DPHSS Website
Administration lutorial

Publisher Role - Publishing Documents and Articles



What can a
'"Publisher” do?

e Create Content (Articles, Documents, Polls,
FAQSs, etc)

e Publish, Unpublish, and Edit All Content
(submitted by anyone)

° [
a

nis tutorial covers publishing Documents

nd Articles.
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Home » User account

R Use account

How many times a week Create new account Login Request new password
do you exercise?

Username *

Twice a week
Once a week Enter your Department of Public Health and Social Services username.
Three times a week

) Password *
Four times a week [
Every day Enter the password that accompanies your username.
I'm always at the gym

Log in

Vote
Older polls
Results

low-lncome Info )

Login - https://dphss.guam.gov/user

Your Username and Password is the same as your
Active Directory login information.
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Welcome to the Official DPHSS Website

Hafa Adai and welcome to the Department of Public Health and Social Services
web site! We are happy to continue this effort in presenting this web site as a
medium to providing the public with information.

If you should have any inquiries, feel free to make contact with the appropriate
program staff member.

Un dangkulo na Si Yu'os Ma'ase (Thank you very much).

Manegant Notice to Child Care Providers

Submitted on Friday, October 14th, 2011 @ 12:00am ChST To assist the people of Guam in
o . achieving and maintaining their
Effective October 1, 2011, the FY2012-2013 Child Care Development Fund 9 9

Navi highest levels of independence and
avigation (CCDF) State Plan has been approved. A copy of the State Plan may be self-sufficiency in health and social

obtained at the Bureau of Economic Security, Administration Office Room #7 welfare.

» Add content

How To Administer Content

Click Administration
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Administration

ontent and comments.

Structure

Administer blocks, content types, menus, etc.

Configuration

Administer settings.

GCTranslate

GTranslate module settings control

Help

Reference for usage, configuration, and modules.

How To Administer Content

Click Content
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Content

Home » Administration

SRS G lter the co ntentﬁs)
SHOW ONLY ITEMS WHERE U

status any Filter
type any

UPDATE OPTIONS

@hecka)xes to mass update (PU blished )( Not Published )

AUTHOR STATUS UPDATED w

not 2(q11-10-19

o Document new Document § author
published 2322 delete

not 2Q11-10- edit

So Smart. So Safe. Prutehi Hao! new Article author .
published 2320 delete

i Basic 2011-10-19 edit
Fiscal Year 2006 new i published
page 01:06 delete

, Basic 2 2011-10-19 edit
Fiscal Year 2007 new . published
page 01:05 delete

Basic . 2011-10-19 edit
page : 01:05 delete

Content List

You can view all content and make changes here.

Fiscal Year 2008 new
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Home » Administration
+ Add content

SHOW ONLY ITEMS WHERE

status any
type any

UPDATE OPTIONS

Pu

Click to view

Prutehi Hao Document new

So Smart. So Safe. Prutehi Hao! new

Fiscal Year 2006 new

Fiscal Year 2007 new

Fiscal Year 2008 new

TYPE

Document

Article

Basic

page

Basic
page

Basic
page

AUTHOR

aughor

author

doug.chan

doug.chan

doug.chan

=8 ¢ | Q- Google

STATUS

not
published

not
published

published

published

published

UPDATED w

2011-10-19
23:22

2011-10-19
23:20

2011-10-19
01:06

2011-10-19
01:05

2011-10-19
01:05

OPERATIONS

edit
delete

edit
delete

edit
delete

edit
delete

edit
delete

| et's Publish Some Conten

It there are unpublished documents, you should review
and publish them first.
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Prutehi Hao Document j

» Administration View Edit Publish

» Add content
DEPARTMENT ofF PUBLIC HEALTH axD SOCIAL SERVICES

‘ DIPATTAMENTON SALUT PUPBLEKO YAN SETBISION sUsiAl

o Myaccount Felix P. Camacheo 123 Chalan Kareta, Mangilao, Guahan 96913-6304

o My Content

GOVERNMENT OF GUAHAN S

O,

» My main profile MAR 0 9 2010
o Log out

Review Before Publishin

It everything looks good, click the publish button.
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Home » Prutehi Hao Document

Prutehi Hao Document

View Edit Publish

Navi5auon

GOVERNMENT OF GUAHAN S

()

