and foremost, data entries, which CAN be front end pages, if so desired. The
data from these pages can be pulled and outputted on a Static Page via a Custom List Widget.

Custom Content Widget

A Custom Content Widget is used to create an htmlrepresentation of a single data entry for a particular
Content Type. No Content Page is needed to build these. They are created using the set field Template
of a Content Type, then outputted using the set Layout for that Content Type.

Custom List Widget

A Custom List Widget is used to create alist of data entries for a particular content type. Content Pages
are required for this kind of widget, as it will search forthose pages (or data entries), and output each as
an html structure dictated by a Custom List Layout.

Layout/Custom List Layout

There are two places to set up a Content Type’s layout, which is then reflected in possibly three
different ways. The ‘Layouts’ folder for a particular Content Type is where you set up a Content Type’s
frontend Content Page layout, and/ora Content Type’s Custom Content Widget layout. The Custom
List Layout section of Content Apps is where you would set up the html structure for each data entry
outputtingina Custom List Widget. Confused yet? Don’t worry, we’ll go into more detail below.

Creating Custom Content Types, Custom Fields & Layouts

Before you can begin creating Content Pages, Custom Content Widgets, or Custom List Widgets, you
have to first create and configure a Content Type. Here’s how!

Create Custom Content Type
1. Navigate toyoursite’s ‘Content Types’ folder: Site Root/_Configuration/_Custom
Content/Content Types.
2. ClickFile > New > Custom Content Type.
Name the Content Type and click Create.
4. Younow have a folderwith that new name. Within this folder, by default, you have a ‘_Content
Type Configuration’ file, as well as a ‘Layouts’ folder, containing a ‘Default Layout’ file.

o
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Create & Configure Custom Fields
1. Navigate to the ‘Custom Fields’ folder: Site Root/_Configuration/_Custom Content/Custom
Fields
2. ClickonFile > New > Custom Field.
3. Name the Custom Field and click Create.
4. Before further configuration, you must first select a Field Type from the dropdown menu:

Custom Field Configuration -

Field Type™ =

--Sealact— -

=38/8Ct--

Checkhox

Date

Dropdown - Mulliple Select
Dropdown - Single Salect
Email

Link

Mumber

Text

1A |WAPD

5. Nowisagoodtime to considerwhat types of fields you want to create and add to your new
Custom Content Type. For example, something like a Blog, would have fields like ‘Story Title’,
‘Publish Date’, ‘Main Copy’, ‘Story Image’, etc. You can create and add (instructions coming up)
as many fields as you think necessary. Following s a list of Field Types and what they are
typically used for:

a. Checkbox - - Used forasimple on/off toggle option. Example, you could create a
‘Hide Header’ field and update layout to hide/show header, depending on the field
being checked/unchecked.

b. Date - - Usedforany daterelated data. Example, ‘Publish Date’.

c. Dropdown - Multiple Select - - Used to create alist of items that a User can select
more than one item from. Example might be a list of categories that go with a Blog or
News story.

d. Dropdown - Single Select - - Used to create a dropdown that a User can only make
one selection from. Example might be alist of States, and Users can select which State
astoryisabout orfrom.

e. Email - - Rarely used, but only allows email format as an entry.

f. Link - - Usedtolinktoimage assets, pdf files, otherinternal pages, etc. Example, a
‘BlogImage’ field would be a Link field type, with Image selected as the ‘Link Type’
(more on that below).

g. Number - - Rarely used, but only allows numbers as an entry.

h. Text--Very common. Thisis used for simple text outputs. Example would be a Story
Title.

i. WYSIWYG - - Alsocommon, butis prone to break alayout, asauseris able toaddinline
styles, odd html structures, etc. These are harder to account for, when creating a rigid
layout, but sometimes a client wishes for that flexibility.

6. There are various Configuration options available, depending on the type of field:
a. ‘FieldLabel’ and/or ‘Field Popup Message’ - - All field types have the option to update these.
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b. ‘Required’ checkbox. - - If checked, thenitis required to update this field on every Content
Page or Custom Content Widget created that is using this field.

c. List: Available Options - - The ‘Dropdown...’ field types use this configuration option. You can
add new items by clicking on the ‘+’ symbol. There are ‘Label’ and ‘Value’ fields which can, but
don’t have to be, different. Example, say you have a dropdown that lets a user select a color
background. You can have the Label be ‘Blue’, while the Value is a css hex code, ie. ‘#0076CF’.
This allows users, who aren’t familiar with css to easily pick an option, while option will output as
amore usable value for developers.

List: Avallable Optians

+ Label Value
AllantiCare Heallh Park at Egg Harbar Tawriship 4

L4
+
: Label Vaiue
: Abantizare Ungant Cara Atlantic City 148
+
+ Lahal walug
'f . .
& | AtantiCare Ungent Cane Bedin 4
L
+*

d. LinkType - - Available on the ‘Link’ field type. This allows you to select from the following
options:
i. Image - - Links toimage assets.
i, Document - - Usually for pdfs, but canbe used to link to any document asset.
ii. Audio/Video - - Links to Audio/Video assets.
iv. Other - - Links to internal pages.e.

e. Maximum Length - - For ‘Text’ field types. This will restrict the amount of characters a User can
enterin this field. You can set this, if you don’t want a user creating superlong Story Titles, as an
example.

f. Default Value - - You can put a default value in this configuration field. If the user doesn’t manually
update the field in a Content Page or Custom Content Widget, it will output the default value you put
here. Example, a Blog’s Link Text might default to ‘Read More’, unless otherwise specified.

g. Field Width/Height - - Only applies to ‘Text’ field types. These two fields only affect the Ul of the
field template. By default, the field will output as one line, but you can setit to be higher, allowing for
longer text entries to be visible to the user.
7.Whenyou are finished configuring the field, click on the blue ‘Save’ button at top right, then select
‘Publish’ or ‘RePublish’ from the ‘Workflow’ dropdown.

Add Custom Fields To Content Type
1. Onceyouhave created all the necessary fields, you now will need to ‘assign’ themto the
Content Type. Navigate to the Content Type's ‘_Content Type Configuration’ file: Site
Root/_Configuration/_Custom Content/Content Types/Your New Content Type
Folder/_Content Type Configuration
2. Addfielditems by clickingonthe '+ symbol:
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List: Conterit Type Fields -

+ Coamtent Flald =

1 j Expiration Dube =

Combent Field =

Altamnata Locations - Result Cand Alar Mesraga =

+ELF+

Combent Field =

3+

difernoin | arcfirng - Hoodiea Cany -

3. Eachitem givesyouadropdown, which will allow you to select from any and all available
Custom Fields you may have created in the previous section. The orderyou list these in will be
the order they will appear to anyone creating a new Content Page or Custom Content Widget.

4. Whenyou are finished adding all necessary fields, click on the blue ‘Save’ button at top right,
then select ‘Publish’ or ‘RePublish’ from the ‘Workflow’ dropdown.

Create Layouts for Content Pages and/or Custom Content Widgets

1. Navigate to the Content Type’s ‘Layouts’ folder: Site Root/_Configuration/_Custom
Content/Content Types/Your New Content Type Folder/Layouts

2. Youmay create as many layouts as you like. To create new ones, click on File > New > Custom
Layout. Name yourlayout and click ‘Create’. There is already a Default Layout foryou to
configure, if you only plan on having one layout.

3. Openup thelayout file, and you will be faced with a large white editing space labeled ‘Markup’.
Thereis already a default template available, but you will probably want to erase this and start
from scratch. This space is where you will build your HTML structure. Again, this will be the HTML
foreithera:

a. ContentPage,inwhich case, you will be building alayout for awhole page. Example
would be aBlog orNews page.

b. Custom Content Widget, in which case, you will be building a small HTML structure.
Example would be a bootstrap card, or something similar.

4. Clickthe Available Tokens dropdown to the right. You will see a list of Tokens that represent the
Custom Fields you had assigned to this particular Content Type in the previous section (There
are also a few out of the box tokens that come with every Content Type, ie. {Assetld}, {Page
Title}, etc. These are at the very bottom of the list). As you build out your HTML, you will copy and
paste these tokens into places where you want the field to output. For example, say you are
building a Blog page layout, and you want the ‘Blog Heading’ field to output as an hlat the top
of every Blog Content Page you create. Your HTML would look something like this: <h
class="blog-heading”>{BlogHeading}</h1>

5. Onceyou are finished building your layout, click on the blue ‘Save’ button, then ‘Publish’ or
‘RePublish’ from the ‘Workflow’ drop down.

Create Custom List Layouts for Custom List Widgets
As mentioned above, there is another type of Layout called ‘Custom List Layout’. These are created and
output ona Custom List Widget.

1. Navigate to Custom List Layouts in Content Apps: Content App Tab > Configuration box >
Custom List Layouts
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2. Clickon‘Create New’ at the bottomright of the screen.

‘Name’ yourlayout.

4. Selectthe ‘Content Type’ that this layout will be used on. As soon as you select one, you will see
alist of tokens populate in the ‘Field Tokens’ area of the ‘Iltem Layout’ section:

w
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5. Justlike with regular Layouts, you will build your HTML structure here, and use the tokens to the
left. However, in this case you need to, first, click on the source codeicon (‘</>’), which allows
you to build using HTML, and, instead of copy and pasting fields, you will drag and drop themiin
the spots you want them to output. The naming conventionis different from the naming
convention forthe Layouts above. Example {BlogHeading}in Layouts, might be
{custom_ss_blog_heading_235476}in Custom List Layouts.

6. The HTML structure you buildin the Iltem Layout section outputs peritem foundin a Custom List
Widget. Example, say you build a simple bootstrap card layout here, and putin some Blog
tokens. When you build your Custom List Widget, tellit to look for Blog Content Pages, and
output themusing this Custom List Layout (more on Custom List Widget creation and
configuration below), it will find allinstances of Blog Content Pages (unless filteris set on the
widget), and output eachinstance as abootstrap card, with field tokens outputting uniquely
perpage instance found.

7. Thereare also ‘Header Layout’, ‘Item Separator Layout’, and ‘Footer Layout’ sections. These are
rarely used, but basically only output once perwidget, or after eachitem, in the case of the
‘ltem Separator Layout’.

Creating Content Pages, Custom Content Widgets, and Custom List Widgets

Now that we’ve completely created and configured our Content Type(s), it’s time to start utilizing those
efforts by creating actual content! This means creating Content Pages to be viewed on the front end
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and/orusedin Custom List Widgets. Or it means creating Custom Content Widgets or Custom List
Widgets and placing them on Static Pages.

Create Content Pages

1. Navigate to the _Pages section of your site: Site Root/_Pages

2. Youwillmost likely want to create a Folder named after your Content Type. Some Content
Pages willbe used as actual, visitable front end pages and/or as data holders to be outputtedin
a Custom List Widget. In this case, just anamed Folderis fine, ie. ‘Blogs’. Other Content Pages
will be used only as data holders to be outputtedin a Custom List Widget. In this case, you will
want to add an underscore to the name, just to designate it as more of a datafoldervs. a
directory that can be visited on the front end. Examples would be ‘_Site Alerts’ or *_CTA Boxes’.

3. Onceyou’'ve created a Folder, create a new Content Page within that folder by clicking File >
New > Content Page

Assets

General notes about Assets

e Assetshave versioncontrol

e Mostcommon types of Assets
o Images
o Documents (PDFs)

Uploading & replacing images

Toupload animage
1. Navigate to the desired Image folder (or create a new Asset folder)
2. SelectFile > New > (Model) Asset

3. Draganddrop theimage into the Upload box. Then click OK
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Replacing Images
You canreplace animage which changes the image to the replaced image but keeps the original asset
ID.

Toreplace animage:
1. Selecttheimagetobereplacedandright click.
2. SelectReplace.

3. Draganddrop theimage into the Upload box. Then click OK.
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4. Republishto Stage/Live, as desired.

Note: Itis also fine to branch the asset prior to replacing.

Uploading & replacing documents

Use the same instructions above for uploading and replacingimages, exceptinstead of using ‘Replace’
(images only), use ‘Edit’ as shown below for changing documents.

Documents are handled similarly to images, but there are important differences.
e Imagesuse ‘replace’, Documentsuse ‘edit’.
e Replacingadocument (orimage) will not change its file name or URL. This has caused confusion
for some because they think by replacing the document, it willupdate the URL and file name
with the name of the new document. It does not.

Forexample, a client might want to have a monthly newsletterlisted in several places and
named [month] Newsletter. Imagine they upload the one for January first and the urlis
established as hospital.com/january-newsletter. Thenimagine they add links to that document
throughout the website.
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Thenimagine they use the ‘edit’ feature to replace the file contents with february-newsletter. It
will not change the filename in all those places to hospital.com/february-newsletter. The
contents of the file will have the new February content, but the filename will still be
hospital.com/january-newsletter. Soin this case it would be best to use a generic name like
current-newsletterif you plan onreplacing the content and don’t want to relink the document
throughout the website.

Content Apps
From the Content Apps console, you can manage Providers, Events, Locations, Custom Links, Services,

Taxonomy and Configuration. Each content app has its own menu of managementitems.

Disabled rows, orrecords in all Content Apps list views are dimmed for easy identification.

TAXONO MY C- N F T At O W

e
L) = !
i

.l

Content Apps Administration

Providers

The first stepis to create a basic providerrecord. From there you can Add additional information that
you want to show in the Provider Details section. You can also Edit or Delete the record as desired.

Add, edit, delete Providers

To add aProvider
1. Navigate to Content Apps.
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& Providers Liss & Groups

U Provider Types L Insurances

# Board Certfications @ Languages

I Clinical Interests & Specialties

il Education Types & Setings

1 Genders

2. Select Providers List from the Providers card.

- oo e

3. Clickthe + Create New button to create the providerrecord.
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4. Firstname andlast name are the only required fields. The rest is optional.
5. Click the Save and Continue button.

M Provicer
-] .

6. Oncethe providerrecordis created, you can click on that provider and enter any additional
data desired.
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Edit Provider
1. Searchforadesired provider.
2. Clickthe namelinkto open.
3. Editand fields.
4. Clickthe Save button.

Delete Provider
Disable keeps the record, butit won’t show up on the site. Deleting the record will remove them from
the database.

To disable a provider:
1. Openproviderrecord.
2. UncheckEnabled.

g Provider - Jill Pepper
0 s
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3. Clickthe Save button.

To delete aprovider:
1. Fromthe providerlist, search for the desired provider.

" werMD Ignite”

o o
Providers
- =

2. Clickthe check mark to the left of the provider’s name which will present the Remove button.

o o o
Providars

- 3
|

3. Click the Remove button.
4. Confirm deletion of record.

2
i



Manage Provider App settings

These settings are set up as part of animplementation. The client will not have to set them up manually
the first time. However, a client may wish to change these settings.

To access these settings:
e Fromthe Providerlist, click Settings.

Providers
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e Alternatively you can get to Provider settings from the Provider Card in Content Apps, Click
Settings as shown below.
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Common Provider settings

Search Results Page URL - thisis the URL where ‘Find A Doc’ searchresults will display

Default Page Size - the number of results returned per page; up to 25 results can be shown per page;
pagination appears if more than 1 page of results are displayed

Pager Position - this is where the paginationis displayed around the results

Zip Code Search Radius Options - this allows for a searchradius to be applied to the search as shown
below. The values defined here will be used to populate the drop down list box.
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Search for a Provider.

" Usi By Current Location

fmarch |

Things to remember about Zip Code Search Radius Options:
e Thevaluesshouldbelistedasonetoarow.
e Thetopvalue will be the default value.
e Ifusing ‘Any’ listit first, as shown below

Prowider Seitings

Commonuse case for this:
Client wants the default value to be 10 miles. But allow users the ability to change thatto 1, 3 or 5 miles.
Priorto this new feature, clients were limited to 5,10, 100 and 200 miles.

Standard Search Sort - These settings apply to aresult set from aregular (plain) search. It does not
apply to proximity searches. So, for example, if you did a search where the radius was restrictedto a
certain number of miles, this setting would not apply to that result set. See Proximity Search Sort for
controlling these searches.

Alphabetical - returns results in alphabetical order

Random - returns results inrandom order

Provider Group* - returns results in order by Provider Group, then by alphabetical order
Provider Group* + Random - returns results in order by Provider Group and randomized within
each provider group

* Provider Group sort order is determined by the Provider Group Sort Order as shown below. To see this
click Data> Groups, as shown

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. Allrights reserved
May not be reproduced orredistributed without the express permission of WebMD Ignite. 91

= weMD Ignite”

\i/.
’



M .
=: WebMD Ignite”

Below you can see the orderin which providers will be returned.

