How to migrate and update an existing DWR Web page using Contribute
by copying, pasting, and editing it to the new AzDWR section

Preparation to migrate an existing page that has links to other ADWR web pages:
1. Point your I.E. Web browser (this is NOT Contribute) to the DWR web page you intend to migrate/update.

2. For links to information on a DWR web page to a DWR document (in .DOC, .PDF, .PPT, etc. format) that is in your section, right mouse click on the first link and do the following:

· Select “Save Target As”
· Save the file to your desktop folder on your computer.

· Click the “Create A New Folder” icon (for 1st link only)

· Name the folder “UploadsToAzDWR”, and create it on your desktop on your computer.
· Double click “UploadsToAzDWR” (in the Save File dialogue) to open it.

· Save your first link in “UploadsToAzDWR” with the default name (Don’t change the name unless 
it’s something meaningless as ‘my_file001_000.doc’. Then change it to something meaningful. 
Caution! Files with the same name will overwrite.)
3. Do this for ALL links to your DWR content in your section (but not for external links).

4. Keep the page open for reference.

5. Make sure that links to a file point to one file in one location.  If the same file is uploaded to different directories, the files will become obsolete when the file is updated in a different directory.  This has been an ongoing issue where information is updated in one area of the web site, but the same information does not get updated in another area of the web site because of the different location of the same file name.  Because of this, it is very important to have links on different pages in different directories to point to just a single file location (in .DOC, .PDF, .PPT, etc. format) so information stays current on that single version.
So where exactly on AzDWR do we want to put the corresponding, new page?

1. Open Contribute (If necessary, use the connection key you were recently emailed - Adobe Contribute connection key for AzDWR). This will bring you to the start of the departmental folder structure you have access to, i.e. http://www.azwater.gov/azdwr/StatewidePlanning/.

2. You should be in the Contribute browser now.

3. If you have access to a menu that has a link to the page you want to edit, click the link to go to that page.

4. If the page exists, then edit the page on AzDWR.


5. If the page does NOT exist, then go to “Create a New Page in Contribute” section on page 3 of this document.


6. Images on the DWR page can be dragged from I.E. to Contribute.  This is the easiest way to get images to the new AzDWR page.  Hold down the left mouse button while clicking and dragging from I.E. to Contribute.  For best results, both application windows should be side by side.

7. Do this for each significant image (except for any little Word, Adobe, and Excel icons as these should be located in the Shared Asset option which will be discussed later) on the page.

NOTE: If you would prefer to save images on your computer then put those same images on a web page later using Contribute, see the “Alternate Way to Upload Images with Contribute” in the Appendix section.
All significant DWR links are saved to my computer, now add content to the new AzDWR section.
1. Using Internet Explorer, copy all main content from the current DWR web page.  

· To do this, use the left mouse button select only the main content of the web page by dragging the mouse while keeping the left mouse button down.
· (NOTE: This does NOT include the top, left side navigation, or footer of the web page.)

2. With all the content still selected, use the right mouse button and copy all this content.

· Helpful hint: Some pages might have to be copied in smaller sections if Contribute gives an error when trying to copy entire content of the page.

3. For layout purposes, tables may need to be created so information lines up correctly.  To create a table, use the Insert / Table menu and format the size and options for desired layout.


4. Images can also be dragged over from Internet Explorer to the exact place in Contribute as discussed above.

5. Go to Adobe Contribute and paste the selected content into the “WorkArea” of the web page.

6. Make sure all images on the page are using the new AzDWR directory for the image source.
For small icons (for example that display the PDF icon) use the “Images on Shared Assets / Insert Shared Asset” to select this standard icon that is already defined on the new web site.

7. If images were also selected in the copy and paste (or drag) process, then an “Image Description (Alt Text) message box will pop-up.  Please enter at least a basic description of the images.  The description can be changed later, so if unsure about what to put, it can be edited later.

8. The images MUST BE replaced in Contribute when using this method because when copying from the current DWR site the image source needs to be from the new AzDWR web site.

· The reason for the images to have the source in the new AzDWR web site is because all images need to be in a common directory and this new directory is the only one that will be maintained in the future when the new site is in production.