» Add content
DEPARTMENT ofF PUBLIC HEALTH axD SOCIAL SERVICES

‘ DIPATTAMENTON SALUT PUPBLEKO YAN SETBISION sUsiAl

o My account Felix P. Camacheo 123 Chalan Kareta, Mangilao, Guahan 96913-6304

o My Content
» My main profile Michael W. Cruz, M.D)

MAR 0 9 2010
o Log out

Review More Conten

Go back to the Administration Page and review the
Article.
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Content

Home » Administration
+ Add content

SHOW ONLY ITEMS WHERE

status any
type any

UPDATE OPTIONS

Publish selected content ¢ Update

. —R .
@Ck to view

Document  author

@ author

Basic
page

Prutehi Hao Document new

So Smart. So Safe. Prutehi Hao! new

Fiscal Year 2006 new doug.chan

Basic
page

Fiscal Year 2007 new doug.chan

Basic
page

Fiscal Year 2008 new doug.chan

=3 ¢ | (Q~ Google

STATUS

not
published

not
published

published

published

published

UPDATED w

2011-10-19
23:22

2011-10-19
23:20

2011-10-19
01:06

2011-10-19
01:05

2011-10-19
01:05

OPERATIONS

edit
delete

edit
delete

edit
delete

edit
delete

edit
delete

| et's Review the Article

Click the Article's title to view, edit, and publish.
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Home » So Smart. So Safe. Prutehi Hao!

So Smart. So Safe. Prutehi Hao! {_ Click to edit if needed

» Administration View Edit Publish
Submitted on Wednesday, October 19th, 2011 @ 11:20pm ChST

The Department of Pibll Health and Social Services is pleased to an ce that the STD/HIV Program Public

Information Campaign "So Spart. So Safe. Prutehi Hao!" will ler at the First Guam International Film
Festival (GIFF) on Saturday, Oct . at the Micronesia Mall Stadium Theatres. It will also

m premier at the 2011 Urban Mediamakers Film Festival on October 14-16, 2011 at the Red Clay Theatre in Duluth,
Georgia.

o My account
o My Content

» My main profile

» Add content

o Logout

Unpublished Article

Click Edit to make changes it needed.
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Edit Article So Smart. So Safe. Prutehi Hao!

Home » So Smart. So Safe. Prutehi Hao!

Title *
So Smart. So Safe. Prutehi Hao!

Body (Edit summary)

=| Source

- nat 3 ' 9T«

The Department of Public Health and Social Services is pleased to announce thatthe STD/HIV Program Public Information Campaign "So
Smart. So Safe. Prutehi Hao!" will premier at the First Guam International Film Festival (GIFF) on Saturday, October 1, 2011 at5:45 p.m. atthe
Micronesia Mall Stadium Theatres. It will also premier at the 2011 Urban Mediamakers Film Festival on October 14-16, 2011 at the Red Clay
Theatre in Duluth, Georgia.

Switch to plain text editor

Text format Fitered HTML # More information about text formats

e Web page addresses and e-mail addresses turn into links automatically.

e E-Mail addresses are hidden with reCAPTCHA Mailhide.

e Allowed HTML tags: <p> <div> <a> <em> <strong> <cite> <blockquote> <code> <ul> <ol> <li> <dl> <dt> <dd>
e Lines and paragraphs break automatically.

Article - Required rFlields

Check for completeness and for things like spelling
errors.
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Switch to plain text editor
Text format = Fitered HTML # More information about text formats

e Web page addresses and e-mail addresses turn into links automatically.

e E-Mail addresses are hidden with reCAPTCHA Mailhide.

e Allowed HTML tags: <p> <div> <a> <em> <strong> <cite> <blockquote> <code> <ul>

e Lines and paragraphs break automatically.

&——— (Add tags

Enter a comma-separated list of words to describe your content.

—
Image e
) Upload Add an im ag e
Upload an image to go with this article.

Files must be less than 20 MB.
Allowed file types: png gif jpg jpeg.

Show row weights
DOCUMENTS:

So Smart. So Safe. Prutehi Hao! [nid:285)

=
Attach documents if needed

Add another item

Revision information
¢ Create new revision
No revision

Authoring information Revision log message
By author on 2011-10-19 23:20:44
4

Article - Optional Field

It's highly recommended to enter as much information
iNnto these fields if possible if the Author didn't.
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Image
Choose File | no fie selected Upload

Upload an image to go with this article.
Files must be less than 20 MB.
Allowed file types: png gif jpg jpeg.