So, forexample, if Provider Group + Random was selected as the Standard Search Sort, the result set
would display as follows...all providers belonging to PG1would be randomized and displayed first. Then
providers bellowing to PG2 would be randomized and shown second, and so on.

Provider Groups

P p—

a ame

RNV

L

Proximity Search Sort - this setting controls how results are displayed when searching by Proximity
e Distance -returnsresults based only by distance

e Provider Group + Distance - returns results in order by Provider Group sort order configuration
and randomized within each provider group

Proximity Based on Primary Location (checkbox)

e Ifenabled,if the provider practices at multiple locations, proximity is calculated exclusively by
the primary location.

e Ifnotenabled, each affiliated locationis evaluated independently in search calculation.

Search Results Primary View - options are List or Map
e Thissettingisusually configured at the widget level

Keyword Search Fields - use this to include/exclude data that is queried
e Whenakeyword searchisrun, the fieldsinthe ‘Include’ section will be searched
e Forexample, if someone enters University of Alabama and a doctor was educated there and
educationwas an Included field, they would show in the search results.
e Usethearrows to move data between Include and Exclude.
e Theterm ‘keyword’ canalso be usedhere. This canreferto the taxonomy used by the site as well
as the custom keywords that can be associated with a provider
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Site Search Fields - this functions the same as Keyword Search field, but relates to site search (as
opposedto Find aDoc search).

Detail Settings - these are all setup as part of the client’s new site configuration.
Itis strongly recommended to NOT change any of these settings.

Detail Page URL - this is where provider details page will be outputted
Direct URL Path - this is the root path for the doctor URL; it is created based on the tokens selected
Direct URL Formula - this determines how the URL is dynamically created for each doctor

Default Provider Image URL - this is used to override the defaultimage settings

Manage Provider SEO settings

These settings are also set up initially for the client during implementation and should NOT be changed
without first consulting with a WebMD Ignite support engineer.

These SEO settings are token based and for content apps will override the system settings.

When configuring a content app widget that has a List View and Detail View you often get settings like:
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Content App WView Layout
Providers w Detail View w Accordion L4
Layout Sellings Preview
Basic Settings

Display Loading Message ]

SEO Settings

Owverwnte SEO Tithe
Owerwrite SEQ Description
Owerwrite SEO H1
Append SEC Keywords

Owerwrite SEC Canonical URL

Owerwrite Social Media Image URLs

Developer

It varies from widget to widget, and view to view, but thisis the idea.

These take precedence over what's defined at the page level. The values for these can also be set
specifically on a provider/event/locationrecord, orin the absence of a specific value it fallsback ona
formula for providers, the default formulas are defined in the Provider Settings area of the content apps
admin:

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. All rights reserved.
May not be reproduced orredistributed without the express permission of WebMD Ignite.

94

U
‘n

=



NI

WwebMD Ignite”

Previder Sottings

S Sabing

i il Flli o

ey shr -

-
Fordiri]
" n

P ard e

Formle e Prracfmaly | Foonae

T L e s L
Ak
Froesom)
[
Forsarkd b
Py e
e N T .
T TECRG R BRI SN T S
TR
Poitry
P o et

et

e v

s b= b
(R T
[P b
[Py
JETTy sy

e

209 P = pliem ks

Pangeming
T iyirain)
[ —
[Petnmn B i |
|y

AEreaT =

RIS L L

(R T
[F
[

[ L | ] T S
e !
s [T

[ Bk g e

e ] e

T T

C LT rH

= ¢ detar

T s L
[T LLIFTEEE]
ArpaLab)

TP P AT

[TEer
Franariaan
Fonigent” rarfas
Ay by
Frnay. ey

I TS L
Foad s Sl
et b Bt
(= B ULt

e

s |V

Detail Page Title Formula - this is completely configurable using tokens and text to create a SEO setting

fordoctordetail pages.

Detail Page Description Formula - if an ‘About me’ section exists we will use this for the meta
description. Otherwise, we pullin first 160 characters

Other options where SEO can be specifically configured for Content Appsincludes:

e SearchResults Page Keyword Formula
e SearchResults Page Name Formula

e SearchResults Page Specialty Formula
e SearchResults Page Base Formula

Provider Name Settings - this is used to configure the ‘provider name’ token thatis used on the Details
widget; whenyou drag over the token for provider name this is where that token got
configured/constructed from those fields in the providerrecord.

Admin Settings / Use Autocomplete for Dropdowns (checkbox) - Enables autocomplete for

specialties and conditions, locations and clinical interests dropdowns in providerrecord, as shown
here. If not checked, it uses a dropdown list instead.
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Pronader - Dr Bryar K. Abball Sr.

Need to add information about reporting here.

Locations

The Locations Content App allows consumers to search forlocations that are associated with the
healthcare organization. From the screensin this app, associated content, such as: Location Types,
Insurance and Services can be customized, based on your preferences.

How to access the Locations Content App

To access the Locations Content App from anywhere within CMS Admin, click the Content Apps
(WebMD Ignite icon) option from the left navigation menu. Click on the Locations List optionin the
Locations square. All of the remaining links from this panel (Types, Insurances, Services and Settings)
are accessible fromwithinits pages.

Add, edit, delete Locations

To add alocation:
1. Navigate to Content Apps.
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2. Selectthe Locations card.
[ | — iAo

. Contant Apps Admindsiration
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3. Clickthe Locations list.
Note: Accessinglocations links other than Locations listis as simple as expanding the Data

dropdown or clicking through to the Settings or Reports menuitems once you've clicked
through to Locationsllist:
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5. Enterthe name and other pertinentinformation. Once you enter the name, that’s really enough to
save the locationrecord, butit's best to be as thorough as possible.

6. Click the Save and Continue button.

7.You'llnow see a left-hand navigation bar on yourlocationinstance. It should looks something like this:

- Location - Sz

~ = st Lecation isfanmalisn

¥ Dyraric Coumm

“
§
&

A LocEor Frpes
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& Taxoamy

% Direc AL History
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8. Complete all desired fields and click the Save and Return to List button when done.

Important notes about Locations details:
e Address Section
The Address fields are used to run a geocode through Google Maps. If your Google Maps API
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key is associated with yourinstance, the CMS will automatically calculate and apply the latitude
and longitude based on the address given.

e Custom Coordinates - The Google Maps location marker can be overridden by using ‘Custom
Coordinates’. Forexample, if the parking lot was at a different location than the building
address, you could use this to point users to the parking location.

e Contactinfo (Phone, Faxand Email)

This will be inherited down to the providers associated with this location, however, that
inheritance can be broken at the Provider level.

e Events & Payments - see notes
Potential Event Location - Important to check if you are planning to create an event that should
be tied to thislocation.

e Payment Gateway - this also should be selected if you plan on having paid events. This setting
isused to tellthe CMS which gateway to use to process payments for events.

e Misc Setting - see notes
You can toggle on/off the following setting to control how the location can be found

o Hlde from Site Search
o Hide from Location Search
o Hide from Provider Display

Forexample, if you want to associate a provider to alocation for site context but don’t
want that location to show in the physician's profile, you toggle off the ‘Hide from
Provider Display’ setting.
o Service Line URL - Do not use - this functionality has been deprecated.
e SEO Settings - see Manage SEO Settings
e CustomFields - see notes
Custom Fields are used to create custom data points. Use this sectionif no other fields fit your
needs for displaying data on the front end orincludingitin search. Please note, thisisn’t used
much anymore. Now dynamic columns have generally replaced the need to use these fields.

Uponsaving alocation’s basic informationrecord, you can add the following types of
information if it exists for that location by clicking on the section header

In the left-hand nav example, you’ll see some of the following items: dynamic columns, hours, services,
insurances, location types, site association, taxonomy, direct URL history, and dataintegration.
e Dynamic Columns are created specifically foryou and your health system’s needs. No two sites
are alike.
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e Hours - Enterdiscrete fields ora custom message, per day.

EEH Location - Acmes Medical Lenter

Hanrs

&

e Services - Choose existing services or create anew one
o Thisisone way to add alist of services to yourlocation details page

e Insurances
o Like Services, thisis also not really used much anymore. Since insurance is determined
by bothlocation and provider, most clients don’t use this location based feature.
o Ifyouwantto associate aninsurance to alocation, youwould do it here by selecting an
existinginsurance or adding anew one.
o Toseealistofinsurancesclick Dataintop left of the screen, then select Insurances
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e Location Types - use this section to add location types such as hospital, emergency, urgent
careetc
Tosee alist of locationtypes, click ‘Data’ in the top left. Then select ‘Location types’.

Location types are helpful when powering searches and populating widgets throughout the
site.
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e Site Association

o

This is an advanced topic. Please do not edit these settings without first touching base

with your web engagement lead or reaching out to the WebMD Ignite support team.
Site Association allows you to partition out the providers and events that will show up
ona givensite.

Thisis used primarily with subsites, where the subsites have their own providers and
events.

This will establish a relationship with a URL and the providers and events that are
associated with that URL.

Sointhis example, Public Domain URL is www.acme.com/acme-medical-center
Assume acme-medical-centeris a subsite. What this will dois limit search results
(provider, location or event search) on this subsite to only doctors and events that are
associated with this location or any childrenlocations underneath this location.

The remaining fields on this screen are used to provide corresponding urls so the site
association context works on all the urls forboth pre and post go-live.
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e Taxonomy - this section allows you to assign taxonomy terms perlocation
o Custom Keywords - this might be used when alocation name has changed orbeen
rebranded and the former name no longer exists in the content. You would enter the
formername here so thatlocation and site search searches will return this location
when that formertermis searched on.

e Direct URL History
o Forexample, the direct URL for a site might be acme-medical-center but the customer
wants to override this setting, they would do that by checking ‘Custom Direct URL’ and
providing a new ‘Direct URL'’ like acmne-medical-center-and-health-facility
e Datalntegration

The main purpose of the Locations List, Location Types, Insurances (and to a lesser extent, Services) as
seeninthe Data drop down menu, is so they can be searched on.

IS

Manage Location Content App settings

Location Search Settings

You should never have to edit these settings. Search functionality of most sites is powered by widgets
which offermuch more advanced and robust search filtering and presenting capabilities. If you want to
adjust how yourresults are presented, please reach out to your web engagement lead or the WebMD
Ignite support team to be sure you’re going to the right place.
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Note: If you are not seeing alocation or changes presentinresults, click the Refresh Site Search Index
buttoninthe screenshotabove.

Location Details settings
Editing anythingin this sectionis not recommended without the guidance from your web engagement
lead orthe WebMD Ignite Support Team.
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Location SEO settings
As with providers, the SEO settings are configured by WebMD Ignite as part of the implementation.
However, a user can use these settings to override the system default settings.

Click Settings and toggle open the SEO settings accordion:
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The other SEO settings that can be configured perlocation are
e SEOPageTitle

SEO Page Description

SEOH]I

SEO Primary Keyword

SEO Secondary Keyword

SEO Canonical URL

You will see all of the standard options to pull into your meta information, however, you can also
free-hand text into these fields. Please be mindful that anything free-typed will be shared across all
locations onyour website and you’ll want to be mindful of characterlimit best practices.

Location Inheritance Settings

Location Lead Management Settings
Inthe Location Settings you’ll see these two options as well. Please do not edit them without guidance
fromWebMD Ignite .

Locations Reporting

Locations reports allow for the ability to define, run, and export Locations reports. This link exists with
the Locations tile on the Content Apps adminlanding page.

—
T | -I

LOCATIONS

ocatons List

..
[
A Location Types

NSances

il Services

Here, over 30 location fields can be referenced by report criteria and displayed by the resulting report.
Alldynamic columns are also able to be queried here.

If youhaven't already createdreports, click on New Report to create your first:
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Thereports toolhas beensetup to be “wizard” style.

Name your report something appropriate:

New Location Report

Cromthe: s Lossation Fleeet in e rysten

Drescrpoe

Drag the fields you want to have in your report from the Available Fields column to the Report Fields
column:
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If thisis areport you’llrun many times in the future for different reasons, click Save before addinginyour

conditions forquery.

Addyour conditions foryourlocations query:

Clusry Mods Srrpe
Ghery Cesis [CYEIIETY
W FE L u

Canoni

Click Next Step.

Events

The Events Content App allows consumers and patients to search, register, and pay for events that are

associated with your organization.

To access Content App components from anywhere within CMS, click the Content Appsicon from the

CMS left menu.
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Then click on one of the optionsin the Events box to access the Events content apps:

Cantant Apps Administnaticon

N

o

@
r

Events list will take you to the list of all events - current or past where you can search for or filter
for specific events.

Events topics will take you to a list of the topics that have been created foryourevents (i.e.,
childbirth, weight loss, etc.)

Event types will take you to the list of the event types (i.e., seminar, virtual class, etc.)
Registrant search will take you to a comprehensive list of all individuals who have registered for
events onyour site. Here you can search forregistrants.

Registration forms takes you to where you can edit or create registration forms to use when
patients/consumers are registered for specific events

Discount codes allows you to create or edit discount codes that can be applied to events of
your choosing

Reportslets yourunreports of events, registrants, and a whole host of options based upon
specific queries you create. Reports are downloadable and schedulable.
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e Settings allows you to update the automated SEO settings, refresh the site searchindex, etc.
You likely won’t have to access settings very often.

Events Module Navigation Options

Available tabs are listed below.:
e Home (Click thistab toreturnto the Content Apps console.)
Data (Events opens to this tab, by default.)
Settings
Reports
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Event List - Filtered Search

From the Home tab page, you can perform a filtered search by category, narrowing your search results,
as you make selections from the following:

ID (number entry)

Keyword (free-text entry)

Location (drop-down, listing your hospital locations)

Create Date (date picker)

Publish Date (date picker)

Start Date (date picker)

Event Topic (drop-down, listing topics such as: ACLS CPRNRP COURSES, ACLS Topic,

Bariatrics Weight Loss Surgery, Bone Health, Cancer, Cancer Support Groups to Transplant

Organ, Weight Management, Wellness Programs, Women’s Health Education)

e EventType (drop-down, listing topics such as: Childbirth Education, Class, Fair or Health Fair,
Free, Health Education, Online Class, Online Gift Shop, Screening, Seminar and Webinar)

e Status (drop-down, options are: All, Enabled, Disabled)

Searchforan Eventrecord by Keyword, Create Date, Publish Date, Event Topic (drop down list), Event
Type, Status (All, Enabled, Disabled) or Location), with options to Apply (run the filter based on your
selections), orto Clear Filter.

ID (This field is generated by the system on creation of anew event.)

Title (Thisis the title of the event.)

Summary Description (This is the description of the event that was entered on creation.)
Location (This is the location where the event will be held.)

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. Allrights reserved Ry
May not be reproduced orredistributed without the express permission of WebMD Ignite. 109 ;:';';'



M .
=: WebMD Ignite”

e Created Date (Thisis the date the event record was created.)

e PublishDate (Thisis the date the event record was updated.)

e Actions (Applicable to the selectedrecord, orrow, these are: Edit, Copy Event or Copy Event
and Occurrence.)

If an eventis disabled, it will stillappearin the list, but the content row will show as grayed out.

Using the column sorting options

There are filtering options for each column, or sortable field of the record. Sort Ascending, Sort
Descending and Hide Column. Once a columnhas been sorted, the Remove Sort option becomes
available.

There are filtering options for each column, or sortable field of the record. Sort Ascending, Sort
Descending and Hide Column. Once a column has been sorted, the Remove Sort option becomes
available.

n

Created Date -

- . »
2/61 | Sort Ascending

2/68
U IF sort Descending

2/6i
X Remove SO
121

or * Hide Column

Unhiding a hidden column
To unhide a hidden column, refresh the page toreset the grid.

Using the Actions buttons
Under the Actions column are additional options that are applicable to a selected record, or row: Edit,
Copy Event or Copy Event and Occurrence.

To selectarecordto performanaction on, use the checkbox button to the left of the record, then
select the desired Actions option.
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Add, edit, delete Events

Adding Events
To add an event, you willwant to access the Eventslist.

1eDOrMS
5 Event Topics

A Event Types

& Settings

Q, Reqistrant Search
« Registration Forms

Dissouint Codes

Inthe bottom right-hand corner, click Create New:
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Event additionis built to wizard-style, so it walks you through the whole setup process. Red asterisked

fields are required.
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Note: inorderforanevent to be active, it has to be enabled, have a publish date setin the past, and
have at least one active occurrence.