9. Right click each image and select “Image Properties…” from the menu.

10. Choose “Images on My Computer…” for the Image file from the folder on your computer “UploadsToAzDWR” from earlier in this document to update the image source so it will use the new AzDWR web site.  Pick the image to use and “Select” and update the “Description (ALT text) if needed.

· At this point, the image may appear to be broken, but when page is published, it will show up correctly.

11. Also make sure DWR links are pointing to the new AzDWR web site by highlighting the link in edit mode in Contribute.  If the link is http://www.azwater.gov/azdwr ... then no additional action is needed for that link.  
Also, if the link does NOT start with http://azwater.gov/ …then no additional action is needed for that link either.

(This section continues on page 3.)


· If the link is http://www.azwater.gov/dwr ... then update the link similar to the steps to updating the images described above.
a) Update the link by selecting the entire link and click on Insert / Link / File on My Computer on the menu.
b) Use the Browse button under “File to link to” section to find the file downloaded to your computer and select OK.

NOTE: Some new AzDWR links may not yet be moved over to the new AzDWR site.  If this is the case, the page will have to be updated at a later time when the new AzDWR page is created for this link.
c) This file will appear to be from your C drive, but once the page is published, it will be in the new AzDWR directory on the page you are editing.

12. After all copying and pasting is completed, make sure all text is formatted correctly.  The page can be edited again after being published if something needs to be changed.

Create a New page in Contribute

1. Click the New button at the top of Contribute for a New Web Page …

2. Select the correct template from AzDWR.  Make sure to use the template in the section level (not the division level) which will have the longest template name.

· For example, if using the drought template, use the “AzDWR_StatewidePlanning_Drought” template, but NOT just “AzDWR_StatewidePlanning” nor ”AzDWR” templates.

3. Enter the page title that corresponds to this new page and click OK.

4. Create content on your new web page in the WorkArea of the web page.

5. If images were also copied to this new page, then an “Image Description (Alt Text) message box will pop-up.  Please enter at least a basic description of the image.  The description can be changed later, so if unsure about what to put, it can be edited later.

6. At this point, the image may appear to be broken, but when the page is published, it will show up correctly.

7. After this new page is created & needs to be saved on the web server, it needs to be published from Contribute.

8. When this page is published to the web server, a message will show saying in part “Visitors to your web site will not be able to find this new page until your add a link to it from an existing page.” so you must link the new page to an existing page so visitors can see the newly created page.

· On the Publish New Page message box:

· Choose a filename that briefly describes the new page

· The file can be saved into a different folder by selecting the Choose Folder button

NOTE: Make sure the file is in a similar folder for the section on the web site.

Also please do not save file names with spaces as not all web browsers can handle this.

9. Verify that all text is formatted correctly.  The page can be edited again after being published if something needs to be changed.

10. Make sure to open an existing page to link to this new page otherwise the new file created will be orphaned and nobody will be able to find it.
Helpful Hints:
· See the Contribute Users page on the new AzDWR web site at:
http://www.azwater.gov/azdwr/ContributeUsers/ 
and click the Tips and Trick link for more information.

· A helpful Contribute Article titled Getting up to speed with Contribute in 10 minutes at: 
http://www.adobe.com/devnet/contribute/articles/ten_minutes.html 
is a good help with editing, publishing and adding new pages to the web site.
Appendix
Alternate Way to Upload Images with Contribute

· An alternate way to get images on the DWR page to the AzDWR page in Contribute is to:


1. Right mouse click on the first picture on the page.

2. Select “Save Picture As”

3. Click the “Create A New Folder” icon (for 1st image only)

4. Name the folder “UploadsToAzDWR”, and create it on your desktop on your computer.
5. Double click “UploadsToAzDWR” (in the Save File dialogue) to open it.

6. Save your first image in “UploadsToAzDWR” with the default name (Don’t change the name unless 
it’s something meaningless as ‘clip_image001_000.jpg’. Then change it to something meaningful. 
Caution! Images with the same name will overwrite.)
7. Make sure it is in proper image format (.gif, .jpg, .png) and NOT .bmp then Click “Save”


· Complete the above 7 steps for each significant Image (except for any little Word, Adobe, and Excel icons as these should be located in the Shared Asset option) on the page so the images are ready for Contribute.
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