DOCUMENTS:

So Smart. So Safe. Prutehi Hao! [nid:285]

Add another item

Revision information
No revision

Authoring information

By author on 2011-10-19 23:20:44
+1000

Publishing options
Published, Promoted to front page

Show row weights

Authored by
author

Leave blank for Anonymous.

YYYY-MM-DD

2011-10-18 2J20:44 + 1000

Format: 2@ 1-10-19 23:20:44 +1000. The date format is YYYY-MM-DD and +1000
wiie zone offset from UTC. Leave blank to use the time of form submission.

Preview View changes Delete

Almost Done - Review the Date

You may want to change the date of the Article to match
the date of the Press Release Document.
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Image
Choose File | no fie selected Upload

Upload an image to go with this article.
Files must be less than 20 MB.
Allowed file types: png gif jpg jpeg.

DOCUMENTS:

So Smart. So Safe. Prutehi Hao! [nid:285]

Add another item

Revision information
No revision

Authoring information

By author on 2011-10-19 23:20:44
+1000

Publishing options
Published, Promoted to front page

Show row weights

Authored by
author

Leave blank for Anonymous.

Authored on
2011-10-19 23:20:44 + 1000

Format: 2011-10-19 23:20:44 +1000. The date format is YYYY-MM-DD and +1000
is the time zone offset from UTC. Leave blank to use the time of form submission.

Preview View changes Delete

Cli

ck Save

Once you're done reviewing, click save. You may also
choose to click "Preview" to review your changes.
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So Smart. So Safe. Prutehi Hao! ( (Click to pub@

» Administration View Edit Publish
Submitted on Wednesday, October 19th, 2011 @ 11: ST

The Department of Public Health and Social Services is pleased to announce that the STD/HIV Program Public

Information Campaign "So Smart. So Safe. Prutehi Hao!" will premier at the First Guam International Film
Festival (GIFF) on Saturday, October 1, 2011 at 5:45 p.m. at the Micronesia Mall Stadium Theatres. It will also

m premier at the 2011 Urban Mediamakers Film Festival on October 14-16, 2011 at the Red Clay Theatre in Duluth,
Georgia.

o My account
o My Content

» My main profile

» Add content

o Logout

e ———
Click Publish

Once everything looks good, just click publish to make it
show on the front page.
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If you should have any inquiries, feel free to make contact with the appropriate
program staff member.

Un dangkulo na Si Yu'os Ma'ase (Thank you very much).

¥ PR——— So Smart. So Safe. Prutehi Hao!

R ¥ BT Submitted on Wednesday, October 19th, 2011 @ 11:20pm ChST To assist the people of Guam in

achieving and maintaining their
highest levels of independence and

The Department of Public Health and Social Services is pleased to announce

Navigation that the STD/HIV Program Public Information Campaign "So Smart. So Safe. self-sufficiency in health and social
s Al cciea Prutehi Hao!" will premier at the First Guam International Film Festival welfare.
(GIFF) on Saturday, October 1, 2011 at 5:45 p.m. at the Micronesia Mall

Stadium Theatres. It will also premier at the 2011 Urban Mediamakers Film Citizen Centric Report FY2010
Festival on October 14-16, 2011 at the Red Clay Theatre in Duluth, Georgia.

User menu

o My account
o My Content Read more »
» My main profile
o Log out . . . —
Notice to Child Care Providers o
Click to view PDF
_ Submitted on Friday, October 14th, 2011 @ 12:00am ChST
How many times a week Effective October 1, 2011, the FY2012-2013 Child Care Development Fund m
do you exercise? (CCDF) State Plan has been approved. A copy of the State Plan may be
obtained at the Bureau of Economic Security, Administration Office Room #7 i L ) .GO

() Twice a week
Legacy Square, Rte 10, Mangilao from 8:00 a.m. to 5:00 p.m. Know what to do

() Once a week about the flu.

-ront Pag

That's all there is to it!



summary

e Publishing an Article is a 2 step process if
there is a Document (PDF)

e Publish Documents First
e Publish Articles Afterwards

e Be sure to check for things like spelling
errors, tags, images, and correct dates.