Enterthe Content fields as prompted:

e Title: Enterthe title of the event.

e Description: Entera description of the event. There are no character limits here, but you may
want to check with how the eventslook live on your site and mark down a number that works so
that your events have some consistency to them.

e EventType: Choose anevent type from the drop-down options, such as: Childbirth Education,
Class, Fair or Health Fair, Free, Health Education, Online Class, Screening, Seminar, Webinar. You
can add additional event types <link to section on adding event types>, if needed.

e EventTopic: Choose anevent topic from the drop-down options, such as: Bariatrics Weight
Loss Surgery, Bone Health, Cancer, Cancer Support Groups, Community Classes, Continuing
Education, Diabetes Programs, Employee Education, etc. You can add additional event topics
<link to section on adding event topics>, if needed.

e Presenter: Enterthe name of the presenter for the event. Note: this field is not required.

e Attachments: Click the Add button, then the Upload button to browse for single or multiple
files to upload and associate to this event. The file size maximum is 50MB.

Note: You may see additional fields in yourinstance. Not all content apps setups are the same. You will
have to outline for your team any specifics around fields that are unique to your organization.

Click Next when done to access the Locations details.
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Choose the appropriate location from the dropdown. This will be populated by events that have been

marked as Event
continue adding

Locationsinthe Locations content app. Location must be populatedin order to
anew event.

If, however, the event location does not existin your content apps, you can click the Custom Location
checkbox. You will then be presented with awhole list of new fields to enter the locationinformation
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Choose whether ornot the eventis a Single Event, Open Event, or Recurring Event.

Complete the event date and time information and click Next Step to continue to the Registration

screen.
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e Cost:If thereisafeetoattendyourevent, you willwant to add that in the Cost field.

e Maximum Attendees: Enter the maximum number of attendees (including guests) for each
occurrence of this event. Can be overridden at the occurrence level.)

e Enable Guest Registrants: If this checkboxis enabled, additional guest registrants can be
added during registration.

e Require Guest Demographics: Clicking this box adds guest information fields for users to
complete whenregistering for a class for a friend or family member.

e Waitlist Enabled: Checking this box allows for enrolling in a waitlist when the maximum number
of attendees has beenreached. Note: Supporting functionality and messaging must be
enabled onthe event widgets e.g. Details, Checkout, Confirmation etc.

e Discounts Codes: Use the available Add button to add any discount codes that can be applied
to the cost of the event.

Cancelations

Alicwa Sl Lencalaton

Axtomaac Nebsrds

e Allow Self-Cancellation: Checking this box allows event registrants to cancel their own event
registrationusing a cancellationlink in their registration confirmation email.

e Automatic Refunds: Check this box to allow for automatic refunds of the registration costs for
paid events when aregistrationis canceled.

Note: You may see additional fieldsinyourinstance. Not all content apps setups are the same. You will
have to outline for your team any specifics around fields that are unique to your organization.

Click Next Steps to move onto the Questions screen:
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Click the +Add button to add a question, and you'll be presented with the following fields:
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e Question Type:

o  Qualifying Questions: Add qualifying Yes/No questions that are presented before a
user can complete registration. These questions require a “Yes” answer in order for the
patientto complete registration.

o Survey Questions: These questions are presented to the user during registration and
canbe marked as optional. Choose between text, date, ordropdown. If you choose
dropdown, you will be presented with additional fields to complete to present the
options to your users.

e Question Order: Allows you to choose the orderin which your questions appear to users.

e Question: Enterthe question foryourusers here.

e Unqualified Message: When a user answers with a question that disqualifies them from
completingregistration, thisis the message they’lireceive.

If youdon’t want to add any qualifying questions or survey questions, you can click Next Step to
proceed to the Contact screen:

Event Contact

Cnmisct Mems [

Contact Phong

Phicria Extisi

Contact Emails [

Contact Name: Enter a contact name for the event in this free-text field.

Contact Phone: Enter the contact phone numberin the format it will be displayed.
Phone Extension: Enter a phone extension for the contact phone number, if applicable.
Contact Email: Enter the event contact’s email addressin the correct format, separating
multiple email addresses with semicolons.

Click Next Step to move onto the Review & Publish screen:
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Here you’llbe presented with a Publish Date (required) and Unpublish Date (optional) field. Below this,
you will see all of the otherinformation you have completed during the event set up. If you're satisfied

and have completed your Publish Date field, click Save Event in the lowerright hand corner.

Once you click Save, your view of the events entry will change, and you’ll be presented with a new
screen that now hasleft-hand navigation. This is, essentially, all of the fields you completed during

event entry broken downinto tabs, with a few additional options added in.

Edd Evant imenmaion

Event - Grief Sharing Support Group

Baxic Information
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Onthis screen, you can now upload a new image. Hover over the calendariconin the upperleft corner
andyou’llsee an option to Upload or Browse. Choose Upload and follow the steps presented to you to

add aphoto. Click Save when you're done.
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il Event - Grief Sharing Support Group
Edit Event information

© Basic Informatic
Basic Information
¥ Dynamic Columns

[ Content @ For this event to be active ensure it is enabled, has a publish date
% Attachments Id 70
[0 Event Topics Enabled
A Event Types
Title Grief Sharing Support Group
@ Discounts
Description Class Description

Othernew options you’ll have available to youinclude: Dynamic Columns, Content, Occurrences,
Registration Forms, Email Templates, Taxonomy, and Direct URL History.

e Dynamic Columns: Dynamic Columns are created on a site-by-site level based on your
organization’s needs.You will have to outline your dynamic columns internally to ensure
consistency for event administrators.

e Content: This WYSIWYG allows you to add more content about the event. Where and how it
presents onyour site, is dependent upon how your site was built. You will have to notate
internally specifics regarding this field to ensure consistency for events.

e Occurrences: Recall that you must have an active occurrence in your event instance in order for
it to be present onyoursite. This should automatically populate based on the information you
added during event creation, but you can always check this tab to make sure you see the
occurrences you would expect to see.

e Registration Forms: You can choose specific registration forms from this section. Click the Add
buttoninthe upperright to choose from available registration form templates. This is helpful
whenyou have classes that require specific information (like due date for childbirth classes)
that not all events will require.

e Email Templates: Choose from available emails for event registration, reminder and
cancellation.

e Taxonomy: Add taxonomy <link to taxonomy section> to your events to make them more
searchable. Note: taxonomy has to be added to your site first. Oryou can add individual words
to the “custom keywords” section. Separate keywords by commas.

e Direct URL History: This tab gives you a history of any URL changes that have occurred with your
event. This may be an empty tab if no URL changes have occurred.

e Notification and Roster Request Emails: Under “Contacts & Notifications” you will see two
additional fields and a checkbox for “Send Notifications” If you would like to add additional
email addresses toreceive Roster Notifications or generate rosterrequests on demand, those
emails may be entered here.
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Editing Events
If you need to edit an event, navigate to the Events Content App.

To access Content App components from anywhere within CMS, click the Content Appsicon from the
CMS left menu.
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To edit an event, you willwant to access the events list.

7 Evant Topics

A Event Types

Q, Registrant Search

e Hl'l::li!i ratiaon Forms

& Discount Codes

Use the search options and filters at the top of the eventslist to find the event you need to edit:
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Once you have the resulling events based on your queries in the previous step, click on the
event name or the pencil icon o the right o edit.
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Navigate to the field(s) that needs editing, make your edits, and click Save.

Editing overview
Tabs on the left allow you to update the Edit screen by category.

Basic Information
Content

Event Topics
EventTypes
Taxonomy
Discounts
Prerequisites
Occurrences
Registration Form
Email Templates
Direct URL History

Basic Information

Basic Information fields control the parent-level data for your event. Some inputs will carry forward to
new occurrences as they are created. A checkmark beside the field on the rightindicates that the field

isrequired. They are as follows:
e |ID(Thisis system-generated when the eventis created.)
e External ID (If an external ID exists, it will display here. External IDs are created if COD10 is
importing events from an external data source through a dataintegration via the API)

e Enabled (Enable/deactivate the event using this checkbox. This field must be enabled foran

event to be indexed and found in site search and event search.)
e Title (Thisisthe event title.)
e Description (Enterthe description of the event.)
e Speciallnstructions (Enterany special instructions for the event)

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. Allrights reserved

May not be reproduced orredistributed without the express permission of WebMD Ignite.

= webMD Ignite”



\!

= webMD Ignite”

e Publish Date (Begin typingin this date field to enter the publish date. The calendar widget
displays for formatted selection. This field must be completed in order for this event to appear
inthe search filter options.) (4)

e Unpublish Date (Begin typing in this date field to enter the unpublish date. The calendar widget
displays for formatted selection. Your event content will be removed from display on this date.)

e Cost(If the eventis paid, you canenter the cost here as a number. This value will be inherited by
any new occurrences that are created)

e Maximum Attendees (If an event has a cap on attendees, enter the total number of registrants
asanumber. Leave blankif thereisno capi.e. unlimited)

e Enable Guest Registrants (Checkif youwant to allow users to register themselves as well as
others)

e Require Guest Demographics (Check if you want to capture additional demographic
information e.g. email, street address etc. for guest registrants)

e Location(Select thelocation of the event. This value will be inherited by occurrences created)

e CostCenter(If acostcenter, as defined by your finance\accounting department, exists for
payment reconciliation, enterit here)

e Business Unit (Tier 3) (This field is tied to an old application that is being sunsetted as of this
writing. It can be ignored)

e Contact Name (Enteracontact namein this free-text field.)

e ContactPhone (Enterthisinformation in contiguous numbers. The field auto-formats as a
dash-delineated phone number, forexample: 800-555-5555))

e Extension (Enterthe phone extension number, where applicable.)

e ContactEmails (Enter the contact emails for the eventin email format. This input is associated
with the event details widget token for contact email.)

e Send Notifications (Check this box to notify contacts.)

e Notification Emails (Enter one or more emails separated by a semicolon to receive notifications
of new registrations, cancellations etc.)

e Roster Request Emails (Enter one ormore emails separated by a semicolon that are authorized
torequestrosters fora given event\occurrence via the rosterrequest widget)

e Send Reminder Emails (Select the days prior to an occurrence where registrants will receive a
reminder email)

e Custom Direct URL (Check this box if you wish to override the auto-generated direct URL

e Direct URL(If Custom Direct URLis checked, you canenter the direct URL here)

e Custom Keywords (These are keywords that will be associated with the event and will be
indexed forevent search purposes.)

o Effective Keywords (These are non-editable system-generated keywords that are related to
the event and are used for event search purposes.)

e SEO PageTitle (Thisis foundinthe <head> element. Title tags are often used on Search Engine
Results Pages (SERPs) to display preview snippets for a given page and are important both for
SEO and social sharing.

e SEO Page Description (Also foundinthe <head> element, this describes what a page is about
in150 characters orless. Insearchresults, this returns as the main descriptive text.)

e SEO Custom Meta Tags (Use custom <meta> tags to provide search engines with additional
information about your pages. Search engines use thisinformation to create rich snippets or
enable sorting of searchresults.)

e SEOHI(Thisheading1tagelementis used near the top of the page as the page version of the
page title, orto describe the page's content and isimportant for optimal SEO.)

e SEO Primary Keyword (The primary keyword is the one searched most frequently.)
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e SEO Secondary Keyword (The secondary keyword is the one searched the second-most
frequently.)

e SEO Canonical URL (The tag attribute bears similarity to a 30Tredirect, but it communicates to
search engines that multiple pages should be considered as one, without actually redirecting
visitors to the new URL, so that you can still track visitors separately to unique URL versions, such
as: Payment Gateway (PayFlow Pro, Authorize.net). The term, canonical, refers to conforming to
an acceptedrule orprocedure.)

e Hide from Site Search (Check this box to hide event from site search results)

e Hide from Event Search (Check this box to hide event from event search results)

e CustomField1-3 (Add your Custom Field content.)

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

Dynamic Columns
Custominputs created as dynamic columns assigned to the top-level event record can be edited in this
tab. Dynamic columns for yourinstance willbe unique.

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

Content

Separate from the description, the content tab contains a WYSIWYG editor which allows for the full
description and content surrounding the event to be maintained. This is displayed via a tokenin the
event details widget.

Note: Choose Cancel toreturn to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes andreturn to the list page.

Attachments

Any documents associated with an event (e.g. study guides, calorie counter etc) can be uploaded and
stored as part of the eventrecord. Links to the attachments are displayed via a token in the event
details widget.

Onthe attachments tab, click “Create New” in the top right corner.
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Click Upload and select the file you wish to upload as an attachment. Then click ‘Save’ upload and
attach the document to the event.

Once uploaded, you can edit the file name displayed in the event details widget. By default, the file
name will show as the display name. After entering a new display name, click “Save”

Attachments

Display Name Study Guide for ACLS Provider Course
File Path: fassets/documents/in‘eventsiadmin-blank-2. pdf
Content Type application/pdr

Internal Only L]

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.
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Event Topics

The event creation wizard requires and allows for only one topic to be assigned to an event during initial

setup. Once created you can assign additional topics to an event.

Click the event topics tab and then select either Add Existing or Create New.

If Add Existingis selected, a modal window of available topics will appear. You can add a single topic or
multiple topics. Select the topic(s) you wish to add then click Add Event Topics

Financial Planning - @ Cance

Espanal

Exercise Fitness Programs
Eye Care @ Delete

Financial Planning
Hearing Courses
Heart Lung and Vascular

Heartsaver Family and Friends

If youneed to create anew topic, click +Create New a textbox will appear where the new topic should
be entered.

Note: Topics created here will be added to the global list of event topics and will be available for use by
otherevents.

You canremove event topics by clicking Delete next to the topic to be deleted.

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

Event Types
The event creation wizard requires and allows for only one type to be assigned to an event during initial
setup. Once created you can assign additional type(s) to an event.

Click the event types tab and then select either Add Existing or Create New.

If Add Existingis selected, a modal window of available types will appear. You can add a single type or
multiple types. Select the type(s) you wish to add then click Add Event Types
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If youneedto create anew type, click +Create New a textbox will appear where the new type should be
entered.

Note: Types created here willbe added to the global list of event types and will be available for use by
otherevents.

You canremove event types by clicking Delete next to the types to be deleted.

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

Discounts

Inorderforaregistrant to use adiscount code on an event, that code must be assigned to a given
event. This allows forcommon codes to be used across events as needed without having to create
individual discounts for each event.

Click the Discounts tab then select Add Existing. A dropdown of available discounts will appear. Select
the one you wish to add then click +Add. Repeat these steps for any additional discounts you would like
to add.

You canremove discounts by clicking Delete next to the discount to be deleted.

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.
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Prerequisites

If auserisrequired to complete a prerequisite class e.g. an “intro to..” class or “Level |” prior to taking
another class you can create an association between the two events. This allows prerequisites to be
listed on the event details page.

Note: CODI10 does not offer validation that a user has successfully completed a prerequisite class
during the registration process. It only lists the classes flagged as a prerequisite for a given class.

Click the Prerequisites tab then select Add Existing. Alist of all classes in content apps will be
displayed. Select the one you wish to add then click +Add. Repeat these steps for any additional
classes youwould like to add as a prerequisite.

Note: Choose Cancel toreturnto the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes andreturn to the list page.

Occurrences
See the managing occurrences sectionin this document.

Registration Questions

Registration questions consist of two types of questions: Qualifying and Survey. Qualifying questions
require a user to answer “Yes” before proceeding to the registration for an event. They can be used to
screenregistrants that may not meet certain criteria for an event e.g. minimum age, vaccination status,
planned birth at a given hospital etc. Survey questions are added to the registration form as free text
entry fields. (Note: Free text entry was built to accommodate data integration with external systems that
donot support structured data inputs such as a date, select, number. If you don’t require integration
with a third party with these restrictions, it is advised to use the registration forms functionality to
capture additional data fromregistrants)

Qualifying Questions

Click on the Registration Questions tab and click +Create New. Select Qualifying from the Question
Type dropdown menu. If you have multiple qualifying questions, enter a number for the Order in which
you want the qualifying questions to appear as each question will display inthe order defined. Enter the
text of the questionin the Questioninput. In the Unqualified Message input, enter the text you wish to
display should aregistrant answer “No” to a qualifying question.

To add additional qualifying questions repeat the steps above, making sure to set the order of
qualifying questions by incrementing the number in the Orderinput.

Survey Questions

Click on the Registration Questions tab and click +Create New. Select Survey from the question type
dropdown menu. If you have multiple survey questions, enter a number for the Order in which you want
them to appear. (All survey questions appear on the registration form, this number defines the order
fromtop to bottominwhich they appear.) Enter the text of the questionin the Question input.

To add additional survey questions repeat the steps above, making sure to set the order of survey
questions by incrementing the numberin the Orderinput.

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. Allrights reserved
May not be reproduced orredistributed without the express permission of WebMD Ignite. 125



\!

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

Registration Forms
Click the Registration Forms tab and click + Add Existing. Select the registration form you would like to
addto the event from the dropdown menu then click +Add.

Note: Instructions on creating a registration form are available in the Creating and Editing Registration
Forms section of this document.

