IDHW InfoNet and External Website

Polices, Procedures, and Standards

The purpose of this document is to identify the policies and procedures regarding the Department’s internal and websites to enable all staff to easily understand whom to contact and the expectations of each group.

Groups
Public Information and Communications (BPIC) –reports to the Director and has oversight and final authority of all content.  
ITSD Administrators – are responsible for technology.  They implement software updates; provide daily support to incorporate module additions; provide general training and support for content administrators. 
Content Administrators –are responsible for adding content to the website for their respective Divisions, ensuring it meets requirements, necessary approvals and updates.  Most Divisions will have one or more Content Administrators.
Contact List

It is the responsibility of each person identified in one of the above three groups, to update their contact information located under Content Admins > Contact List (on the InfoNet) and Team Sites > Content Admins > Contact List.  You must be logged in to see these tabs.
Obtaining a New Tab (Web Page)
Any changes to the left pane of the InfoNet website must be approved by the BPIC office first; the BPIC will submit the requested changes to ITSD Administrators.
Process:

The Content Administrator submits a request to BPIC for a new tab.  The request will identify the name, location relative to other tabs, purpose, and reason for new tab. The new tab should be necessary to meet employees’ information needs and have enough content planned for it to warrant a tab. 
BPIC will approve, deny or modify the request.  If approved, BPIC will forward the request to the ITSD Administrator to add the requested tab.  The ITSD Administrator will add the new tab to the website and notify BPIC and the Content Administrator the change has been made.

Deleting a Tab (Web Page)
Any changes to the left pane of the must be approved by the BPIC office and the BPIC will submit the requested changes to ITSD Administrators.

Process:

The Content Administrator submits a delete tab request to the BPIC.  The request will identify the name of the tab, a link to the tab, location relative to other tabs, and reason for deletion of the tab.

BPIC will approve, deny or modify the request.  If approved, BPIC will forward the request to the ITSD Administrator to delete the requested tab.  The ITSD Administrator will delete the tab from the website and notify BPIC and the Content Administrator the change has been made.  NOTE:  the tab will only be deleted if the content of ALL modules on the tab has been removed.  Refer to Deleting a Module for more information.

Adding a Module
Adding modules to tabs is the responsibility of ITSD Administrators.  All content added to the modules themselves is the responsibility of the Content Administrators.

Process:

The Content Administrator submits a request to the ITSD Administrator via Remedy to the Supported Applications helpdesk requesting a new module.  The request needs to contain the module name and type as well as a link to the tab the module will reside.  The Content Administrator will also need to identify the location on the tab that the module will be placed relative to other modules.
The ITSD Administrator will add the requested module and notify the Content Administrator via resolved Remedy request.

Deleting a Module

Deleting modules on tabs is the responsibility of ITSD Administrators.  All content removed from the modules themselves is the responsibility of the Content Administrators.

Process:

The Content Administrator submits a request to the ITSD Administrator via Remedy to the Supported Applications helpdesk requesting a module be deleted.  The request needs to contain the module name and a link to the tab where the module resides.  The Content Administrator will be responsible for deleting all the content from the module prior to making the request.  No module will be deleted that still contains content.

The ITSD Administrator will delete the requested module and notify the Content Administrator via resolved Remedy request.
Font
The standard font is Verdana 10 point.  Please use this for your HTML modules unless you have approval from BPIC to utilize a different font.
Changing Content You Don’t Have Access To
BPIC can access content if you need to update information on all tabs and modules.  If you need information updated on one of those tabs and a tab that you don’t have access to it, please send a request to BPIC.
You can submit changes to fellow Content Administrators to change content on the tabs that are their responsibility.  Please send a request to the responsible Content Administrator identifying the tab, module and specific information that you need updated/changed/added.  Please check the Contact List under the Content Admins tab to identify the person responsible for the tab in question.
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