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

Email Templates
To select which confirmation, reminder and cancellation (if applicable) emails are sent to registrants
click the Email Templates tab.

Note: Events will use the default email template, changes to this area are only necessary if you would
like to send emails using another template or create a custom email ad hoc template foran event.
Under each of the three headings, select a new template from the Template Name dropdown menu.

If Customis selected, a window will appear allowing you to customize the template in the same way you
would create anew template. The difference being that this customization will not be saved as anew
template available for use on other events.

The process for creating a custom template on anindividual event is the same as creating a shared
email template. See the Creating Email Templates section of this document forinstruction.

Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save to commit your changes and remainin the edit screen. Choose Save and Return to the List to
commit your changes and return to the list page.

The Taxonomy Tab - Events

Associate terms from the taxonomy hierarchy to individual events, using the Taxonomy tab in the Event
Edit Screen. Inthe Taxonomy Terms field, begin typing any taxonomy term from the hierarchy and the
list will expand with all available options, beginning with the letters you enter.

Select ataxonomy term from the list. Inthe example below, we chose Heart and Heart Condition. Click
Save. The Effective Keywords field expands to include Heart and Heart Condition, plus all child terms.

Custom Keywords and Excluded Keywords fields have been moved to this tab as well, as they are
interrelated. These fields function as previously. You can stilladd custom keywords and exclude
specific keywords to form this final Effective Keywords list for the event record.

Deleting Events
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If youneedto delete an event, navigate to the Events Content App. Keep in mind that if you delete an
event, you willlose any information associated with the event. It may make the most sense to disable or
unpublish the eventinstead of deletingit.

To access Content App components from anywhere within CMS, click the Content Appsicon from the
CMS left menu.
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To delete an event, you will want to access the Events List.
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Use the search options and filters at the top of the eventslist to find the event you need to delete:
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Once you have the resulting events based on your queries in the previous step, click on the checkmark
to the left of the event name and then click the Remove buttonin the bottom right of the screen..
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Event Occurrences

Toacce

ss Occurrences, go to Content Apps > Events (Events List in the default Data tab). Selectan

event to edit by clicking the event Name or by clicking the Edit (pencil)icon. When the Edit screen

opens, i

ntheleft panel, choose the Occurrences tab. Active Occurrences display here. From this

screenyou can manage an existing occurrence or create a new occurrence.

Create new occurrence
Clickthe Create New button to create anew event occurrence. You will be presented with a screen
with the following fields. Required fields are noted inred.

Enabled (Check this box to enable display of the occurrence.)

Presenter (This field holds the name of the event occurrence presenter.)

Special Instructions (Click the Show/Hide button to reveal a content WYSIWYG editor that
allows you to format your message as users will view it.)

Location* (By default, the occurrence will inherit fromits parent event.)

Custom Location (Check this box to indicate this as a customlocation.)

Custom Name (This field enables if the Custom Location checkboxis enabled. Enter the name
of the location here, if applicable.)

Address Line 1(Enter addressline Tof location.)

Address Line 2 (Enter address line 2 of location, for example: Suite 100.)

City (Enter the city of the location.)

State (Enter the state of the location.)

Postal Code (Enter the ZIP code of the location.)

Latitude (Read-only, unless enabled by the geocode this address button. Enterthe latitude of
the location. Latitude is the angular distance of a place north or south of the earth's equator,
usually expressedin degrees, forexample: 51° N. To find the latitude and longitude of a
location, use alatitude and longitude finder such as Google Maps.)

Longitude (Read-only, unless enabled by the geocode this address button. Enterthe
longitude of the location. Longitude is the angular distance of a place west or east of the
earth's equator, usually expressed in degrees, forexample: 20°E.)

Cost Center (If using PayflowPro or Authorize.net, enter the name of the department or other
type of unit within your organization to which costs may be charged, for accounting purposes.)
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e Standard Cost (Enter the price of admissionin this free-text field.)

e Allow Pay Onsite - Allow users to register for a paid event without entering CC info. This feature
will only be available if the Cart contains pay onsite events exclusively

e Automatic Refunds - If using the Tempus payment gateway, COD10 can automatically issue
refunds to the card used if self-cancellationis enabled.

e Registration Enabled (Check this boxto enable registration foryour event.)

e Registration Open Date (Enterthe event occurrence registration open date, using the calendar
widget that displays whenyou click the field. The date formatis mm/dd/yyyy.)

e Registration Close Date (Enter the event occurrence registration close date, using the calendar
widget that displays whenyou click the field. The date formatis mm/dd/yyyy.)

e Maximum Attendees (Enter anumberin this field by which to restrict the number of attendees.)

e Maximum Guest Attendees (Specify the maximum number of guests, or additional registrants
forthis event occurrence. If the maximum number of additional registrantsis reached, the Add
Additional Registrants button disables for the registrant, with a displayed message, stating that
the maximum number of additional registrants has beenreached.)

e Require Guest Demographic Info (Check this box to include guest demographic information.)

e Availability (Seat availability is display only, auto-generated based on Maximum Attendees.)

e Allow Self-Cancellation - Allow users to cancel theirregistration to this class. (NOTE: Requires
configuration of a cancellation widget.

e Waitlist Enabled - Allow users to place themselves on the waitlist if the event has reached
capacity.

e Maximum Waitlist Size - Number of available waitlist spots (If this is reached, the Add to Waitlist
button will be removed from the occurrence on the event details page)

e Waitlist Response Time - Number of hours a user has to respond to the waitlist notification
email before they are removed from the waitlist.

e Contact Name* (Enterthe name of the event occurrence contact.)

e ContactPhone (Enterthisinformationin contiguous numbers. The field auto-formatsasa
dash-delineated phone number, for example: 800-555-5555))

e Phone Extension (Phone extension of contact phone if applicable)

e Contact Email* (Enter the contact emails for the event in email format. Can be displayed on the
front end via the details widget)

e Send Notifications - Will notify listed emails of new registrations and cancellations.

e Notification Emails (Comma separated list of emails that will receive notifications e.g. new
registration and cancellations)

e Roster Request Emails (Comma separated list of emails that are able torequest arosterfora
givenoccurrence of anevent.)

Note: An occurrence must be enabled and have a start date in the future in order to show as an active
occurrence on the event details page. Registration must be enabled with aregistration start and end
date within the current calendar time frame in order to allow for users to register for the event.

You can delay the onset of registrations by setting aregistration date in the future (with registration
enabled.) The registration button will show starting at that date and time. The same is true for
registration end date. If you wish to end registration before the start date\time of an occurrence you
cansetthatinthe occurrence as well.
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Note: Choose Cancel to return to the previous screen without saving any of your changes. Choose
Save and Continue to commit your changes and remain in the edit screen where you can assign a date
and time to the occurrence.

Setting the meeting date and time for a newly created occurrence
Anewly created occurrence will be created as an “open” occurrence which means it has no set date and
time. (See types of “Types of Occurrences and How to Create Them” laterin this document)

To create a single occurrence or series occurrence, click “Manage Dates” in the left column and select a
date and time forthe occurrence to create a single occurrence or multiple dates andtimes to create a
series occurrence.

Manage existing occurrences
For our example below, we chose an event named Event - ACLS Preparatory Course 2 Day Session with
an Active Occurrence (ID 495). Table view, or grid fields are as follows:

e ID(ThisIDis system-generated when the event occurrenceis created.)

e Date & Time (Thisis the date and time of the event occurrence.) Click to edit this event
occurrencerecord.)
Location (This is the location of the event occurrence, whether All, Enabled or Disabled.)
Presenter (This field holds the name of the event occurrence presenter.)
Contact (This field holds the name of the event occurrence contact.)
Edit (Click the Edit pencilicon to edit this event occurrence record.)
Run Roster Report (Click the Run Roster Report (people) icontorun arosterreport for this
event occurrence.)

Onceinthe Edit view, select Occurrences from the left navigation tabs. The Edit [Event Occurrence]
screendisplays, with the Event title and the following editable fields. ID (This is the read-only Event
Occurrence ID number that is system-generated on creation of the record.)

Enabled (Check this box to enable display of the occurrence.)

Registration Enabled (Check this box to enable registration for your event.)

Include Guest Demographic Info (Check this box to include guest demographic information.)
Maximum Attendees (Enter a number in this field by which to restrict the number of attendees.)
Maximum Guest Attendees (Specify the maximum number of guests, or additional registrants
forthis event occurrence. If the maximum number of additional registrantsis reached, the Add
Additional Registrants button disables for the registrant, with a displayed message, stating that
the maximum number of additional registrants has beenreached.)

Notify Contacts (Check this box to notify contacts.)

Location (Check this box to indicate this as a customlocation.)

Custom Location (Check this box to indicate this as a customlocation.)

Custom Name (This field enables if the Custom Location checkboxis enabled. Enter the name
of the location here, if applicable.)

Address Line 1(Enteraddressline 1of location.)

Address Line 2 (Enter address line 2 of location, for example: Suite 100.)

City (Enter the city of the location.)

State (Enter the state of thelocation.)

Postal Code (Enter the ZIP code of the location.)
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e Latitude (Read-only, unless enabled by the geocode this address button. Enter the latitude of
the location. Latitude is the angular distance of a place north or south of the earth's equator,
usually expressedin degrees, forexample: 51° N. To find the latitude and longitude of a
location, use alatitude and longitude finder such as Google Maps.)

e Longitude (Read-only, unless enabled by the geocode this address button. Enterthe
longitude of the location. Longitude is the angular distance of a place west or east of the
earth's equator, usually expressed in degrees, forexample: 20°E.)

e Presenter(This field holds the name of the event occurrence presenter.)

e Contact Name (Enter the name of the event occurrence contact.)

Contact Phone (Enter thisinformationin contiguous numbers. The field auto-formatsasa

dash-delineated phone number, for example: 800-555-5555))

Contact Phone Extension (Enter the phone extension number, where applicable.)

Contact Email (Enter the contact emails for the eventin email format.)

Availability (Seat availability is display only, auto-generated based on Maximum Attendees.)

Special Instructions (Click the Show/Hide button to reveal a content WYSIWYG editor that

allows you to format your message as users will view it.)

e Show (Clickthe Show/Hide button toreveal a content WYSIWYG editor that allows you to
format your message as users will view it.)

e Standard Cost (Enterthe price of admissionin this free-text field.)

e Allow Pay Onsite This feature will only be available if the Cart contains pay onsite events
exclusively (Read-only)

e Cost Center(Enterthe name of the department or other type of unit within your organization to
which costs may be charged, foraccounting purposes.)

e Registration OpenDate (Enter the event occurrence registration open date, using the calendar
widget that displays whenyou click the field. The date formatis mm/dd/yyyy.)

e Registration Close Date (Enter the event occurrence registration close date, using the calendar
widget that displays when you click the field. The date formatis mm/dd/yyyy.)

Types of Occurrences and how to create them
There are three types of occurrences, the details of which are outlined below.

Open Occurrence: Onoccurrence forwhich thereis no set date and time. Open occurrences will show
under event details until they are disabled. Open occurrences can be useful for ad hoc\self-guided
study type of events. It'simportant to note that if using an open occurrence for this type of event,
making sure capacity is set to infinite or creating new occurrences as needed is an actively managed
activity.

Openoccurrences can also be useful for events that meet on aregular schedule where no registration
isrequired e.g. Support Group or Walking Clubs. Details regarding the meeting times should be spelled
out elsewhere in the event details. i.e. “Meets every Tuesday in the Oak Ridge Mall atrium at 8am” This
eliminates the need to continuously create occurrences.

Note: When you first create anew occurrence and save, said occurrence willbe created as an open
occurrence.

Single Occurrence: A single occurrence is the most common occurrence and meets a specified date
andtime. e.g. Sept 25 from 6-8 p.m.
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Series Occurrence: A series occurrence is a single occurrence that meets multiple dates and times. The
most common example is a childbirth class that meets over the course of a weekend or at the same
time over consecutive weeks. e.g. Friday 9/25 from 5-8 pm, Saturday 9/26 from 9 am-4 pm and Sunday
9/27 from1-5 pm A user needs only to register once to attend all sessions in the series.

Creatingrecurring occurrences
If your event has multiple occurrences that meet on a set schedule, itis possible to use an occurrence
to create multiple individual occurrences in the future using the ‘recurring occurrences’ tool.

To start, select an occurrence that will serve as the template as all the data contained within that
occurrence will be copied over to the newly created occurrences. From the occurrence details, select
“Recurrence” and then select “Creating Recurring Occurrence” being sure to make note of the
information in the blue box.
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Select the frequency of the recurrence e.g. daily, weekly ormonthly and the interval.
Depending onwhich optionis selected, you may be presented with more options.

Select therecurrence start date and end date as well as a start and end time. Recurrences will be
created on all dates between these two dates that meet the frequency criteria.

Click “Save and Return to List” where you will see all the new occurrences you have just created. You can
adjust or delete occurrences that may fall on a holiday by selecting the occurrence and managing the
dates.

Registration Forms

The Event Registration Forms screen allows you to create, edit orremove custom Event Registration
Forms.

To access this page, choose the Registration Form link from the main Content Apps Events menu, or
from the Data tab drop-down menu optionin the Events Content App.
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The Event Registration Forms page displays. Eachrow, orrecord displays columns as listed below. The
columns are sortable, as described in the Using the Column Sorting Options topic.

ID (Filter Event Registration Forms by the system-generated ID that was created when the form
was created.)

Form Name (This is the form or Template Name entered when the Event Registration Form was
created. Click thislinkto openthe edit screen forthe form. See)

Actions (Click the Edit pencilicon to edit the form on this row (alternate method). The edit
screen forthe form displays. Click the Copy icon to generate a copy of the form here.

How to Create a Registration Form

Click the Create New outton from the lower right of the Regizstration Form screen.

The New Template screen displays, as shown below. Create a Registration Form by defining a Template
Name foryour template in the required field.
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How to edit, copy and repurpose a Registration Form

To copy an existing registration form, simply click the copyicon asindicatedin the image below. Your
copied formisimmediately ready for use at the bottom of the list, with a confirmation message stating
that the Event Registration Form was successfully copied.

Click the form name or pencil (Edit) icon to rename the form orrevise the content by left and right
columns.
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For ourexample, the Registration Form - Waitlist Copy opens to the Edit Registration Form screen,
defaulted to the Basic Information tab, where you can change the name of your template.

There are three navigation tabs:

e BasicInformation

e ID(Thisistheread-only Event Registration Template ID that was system-generated when you
copiedtherecord.)

e Template Name (Edit your template name using this free-text entry field.)

e Left(orRight) Column

e Field Name (Thisis the non-editable field name.)

e FieldLabel (Thisis the display name of the field. Add the text you want the registrants to view.
Forexample: Add Me to the Cardio Care Newsletter.)
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e Field Description (Enter descriptive text about the field to give yourregistrants a betteridea of
how to useit. In ourexample above, we added a 415-character description for the newsletter.)

e IsRequired (Check this boxto make this field required. When enabled, the user mustrespondin
orderto save the form.)

e DataType (Thisis the read-only data type of the field. Inthis case: Drop-down.)

e Drop-down Options (Add your drop-down options in this free-text entry field.)

Button options are Cancel, Save and Return to List and Save.

Onceyour form has saved successfully, as demonstrated above, access the Scheduled Task - Events
Site Search Synchronizer to synchronize your changes, so they can be seen on the published page

WebMD Ignite Best Practices:

WebMD Ignite recommends avoiding the collection or storage of sensitive or confidential
information when adding custom fields to the event registration form.

Sensitive and confidential information includes, but is not limited to. Protected Health Information
(PHI) or patient data, social security numbers, or credit card numbers.

Manage Event App Settings

If you need to edit an event, navigate to the Events Content App.

To access Content App components from anywhere within CMS, click the Content Appsicon from the
CMS left menu.

To edit event app settings, you will want to access the settings.
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Now you’ll see several options within the settings screen, including search settings, detail settings, SEO
settings, Cart settings, Cancellation settings, and Roster Report settings.
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Most of these you should never have to adjust. Note that if you adjust some of these settings, it would
be best to have aWebMD Ignite developer to walk you throughiit.

Search Settings
Search settings lets you adjust how your events populate on your search results page.
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e SearchResults Page URL: Please do not touch this without discussing it with a WebMD Ignite
developer first.
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e Default Page Size: Adjust the number of events that present on the results page by changing
this number.

e PagerPosition: Choose where the pagination for your events sits - Top, Bottom, or both Top
and Bottom.

e Zip Code Search Results Options: Adjust the radii options for your search filtering.

e Site SearchIndex: If you aren’t seeing an eventinyour search results but have verified that the
eventis enabled, published, and has an active occurrence, then come here and click onthe
“Refresh Site Search Index” button. Sometimes things will get caught up in G2 search caching;
clicking this button helps refresh the site search.

Detail Settings
The Details settings adjust the details pages for your events.
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e Detail Page URL: Please do not make any changes to this field without discussing it with your
WebMD Ignite representative first.

e Direct URL Path: Please do not make any changes to this field without discussing it with your
WebMD Ignite representative first.

e Direct URL Formula: If you’d like to adjust the end part of your location’s relative path to include
different information, you can use this Direct URL Formula to make edits using the available
tokens. You can also insert your own language between tokens. Note that this formula, unless
overridden at the specific eventinstance, willhold true for ALL events onyour site.

e Default Eventimage URL: If you're using a defaultimage that is different fromthe one that was
originally set up foryour site, enter the relative path here.

SEO Settings
The SEO settings change the SEO foryour events.
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Use the available tokens, your ownlanguage, or a combination of the two to develop a standard SEO
formula for all of your events. You can set specific formulas for Title, Description, and more.

Cart Settings
The Cart settings adjust the cart page foryour events.
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Choose the timeframe for when an eventis considered abandoned andis canceled. The default time s
15 minutes. Here you can also disable the cart oradd multiple confirmation emails.

Cancellation Settings
The Cart settings adjust the cart page foryour events.
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Enterthe URL foryour cancellation page in the Cancellation Page URL field. Enter aninternal contact’s
email (option) into the Refund Failure Contacts field. If you want to allow event registrants the option to
cancel theirregistrations on their own, make sure that Enable Self-Cancellationis clicked.

Roster Request Settings
Rosterrequest settings lets you enter the email addresses for those internal individuals who are
authorized toreceive event registrationroster lists from the system.
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Registrant Search

The Registrant Search option allows you to search and view event registrant information. This page
contains a filter to assist with locating event registrants and events by name, with options to Apply (run
the filterbased onyour selections), or to Clear Filter.

To access this page, choose the Registrant Search link from the main Content App Events menu, or from
the Events Data tab drop-down menu option.
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Events List

EVENTS Events event topic

Once ontheregistrant search page, you'll be presented with a whole host of filtering options to help
yourefine your search:
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ID: Filter the eventregistry tolocate aregistrant by ID. This is the system-generated transaction
ID that was created when the registrant paid for the event occurrence. Use this filter to quickly
match event registrants to payment transactions in either Payflow Pro or Authorize.net. This is
useful toreconcile payment transactions, or for cancellations, when you need to issue arefund.
Registrant Name Begin typing the name of an event registrant to populate an alphabetized
listing for this filter.

Registrant Email: Begin typing the email address of an event registrant to populate an
alphabetized listing for this filter.

Event: To quickly locate registrants for a specific event, first make a selection from these
drop-down options, then use the Event Occurrence filter. The type-ahead feature is available
for this field.

Event Occurrence: This field Is dependent on the Event field selection above. Once an eventis
selected, choose an event occurrence from the listin the format (ID - Date Time).

Registrant Status: Options are Active or Removed. Use the Registrant Status filter to retrieve
and view information onregistrants that were previously removed from an event.

Onceyou’ve filtered for and found your registrant, click on theirname to edit theirinformation, resend
confirmation emails, or remove them from the event occurrence. Remove is in the lowerright hand
corneronce in the registrantinformation screen. You can also resend confirmation emails from this

screen.

Event Reports

The eventreporting tool can be used to report on nearly every aspect of events including events,
occurrences andregistrants.

Reports can be shared across all event admins or marked as private and only available to the user that
createdthereport.

To get started, select Reports from the Events card in the content apps admin.
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Q. Registrant Search

& Registralion Forms

& Discount Codes

This will bring up alist of any existing reports accessible to you (either those created by you or others
marked public oryourreports marked private.)

Create New Report
To create anewreport, select “Create New” in the bottomright corner of the screen.

Awizard style guide will step you through the four part process in creating areport.

Note: It'sagoodideato save the report periodically as you go so any changes are not lost due to
connectivity or timeoutissues.

Details

Enteraname (required) and description (optional) in the fields. If you want to limit access to the report
to only you, tick the box marked Private. Thisis a good idea if you expect to make multiple reports that
are only to be used by you as it willkeep the reports interface free of clutter for other users.

Click Save Report and then Next Step.

Fields

The next step involves selecting and organizing the fields you wish to include on yourreport. The fields
are organizedinto three sections: Event Fields, Occurrence Fields and Registrant Fields and contain
nearly every attribute in COD10 events that can hold data. To include a field on yourreport, drag it from
the pane on the left to the pane on the right. The order will determine column orderin the resulting
report. Toremove a column, simply drag it from the pane on the right back to the pane on the left.

Onceyou have selected the fields, click Save Report and then click Next Step.
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Query
The next stepis to define the query on which you want to search. Similar to the fields tab, you can query
against almost any field that stores data in the CODT0 events application.

There are two modes: Simple and Advanced.

Simple allows you to build a cluster of AND statements that will be evaluated against the fields queried
toreturnresults. You can add additional groups which will be evaluated as OR statements. Statements
within these groups will be evaluated as AND statements as well.

Select the field you want to query against by using the dropdown and then the operator (e.g. equals,
contains, does not contain, greater than etc. These operators will change depending on the field
selected\data type contained within the field.)

The scope of the query is completely configurable. There is no right or wrong way to build a query. Note
that abroad query may return alarge number of results while a highly specific query could returnno
results at all.
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Report Query

Query Mode simple v

Query Criteria

© Add Condition [l @ Remove Group

The Advanced query builder allows for building nested queries using a mix of AND or OR operators.
Once you have built your query, click Save Report and then Next Step.

Results
Now that you have added your fields and built your query, it’s time to run the report and see your results
set. Click “Run Report” to see the items that match your query and the fields youincluded in your report.

Once you have run the report, you can click the green “Download” button to generate a CSV of your
result set.

If youreceive a message that says “No results found” you may need to adjust your query to be less
specific.

This video goesinto more detail about how to effectively use reporting.

Email Templates

Email Templates save time and support accuracy in communications with your event registrants. You
can configure different email templates for use across different types of classes with consistent
messaging and branding. E.g. Avirtual\online class that contains instructions on how to download
Zoometc.vs anin-person class that contains a Google Maps link with directions to the class.

There are four emails that may be sent to registrants of a class which can be customized and templated:
e EventRegistration Confirmation
e Events Admin Cancel Attendee (If the registrantis canceled)
e EventRegistration Reminder (If reminders are enabled on the event)
e EventRoster Notification (Ad hoc email sent manually to current registrants containing updates
toanevent)

Additionally, there are several administrative emails sent by the Events module that can be customized,
butnottemplated.i.e. You can't choose a different template on a per event basis.

Theseinclude:
e EventRegistration Contact Notification
e EventRosterRequest
e EventRoster Summary
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e EventWaitlist Confirmation

e EventWaitlist Registration

e Events Admin Cancel Contact
e Events Admin Refund Failures

CODI10 has default email templates already set up for each of these communications. You may edit the
default templates or create new ones and assign them to classes as needed.

Editing the default email templates
Incontent appsin the Configuration pane, click on Templates.

CONFIGURATION

B4 Payment Gateway & Data Import

& Health Content U Roles

i= Custom List Layouts
@ Scheduled Tasks & Syste Et'.ings
(4' Custom Links

¥ Dynamic Columns

Alist of all existing email templates will display. The default templates will have Default listed in the type

column. Any custom email templates will have the type of email (e.g., Event Confirmation) listed in the
Type column.

To edit an existing template, click on the name or editicon corresponding to the email you wish to edit.

/
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Each of these email templates have the same form fields, as described below:
e From Address (Enter a properly-formatted From email address (email@domain.com)in this
free-text field.) Note: In order to use a non-Webmd email address you must follow the
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instructions in the SPF & Whitelisting Updates section of this document to allow emails to be
sent from your organization’s domain.

e Subject (Enterthe subject of your emailin this free-text field.)

e Body (The fieldsin this section comprise the body of your email. Use the formatting toolsin the
included WYSIWYG editor to style the text elements of your email. Drag applicable tokens
onto the body text where needed to personalize your message with existing data about the
recipientandevent.)

e Hide (Expand/contract this control to Show/Hide the Body section of this email template.)

The body text allows you to compose the contents of your email and dynamically insert values related
to the event and registrant using the tokens from field tokens pane to the left of the body.

Arrange the text of your email and any related tokens as needed and press save.

Note: The $EventsinfoStart$ and $EventsinfoEnd$ tokens must wrap any event-related tokens e.g.
EventTitle, Special Instructions, Location etc.

Body Hide v v

Field Tokens H1 | H2 | H3 | H4 | H5 | H6 | P | pe | ® B I|U §|=s|lsE|C¢|92]|0

EveniTille a

<> | @ | ElBrowse % | O Words® 22 Characters: 428

I

LocationName Thank you for registering for the following events:
S$EventsinfoStart$

Occurrencelnstructions SEventTiles
$EventDateTime$
$LocationName$

RegistraniEmailAddress $LocationAddress$

FirsiName:

LocationAddress

RegistrantAddress

RegistraniFirsitlame

RegistrantLasiHame
Registrants

Gl A $RegistrantFirsiName$,
$RegistrantLastName$

fud $DiscountCode$
$RegistrantAddresss
$RegistrantPhone$
S$RegistrantEmailAddress$
$EventSpeciallinstructions$

TotalAmountPaid

Creating anew template
From the list of existing templates, select Create New then select from one of the four template types
inthe dropdown menu.

Template name, From Address and Subject are required. You may optionally add a description of the
template.

Depending on the template type selected, the body of the email will be pre-populated with the default
text and tokens. Edit the template as needed and press save.

Using custom templates on Events
To assign a custom template to an event, select Emails Templates from the left column of tabsin the
eventrecord. You can then select your custom templates from the dropdown of each email type.
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Event Cancellation Templale

% Direct URL History

Tempilate Mame . Default -

Note: You can also create a one-off custom email template from within each event record by selecting
“Custom” from the dropdown menu. The process is the same as creating a new template, however the
template willnot be saved and available for use by other events.

SPF & Whitelisting Updates

If you're wanting your event registration emails to come from an email address that you manage (i.e.,
classes@yourorganization.org), you willneed to create SPF records with your IT team and ensure that
your events are set up to send from yourinternal email address.

Foryourwebsite thatis hosted by WebMD Ignite on the Crownpeak platform, you willneed to do the
following:
e Create an SPFrecordto send from the following two IP addresses:
149.72.63.232
e  Whitelist medseek.com within your email server so emails that don’t originate from your domain
are notrejected

You can check your SPFrecords here.

You will also need to check to make sure that your events are set up to use the correct sender email
address from within the content apps.

If registrants are receiving emails, but they’re coming from the wrong FROM address, that signifies an
email template configurationissue. Loginto the Crownpeak platform and access your Events content
apps to fix this.

Click Events List to search for the event that’s sentincorrectly. Enter the event name into the keyword
box.
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Click onyourevent to editit.
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Looks for Email Templates in the left-hand navigation of your event:
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W Tempimis
DHsCounts
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Ever: Raeminder Temghate

COOATENeS

Temp'aie Home Deetoul

Registration Guestong

Regisiration Formas

m ey Tirripiarie

Tasnnnersy
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Drrect URL Hisbony
Temparis Moarms - Dol -

hamy' Tiaimigd it

Descriplion  An emall sent bo reg sirants reminding them ol an upcoming avant

Descriplion  An email sent o reg sirents when Tar megeimaton is cancelisd by 8 stafl member,

You should see three event templates you can edit;
e Event Confirmation Email
e EventReminder Email
e FEventCancellation Email

Click View Template to edit.

Evant Confirmation Template

Template Mame Default w
Deacription g1l 1o registrants confirming their registration.
Onceinside the event template, you’ll see one of two layouts:
Id ]
e Evert Ragistration Confirmation
Daeacripbion An pmall sent io registrants corfrming thisir registration.
Syt Evwiit Regisiraton Confirmatian L
Body gk
Flaid Tokens PN [N (I R IS e I I e
o P ped il n v T L = - -u w n -

OR
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Mama  Event Registrmtion Condiration

Dusscription  An amail 380t 10 regisirars confirming their regsteation

mareting bearm_phkchl 85EErkech.ong o

Sabject Ewent Regesiration Confirmalion -
Baody Hider wr
Services

Note: Before adding or editing Services, check with your WebMD Ignite representative. This
functionality is not used by all site instances.

This section allows you to set up a dynamic services search, similar to Providers, Events and Locations
where there is a Services search page, results page and details page.

Setting up services this way is optional and most clients do not use this feature. However, whenitis
used, it allows Services data to be available in the form of a ‘token’ which can be usedin the ‘Services’
section of alocation and pulled in dynamically where needed, rather than entered manually. The most
popularuse case for thisis creating a Service record that acts as a pointerlink to the actual service line
page (whichis typically a more robust page) and attaching that pointerto a Locations record. We will
demonstrate this below.

Navigate to Content Apps > Services

Click Services List.
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Sarvices
& = -
Click Add New button.
b o o
L]
|- B

Inthis example above, the Services detail page would use the Name listed above as the H1. And its
contents would be the link showing in the description.

The SEO fields allow you to customize the SEO settings for this services page.

In effect, usedin the way described above (and how this is typically used) is to provide alink to actual
serviceline pages. Now thisrecordis available as a token.

Now you can go into the Locations details widget and drag this token overinto the Services tab by
clicking the Add Existing button. (search for ‘Radiation Therapy’, select and press ‘Add’.)

2
i
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EEQ Lecation - Acme Medical Gener
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Now that ‘Radiation Therapy’ service termis associated with the Acme Medical Center, the radiation link
(and any other service related data entered as part of that services record, is now pulled into this Acme
locationrecord.

Taxonomy

Taxonomy is a very powerful way to help create a more robust search functionality for your users.
However, keep in mind that if not approached carefully, taxonomy can also potentially cripple your site
search effectiveness. Remember that sometimeslessis more.

When you develop your taxonomy keyword list, you must think about the end user and how they search.
You can also use third-party tools to help you: Google Analytics will tell you what users are searching for
onyour site today, keyword planning tools, Google Trends, etc.

WebMD Ignite has a taxonomy approach that we can help youimplement if you'd like. Ask your team for
more information.

The taxonomy functionality can be found under your content apps.
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TAXONDOMY

The simplest way to develop your terms and terms associations is to think of them very broadly. The
easiest way is to create three buckets foreach of your service lines: a general bucket, a conditions
bucket, and a procedures bucket.

To create these buckets, click onyour Terms List in the Taxonomy box and Create New.

Taxonomy Terms

e ol menags all Toonomy Terms defined or the syaieT

Harm Grousing Term

L NS B TETRORIY [
Alergy sl Imvrarokagy Gordiions Tivs

b Alorgyerd Imrrurclagy Pracaduns [FT

B\\\!\\\\\\\\\\\\E

Amodal will pop up where you can enter one taxonomy bucket or multiple buckets. If you are entering
multiple buckets, be sure to put only one on eachline. You cannot use commas to separate, you have to
use ahardreturn.

Once yourbucket(s)is(are) created, you can add synonyms. Click the pencilicon to edit.

R S rgary trina
T — -

Poiaric: Sy Pacechers. toiss
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Synonyms should be separated by a comma with no spaces between them. Spacesindicate to the

system long-tail keywords. Examples:

Term - Bariatric Surgery

Fid Tawrri ind pavmation

Hamre Uorato Supay
SRS TN B, TR TN 0, LT 10 0 5 ST SR, A -, Y ) i s Y s
A iy B

Term - Bariatric Surgery Conditions

Fdt Term mforrorion

M Raviafric Norgary Cordlbions
SymangTE AT, S ESR Y, DRGNS AT BIDL, A D] T KR, AT MO S50ty
g Ve

Term - Bariatric Surgery Procedures

B T nioemanon

id in

[ Rarak i Surgery Praceduss

NPT REEEETTRN oA, wioeach papie vicerac b saphe Leneny B g

GmEng Tem

Sy THECDHE PR b g Sserweeyanl cuecersl paich, e o nnees. doodans)| o mader by e s ik cevima betianee
bl o, lareac ope band e Barcl gastic rearcive gasiic senisiorducdone e aadich sad o seeve sestecionTy sasecion Leperme o 1lomash inmding oyiona.

You do not need to click Grouping Term.

Once all of your synonyms are entered, you need to pull theminto the taxonomy architecture. Navigate
to Terms Association either through the content apps card or through the dropdown menu at the top of

the taxonomy content app:

File

Home Data -

Mame

View

s defined in the syatem

Grouping Term
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Tree Viewis easierto use, so toggle to Tree View:

Taxanomy Term Associations

] R e Lt ]
II.W@

[ Aamaciror P

Onthe Terms bar at the top, click the plus sign all the way to the right to add a new term:

=i Vi T View

v e I (D ®

Type your keyword in the fext box that presents until your term(s) entered in the previous step
Oppears.

Taxonomy Term Associations

Wiew and manage all Taxanamy Term Assockations defined in the system

List Wi Iree Yiew

Ty e rprancnied ||ur4

¥ Addiction Medicine

Once all of your terms have been pulled into the tree view, you can drag and drop them so they nestle
appropriately. The best approachis to take your three buckets for each service line, having the general
be the service line bucket and nestling the other two (Conditions) and (Procedures) as children of that
term. You should end up with something like the following:

Tribd i

v e ERED EEED N

W Sdgichon Maedion

% % % % O% % ON A
+ & + #
H X

Assign taxonomy term to providers/locations/events/services

Now that you've entered all your keyword buckets and synonyms and associated them in the tree view,
it’s time to start adding them to areas throughout the site.

Let’s start with Providers. Navigate to your Providers content app and click on Specialties:
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& Board Cerilications @ Languages

R Clinical Intrmests
Ml Education Types

 Ganders

Following these steps will append all of your synonyms to every single provider on your site who has that
specialty. Choose your specialty from the list and click through to the taxonomy tab. In the field next to
Taxonomy Terms start typing in the name of the taxonomy bucket you want to append to that specialty.
Whenyou’re done, click Save. Repeat this process for all specialties.

Specialty - Allergy/Immunology

Fell Spacialy informeliar
Hauc nforranas

w A\

axzroTy T Aiorgy and Immusciogy

Alorgy ara MR ology = ARSI 824 IMTUAsiogy Condmons

Miorgy iand immusclogy > Aloroy asd immunoiogy Prooeduree

ypa fo eaarch

Eumtom Kaywords

Encluded Kayworda

Efaotive Kapwondy BORTITIAPOT b, A 1 P OTOra Ty G o0, P AT, 3Rl ol e, WAt ETVT ) (016, 3 g
O (TN G AT (Rer ks, § B e Serlvg P S £ 48 o s, Sl SN AEepe 1S W Bkt aerge
rhincairsts aleglc visculialinrgc whsseng ol inrgie, by langy mnd irvma rology alergy and mimancingy canddcrasiley

Note: You may have some physicians who want additional or fewer terms applied to their profiles. This is
easily manipulated in that specific provider’s profile. Navigate to the provider content app and search
foryour specific provider.

You should see alist of Effective Keywords if you have completed the previous steps. You will also see
additional fields for Custom Keywords and Excluded Keywords. Custom keywords is where you will
add any keywords not already on the list of effective keywords. Excluded keywords is where you will
add keywords for which the provider does not want to presentin query results.
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The approach for Locations is exactly the same, however, you will access Services from the Locations

menu:

ay
[

e

LOCATIONS

B Locations List
A Location Types

F Insurances

Adding taxonomy to events must be done at the individual event level. In the Event edit screen you will
see ataxonomy tab where you can pullin your existing buckets oradd custom keywords. Note: this can
only be done at the main event level. Each occurrence inherits the taxonomy from the main eventlisting.
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You can also add taxonomy at the individual page level. If you view your page in Preview and hover over
the bottom of the page, you’ll see a meta configuration box pop up.
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Tince you see the gray box present, click Configure to edit:
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You'll see an option for Taxonomy where you can begin typing the appropriate bucket(s) you want to
appendto your page.
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Taxonomy

Taxonomy Tenms

Inherit Folder Tags

Taxonomy

T onomy Tarms

Inheril Folder Tags

ype to search

alles

Allergy and Immunalogy
Allergy and Immunology > Allergy and Immunology Conditions
Allergy and Immunaology > Allergy and Immunclogy Procedures

Save and deploy to live when you’re finished.

Of important note is that you may need to adjust your search widgets to search using “starts with”

instead of “contains” to ensure a betteruserresult. Forinstance, if you’re using “contains” and someone
queries “urgent care”, the site will look for all pages using both “urgent” and “care” vs. if you have “starts
with” as your query, it willlook for “urgent care”.

Content Apps configuration

Introduction

The Configuration section within the content apps allows administrators to interact with the CMS to

configure and manage various functions that support the user experience. Activities available within the

Configuration sectioninclude:
e Payment Gateway

Roles

Health Content
Custom List Layouts
Scheduled Tasks
Custom Links
Dynamic Columns
Datalmport

Email Templates
System Settings

ALL CONTENTS ARE CONFIDENTIAL

Confidential © Copyright 2023 WebMD Ignite. Allrights reserved

May not be reproduced orredistributed without the express permission of WebMD Ignite.



BE= Payment Gateway
& Health Gontent
= Custom List Layouts

& Scheduled Tasks
& Custom Links

¥ Dynamic Columns

CONFIGURATION

8 Data Import
U Roles
E4 Email Templates

& Systemn Settings

Payment Gateway

= wesMD Ignite”

The Payment Gateway allows administrators to configure and manage online payment vendors for use
with Event Registration and online payment. There are three supported payment vendors within the

CMS - Authorize.Net, PayPal PayFlow Pro and Tempus.

On successful payment, a confirmation page is displayed to the Event Registrant along with an email

confirmation.

Of important note - an account with the online payment vendor must be created prior to creating this

configuration.

Selecting Create New will present the (3) available payment processors.

\IL
i



A}

Select Payment Gateway Type to Create

Authorize.Net Fal’g;?,{w Pro TE Mfgs_'!'

The available fields will differ depending on the specific payment processor. Thesa fields will be
provided by the merchant account upon initial setup with that vendor.

Example:

Mew Authorize.Met Configuration

Srvrin 0 v e rn U Seefrprpion » fw e

Sy

Corfmurmton b *

Cevr T -

Liew e L

L FERaTIOE By

Tari Live Baiings
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T TERATIOR Ry

Parrars o o Cane -

Once completed, select the Save or Save and Return to List button.

#

To Edit arecord, select the pencilicon to theright of the desired entry.

In orderto associate a payment processorwith an online registration form, please review the Events
Management Content Apps Registration form set up.

Custom List Layout
Acustomlistlayoutis used to create and curate a specific set of content to be displayed on apage. This
configuration option allows the administrator to control the layout of this area.

Selecting New will display the following screen:
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e Id-adynamically assigned numeral value
e Name - name of custom list
e ContentType - dropdown of all available content types, both data driven and content
e HeaderLayout - WYSIWYG field to style the content of the header section
e ItemLayout - WYSIWYG and token field field to configure and style the content of the actual list
e Item Separator Layout - WYSIWYG field to style the content

e FooterLayout - WYSIWYG field to style the content or the footer

Once completed, select the Save or Save and Return to List button.

&

To Edit arecord, select the pencilicon to theright of the desired entry

Scheduled Tasks

The Scheduled Tasks area of the Configurationis areal-time dashboard of all ongoing activities the
CMS relies upon to stay continually updated. An administrator can both view and manage scheduled
tasks within the system.

D v

Scheduled Tasks

N T TR ey, e L e ® e
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e Name - name of the schedule task
e Schedule - whenthe scheduled taskis scheduled torun
e NextRun - specific time until next scheduled run
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e Status - status of the task (waiting, success, error, etc)
e Task Queue - the
e LastRun -thelasttime the task runwas completed

Actions - an administrator can manually kick off a task by selecting the Run Task ° icon. The status
willupdate to show the taskis in progress. Additionally, selecting the Edit icon allows the administrator
to view the task details, set schedule, and can also choose to run the task by selecting Run Now:

Scheduled Task - Site Search Synchronizer

Edili Gorwdyied Task efearalion
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Dynamic Columns

ADynamic Columnis used when thereis not an appropriate field or field type available within the basic
field set of the Provider, Location, Events content apps. This canbe the case for eitherauser
experience need or a dataintegration requirement.

To create anew Dynamic column, select the New button
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There are three sections to be completed:

Basic Information
e Id-adynamically assigned numeral value
e ContentType - the content app data type (Provider, Location, Event)
Field Name - admin side name of the field - this value can not be edited after creation
Field Label - user side label; editable after creation
Field Description - description of the dynamic column function
Section Header - header that displays the field in the admin Ul. Multiple fields with the same
heading, and having sequential sort order values will share a single section header
e SortOrder - the orderin which fields are displayed in the admin Ul

Field Data
e DataType -the type of field - options are text, number, date, dropdown*, content editor
Dropdown - if data type = dropdown, configuration for the dropdown options appear here

e MaxLength - numerical value of maximum character limit for field
e IsMultiline - if checkboxis selected, the field canaccommodate multiple lines
e IsRequired - if checkboxis selected, the field is required
e ReadOnly - if checkboxis selected, the field isread only
Field Options

e IncludeinSite Search - if checkboxis selected, dynamic columnisincluded in site search and

accessible within custom lists
e Includein Keyword Search - if checkboxis selected, dynamic columnisincludedinwidget
keyword search
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e Available in Widget Default Queries - if checkboxis selected, dynamic columnis available in
the default query setting of searchresult widgets

Wizard Options
Wizard Step - only used when content type = event. Dropdown field to dictate what step the dynamic
column should appear within the wizard workflow

Once completed, select the Save or Save and Return to List button.

#

To Edit arecord, select the pencilicon to theright of the desired entry.

Datalmport

The Data Import configuration feature allows the CMS Administrator to configure data sources for
import. As this feature requires additional set up and subscription services, please consult a WebMD
Ignite representative for more information.

n D

Mew Data Import Source
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Digital Quality Management

Digital Quality Management (DQM) is a platform that provides reporting, by a library of continually
updated digital technical and legal specification standards on all issues detected on your site, whether
yoursiteis Live, in development orin Staging.

HG CMS V3 DQM Capabilities

WebMD Ignite CMS Digital Quality Management (DQM) s a cutting edge, cloud-based platform that
provides up-to-the-minute reporting, by a library of continually updated digital, technical and legal
specification standards on all issues detected on your site, whetheritis Live, in Development orin
Staging.

HG CMS V3 DQM provides the only automated digital governance solution that integrates directly with
your healthcare web Content Management Solution (CMS), assuring a high-quality, consistent
customer experience across every page and asset of your site.

With DQM, you can quickly target and resolve SEO issues, which can affect how easily your pages are
found, and ultimately conversionrates, using included best practices and rule customization.

With DQM, you can:
e Viewaconsolidated analysis of error classifications on all your web pages from a central
dashboard.
e Ensure Web Content Accessibility Guidelines (WCAG) 1.0 and 2.0 and Section 508 accessibility
standards-compliant content. For more information, see Accessibility in DQM.
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e Easily correct details such as broken links, orphaned pages, readability and misspellings (in
multiple languages), which can have a strongimpact on public perception.

e Quickly targetandresolve Search Engine Optimization (SEO) issues, which can affect how
easily your pages are found, and ultimately conversionrates, using included best practices and
rule customization.

e Quickly targetandresolve URL structure and code issues, as well as privacy and cookie policy
inclusion and mobile device optimization.

e Automatically monitoryour digital properties 24/7, by crawling your sites, regardless of
channel, with configurable frequency. (All dashboards are set up for weekly scanning.)

e Protectyourbrand withreporting for brand violations, such as usage of anincorrectlogo or
color palette, incorrect font, punctuation orimage assets, consistent use of terminology,
language clarity, use of prohibited terms, etc., across all digital experiences.

e Detectsandtrackskey digital assets across all of your sites, making it easy to review and
replace files.

Take your web presence to the next level by proactively detecting and resolving all major digital
presence issues.

Accessibility in DQM definitions

Providing a good user experience is crucial for the success of any website. Forusers with limited
abilities, browsing a website can be difficult. Improving your website so that it is easy to navigate forall
users increases your range of potential customers and improves your SEQ',

Whatis WCAG?

The World Wide Web Consortium (W3C) has published Web Content Accessibility Guidelines (WCAG) in
order to help businesses make their websites accessible for users with disabilities, or users with limited
devices (such as mobile phone and tablets). The latest guidelines released are the WCAG 2.0 on which
DQM bases their checkpoints.

What are accessibility Levels A, AAand AAA?

These levelsindicate the degree of compliance. While level A covers the basic needs of a website to be
easily accessible, level AA and AAA are based on higher standards. Most businesses aim to achieve a
level of atleast AA.

What is a Benchmarking Score?

The Benchmarking Score will give you an indication of how compliant your website is to WCAG
standards. The scoreranks from1(low) to 10 (high). However, please note that the level AAand AAA
contain checkpoints that cannot be tested by scanning your website. Forthose, you will need to check
your pages manually. An example for a manual checkpoint would be, whether your website has
supporting audio or whether the colors usedin the design are easy to see for a person with impaired
vision.

'The object of Search Engine Optimization (SEQ)is increasing targeted internet traffic and ultimately
your Return on Investment (ROI). Thisis best achieved by improving your search rankings, by optimizing
your pages, so that search engines can find them.
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Why is one checkpoint flagged for alot of my pages?

There are anumber of reasons why one checkpoint exists on many pages. The firstreason could be that
the flaggeditemis a part of your website’s template and is shownincorrectly on every page. In this
case, fixing the issue in one place will resolve many of your checkpoints at once. Another possible
reason could be images without alt tags.

What are alt tags and why are they important?

The alt tagis contained within the image tag <img>. Although alt and title are commonly referred to as
alttag or alt text and title tag, they are not actually tags. Alt and title are attributes of the HTML image
<img> tag.

Acomplete HTMLimage alt tag is written as follows:
<img src="my_image.png” alt="my image description” title=“image tooltip”>The alt text (alt=") should
describe theimage and its purpose.

Images without alt tags are highlighted as checkpoints for a few important reasons. Configurationis
available torestrict saving pages without an alt tag for all of yourimages, if desired.

Alt tags are important for 508 compliance screenreaders, such as Job Access with Speech (JAWS),
which generates audial speech and Braille output for users with visionimpairment.

Images whose intent is strictly design-based, that are in the HTML of your page rather thanin the
preferred CSS, should have an empty alt tag attribute, forexample: <img src="my_image.png" alt="">,
so that screenreaders will skip over thatimage.

Alt tags are also important for SEO. The title attribute is displayed as a tooltip when a site visitor hovers
overtheimage. It canevenbe used as an additional call-to-action (CTA), forexample: “This service is
now offered at areduced price!”

Alt tags with a title attribute also provide a text alternative for search engine crawlers and robots such as
Googlebot and can positivelyimpact search engine rankings. Images with correctly-formatted alt tag
attribute titlesinfluence both indexing and ranking of the page. They also enrich the user experience for
those using browsers that cannot processimages.

Anotherreasonto use the title attribute: Firefox, Chrome, and other HTML W3C standard-compliant
browsers won’t display hover text forimages if the title attribute is not present oris empty.

Other common compliance errors

Awarning for meaningless phrases such as "Click here." used for link text may seem trivial, but thereis an
important reason for this compliance flag. Theintentis thatlink phrases should make sense whenread
out of context, for screenreaders.

JAWS has an optionto display alist of links on the page to the user. Along with this, JAWS has an option
tolist allheadings on a page andis a popular way for visually-impaired users to orient themselves and
more quickly discoverwhat they're looking forin a document.
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Priority flag

Issues with priorities are flagged as displayed below.

3.1 All images should specify an "alt” attribute 580

Non-compliance canbe a costly mistake for websites that do not provide accessibility to all.

Where can | find help understanding a checkpoint?

At the end of each checkpointis aninformation Why? icon. Hover over thisicon for a quick view of
additional information regarding why resolution of this checkpointisimportant. Click ontheissueitself,
and the Source tab to directly access the problem areain the code.

12 issues found:
CONTEMNT
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1.10 Usa comectly )
nested headings

LINKS

2.2 Do not have '5"
links wishout content
IMAGES

3.1 All Images = (D
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TITLE & METADATA

5.6 Pages R @
ahiild] santain metadats

Why?

The "al” altnbule 15 designed
lo provide a shodl lexd
descriplion thal can be used in
place of the image. If the
image does not convey any
meaning, the "alt" atiribute
should be left empty.

This indicates to assistive
technology that the image can
be safely ignored
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How does the DQM platform work?

The DQM platform works on three levels. The DQM platform routinely crawls your websites and
monitors for any violations based on the rules and priorities in place, without affecting performance.
Crawl frequency is weekly. Priority issues are flagged forimmediate attention.

This informationis analyzed, organized and presented in anintuitive and comprehensive online
dashboard, known as the Website Dashboard, to ensure quality and compliance for your live web
presence.

Onceinstalled, the DQM Page Checker tab validates any selected web page with one click, for these
same brand, code, compliance, SEO and compliance risks, using the rules and priorities you have set.
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Asyou are building your site's pages, the DQM report accordion validates against all of these
configuredrulesinplace, so that you can address any issues prior to publishing.
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Page Checker

When youreceive your DQM user account andlogin to the platform, you will notice an orange button at
the top-center of the Website Dashboard Overview page.

If you arein Chrome, first be sure the bookmarks baris displaying (Ctrl + Shift + B). Click the Install DQM
Page Checkerbutton.

m‘m

Theinstruction screen displays. Drag the orange box to the browser bookmarks bar, as shown below, in
Chrome. You will see a "+" signin a white box when you are over the correct area of the bar.
Release the mouse button. Theinstallisinstantaneous. Click the Gotit! button to close the instruction

screen.

+

Once you haveinstalled the DQM Page Checker, your browser view should have a bookmark, as shown
below.
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Installing Page Checker in MS Edge

Installing the DQM Page Checker in MS Edge involves the same steps, with one exception.

You must first display the MS Edge Favorites bar, by, if you have not already, right-clicking to the right of
the address bar and selecting Favorites Bar. This will provide space under the address bar for
bookmarks.

Continue, as above using the Install DQM Page Checker button.

B L e T B e P R = Y =)
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Thisis the DQM Page Checker installed in MS Edge. Go to a site and clickit for aninstant evaluation,
based onthe currently configuredrulesin place.

Using the DQM Page Checker

You can now use the DQM Page Checker on any site. Go to any site, then click the DQM Page Checker
bookmark we just created. You canview the issues on that web page listed, and highlighted as
demonstrated on our demo site, for whicheverissue you click.

™ DQM Page Checker

You can check any site to compare how your site rates against competitors, without having access to
the CMS.
Assists your site editors in both pre and post publication mode.

Inline Quality Management

Let's start at the ground level, the authoring environment for your website. To analyze and correctan
individual page in your site, you can use the dockable Digital Quality Management panel. Withyour
page openinInline view, you can see problem areas highlighted in yellow. Openthe DQM panel by
clicking View > Digital Quality Management.

The pie chart shows your Pass/Fail statistics visually and in percentages. The blue area and
coordinating blue bullets below it, indicate compliant (Pass) items. The red chart percentage and
bullets are your problem (Fail) areas. Use the drop-down menu to view Pass/Fail information by
category.

Categories are: All Topics, Accessibility, Brand, Legal, SEO and Usability. The pie chart and bullets
update accordingly. Errors and their solutions are defined inreadable language with View More links for
additional information, with Web Content Guidelines (WCAG) 2.0 sectionreferences.

Accessing the DQM Website Dashboard from the CMS Application

You canview DQM information from a couple of places in the CMS application. To quickly overview
problem pages inyour site and address them from one source, use the DQM Website Dashboard.
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e Toaccessthe DQM Website Dashboard, clickthe DQMicon from the left-hand panel. Thisisa
link to the dashboard view. Log in with the username and password provided to you by your
administrator.
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Viewing a single page in the DQM Dashboard from the CMS Authoring Environment

You can also open a single page in the DQM Website Dashboard from within the CMS application. From
anopen page, whetherin Preview, Inline or Form view, go to the Last Published Linkicon and select an
option. Forourdemonstration, we chose Live.

Praview line

Wb View
salesrefarance i va

SEQVICES = onTH
aalesretarence-ih-alage

DQM Dashboard (external)

The online DQM Website Dashboard is also known as The Analyzer. There are four tabs: Overview,
Issues (with options: Priority issues, Allissues, Issues by topic, Worst pages), Spelling, (with options:
Misspellings by word, Misspellings by page) Inventory and Accessibility. You can tackle the largest
issues first, by selecting Worst pages from the Issues tab menu.
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Worst Pages Bampiase

Much of your time will be spent within Issues. Issues can be designated as prioritized. Standards can
range from content presentation, links andimages to URL structure and cookies. You canview the full
list of Issues, as shown.

Working with these tools empowers your content management team, by reducing the chance of
complianceissues that can be created, so they can focus on creating conversion-centric content for

your organization.

You can have as many websites in the platform as desired and administer each one on a separate
dashboard.

The following table lists all the rules from this page.

Category

(Ofe]le]eE-IRVIDVVA All pages should contain headings.

Content All pages should contain an <h1> heading.

Content Do not use underlining to highlight text.
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Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Links

Links

Links

Links

Links

Links

Links

Links

Links

Images
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Large blocks of content should be broken up using
subheadings.

Do not artificially create bullet lists.
Do notuse bold <b> tags to emphasize text.
Do notuseitalic <i> tags to emphasize text.

Do not have multiple headings with identical text.

All data tables should correctly define headerrows
and column headers.

Use correctly nested headings.
Do not create blinking text.

Do notusejustified text.

Paragraphs should be no longer than 100 words in
length.

H1Headings should be nolongerthan 10 wordsin
length.

H2 Headings should be nolonger than 10 words in
length.

H3 Headings should be nolongerthan 10 wordsin
length.

Do not use “Submit" as button text.

Do not overuse uppercase formatting.

Do not use meaningless phrases such as "click
here" or "more" as the entire link text.

Do not have links without content.

Indicate when a link will openin a new window.

If animageis the only contentin alinkit must have
"alt" text.

Combine adjacent links togetherif they have the
same destination.

Broken external links.
Brokeninternallinks.
Brokenimages.

Do not make links too long.

Allimages should specify an "alt" attribute.
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Images
Images
Images
Images
Images
Images
Images
Images
Images
Rich Media
Rich Media
Rich Media
Rich Media

Rich Media

Tile and
Metadata
Tile and
Metadata
Tile and
Metadata
Tile and
Metadata
Tile and
Metadata
Tile and
Metadata
Tile and
Metadata
Tile and
MY ETe EYE
Tile and
Metadata

Template

Writing Style

Provide "alt" text for each clickable hotspot within
animage map (not for mobile).

Image "alt" attribute should not be empty, except
foronknown "decorative"images.

Image "alt" text should contain more than one
word.

Graphical form buttons should have "alt" text.

Do not provide text alternatives for decorative
images.

Images between 50 - 200 KB.

Images between 200 - 500 KB.

Do not use unsuitable image file formats.
Images largerthan 500 KB.

PDFs should be tagged for accessibility.

PDFs should have a meaningful title specified.

EMBED tags must have an associated NOEMBED
tag.

Specify the file type when linking to non-HTML files.

Include information about document size within or
next to thelink.

Does the page contain a title tag?
Is the title tag populated?

Does the title tag contain more than one word?

Pages should specify the natural language of a
document.

Do not use metarefresh with a time limit.

Pages should contain metadata description.
Limit <title> tags to 60 characters orless.

The title tag should contain the company name.
Do notuse multiple title tags.

Copyright date should be the current year.

Do not use white space characters to control
spacing withinaword.
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Brand

Brand

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

URL Structure
and Code

Privacy and
Cookies

Privacy and
Cookies

Privacy and
Cookies

Privacy and
Cookies

Privacy and
Cookies

Privacy and
Cookies

Privacy and
Cookies

Mobile

Always capitalize the company name correctly.
Always spell the company name correctly.
Do not use deprecated tags or attributes.

Use relative font measurements.

Use linked style sheets to control layout and
presentation.

If using frames (oriframes) make sure they are
titled.

ID values must be unique.

Do not use "onmouseout" without "onblur".
Do notuse "onmouseup" without "onkeyup".
Do not use "onmouseover" without "onfocus”.

Do not use "onmousedown" without "onkeydown".

Table summaries must not duplicate table
captions.

Do not use scripting to remove focus when focusis
received.

Do notuse pre-ticked boxes informs.
Do notuseinline styles.

Deliver all code as UTF-8.

Do notuse special characters within file or
directory names (URLSs).

Allpages should contain a privacy link.
All pages should contain a link to cookies policy.
Do notuse Flash.

Do not use graphics for spacing.

Do not use onmouse and onkey triggers within your
scripting.

Set the viewport on pages.
Do not disable or suppress the ability to zoom.

Do not use nested tables.
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All pages should have alink to the desktop version

gieile of the site.

Mobile

Do not use the title attribute unless on a forminput.

Resolving an Issue by Topic in the Website Dashboard

For our demonstration of resolving issues in the Website Dashboard, we will look at Issues > Issues by
Topic, Links. We clicked on the Links topic, Do Not Have Links Without Content. The right side of the
page populates with the pages affected and statistics.

Clickingon alink displays the actual live page, where the link is broken, with the issue area highlighted in
the Source code.

WEBZITE DASHEOARD WEBSITE:
. i
Issues by Topic Samels 559
Accebdity 1127 | Orand 78 | Legal &40 | seo aar I Loabnlivy 18
Exgand all | Colapse & e
Do not hmee links without content GES AF o
COMTENT PRESENTATION =z PAGES AFFECTED
ARFogh thess smply brks, £ e = page
11 Al pages should contain hesdings n hey mil be aggaten b € L suse ‘IDD%
or W d & RaE
12 fill pages should contain an <hi> heading 204
SarLbry Dute: newest first ¥
13 Do Moot LS Underlining 1o haghlsght tas o e =
Chezorsing the Bsst Hospital Website Tedhnology O Jul 18
14 Large blaks of ronssnt thauld ba braken up uting 3 o - - i
subksadingt L Sbeps o Make Your Hospital Websste Perfor O sl 78
15 Donot artificslly creste bullet lists 1 Healthcans Marketing B Technology Weakly News - July 2nd 0 Jul 13
1€ Donot use bold <b> tags to emphasize text 0 Healthcare Marketing Strategy Tips Oof jul 72
1.7 [0 MeDT LS (Calic <1 [@ES 10 emphasice text Healtharg CRM Use Cane for Patient Engagement 06 Juil 2
1.3 Do a2 hawe miiltipls headings wich sdentical tear ] WHPRMS 2018 oF Jud 12
1.9 Al data raklsd ihauld correctly defing haader o and 4 GSHMPR20M8 D Jul 72
e haadsrs Josh K Wpn 18
1.10 3 } e b = 4 - " o 3
pininlieie e —. ?  Huaithcars Marketing & Technalogy Weakly News - juna 25zh 29 Jun 18
111 Do mot create blinking et o Healthcare Directory Lintings Best Practices o J T R
112 Do et ues o find tent D GetMore Recum on Your Healthcare Markesing irvesiments 9 )un 18
LIMNKS B gt mre CRM for Population Health Initistives Sl
D not yye mesninghess phrsses such o “dick here™ or 3 join InfuEnce Heaich ot HIMSS 20190 29 jun 18
‘more a3 entire link text
Heslthears Marketig B Technology Weskly News - june 182h 22 jun 18
221 Do mot have links withowt content 588
Baginner's Gusde to Hospital Websrte Hostng X2 jun 18
23 ndicare whan a Bnk will open in 2 e window 40
Willennial Marksting Tips fon Healtbe are Marketers 22 jen 18
4 T @ imape is the only cortent i a link i1 must have "alt 6
(e Healthcare Marketing Sorategy Tips B jun 18
£ e r— s Heslthe i Marketivg B Terhipoloes Wesk by Mows - e 1eh 15 ks 13
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Althaugh these emply links will mar be vigible on 4 L

o the page, they will ke apparent 1o same users and
cause confusian. For example, some browsers wil
allow tabbing to smpty links and assistive technclogy
will ks announce the presence af a link,

In addition, they will be picked up by search snginss,
which may interprez them a= spam and penalse the
websice,

Click the Informationicon (D to view why resolving links without content isimportant. The text states:
Although these empty links will not be visible on the page, they will be apparent to some users and
cause confusion. Forexample, some browsers will allow tabbing to empty links and assistive
technology will also announce the presence of a link.

In addition, links without content will be picked up by search engines, which may interpret them as
spam and penalize the website.

Misspellings by Word

Check Misspellings by Word under the Spelling tab of the Website Dashboard application. The
misspelled word list for your entire selected site loads in the viewer area. Click the misspelled word and
the pages whereitappearsloadin theright panel. Click the page link and as we demonstrated above,
you can click the Source tab and go directly to the misspelled word in the code without scrolling, oryou
canview the highlighted text in the Browser tab view.
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WEELUTE DASHBOARD

Misspellings by Word Bemple 5k
Ll 1 ASEE Contains ClinKans

chnicans

In the Browser tab view, once the page launches, you can use the standard <Ctrl+F> keyboard
command to search the misspelled word on the page.
Click on the Misspellings Highlighted button at the top right of the page to display information

Crownpeak DQM s highlighting misspellings on this page.
If you can't see them, itis probably because they are:

within alayer ormenu that needs to be clicked on to see
within code that has been commented out

only visible to users without stylesheets or Flash

within an element not designed to appear on the page

Try selecting the Source (code) view to see them all.

Ana[yzing: hitps:/iwwew.samplesite healthcare-and. ing-news-roundup-for-may-26th

FILE DETAILS ISSUES (15) SPELLING (1)

1 potential misspelling

& clinicans (1) < Sourcel Browser Misspellings highlighted

There's been a lot of talk about the triple aim
QUADRU PLE AIM of healthcare and the need to refocus many
of the EHR and healthcare IT solutions on
the triple aim. Many of the concepls are
really good, but the triple aim is certainly not
all encompassing.

This was highlighted really well by this
infographic (See below) by Caradigm which
suggests a 4th aim that should be added
Improving the work life of health care
providers, including and staff
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Using the Search Function
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of the EHR and healthcare IT solutions on
the triple aim. Many of the concepts are
really good, but the triple aim is certainly not
all encompassing.

. This was highlighted really well by this
infographic (see below) by Caradigm which
—— suggests a 4th aim that should be added:

ST p—
. L | PrTr—
T T prre—

oo
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Taking inventory

The Inventory tab, asits name implies, lists all the assets of your website by category. Each asset type,
such asImages, displays the count of that type of asset andis an active link that provides the pages of
occurrence and theirlinks.

File Assets are listed by: Images, Acrobat Documents, Word Documents, Excel Documents,
PowerPoint Documents, ZIP Files, CSS Files, All Flash Files, WMV Files, FIv Files, Mp3 Files, Mp4 Files and
JavaScript Files.

Content Assets are listed by: Allemails used, Title tag frequency, Links to external websites, All data
collectionforms,

Metadatais listed by: Pages without metadata keywords, Pages without metadata description,

Cookies are listed by: Pages using Facebook widgets that set cookies, Pages using Twitter widgets
that set cookies, JavaScript files setting cookies, Persistent cookies by type, Pages using HTML5 local
storage code, Pages using HTML5 session storage code.

The Accessibility Tab

The Accessibility tabis arich source for WCAG compliance information. From this page you can
analyze and correct all issues that might limit accessibility to your web content. Your chosen target level
is displayed at the top right of the screen. Here, it displays as: Your targetis WCAG Level AA
compliance.
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You can choose the targetlevels to display here, by checking one or all of the following: Level A, Level

Inventory

Sample Site

Images

AAorlLevel AAA. You canalso toggle Hide Success Criterion without automated tests. The top-left
panel displays the number of issues for each level and their benchmarking score, with a ranking from
1-10. Eachlink on the right takes you to the specific W3 Consortium checkpoint. Aswith all other
checkpoint pages, drilldown from the topics listed on the left to see additional detail and link to
affected pages. Not shown below, the checkmarkiconindicates noissues were found, but manual

testingis stillrequired.
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Benchmark score

Issues found for this success criterion.
Expand for additional details. :
_ Average Compliance

|

This Success Criterion must be
manually tested.

Twat &itwrnac rvwn

How does DQM check for broken links?

When DQM scans your site, it records every single link it encounters. Each of these linksis tested to
check whetherit should be flagged as broken, using HTTP response codes returned from the server.

The table below details how DQM handles HTTP response codes, by type.
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HTTP Response

Marked as a broken link? What the code indicates
Code

Codes that fall within thisrange indicate
400 - 499 Yes an error with the page. Common statuses
such as 404 fall within this range.

This code indicates that authentication

isneededtoreachthe page thathasnot

No been provided. The classificationis
"unauthorized".
This code indicates that the server
No understood the request, but has

refused to fulfillit. The classificationis
"forbidden".
This code is similar to the 401
classification, butindicates that the
No DQM should authenticate itself with the
proxy. The classificationis "proxy
authentication required".
This code indicates that the server could
not service the request made by the
DQM. This can occur sporadically when
the server gets busy.
This codeindicates that the serveris
redirecting the DQM to another page.
Link checkis repeated onredirected The DQM link checks the new URL also.
URL To prevent theseredirect loops, arule
marks a link visited more than seven
times sequentially as broken.
Codes that fall within thisrange indicate
asuccessfulresponse. These site
pages are also checked to seeif the
pagein questionis anerror page.

500 - 599 No

300 - 399

200 - 299 No

These defaultresponses can be modifiedif required. Contact yourimplementationrepresentative, if
you'd like to discuss this.

Otherreasons links can be marked as broken

Alongwith the HTTP server codes above, alink will also be flagged as broken if an error occurs at any
part of the page's download process. Reasons forsuch errorsinclude:

e TheHostpart ofthe URLis not valid

e Anissue withdownloading the page via SSL

e Anattempttoconnectorreadtimesout. Connectstime out at 1 minute, reads time out at 2

minutes

e lllegal charactersinthe URL

e lllegalcharactersinthe URL that DQMisredirected to

e Theresponse codeindicates aredirect, but gives no URL for the redirect

Excluding links from the link-checking process

DQM canignore URLs, or parts of URLs that do not need to be checked. Forexample: login pages.
Contactyourimplementation representative if you would like to add some broken link exclusions to
your DQM configuration.

\Y
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Reducing errors reported in Website DQM Reports

Our goalis to make Website DQM reports as meaningful and concise as possible by reducing
unnecessary orunwanted errors. Here are some areas that caninflate the error count:

e Third Party code that we do not own or author

e Client-authored documents

e Pagesource content

Broken links

CMS scans the content of *.pdf and *.doc files for broken links. Broken links from legacy documents
included with brokenlinks found on pages can also inflate error count. CMS can exclude certain URLs or
parts of URLs, reducing the number of reported errors for broken links.

The list of full or partial URLs must be provided and placed on an exclusionlist. We can also request that
URLs ending with designated extensions be ignored, such as: .pdf, doc, ppt or others. Once provided,
DQM will skip scanning for broken links inside these types of client document

EXCLUDING LINKS FROM THE LINKCHECKING PROCESS

Crownpeak DQM can ignore parts of or whole URLs that do not need to be checkad (e.g. login
pages). Please inform the Product Support team if you would like to add some broken link
exclusions to your Crownpeak DQM configuration.

File

Article Number Last Published Date
Qoooo101e &/7/2017 7:54 AM

Alternately, the 2.10 PDFs - Documents with broken links checkpoint can be suppressed completely
onclientrequest.

text

28  Combine adjacent links together if they have the same 16
destination

29 Link text longer than 80 characters in length 115

210 PDFs- Documents with broken links 289

IMAGES 1170
RICH MEDIA 8387
TITLE & METADATA 8517

Errors can sometimes be flagged in more than one checkpoint. Errors flagged by the 2.10 checkpoint
canshowupinboth 2.1Broken external links and 2.2 Broken internal links.

Cautionary points

When requesting exclusions by full or partial URL, consider if there are other pages or assets that share
the full or partial URL with the *.pdf files. If there are other assets that would be affected by an exclusion
by URL or partial URL, then be sure to specify the file extensionin the exclusion. You can also describe
the end result you are hoping to achieve to yourimplementation representative, who can give you
suggestions on how best to exclude specific files.

ADAM Content
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Adding American Accreditation HealthCare Commission (ADAM HRA) content will cause error countsin
most checkpoints to escalate. This content contains many images and image maps without alt
attributes. There are also errors that get flagged for Rich Media checkpoints.

As we do not have any control over the ADAM code, arequest to exclude all ADAM content from being
scanned willbe needed. ADAM contentis onion-like; itis not a single product but a collection of
product IDs, therefore ADAM exclusions are defined by individual product IDs.

Once ADAM has been successfully excluded from the Website DQM scan, it can again show up if a client
adds anew ordifferent product ID. When clients update oradd new ADAM products to their site, we
needtorequestare-scanand provide notification of the new product IDs.

ADAM exclusions can require some fine tuning. Following is a helpful chart and some tips that should be
helpful.

Indicate the exact product ID (productld) used by the client.

ProbucTt NAME

iINcLUDED WiTH ADAM SE probucTlp=127 el

ADAM Health lllustrated Encyclopedia Multimedia productld=117
Thomson Drug Notes productld=45
ADAM Wellness Tools productld=20
ADAM Health Navigator productld=65
ADAM Pregnancy Health Center productld=14
ADAM Complementary and Alternative Medicine productld=33
ADAM Health lllustrated Encyclopedia Multimedia (Catholic filtered) productld=5117
Thomson Drug Notes (Catholic filtered) productld=5045
ADAM Wellness Tools (Catholic filtered) productld=5020
ADAM Health Navigator (Catholic filtered) productld=5065
ADAM Pregnancy Health Center (Catholic filtered) productld=5014
ADAM Complementary and Alternative Medicine (Catholic filtered) productld=5107
MyCheckUps productld=43

Tips
Use the word “article” inthe exclusion rule; forexample, request exclusion of all URLs that have the
following string: “article?productld=43", “article?productld=65", “productld=5107", etc.
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You cannot referonly to “productld=127"; you must list each productld included in SmartEngage to
successfully exclude ADAM content.

Clients might be using older ADAM products or contract directly with ADAM for their 3 party content.
Some URLs for article pages might be using ADAM2004 _ or other similar URL parameters. ADAM offers
mixed content, soitis a good idea to also exclude the following:

adam.com

www.adam.com

http://adam.com

https://ssl.adam.com

The following are examples of other exclusions asked for on behalf of our clients. They are specific to
those clients but will give you anidea of how to request exclusions.

You should exclude code found in HTML comments. Atleast one clienthad commented out codeinthe
page source of atleast 90% of the pages. The commented-out code contained <img> tags without alt
attributes. As the code was throwing errors, the following exclusion was asked for:

Please exclude any <img> tag with or without alt attributes found inside a comment tag.
The comment tags beingused are <!--- --- >, but also we should exclude <!-- --> comments as well.
Example, there are placesin the page source similar to the following:

[l-—<div closs="cta-overay™><img class="iImg-responsive" src="/assets/images/bannersffpo jpg” /=
[<div class="owerlay™>

hd>Book Your Yearly Physical Online</h4>

[<pr<a class="btn btn-outine” href="fscheduls-an-appointment-online/default aspx>Request
Appointment</a></p>

< i

< i

< i

< i

</ div>—>

Images from cross-site origin or external sources
For clients using forms whichinclude buttons and images from an external source, you can ask to
exclude scanningimage tags that contain specific URLs Forexample:

Please exclude any <img> where the srcis https://bbox.blackbaudhosting.com/webforms/images/.
Since the image is coming from a source over which we have no control to change, we should exclude

this from being reported as an error.

Example, the following is found in the page source:

img src="https:f/bbox_blackbaudhosting .comfwebforms/images/ajax_loader_border2 gif’ alk=™'

tyle="vertical-algn: middle:"/>
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Defaultimages which are used for display or decoration only

You can exclude certainimage tags from the scan, but these images must have an alt attribute in the
<img> tag. They must be able to pass the “3.1Allimages should specify an “alt” attribute” checkpoint.
If the decorative or presentationrole image passes the 3.1checkpoint, butis flagged by the “3.3Image
alt attribute should not be empty, except for on known, decorative images” checkpoint, you can
exclude it from the scan by asking for the following:

Any <img> tag where the image file name has " _default_"
Inthe classih-blog ih-blog-detailis see images that are decorative.

Example, the following can be found in page source:
<div class="ih-blogih-blog-detail">

<imgsrc="/assets/images/news/news_default_front_hospital.jog" alt=
itemprop="image"/>

nn

class="img-responsive"

»n

But, remember: the <img> tag mustinclude an alt attribute (alt=""); this tells accessibility technology to
ignore and not attempt toread the altasitis NULL. The criteria foranimage to be considered
“decorative” are:

e theimageisnotusedasalink

e theimageisdecorative;if it wasremoved, noinformation would be lost

e the <img> tagincludes an empty alt attribute (alt="")

Turning off or suppressing checkpoints
Some clients have requested to turn off or suppress certain checkpoints. Before turning off or
suppressing a checkpoint, consider the following:
e Isthecheckpoint evaluating a key accessibility level? If itis turned off will the website not reach
the accessibility goal the client wants to achieve?
e Isthecheckpoint beingturned off only to cut down on the error count? If so, the error will still
be present and it might not be noticed. Also disabling one checkpoint doesn’t mean the error
will disappear, it might show up in another checkpoint.

Other Frequently Asked Questions (FAQ)

How does the crawl of the site affect performance?
The running site crawleris equivalent to a one-person page hit.

How many checkpointissues come with the platform?

There are 77 standard checkpointissues. You can customize these standards for both code and
content, including by country. You write the logic. There are also complex checkpointsin place for
twitter tags and attributes, client IDs, etc.

What browsers does the DQM Platform support?
The DQM Platform supports the following browsers:
e InternetExplorer1l.0
e Latestversionof Firefox
e Latestversionof Chrome
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Browser support

CMS DQM supports the following browsers:
e InternetExplorer1l.0
e Latestversion of Firefox
e Latestversionof Chrome

Logginginto the DQM

Access the new DQM by using alink. http://dgm.crownpeak.com/

Another point of view, the website dashboard overview (18)

e Theonline DQM Website Dashboard also known as the Analyzer.

e Thereare five tabs: Overview, Issues (with options: Priority issues, All issues, Issues by topic,
Worst pages), Spelling, (with options: Misspellings by word, Misspellings by page) Inventory and
Accessibility.

Issues: Categories andrules

Most of your time will be spent within Issues. Issues can be designated as prioritized. Standards can
range from content presentation, links andimages to URL structure and cookies. You canview the full
list of Issues, as shown.

There are four tabs:
Overview, |Issues
Spelling and Content.

9115

Overview

Sample Sila . 581

Al rvor

Working with these tools empowers your content management team, by reducing the chance of
introducing complianceissues, so they can focus on creating conversion-centric content foryour
organization.

You can have as many websitesin the platform as desired and administer each one on a separate
dashboard.

The table onyour screenlists all the rules from this page. Use the scrollbarto view them all.

Managing your SEO using the DQM Overview Dashboard screen
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To quickly manage your SEO using the DQM Overview Dashboard screen, go to the Issues tab and
select Issues by Topic.

From this screen, select the SEO category.

Theissues that are pertinent to SEO optimization are provided by topic: Content Presentation, Links,
Images, Rich Media and Titles and Metadata. Each category displays the number of occurrences.

Expand a category to immediately address those issues, in context from the Overview page. Let'slook
at one of the majorissues that directly affects not only your site's ranking but user experience and
response, Page Load Performance. You can speed up page loading time by optimizing yourimages,
with the goal of making file sizes as small as possible, without sacrificing image quality.

Large images slow down page download, which can cause visitors to leave your site and go elsewhere,
affecting the time spent on that page. Thisis animportant ranking factor that tells Google how relevant
your page is tovisitors.

Note: Page download speeds of more than one second are subject to search engine penalties when
exceeded, and affect not only consumer engagement but whether that consumer will everreturn to
your site.

Google estimates that 61% of users are unlikely to return to a mobile site they had trouble accessing
and 40% visit a competitor’s site instead.

crowmpeak ———— Vala Mabajata T s

WILISITE DASMDOARD WL

Issues by topic Sample Site
COMTENT FREERTATION 3
T A et b

e N k. W CL Pl T Mg 17
g e for moksis v bralra e e e 1117

Here, we clicked Images largerthan 500 KB. View the images under this category by thumbnails or
filenames and sort by size ordate. Click onanimage to see additional properties and a list of how many
pagesinyoursite theimage s linked to, listed by links to each affected page in your site, so that you can
address theissue and see theresult.
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Address metadata keywords by page

Rememberthose keywords we discussed earlier? You can quickly analyze and address theirusagein
every page of your site, by going to Issues by Topic > TITLE & METADATA, you can view pages without
Metadata Keywords or Metadata Descriptions, with counts and a link to each individual page. Once a
resultlink is clicked, you can sort page results in ascending or descending order by date, name and size.
Rules below are:

e Pagesshould contain metadata description

e Limit <title> tagsto 60 characters orless

e Thetitle tag should contain the company name
e Donotusemultiple title tags

WEBSITE DASHECARD WEBSITE

Issues by topic Sample Site

Acceibilicy 16 | Brand3 | Legsis | SE05 | Ussbiikyf

Expand all | Collapse o

COMTENT PRESENTATION i
@ Click on a link for more details

LENES 4

IMAGES 1

RICH MEDLA L]

TITRE & METADATA a

56 Pages should contain metadats description P a

57  Limit ctitio> tags to 60 characters or ks ]

58  Thetitle tag should rontain the company rame ]

1) D meot wsae maliiple title tags ]

Optimal keyword density and modern SEO power strategies and tips

Rememberthose keywords we discussed earlier? You can quickly analyze and address theirusagein
every page of your site, by topic, with counts and alink to each individual page. Once aresultlinkis
clicked, you can sort page results in ascending or descending order by date, name and size. You can
achieve maximum search engine effectiveness, by utilizing some strategies with this powerful tool. The
following page elements are the best places to use keywords for maximumimpact on your rankings.

Meta Description Tag

The content of this tag displays on the search engine results page, below your Page Title. This tag
should be on every page and customized by page. Quickly address all pages without this tag from one
location by going to Issues > Issues by Topic > SEO > TITLE & METADATA. The Website Dashboard
Analyzerreturns results and links for pages breaking configured meta descriptionrules such as:

e Pagesshould contain metadata description

Title Tag

Thisis not the Page Title. This text displays in bolded blue text on Google search engine results pages.
Also, underlssues > Issues by Topic > SEO > TITLE & METADATA are rules such as:
Limit <title> tagsto 60 characters orless
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The title tag should contain the company name
Do notuse multiple title tags

Page Title

Thisis the actual page title your visitors see on the pages of your site. Don’t use images, include your
keywords, and encloseinan <h1> tag. Access and address underIssues > Issues by Topic > SEO >
Content Presentation.

WEBSITE DASHBOARD

Issues by topic

doumaibiiy 18 | Brand 2 | Loget 3 [[3853 )] wnshdiny #

T e E e

AN g PPl (i g T Pyl _J

HTML and JavaScript

SEQO ranking calculation evaluates how high up on the page keywords appear. Externalizing JavaScript
leaves more roomin the top portion of your pages’ code.

Site Text

Utilize your keywords well in the text of your site, but with an eye toward high readability. 3-6% density
is a good rule of thumb to avoid the risk search engine spam labeling.

Keywords in Links

Use your keywords in the links on your site and in the Name Attribute of yourlink tags, as well as in your
sidebarand footer.

AltTags

Eachimage onyour site should have an Alt Tag.? Alt Tags are important for 508 compliance screen
readers, such as Job Access with Speech (JAWS), which generates audial speech and Braille output for
users with visionimpairment. You can also utilize this descriptive text to include your keywords!

Address every page with missing alt tags by clicking Issues > Issues by Topic > Images.

2Analttag, also known as "alt attribute" and "alt description," is an HTML attribute applied to image tags
to provide a text alternative for search engines. Applying images to alt tags such as product photos can
positivelyimpact anecommerce store's search engine rankings.
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WEBSITE DASHEOARD WEBSITE:

Issues by topic Sample Site

Accessmativy 16 | Srand 2 | Legat 3 | 203 | Ussmainy s
Download these ismses ]
Expand st | Collspas o

Image “ale~ attribute should not be empt A
COMFENT FRESENTATION o e o e

50%

T Sk Tt B merte s P s B3 4 Sorchy [Desesnewesfis(sd]
e g

S -
e Influence Healti: Create Extraordinen: Consumes o2 Sep 17
37 images batween S0 - 200 KB @ Exporiences

2B Images bebwsen 200 - 500 KB

s
;

Note: Non-compliance can be a costly mistake for websites that do not provide accessibility to all.

Filenames

Filenames of pages andimages are another place to include your keywords. Filenames displayedin
page URLs and using keywords here canreally help yourrankings. Optimize those URLs using the LINKS
category underlssues by Topic > SEO.

Your Domain Name

Use your primary keyword in your domain name, if possible for considerable improvement in your
rankings, because thisimplies to the search engine that the entire content of your site is centered
around your keyword.

http://www.wordstream.com/meta-tags

Supported browsers for CMS and Crownpeak

Below s alist of the browsers that are currently supported by both CMS and Crownpeak. These
browsers have been tested and support both PC and Mac operating systems.

e Latestversionof Chrome

e Latestversion of Safari

e Latestversionof Edge

Other browsers (Firefox, Brave, Opera, etc.) may also work, however, these, as well as older versions of
those listed above, may not offer the same experience and functionality of the most recent versions of
our supported browsers.

Questions?

While one of the most obvious advantages of CMS's features s its ease of use, we understand that you
may have questions. Should you need additional training on a specific capability of the CMS
application, orjust need to develop a deeper understanding of how to most effectively wield its
powerful potential, please reach out to ourresponsive delivery or support teams.
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